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WELCOME TO

Enhancing Purchasing: Boosting
Visibility, Efficiency, and Commitments

Mason Edwards
Implementation Specialist
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* This presentation is for information only.
Evaluate risks before acting on ideas from this session.

* This presentation contains opinions of the presenters.
Opinions may not reflect the opinions of AccountingWare.

* This presentation is proprietary.
Unauthorized release of this information is prohibited.
Original material is copyright © 2024 AccountingWare.
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SESSION INFO

AUDIO/VIDEO SURVEY RESOURCES QUESTIONS

If you cannot hear sound or At the end of the session, fill The slides and a Use the “Questions” panel to
see the presentation now, out a quick survey letting us recording will be sent chat with the presenters and
adjust or change your settings. know how we did. via email. AccountingWare team.

P AccountingWare.




ABOUT THE PRESENTER

1 year with AccountingWare

» Implementation, Support, and Project
Management for ActivityHD

 Increasing Efficiency & Solving Problems

e Interests: Video Games, Audiobooks, New
Technology

* Veteran US Army

Mason Edwards
Implementation Specialist

P AccountingWare.
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Agenda

Optimizations to Streamline Workflow

Tips for Using the Commitments Ledger
Overview of Features In ActivityHD Self-Serve
Techniques to Troubleshoot Common Problems

P/ AccountingWare.



Optimizations to
Streamline Workflow
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IT BEGINS
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SETUP!I!

Status: “New”
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Status: “Master”

Status: “Closed”

Status: “Ready”
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Approve PO
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Print
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Receive
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Invoice

Optimizations to Streamline Workflow




SETUP OPTIMIZATION

4 4

Products Departments Operators

» Align your products with * Restrict Operators to » Align your Notification
your chart of accounts reduce entry errors during settings to the type of
PO & Invoice creation Operator

« Make use of account
defaults and masks to * Make your approval * Be mindful of email
increase accuracy and hierarchy your friend! overload!

reduce the chance of

errors « Take advantage of the
flexibility of Departments
for your organization




-

Products

[ Product - "Advertising” for Demo Aspire - ACW - Mason Edwards — O X

’J;"E W E’ 4 1 B W g 4 A v
y Mew Read Sawve Report Previous Mext
Product for Demo Aspire e
[ Allgn yOur prOdUCtS Wlth yOUI' Name: |Adverﬁsing | Description: |Adverh’sing |
Chart Of accounts Product GL Account Masks
[Jallocated [ Generic [~]Purchase Unrestricted  Require Receipt: Expense: |5540-??-?????-A 4 |
» Make use of account defaults apGodes | G fventary: | 2
and masks to increase petai Cost
P M- + -
accuracy and reduce the Line | Vendor uUoM Description Part Mumber Default | Reporting| Withholding | Obsolete | Memao Line | Effective Date Unit Cost | Me
chance of errors i : - F F T x|
< > < >
Product Furchases Other
Edit

P/ Accounting :




SETUP OPTIMIZATION

| Y| Department - "SveMid" for Dema Aspire - ACW - Mason Edwards — O >
.- n
PZ-5-DB. .| A
Mew Read Save Report Previous Mext

D € p da rt me ntS Department for Demo Aspire o

Name: |Svd~"|id | Description: |Midland Service |
Department GL Account Masks Commitments
Shipping Address: |Cor|:|DF’ﬁce » | Liability: |21nu-u1—uunuu—n , | Batch: |Commit |
g Approval Levels: 4= Expense: 1N01-A k GL Batch: APCommit
» Restrict OperatOFS to reduce = | | _ | |
} 7] Commitments Inventory: | | Liability: |2100-01-00000-C b |
entry errors during PO & — e T ]

