HOW TO CASHet:
SMART ACCOUNTING

VENDOR (CASHet CARDHOLDER) SETUP

THE SA VENDOR SETUP will require the last four digits of a
CASHet Card when creating a Purchase Card account.

Thus, we STONGLY RECOMMEND that you make a copy of
both the front and the back of each CASHet Card before
distributing them so this information is readily available.




HOW TO CASHet:
SMART ACCOUNTING

VENDOR (CASHet CARDHOLDER) SETUP

Prior to exporting PCard envelopes into Smart Accounting a CASHet cardholder must be setup as a
vendor.

Step 1: From the SA main menu bar, click on Maintenance and from the pulldown menu select
Vendors.

Functions Application Preference

’ :
L I - 4
Search New S5Save Refresh Manage Ca

F3 F4 Fo Document
Operations

Maintenance «||p
4" 1 - Asset Disposition

#la

& 2 - Bank Reconciliation

s 3 - Batch Management

" 4 - Chart of Accounts

@§ 5 - Merchants

ZZ| 6 - Period Management

#_ 7-Vendors _ S¢
7 8- 1099 Edit / Tax Adj. 4
*" 9 - Print 1099 Forms

[%] 0- EDD Transmission

[¥1 n - IRS Transmittal

| Purchase Orders

: Accounts Payable

g Check Processing Ce

Petty Cash and Per Diem

+ Purchase Card

[L] | Journal Entry and Payroll DC

L. Payroll
2L Posting

A Maintenance il




HOW TO CASHet:
SMART ACCOUNTING

VENDOR (CASHet CARDHOLDER) SETUP

Step 2: Complete the required fields and click the “Defaults” tab.

Vendor Maintenance (New)  x

-

=

|MEW IDefauIts | Vendor Remittance Information

Vendor Type: > Default Code: El [7] Required [7] Warning
Studio Vendor # Default Work Region: El W9 Expires =]
Vendor Information 1099 Information
Social Security # - - Tax Identification # [7] Disabled TIN Last Name:
W9 On File
Vendor Code: Business Type - o TIN First Name
[] ePayment
Company/Last Name Street 1
First Name: Street 2
DBA: City State/Region E
[[] Suppress DBA Prafix Postal Code: Country
Cf rchase Card Informatio
Purchase Card Information
[T] Attention MNote: rchase Cards numbers and PC Recipient accounts must be defined in the
Vendor Defaults tab
FSO.
Payee Name: ‘ACH Information
Address Information Account Type: =] [] ACH Verified
Street 1 Routing/BranchCode:
Street 2 ACH Acct Number.
City State/Region: <
Notes:
Postal Code:

Country

Miscellaneous Information
Phone Number 1

Phone Number 2
Cell Phone:

Fax Number:
Email

Vendor Account #
Contact Name:
Department:

Position

The Defaults window will appear.

Functic Application

M.‘EIE ¢ %

Save Refresh

Preferences

Manage
F6 Document £}
Operations

Cancel

Purchase Card Import (View) X | Vendor Maintenancy

£ 3
Search for Vendors
SearchBy | — Select One —

@

Q

c

a

e

8 -

€| Mein | Defoults | VendorRemittance Information

8 || Defours

=
Expense Expense Expense
Account Co Epi Set

Cancellations

T T 5 S EATO1 5 A P 31 Open

-

le Search
Pane F11
Navigation

- Search Valve

Purchase Cards
PCAdvance PCAdvance PCAdvance  PCAdvance PDClesing  PDClesing | PCordAdv  PCardAdv  PCodAdv
Account Co Epi Set Acct Co Acct > Epi

» A315 o 953

PCard Adv
Set

Page

[E=re




HOW TO CASHet:
SMART ACCOUNTING

VENDOR (CASHet CARDHOLDER) SETUP

Step 3: Complete the required fields and click the Save icon.

Purchase Cards

PCard Adv PCard Adv PCard Adv PCard Adv Purchase Card Card Holder
Acct Loc Episode Set Number (Last 4 digits) Name
1103 1234 test

This completes the Smart Accounting Vendor setup for your CASHet cardholder. Their PC Envelopes
can now be processed in SA.



HOW TO CASHet:
SMART ACCOUNTING

EXPORTING PCEs FROM CASHet TO SMART ACCOUNTING

CONFIRM your POP-UP BLOCKERS allow accounts.cashet.com

Note: To export a PCE into Smart Accounting, a PCard Custodian and the PCard Vendor must first be setup in
SA.

