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This guide will introduce you to the concepts and functional
processes of handling your finances and banking within

Orchestrated.
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Financial concepts

Real-time accounting & automated posting

Orchestrated Accounting support real-time, automated posting.
Whether it is Purchasing, Production, Sales, or Banking -
Orchestrated has you covered. ltems, Business Partners, and
Production are mapped to automatically post in real time — leaving
less room for error, and more time for you to focus on what matters.
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GL Determinations

In order for real-time accounting entries to occur, Orchestrated
uses GL  Determinations. By  pre-configuring  your
inventory/non-inventory items and business partners to post to
specific GL accounts based on the type of transaction, you no
longer need to worry about the consistency and accuracy of
journalizing.

GL Determinations are set up as part of your initial configuration
and ensure that not only your items, but also incoming/outgoing

payments, freight, tax, etc. post to the correct GL accounts. Keep in mind, you can change
default determinations to best fit changes made to your Chart of Accounts if needed.

Item Groups

Building onto the GL Determination concept, Iltem Groups have been
configured to allow easier and cleaner accounting. ltem Groups such as
‘Raw Materials,” “Packaging Items,” “WIP — Fermentation” allow you to add
an item, choose an Item Group, and trust that it will post correctly as it moves
through the system. Item Groups have GL Determinations set for them for
any transaction that can occur — purchasing, production, loss, variance,
sales, revenues, etc. You can trust that your ltem Group will handle the
heavy lifting of GL determination.

Rolling Periods

You will be set with monthly and yearly posting periods, and
transactions will be managed based upon the period they fall into. You
can lock periods to ensure you're safely posting and have the
confidence that month end and year end closing are taken care of

without any issues.

Manage by Exception

Variances, alerts, minimums — any outliers that are a signal of coming trouble,
we’ve got you covered. By setting minimum inventory levels and tracking
variance in Production and Inventory, you can rest assured that you'll know if
something isn’t right.
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Moving Average

Orchestrated utilizes a moving average valuation method defined at the
item level. This dynamic cost accounting enables you to track real-time
costs of purchased and produced items as prices fluctuate or production
variances occur. Since the moving average costs fluctuate with any new
purchase, successful accounting relies upon a perpetual inventory
tracking system that keeps real-time records of inventory balances, also
known as Orchestrated. By preventing the peaks and valleys seen with
other costing methods, you can always trust the cost of your goods as

shown in Orchestrated.

Moving Average Cost of Cascade Hops
Bateh Lbs of Hops cesEwEr ik Total Cost
Purchased P per Batch
4567 230 S 050 S 115.00
3214 500 S 0.75 S 375.00
9986 700 $ 0.80 S 560.00
1430 $ 1,050.00
Total Cost S 1,050.00
/ Lbs on Hand 1430
= Cost per Lb S 0.73
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Financial functions

Chart of accounts

The CHART OF ACCOUNTS is pre-configured for your needs. The Orchestrated COA is based
upon the best practices within the craft beverage industry, containing built in proper accounting
procedures, GAAP compliance and drill-down capabilities for instant insight. The GL accounts
within your COA can be added to and edited and even deleted (once you’re live). For enhanced
visibility and ease of reporting, the COA is broken out into Levels and Segments.

>

_Modules>= Financials > Chart of Accounts

GfL Account

Mame Assats
w CTA - Current Assets
GiL Account Details w 10000 - Bank Accounts
Title 8 Active Account 10005-00 - Checking Account 1 (CORP)
External Code : 10010-00 - Checking Account 2 (CORP)
Currency All Currencies Ed 10015-00 - Checking Account Payrall {CORP)
[ Gonfidential Lew.al. s G 10020-00 - Savings Account (CORP)

10025-00 - EFT Clezring Account {CORP)
Balance = 2,16?,426?\3 s - 10030-00 - Cash on Hand (CORF)

10098-00 - Petty Cash (CORP)

10095-00 - Check Clearing Account (CORP)
w 11000 - Accounts Receivable

11005-00 - Accounts Receivable ({CORP)

G/L Account Properties
Account Type |Other i
[] Control Account

E Eﬁﬁh:ﬂuu:ltpcshng w 12000 - Inventory Cost of Sales
= 12005-00 - Tnventory - Finished Goods - Packaged (CORP)
12010-00 - Inventory - Pkg (CORF) ‘4 The
GL Account 12015-00 - Inventary - Raw Materizls {CORP) Drawers:
Details 12025-00 - Inventory - Restaurant Food & Beverage (CORP)
12030-00 - Inventory - Retsil Merchandiss (CORF) EaCh
12505-00 - Semi Finished, containing a
12510-00 - Semi Finish dlﬁ'ﬂranl
[] Cash Flow Relevant 12515-00 - Semi Finish List of GL saction of

12520-00 - Semi Finish
12525-00 - Semi Finish
] mesiut T ) w 13000 - WIP
13005-00 - WIP - Mas
13010-00 - WIP - Fe
13015-00 - WIP - Disti

13020-00 - WIP - Barrel -

13025-00 - WIP - Proofed Spirits (CORP)
13030-00 - WIP - Finished Goods (CORP)

Accounts
contained in
selected drawer

Gls
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OLevels and Segments

{ There are 4 levels to the Chart of Accounts. )

Title Accounts 1 through 3 and Level 4 Active
Accounts. Examples of the levels are below:

Assets

Current Assets

Bank Accounts

10005-00 — Wells Fargo Checking

k 1234 /
(8] Segments

Assets g
w CTA - Current Assets
w 10000 - Bank Accounts

10005-00 - Wells Fargo Checking 1234 [cc-np}—
10010-00 - Checking Account 2 [CORP)
10015-00 - Checking Account Payroll {CORP)
10020-00 - Savings Account (CORP)
10025-00 - EFT Clearing Account (CORP)
10030-00 - Cash on Hand {CORP)
10098-00 - Pethy Cash (CORP)
10093-00 - Check Clearing Account [CORP)

I'm sure glad this
is preconfigured
o give us an
in-depth look at
our financials!
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f Chart of Accounts Segments \

Your Chart of Accounts is broken
into 4 Active account segments

CORP (Corporate) “00"
DIST (Production) “01"
R1 (Tasting Room) "02"
R2 (Retail 2) "03"

g

Expanses
w E0P -« Gerwral b Adminitration
w K00 - Genersl Experses [CORP)

12020-00 - Irwvenbary - Disbllery POS B Merchandise (CORP)
B0010-00 - Invenbory Caplakestion (CORP)
6001500 - Charty deralions: Monstary [CORP)
5002000 - Charty dorations: In-Kind [CORF)
5002500 - Bank Fess (CORF)

BE030-00 - Printing B Postage (CORP}
0000 - Office Supphbes [CORP)

5004000 - Benefits & Payrol Processing (CORF)
BO045-00 « Bank Kote Irterest (CORF)

OO0 - Miscely Gamarnl Eap (CoRm)
BO055-00 - Rsunding Aseourt [CORP)
BODE0-00 - G Card Claaring [CORF)

BO0E5-00 - Fraighl Clearing (CORP)

BO070HI0 - Computer softeare and supplss [DDRP)
EALA-00 - Uit [CORR)
BA1E5-00 - Fant abocation [CORF)

w 001 - General Expenses (DISTery)
(808041 - B Maimaace (BLST ﬂ

B0SH-01 - Printing B Postage (DIST)
006001 - Office Suppbes (DIST)
GI070-01 - Banelis & Payral Precessing (DIST)
60020-01 - Bank Mots Irlersst [DIST)
BOLO0-01 - Licenses and Fees (DIST)
B00110-01 - Professional Developmant (DIST)
BOL20-01 - Miscelaneous General Expanses (DIST)
6013001 - Telephone [DIST)
E40-01 - Wb and emad services (DIST)
GOSN - Rent alccstion Distillery (DIST)
w §0007 - Genarsl Experses (Retsl 1)
BODHID - Building Mairlenamcs (R1)
OS2 - Prinling B Potags (R1) D
B0060-02 - Office Supphes [RL)
BOOT0H0Z - Benafits & Payrol Processing (R1)
BO0B-02 - General Liabdey & Commercal Insurance (R1)
EO080-02 - Bank Mote Drimrest (1)
EEO0-00 - Licerses and Fees (R1]
1104 - Professicnsl Development (A1)
BULI0-T - Miscely General Exp ]
GO - Werkers Compansalicn [R1)
BOADHID - Lt (R}
BOL50-02 - Rant abocation restaurant (21}
BOLEOHOZ - Tasting rocmy'rest supphes (R}
BENF0-2 - Tasting room payouts music (R1)

w 60003 - General Experses (Retni 2)
sl i [mﬂ

GOSN - Printing B Postage (R2)
006003 - Office Suppbes (RZ)
BOOT0-3 - Banalis & Payral Precessing (R2)




Editing CoA

Name changes

Bill needs to make

S0IME MiNor name

changes to this GL
Account

G/L Account |
MNams nac ( 1 Expenses
w EXP - General B Administrative
G/L Account Details w G0DO0 - General Expenses (CORP)