Invoice creation

[+] immediate Invoicng and Receiving

Default Attributes
[] Restrict Operators i | . | | |
- Make your approval hierarchy [JRestrict Vendors Eventsatr: | 3l |
your friend! Series Type: | 3l |
Operators Approval Rules
- Take advantage of the SR L e |
. Approval Approval Range Required Approval Levels
flexibility of Departments for Line| Operator level | Umit]  Master | A lne|  Atleast|  LessThan| Level 1| Level 2| Level 3 | Level 4 P
7 3 B 1 Mason Edwards 2 o1 0.00 1,000.00 O | O
your organization 2 Stefanie Rosales 72 o2 1,000.00 200000 [ F T
3 Mark Gold il | L 3 2,000.00 500000 [ v 2 -
| 4 RogerBlue 2 - 4 5,000.00 | v v v
5 James White 3 |
: & lean Qlive 3 -
| 7 Mable Green 4 |
L
W Buffer %: | Min: | | Max: I:I

Department  Biling Address Datalinks Purchases Orders Other
Edit



SETUP OPTIMIZATION

-~

Operators

- Align your Notification
settings to the type of
Operator

* Be mindful of email overload!

D Operator - "Mason Edwards” for Demo Aspire - ACW - Mason Edwards

ANV

Previous Mext

. B,

Mew Fead Save

E .

Report

Operator for Demo Aspire

Name: |I'~"Iasnr1 Edwards |

D Operator - "Mason Edwards” for Demo Aspire - ACW - Mason Edwards

Department: | k | .
Email Address: |medwards@accounﬁngware com 'j 4 v [25 ~ [a B - |:§‘|' ANV
= ) ' Mew Read Save Repaort Previous Mext
Operator for Demo Aspire
Name: |I'~"Iasnn Edwards |
B 2 e B —
Line | Notification | Method
N 1 Invoice Approval Completed Email, Limit by Department
N 2 Invoice Approval Meeded Email, Assigned Level Required and Delayed
| 3 Invoice Disapproved Email, Limit by Department
— - N 4 Order Approval Completed Email, Limit by Department
Dperator. Motifications DataLinks Attachments Other - 5 Order Approval Neaded Email, Assi Level Required and Delayed
| Edit ” t & Order Disapproved ail, Limit by Department

Operator  potifications  Data Links  Attachments Other
Edit Il

P AccountingWare.



EMAIL NOTIFICATIONS SIMPLIFIED

NOTIFICATION GOOD CHOICE FOR COMPLETED NEEDED DIS-

METHOD APPROVED

Users with Purchasing permissions or
Email, All Admin permissions to see notification for X X X
all orders/invoices and troubleshoot issues.

Email, Limit by Notifying all Department Operators only for 2 X X
Department the department listed on the order/invoice. O
<
Email, Limit to Notifying only the Operator listed as the E X
Ord/Inv Owned by Me  order/invoice owner. O
Email, Assigned Level Notnfymg Dept Operators a§3|gned the
: _ required approval level or higher at the X
or Higher (Limited) )
same time.
)]
cp o . o
Email, Assigned Level Notifying Dept Operators who are required u
: approvers on an order/invoice at the same o X
Required ) o
time. E
<

Notifying Dept Operators who are required
approvers on an order/invoice after prior X
level approval is completed.

Email, Assigned Level
Required and Delayed



Invoice Approval Notification (AP - 75)

b no-reply@accountingware.com
To @@ Mason Edwards
L

Mason Edwards,

An Invoice is ready to be Approved for Demo Aspire.

Batch - #: AP - 75

Vendor: AtmosCorp - Atmos Energy
Invoice #: TESTTEST123

Department: 32 - S5an Diego

Description:

Amount: 7,500.00

Owner: Mason Edwards

Go to to Approve the Invoice.

This is an automated message sent by the AccountingWare Activity Notification System.
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EXAMPLE NOTIFICATION EMAILS

Invoice Approval Complete Notification (AP - 75)

no-reply@accountingware.com
To @ Mason Edwards

[

Mason Edwards,

An Invoice has been Approved for Demo Aspire.

Batch - #: AP-75

Vendor: AtmosCorp - Atmos Energy

Invoice #: TESTTEST123

Department: 32 - 5an Diego

Description:

Amount: 7,500.00

Owner: Mason Edwards

Approval History:

Date Removed Level Approval Operator Amount Note
04,2324 2:22:18 PM Level 2 Approve Mason Edwards 7,500.00

Go to to view the Invoice.

