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Finance Manager:  
Accounting - Data Entry 

Data Entry 
The Data Entry menu provides access to Budget Transfer Entry, Cash Disbursement routines, Cash Receipt Entry, Journal 
Entry, Purchase Order routines, and Line Item Receiving. 
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Budget Transfer 
The Budget Transfer routine provides a mechanism for recording budget transfers between budgetary appropriation 
accounts.  This routine is not used for recording total budgetary increases or decreases; these types of entries should be 
made through budgetary journal entries. 
 

Access to Budget Transfers 

1. Open the Data Entry menu tree. 
 

2. Click the Budget Transfers option.  
 

The Budget Transfer tab opens, displaying a list of budget transfer records associated with the schedule shown at the top 
of the window.  Use this window to add, maintain, or view budget transfer records. 
 

 
 
 

The budget transfer process is comprised of two steps. 
1. Select the appropriate open schedule in which to record the budget transfer. 
2. Record the basic information regarding the transfer, including the budget transfer reference number, date, brief 

description of the transfer, and account code distribution. 
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Step 1:  Choose an existing budget entry schedule or add a new schedule 

 

Choosing an Existing Schedule 

1. To select an existing schedule in which to add budget transfers, use the drop-down arrow in the Schedule field 

 that displays at the top of the Budget Transfers listing. 
 
The Schedule Selection window displays. 
 

 
 
 

2. Highlight the appropriate schedule record in the browser and click OK.  nVision Accounting returns the Budget 
Transfers listing, with the selected schedule displayed at the top of the window and a listing of any budget 
transfer records that already were entered in this schedule.  You can then proceed to enter budget transfers 
associated with the schedule. 
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Adding a New Schedule 

1. Click  that displays at the top right-hand side of the Budget Transfers listing window.  The New 

Transaction Schedule window displays.  This window is used to create and maintain the open schedules used to 
record the budget transfers. 
 

 
 
 
Enter all appropriate information regarding the schedule.  Required fields are highlighted in yellow. 
 
Schedule Number - When adding a new schedule, nVision Accounting assigns the next sequential number for 
the fund and fiscal year.  You cannot modify the default number.  The schedule type and number displays on 
transaction reports. 

 
Schedule Type - When adding a new schedule, this field defaults to Budget Transfer and is not modifiable. 
 
Description - (REQUIRED)  When adding a new schedule, this field defaults to” Budget Transfer”.  You can 
change the default value as needed to further identify the contents of the schedule (i.e., JULY BUDGET 
TRANSFERS).  Entering a meaningful description will help you identify the contents of the schedule when running 
reports. 
 
Start Date/End Date - (REQUIRED)  When adding a new schedule, this field defaults to the current month.  
You can change the default dates as needed by typing in the appropriate dates or using the drop-down arrows to 
choose the dates from the on-line calendar.  The Date Range could be for a specific day(s), month(s), or fiscal 
year.  The Start and End Dates MUST be in the same fiscal year.  However, you cannot use a date range that is 
outside of the open fiscal years defined in System Parameters. 
 
Fund – (REQUIRED)  Enter the code that identifies the particular fund associated with this schedule.  Fund Codes 
are defined in the Fund Setup File.  Use the drop-down to display and choose from a listing of valid fund codes. 
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Mixed Funds - This field indicates whether accounts from different funds are allowed on the schedule.  When 
adding a new schedule, this field defaults to being unchecked (no mixed funds for this schedule).  Leave the box 
unchecked if only account numbers associated with the specified fund are allowed on this schedule.  Place a 
check in the box if account numbers from different funds are allowed on this schedule.  NOTE:  When entering 
detail for each accounting entry on the schedule, nVision Accounting checks this field.  If the Mix Funds flag is set 
to NO and you try to add an account number that is not associated with the specified fund, a warning message is 
displayed. 
 

2. Save the record. 
 

3. Close the New Transaction Schedule window.  The new schedule number displays at the top of the Budget 
Transfer Listing window. 

 
 

Step 2:  Add, Update or Delete a Budget Transfer Record 

 

Adding a Budget Transfer Record 

1. Enter Add mode.  The New Budget Transfer window displays. 
 

2. Enter all appropriate information regarding the transfer. 
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Schedule / Schedule Name – The selected schedule number and name displays for viewing purposes only. 
 
Reference Num - The reference number is system-generated and cannot be changed.  Upon addition of each 
budget transfer record, this field defaults to the next sequential reference number for the fund and fiscal year. 
 
Transfer Description – (REQUIRED)  Enter any miscellaneous information regarding the budget transfer.  For 
example, you may enter a description or reason for the budget transfer.  This description will be displayed on the 
Budget Transfer Schedules Report. 
 
Transaction Date - (REQUIRED)  When adding a budget transfer, this field defaults to the current date, the last 
date in the date range of the selected schedule, or the first date in the date range of the selected schedule.  You 

can change the default value as needed.  Enter the date of the budget transfer.  Use the drop-down arrow to 
select the date from the on-line calendar.  NOTE:  The date of the budget transfer is the basis for all reporting 
purposes.  All transfers should be dated for and correspond with the schedule on which they are being entered. 
 
Approval Status – If budget transfer approval is required on all transactions that you enter (as defined by the 
System Administrator in your User Login record), this field defaults to Pending when adding a new budget 
transfer.  If budget transfer approval is not required, this field defaults to Not Required when adding a new 
budget transfer record. 
 

3. Enter the account distribution in the Budget Transfer Detail portion of the window.  
 

 
 
The transfer in amount must equal the transfer out amount for each fund in order for the distribution to be 
balanced.  nVision Accounting keeps track of the balance as you continue to record entries.  The status of the 
account distribution displays in the status bar at the bottom of the window.  You are not permitted to leave this 
window until the distribution is fully balanced. 

 
Account - Enter the appropriation account code to which or from which money is being transferred.  You can 

manually type in the account number or click the lookup  to display and choose from a listing of valid account 
codes.  The lookup contains a listing of those accounts that you were given permission to use in your User Login 
file. 
NOTE:  nVision Accounting will check your entry to make sure that the selected account is valid for the schedule.  
If the Mix Funds flag is set to NO and you try to add an account number that is not associated with the specified 
fund, a warning message is displayed.  Put your cursor over the account number to display a tooltip that shows 
the unencumbered (remaining) balance for that account (see illustration above). 
 
Description - Use this field to indicate any additional information relating to this transaction line. 
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Transfer In - (Required)  Enter the dollar amount being transferred into the specified account code. 
 
 
Transfer Out - (Required)  Enter the dollar amount being transferred out of the specified account code.  nVision 
Accounting checks the account balance to ensure that there is enough money in the account to make the 
transfer.  If there is not enough available money, a message is displayed indicating so. 
 
Repeat this step as many times as needed until the distribution is in balance. 
 

4. Save the record. 

 
 

Updating a Budget Transfer Record 

1. Find the appropriate schedule and highlight the record in the Budget Transfer listing. 
 

2. Enter Update mode. 
 

3. Make changes as needed.  Using the maintenance toolbar in the middle of the window, add or delete transaction 
detail line items. 
 

4. Save the record. 
 

 
 

Deleting a Budget Transfer Record 

1. Find the appropriate schedule using the drop-down. 
 

2. Highlight the appropriate record in the Budget Transfer listing. 
 

3. Click Delete . 
 

4. Confirm that this is the correct action that you want to take.  
Click YES to delete the check record. 
Click NO if you do not want to delete the check record. 
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Approving a Budget Transfer Record 

A user who has ‘Can Approve Budget Transfers’ permissions in the User Login record and who has at least View Only 
permissions granted to the ‘Create, View, Update, and Delete Budget Transfers’ permission component will have the 

ability to approve the budget transfer via the  button.  The Approve Record button is accessible via 
either the Budget Transfer listing window or detail window. 
 

 
 

 
 
Click the Approve button.  Confirm that you want to approve the selected item.   
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The Status is changed to ‘Approved.  The Approver’s Login name and the Approved Date are saved in the record. 
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Printing the Budget Transfer Query Report for the Displayed Budget Transfer Record 

While in View mode, click the  button in the toolbar at the top of the displayed budget transfer detail record to 

generate a report of the budget transfer. 
 

 
 

Moving Budget Transfers to a Different Schedule 

If a budget transfer(s) was inadvertently placed on the incorrect schedule, the transaction(s) can be moved to a different 
schedule directly from the Budget Transfers listing window in the Data Entry area. 
 
Choose the appropriate schedule.  Highlight the appropriate budget transfer transaction(s), right-click, and select Move 
Item. 
 

 
 
On the Move Budget Transfers window, the highlighted transactions are flagged “Selected for Moving”.  Choose the 
destination transaction schedule or create a new schedule, if necessary, via the Add New Schedule button.  Be sure that 
the date range of the budget transfers to be moved is within the date range of the target schedule.  Then click the Move 
button. 
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Manual Check 
The Manual Check routine provides a mechanism of recording hand-written check documents into nVision Accounting. 
 

Access to Manual Check 

1. Open the Data Entry menu tree. 
 

2. Click the Manual Check option.  
 
 
The Manual Check tab opens, displaying a list of manual check records associated with the schedule shown at the top of 
the window. 
 
 

 
 
 
If a check is entered with an amount but no disbursement detail, the row is highlighted in red on the listing window. 
NOTE:  If a check has been voided, the check record is flagged as “Voided”.  The VOID record is for display purposes 
only and you are not permitted to change the check record. 
 
 
 
Use this window to add, maintain, or view manual check records. 
 
 
 

The manual cash disbursement process is comprised of two steps: 
1. Select the appropriate open schedule in which to record the manual check. 
2. Record the basic information regarding the check, including the check number, check date, vendor, check 

amount, brief description of the payment, and account code distribution. 
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Step 1:  Choose an existing cash disbursement schedule or add a new schedule 

 

Choosing an Existing Schedule 

1. To select an existing schedule in which to add manual checks, use the drop-down arrow in the Schedule field 

 that displays at the top of the Manual Check listing. 
 
The Schedule Selection window displays. 
 

 
 

 
2. Highlight the appropriate schedule record in the browser and click OK.  nVision Accounting returns the Manual 

Check listing, with the selected schedule displayed at the top of the window and a listing of any manual check 
records that already were entered in this schedule.  You can then proceed to enter manual checks associated 
with the schedule. 
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Adding a New Schedule 

1. Click  that displays at the top right-hand side of the Manual Check listing window.  The New 
Transaction Schedule window displays.  This window is used to create and maintain the open schedules used to 
record the manual checks. 
 

 
 

Enter all appropriate information regarding the schedule.  Required fields are highlighted in yellow. 
 
Schedule Number - When adding a new schedule, nVision Accounting assigns the next sequential number for 
the fund and fiscal year.  You cannot modify the default number.  The schedule type and number displays on 
transaction reports. 
 
Schedule Type - When adding a new schedule, this field defaults to Cash Disbursement and is not 
modifiable. 
 
Description - (REQUIRED)  When adding a new schedule, this field defaults to” Cash Disbursement”.  You can 
change the default value as needed to further identify the contents of the schedule (e.g., April Manual Checks).  
Entering a meaningful description will help you identify the contents of the schedule when running reports. 
 
Start Date/End Date - (REQUIRED)  When adding a new schedule, this field defaults to the current month.  
You can change the default dates as needed by typing in the appropriate dates or using the drop-down arrows to  
choose the dates from the on-line calendar.  The Date Range could be for a specific day(s), month(s), or fiscal 
year.  The Start and End Dates MUST be in the same fiscal year.  However, you cannot use a date range that is 
outside of the open fiscal years defined in System Options. 
 
Fund – (REQUIRED)  Enter the code that identifies the particular fund associated with this schedule.  Fund Codes 
are defined in the Fund Setup File.  Use the drop-down to display and choose from a listing of valid fund codes. 
 
Mixed Funds - This field indicates whether accounts from different funds are allowed on the schedule.  When 
adding a new schedule, this field defaults to being unchecked (no mixed funds for this schedule).  Leave the box 

unchecked if only account numbers associated with the specified fund are allowed on this schedule.  Place a 
check in the box if account numbers from different funds are allowed on this schedule.  NOTE:  When entering 
detail for each accounting entry on the schedule, nVision Accounting checks this field.  If the Mix Funds flag is set 
to NO and you try to add an account number that is not associated with the specified fund, a warning message is 
displayed. 
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2. Save the record. 
 

3. Close the New Transaction Schedule window.  The new schedule number displays at the top of the Manual Check 
Listing window. 

 
 

Step 2:  Add, Update or Delete a Manual Check Record 

 

Adding a Manual Check Record 

1. Enter Add mode.  The New Manual Check window displays. 
 

2. Enter all appropriate information regarding the check. 
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Check # - (REQUIRED)  When first accessing the Manual Checks routine and adding a check, this field is blank.  
Once you have saved the first check record in the batch of checks being entered, upon addition of the second 
check record this field defaults to the next sequential check number for the fund and fiscal year.  You may 
change the default value as needed. 
 