Title ive Accoun 12020-00 - Inventory - Distilery POS & Merchandiss (CORP)
e o ol i 60010-00 - Inventory Capitalization (CORP)
Currency | &1l Currencies | 60015-00 - Charity donations: Monetary (CORP)
SRS §0020-00 - Charity denations: In-Kind (CORP)
£0025-00 - Bank Fees (CORP)
£0030-00 - Printing & Postage (CORP)
£0035-00 - Office Supplies (CORP)
S0040-00 - Benefits & Payroll Processing (CORF)
£0045-00 - Bank Mote Intsrest (CORP)
80050-00 - Miscellanecus General Bxpenses (CORP)
£0055-00 - Rounding Account (CORP)
S0050-00 - Gift Card Clearing (CORF)
50055-00 - Freight Clearing (CORP)
S0070-00 - Computer software and supplies (CORP)
£0140-00 - Uitilties (CORP)
©0150-00 - Rent aliocation (CORF)
[ Beval. (Currency) w 50001 - General Expenses [DISTery)
£0040-01 - Building Maintenace (DIST)
£0050-01 - Printing & Postage (DIST)
Primary Closing Account | | 60050-01 - Office Supplies (DIST)
£0070-01 - Benefits & Payrol Pracessing (DIST)
[ Project 800%0-01 - Bank Note Interest [DIST)
[] Cost Element ;'_ £0100-01 - Licenses and Fees (DIST)
£0110-01 - Professional Development (DIST)
80120-01 - Miscellanecus Generz| Expenses (DIST)
80130-01 - Telephone (DIST)
£0140-01 - Web and email services {DIST)
£0150-01 - Rent sliocation Distillery (DIST)

[[] Confidentisl

Balzncs

G/L Acoount P rties
Account Type

[[] Block Manual Pasting
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Adding

Modules> Financials = Chart of Accounts

N
1
L,
GfL Account
Mame

G/L Account Details

—

External Code
Currency

[ confidential

Balance

G/L Account Properties

Account Type
[ control Account

[] Block Manual Posting

[ €cash Account

[] Cash Flow Relevant

D Project

®} Active Account

All Currencies

Lewel 4
0.00 s -
Q‘th_er hud

[1 Reval. (Currency)

Account Detsils
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w CTA - Current Assets

w 10000 - Bank Accounts

10005-00 - Checking Account 1 (CORP)
10010-00 - Checking Account 2 (CORP)
10015-00 - Checking Account Payroll (CORP)
10020-00 - Savings Account (CORP)

1D025-00 - EFT Clearing Account (CORP}

10030-00 - Cash on Hand (CORP) _
10056-00 - Petty Cash (CORE)

10059-00 - Check Clearing Account (CORP)

w 11000 - Accounts Receivable

11005-00 - Accounts Receivable (CORP)

o, Bill needs to add a
. new Account to his Highlight the account above where you
CoA would like this new account to live
Once highlighted, click the Add icon (or
Ctrl A)
In yellow fields to the left, add next G/L
Account number in sequence and the
correct Segment Mumber (00,01,02,03)
*  Add the Name
* Click <Add>
10035 00 .
Asssts

w 12000 - Inventory

12005-00 - Inventory -
12010-00 - Inventory -
12015-00 - Inventony -
12025-00 - Inventory -
12030-00 - Inventony -

Finished Goods - Packaged (CORP)
Pkg (CORF)

Raw Materisls {CORP)

Restzurant Food & Beverage [{CORP)
Retail Merchandis= (CORP)

12505-00 - Semi Finished Good - Mash {CORP)

12510-00 - Semi Finished Good - Fermented Mash (CORP)
12515-00 - Semi Finished Good - Distiled Spirits {CORP)
13520-00 - Semi Finished Good - Barrel Aged Spirits (CORP)
12525-00 - Semi Finished Good - Proofed Spirits (CORP)

w 13000 - WIP
13005-00 - WIP - Mash {CORP)

13010-00 - WIP - Fermented Mash (CORP)
13015-00 - WIP - Distilled Spirits {CORP)
13020-00 - WIP - Barrel Aged Spirits (CORP)
13025-00 - WIP - Proofed Spirits ({CORP)
13030-00 - WIP - Finished Goods (CORP)

F10

J




Editing & deleting

51010-01 - Inv Ad
—————————iii = 1TV B
Edit Chart of Accounts - Selection Critenia —_ X | inv Ad
- Inv Ad
O] = Assets - Inv Ad

[] =b Liabilties [ Inv Ad
- Inv Ad

- Inv Adju

15 - WIp

- WIP

- WIP Variang

-mp T

- WIP Vari Bill wants to move
- WIP Vari

wipvarsd N location of a

- wipvara  COuple G/Ls and

[ vae delete one or two
he will not be

using at all

[ = equity

[ m[w[m ]3]
33333338
1

-
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Journal Entries
While automated posting handles the day-to-day posting

©

with purchasing, receiving, production,

sales, deliveries, and financials — you can also post manual journal entries at your discretion.

v o Entry

2

Real Life Scenario:

Penny needs to manually
enter a Journal Entry to

Check Posting Date

Add Remarks (if you wish)
Select Account you want to hit
Ensure debits and credits

account for credit card balance
payment. Click <Add>
|
sa‘
al Journal Entry
- Chart of Accounis Saries Number  Posting Date Dus Date Doc. Date Remarks [7] Revalustion Re|
Primary  v| (20264 11/05/2020 11/05/2020 11/05/2020 Credit Card Payment [] Reverse
- Edit Chart of Accounts Grigin Crigin Ne. Trans. Ne. Template Type Template Indicater Project [ Adi. Trans. (P4
- Trans. Code Ref. 1 Ref. 2 Ref. 3
] [ Automatic Tax
[[] Manage Dafarr
£ fEhe Kt Snecmenk
- Contents Attachments
¥ Expand Editing Mode
# | G/L Acct/EP Code GJL Acct{BP Name Debit Credit Remarks Template Tax Posting Account  Tax Code | Tax Jurisdiction Type | T
1 = 10005-00 Wells Fargo Checking 1234 (CORP} $ 1,000.00
2 = 22005-00 Credit Card #1 (CORP) H
3
2 $ 1,000.00 £ 1,000.00
= jmal Voucher Ref
e T Lhsstenss | Diomseie 'l
= o oo
Useful TIP!
You can also create Joumnal Vouchers (a draft of a
Journal Entry). This allows you to work on an entry,
save & come back to it before officially adding!
|
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Posting templates

Posting Templates are an easy way to create a journal entries without having to add each
individual account each time! Ease the burden of that repetitive posting by creating your own
templates. Just update the dollar specific information and you’ll be set.

Modules=>= Financials > Posting Templates

>

* Add Code (i.e. Payroll)

Real Life Scenario: - Add Template Description
Penny wants to create a template for *  Select Account(s) you want to
payroll so she can simply enter $38 hit
amounts impacting each GL every pay - Click <Add>
period.

Posting Templates

Code Template Description
Payroll Payroll Templa'ie
D Automatic VAT Manage Deferred Tax
GfL Acct/BP Code GfL Account/EP Name Drebit %% Credit % Tax Posting Account T,
= 10015-00 Checking Account Payrall (CORP)
= 53005-01 Direct Lebor - Cookhouss (DIST)
= SI010-01 Direct Labor - Callar {DIST)
= 53020-01 Direct Lebor - Qualty Contral {Lab) (DIST)
= SI025-01 Direct Labor - Warehouse {DIST)
= S3030-01 Direct Labor - CGperations Support (DIST)
= 61210-00 401k Mztching (CORP)
= 61230-00 Payroll Taxes (CORP)
=3 S0040-00 Benefits & Payroll Processing (CORP)
0.0}
Total:
To Balance: _[\
Useful TIP!
i Percentages are optional, if the debits and credits
are always the same percentage. Otherwise, you

can leave this blank and fill in the values later!
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Posting templates cont.

View template by opening Journal Entry function
Enter ‘Posting Date' & "‘Remarks’
Under ‘Template Type' dropdown, select Percentage

* From within ‘Template’, hit Tab or click circle to open List of Posting
Templates
* Highlight Template to populate

Click =<Choose=
*  Enter Debit/Credits to finish Journal Entry

Click <Add>

Journal Entry

Series Humber Posting Date Do Date: Desc, Dl

Prenary  *| 20264 130512020 110572030 11/05/2020 Nivwambar Payrod

Origin Dirigin Ma. Trard, He. Teeplste Type Templabe Indicator
Fercentage ¥ Payrod

Trans. Code Faf. 1 Rad. 2 Raf. 3

Time
G/L Acct/BD Code  G/L Acct/BP Hame Debit SAVERRRRRR!