This is an automated message sent by the AccountingWare Activity Notification System.

P/ Accounting



Y Purchase Order - "D0191" for Demo Aspire - ACW - Mason Edwards
> I:Z’ ¢
REEERER

Mew Read Save Report
Purchase Order for Demo Aspire

AV

Previous Mext

Q ;\ Q - E .ﬁ * | Optons: |Defaults v| =

Approve Master  Print Process Bots

Vendor: [Shindigz b | |Shindigz | Number: 00191 | Date: |5/3/2023 5]
Description: |F'.vaa||3-I Big Celebration Event | Department: |.ﬁ.dmin k | Status: |F'.vaad1,-I - | | SLtm't|
Purchase Qrder Attributes
Agent: | v|  Amount: | 28,004.97 | EventsAttr: |ANDER b | [Anderson Architects, |
Expires: | Eﬁ]| Approval: | 273,004.9?| Series Type: | b | | |
Owner: |5haun Ledbetter 3 |
AP Terms: |UDOHF'.ECEi|:It P| Post Commitments
AP Account:  |2100-01-00000-A b | |[Accounts Payable |
Shipping
[ ] Multiple Shipments DirectShip  Address: |CorpOffice b|  FreightTerms: | p | Meme:
Shipment Date: | @| Corporate Office s FOB: | |
1414 Mockingbird Lane
Arrival Date: | [ |Lubbock, TX 79424 Shipping Method: | b |
Direct Ship #: Main: 1-800-125-2522 v |  Tracking Number: | |
Purchases
M 4 ¢ ¢ + =
Line | Product | oM Description | Quantity]  UnitCost|  Amount| Project EventsAttr Series Type Account Pa
3 1 Misc Expenses g Misc, Expenses 28,004,97 AMDER. 6650-01-ANDER.-A

P/ AccountingWare.




Account Expand

| | Purchase Order - "00191" for Demo Aspire - ACW - Mason Edwards

f‘»,iv 6.4 B .

New Read Save

6650-01-AMDER--A

6650-01-AMDER-A

Department:

Agent:

*== Invalid Account ==*

Vendar:

H.AVD L e ¢

Report Previous Mext | Approve Master Frink Process

Purchase Order for Demo Aspire

Vendor: |Shindigz

3 | |Shindigz

| Mumber: @

Description: |R‘.ea||3|uI Big Celebration Event

| Department: [Adr

Purchase Order
Agent: | » |
Expires: | E::l |

Owner: |Shaun Ledbetter » |

Attributes

EventsAtir: |ANDER

Amount: | 28,004.57 |

Approval: | 28,004.97 |

Product:

Miscellaneous Expense

Unit of Measure:

Lubbodk Office

Project:

Anderson Architects, Inc.

Actual

\ A

Setup Sources

B650-72-00000-A

AP Terms: |Up0nRe::ei|:|t pl

Post Commitments

AP Account:  |2100-01-00000-A

3 | |Aocounts Fayable

Shipping
[ Multiple Shipments Direct Ship

Address: |CorpO'F'ﬁoe Freight Terms:

shipment Date: [5&]

Direct Ship #:

Purchases
M 4P b+ =

Corporate Office FOB:

1414 Mockingbird Lane

Lubbodk, TX 79424

Main: 1-800-125-2622

|
|
Shipping Method: |
|

Tracking Mumber;

Line | Product | vom

| Description Quantity| Uit Cost

Amount| Project

1 Misc Expenses 4

Misc., Expenses 28,004,897

A/ AccountingWare.




Setup Optimization - Consider Automation!

* PO to Invoice bot
» Customized import templates

» Custom load processes
» Based on an export from your card company

« Automated integration with Concur
» Work with Concur on initial setup
* We can customize automation

« We can discuss different options to meet your needs!

P/ AccountingWare.