Step 1: Log in to CASHet

Login Form

E-Mail Email address |

Next

Welcome to CASHet!

Contact Information
Cashet Office: (310) 275-5033 / Email: help@cashet.com
Cardholder After-Hours Text: (424) 242-8535




HOW TO CASHet:

SMART ACCOUNTING

EXPORTING PCEs FROM CASHet TO SMART ACCOUNTING

Step 2: Click the PCE Log tab to the left of your screen.

Transaction Verification

I

Something Happens - Film House (GV): C5666

Welcome back DEMO DEMO - last login: 2019-02-11 11:41:

Home
dmin  ® Activity Billing Address: 123 Fake Ave, suite 1 Los Angeles CA 90069
Account Status (as of 01/29 10:23 |
CURRENCY CLIENT LAST STATEMENT BALANCE
uss Something Happens -29,861.63

Departments Cards shown
= DEPARTMENT CARD 4 STATUS OJ POSTEI

[WRITER'S ROOM -] 0900 m|

[FosT -] 1054 O

* Period Avail reflects transactions that occurred ¢
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EXPORTING PCEs FROM CASHet TO SMART ACCOUNTING

Step 3: In Status Filter select “Approved” to display envelopes not yet exported.

Filter envelopes by department, received and status

Search: |renee

LL DEP.

A

SHOW ALL ¥

CARDHOLDER ~ * L’:‘;ﬂq DEPARTMENT CREATED BY DOWNLOAD ~ CREATED TIME RESEIT“E'ED COTL)I(NT ENVI%OFE RECEIVED AMOUNT POST j;m EX:CDERT
KITTERMAN, RENEE 4024  ACCOUNTING RENEE KITTERMAN 9 2018;}0;—;;10 = 2019';’;';;#2 22 21 40240001 7 1,813.29 ARREONER X
KITTERMAN, RENEE 4024 ACCOUNTING RENEE KITTERMAN (%] 2013'5’3';;10 36 20 40240002 2,935.94 APBROVED
KITTERMAN, RENEE E£-5306 Other RENEE KITTERMAN (%] 2018';:';&17122 5 53060001 [SERPS post PCE | APPROVED
KITTERMAN, RENEE E-5306 Other RENEE KITTERMAN (%] 2013'5’3";SDT37 20 4 53060002 52.56 APPROVED

Step 4: Under the column “"EXPORT PCE” check the box for the envelopes to be exported.

Filter envelopes by department, received and status
Show ies

Export
Envelope(s)

SHOW ALL ¥ APPROVED ¥
CREATED RECEIVED ™= ENVELOPE

TIME DATE COUNT D RECEIVED AMOUNT POST STATUS EXPORT PCE UNLOCK

2018-08-10 10:36
’ ' "
AM PST 20 40240002 2,035.94 Post PCE APPROVED Unlock

2018-05-10 17:22
3 q ;
PM PST 53060001 842.44 Post PCE APPROVED Unlock

2018-07-10 07:20
3 q
PS 4 53060002 52.56 Post PCE APPROVED Unlock

eCC

Show [20_+] entries

LOCK

UNLOCK
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EXPORTING PCEs FROM CASHet TO SMART ACCOUNTING

Step 5: Once the envelopes have been checked, click on the “Export Envelopes(s)” button.

Filter envelopes by department, received and status

ow entries
SHOW ALL ¥ APPROVED ¥ Export
Envelope(s)

CREATED RECEIVED T ENVELOPE RECEIVED AMOUNT POST STATUS EXPORT PCE LocK

oaAD TIME DATE COUNT 1D UNLOCK
o 20181)3]}&10:36 20 40240002 — 2,935.94 APPROVED ¥
e 2orsoe e 5 53060001 — 842.44 APPROVED 5]
e 2018071 0720 4 53060002 — 52.56 APPROVED 5]

You will see a pop box “Are you sure?” Click on the green box: “Yes, continue!”

Are you sure?

All transactions on selected envelopes will be marked as
posted
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EXPORTING PCEs FROM CASHet TO SMART ACCOUNTING

You will see a pop up box “Export completed”. Click the green box: “OK"

Export completed

The selected envelopes have been delivered to EP for
import into your accounting system

The selected envelope(s) have now been exported to Smart Accounting.
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POSTING PCEs TO SMART ACCOUNTING

Step 1: Login to Smart Accounting.