L

1 =l 10045-00 Checking Accourt Payroll (CORP]

2 =P L3005-01 Diérect Labor - Cookhouse (DIST) § 250,00
3 =i 5300-01 Drect Labor - Celar (DIST) 5 250,00
4 = 53020-01 Direct Labor = Qualty Control {Lab) (D12 £ 250,00
§ e 5300501 Direct Labor - Warshouss [DIST) $ 150.00
& =i 53000-01 Direct Labor - Dperations Support (D1ST £ 5000
7 SL210-00 401k Matching {CORF) B
8 = 1230400 Payrol Taxes (CORD)

Benefis & Payroll Processing (CORP)
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Recurring postings

When you have a monthly subscription that hits your bank account at the same time every
month (Spotify/Direct TV etc.) — remembering to make a manual journal entry seems tedious
and unnecessary. Set up Recurring Postings to handle this for you. You can set up to be
prompted every month with a reminder, and from there you can execute the Journal Entry with
the click of a button.

.

‘Eﬁ Financials RECU:"IFHQ. Pogt[ngg — O x
i _. P o Code Instance Diescription
= Chart of Accounts | DirecTV o | Taproom DirecTV Subscription |
Al : Ref. 1 Ref. 2 Ref, 3 Trans. Code Remarks
~ Edit Chart of Accounts | I ” I — =i |
~ Account Code Generator 0 (e O Méfalgle_we"e““ _ . - _
GfL Acct/BP Code | GfL Account/BP Name Dbt | Cradit TaxPcdi'thnmq.nt-z
- Joumnal Entry = 1000500 wels Fargo Checking 1234 (C( | s1000 '
= 65010-02 | Utiities (R1) | 310000
= Journal Vouchers
- Posting Templates | Total: | swm000  $100.00
To Balance:
- Recurring Postings
- Reverse Transactions
Fraquency [Mantht, ™|lons b [ vabid until
2 Mext Execution 20
- Exchange Rate Difference e
Conversion Differences
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Penny is ready to

check recurring
postings and execute
the Journal Entry.

Recurring Postings O x
Code Instance Drescription

I o I |

Ref, 1 Ref, 2 Ref. 3 Trans, Code Remarks

I I | | || |

L] s | Confirmation of Recurring Postings — [E

G/L Acct/BP Code iﬁ,“t#

I

I

I

I

|

I

I
Freguency Mantl
Mext Execution |11/08,

FOCloud Financials15

The postings listed below should be executed today
Dreselect rows you do not want to execute

The date of the recurring postings transaction will be:

() Current System Date
(®) Recurring Postings Date

# |Podl1gﬂn. !DEu'q:bun

 Date

Total $ 8,800.00

Number of Postings to be Executed a




©

Recurring posting prompts

Do you have one or more recurring postings set up? Would you like to be prompted the day the
postings should be executed? Setup is simple and will ensure you never miss these Journal
Entries!

ydministrati .
@ PIRESAE Bon General Settings

- Choose Company | BP | Budgst | e | Diply | Font&Bkgd | Path | Inventory
1 At the Beginning of Each Session Internet Definitions
= Web Client [[] Perform Data Check [ Use Proxy Server for We
[T] Open Exchange Rates Table

- Exchange Rates and Inde Display Recurring Postings on Execution
Display Recurring Transactions on Execution
[7] Send Alert for Activities Scheduled for Today

o e
0 System Initialization fepiay Tnk e g

_ [] Open Window for Credit Voucher Ref, Update Default E-Mail Method
- Company Details () SAP Business One M
Display Worklist When Mew Task Arrives () Outlock E-Mail
- General Settings | Telephane No.
: 2 | Update Messages (Min.} 3 | Area Code |
- Posting Periods | Sereen Locking Time (Min.) 30 | ForEsdernalline |
. |Open Postdated Credit Viouchers Window No ¥ Servi [Google
O Authorizations il S
History [ Log 20
= Document Numbering | Alternative Keyboard Usage
[] Use Numeric Keypad ENTER Key as TAE Key
= DNocumeni Seitings MET i [evmad Perind Key == Caparstor o
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A/R & A/P draft documents

When you have a document that needs to be queued up for the same business partner with the
same items every time, just create a draft! You can open your list of draft documents at any
time, just edit details and you're ready to post said document! Drafts are also incredibly useful
when you're in the middle of working on something, but need to leave and come back to it.
Just save as a draft and continue when you’re ready!

Purchasing - A/P
Gl = /C1065 his is a list of all Sales Quotstions Purchass Request
— crys  documents/functions Sales Orders Purchase Quotation
Contact Person that can be saved a5 4., Defiveries Purchase Orders
Customer Ref, Mo, drafts! e D= Returns Goods Receipt PO
BP Currency ~|s B AR Down Payment Goods Return
A/R Invoicas AP Dowven Paymant
AfR Credit Memos : nuoices
Row Det
Contents L Logistics Aoy HEW Acti T
Item/Sarvics Type Ttem | #  Payment Goods Receipt
# | Item No. Quantity unt Pric [5n  Gross Pr Goods Isus
. ¥| Inwentory Transfer Reguest
1 = 1001-B12750 50 [t Eolume ; g
= Packing ... |
Opening and Closing Remarks |
Transaction Journal.. |
[ Journal Entry Preview |
Save as Draft !
’ |

s N

Real Life Scenario:

5 e i gp y *  Open function (i.e. A/R Invoice)
elor (the Inventory guy) and Penny know - Fill out pertinent details (i.e. Customer & ltem Details
the same 50 cases get sold to the same

Customer every month. Penny decides to | =  Right Click > Save as Draft
have a draft A/R Invoice prepped so she
can have it ready to go each time!

\ y

Add B New Copy From 4 Copy To

FOCloud Financials17
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Real Life Scenario:

Penny is ready to
invoice her Customer,
all she needs to do is
update the dates and
prices for each item
on her draft!

\N y

Modules > Sales — A/R/ Purchasing — A/P > Sales/Purchasing Reports >

Document Drafts Report

Select which type of drafts you wish to view

Click <OK=

Drill into which document you need to edit via yellow arrow
Make edits (i.e. dates & prices) and <Add= as normal

Document has been successfully added, and original draft remains intact

for future use.

To remove a draft, highlight the draft row, Right Click > Remove

)

Modules

Look Up Menus Q

[El saes-aAR

Sales Blanket Agreement
Sales Quotation

Sales Order

Delivery

Retumn Request

Return

AR Down Payment Invoic
A/R Invoice

AR Invoice + Payment
A/R Credit Memo

A/R Reserve Invoice
Document Generation Wiz
Recurring Transactions
Recurring Transaction Ten

Document Printing

R = S S N Y, PO B B B O

Gross Profit Recalculation

o

Sales Reports

{1 ©Open liems List

{1 Document Drafts Repor

FOCloud Financials18

Docurnent Drafts Report - Selection C

A/R Invoice - Draft

Customer =|C1065 No.  [Primary -/ 10084
User [an e ity Beversge Co : Stetus Drsft
Contact Person . q Pesting Date
Ol os= Customer Ref. No. [ Due Date
Locsl Currency id Document Date
Sales - )
sal | Document Docy
Sall AR Invoices = 1
De|  A/R Invoices = 1
Red T e, 2
Contents Logistics Accou Electronic Documents Attachments
Ret =
Al Ttem/Service Type Ttem ] Summary Type
Al #  Htem No. Quantity Unit Price Disc... |TaxC.. | Total (LC)
Af 1 = 1001-B12750 ) $ 335000 0.00 = EX 5 16,775.00
2 0.00
[ tnventd
Zodes Eploves o Sales Fmployee- TS Total Befors Discount
Chimer | Discount Bk
B 7ct=! Dovin Payment
Freight =
[] Rounding I
” Tax
"] Plent Order Run Total
Rema Applied Amount
Balance Dus

Add & New Copy From

[No Summary ~




Recurring Transactions

When you have a draft document that needs to be queued up at the same time every week or
month, simply set up a Recurring Transaction that will be prepped and ready for you at the right
time. You can also be prompted when those drafts need to get posted, eliminating the manual

redundancy of searching for the document in order to post it.

= les
R Sales-
L~ 2 : I d e a

Recurring Transactions - Templates
# Templste Type Doc No. Recurrence Pericd Recurrence Date  Start Date Next Execution . Walid Until ER ‘Warehouse  Prices...
1 11 Sales Quotstion =P 10000 Maonthhy *ioni ¥ 01/01{2013 12/31/2013  C1005 A1 El
2 2 Sales Quotstion S 10000 Monthby * Ooni * 01/01/2013 13312013 CI1010 Al O
3 3 Sales Quetation =P 10000 Monthly *lont v 01012013 12/31/2013  C1015 Al O
4 4 Sales Quotation =P 10000 Monthly *ionl * 01/0L/2013 12/31/2013  C1020 A1 O
5 5 Sales Quotstion =P 10000 Monithhy *on1 ~ 01/01/2013 12/31/2013  C1025 A1 O
6 6 Sales Quotstion =P 10000 Monthhy *ont 01012013 12/31/2013  C1030 A1 O
7 17 Sales Quotation =P 10000 Monthhy v oni  D1fo1/2013 12312013 €1035 A1 O
g & Sales Quotstion =P 10000 Monthly *loni v 010172013 12/31/2013  C1M0 Al =l
5 9 Sales Quotation => 10000 Monthhy it T2 O S e -
10 10 Sales Quotstion B 10000  Monthhy List of Documents - Drafts —
11 PacMonth Sales Order = 10464 Weskhy - |
12  Retail AR Invoice = 10424 Weskhy
13 Monthly  Purchase Order =3 10051 Monthhy #£ |# | Date BP Price Mode Details Due Date -
i4 PGSupp  Purchase Order = 10150 Monthhy 1 10424 03/33/2020 Tap Room 04222020

MazlMonth  Sales Order = 10464 Manthhy 2 10545 Whale Foods - Portland

E ColMonth  Sales Order = 10464 Monthhy
WF A/R Invaoice Maonthhy

*  Open Recurring Transaction Templates

*  Add Template Name

Select Type of Document that will be recurring (i.e.