SETUP OPTIMIZATION

4 4

Products Departments Operators

» Align your products with * Restrict Operators to » Align your Notification
your chart of accounts reduce entry errors during settings to the type of
PO & Invoice creation Operator

« Make use of account
defaults and masks to * Make your approval * Be mindful of email
increase accuracy and hierarchy your friend! overload!

reduce the chance of

errors - Take advantage of the
flexibility of Departments
for your organization




Tips for Using the
Commitments Ledger




WHAT ARE COMMITMENTS?

Commitments let you reserve funds from
an appropriated budget to honor a
purchase order for goods or services.

Commitments are processed as special

AP commitment invoices which are not
eligible for payment.

P/ AccountingWare.



Commitments

 Allows for capturing data on
expected spending utilizing
your existing account structure

* Increase your reporting on
expected spend by including
these new —C Ledger accounts
in your Financial Designs

 Entries are Automatically
created when enabled on your
Departments and Orders

P AccountingWare.



D Purchase Order - "00171" for Derno Aspire - ACW - Mason Edwards

Hv&vma. S

Mew Read Save Report
Purchase Order for Demo Aspire

Vendor: |Kn'5ra| » | |KD';|'3| Wholesale Supplies

D x\» Q - D’ ﬁ * | Options: |Defaults v| =4

Approve Master Print Process Bots

AV

Previous Mext

| Number: 00171 | pate: |11/30/2021 ]

i |

| Department: |Sud.ub l~| Status: |I'"'Iaster

Description: |Mis::e||anecus Decor

APInvoices I ~|+ Q& ¢ X | @ -|v £ -O2 Q| # -

Options: |Persnnal v| =

Filters: | v| Lookup: | |

Batch - # Status Mer... Vendor Invoice # AP Account Date ~ (L Date | Dept Dept Description PO # Amount

= Commit - 13 Committed 952 Koyal 00171-01  2100-01-00000-C  11/30/2021 11/30/2021 | Svclub Lubbock Service 00171 6,145.47 ¢

P AccountingWare.




Purchase Order for Demo Aspire

Vendor: |Koyal b | [koyal Wholesale Supplies | Number: 00171
Desgription: |Miscellaneous Decor | Department: |Svclub
Purchase Qrder Attributes
Agent: | v|  Amount: | 6,145.47 | EventsAttr: [EXPOS
Expires: | Eﬂl Approval: | E,l45.4?'| Series Type: |
Owner:  |Hope, Emily K, b
AP Terms: [Net30 » | [APost Commitments
AP Account: |21unmmnnn—n » | |A::munts Payable
shipping
[~ Multiple Shipments |4 4 b P 4 =
Ship | Ship Date | Arrival Date | Address | Freight Terms | FOB | Shipping Method | Tr
ot 12/30/2021 CorpOffice
r 2 13042022 CorpOffice
Furchases
M 4 M=
Line | Ship | Product | UoM | Description | Quantity UnitCost|  Amount|Pr
1 1 MiscDecar Each Organza Ribbon 10 4,99 43.90
2 1 MiscDecar Each Candle Tree Centerpieces 35 17.98 629,30
3 1 MiscDecar Each LED Crystal Beaded Tree a8 319.80 2,558.40
3 4 2 MiscDecor Each Dance Floor Decal 4 173.98 695.92
5 2 MiscDecor Each Dispasable Cameras 150 4,95 742.50
B 1 MiscDecor Each Paper Lanterns - Large 30 28,99 509,70
7 1 MiscDecar Each Paper Lanterns - Small 25 19.99 495,75
[ ]
8 2 Glassware Each Glasses, Flutes, Etc. 40 2,50 100.00 ’ﬂ AccountmgWare@




Before

M S [

» : p L
h - [:} - :1 B - E - ANV D J\ g - E ﬁ ¥ | Options: |Defau|ts v| =
Mew Read Save Report Previous Mext | Approve Master Print Process Bots

Purchase Order for Demo Aspire

Vendor: |Koyal b | |koyal Wholesale Supplies | Number: 00171 | pate: |11/30/2021 |

Description: |Misce|laneu:uus Decor | Department: |5vn:Lub » | Status: |Masber - |