SmartAccounting

L sysadmin@ease.us.com

ﬂ LR 3 3 233

Login Cancel

@ An Entertainment Partners product



HOW TO CASHet:
SMART ACCOUNTING

POSTING PCEs TO SMART ACCOUNTING

Step 2: From the main menu bar click on Purchase Card and from the pulldown menu select
Purchase Card Import.

Purchase Card «
:7 1-Purchase Card Entry

& 2 - Transaction Paosting

3 - Purchase Card Reports
L 4 - Purchase Card Impaort

ﬁ}_‘l Journal Entry and Payroll DC

==

11



HOW TO CASHet:
SMART ACCOUNTING

POSTING PCEs TO SMART ACCOUNTING

Step 3: In the Purchase Card Import screen, the PCEs imported from CASHet will be displayed.

STOP! CASHet cardholders that have not been setup as a vendor will be highlighted in orange.
For assistance refer to the Vendor Setup instructions at the beginning of this document.

marAccounting_Myra on CSQEACTO1 - Ease Accounting (Period 31 Open)

Functions Application Preferences

— > ) = | ¥ 4 i
“ s e = Loy & £ 2 E 1 Load
Search New Save Refresh Manage Cancel Delete Close | Toggle Search Process Tag Untag Statement Audit
F3 F4 Fo Document F8 F9 Pane F11 All All Report  Report
Operations Cancellations Navigation Tools Print PCard Load
» || Purchase Card Import (View) %
=
PCBank: |PC [*]  PcEnvelope: Envelope Amount: | $ Running Total
Description Control Difference:
E
s Auto create AP Invoice AP Bank: e AP Vendor -
@ || Select PCard Trans  Envelope # Card Number  Card Holder TransactionD  Merchant Reference Num  Description USD Amount  Line Item Tot  Difference
g » 1 ABOD19 0469 04/20/2012 "GREEN SET. INC." 000800714836  JAMES' PERFORMANCE $587.25 $587.25 $0.00
ﬁ 2 ABO1S 0469 04/20/2012 HISTORY FORHIRE 000800714835 TEAM CEE LO'S PERFORMA. $150.00 $150.00 $0.00
‘:‘ 3 ABO19 0469 04/20f2012 LOWES #01144 000800714831 EXPENDABLES FOR STAGE $54 21 $54.21 $0.00
o 4 ABO19 0469 04/20/2012 OLIVE & THYME 000800714832 PRODUCTION MEAL $66.34 $66.34 $0.00
5 ABO19 0469 04/20/2012 RALPHS #0056 000800714833 OFFICE CRAFTY $252.49 $252.49 $0.00
6 ABOD19 0469 04/20/2012 RALPHS #0133 000800714834 OFFICE CRAFTY $43.20 $43.20 $0.00
7 ABO1S 0469 04/20/2012 RC VINTAGE STUDIO RENT 000800714838 FOR JAMAR'S PERFORMAN. $1.008 .66 $1.008.66 $0.00
8 ABO19 0469 04/20f2012 SUN CAFE 000800714841 WORKING MEAL $18.00 $18.00 $0.00
9 ABO19 0469 04/20/2012 TRADER JOE'S #054 QPS 000800714837 OFFICE CRAFTY $133.15 $133.15 $0.00
10 ABO19 0469 04/14/2012 ROXY CLEANERS 000800708511 LAUNDRY FOR JAMES & MA. $30.00 $30.00 $0.00
Q Co Epi Account Set A Amount Description Vendor
i)
(]
x




HOW TO CASHet:

SMART ACCOUNTING

POSTING PCEs TO SMART ACCOUNTING

Step 4: Once you have made each cardholder a SA vendor click Refresh to see them in the Purchase

Card Import screen.

v |11 Losd

PCard Load

Running Total

Control Difference

Merchent

"GREEN SET.INC"
HISTORY FOR HIRE
LOWES #011
OLIVE & THYME
RALPHS #0056
RALPHS #0133
RCVINTA
SUNCAFE

TRADER JOE'S #054 QPS
ROXY CLEANERS

TUDIO RENT

Vendor

Reference Num
000800714836
000800714835
000800714831
000800714832
000800714833
000800714834
000800714833
000800714841
000800714837
000800708511