A/R Invoice)
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*  Click circle to open 'List of Documents — Drafts’ to
choose your draft

Fill out Recurrence specifics for this transaction

*  Click <Update>

*  To view recurring transactions scheduled for the day,

open Recurring Transactions




Recurring transaction prompts

Do you have one or more recurring transactions set up? Would you like to be prompted the day
the transactions should be executed? Setup is simple and will ensure you never miss posting

these documents!
(‘& Administration

- Choose Company

- Web Client

- Exchange Rates and Inde
[0 System Initialization

- Company Details

Posting Periods

[0 Authorizations

Document Numbering

= MNocument Settinns

FOCloud Financials20

General Settings

At the Beginning of Each Session
| [] Perform Data Check
| [[] Open Exchangs Rates Table
| [w] Display Recurring Postings on Execution
’{ﬁqzhyﬁausrrhngﬁl:ﬁwﬁmm
| [[] Send Alert for Activities Scheduled for Today
_ Display Inbosx When MNew Message Arrives
| [] open window for Credit Voucher Ref. Update

| [v] Display Waorklist When New Task Arrives

Update Messages (Min.) 5
| Screen Locking Time (Min.) |20 |
| Open Postdated Credit Vouchers Window No ™

| Alternative Keyboard Usage
|:| Use Mumeric Keypad ENTER Ky as TAE Key
[T Use Numeric Kevoad Period Kev as Secarator on Displawv Tab

Internet Definfions
[ Use Progy Server for We

Default E-Mail Method
(3) SAP Business One M
) Outlock E-Mail

Telephone No.

Area Code |—
For External line |
Map Service [Google
History f Log 0

©



Useful financial reports

Balance Sheet (Financials > Financial Reports > Orchestrated
Reports > Balance Sheet)

Find a typical balance sheet with sections for Assets, Liabilities, and
Equity. Check this out on a monthly/routine basis to get an overview of
the financial health of your organization. This can also be provided to
banks/other financial stakeholders to assess your financial well-being.

P&L (Financials > Financial Reports > Orchestrated

Reports > Profit & Loss)

This report is a standard profit and loss statement with various optional
comparison ranges. Run this report to view the total revenues and expenses for
given periods compared to the same time period the prior year.

Journal Transaction Report (Financials > Financial Reports >
Orchestrated Reports > Journal Transaction Report)

This report lists individual journal transactions in groups by G/L
account. A great way to verify that transactions are happening in the
correct account and offset accounts. Useful for tracking down a
transaction that appears to be in error.

1099 Vendor Summary (Financials > Financial Reports >
Orchestrated Reports > 1099 Vendor Summary)

The built-in platform 1099 functionality is extremely powerful,
but can lend itself to being a bit too rigid when it comes time
to file taxes for the year. This crystal report includes those
transactions that have been recorded prior to the vendor
being flagged as 1099. In addition, there are several options,
groupings, etc., and its exportable to Excel! *Blue values are
payments that were recorded prior to the vendor being
flagged as 1099*

Dﬂ“ll:“" ‘l l“ﬁ‘:‘“”

support.orchestrated.com

HIVUVIIINTY payliieliw

When you’re ready to post payments received from Check, EFT/ACH/Credit Card, or Cash, it
will be simple and quick! Since payments will be coming in at various times and in various
formats, we've set the software up to help you make it happen. You'll receive your payment(s),
input the means by which payment was received, and finally deposit your checks/cash into your
bank account. When it comes time to reconcile, you’ll be ready to rock and roll!

©
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Incoming payment means

@ Your Customers should be paying you via Check, Bank Transfer, Credit Card or
# even Cash. Let’s take a look at how you will capture these types of payments using
Payment Means.

Check: When you receive a check(s), it should be posted to your Check Clearing Account
(710099-00).

Why: So that you can record the check on a “temporary” basis until funds are verified and
actually deposited at your financial institution. Also, because you will more than likely deposit a
lump sum of checks at your bank, you don’t have to worry about trying to reconcile those
deposits against a multitude of checks. The Clearing Account handles the breakdown for you,
until you're ready to Deposit within the software.

Payment Means 1. Post to — F X
Currency 5 ChEC!{

- Eyerervne - Clearing

Check L Bank Transfer Credit-Ca Account

G/L Account Check Claar.

[[] search by Bank Code

# [ue Date Amount Country Bank Mame Branch Account Check Mo. Endors.  Original.., |-
1 11/06f2070 § 13,750.00 USA 7 |Wellks Farg ™ 1234 Yes ¥
2 ) X !
2. F”I OUI | . | :1_ ChﬂDSE 5- Fi" Out thE.‘ |
the Due | 3. Fill out the ' which of our Check No. |
Amount (Ctri+B .
Date (date will bring in the banks this _ . y
the checkis | I::alagnce | check will be
received) ) Y ) ) deposited int)
6. Ensure
Cwverall Amount
o TEEETET & Paid Amounts
match (so there
Balance Due .
Bk oh is no balance
s due)

$ 13,750.00
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Bank Transfer/EFT/ACH/Credit Card: All these payment methods will be captured on the Bank
Transfer Tab! If you prefer to name the tab something different, you can Ctrl+Double Click on
the name to change it!

Payment Means ]
Gy E 1. Choose G/L

Creck _ Account incoming
! payment has been 2. Select date of 1

made to (i.e. your . )
checking account) | 'McOMing payment |3 inciude Reference
(if you choose)

4. Enter total amount

Overall Amount $_ﬁ,?59.00 L1
Balancs Dus ! - _ pEild 1\”3 BE!I’"Ik
Bank Charge .
o somm | 1ransfer/Credit Card

Cash: Cash is easily entered. Just verify which G/L account the incoming payment will go into
(Petty Cash 10098-00) and you’ll be set knowing the breakdown of cash before you make your
actual deposit at the bank.

Payment Means —EL
Currency %
Check Bank Transfer Credit Card c Cash )

1. Verify G/L account

G/L Account = |10058-00 ety et RO cash should post to

e T

2. Enter total
amount paid
I} via cash

Overall Amount § 13,750.00
Balance Due
Bank Charge
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Incoming payment options

Invoice

It's time to invoice your Customer, but it appears they’ve already sent you payment for their
order! You have the capability to capture this payment at the time of invoicing, which saves you
the step of entering their incoming payment at a later time.

N2 YE @& @

AJR Invoice
Customer Code | C100z =] Mo, |Primary
Person =5 Jim Smith *|5]  Posting Date
Ref. No. | | Due Date
- Dinwrument Diate
Payment Means
| Check |  BankTransfer | CpeditCard
I
G/L Account = Check Clearing Account
# By |L] aterch by Bk Code _
== || | D pate Amount Mimmlm
1 1fosz020 | $462.00 USA ¥ Wels Farc™ ||
> 1yosfxx | lusa v ;
I . ! !
| | | !
| | | !
| ! [ !
| ! !
5 mm|

Paid —
Delivery | A/R Invoice
& & &3
10575 10375 10525 &l
ﬂ' 10/26/2020 * 11/05/ 2020 r =
£462.00
T
5 440.00 5 462.00 L e d L
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Banking

It's time to post your stack of payments that have come in from your Customers. Orchestrated
helps you capture the incoming payments to clear out multiple customer invoices through our
Banking module.

. B .