Vendor # - (REQUIRED)  This field allows you to either type in the vendor number or search for an existing 

vendor in the Vendor Setup File.  Click the lookup  to bring up a listing of all vendors in the Vendor Setup File.  
Highlight a vendor record on the lookup window and click OK to return to the data entry window.  nVision 
Accounting will automatically populate the entry window with the vendor number and name selected.  The screen 
displays the default vendor payment name and address as defined in the Vendor Setup File. 
 
Bank Account – This field defaults to the bank account code associated with the Fund linked to the selected 
schedule.  The default entry can be changed, if needed, by selecting a new bank account from the drop-down. 
 
Date - (Required)  When adding a check, this field defaults to the current date, the last date in the date range of 
the selected schedule, the first date in the date range of the selected schedule, or the last date entered in the 
batch of records being added.  You may change the default value as needed.  Enter the date of the manual 
check.  NOTE:  The date should be the actual date of the cash disbursement, since nVision Accounting uses the 
check date when preparing all cash disbursement warrants and reports. 
 
Amount – (Required)  Enter the dollar amount of the manual check. 
 
Address – (Required)  The window displays the default payment address based on the vendor selected.  Change 

the default address as needed.  Click  to display any alternate payment addresses for this vendor. 
 

 
 
Choose the appropriate address for this check. 
 
Memo - This field is used to enter any miscellaneous information regarding the manual check.  For example, you 
may enter a description or reason for payment.  This description will be displayed on the Cash Disbursement 
Schedule Report. 
 

3. Enter the account distribution in the Disbursement Details portion of the window.  
 



Finance Manager    nVision 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®.  All rights reserved.                                                                             16  

www.financemgr.com 

 
 

 
 
 
The amount distributed must equal the check amount in order for the distribution to be balanced.  nVision 
Accounting keeps track of the balance as you continue to record entries.  The status of the account distribution 
displays in the status bar at the bottom of the window.   
 
PO# - (Optional)  Leave this field blank if there is no purchase order to be referenced for this manual check.  

Otherwise, enter the purchase order that is being paid (if there is one).  Use the lookup  to choose from a 
listing of valid purchase orders for this vendor. 
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Highlight the PO and click OK.  nVision Accounting returns the Manual Check Entry window, having defaulted the 
selected PO.  Hold your cursor over the PO number to view the tooltip that shows the PO Number, Vendor Name, 
Date, Amount, and Balance. 
 

    
 
 

Account - Enter the account code.  You can manually type in the account number or click the lookup  to 
display and choose from a listing of valid account codes.  The lookup contains a listing of those accounts that you 
were given permission to use in your User Login file. 
 

 
 

If you referenced a PO, the lookup shows those accounts associated with the PO along with the remaining PO 
balance and the unencumbered (remaining) balance for that account.  Uncheck the Only Show Accounts on 
PO box to display all account codes. 
NOTE:  nVision Accounting will check your entry to make sure that the selected account is valid for the schedule.   
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If the Mix Funds flag is set to NO and you try to add an account number that is not associated with the specified 
fund, a warning message is displayed.  nVision Accounting will also permit or prohibit the entry of Payroll 
appropriation codes with a .1 in the object based on the response to the Allow Payroll Accounts in Cash 
Disbursements flag on the Accounting folder in System Options (Tools to System Options). 
After selecting the account, put your cursor over the account number to display a tooltip that shows the 
unencumbered (remaining) balance for that account (see illustration). 
 
Invoice Number - (Optional)  Enter the invoice number being referenced by this manual check.  
 
Description - Use this field to indicate any additional information relating to this detail transaction line. 

 
Amount - Enter the dollar amount being paid out of the specified account code.  NOTE:  Upon saving the 
record, nVision Accounting checks the user’s CD Override flag and Override Limit (as defined in User Setup) along 
with the remaining account balance to determine whether the detail record can be entered. 
 
Amount Liquid - This field is only accessible if the selected account code was encumbered on the original 
purchase order.  Enter the dollar amount being liquidated.  You cannot liquidate more than what is on the 
Purchase Order. 
 
1099 Reporting - This field is only accessible if the 1099 Type is indicated for the vendor in the Vendor Setup 
File.  Use the drop-down to specify the 1099 reporting type.   
 

4. Repeat step 3 as many times as needed until the distribution is in balance.  The check amount must equal the 
detail total in order for the distribution to be balanced.  nVision Accounting keeps track of the balance as you 
continue to record entries.  The status of the account distribution displays in the status bar at the bottom of the 
window.  You are not permitted to leave this window until the distribution is fully balanced. 
 

5. Save the record. 
 
 

Updating a Manual Check Record 

NOTE:  If a check has been voided, the record is for display purposes only and you are not permitted to change the 
detail check record. 

1. Find the appropriate schedule and highlight the record in the Manual Check listing. 
 

2. Enter Update mode.  Using the maintenance toolbar in the middle of the window, add or delete transaction detail 
line items. 
 

3. Make changes as needed. 
 

4. Save the record. 
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Deleting a Manual Check Record 

NOTE:  If a check has been voided, the record is for display purposes only and you are not permitted to delete the detail 
check record. 

1. Find the appropriate schedule using the drop-down. 
 

2. Highlight the appropriate record in the Manual Check listing. 
 

3. Click Delete . 
 

4. Confirm that this is the correct action that you want to take.  
Click YES to delete the check record. 
Click NO if you do not want to delete the check record. 

 
 

Moving Manual Checks to a Different Schedule 

If a manual check(s) was inadvertently placed on the incorrect schedule, the check(s) can be moved to a different 
schedule directly from the Manual Check listing window in the Data Entry area. 
 
Choose the appropriate schedule.  Highlight the appropriate manual check transaction(s), right-click, and select Move 
Item. 

 

 
 
On the Move Manual Checks window, the highlighted transactions are flagged “Selected for Moving”.  Choose the 
destination transaction schedule or create a new schedule, if necessary, via the Add New Schedule button.  Be sure that 
the date range of the checks to be moved is within the date range of the target schedule.  Then click the Move button. 
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Computer Check 
The Computer Checks routine is used to record system-generated check documents into nVision Accounting. 
 

Access to Computer Check 

1. Open the Data Entry menu tree and click the Computer Check option.  
 
The Computer Check tab opens, displaying a list of computer check records associated with the schedule shown at the 
top of the window.  If a check is entered with an amount but no disbursement detail, the row is highlighted in red on the 
listing window.  Use this window to add, maintain, or view computer check records. 
 

 
 

Window Filters 

If checks associated with a selected schedule have already been printed and posted, check the ‘Include Printed or 
Posted Checks in the List’ at the bottom of the window to view those checks in the listing window. 
 
During the check entry process, the detail window will allow you to link a check record to a particular batch of checks that 
can be selected at the time of printing.  The ‘Batch’ filter at the top of the listing window then allows you to filter the 
listing by check batch. 
 
If using Line Item Receiving, the ‘Receiving Status’ filter at the top of the Computer Check window provides the ability 
to filter the checks in the listing window to show the following: 
‘All’ – shows checks for fully and partially received POs, as well as checks not being paid against a PO 
‘Blank’ – shows checks not being paid against a PO 
‘Fully Received’ – shows checks for fully received POs 
‘Partially Received’ – shows checks for partially received POs 
 

 
 

The computer cash disbursement process is comprised of two steps. 
1. Select the appropriate open schedule in which to record the computer check. 
2. Record the basic information regarding the check, including the temporary check number, check date, vendor, 

check amount, brief description of the payment, and account code distribution. 
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Step 1:  Choose an existing cash disbursement schedule or add a new schedule 

 

Choosing an Existing Schedule 

1. To select an existing schedule in which to add computer checks, use the drop-down arrow in the Schedule field 

 that displays at the top of the Computer Check listing. 
 
The Schedule Selection window displays. 
 

 
 
 

2. Highlight the appropriate schedule record in the browser and click OK.  nVision Accounting returns the Computer 
Check listing, with the selected schedule displayed at the top of the window and a listing of any computer check 
records that already were entered in this schedule.  You can then proceed to enter computer checks associated 
with the schedule. 
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Adding a New Schedule 

1. Click  that displays at the top right-hand side of the Computer Check listing window.  The New 
Transaction Schedule window displays.  This window is used to create and maintain the open schedules used to 
record the computer checks. 
 

 
 

Enter all appropriate information regarding the schedule.  Required fields are highlighted in yellow. 
 
Schedule Number - When adding a new schedule, nVision Accounting assigns the next sequential number for 
the fund and fiscal year.  You cannot modify the default number.  The schedule type and number displays on 
transaction reports. 
 
Schedule Type - When adding a new schedule, this field defaults to Cash Disbursement and is not 
modifiable. 
 
Description - (REQUIRED)  When adding a new schedule, this field defaults to” Cash Disbursement”.  You can 
change the default value as needed to further identify the contents of the schedule (i.e., April Computer Checks).  
Entering a meaningful description will help you identify the contents of the schedule when running reports. 
 
Start Date/End Date - (REQUIRED)  When adding a new schedule, this field defaults to the current month.  
You can change the default dates as needed by typing in the appropriate dates or using the drop-down arrows to  
choose the dates from the on-line calendar.  The Date Range could be for a specific day(s), month(s), or fiscal 
year.  The Start and End Dates MUST be in the same fiscal year.  However, you cannot use a date range that is 
outside of the open fiscal years defined in System Options. 
 
Fund – (REQUIRED)  Enter the code that identifies the particular fund associated with this schedule.  Fund Codes 
are defined in the Fund Setup File.  Use the drop-down to display and choose from a listing of valid fund codes. 
 
Mixed Funds - This field indicates whether accounts from different funds are allowed on the schedule.  When 
adding a new schedule, this field defaults to being unchecked (no mixed funds for this schedule).  Leave the box 
unchecked if only account numbers associated with the specified fund are allowed on this schedule.  Place a 
check in the box if account numbers from different funds are allowed on this schedule.  NOTE:  When entering 
detail for each accounting entry on the schedule, nVision Accounting checks this field.  If the Mix Funds flag is set 
to NO and you try to add an account number that is not associated with the specified fund, a warning message is 
displayed. 
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2. Save the record. 
 

3. Close the New Transaction Schedule window.  The new schedule number displays at the top of the Computer 
Check Listing window. 

 
 
 

Step 2:  Add, Update or Delete a Computer Check Record 

Adding a Computer Check Record 

1. Enter Add mode.  The New Computer Check window displays. 
 

2. Enter all appropriate information regarding the check. 
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PO# - (Optional)  Leave this field blank if you are not referencing a specific purchase order. 
 
If you are paying a purchase order, enter the purchase order number against which you are applying a payment.  

Use the lookup  to choose from a listing of valid purchase orders.  Tab off the field.  Once you have specified 
a PO number, nVision Accounting defaults the corresponding Amount, Vendor Number, Vendor Name, Vendor 
Payment Address, and Disbursement information from that purchase order. 
 
If you are paying a computer purchase order where only some, but not all, of the line items were received, the 
Cash Disbursement Detail Calculation screen displays. 
 

 
 
This window displays each purchase order line item along with the corresponding amount ordered and amount 
received.  Use this window to select the purchase order line items that are to be paid. 
 
Highlight the appropriate PO lines or check the Select All box.  Click Pay Remaining PO Amt if you want to pay 
the amount that is still outstanding on the purchase order. 
 
     OR 

 
Highlight the appropriate PO lines or check the Select All box.  Click Pay Received Amt if you want to pay for 
only those purchase order items that were received. 
 
The Computer Check window is displayed, with the appropriate disbursement details entered based on the PO 
line item(s) selected for payment. 
 
Bank Account – This field defaults to the bank account linked to the fund, as defined in Funds Setup.  If 
needed, select another bank account from the drop-down. 
 
Vendor # - (REQUIRED)  This field allows you to either type in the vendor number or search for an existing 

vendor in the Vendor Setup File.  Click the lookup  to bring up a listing of all vendors in the Vendor Setup File.  
Highlight a vendor record on the lookup window and click OK to return to the data entry window.  nVision 

Accounting will automatically populate the entry window with the vendor number and name selected.  The screen 
displays the default vendor payment name and address as defined in the Vendor Setup File. 
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Batch – (Optional)  Enter a batch name or number to link a check record to a particular batch of checks that can 
be selected at the time of printing.   
 

3. Always Print Separately  - Check the box if checks to this vendor should always print separately.  Leave this 
field blank if this check CAN be combined with other checks to the same vendor within this schedule.  When the 
check is printed, the Print routine looks at this field to determine how to process this particular check. 
 