@ T W A inting e O CSQEACTO1 - Ease Accounting (Period 31 Open)
Functio Application Preferences
) k= rem|
=
Search Refresh A ) E elete  Close n
F3 t F 1]
O & Cancellation: Tools
Purchase Card « x
¥ 1- Purchase Card Entry ]
- Transaction Posting 5
P PC | PCEnvek El
< Parciises Cotd epors CBank C Envelope nvelope Amount:  $
- Purchase Card Import Descnption.
Auto create AP Invoice AP Bank: > AP Vendor
Select PCard Trens  Envelope # Card Number  Card Holder Transaction D
» 1 AB019 0469 ADAMFIX 04/20/2012
2 ABO19 0469 ADAM FIX D4/2012012
3 AB019 0469 ADAM FIX 04/20/2012
4 ABD19 0469 ADAM FIX
5 ABO19 0469 ADAMFIX
6 AB019 0469 ADAMFIX 04/20/2012
7 AB019 0469 ADAM FIX }4/20/2012
8 AB019 0469 ADAM FIX 04/20/2012
9 ABO19 0469 ADAM FIX 04/20/2012
10 AB019 0469 ADAMFIX D4/14/2012
Purchase Orders
Accounts Payable
fd Check Processing Co  Epi  Account Set A Amount  Description

Petty Cash and Per Diem
© Purchase Card

{1 | Journal Entry and Payroll DC

& Payroll

Description
JAMES' PERFORMANCE
TEAM CEE LO'S PERFORMA
EXPENDABLES FOR STAGE
PRODUCTION MEAL

OFFICE CRAFTY

OFFICE CRAFTY

FOR JAMAR'S PERFORMAN
WORKING MEAL

OFFICE CRAFTY

LAUNDRY FOR JAMES & MA

USD Amount
$587.25
$150.00
$5421
$66.34
$252.49
34320
$1.00866  $1.00866
$18.00 $18.00
$133.15
$30.00

Line ltem Tot ~ Difference

$0.00
$000
30.00
3000
0
30,00
$0.00
$0.00
$0.00
3000

13



HOW TO CASHet:
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POSTING PCEs TO SMART ACCOUNTING

Step 5: In the Purchase Card Import screen Select the envelope you wish to import by clicking the
envelope’s box.

NOTE: Incomplete envelopes will not import. Cells shaded red indicate missing or invalid data.
Review and correct.

Once you have made corrections, click the Save icon. If fields remain red after the Save icon has

been clicked data is still incorrect. Review, correct, and click the Save icon until no red fields
remain.

®‘ 2 b ) G Accounting VT o CSQEACTOL - Ease Accounting (Period 31 Open) -
Functio Application refer “
L SO I~ - % Y 4 4
~ |1 Load
Search N Refresh M Delete Close T ocess Tag Unt s o
F , 2
Operations Canceliations Tools PCard Load
Purchase Card Purc o) X
1- Purchase Card Entry =
Search
& 2 - Transaction Posting
- Import Status New v Card Number b PCard Type: - PC Envelope: . From: hd To v
3 - Purchase Card Reports =
4 - Purchy Card I
¥ 2" Purchase Card Import PCBank: |PC v|  PCEnveiope: | ABOIS Envelope Amount. | $ 234330 Running Totak 24330
Description: | PCARD EXPENSE - ADAM FIX Control Difference: 0.00
Auto creste AP lnvorce AP Bank 9 AP Vendor S5
Select PCard Trans Envelope # Card Number  Card Holder TransactionD  Merchant Reference Num  Description USDAmount  Line ltem Tot  Difference
» s 1 ABO1S 0469 ADAM FIX 04/20/2012 "GREENSET. INC* 000800714836 JAMES' PERFORMANCE $587.25 $587.25 $0.00
v 2 ABO19 0469 ADAM FIX 04/20/2012 HISTORY FOR HIRE 000800714835  TEAM CEE LO'S PERFORMA. $150 00 $150 00 $0.00
v 3 ABO19 0469 ADAM FIX 04202012 LOWES #01144 000800714831 EXPENDABLES FOR STAGE 5421 5421 5000
vl 4 ABO19 0469 ADAM FiX 04/20/2012 OUVE 8 THYME 000800714832 PRODUCTION MEAL $66.34 $66.34 $0.00
vl 5 ABO1S 0469 ADAM FIX 0472072012 RALPHS #0056 000800714833 OFFICE CRAFTY $262.49 8252 49 $0.00
v 6 AB019 0469 ADAM FIX 04/20/2012 RALPHS #0133 000800714834 OFFICE CRAFTY $4320 $4320 $000
v 7 ABO19 0469 ADAM FIX 04/20/2012 RC VINTAGE STUDIO RENT 000800714838 FOR JAMAR'S PERFORMAN. $1.008 66 $1.008 66 $0 00
FYv—— 8 AB019 0469 ADAM FIX 04202012 SUNCAFE 000800714841  WORKING MEAL $18.00 $18.00 $0.00
— /] 8 ABO18 0469 ADAM FIX 04/20/2012 TRADER JOE'S #054 QPS 000800714837 OFFICE CRAFTY $133.15 $133.15 $0.00
Accounts Payable 7w AB019 0469 ADAM FIX 04142012 ROXY CLEANERS 000800708511 LAUNDRY FOR JAMES & MA 2000 $2000 5000
fdl Check Processing
Set A Amount Description Vendor