Incoming Payments — B X
BP Code o Cios (%) Customer No.  [Primary by | [10327
Name ___ [niameda Can Alloc O Vendor Pesting D [11/06/2020
Bil To |BILLTC™| | Portiand, OR. 57060 ) Account Duse Date 11/05/2020
Reference
Transaction No.
Contact Person = [Jim Thompson_
e
Blanket Agreement
=S Rig nt-Click: )
Referenced Docu
Journal Entry =
Contents B -
Selected Document Mo, Instaliment  Docums M tﬂ E'Be Balance Dus Total Payment A
= 10543 1of1 n Whl':h GL .00 5 13,750.00 5 13,750.00
= 10540 1of1 m . .00 S 500.00 $ 500.00
[ 1of1 N accou nts '|,|'||I'|“ bE .00 £ 23,625.00 $ 23,625.00
impacted
A [T] Payment on Account 0.00
- Check Number Confirmation
- Document Printing Total Amount Dus
Remarks [
— Payment Qrders Journal Remarks [Incoming Payments - C1004 Open Balance
=) Eanking Re porfs I 1 rrested bar Danernent WAr=ed
P b s
.l Inventory 1
*  Select the Business Partner

(Customer) that sent in payment

*  Check/Fill out the proper dates

*  Checkmark the invoices that are
being paid

*  Confirm the amount you received and
update ‘Total Payment’ to reflect that
amount (adjust in case you received
partial payment)

*  Click the Payment Means icon to the
right of the ‘Total Amount Due’ field
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Payrment Means

Currency =
Check Bank Transfer
GfL Account = | 10093-00
[] S=arch by Bank Code
% Dus Date Amount
1 11/06/2020 5142 :
2 | 12f06/2020
L
£ 14,
Owerall Amount 51
Bzlance Dus
Bank Charge

=

Credit Card Cash

Check Clearing Account (CORP)

Indicate the type of incoming payment(s)
Check | Bank Transfer | Credit Card | Cash

Fill out payment information

Double check that no balance is due
(ensuring you've added the entire payment
amount)

Click <OK= to add Payment Means

Click <Add= to add the Incoming
Payments for the Invoices

Right-click > Relationship Map to
see/verify applied payment

inmmi.ng.llayrmenis
10327 i
11/06f2020
51425000

AR Invoice

§ [+

10
09/10/2020

& 600,00

AJR Invoice
3 i
v LE
10543
08/20/2020

5 13,750.00
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Payment wizard
If you’re looking for an option to input multiple incoming payments for multiple
same time, look no further! You can utilize the Payment Wizard!

©

Customers at the

D

Open the Payment Wizard and click <Next>
Select Start New FPaymenit Run

Click <Next>

Enter a Payment Run Name

Choose the date for the Payment Run (defaults to current date) ® B

Checkmark Payment Type & Payment Means (i.e. Incoming/Bank Transfer)
Checkmark BP Reference Number

Click <Next>

Click <Add to List> to add all Customers with a balance to the list

Click <Next>

Set Document Parameters (Selection Priority is typically left at Due Date)
Specify the Due Date

Click <Next>

Deposits

Bank Statements and External Reconc

Checkmark the Payment Method to be utilized (i.e. IN-EFT)
Click <Next>

Checkmark which Customers have sent in payment. For individual invoice detail,
Click <Next>

click <Expand All>

Select Execute Payment Run to generate incoming payments for each of the selected Customers

Click =<Next> <Yes> <QK=>

Payment Run Summary shows # of added payments. To view documents/reports, click the ellipsis next

to the summary you wish to view/print
Click <Finish>
Open Incoming Payments function to view payments added via the Wizard!
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TIP: A Faymeant Wizard tutorial can be
found at support. orchesiraled. com




Deposits

Now that you have captured incoming payments (during invoicing | entered through the banking
process | utilizing the payment wizard), it is time to deposit the checks you have received.
Making a deposit tells the software it is time to move checks from the check clearing account to
the actual checking account. When it comes time to reconcile your bank account, you'll be able

to match up the lump sum deposits with ease!

Modules= Bankin

g= Depaosits > Deposit

@

Journal Remarks

Trans. Ma.

T

GfL Account a3 10005-00)

Deposit

Deposit Mo 10020 Series Primary =
Considered Until 11062020

Deposit Currency US Dollar *

Checks Credit Card Cash

Display Checks From Check Clearing Account [CORP) »
Find Check Nao.
# Date Check Bank Branch Account No.

1 05/04/2020  TRH4 Bank of Ame

2 07/23/2020 1

3 1105/ 2020 i Wells Fargo

4 1106/ 2020 1234 Wells Fargo

s [ osfefz020 TRees Wells Fargo

& [ |osfz/z0 i

7 [ | oFfzzfozo 1

g [ o7z/mz 1

2 [] o7amIz 5 Wells Fargo

No. of Checl 4

Wells Fargo Checking 1234 (CORP)

Attzchments

Depost Date
Bank

Branch
Account

Bank Referencs
Panpar

EFfAccount Code  BPfAccount Name

1002
C1000
C1002
C1004
C1005
C1000
1002
C1065
2002
Total

Maletis Beverage

Tap Room

Maletis Baverage
Alameda Can Allocati
Pacific Distributing In:
Tap Room

Mzletis Beverage
City Beverage Co
Albertson’s Stores

— =

11/06/2020

Check Am...

% 21,370.50
% 18,220.00
% 462,00

$ 14,250,00
% 33,563.27
% 3,110.00
% £,358.00
% 6,350.80
% 1,350.00
% 54,302.50

Reconcile Amounts After Deposit

x
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Outgoing payments

©

When you’re ready to send out payments via Check, EFT/ACH/Credit Card, or Cash, it will be
simple and quick! Since payments will need to be sent at various times and in various formats,
we’ve set the software up to help you make it happen. You'll ready your payment(s), input the
means by which payment will be sent, and finally print out the checks that need to go out.

When it comes time to reconcile, you'll be ready to rock and roll!

©

1. Outgoing Payment

2. Payment Means

Who:

Accounting department

Who:

Accounting department

== )
= )

Why:
To determine how the
type payment sent out

What:
%‘AP Assigns outgoing payment to the method

Yo t it out in (EFT, check, cash)

OUTGOING PAYMENT PROCESS

3. Print Check

Who:

Accounting department

=9

check # blank ir

What:

ﬁ Adds check to check printing queue
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Payment Means

Currency

Check

[] Search by Bank Code

# Duse Date

1 | 11/06/2020
2 12/06/2020

Owerall Amount

Bzlznce Dus
Bank Charge

0K

Outgoing payment means

You will be paying your Vendors via Check, Bank Transfer, Credit Card or even Cash.
Let’s take a look at how you will capture these types of payments using Payment
Means.

Check: When you send a check(s), you will be able to select the checking account the check is
drawn from and tell Orchestrated whether or not you'll be writing it manually, or will be printing
directly from the software.

— E X
5
Bank Transfer Credit Card Cash
Endorse Endorsab... Amount Country Bank Mame  Branch Account Manual ... Check No. GfL Account | En...
% 704215 USA ¥ Wells Fargo ™ e ] ki I:‘ o = 10005-00 No ¥
usa ¥ Welks Fargo ™ 95559 b D 4] = 10005-00 No ™
§ 7,042.15
£ 704215
Psid £ 7,042.15
Cancel
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Bank Transfer/EFT/ACH/Credit Card: All these payment methods will be captured on the Bank
Transfer Tab! If you prefer to name the tab something different, you can Ctrl+Double Click on
the name to change it!

Payment Means y -

Currency = I p - Credit Card
Check et & | 2. Select date of -
| G/ Account = (10005-00 | Wells Fargo Checking 1234 (¢ OUtgoINg payment
| Transfer Date (11/08/2020.
s \
st 1 Choose GIL 3. Include Reference
Account outgoing (if you choose)
payment will be \, y

made from (i.e.
your checking
account/credit

card GL)
Oversll Amount | 5 7.042.15 4. Enter total
:ta:.:; Due | - amount paid via
i Bank Transfer/Credit | . $7.092.15
Card -

Cash: Cash is easily entered. Just verify which G/L account the outgoing payment will be sent
from (i.e. your checking account) and you'll be set!

Payment Means - Ox
Currency =
Check |  BankTransfer |  CreditCard
GfLAccount = |[EEENE | Patty Cash (CORP) 1. Verify G/L account
cash should post
from

Sweetness!

2. Enter total

amount paid
via Cash
Crwverall Amount S 7.042.15 |\-_
Balance Dus
Bank Chargs
5 7.042.15
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Outgoing payment options

Invoice

It's time to enter the invoice sent from your Vendor, and you're all ready to go ahead and send
payment their way! You have the capability to set up this payment at the time of invoicing, which
saves you the step of entering their outgoing payment at a later time.

O YE eaRREIR FEREE BEESL
: ASP Invoice . 0O x
Vendor = V100D = No |Primary || 10260 |
Name |Briess | Status |open |
Contact Person =/ Ichn Funnington |G Posting Date |11/ps/2020 |
Vendor Ref. No. | |

|

Payment Means

AP Invoice
%’ & e g P aymen I
10250 L . 10143
13/05/2020 G 11/06/2020
$225.00
& 725,00 522500 - e
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Banking

It's time to pay your vendors. Orchestrated helps you enter your outgoing payments to clear out
multiple vendor invoices through our Banking Functionality.