APInvoices I *|+ Q& ¢ X | @ ~|v %2 -OD2 Q| % ~

Options: |Persunal v| =

Filters: | v| Lookup: | |

Batch - # Status Mer... Vendor Invoice # AP Account Date A (L Date Dept Dept Description PO # Amount Balance Due Date

B Commit - 13 Committed 952 Koyal 00171-01  2100-01-00000-C 11/30/2021 11/30/2021  Svclub Lubbock Service 00171 6,145.47 6,145.47 12/30/2021
Purchase Order for Demo Aspire

Vendor: |Koyal ’ | |Koyal Whalesale Supplies | Number: |DD]?1 | Date: |11,f3nfzuz1 |

Description: |Misce|lanenus Decor | Department: |Svd.ub 4 | Status: |Master v|

AP Tnvoices H"+'Qf-ii"X|¢'|V L -0 5®|'EI"

Options: |Persona| v| =

Filters: | v| Lookup: | |

Batch - # Status Mer... | Vendor Invoice # AP Account Date A GL Date Dept Dept Description PO # Amount Balance Due Date
E Commit - 13 Committed 952 | Koyal 00171-01  2100-01-00000-C 11/30/2021 11/30/2021| Swvclub Lubbock Service 00171  6,145.47 6,145.47 12/30/2021
[ Commit - 71 New Koyal 00171-01  2100-01-00000-C 11/30/2021 11/30/2021| Swclub Lubbock Service 00171 -6,145.47 -6,145.47 11/30/2021
E Commit - 75 MNew Koyal 00171-02  2100-01-00000-C 12/30/2021 12/30/2021| Swclub Lubbock Service 00171 4,607.05 4,607.05 1/29/2022
E Commit - 76 New Koyal 00171-03  2100-01-00000-C 1/30/2022 1/30/2022 Svclub Lubbock Service 00171 1,538.42 1,538.42 3/1/2022




The Do’s and Don'ts of Commitments

* Merge invoice entries when * Manually adjust
Commitments are being Commitment invoice
used in Financial Reporting entries. All changes should
be made on the Order itself
* Add —-C Ledger Columns to and allow the automation

your Financial Designs to
view the impacts of
commitments on your
financials.

P/ AccountingWare.



Overview of features in
ActivityHD Self-Serve




Self-Serve Webpage

. Tie$ ('jireCtly s your ACT.ins Demo Aspire Self-Serve
ACthltyHD mOdU|eS 'to web services

provide up to date info. A rome

Payroll Management

e Can view emp|0yee payro” ® Invoices Use the menu to navigate the site.
info, departmental B
invoices/orders and
electronic approvals when
the user is set up as an
operator.

Hello, ACW - Mason Edwards!

Welcome to the Demo Aspire Self-Serve.

P AccountingWare.



ACTivws Orders to Approve O Include Master Lookup:

web services

# Home Number Vendor Vendor Desc Dept Dept Desc Date Status Description Owner Amount Balance Appr:
) Payroll Management . . o
00176 Koyal Koyal Wholesale Supplies Svclub  Lubbock Service 7/21/2024 Ready New Lighting ACW - Barbara Andersen 1,299.54 2-AC\
¥ Invoices
L e 00223 Amzn Amazon SveMid  Midland Service 8/15/2024 Ready Party Supplies Mason Edwards 800.00 800.00
Crders to Approve
00224 Drapes Drapes, Decor, and More  SvcMid ~ Midland Service 8/15/2024 Ready New Arbors and Centerpieces Mason Edwards 2,500.00 2,500.00

Approved Orders

Open Orders

P AccountingWare.