Temporary Check # - When adding a computer check to a schedule, nVision Accounting assigns a temporary 
check number for the fund and fiscal year to the record.  This field is for display purposes only and is not 
modifiable.  When the checks are printed, the temporary check numbers are replaced with the actual check 

numbers. 
 
Payment Date - (Required)   When adding a check, this field defaults to the current date, the last date in the 
date range of the selected schedule, the first date in the date range of the selected schedule, or the last date 
entered in the batch of records being added.  You may change the default value as needed.  Enter the date of 
the computer check.  Optionally enter a Payment Due Date. 
 
Amount – (Required)  Enter the dollar amount of the computer check. 
 
Address – (Required)  The window displays the default payment address based on the vendor selected or the 

vendor associated with the PO.  Change the default address as needed.  Click  to display any alternate 
payment addresses for this vendor. 
 

 
 
Click the appropriate address for this check. 
 
Description - This field is used to enter any miscellaneous information regarding the computer check.  For 
example, you may enter a description or reason for payment.  This description will be displayed on the Cash 
Disbursement Schedule Report. 
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4. Enter the account distribution in the Disbursement Details portion of the window.  
 

 
 
The amount distributed must equal the check amount in order for the distribution to be balanced.  nVision 
Accounting keeps track of the balance as you continue to record entries.  The status of the account distribution 
displays in the status bar at the bottom of the window.   
 

 
Each computer check line item is assigned a Sequence Number, which does not print on the check but 
designates the order the line items will be printed on the Check Warrant Detail Report, when the Including 
Invoice Numbers’ option is selected on the warrant even if the detail line item has a blank invoice number.  If an 
check has multiple detail line items with invoice numbers and you would like the line items to print by sequence 
number when choosing the Include Invoice Number on the Check Warrant Detail Report, change the sequence of 

check detail line items by highlighting a line item record and using the  and  

buttons to position the line items in the order they are to be displayed on the Check Warrant. 
 
 

Hold your cursor over the PO number to view the tooltip that shows the PO Number, Vendor Name, Date, 
Amount, and Outstanding PO Balance. 
 

    
 
 

Account - If you referenced a purchase order for this computer check, nVision Accounting automatically defaults 
the Account Number.  If you did not reference a purchase order for this computer check, enter the account code.  

You can manually type in the account number or click the lookup  to display and choose from a listing of valid 
account codes.  The lookup contains a listing of those accounts that you were given permission to use in your 
User Login file.  NOTE:  nVision Accounting will check your entry to make sure that the selected account is valid 
for the schedule.   
Press F7 to repeat the account number entered in the previous account distribution line. 
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If the Mix Funds flag is set to NO and you try to add an account number that is not associated with the specified 
fund, a warning message is displayed.  nVision Accounting will also permit or prohibit the entry of Payroll 
appropriation codes with a .1 in the object based on the response to the Allow Payroll Accounts in Cash 
Disbursements flag in System Options (Tools to System Options). 
 
After selecting the account, put your cursor over the account number to display a tooltip that shows the 
unencumbered (remaining) balance for that account (as shown in the illustration below). 
 

    
 
 
Invoice Number - (Optional)  Enter the invoice number being referenced by this computer check.  Press F7 to 

repeat the same invoice number entered in the previous account distribution line. 
 
Description - Use this field to indicate any additional information relating to this detail transaction line.  This 
description will show on the Account Transactions report run for the appropriation code on the detail line. 
 
Amount - Enter the dollar amount being paid out of the specified account code.  If a check detail line has a 
$0.00 dollar amount, that detail line will be printed on the check stub IF the detail line includes an account code 

and information in the Invoice Number field.  NOTE:  Upon saving the record, nVision Accounting checks the 
user’s CD Override flag and Override Limit (as defined in User Setup) along with the remaining account balance 
to determine whether the detail record can be entered. 
 
Amount Liquid - This field is only accessible if you are paying a PO and the selected account code was 
encumbered on the original purchase order.  Enter the dollar amount being liquidated.  You cannot liquidate more 

than what is on the Purchase Order.  To liquidate the entire PO balance, press F9. 
 
1099 Reporting - This field is only accessible if the 1099 Type is indicated for the vendor in the Vendor Setup 
File.  Use the drop-down to specify the 1099 reporting type. 
 

5. Repeat step 4 as many times as needed until the distribution is in balance.  The check amount must equal the 
detail total in order for the distribution to be balanced.  nVision Accounting keeps track of the balance as you 

continue to record entries.  The status of the account distribution displays in the status bar at the bottom of the 
window.  You are not permitted to leave this window until the distribution is fully balanced. 
 

6. Save the record. 
 

Updating a Computer Check Record 

1. Find the appropriate schedule and highlight the record in the Computer Check listing. 
 

2. Enter Update mode.  Using the maintenance toolbar in the middle of the window, add or delete transaction detail 
line items. 
 

3. Make changes as needed. 
 

4. Save the record. 
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Deleting a Computer Check Record 

1. Find the appropriate schedule using the drop-down. 
 

2. Highlight the appropriate record in the Computer Check listing. 
 

3. Click Delete . 
 

4. Confirm that this is the correct action that you want to take.  
Click YES to delete the check record. 
Click NO if you do not want to delete the check record. 
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Moving Computer Checks to a Different Schedule 

If a computer check(s) was inadvertently placed on the incorrect schedule, the computer check(s) can be moved to a 
different schedule directly from the Computer Check listing window in the Data Entry area. 

 
Choose the appropriate schedule.  If the computer checks have already been printed and posted, check the Include 
Printed or Posted Checks in the List box at the bottom of the window.  Highlight the appropriate computer check 
transaction(s), right-click, and select Move Item. 
 
 

 
 
 

On the Move Computer Checks window, the highlighted transactions are flagged “Selected for Moving”.  Choose the 
destination transaction schedule or create a new schedule. if necessary, via the Add New Schedule button.  Enter a new 
transaction date for the checks.  Be sure that the new transaction date is within the date range of the target schedule.  
Then click the Move button. 
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Void and Reissue Checks 

The Void and Reissue Checks routine is used to void one or a batch of computer-generated printed and posted or 
manually prepared checks, that have already been entered into nVision Accounting using the Computer Check or Manual 
Check routine and have been physically disbursed.  You can then reissue replacement checks, if needed.  This routine can 
be utilized to reissue a lost check.  You can choose to void one, multiple, or all checks from a selected schedule. 
 

Access to Void and Reissue Checks 

1. Open the Data Entry menu tree. 
 

2. Open the Cash Disbursement menu tree. 
 

3. Click the Void and Reissue Checks option. 
 
The Void and Reissue Checks window opens.   
 

 
 
Use this window to indicate how to search for checks.  Search for checks by check number, vendor, or transaction 
schedule. 
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1. Choose how you want to search for checks to be voided. 

 
By Check Number – Click this option if you want to find a check by entering a specific check number. 
 

By Vendor – Click this option if you want to find checks associated with a specified vendor. 
 
By Transaction Schedule – Click this option if you want to find checks associated with a selected disbursement 
schedule. 
 

2. Click Next . 
 

3. If you are searching by check number, enter the check number and click Fill .  
 

     OR 
 

If you are searching by vendor, enter the vendor number or click the lookup  to bring up a listing of all 

vendors in the Vendor Setup File.  Highlight the appropriate vendor record in the lookup and click OK.  Click Fill 

. 
 

     OR 
 

If you are searching by transaction schedule, use the drop-down arrow to bring up a listing of all cash 

disbursement (manual or computer check) schedules in the Transaction Schedule Setup File.  Highlight the 
appropriate transaction schedule that the check(s) that need to be voided or voided and reissued were placed on 
and click OK. 
 

4. Highlight the check(s) that you want to void or void and reissue.  Check Select All to choose all checks in the 
listing. 
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5. Click Next . 
 

 
 

6. Use the drop-down arrow to bring up a listing of all cash disbursement (manual or computer check) schedules in 
the Transaction Schedule Setup File.  Highlight the appropriate transaction schedule on which to record the 
check(s) which is to be voided or voided and reissued and click OK.  The window displays the schedule number, 

description, and date range. 
 

7. Enter the date of the void.  This date must coincide with the date range of the selected transaction schedule.  
The post date and check date DO NOT need to match. 
 

8. Verify that all the checks in the listing are the correct ones to void or void and reissue.  If you are unsure of a 

check(s), you can review check details by highlighting a check record and clicking the lookup .  The Check 
Detail window shows the account distribution as entered in the Manual or Computer Check Entry window. 
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Close the window to return to the Void & Reissue Checks window and continue to process the void. 
 

 
9. Choose the appropriate action that you want to perform. 

 

Click Void  if you want to void all the checks in the listing. 
 

  
 

Confirm that this is the correct number of checks that you want to void.  Click No if you need to reselect checks.  
Click Cancel if you want to exit the Void Checks routine.  Otherwise, click Yes to Continue.  The voided check 
can be seen on the Cash Disbursement Schedules Report or the Voided Check Report (Reports – Analysis 
Reports). 
 
   OR 
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Click Void and Reissue  if you want to void and reissue all the checks in the listing. 
 

  
 
Confirm that this is the correct number of checks that you want to void and reissue.  Click No if you need to 
reselect checks.  Click Cancel if you want to exit the Void Checks routine.  Otherwise, click Yes to continue.  Go 
to the Computer Check listing window and find the appropriate target schedule number in the drop-down to 
access the reissued check(s).  You can make any necessary modifications to the check detail information before 
reprinting the check(s). 
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Print/Post Checks 
The Print Disbursement Checks routine is used to print and post computer-generated checks that were entered and fully 
distributed to the proper account codes using the Computer Check routine.  Once checks are posted, additional copies 
can be printed at a later time if needed. 
 

Access to Print/Post Checks 

1. Open the Data Entry menu tree. 
 

2. Open the Cash Disbursement menu tree. 
 

3. Double-click the Print/Post Checks option.  
 
 
The Cash Disbursement Check Printing window displays.  
 

 
 
 
Use this window to select the schedule from which you are printing checks and to identify the check document(s) that 
you wish to print.  You may choose to print all checks on the schedule or selected checks from the schedule. 
 

Window Filters 

If using Line Item Receiving, use the ‘Receiving Status’ filter on the Checks to Print tab to help you select the checks to 
be printed.  
‘All’ – shows checks for fully and partially received POs, as well as checks not being paid against a PO) 
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‘Blank’ – shows checks not being paid against a PO 
‘Fully Received’ – shows checks for fully received POs 
‘Partially Received’ – shows checks for partially received POs 
NOTE:  Refer to the document titled ‘nVision Accounting Line Item Receiving’ for details on using this option. 
 
If you entered batch numbers or names during the check entry process, use the Batch filter to select a particular batch 
of checks to be printed.   
 
If sending electronic (ACH) payments to vendors, the Print drop-down option allows you to filter the items viewed on the 
window.  The drop-down will include options to print ‘All’ (Both Checks and ACH Payments - if you are NOT printing ACH 

Payment Stubs separately from checks, i.e., the ‘Print ACH Payment Stub in Separate Run’ is UNCHECKED in Check 
Layout), ‘Checks’, or ‘ACH Payments’,.  The Print drop-down will only include options ‘Checks’ or ‘ACH Payments’, if you 
are printing ACH Payment Stubs separately from checks (i.e., the ‘Print ACH Payment Stub in Separate Run’ is CHECKED 
in Check Layout). 
NOTE:  Refer to the document titled ‘nVision Accounting ACH Payments’ for details on using this option. 
 

Viewing or Changing Check Settings 

To view or change your check setting, click  to access the Check Layout Designer window.  Refer to the 
topic named AP Check Layout in your nVision Accounting Setup Manual. 
 

Printing Checks 

1. Load blank computer checks into the desired printer. 
 

2. On the Checks to Print folder, use the drop-down arrow to select the correct schedule from which checks are 
to be printed.  
 

3. Using the drop-down arrow, select the appropriate bank account. 
 

4. Enter the date that is to be printed on the check document.  The Date of Checks field defaults to the current 
date if the schedule is in the current month, the last date in the schedule date range if the schedule is for a 
previous month, or the first date in the schedule date range if the schedule is for a future month. 

 
5. The starting check number to be used in this check run.  NOTE:  If you change the default check number to a 

number that has already been used for a different date, a warning message is displayed.  You can re-use the 
same check number, provided that the checks are for different dates.  If you attempt to use the same check 
number on the same date for two different checks, an error message is displayed and nVision Accounting will not 
let you proceed. 
 

6. Highlight the appropriate check(s) in the listing or check the Select All box. 
 

7. Using the drop-down, select the printer to which documents are to be printed. 
 

8. If you are printing laser checks and the system is printing the check signatures for you, nVision Accounting will 
prompt you to enter the path of the check signature file.  Make sure that you load the diskette containing the 

signature and use the Browse button to specify the location and name of the signature file that you wish to use. 
 