_Modules= Banking > Cutgoing Payments > Outgoing Payments

FOCloud Financials33

Qutgoing Payments

Code = [vioie (%) Vendor No.  Primary
Name  SaverGes ) Customer Posting Diste
Pay To [Bil To *| | 3177 First 5t O Account Dus Date
| Salt Lake City, By, [22354 e
Reference
g Transaction No.
‘Contact Person = |Mike Jenkins Check No.
Project
Blankst Agreement
Invoices with matching Biling Address
/_ \H Referenced Document
Sl L TIP: Right-Click:
Salected  Documen...  Document Type !Q !mﬂl EHIE : Falzance Dus Total Roundi...
= 10350 PU of N 5 7,042.15
o w261 PU 1 Preview to see £ 11,453.50
which GL
accounts will be
impacted

Select the Business Partner (Vendor)
that you need to send payment to
Check/Fill out the proper dates
Checkmark the invoices that are being
paid

Confirm the amount you are paying and
update ‘Total Payment’ to reflect that
amount (adjust in case you are sending
partial payment)

Click the Payment Means icon to the
right of the ‘Total Amount Due’ field

X, )é;n Account

Total Amount Dus

Open Balance

/

=

-| (10144
11/06(2020

< L

Total Payment |

§7,042.15
5 11,463.50

Q

0.00

5 18,505.65 (),




Payment Means — B X
‘Currency 5
Check i Bank Transfer Credit Card Cash
[7] search by Bank Code
# [ue Date Amount Country Bank Nams Branch Account Manu... | Check Mo, GfL Acc...
1 11062020 % 18,505.55 USA ¥ Wells Fargo ™ 3555 * [ o el 10005-00
2 | 12/06/2020 Usa  \wels Fargo ™ 99999 * O o = 10005-00
% 18,505.65
_ *  Indicate the type of outgoing payment(s)
Sl Amewr LS Check | Bank Transfer | Credit Card | Cash
Balance Dus . . inf ti
S — Fill out payment information
' Double check that no balance is due § 18,505.65
oK {(ensuring you've added the entire payment
amount)

Click <OK>=> to add Payment Means

Click <Add= to add the Outgoing Payments
for the Invoices

Right-click = Relationship Map to see/verify
applied payment

A[P Invoice

2 &

10250

08/11/2020

i et £ 7,042.15

10144 | -
11/06/2020 | z

A[P Invoice

5 18,505.55 | 28

10261

10/10/2020

§ 11,463,50
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Payment wizard
If you’re looking for an option to input multiple outgoing payments for multiple Vendors at the
same time, look no further! You can utilize the Payment Wizard!

Modules> Banking = Payment Wizard

Arial

Open the Payment Wizard and click <Next=

Select Start New Payment Run

Click =<Next>

Enter a Payment Run Name

Choose the date for the Payment Run (defaults to current date)
Checkmark Payment Type & Payment Means (i.e. Outgoing/Check)
Checkmark BF Reference Number

Click =Next=>

Click =Add to List> to add all Vendors with a balance to the list

1 Bank Statements and External R nci
C”Gk {NEII} [ Bank Staiements and External Reconc

Set Document Parameters (Selection Priority is typically left at Due Date)

Specify the Due Date

Click <Next>

Checkmark the Payment Method to be utilized (i.e. OUT-CHECK)

Click <Next>

Checkmark which Vendors are due payment. For individual invoice detail, click <Expand All>
Click <Next>

Select Execute Payment Run to generate outgoing payments & gueue checks for each of the selected
Vendors

Click =Next> <Yes> <OK>

Payment Run Summary shows # of added payments. To view documents/reports, click the ellipsis
next to the summary you wish to view/print

Click <Finish>

Open Outgoing Payments function to view payments added via the Wizard!
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Check printing

Now that you have input your outgoing payments (during invoicing | entered through the banking
process | utilizing the payment wizard), it is time to print the checks you have queued up.
Printing checks tells the software it is time to remove funds from your actual checking account.

s Modulds > Banking > Document Printing
I
i Document Printing - Selection Criteria
1. Beposits Document Type |Checks for Payment =i
S Posting Date From 11/01/2020 To 11302020 [
L1 Wgoing Fayments Print Checks To Be Printed -
e Bank Account
S Country usA - [
e Bonle Ceiin e kel Bank IW’E"_E !:‘3“3"3 v
[ pBanik Sidiements and Aicoount [egang -
3 N Branch
- Check N ef Confirma -
oy g e Internzl ID From To
- LoCument Frining Due Date From [11/01/2020 To  [oz/28/2021
- Payment Orders "“’(l \Z'E i1
3 Banking Reports oK
Print Checks for Payment - To Be Printed . X
Country Bar_lk Account Branch Meat Check No.
us WF 35953 2305
Internal 1D | Post. Date | BP CodefAcc... | Total | Total (LC) =
= 143 11/05/2020 =3 VD00 § 22500 § 225.00 / \
= 144 11/06/2020 = V1016 5 18,505 § 15,505,565 *  Document Type: Checks for
Payment
Fill out Posting Date
Print Checks: To Be Printed
Select Bank Account
Click <OK>
5 15,730.65 *  Enter Next Check No. (based upon
your check stock)
¢ ' Gk <Print

- /
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Bank reconciliations

The time has come to match the balances within Orchestrated’s cash account to your
corresponding bank statement! It is imperative to make sure all transactions pertaining to the
account you are reconciling have been posted for that period. Bank reconciliation should be
falling within your month-end closing tasks. You’ll want to make sure to have your bank
statement with you to complete this task.

External Bank Reconciliation - Selection Criteria U ¢
MENIS Account Code =
Account Name Wells Fargo Checking 1234 {CORP)
Currency ]
; = Bank Statement

Er i rr i E Last Balance $ 1,278,548.52
Ending Balance % 1,270,000.00
End Date 10/31/2020

xd )

Select account to reconcile (i.e. your checking account)
Verify Last Balance (the very first time you reconcile, last balance
will reflect as 50)
Ending Balance: Enter balance based on your bank
statement/record
End Date: Enter end date of reconciliation

: Click =0OK=

N J
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Reconcilation Bank Statement — O

Account Code =5 | 10005-00 Statement No. |:> ocT123
Display all -

i Last Statem=nt Balance |% 1,278,548,52
# Cleared Type Date  a Trans. No. Ref. 1 (Row)  Payment Deposit Cleared Amount -~ |
1 op 05/01/2014 = 1469 10113 $ 0.00 $25,833.00 S 2583300
2 DP 07/01/2014 = 1471 10120 $ 0.00 $25833.00 | §25833.00
3 op 07/15/2014 = 1473 10121 5 0.00 $5444.80 S 544480
4 [0 oe 07/19/2014 = 1475 10122 $ 0.00 $25833.00 0,00
5 O op 0B/01/2014 = 1477 10123 5 0.00 $5444.80  $0.00
& DP 09/05/2014 = 1479 10124 $ 0.00 $5444.80 S 544480
7 O op 10/10/2014 = 1727 10126 5 0.00 $3,280.50  50.00
g ] oe 10/31/2014 = 1729 10127 $ 0.00 $7.154.40  $0.00
5 op 11/01/2014 =P 1738 10128 $ 0.00 $5930.80 | § 550,80
10 Dp 11012014 = 1740 10129 $ 0.00 $7.85%.50 | §7.85.50
11 DP 11/01/2014 = 1742 10130 $ 0.00 $E640.00 564000
12 [] |op 11/01/2014 =P 1744 10131 $ 0.00 $10,799.80 $0.00

Total No, Total Amount Cleared Book Balance $ 1,270,000.00
Payrnent 4 s 93,830.54 Statement Ending g 1,270,000.00
De: & 'S B5,282.02 Difference Bt> s 0.00
Ll ecorcie | | sae | m

4

o

Enter Statement Mo. from bank statement (top right corner) \
Bottom right corner:

0 <Save=: If you're working through a reconciliation, you can save and come back to it
later

0 <Adjustments>: Use if a document was missed or needs to be corrected
Under the Cleared column, check off transactions that match up with your real-life bank

If Difference is not $0, an investigation will need to occur.
Once all is correct, click <Reconcile>

statement
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Month end close

Also known as “Period-End Close”, this is the process or list of tasks done to close the books
for a previous month or posting period. When the process is complete, the books are officially
“closed” for that time period. This means that no further transactions will be posted to that time
period and the financial reports will never change for that period.