ACTivVWS

web services

A& Home

) Payroll Management
¥ Invoices

™ purchasing

Orders to Approve

Approved Orders

ACTiVIWS

web services

M Home
) Payroll Management
¥ Invoices
"™ Purchasing
Crders to Approve

Approved Orders

Open Orders

PO Order - 00224

Order Detail Summary Approval History Attachments
Number Vendor Dept Date Status
00224 Drapes SvcMid 8/15/2024 Ready

PO Order - 00224
Order Detail Summary Approval History Attachments

Product # UOM Name UOM Desc. Description Quantity
Arbor % Dollars Arbors

Centerpiece  $ Dollars Ceneterpieces

Favors $ Dollars Favors and Gift Bags

Description Owner

New Arbors and Centerpieces Mason Edwards

Unit Cost Amount Account Code Account Desc.
$450.00 5520-01-EXPOS-A  Decor Expense,
$1,250.00 5520-01-EXPOS-A  Decor Expense,
$800.00

Amount

$2,500.00

5350-01-EXPOS-A  Entertainment, Dallas, Avenue Gallery

App

Se
Attributes
EventsAttr: E
EventsAttr: E

EventsAttr: E

P AccountingWare.



Techniques to
Troubleshoot Common
Problems




Department for Demo Aspire

HName: |5u-:f~"li|:| | Description: |I"-"Iiu:llanu:| Service
Department GL Account Masks
Shipping Address: |Cn:|r|:|01"ﬁce 3 | Ligbility:
Approval Levels: 45 Expense: 1012
Commitments
[]Inventory

W ) . .,
Immediate Invoicing and Receiving Default Attributes

Restrict Operators Project:

[ ] Restrict Vendors EventzAtir:

Series Type: /

Operators
M 4> M+ -

A
I —— Approval

Line Operator Level Lirnit Master ~
Stefanie Rosales
Mark Gold
Mason Edwards
Roger Blue
Steve Sikes
James White
Jean Clive

Lo R« T T N
B R
1§ O O ) ) ) ) =

Mable Green




Limit on Operator Preventing Approval

Department for Demo Aspire

Name: |S\rd’~"|id | Description: |Midland Service |

Purchase Order Approval

Department GL Account Masks Commitments
Approve Order "00225" for Demo Aspire Shipping Address: |CorpOffice » | Lisbiity:  |2100-01-00000-A Batch:

Approval Levels: Expense: GL Batch: APCommit

(®) Current Order Amount: [] Commitments Inventory: | Liability:
() other Amount: [Jinventory Distribution: - -00000-C

The highest level Operator's limit cannot be less than the Approval Amount. EAtmmediate Invoidng and Receiving
The Level 1 Operator's approval limit is 850,00, [~ Restrict Operators

Default Attributes

Project: |
[IRestrict Vendars EventsAttr: | 3 | |

v X
Level 1z |Steﬁ|r1ie Rosales 3 | I:I Series Type: | b | |

Operators Approval Rules
level 2: | v 100 Ma» M+ = TR R

Approval Range
UneIOperaIJnr
Level 3: | r | D D 1 Mark Cold

UI"IEI At I.eastl Less Than
2 Mason Edwards
Level 4: | J | I:l I:l 3

1 0.00 1,000.00
1,000,00 2,000,00
Stefanie Rosales
Roger Blue

2
3 2,000,000 5,000.00
4

Steve Sikes

5,000.00
» | D D James White

Jean Qlive

Mable Green

_I_I_I_I"I_I_ITI%

P/ AccountingWare.




Cannot Approve Due to a Prior
Disapproval

 Disapproved in another Dept
® urent ot Aman 9
Ooveramma * Original Approver needs to

The highest level Operator's limit cannot be less than the Approval Amount,

TR remove the disapproval
— M before the Dept is changed

P — T
P — T
P S T

e E— |

o]
P/ AccountingWare.






Next Session ALL SESSIONS

Attributes: Multi-Dimensional
Accounting

Thursday, August 15
12:30PM (CT)

» Attributes: Multi-Dimensional Accounting
» New Graphics Capabilities in ActivityHD
Lori Bogart . Learnin-g to Streamline Your.PayroII Proc-esses -
Mastering Contract Processing: Streamline, Optimize,
Manage
Payroll Problem-Solving: Become a Master of

Troubleshooting

P/ AccountingWare.



Remember to complete the survey! THANKS FOR JOINING

Enhancing Purchasing: Boosting
Visibility, Efficiency, and Commitments

Mason Edwards
medwards@accountingware.com

P/ AccountingWare.
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