9. To view a copy of the check on the screen, click . 
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10. Click  to print the check document to the selected printer. 
 

nVision Accounting advances the Starting Check Number field to the next number to be printed. 
 
Verify that all checks are correct before you post your checks on the Checks to Post window.  If you attempt to exit 
the window before checks are posted, nVision Accounting displays a warning message stating that printed checks were 
unposted. 
 
 

Resetting Checks 

After printing the checks, the user has the option of re-running the checks in case of a printer jam or malfunction during 
the printing process.  NOTE:  Once you print and reset a check, you can view the check through Computer Check Entry 
but you may NOT make changes to the check detail; you may only add or change file attachments.  After a check has 

been printed, you can only reprint and reset or post the check. 
 

1. Click the Checks to Post folder. 
 

2. Highlight the check(s) that you want to reset. 
 

3. Click .  The checks can be seen on the Checks to Print window where you can print them again 
as needed. 
 

 

Posting Checks 

After checks have been printed and carefully checked for accuracy, you can post the printed checks. 

1. On the Checks to Post folder, click .  
 

2. Confirm that you want to post checks. 
 

 
 
Click Yes to post the checks.  Be aware that the posting process cannot be stopped once it is generated. 
 
If the printer jammed, checks were torn, or any other problem arose, click No and reset all or a range of checks. 
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Copies to Print 

After checks have been printed and posted, it may become necessary to reprint copies of a check. 
1. On the Print/Post Checks window, select the appropriate disbursement schedule linked to the check. 

 
2. Click the Copies to Print folder. 

 
3. Highlight the appropriate check(s) in the listing or check the Select All box. 

 

4. Click .  
 

 
 
 

5. Click . 
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Check Layout 
The Check Layout option is used to customize and design the look of your Accounts Payable checks and re-position the 
information that is to be displayed on the printed check document. 
 
 
For details on using this routine, refer to the document titled nVision Accounting Setup. 
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Payroll to General Ledger Distribution 
The Payroll to GL Distribution routine is used to automate the recording of Payroll related expenditures to the proper 
appropriation accounts in nVision Accounting.  Because Finance Manager’s nVision product was developed with the ability 
to run modules separately or all together, the expenditures resulting from payroll(s) are not recorded in nVision 
Accounting until this routine has been performed. 
 
 
For details on using this routine, refer to the documents titled as follows: 
nVision Payroll to General Ledger Distribution Using the Manually Offset Method 
nVision Payroll to General Ledger Distribution Using the Automated Offset Method 
nVision Payroll to General Ledger Distribution Using the Automated Offset w/ Trust & Agency Entry Method 
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Reimbursements 
The Reimbursements routine is used to process recurring, repetitive payments to numerous payees (vendors).  The 
various types of payments they receive (e.g. Medicare Reimbursement, etc,) are maintained under Reimbursement 
Categories.  A record for each vendor is created and maintained under Reimbursement Candidates.  Each reimbursement 
candidate record stores the category, coverage type (item), and amount for the vendor.  When time for payment occurs, 
a check for the amount from the Candidate Reimbursement file is generated for the vendor, based on the selected 
category and item(s).  An option is provided to print disbursement mailing labels for each payee. 
 
 
For details on using this routine, refer to the document titled nVision Accounting Reimbursements. 
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Trust and Agency 
The Trust and Agency routine can be used to automate the creation of disbursements for a given payroll from the Trust & 
Agency fund.  Payments for Federal, FICA/Medicare (including the Employer share), State and City withholdings in 
addition to other employee related disbursements like Credit Union deductions, Garnishments, TSA Contributions, 
Organizational Dues, Retirement Loan payments, etc., can be included in the routine. 
 
 
For details on using this routine, refer to the document titled nVision Trust and Agency Processing. 
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Cash Receipts 
The Cash Receipts routine is used to record miscellaneous monies received by your district.  
 

Access to Cash Receipts 

1. Open the Data Entry menu tree. 
 

2. Click the Cash Receipts option.  
 
 
The Cash Receipts tab opens, displaying a list of cash receipt records associated with the schedule shown at the top of 
the window.  Use this window to add, maintain, or view cash receipt records. 
 

 
 
 
 
The cash receipt process is comprised of two steps. 

1. Select the appropriate open schedule in which to record the cash receipt. 
2. Record the basic information regarding the receipt, including the receipt number, date, amount, customer 

tracking, a brief description of the receipt, and account code distribution. 
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Step 1:  Choose an existing cash receipt schedule or add a new schedule 

 

Choosing an Existing Schedule 

1. To select an existing schedule in which to add cash receipts, use the drop-down arrow in the Schedule field 

 that displays at the top of the Cash Receipts listing. 
 
The Schedule Selection window displays. 
 

 
 
 

3. Highlight the appropriate schedule record in the browser and click OK.  nVision Accounting returns the Cash 
Receipts listing, with the selected schedule displayed at the top of the window and a listing of any cash receipt 
records that already were entered in this schedule.  You can then proceed to enter cash receipts associated with 
the schedule. 
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Adding a New Schedule 

1. Click  that displays at the top right-hand side of the Cash Receipts listing window.  The New 

Transaction Schedule window displays.  This window is used to create and maintain the open schedules used to 
record the cash receipts. 
 

 
 

Enter all appropriate information regarding the schedule.  Required fields are highlighted in yellow. 
 
Schedule Number - When adding a new schedule, nVision Accounting assigns the next sequential number for 
the fund and fiscal year.  You cannot modify the default number.  The schedule type and number displays on 
transaction reports. 
 
Schedule Type - When adding a new schedule, this field defaults to Cash Receipt and is not modifiable. 
 
Description - (REQUIRED)  When adding a new schedule, this field defaults to” Cash Receipt”.  You can change 
the default value as needed to further identify the contents of the schedule (i.e., May’s Cash Receipts).  Entering 
a meaningful description will help you identify the contents of the schedule when running reports. 
 
Start Date/End Date - (REQUIRED)  When adding a new schedule, this field defaults to the current month.  
You can change the default dates as needed by typing in the appropriate dates or using the drop-down arrows to  
choose the dates from the on-line calendar.  The Date Range could be for a specific day(s), month(s), or fiscal 
year.  The Start and End Dates MUST be in the same fiscal year.  However, you cannot use a date range that is 
outside of the open fiscal years defined in System Options. 
 
Fund – (REQUIRED)  Enter the code that identifies the particular fund associated with this schedule.  Fund Codes 
are defined in the Fund Setup File.  Use the drop-down to display and choose from a listing of valid fund codes. 
 
Mixed Funds - This field indicates whether accounts from different funds are allowed on the schedule.  When 
adding a new schedule, this field defaults to being unchecked (no mixed funds for this schedule).  Leave the box 
unchecked if only account numbers associated with the specified fund are allowed on this schedule.  Place a 
check in the box if account numbers from different funds are allowed on this schedule.  NOTE:  When entering 
detail for each accounting entry on the schedule, nVision Accounting checks this field.  If the Mix Funds flag is set 
to NO and you try to add an account number that is not associated with the specified fund, a warning message is 
displayed. 
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2. Save the record. 
 

3. Close the New Transaction Schedule window.  The new schedule number displays at the top of the Cash Receipts 
Listing window. 

 
The Cash Receipts Listing contains the cash receipts entered for the selected schedule. 
 
 

Step 2:  Add, Update or Delete a Cash Receipt Record 

Adding a Cash Receipt Record 

1. Enter Add mode.  The New Cash Receipt window displays. 
 
Enter all appropriate information regarding the cash receipt. 
 

 
 
Receipt Num - (REQUIRED)  When adding a receipt, this field defaults to the next sequential cash receipt 
number for the fund and fiscal year if the System Option setting is checked.  You may change the default value 
as needed. 
 
Date - (REQUIRED)  When adding a receipt, this field defaults to the current date, the last date in the date range 
of the selected schedule, the first date in the date range of the selected schedule, or the last date entered in the 
batch of cash receipt records being added.  You may change the default value as needed.  Enter the date of the 
cash receipt.  NOTE:  The date of the cash receipt is the basis for all reporting purposes.  All cash receipts should 
be dated for and correspond with the schedule on which they are being entered. 
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Approval Status - If cash receipt approval is required on all transactions that you enter (as defined by the 
System Administrator in your User Login record), this field defaults to Pending when adding a new cash receipt.  
If cash receipt approval is not required, this field defaults to Not Required when adding a new cash receipt 
record. 
 
Amount – (REQUIRED)  Enter the dollar amount received.  NOTE:  You may enter a negative dollar amount for 
a situation where you received a check and the check bounces and you wish to record that information.  You may 
also enter a zero dollar amount in situations where you wish to record a voided cash receipt slip. 
 
Customer ID - Enter the appropriate customer number for this receipt.  Customer Codes are defined in the 

Customer Maintenance File.  Use the lookup  to display and choose from a listing of valid customer codes.  To 

add a new customer to the Customer Maintenance File, click Add .  Refer to the topic labeled Customer 
Maintenance for details on adding and maintaining customers. 
 
Description - This field is used to enter any miscellaneous information regarding the cash receipt.  For example, 
you may enter a description or reason for the cash receipt.  This description will be displayed on the Cash Receipt 
Query and Report. 
 
Enter the account distribution in the Cash Receipt Detail portion of the window.  
 

 
 
The Total Debits must equal the Total Credits in order for the distribution to be balanced.  nVision Accounting 
keeps track of the balance as you continue to record entries.  The status of the account distribution displays in 
the status bar at the bottom of the window.   

 

Account - Enter the account code.  You can manually type in the account number or click the lookup  to 
display and choose from a listing of valid account codes.  The lookup contains a listing of those accounts that you 
were given permission to use in your User Login file.  NOTE:  nVision Accounting will check your entry to make 
sure that the selected account is valid for the schedule. 
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If the Mix Funds flag is set to NO and you try to add an account number that is not associated with the specified 
fund, a warning message is displayed.  After selecting the account, put your cursor over the account number to 
display a tooltip that shows the description for that account.  
 
General Ledger control account such as 521, 522, 821, or 980 should not be used, as posting to those accounts 
automatically takes place once the transaction is saved.  
 
After an Appropriation account number is specified, nVision Accounting displays the unencumbered (remaining) 
balance for that account in a tooltip that is displayed while hovering your mouse over the account code. 
 
Debits – Enter the debit amount for the account. 

 
Credits – Enter the credit amount for the account. 
 
Memo - Use this field to indicate any additional information relating to the detail line. 
 
PO No - When an appropriation account is selected, the PO No field is enabled.  If applicable, enter the 

appropriate purchase order number.  Use the lookup  to display and choose from a listing of valid purchase 
order numbers.  nVision Accounting automatically enters the vendor number, PO liquidated amount, and 1099 
flag.   
 
Vendor ID – When an appropriation account is selected, you must enter the Vendor ID.  This field is used to 
enter the code representing the vendor whose 1099 will be impacted by this cash receipt.  Enter the appropriate 

vendor number or use the lookup  to display and choose from a listing of valid vendor numbers. 
 
PO Liquidated – If you entered an appropriation account and a PO number, leave the default liquidation 
amount or enter another dollar amount. 
 
1099 Reporting - This field is only accessible if the 1099 flag is set for the vendor in the Vendor Master File.  
Use the drop-down to set the appropriate 1099 flag if the detail distribution is reportable on the vendor’s 1099.  
 

2. Save the record. 
 

3. This routine immediately posts transactions to the proper general ledger and subsidiary ledger accounts.  This 
window provides the ability to display or hide automatic, system-generated postings to General Ledger control 
accounts.  To display system-generated postings to General Ledger control accounts (i.e., 521, 522, 821, 980), 
check the Show System Generated Details box at the bottom of the window.  System generated detail 
records are highlighted in blue. 
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Approving a Cash Receipt Record 

A user who has ‘Can Approve Cash Receipts’ permissions in the User Login record and who has at least View Only 
permissions granted to the ‘Create, View, Update, and Delete Cash Receipts’ permission component will have the ability to 

approve the cash receipt via the  button.  The Approve Record button is accessible via either the 
Cash Receipt listing window or detail window. 
 

 
 

 
 
Click the Approve button.  Confirm that you want to approve the selected item.   
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The Status is changed to ‘Approved.  The Approver’s Login name and the Approved Date are saved in the record. 
 

 
 

Printing the Cash Receipt 

1. Click . 
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Moving Cash Receipts to a Different Schedule 

If a cash receipt(s) was inadvertently placed on the incorrect schedule, the transaction(s) can be moved to a different 
schedule directly from the Cash Receipts listing window in the Data Entry area. 

 
Choose the appropriate schedule.  Highlight the appropriate cash receipt transaction(s), right-click, and select Move 
Item. 
 