Watch a video on
Month End Close - -
here! s -
N N

http.//support.orchestrated. com/hc/en-us/articles/206414428-Month-End-Close-Period-End-Close

Review in-process transactions
=  Open Purchase orders & Sales orders

- Goods Receipt POs not invoiced
= Deliveries not invoiced
=  Open Production orders

- Open AP & AR Invoices Penny rur'lls through_
) the following checklist
=  Open AP & AR Credit Memos to ensure Month End
Run AR & AP Aging reports Close can be

completed

Review Inventory Audit & Inventory Posting List Reports
Count Inventory & post the adjustments
Bank Reconciliation
Run Financial Reporis
Run TTE & Shipment reports (if required)
- TTB BRO & Federal Excise Report
=  Taxable Shipment Details Report (for state taxes)

Change Period status to ‘Locked’
Run Period-End Closing Utility (year-end only)
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. Review in-process transactions

Open ltems List
Currency Local Currency Open Documents Purchass Orders bt
Select Do, Series Doc, No. Vendor Code  Vendor Name Vendor Ref, No,  Dus Date & Amount Met )¢
Primary = 10179 o VI01E  Saver Glass DE/11/2000  §32,E75.50 & 2,875.90
Primary = 10183 = V100D Eriess DB/25(2020 S16200  § 160D
[m] Primany = 10185 = V1033 Inland Label & Mktg Services | DB/25(2020 5 0.30 5 0.30
[0 Primary = 10184 = V033 Inland Lzbel & Mktg Services | 0B/27/2020 SED0.00 5 E00.00
Primary = 10186 = V00D Eriess DE/2E(2020 $162.00  § 16200
= Primary = 10182 = Vi015 Country Malt DB/2E(2020 $181.62 5 163.82
Open each Open Doc. list and sl s At
review “Due Date" column.
o Drill in to each function via
yellow arrow & close out m
anything that is still open within S

the month you nead to close

- Run AR & AP Aging repors

endor Liabilities Aging

[7] Translate Leading Currency at Aging Date
Display Customers with Zero Balance

[] Display Reconciled Transactions

|:| Ignore Future Remit

[[] Display in Pages

["] Consider Connected Vendars

[] Translste Leading Currency st Aging Date
Display Vendors with Zero Balance

[] Display Reconciled Transactions

D Ignore Future Remit

[[] Display in Pages

[[] Consider Connected Customers
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Custormner Receivables Aging - Selection Criteria - X Vendor Liabilities Aging - Selection Criteria

Group By (%) Customer () Sales Employes Group By () Vendor ) Buyer

Sum By [[] Blanket Agreement No. Sum By [] Blanket Agre=ment No.

Blanket Agreement Mo, From To Blanket Agreement No. From To

Code From Te Code From To
Customer Group All x Vendor Group All *.

Properties Ignore Properties Ignore

[] control Accts - Select Al [] Contral Accts -

Aging Date 10/30/2020 Aging Date 10/30/2020

Interval Diays | 30 &0 = 11120 Interval Ciays bl RN £0 E 120

Posting Date From To  [10/30/2020 Posting Date From To  [10/20/2020 Enter Ag'“g repart
Due Date From || [ To Due Date From M Teo date -[rT'IDr‘Ith E“d:' and
Diocument Date From To Document Date From To

ensure 'Display
Customers/Vendors
with Zero Balance' is
checked off,



Based on business partner, view

P H
- i open receivables and whether
Customer Receivables Aging \ — 0O x
payment was remitted I
Currency Business Partner Aging Date 10/30/2020 Age By Duse Date x
# | Customer Code  Customer Na }m EP Ref. No. | Balance Due Future Remit  Payment Method Code  0- 30
1 pEr C1000 = TapRoom ...-"""'F ¥ $ 26,150.28 IN-EFT $ 1
6  pc C1002 = Maletis Beverage i % 11,481.00 TH-EFT s
11 por C1003 = Alameda Pub Allocation $ 250.00 IN-EFT
14 pcr C1004 = Alameda Can Allocation $ 27,875.00 IN-EFT % 24,125.00 % 1
19 o C1005 © Pacific Distributing Inc. % 24,848.20 IN-EFT %z
26 o C1006 = Manatee Distributing $ 11,040.90 IN-EFT $1
29 pc C1025 =) Eastern Star Distributing % 53,107.85 IN-EFT
32 pop C1060 = Beer House Distributors % 4,247.61 IN-EFT s
36 POy C1135 = Henry J. Smith Distributing % 28,080.00 IN-EFT $ I
39 pc C1140 = Austin Beverage Co. $ 4,400.00 e L3
43 b= C1145 = Carolinas Dist Co. % 35,100.00 $ =
46 pep C2005 o Edgefield McMenamins $ 4,182.89 .
Click here to
view
invoice-level
detail
$ 240,763.83 $ 24,125.00 9.59
% 100.00 : __/l %5 10,02 985
¢ r— C memmmer
S Review Inventory Audit & Inventory Posting List Reports

= = =
Inventory Audit Report - Selection Criteria - X
Specify period to run report (through Month End).
S Date v F T 10/31/2020 . - :
e e ' = 4L Tip: narrow report by item group. Review
Hams cumulative quantity based on posting date.
Cod From Inventory Audit Report
Ttem Group FinGood: B Dt From Date To w20 | Trems " |FinGood: Bottied
Ia Currency US Dollar Warshouses All
=, nore
# Ttem Mo, Description System Date Posting Date Document  Whse  Quantity Cost Trans. Value Cumulstive Oty Cumulative Valus
O o accounss [ 1 b=b 1001-B12750 American Whiskey - Case 12 x 750ml Bottles 1,385.000 32589736
2 S 1001-B5375  American Whiskey - Case & x 375m| Bottles 2,495.000 213,658.35
Warshouses 3 | peb 1001-B6750  American Whiskey - Case 6 x 750mi Bottles 3,913,000 497,32031
4 )= 1002-B12750 Portiandiz Bourbon - Case 12 x 750ml Bottles 254.000 4151292
Location Whd 5 | boP 1002-B6375  Portlandia Bourbon - Case 6 x 375ml Bottles 2,703.000 255,143.26
i & P 1002-B5750  Portandiz Bourbon - Case & x 750m| Bottles 1,554.000 211,713.65
o |7 PE> 100312375 Fugu Vodka - Cass 12 x 375ml Botties 2,241,000 350,670.48
& o ] & »eb 1003812750 Fugu Vodka - Case 12 x 750ml Bottes 1,452.000 27151041
|
[ A
[ & |
O Click here for |
<= transactional |
® details! |
D Summanze by Accounts
Click here to see an | a "._2::7,426.76
[T s Inventory Audit Report
[] Display OB for Items{Accounty @ step-by-step guide here!
Hide Itzms with Cumulstive O \%’ i Expand Collapse
[[] Enable Quick Display

h
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- Count Inventory and Post adjustments (2 pan process) J (O)

odules nvenlory = Inveniory 1ransaclons nventory Lounting Transactions = Inventory Lounting

Click here to
Inventory Counting: Inventory _ mm
Building a list of items that need to Posting: completing an @
be counted, to view differences Posting inventory count
between what's actually in stock &

: differences from & post! f
vs. what the software shows as in the count and :

stock. adjustinghyoui support orchestrated.com/
inventory@if'e"' us/artiEles/206418828 - Inv

_/ entory-Counling-Posting

1. Select count date J_.

Inventory Counting
Tt Dute

Coumting Typa e (Month end)

End of Facal Yaar

Raferarcad Docurmant

e i
LoWhae Gy ... - Courbed oM Counted Gy | Countsd Gty

amionee [

2o0100 [

[ ans

2. <fdd Rems>- Select llems - lem
group
Thiis will populate your meentory
count list

[
a0y

L R R T T SR

O Cloud Spirits Demo
Dount Date 2020.1031
fTime.

- Single Counter

smeginleyhigh
10004

Tem No. Ttern Description Warshous Counted Qty
~ RM2000 Malted Rys: i OW
=~ RMZ001 Smake Chermy WOCD = oW
= RMZ0R Diztiller's M=k = OV
- RM20B Extra Specizl Mak = 0N
= RM2004 Fale AleMalt = OV
= RM2005 Raw Ry= oW
= RM2006 Erewer's Msk = O
= RM2003 Aromatic Mk = OV
- RM2009 Caramel Mzk = OV
i~ RM2010 Dark Chocolst= Mak oW
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Inventory Counting

Count Date [10/31/2020 | Tme  [2227PM | No. |Prim:
e . e 4. Input Counted
Inventory Counter User ¥ | pleming-high Ref, 2 Qua nti‘ties
End of Fiscal Yaar
¢ Counted Oty Varizncs ulA Referenced Document —
10,000.00 -100.00 Ma L |
2,200,00 155.00 Ma
2,000.00 -100.00 Mz Warehouses gl |
[195.00/ ~E.00 Mz -
e Fresze Whse In-Whse Oty ... Counted  UcM Counted Qty | Counted Oty Variance u|A
Copy L O =a 10.100.00 [V _ 10,000.00 -100.00 M=
Copy Table | D ‘1 | 2,200.00 153,00 Ma
Paste L 6.To keep batches 200000 [N 6 0 (6=
Delete L = 154 0.00 Ma
Maximize/Restore Grid | [ accurate! | 0.00 0.00 M=
Close , right-click any row _ 0.00 0.00 Mz
Add Row | . [ 0.00 0.00 Ma
Delete Row _ and select Serial _ s e
Row Details... P and Batch _ 0.00 0.00 M2
Open Calculator i L H 0.00 0.00 M=
Serial and BatchSelection | L Selection to assign | 0.00 0.00 Mz
R erGeRe— | [ count to batches 0.00 0.00 Mz
. 14,200.00 399,00
5. click accordingly. Then 7 ¢l .
. . click <Copy to Inventory Posting=>
<Update> click <Update> to Py ry 9
solidify batch
confirmations

Inventory Posting — & x
Posting Diate [10/31/2020 ] No. |Primary /10002
Count Date |10/31/2020 | Time 2:27PM Ref. 2 |
Price Source |Ttem Cost x| End of Fiscal Year
Referenced Document =1
Contents Attachments