Petty Cash and Per Diem

S' PERFORMANCE
O'S PERFORMANCE
5421 EXPENDABLES FOR STAGE

< purchase card

(Ll ! Joumal Entry and Payroll DC

& Payroll

X Posting

A Maintenance i Ll !
o 302 6040 133.15 ICE CRAFTY
Budgeting and Costs o 30 604 2 3000 LAUNDRY FOR JAMES & MATHAI

14
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POSTING PCEs TO SMART ACCOUNTING

Step 6: After the data is corrected and saved click the Process icon.

Functions

Ll

ave Refresh

Operations

Purchase Card
9 1- Purchase Card Entry

&, 2- Transaction Posting

Purchase Card Reports
ol 4- Purchase Card Import

* | Purchase Orders
Accounts Payable
fal Check Processing
Petty Cash and Per Diem
Purchase Card

(| ! Journal Entry and Payroll DC
& Payroll
X, Posting
A Maintenance
Budgeting and Costs
O Interfaces

Application

Preferences

SmarAccountingMyra o CSQEACTOL - Ease Accolting (Period 31 Open)

& | ¥ 4 Z
Toggle Search | |Process | Tag Untag ~ Statement Audit
Pane F11 A Report  Report
Cancellations Navigation ools Print
« || Purchase Card Import x
Search
Impoet Status: | New 2 Card Number v|  PcadType
PCBank: PC = PCEnvelope. AB019 Envelope Amount | $
Description: - PCARD EXPENSE - ADAM FIX

Auto create AP Invoice.

PCard

AP Bank: )t AP Vendor
Trons  Envelope#  CordNumber  Cord Holder Transaction D

ABOTS 0469 ADAM FIX 04/20/2012
ABOYS 0463 ADAMFIX 04/2012012
ABO19 0469 ADAMFIX 0412072012
ABO19 0469 ADAM FIX 04/20/2012
ABOT9 0469 ADAM FIX 04/20/2012
ABO1 0469 ADAM FIX 04/20/2012
AB019 0469 ADAM FIX 04/20/2012
ABOI9 0469 ADAM FIX 04/20/2012
ABOT9 0469 ADAMFIX 04/2012012
ABO19 0469 ADAM FIX 04/14/2012

Account Set A Amount  Description

6543 587,25 JAMES' PERFORMANCE

150.00 TEAM CEE LO'S PERFORMANCE
54.21 EXPENDABLES FOR STAGE
66.34 PRODUCTION MEAL

25249 OFFICE CRAFTY

43.20 OFFICE CRAFTY

08 66 FORJAMAR'S PERFORMANCE
18.00 WORKING MEAL

13315 OFFICE CRAFTY
30.00 LAUNDRY FOR JAMES & MATHA!

~| 1 Load

PCard Load

v|  PCEnvelope:

234330

Running Total

Control Difference:

Merchant

“GREEN SET. INC*
HISTORY FORHIRE
LOWES #01144

OUIVE & THYME

RALPHS #0056

RALPHS #0133
RCVINTAGE STUDIO RENT
SUNCAFE

TRADER JOE'S #054 QPS
ROXY CLEANERS

Vendor

Reference Num

24330

000

Description
JAMES' PERFORMANCE
TEAM CEE LO'S PERFORMA..
EXPENDABLES FORSTAGE
PRODUCTION MEAL

OFFICE CRAFTY

OFFICE CRAFTY

FOR JAMAR'S PERFORMAN..

LAUNDRY FOR JAMES & MA.