 

 
 
 
On the Move Cash Receipts window, the highlighted transactions are flagged “Selected for Moving”.  Choose the 
destination transaction schedule or create a new schedule, if necessary, via the Add New Schedule button.  Be sure that 
the date range of the cash receipts to be moved is within the date range of the target schedule.  Then click the Move 
button. 
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Journal Entries 
The Journal Entry routine provides a mechanism for recording standard journal entries, budgetary adjustments, opening 
General Ledger entries, and opening subsidiary budget entries. 
 

Access to Journal Entries 

1. Under the Data Entry menu tree, click the Journal Entries option. 
 
 
The Journal Entries tab opens, displaying a list of journal entry records associated with the schedule shown at the top of 
the window.  Use this window to add, maintain, or view journal entry records. 
 

 
 

 
 
The journal entry process is comprised of two steps: 

1. Select the appropriate open schedule in which to record the journal entry. 
2. Record the basic information regarding the journal entry, including the reference number, date, type, memo 

regarding the entry, and account code distribution.  
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Step 1:  Choose an existing journal entry schedule or add a new schedule 

 

Choosing an Existing Schedule 

1. To select an existing schedule in which to add journal entries, use the drop-down arrow in the Schedule field 

 that displays at the top of the Journal Entries listing. 
 
The Schedule Selection window displays. 
 

 
 
 

2. Highlight the appropriate schedule record in the browser and click OK.  nVision Accounting returns the Journal 
Entries listing, with the selected schedule displayed at the top of the window and a listing of any journal entry 
records that already were entered in this schedule.  Note that if no detail (distribution information) has yet been 
entered for a journal entry, the record is highlighted in red.  You can proceed to enter journal entries associated 
with the schedule. 
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Adding a New Schedule 

1. Click  that displays at the top right-hand side of the Journal Entries listing window.  The New 
Transaction Schedule window displays.  This window is used to create and maintain the open schedules used to 
record the journal entries. 
 

 
 

Enter all appropriate information regarding the schedule.  Required fields are highlighted in yellow. 
 
Schedule Number - When adding a new schedule, nVision Accounting assigns the next sequential number for 
the fund and fiscal year.  You cannot modify the default number.  The schedule type and number displays on 
transaction reports. 
 
Schedule Type - When adding a new schedule, this field defaults to Journal Entry and is not modifiable. 
 
Description - (REQUIRED)  When adding a new schedule, this field defaults to” Journal Entry”.  You can change 
the default value as needed to further identify the contents of the schedule (i.e., April Journal Entries).  Entering 
a meaningful description will help you identify the contents of the schedule when running reports. 
 
Start Date/End Date - (REQUIRED)  When adding a new schedule, this field defaults to the current month.  
You can change the default dates as needed by typing in the appropriate dates or using the drop-down arrows to  
choose the dates from the on-line calendar.  The Date Range could be for a specific day(s), month(s), or fiscal 
year.  The Start and End Dates MUST be in the same fiscal year.  However, you cannot use a date range that is 
outside of the open fiscal years defined in System Parameters. 
 
Fund – (REQUIRED)  Enter the code that identifies the particular fund associated with this schedule.  Fund Codes 
are defined in the Fund Setup File.  Use the drop-down to display and choose from a listing of valid fund codes. 
 
Mixed Funds - This field indicates whether accounts from different funds are allowed on the schedule.  When 
adding a new schedule, this field defaults to being unchecked (no mixed funds for this schedule).  Leave the box 
unchecked if only account numbers associated with the specified fund are allowed on this schedule.  Place a 
check in the box if account numbers from different funds are allowed on this schedule.  NOTE:  When entering 
detail for each accounting entry on the schedule, nVision Accounting checks this field.  If the Mix Funds flag is set 
to NO and you try to add an account number that is not associated with the specified fund, a warning message is 
displayed. 
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2. Save the record. 
 

3. Close the New Transaction Schedule window.  The new schedule number displays at the top of the Journal 
Entries window. 

 
 

Step 2:  Add, Update or Delete a Journal Entry Record 

 

Adding a Journal Entry Record 

1. Enter Add mode.  The New Journal Entry window displays. 
 
Enter all appropriate information regarding the journal entry. 
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Ref No - Upon addition of each journal entry record, the reference number is system-generated and defaults to 
the next sequential reference number for the fund and fiscal year. 
 
Date - (Required)  When adding a journal entry, this field defaults to the current date, the last date in the date 
range of the selected schedule, the first date in the date range of the selected schedule, or the last date entered 
in the batch of records being added.  You may change the default value as needed.  Enter the date of the journal 
entry.  NOTE:  The date of the journal entry is the basis for all reporting purposes.  All entries should be dated 
for and correspond with the schedule on which they are being entered. 
 
Approval Status - If journal entry approval is required on all transactions that you enter (as defined by the 

System Administrator in your User Login record), this field defaults to Pending when adding a new journal entry.  
If journal entry approval is not required, this field defaults to Not Required when adding a new journal entry 
record. 
 
Type - Specify the journal entry type.  Valid types are as follows: 
Standard Journal Entry – Used for all typical journal entries occurring during the fiscal year to record or 
correct accounting data. 
Budgetary Adjustment – Used for budgetary journal entries amending the budgets of revenue and 
appropriation accounts. 
Opening Entry – Ledger – Used for recording all opening general ledger balances. 
Opening Budget Entry – Subsidiaries – Used for recording all opening subsidiary budgets and budgetary 
general ledger account codes. 
 
Description - This field is used to enter a free-form description or comment regarding this journal entry.  This 
memo text will be displayed on the Journal Entry Schedule Report. 
 

2. Enter the account distribution in the Journal Entry Detail portion of the window.  
 

 
 
The total debits must equal the total credits for each fund in order for the distribution to be balanced.  nVision 

Accounting keeps track of the balance as you continue to record entries.  The status of the account distribution 
displays in the status bar at the bottom of the window.  The user is not permitted to leave this window until the 
distribution is fully balanced. 
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Account - Type in the account number associated with the journal entry or click the lookup  to display and 
choose from a listing of valid account codes.  The lookup contains a listing of those accounts that you were given 
permission to use in your User Login file. 
NOTE:  nVision Accounting will check your entry to make sure that the selected account is valid for the schedule.  
If the Mix Funds flag is set to NO and you try to add an account number that is not associated with the specified 
fund, a warning message is displayed.  Put your cursor over the account number to display a tooltip that shows 
the description for that account code.  You cannot enter General Ledger control accounts such as 510, 521, 522, 
821, 960, or 980; postings to these General Ledger accounts automatically take place upon saving the journal 
entry transaction. 
 
After an Appropriation account number is specified, nVision Accounting displays the unencumbered (remaining) 
balance for that account in a tooltip that is displayed while hovering your mouse over the account code. 
 
Debit - (Required)  Enter the total debit amount. 
 
Credit - (Required)  Enter the total credit amount. 
 
Memo - Use this field to indicate any additional information relating to the detail line. 
 

PO No. - Enter the appropriate purchase order number.  Use the lookup  to display and choose from a listing 
of valid purchase order numbers. 
 
Vendor ID – An entry in this field is required upon entry of an appropriation code.  Enter the number or use the 

lookup  to display and choose from a listing of valid vendor numbers.  
 
PO Liquidated – When recording a standard journal entry, this field is for the liquidation of a Purchase Order on 
an expenditure code line. 
 
1099 Reporting – This field defaults to the default 1099 type indicated for the vendor in the Vendor Setup File.  
Leave the default value or choose <None>.  
 
Repeat this step as many times as needed until the distribution is in balance. 
 

3. Save the record. 
 

This routine immediately posts transactions to the proper general ledger and subsidiary ledger accounts.  This 
window provides the ability to display or hide automatic, system-generated postings to General Ledger control 
accounts.  Click the Show System Generated GL Details box if you want to display any automatic posting to 
the General Ledger Accounts.  System generated detail records are highlighted in blue. 
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NOTE:  Upon saving a journal entry, the Reversed flag becomes enabled.  If this entry is reversed using the Journal Entry 
Reversal utility, the Reversed flag is automatically checked. 
 
 
 

Updating a Journal Entry Record 

1. Find the appropriate schedule and highlight the record in the Journal Entries listing. 
 

2. Enter Update mode. 
 

3. Make changes as needed.  Using the maintenance toolbar in the middle of the window, add or delete transaction 
detail line items. 
 

4. Save the record. 
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Approving a Journal Entry Record 

A user who has ‘Can Approve Journal Entries’ permissions in the User Login record and who at least View Only 
permissions granted to the ‘Create, View, Update, and Delete Journal Entries’ permission component will have the ability 

to approve the journal entry via the  button.  The Approve Record button is accessible via either the 
Journal Entry listing window or detail window. 
 

 
 

 
 
Click the Approve button.  Confirm that you want to approve the selected item.   
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The Status is changed to ‘Approved.  The Approver’s Login name and the Approved Date are saved in the record. 
 

 
 
 

Deleting a Journal Entry Record 

1. Find the appropriate schedule using the drop-down. 
 

2. Highlight the appropriate record in the Journal Entries listing. 
 

3. Click Delete . 
 

4. Confirm that this is the correct action that you want to take.  
Click YES to delete the journal entry record. 
Click NO if you do not want to delete the journal entry record. 

 
 

Printing the Journal Entry 

1. Click . 
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Moving Journal Entries to a Different Schedule 

If a journal entry(ies) was inadvertently placed on the incorrect schedule, the transaction(s) can be moved to a different 
schedule directly from the Journal Entry listing window in the Data Entry area. 

 
Choose the appropriate schedule.  Highlight the appropriate journal entry transaction(s), right-click, and select Move 
Item. 
 
 

 
 
 
On the Move Journal Entry window, the highlighted transactions are flagged “Selected for Moving”.  Choose the 

destination transaction schedule or create a new schedule, if necessary, via the Add New Schedule button.  Be sure that 
the date range of the journal entries to be moved is within the date range of the target schedule.  Then click the Move 
button. 
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Manual PO 

The Manual PO routine provides a mechanism for recording hand-written purchase orders into nVision Accounting. 
 

Access to Manual PO 

1. Open the Data Entry menu tree. 
 

2. Click the Manual PO option.  
 
 
The Manual Purchase Orders tab opens, displaying a list of manual purchase orders records associated with the schedule 
shown at the top of the window.  Use this window to add, maintain, or view manual PO records. 
 
 

 
 
 
 
The manual purchase order process is comprised of two steps: 

1. Select the appropriate open schedule in which to record the manual purchase order. 
2. Record the basic information regarding the manual purchase order, including the purchase order number, date, 

vendor, amount, memo regarding the purchase order, and account code distribution.  
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Step 1:  Choose an existing cash disbursement schedule or add a new schedule 

 

Choosing an Existing Schedule 

1. To select an existing schedule in which to add purchase orders, use the drop-down arrow in the Schedule field 

 that displays at the top of the Manual PO listing. 
 
The Schedule Selection window displays. 
 

 
 
 

2. Highlight the appropriate schedule record in the browser and click OK.  nVision Accounting returns the Manual PO 
listing, with the selected schedule displayed at the top of the window and a listing of any manual PO records that 
already were entered in this schedule.  Note that if no detail (distribution information) has yet been entered for a 
manual purchase order, the record is highlighted in red.  You can proceed to enter manual purchase orders 
associated with the schedule. 
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Adding a New Schedule 

1. Click  that displays at the top right-hand side of the Manual PO listing window.  The New 

Transaction Schedule window displays.  This window is used to create and maintain the open schedules used to 
record the manual POs. 
 

 
 
 
Enter all appropriate information regarding the schedule.  Required fields are highlighted in yellow. 
 
Schedule Number - When adding a new schedule, nVision Accounting assigns the next sequential number for 
the fund and fiscal year.  You cannot modify the default number.  The schedule type and number displays on 
transaction reports. 
 
Schedule Type - When adding a new schedule, this field defaults to Purchase Order and is not modifiable. 
 
Description - (REQUIRED)  When adding a new schedule, this field defaults to” Purchase Order”.  You can 
change the default value as needed to further identify the contents of the schedule (i.e., April Purchase Orders).  
Entering a meaningful description will help you identify the contents of the schedule when running reports. 
 
Mixed Funds - This field indicates whether accounts from different funds are allowed on the schedule.  When 
adding a new schedule, this field defaults to being unchecked (no mixed funds for this schedule).  Leave the box 
unchecked if only account numbers associated with the specified fund are allowed on this schedule.  Place a 
check in the box if account numbers from different funds are allowed on this schedule.  NOTE:  When entering 
detail for each accounting entry on the schedule, nVision Accounting checks this field.  If the Mix Funds flag is set 
to NO and you try to add an account number that is not associated with the specified fund, a warning message is 
displayed. 
 
Start Date/End Date - (REQUIRED)  When adding a new schedule, this field defaults to the current month.  
You can change the default dates as needed by typing in the appropriate dates or using the drop-down arrows to  
choose the dates from the on-line calendar.  The Date Range could be for a specific day(s), month(s), or fiscal 
year.  The Start and End Dates MUST be in the same fiscal year.  However, you cannot use a date range that is 
outside of the open fiscal years defined in System Parameters. 
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Fund – (REQUIRED)  Enter the code that identifies the particular fund associated with this schedule.  Fund Codes 
are defined in the Fund Setup File.  Use the drop-down to display and choose from a listing of valid fund codes. 
 

2. Save the record. 
 

3. Close the New Transaction Schedule window.  The new schedule number displays at the top of the Manual PO 
Listing window. 

 
 

Step 2:  Add, Update or Delete a Manual Purchase Order Record 

 

Adding a Manual PO Record 

1. Enter Add mode.  The New Manual PO window displays. 
 

2. Enter all appropriate information regarding the purchase order. 
 

riat 
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PO No - (REQUIRED)  When first accessing the Manual PO routine and adding a PO, this field is blank.  Once you 
have saved the first record in the batch of POs being entered, upon addition of the second PO record this field 
defaults to the next sequential PO number for the fund and fiscal year.  Enter the purchase order number or 
change the default value as needed.  NOTE:  Duplicate PO numbers for the same vendor and date are not 
permitted. 
 
Vendor ID - (REQUIRED)  This field allows you to either type in the vendor number or search for an existing 

vendor in the Vendor Setup File.  Click the lookup  to bring up a listing of all vendors in the Vendor Setup File.  
Highlight a vendor record on the lookup window and click OK to return to the data entry window.  nVision 
Accounting will automatically populate the entry window with the default vendor purchasing number, name, and 
address as defined in the Vendor Setup File. 
 
Address – (Required)  The window displays the default purchasing address based on the vendor selected.  

Change the default address as needed.  Click  to display any alternate purchasing addresses for this vendor. 
 

 
 
Click the appropriate address for this PO. 
 
Memo - This field is used to enter any miscellaneous information regarding the manual purchase order.  For 
example, you may enter a description or reason for the PO.  This description will be displayed on the Purchase 
Order Schedules Report. 
 
Amount – (Required)  Enter the dollar amount of the manual purchase order. 
 
Date - (Required)  When adding a manual PO, this field defaults to the current date, the last date in the date 

range of the selected schedule, the first date in the date range of the selected schedule, or the last date entered 
in the batch of records being added.  You may change the default value as needed.  Enter the date of the manual 
PO.  NOTE:  The date of the manual purchase order entry is the basis for all reporting purposes.  All entries 
should be dated for and correspond with the schedule on which they are being entered. 
 

3. Enter the account distribution in the Manual PO Detail portion of the window.  
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The total Amount Placed must equal the Manual Purchase Order Amount in order for the distribution to be 
balanced.  nVision Accounting keeps track of the balance as you continue to record entries.  The status of the 
account distribution displays in the status bar at the bottom of the window. 
 
 

Account - Enter the account code.  You can manually type in the account number or click the lookup  to 

display and choose from a listing of valid account codes.  The lookup contains a listing of those accounts that you 
were given permission to use in your User Login file.  NOTE:  nVision Accounting will check your entry to make 
sure that the selected account is valid for the schedule.   
 
If the Mix Funds flag is set to NO and you try to add an account number that is not associated with the specified 
fund, a warning message is displayed.  After selecting the account, put your cursor over the account number to 
display a tooltip that shows the unencumbered (remaining) balance for that account (see illustration below).  If 
the amount entered is greater than the balance in the account, a message is displayed stating that the 
transaction will give the selected account a negative balance. 
 

 
 
Proceed YES/NO?”  Select YES if you still wish to proceed.  Otherwise, select NO. 
 
Description - Use this field to indicate any additional information relating to this detail transaction line. 
 
PO Placed Amount - Enter the dollar amount being paid out of the specified account code.  NOTE:  Upon 
saving the record, nVision Accounting checks the user’s PO Override flag and Override Limit (as defined by your 

System Administrator in User Logins Setup) along with the remaining account balance to determine whether the 
detail record can be entered. 
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Repeat step 5 as many times as needed until the distribution is in balance.  The PO total must equal the detail 
total in order for the distribution to be balanced.  nVision Accounting keeps track of the balance as you continue 
to record entries.  The status of the account distribution displays in the status bar at the bottom of the window.  
You are not permitted to leave this window until the distribution is fully balanced. 
 

4. Save the record. 
 
 
 
 

Updating a Manual PO Record 

1. Find the appropriate schedule using the drop-down and highlight the record in the Manual PO listing. 
 

2. Enter Update mode.  Using the maintenance toolbar in the middle of the window, add or delete transaction detail 
line items. 

 
3. Make changes as needed. 

 
4. Save the record. 

 
 
 
 
 

Deleting a Manual PO Record 

1. Find the appropriate schedule using the drop-down. 
 

2. Highlight the appropriate record in the Manual PO listing. 
 

3. Click Delete . 
 

4. Confirm that this is the correct action that you want to take.  
Click YES to delete the PO record. 
Click NO if you do not want to delete the PO record. 
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Moving Purchase Orders to a Different Schedule 

If a manual purchase order(s) was inadvertently placed on the incorrect schedule, the purchase order(s) can be moved to 

a different schedule directly from the Manual PO listing window in the Data Entry area. 
 
Choose the appropriate schedule.  Highlight the appropriate purchase order transaction(s), right-click, and select Move 
Item. 
 
 

 
 
 
On the Move Manual Purchase Orders window, the highlighted transactions are flagged “Selected for Moving”.  Choose 
the destination transaction schedule or create a new schedule, if necessary, via the Add New Schedule button.  Be sure 

that the date range of the PO transactions to be moved is within the date range of the target schedule.  Then click the 
Move button. 
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Computer PO 

The Computer PO routine provides a mechanism for recording printed purchase orders into nVision Accounting. 
 

Access to Computer PO 

 
1. Open the Data Entry menu tree. 

 
2. Click the Computer PO option.  

 
 
The Computer PO tab opens, displaying a list of computer purchase orders records associated with the schedule shown at 
the top of the window.  Use this window to add, maintain, or view computer PO records. 
 
 

 
 
 
 
The computer purchase order process is comprised of two steps: 

1. Select the appropriate open schedule in which to record the computer purchase order. 
2. Record the basic information regarding the computer purchase order, including the purchase order number, date, 

description, vendor, building, PO Source, and individual requesting the PO.  Record each purchase order line 
item, account code distribution, and shipping distribution (if needed). 
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Step 1:  Choose an existing cash disbursement schedule or add a new schedule 
 

Choosing an Existing Schedule 

1. To select an existing schedule in which to add purchase orders, use the drop-down arrow in the Schedule field 

 that displays at the top of the Computer PO listing. 
 

The Schedule Selection window displays. 
 

 
 
 

2. Highlight the appropriate schedule record in the browser and click OK.  nVision Accounting returns the Computer 
PO listing, with the selected schedule displayed at the top of the window and a listing of any computer PO 
records that already were entered in this schedule.  Note that if no detail (distribution information) has yet been 
entered for a computer purchase order, the record is highlighted in red.  You can proceed to enter computer 
purchase orders associated with the schedule. 
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Adding a New Schedule 

1. Click  that displays at the top right-hand side of the Computer PO listing window.  The New 
Transaction Schedule window displays.  This window is used to create and maintain the open schedules used to 
record the computer POs. 
 

 
 

Enter all appropriate information regarding the schedule.  Required fields are highlighted in yellow. 
 
Schedule Number - When adding a new schedule, nVision Accounting assigns the next sequential number for 
the fund and fiscal year.  You cannot modify the default number.  The schedule type and number displays on 
transaction reports. 
 
Schedule Type - When adding a new schedule, this field defaults to Purchase Order and is not modifiable. 
 
Description - (REQUIRED)  When adding a new schedule, this field defaults to” Purchase Order”.  You can 
change the default value as needed to further identify the contents of the schedule (i.e., May Computer Purchase 
Orders).  Entering a meaningful description will help you identify the contents of the schedule when running 

reports. 
 
Start Date/End Date - (REQUIRED)  When adding a new schedule, this field defaults to the current month.  
You can change the default dates as needed by typing in the appropriate dates or using the drop-down arrows to  
choose the dates from the on-line calendar.  The Date Range could be for a specific day(s), month(s), or fiscal 
year.  The Start and End Dates MUST be in the same fiscal year.  However, you cannot use a date range that is 
outside of the open fiscal years defined in System Parameters. 

 
Fund – (REQUIRED)  Enter the code that identifies the particular fund associated with this schedule.  Fund Codes 
are defined in the Fund Setup File.  Use the drop-down to display and choose from a listing of valid fund codes. 
 
Mixed Funds - This field indicates whether accounts from different funds are allowed on the schedule.  When 
adding a new schedule, this field defaults to being unchecked (no mixed funds for this schedule).  Leave the box 
unchecked if only account numbers associated with the specified fund are allowed on this schedule.  Place a 
check in the box if account numbers from different funds are allowed on this schedule.  NOTE:  When entering 
detail for each accounting entry on the schedule, nVision Accounting checks this field.  If the Mix Funds flag is set 
to NO and you try to add an account number that is not associated with the specified fund, a warning message is 
displayed. 
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2. Save the record. 
 

3. Close the New Transaction Schedule window.  The new schedule number displays at the top of the Computer PO 
Listing window. 

 
 

Step 2:  Add, Update or Delete a Computer Purchase Order Record 

 

Adding a Computer PO Record 

1. Enter Add mode.  The New Computer Purchase Order window displays. 
 
Enter all appropriate information regarding the purchase order. 
 

 
 
 
PO No. - (Required)  nVision Accounting will assign either a permanent or temporary PO number based on the 
response to the Assign Permanent Purchase Order Numbers flag on the Accounting folder in System Options 
(nVision Main menu - Tools - System Options). 
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The temporary number uniquely references the computer PO that is waiting to be printed.  When adding a 
computer PO, this field defaults to the next sequential temporary number between 900000 and 910000.  This 
value cannot be modified.  During the Computer PO Printing process, the user must then enter the starting 
purchase order number to be printed on the document.  If you are printing POs to a file, nVision Accounting will 
update the number to the physical PO# after printing and posting POs. 
 
If nVision Accounting is set up to assign permanent PO numbers, the number that is assigned to the purchase 
order record during the computer purchase order entry process will become the printed purchase order document 
number.  At the beginning of each new fiscal year, the user is given the option to enter the starting permanent 
PO number. 
 

NOTE:  Duplicate PO numbers for the same vendor and date are not permitted. 
 
Vendor ID - (REQUIRED)  This field allows you to either type in the vendor number or search for an existing 

vendor in the Vendor Setup File.  Click the lookup  to bring up a listing of all vendors in the Vendor Setup File.  
Highlight a vendor record on the lookup window and click OK to return to the data entry window.  nVision 
Accounting will automatically populate the entry window with the default vendor purchasing number, name, and 
address as defined in the Vendor Setup File. 
 

The Add button  is enabled only if you have Vendor Maintenance permissions.  This feature enables you to 
add a new vendor without having to exit the Computer PO routine and access the Vendor Setup option.  Refer to 
the document entitled nVision Accounting Setup for instructions on adding a new vendor. 
 
 

Description - This field is used to enter any miscellaneous information regarding the computer purchase order.  
For example, you may enter a description or reason for the PO.  Type continuous text without carriage returns.  
This description will be displayed on the Purchase Order Schedules Report and under the ‘Order To’ area of the 
printed purchase order. 
 
 

Transaction Date (Required) -  When adding a computer PO, this field defaults to the current date, the last 
date in the date range of the selected schedule, the first date in the date range of the selected schedule, or the 
last date entered in the batch of records being added.  You may change the default value as needed.  Enter the 
date of the computer PO.  NOTE:  The date of the computer purchase order entry is the basis for all reporting 
purposes.  All entries should be dated for and correspond with the schedule on which they are being entered. 
 
 

PO Source - Use the drop-down arrow to select the appropriate PO source.  This field defaults to Other.  Valid 
entries are Other, Bid, EDS, BOCES, Sole Source, State Contract, or County Contract.  If the PO originated from a 
Bid, enter the Bid Number in the subsequent field.  If the PO source is State Contract, enter the State Contract 
number in the subsequent field.  If the PO source is Other, enter the reference number in the subsequent field.  
If the PO originated from an EDS file import or from BOCES or County Contract, enter the Contract/Bid Ref 
number in the subsequent field. 
 
 

Ship To Building (Required) -  Enter the code representing the building where the items are to be delivered.  
Use the drop-down to display and choose from a listing of valid building codes from the Building Code Setup File. 
 