USD Amount
$58725
$150.00

35421

Line ltem Tot | Diference

$587.25
$150.00
35421
$6634
$25249
$4320
$1.008.66
$18.00
$13315
$30.00

$0.00
$0.00
3000

15
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POSTING PCEs TO SMART ACCOUNTING

Step 7: The P-Card Processing Confirmation window will appear. Click “Yes.”

P-Card Processing Confirmation .
e The following P-Card processing options have been selected;
1) Create P-Card Detail to Purchase Card. i
Proceed with processing? :
||
Yes l ‘ No
Step 8: In the Process Completed window Click “OK.”
Process Completed rap— - W g — ﬁ
0 P-Card processing complheted successfully.
Transaction Number 2130 was assigned to the Purchase Card
Transaction. |
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POSTING PCEs TO SMART ACCOUNTING

Step 9: Accounting Best Practices suggest an audit of the entries thus far. In the SA main menu
select Purchase Card. From the pull-down menu select Purchase Card Reports.

S EEETILETL S

Functions Application Preferenc
r . |
A <
Search New 5Save Refresh Manage C
F3 F4 F6 Document
Operations
Purchase Card N <IF
#7 1- Purchase Card Entry -

M2

- Transaction Posting

- Purchase Card Reports h

o 2
=3
L 4 - Purchase Card Import

| Purchase Orders

: Accounts Payable

g Check Processing

" Petty Cash and Per Diem

- Purchase Card

[L] | Journal Entry and Payroll DC

| @ Payroll
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POSTING PCEs TO SMART ACCOUNTING

Step 10: After reviewing your audit, if changes are required, select Purchase Card from the main
menu and from the pulldown select Purchase Card Entry.

.@\ = —

(=3
Functions Application Prefere

N NE =

Search NMNew Save Refresh Manage

F3 F4 Fo Document
Operations
Purchase Card «

i7i1 - Purchase Card Entry |

ot 2 - Transaction Posting
* 3 - Purchase Card Reports
L 4 - Purchase Card Import

| Purchase Orders

' Accounts Payable

9 Check Processing

“ Petty Cash and Per Diem

- Purchase Card

[L] | Journal Entry and Payroll DC

18
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POSTING PCEs TO SMART ACCOUNTING

Step 11: Enter the transaction that needs modification. After the envelope has loaded make any
necessary changes. Click the Save icon. Repeat step 10 to verify.

@ ) TarACCoUntNG UMY a 0N COQEAGTO1= Ease Accounting (Period 31 Open)

- s Y

Delete Close  Toggle S She

\ Pane 1 History
Operations Navigation Tools
Purchase Card Purchese Card (View) X
9 1-Purchese Cerd Entry 3
- Transaction Posting Batch Control Vendor Information Purchase Card Infomation Ledger Information
Purchoss Cord Reports Company AP v Vendor FIX_ADAM Nome |v|  Envelope Number ABO19 GL Trans # 2130
L! 4 - Purchose Card Import = =
i Batch SPCARD([¥. 04/20/2017 - fective Dete 04/20/2017 2
c <1 Fxom
PCBank BC ADAM FIX pticn PCARD EXPENSE - ADAM FIX
0] 49T 102
JOHN GRABAREK i Advance Amount s
Currency: USD
PC Bank Acct: A201 Envelope Amount $ AP Bank 1d
AP Trans #.

Period Current -
Trons Type P-Cord - s 234330 B 000

" purchase Orders

PE— Set A Description Amount Vendor Name (F2 Find F5-Add

hant Address 1

P-CARDPURCHASES ]
fll Check Processing 3 c

Petty Cash and Per Diem
* Purchase Card

Journal Entry and Payroll DC

& Payroll

AEAL s
X, Posting F

ry— OR JAMES & MATHA s
A Maintenance
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POSTING PCEs TO SMART ACCOUNTING

Step 12: In the SA main menu select Purchase Card. From the pulldown menu select Transaction
Posting.

Functions | Aglication

= B @
Run Save Report Delete Report Ru
Report F5  Selections Selections Bi

Reporting

Purchase Card «
i+ 1- Purchase Card Entry

ot 2 - Transaction Posting
* 3 - Purchase Card Reports
L 4 - Purchase Card Import

| Purchase Orders

' Accounts Payable

9 Check Processing

" Petty Cash and Per Diem

-~ Purchase Card

The envelopes are now posted to your Smart Accounting general ledger.
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