 

Ship to Contact – Enter the contact person for the building selected.   Use the drop-down to display a listing of 
contacts associated with the ship-to building (as defined in Building Setup).  This name is then displayed on the 
printed computer PO in the Attn line of the Ship To box.  NOTE:  In the case where a requisition is converted to 
a purchase order, the Attn line of the Ship To box on the printed purchase order will display the building contact 
name followed by the name of the user who entered the original requisition. 
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PO Amount – This field is for display purposes only and represents a running total of all purchase order line 
items plus overall shipping. 
 

2. In the Addresses folder at the bottom of the window, indicate the address information for this PO. 
 
PO Address – The window displays the default purchasing address based on the vendor selected.  Change the 

default address as needed.  Click  to display any alternate purchasing addresses for this vendor. 
 

 
 
Click the appropriate address for this PO. 
 
 
Ship To Address – The window displays the shipping address for the selected building, as defined in Building 
Setup.  Change the default address as needed.  
 

3. Click the Purchase Order Items folder at the bottom of the window. 
 

 
 

Click on number 1  in the Line No. field.  A window is opened for you to enter all necessary information 
regarding this purchase order line item. 
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Item No. – Enter the item number (if applicable).  You can manually type in the item number or click the lookup 

 to display and choose from a listing of valid item numbers from the Items Setup File.  nVision Accounting 
populates the Item Description, Unit Measure, Quantity, and Unit Price.  Note that you are not required to enter 
an item number. 
 
Item Desc - (Required)  Enter a free-text description of the item being ordered.  Note that if you chose an 
existing item number from the Items Setup File, the description cannot be modified. 
 
Account - The number that identifies the appropriation account from the Accounts File to which the Computer 

PO item is being charged.  Click the lookup  to display and choose from a listing of valid appropriation codes 
from the Accounts Setup File.  The lookup contains a listing of those accounts that you were given permission to 
use in your User Login file.  NOTE:  If the line item is being expensed out of more than one appropriation 
account, leave this field blank.  Click the Account Distribution folder to charge the line item to the appropriate 
accounts. 
 
Unit Measure - (Required)  The code representing the unit of measure (i.e., each, box, dozen) of the item being 

ordered.  Click the lookup  to display and choose from a listing of valid unit of measure codes from the Unit of 
Measure Setup File. 
 
Quantity - Enter the quantity of the item being ordered. 
 
Unit Price - Enter the price per unit of measure of the item being ordered. 
 
Discount Pct – If applicable, enter the discount percentage rate for the item being ordered.  If the discount 
percentage is entered, nVision Accounting automatically calculates the appropriate discount amount.  NOTE:  If a 
discount percentage is specified on the Miscellaneous folder in Vendor Setup, that vendor discount percentage 
defaults in this field. 
 
Generate Asset Flag – If the Create Assets from Purchase Orders box is checked in System Options, this 
field displays.  If the user specifies an account code with 200 through 299 (Equipment) in the object, the 
Generate Asset flag is automatically checked for the PO line item.  However, you may check this field for any non-
equipment account code.  Upon saving the PO record and printing and posting the purchase order, nVision 
automatically creates the ‘base’ asset entry record that can be maintained via the Asset Management – Asset 
Entry routine.  If you do not wish to track assets and their depreciation, uncheck the box.    

 
Discount Amt – If applicable, enter the discount amount for this PO line item. 
 
Shipping Pct – If applicable, enter the shipping percentage rate for the item being ordered.  If the shipping 
percentage is entered, nVision Accounting automatically calculates the appropriate shipping amount.  NOTE:  If a 
shipping charge is applicable to all items in the entire computer PO, use the Shipping Distribution folder to 
indicate the overall shipping charge and the account codes to which the shipping is to be charged. 

 
Shipping Amt – If applicable, enter the shipping amount for this PO line item.  
 
Extended Amt - This system-calculated field is determined by the following formula: 
(Quantity X Unit Price) minus Discount plus Shipping. 
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4. Click OK to save the PO line item record.  Hover your mouse over the PO Item Number to display the item 

description, category, and subcategory. 
 

 
 
 

5. If a computer PO line item(s) are being charged to more than one appropriation account, click the Account 
Distribution folder in the middle of the window to charge the line item(s) to the appropriate accounts. 
 

 
 
The Account Distribution Summary section of the window tells you what still needs to be distributed.  The 
Amount to Distribute represents the total of ALL the PO lines items.  The Line Item Distribution amount is 
the amount from those PO line items where the Appropriation Account was filled in on the Item Entry window.  
The Difference totals the extended price of those computer PO detail line items where the Appropriation 

Account field was left blank on the Item Entry window; that amount must then be distributed to the appropriate 
account codes prior to exiting the Computer PO routine. 
 
Click in the Account field.  Enter the appropriate account code to which the items are to be charged.  Click the 

lookup  to display and choose from a listing of valid appropriation codes from the Accounts Setup File.  The 
lookup contains a listing of those accounts that you were given permission to use in your User Login file. 
 
Tab or click in the Description field and enter free-form descriptive text for this account distribution. 
 
Tab or click in the Pct field and enter the percentage to be charged to the selected account code.  nVision 
Accounting automatically calculates the Amount based on the Difference amount.  You are not required to enter 
a percentage.  If you choose to omit a percentage, simply tab to the Amount field and enter the dollar amount 
to be charged to the account code. 
 
Tab or click in the next account distribution line and enter the account, description, percentage, and/or amount.  
Repeat this step as many times as needed until the Distribution Status is In Balance.  
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If you make a mistake at any point, highlight the appropriate account distribution line that you want to delete 

(the selected line has an arrow  preceding it) and press the Delete button  in the Total Order Distribution 
toolbar. 
 

6. Click the Shipping Distribution folder in the middle of the window to add the overall shipping charge for all 
items on the computer PO and the account codes to which the shipping is to be charged. 
 

 
 
Indicate the overall shipping amount for the entire computer PO in the Shipping To Distribute field under the 
Shipping Distribution Summary area of the window.  This dollar amount is placed in the Difference field.  This 
represents the amount remaining to be distributed. 
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Click in the Account field.  Enter the appropriate account code to which the shipping is to be charged.  Click the 

lookup  to display and choose from a listing of valid appropriation codes from the Accounts Setup File.  The 

lookup contains a listing of those accounts that you were given permission to use in your User Login file. 
 
Tab or click in the Description field and enter free-form descriptive text for this account distribution. 
 
Tab or click in the Pct field and enter the percentage to be charged to the selected account code.  nVision 
Accounting automatically calculates the Amount based on the Difference amount.  You are not required to enter 
a percentage.  If you choose to omit a percentage, simply tab to the Amount field and enter the dollar amount 
to be charged to the account code. 
 
 
 
Tab or click in the next account distribution line and enter the account, description, percentage, and/or amount.  

Repeat this step as many times as needed until the Distribution Status is In Balance.  
 

 
 
 
If you make a mistake at any point, highlight the appropriate account distribution line that you want to delete 

(the selected line has an arrow  preceding it) and press the Delete button  in the Shipping Distribution 
toolbar. 
 



Finance Manager    nVision 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®.  All rights reserved.                                                                             81  

www.financemgr.com 

 
7. Click the File Attachments folder to attach documents or spreadsheets that contain information about this 

computer purchase order. 
 
 

 
 

Click Add  to specify the location of the attachment to be linked to this purchase order.  Use the Browse 

button to find the location and name of the file. 
 

 
 
 
Enter any Comments as needed.  Check the box if the attachment is to be emailed with the purchase order.  Click 
OK.  The selected file is linked to the computer PO.  
 

 
 
Highlight the file name and click Open to view the contents of the file.  Highlight the file name and click Delete 
if you no longer want this file to be linked to the purchase order. 
 

8. Save the record.  Your entries can be seen on the Purchase Order Schedules and Purchase Orders Waiting to 
Print Reports. 
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Updating a Computer PO Record 

1. Find the appropriate schedule using the drop-down and highlight the record in the Computer PO listing. 
 

2. Enter Update mode.  Click each folder in the middle of the window and use the maintenance toolbar in the middle 
of the window to add or delete detail purchase order information. 
 

3. Make changes as needed. 
 

4. Save the record. 
 
 
 
 
 
 

Deleting a Computer PO Record 

1. Find the appropriate schedule using the drop-down. 
 

2. Highlight the appropriate record in the Computer PO listing. 
 

3. Click Delete . 
 

4. Confirm that this is the correct action that you want to take.  
Click YES to delete the PO record. 
Click NO if you do not want to delete the PO record. 
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Moving Purchase Orders to a Different Schedule 

If a purchase order(s) was inadvertently placed on the incorrect schedule, the purchase order(s) can be moved to a 
different schedule directly from the Computer PO listing window in the Data Entry area. 

 
Choose the appropriate schedule.  If the POs have already been printed and posted, check the Include Printed and/or 
Posted Purchase Orders in the List box at the bottom of the window.  Highlight the appropriate purchase order 
transaction(s), right-click, and select Move Item. 
 
 

 
 
 
On the Move Computer Purchase Orders window, the highlighted transactions are flagged “Selected for Moving”.  Choose 
the destination transaction schedule or create a new schedule, if necessary, via the Add New Schedule button.  Optionally 
enter a new transaction date for those POs that have not been printed.  Be sure that the date range of the PO 
transactions to be moved is within the date range of the target schedule.  Then click the Move button. 
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Requisitions Converted to Purchase Orders 

When a requisition is converted to a purchase order, the Requisition History tab is enabled.   
 

 
 
 
This tab provides a summarized requisition history, including the dates and times that the requisition was entered, 
submitted, approved by approvers at various levels, and converted to a PO. 
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Liquidate PO 

The Liquidate PO routine is used to partially or fully liquidate OR cancel a printed and posted purchase order from either 
an open or closed schedule.  The purchase order date and schedule selected have to be from the same fiscal year. 
 

Access to Liquidate PO 

1. Open the Data Entry menu tree. 
 

2. Click the Liquidated PO option.  
 
 

The Liquidate PO window displays. 
 

 
 
 
Upon selecting a schedule, you can begin the Cancel or Liquidate PO process. 
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To Cancel a PO 

This option can be used when the wrong account code, quantity, or description was entered for a purchase order, when a 
standing purchase order is being cancelled, or when you have a PO for one item and that item is not going to be 
received. 

1. To select a schedule in which to cancel purchase orders, use the drop-down arrow in the Select Schedule field 

.  The Schedule Selection window displays. 
 

 
 
Use the Status drop-down to find Closed schedules, if necessary.  Highlight the appropriate schedule record in the 
browser and click OK.  nVision Accounting returns the Liquidate PO listing, with the selected schedule displayed 
at the top of the window.   
 

2. Click the lookup  to bring up a listing of all purchase orders that are from the same fiscal year as the selected 
schedule.  
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Highlight the appropriate purchase order and click OK. 
 
The Liquidate PO window is populated with PO number, vendor name, vendor number, date, description, PO amount, 
balance, and detail line items. 
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3. Enter the effective date of the cancellation.  Use the drop-down to choose a date from the on-line calendar. 
 

4. Set the radio button to Cancel Complete PO.  
 

5. The Description text defaults to “Cancel PO”.  Change the default text by entering a more meaningful 
description that will be displayed on the Purchase Order Schedule Report. 
 

6. Click OK to continue the Cancel process.  Proceed to step 7.  
 

    OR 
 

Click Cancel to discontinue the process. 
 

7. nVision Accounting displays the question “Are you sure you want to cancel the entire remaining amount?” 
Click NO if you do not want to continue the Cancel PO process. 
 
Click YES to cancel the entire PO.  nVision Accounting displays a message confirming that the purchase order 

was cancelled. 
 
The amount cancelled is reflected on the Purchase Order Schedule Report.  The PO is no longer in an Open 
status. 
 

 

To Partially or Fully Liquidate a PO: 

This option can be used when you issued and posted a purchase order and some of the items on that PO are NOT going 
to be received. 

1. Follow steps 1 and 2 above to select a schedule and a purchase order. 
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2. Enter the effective date of the liquidation.  Use the drop-down to choose a date from the on-line calendar. 
 

3. Set the radio button to Partially Liquidate PO.  
 

4. The Description text defaults to “Liquidate PO”.  Change the default text by entering a more meaningful 
description (for example, Price Discount Given) that will be displayed on the Purchase Order Schedule Report. 
 

5. Indicate the TOTAL dollar Amount to Liquidate. 
 

  
 

6. The Liquidate Purchase Order window displays the purchase order amount placed, liquidated, and remaining 
balance.  Click in each Detail line to enter the Liquidate Description and Amount in each budget code that 
you want to liquidate. 
 

 

 
 

7. The Amount to Liquidate (on the left-hand side of the status bar at the bottom of the screen) MUST equal the 
Amount Liquidated in all of the PO budget code line items combined BEFORE the liquidation can be confirmed 
and completed. 
 

8. Click OK.   Click Yes at the prompt to confirm that you want to liquidate the selected purchase order.  The 
amount liquidated is reflected on the Purchase Order Schedule Report, Purchase Order Outstanding Reports, and 
Purchase Order Queries. 
 
After liquidating a PO, the funds immediately go back into the account balance. 
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Increase PO 

The Increase PO routine is used to increase purchase order(s).  The Increase PO routine can be used to increase the PO 
either in one of the existing PO account codes or on an entirely new account. 
 

Access to Increase PO 

1. Open the Data Entry menu tree. 
 

2. Click the Increase PO option.  
 
 

The Increase PO window displays. 
 

 
 

 
Upon selecting a schedule, you can begin the Increase PO process. 
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To Increase a PO 

1. To select a schedule on which to increase purchase orders, use the drop-down arrow in the Select Schedule 

field .  The Schedule Selection window displays. 
 

 
 
Use the Status drop-down to find Closed schedules, if necessary.  Highlight the appropriate schedule record in the 
browser and click OK.  nVision Accounting returns the Increase PO listing, with the selected schedule displayed at 
the top of the window.   
 

2. Click the lookup  to bring up a listing of all purchase orders that are from the same fiscal year as the selected 
schedule.  
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Highlight the appropriate purchase order and click OK. 
 
The Increase PO window is populated with PO number, vendor name, vendor number, date, description, PO amount, 
balance, and detail line items. 

 

 
 
 

3. Enter the effective date of the increase transaction.  This date must fall within the date range of the selected 
schedule.  Use the drop-down to choose a date from the on-line calendar. 
 

4. The Description text defaults to “Increase PO”.  Change the default text by entering a more meaningful 
description (for example, Discount Taken Back) that will be displayed on the Purchase Order Schedule Report. 
 

5. The Increase PO window displays the purchase order amount placed, liquidated, and remaining balance.  Click in 
each Detail line to enter the Increase Description and Amount in each budget code. 
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6. nVision Accounting displays the Total Amount Increased on the bottom left-hand side of the window, which is the 
sum of the increase amounts in each of the PO budget code line items. 
 

7. Click OK.   Click Yes at the prompt to confirm that you want to increase the selected purchase order.  The 
amount increased is reflected on reports such as the Purchase Order Schedule and Purchase Order History. 
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Payroll Purchase Order 
nVision Accounting has an automated routine which will allow a user to establish an encumbrance for remaining payroll 
salary amounts (Contractual, Annualized, and Supplemental).  This is done by creating a PO that not only will be 
liquidated any time an expenditure against one of these encumbrances is made and distributed to Accounting (via the 
Payroll to General Ledger Distribution routine), but can also be re-established to account for changes in salaries. 
 
Critical Note:  Before proceeding with the payroll purchase order procedure, ALL payrolls for the current fiscal year 
MUST be distributed to Accounting via the Payroll to General Ledger Distribution routine in nVision Accounting.  Failure to 
distribute all payrolls may cause appropriation accounts to show inflated unencumbered balance amounts.  This is caused 
from the Payroll PO routine calculating remaining amounts in the Payroll module which have been decreased by payrolls 

that may not have already been expensed and/or liquidated through the Payroll to General Ledger routine. 
 
 
For details on using this routine, refer to the document titled nVision Accounting Payroll Purchase Order. 
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Print/Post PO 

The Print/Post Purchase Orders routine is used to print and post computer-generated purchase orders that were entered 
and fully distributed to the proper account codes using the Computer PO routine.  nVision provides the ability to email 
purchase orders to vendors; refer to the document entitled nVision Accounting Emailing POs to Vendors  for details 
on setting up and using the email process.. 
NOTE:  If using a window envelope to mail POs, use a left-side, single-window #10 envelope.  The ‘Order To’ vendor 
name and address on the PO will display in the envelope window. 
 
 

Access to Print/Post PO 

1. Open the Data Entry menu tree.  Then open the Purchase Orders submenu. 
 

2. Click the Print/Post PO option.  
 
 

The Print/Post Computer Purchase Orders window displays. 
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Use this window to select the schedule from which you are printing purchase orders and to identify the purchase order(s) 
that you wish to print.  You can choose to print all purchase orders on the schedule or selected purchase orders from the 
schedule. 
 
 

1. Load blank paper (or preprinted stock forms) into the desired printer. 
 

2. To select an existing schedule from which to print purchase orders, use the drop-down arrow in the Schedule 

field  that displays at the top of the Purchase Orders to Print window. 
 

The Schedule Selection window displays. 
 

 
 

 

Highlight the appropriate schedule record in the browser and click OK.  The Print/Post Computer Purchase Orders 
window is displayed, with the selected schedule displayed at the top of the window and a listing of any computer 
PO records that already were entered in this schedule.  You can proceed to select the computer purchase orders 
that you want to print. 
 

3. Enter the Date of the PO.  This is the date that is to be printed at the top of all selected purchase orders.  Use 

the drop-down to select a date from the on-line calendar. 
 

4. Accept the default Starting PO Number or enter a new Starting PO Number to be used.  If the Assign 
Permanent Purchase Order Numbers box is checked on the Accounting folder in System Options (nVision 
Main menu - Tools - System Options), nVision Accounting uses the purchase order numbers assigned during the 
computer purchase order data entry process.  
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5. Use the mouse to highlight a specific purchase order record.  Hold down the Ctrl key and click with the mouse to 
highlight nonconsecutive PO records.  Hold down the Shift key and click with the mouse to highlight a range of 
consecutive PO records. 
 
     OR 
 
Check the Select All Purchase Orders box to print all purchase orders. 
 

6. To PREVIEW a specific copy of ONE selected purchase order before printing it, click the PO Copy Preview 
drop-down and choose the copy you want to display. 

 

   
 

Then click . 
 

 
 

Use the up/down scrollbar to preview the entire sample purchase order.  Click Close  to return to the 
Print/Post Computer Purchase Orders window. 
 

7. If you need to change the general information that is displayed on the purchase order, click .  Refer 
to your nVision Accounting Setup Manual for instructions on adding or modifying PO options. 
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8. Using the Print To drop-down, choose the printer that you are using to print the purchase orders. 
 

  
 

9. Click . 
 
The Print Progress is displayed at the bottom of the window. 
 

10. Verify that all printed purchase orders are correct before you post the POs.  Click the Purchase Orders to Post 
folder. 
 

 
 
You have the option of either posting POs or resetting the POs.  To reset POs, advance to 
step 11.  To post POs, advance to step 12. 
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11. To RESET purchase orders, make sure the appropriate schedule is selected.  Use the drop-down arrow to select 
another schedule if needed. 
 
 

Use the mouse to highlight the purchase order(s) that you want to reset.  Hold down the Ctrl key and click with 
the mouse to highlight nonconsecutive PO records.  Hold down the Shift key and click with the mouse to highlight 
a range of consecutive PO records. 
 

     OR 
 

Check the Select All Purchase Orders box to reset all purchase orders. 
 
 

Click .  
 
Confirm that this is the correct action that you want to perform. 
 

  
 
Click Yes to reset the selected purchase orders.  The purchase orders can be seen on the Purchase Orders to 
Print folder. 
 

12. To POST purchase orders, make sure the appropriate schedule is selected.  Use the drop-down arrow to select 
another schedule if needed.  Check the Select All Purchase Orders box to post all purchase orders. 
 

Click . 
 
Confirm that this is the correct action that you want to perform. 
 

  
 
 
Click Yes to post the purchase orders. 
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Viewing an Attachment to a Printed and Posted Purchase Order 

Once a purchase order has been printed and posted, you are able to view the purchase order under the appropriate 
schedule in the Computer PO entry window.  While nVision will not permit any changes to line items in the posted 
purchase order, any file attachments linked to the PO can be viewed and modified as needed. 

 
1. Under Data Entry – Purchase Orders – Computer PO, find the appropriate open or closed schedule. 

 
2. Check the Include Printed and/or Posted Purchase Orders in the List box in the bottom left-hand corner 

of the window. 
 

 
 

3. Double-click a purchase order in the listing.  Then click the File Attachments tab.   
 

 
 

4. At this point, you can open the existing attachment to make changes to it, add a new attachment, delete the 
existing attachment, or scan a new attachment. 
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Remote PO Printing 
The Remote PO Printing routine provides two options for computer purchases that have already been printed and posted.  
These options are Purchase Orders to Print and Purchase Orders to Re-Print. 
 
The Purchase Orders to Print option is used to print those specific copies of a PO that were chosen NOT to be printed 
at the time the computer purchase order was printed and posted.  For example, your organization prints three copies of 
each PO – a Vendor Copy, a Receiving Copy, and a File Copy.  Perhaps you chose to print the Vendor Copy of the PO, but 
opted NOT to print the Receiving or File Copies in the Print/Post PO process. 
 
The Purchase Orders to Re-Print option is used to print any copy of a purchase (e.g., Vendor Copy, Receiving Copy, 

etc.) that has already been printed and posted. 
 
 
For details on using this routine, refer to the document titled nVision Accounting Remote PO Printing. 
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Purchase Order Print Options 
The Purchase Order Print Options routine is used if you are printing laser computer purchase orders.  This option allows 
you to define the various purchase order copies to be produced, header and footer information to be printed, signature 
and messaging information, and other general purchase order information.  Once all options have been defined, you can 
preview a “dummy” purchase order with the options that were selected. 
 
 
For details on using this routine, refer to the document titled nVision Accounting Setup. 
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Copy Purchase Orders 
The Copy Purchase Orders routine provides the ability to copy a single or multiple purchase orders from one year or 
multiple years into the current year.  Purchase orders can be selected by date range, vendor, purchase order number, or 
transaction schedule. 
 

Access to Copy Purchase Orders 

1. Under the Data Entry menu tree, open the Purchase Orders submenu. 
 

2. Click the Copy Purchase Orders option. 
 

 
The Copy Purchase Order Utility window displays. 
 

 
 
Use this window to indicate how to search for purchase order(s) to be copied.  Search for POs by date range, vendor, 
purchase order number, or transaction schedule. 
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1. Choose how you want to search for POs to be copied. 

 
By Date Range – Click this option to find a PO within a specified date range. 
 
By Vendor – Click this option to find a PO associated with a specified vendor. 
 
By Specific Purchase Order(s) – Click this option to find a PO by entering a specific purchase order number. 
 
By Transaction Schedule – Click this option to find POs associated with a selected transaction schedule. 
 

2. Click . 
 

3. If searching by date range, enter the starting and ending dates and click .  To find a PO from a 
previous fiscal year, check the Prior Fiscal Year box. 
 
     OR 
 

If searching by vendor, change the drop-down to All to search all POs for all vendors OR set the drop-down to 

Selection, click the lookup  to bring up a listing of all vendors in the Vendor Setup File, highlight the 

appropriate vendor record, and click OK.  Then click . 
 
     OR 
 

If searching by specific POs, change the drop-down to All to search all POs OR set the drop-down to 

Selection, click the lookup  to bring up a listing of all purchase orders, highlight the appropriate PO record, 

and click OK.  Then click . 
 

     OR 
 

If searching by transaction schedule, use the drop-down arrow to bring up a listing of all PO transaction 
schedules that are open.  Set the Status toggle to Closed to display a listing of closed PO transaction schedules.  
Highlight the appropriate transaction schedule that the original PO was placed on and click OK. 
 

4. Highlight the individual PO(s) to be copied or check Select All to choose all POs in the listing. 
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To view a PO, highlight the appropriate PO record and click  to the left of the PO#.  nVision Accounting 
retrieves the original PO record where the user can view the PO details, including the purchase order line items, 
account distribution, shipping distribution, etc. 
 

 
 

Click the Close  button to continue the copy PO process. 
 

5. Click Next . 
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6. Use the drop-down arrow to bring up a listing of all open PO transaction schedules in the Transaction Schedule 
Setup File.  Highlight the appropriate transaction schedule on which to copy the PO(s) and click OK.  The Copy 
window displays the schedule number, description, and date range. 
 

7. Enter the target date for the copied PO(s).  This will become the new transaction date for the newly created 
PO.  This date must coincide with the date range of the selected transaction schedule.  
 

8. Click . 
 

If no purchase orders exist in the fiscal year, the user is prompted to enter a starting PO number for the fiscal 
year. 
 

 
 
Enter a starting number and click OK. 
 

 
 
Confirm that you want to continue with the PO Copy process by clicking OK. 
 

 
 
Click OK at the completion prompt. 
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Go to the Computer PO listing window and find the appropriate target schedule number in the drop-down to access the 
newly created PO(s). 
 

 
 

Make any necessary modifications to the PO detail information before reprinting the new PO(s). 
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Line Item Receiving 

The Line Item Receiving routine is used to record quantities received of purchase order items on a line by line basis.  The 
Computer Check routine will then allow you to pay for those items received. 
 
Refer to the article entitled nVision Accounting Line Item Receiving for details on using this option. 
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