Find Ttem No. L \Warehouses Gl |8 |

# Item No.  Item Descripion  Whse  In-Whse Qty on Count Date  Counted Qby  Variance Variance % Price Total Inventory Of... | Inventory Of..  Vari. A

1 = RMS005 Malt 2-Row = Al 10,100.00 10,000.00 ~100.00 0.99 50,5100 $ -81.00 = 51035-01 = 5103571

2 = RMSDO& Makt Best Chit = Al 2,001.00 2,200.00 159,00 3.55 $0.7579 5 150,82 =p 51035-01 =) 5103%

3 = RM50L0 Malt Best Kara Pils = Al 2,100.00 2,000.00 -100.00 4.76 $ 55750 = -TETE b minarns A

4 = RMS0L1 Malt Best Speht =i AL 200.00 135.00 -5.00 2.50 £0.5352 s ‘I.I'rerlfy Imentorf foSEt GL

5 =] 0.00 0.00 0.00 0.00

| - i accounts

14,401.00 14,355.00 404.00

Remark_s Based On inventnry Coun'ﬁng 10003 1“. LﬂEt Etﬂp lI"‘ill bﬂ tﬂ dn"
back into the Inventory
Count and right-click =
oural Remerk fnuniery Pestng Close to make all items
eligible to be counted again

J
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) 0 Bank Reconciliation J

http:fsupport. orchestrate
d.comdhelen-usfarticles/?

1 17-Bank-R rnecili
tion

Select account to reconcile (i.e. your checking account)

Verify Last Balance (the very first time you reconcile, last balance will reflect as $0)
Ending Balance: Enter balance based on your bank statement/record

End Date: Enter end date of reconciliation

Click <OK=

Enter Statement No. from bank statement (top right corner)

Bottom right corner:

=Save=: If you're working through a reconciliation, you can save and come back to
it later

<Adjustments>: Use if a document was missed or needs to be corrected

Under the Cleared column, check off transactions that match up with your real-life bank
statement

If Difference is not $0, an investigation will need to occur.
Once all is correct, click <Reconcile>

See Hank Reconcliabcon s
pgs. 36-37)
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1 Financial

~ Balance Sheet

- Profit and Loss Statement

- Cash Fiow

- Statement of Cash Flows

- Cash Flow Reference Report

~ (Cash Flow Forecast

- Business Assessment Report

- Trial Balance OKJ’

http://support.orchestr
ated.com/hc/en-us/arti
cles/207123427-How-t
o-drill-into-data-with-th
e-system-financial-repo
ris-

©

©

1 http://support.orchestrated.c
https.//support.orchestrated.com om/hc/en-us/articles/207137

she/en-us/articles/360050003854-

TTB-DRO-Reporting s-by-State
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Change Period status to Locked

hModules = Administration = E:‘E'Em Ilnitializaticn = Eﬂﬁting Periods

Posting Periods

Find

# | Period Code

51 o 2015-05 2015-05
82 = 2015-10 2015-1
23 = 2005-11 2015-1
54 o 2015-12 2015-1
85 = 2020-01 2020-(
25 = 2020-02 2020-(
57 = 2020-03 2020-(
28 = 2020-04 2020-(
89 = 2020-05 2020-(
20 = 2020-06 2020-(
91 = 2020-07 2020-(
92 = 2020-08 2020-(
93 = 2020-09 2020-(
10 2020-1
38 =A2020-11 2020-1
% = 2020-12 2020-1
[] Creste New Periods with
Automatically Update Pe
Days After New Period Start:

General

Pericd Name Pericd Status

Closing Period
Posting Period
Pericd Code
Period Name
Sub-Pericds
Na. of Pericds
Pericd Indicator

Category
Pericd Status

Dates

Posting Diate From
Dus Date From
Document Date From

Start of Fiscal Year

Fiscal Year

Posting Date s Date

From To From To
05012015 0530/ 2015 010172015 12{31/201%
119 12/31/201%

M 12/29/2020
1 M9 03/31/2020
200011 0. |05)30/2000
e 20 05/30/2020
= 20 05/30/2020
Default b e el e
0 0B/31/2020
Bk 0 09/30/2020
Locked x ——
: W0 10/31/2020
WO 11/30/2020
; o B0 12/31/2020
11/01{2020 To  |11/30/2000 bon  low3y/20m
11/01/2020 To  |02f28/2021 o =
11/01/2020 Te  |11f30/2020 Chasge Panod Stese b
]
01/01/2020 -
2020

Mew Period

FOCloud Financials4é

Cates
Posting

Posting Period
Pericd Code
Pericd Name
Sub-Pericds

Mo. of Pericds
Pericd Indicator

Pericd Status

Date From

Due Date From
Document Date From

Start of Fiscal Year

Fiscal Year

€1 o

Whien you meed

to add a new
period, click

| poz1 hera!

2021 _ J

Months -

12

Default >

Unlocked

01/01/2021 To |12f3172021
01/01/2021 To  [12/3172001
01/012021 To  [12/31/2021

D1L/01/2021
2021




- Run Period-End Closing Utility (year-end only)

Modules = Administration = Utilities > Pericd-End Closing

Period-End Closing - Selection Criteria

. Make sure all # X E-":t}mﬂuﬂt
i : 1 o Revenues -

Sslect all PL
posting periods & o = S -
for year are set fo 175 x O Expenses el
‘Closing Peariod’ 197 x = Fnanding e

J 398 x = Other Revenues and Expenses
-~ 46 x  Er #9
417 x B #10

Pericd 2020 *| From |2020-01 - To 0012 7

Retained Earnings Account 30015-00 Retained Earnings [CORP}

Period-End Closing Account 0D Pericd End Closing Account [CORP)

[[] use Primary Closing Account
4 e prveous Repor

- Click =Exacube>
—

Pericd-End Closing
For Closing Pericd 85 From  |2020-01
Ref. 1 Ref. 2 Cus Date Document Date  Remarks
| p
#  Appro.. Account Code Account Name | Curr...  Balance (LC)
1 [ = 2000501 Sales - Packaged S -553,149.64
i 40010-01 Sales - Bs -641,761.52
Checkmark 0 = Kegged Be s =
-~ 3 [T = 40015-01 Sales - POS & Me & -1,930.02
approved | 4| O = aoozs-01 Sales - Wholesale 5 -350.00
accounts 5 [ = a1010-02 Gales - Restaurani § -71,700.00
y. [ [T = ai0i5-02 Sales - Restaurani & -128,386,82
. 7 [T = a1020-02 Sales - Restaurani § -13,688,03
8 [ = atssoz Sales - Restaurani § -37,757.9
Tk <Execules LEEF LD
—
|+ Greste Auto, Remarks

For Closing Pericd 85

T —

Balance (FC) Balance (SC)  Ref. .. Ref. ..

Input Due Date &

O =
Document Date I

J

0.00 -553,149.64
0.00 -641,261.52
0.00 -1.950.02
0.00 -350.00
0.00 -71,700.00
0.00 -128, 386,82
0.00 -13,68E8.03
0.00 -37,797.%6

1,553,440.55
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Expense import interface

The Expense Import Interface creates an interface to import expense transactions into
Orchestrated. You can import from expense management software, banks and credit card
vendors that provide a standard export which can be opened in a spreadsheet. You have the
flexibility to define the transaction data mapping to your GL Accounts, so you set up your
template once, and can easily import with the click of a button moving forward.

oo

Click here to watch our

s s Expense Import Interface
tutoriall - ,
= Canimport any CSV or Excel-based file your-.
g / bank or credit card company can generate
http://support.orchestrated.c
omihelen-usiarticles/ 206432 = You will pre-define the mapping of the
948-Expense-Import-Interfac import’s “categories” to your Orchestrated GL
== — accounts (should only need to be done once)
$) bd
. B = You can define any number of bank or credit
EE card templates
* MBP
@, Human Resource =  Acheck will be done before sending to
=) Orchestrated to alert you of any issues
ui| Re
' = You can view project codes, GL accounts etc.
from the tool, so you don't need to leave to
find information
I|
CEln i \. =  Press Send to Orchestrated to import your
E Save Sur‘t Data User: manager (Conner Helton) i = ;; — r
ESaveAx Y Filter Data Company: OrchestratedBEER ,j‘x D} IEI C:® : E ‘(a
i Teach Me Clear  Import Expense Category Template Apply Import Validate View Orchestrated = Send Expenses
[@7email € Undo This Taol Database: OrchestratedBEER Demo  |mport Data Data~ Management - Management Template  Import Data Data~ to Orchestrated
MS Excel Functions Orchestrated Connection Step 1 Importing Data Step 2 Templates/Options Step 3 Validation Step 4 Processing
Al &% F
A | B C D E F G H 1 1 K L M N o i1 Q R
1] !
2]
.
-
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Useful banking reports
Check Register (Banking > Banking Reports > Orchestrated Reports >

Check Register)

View a comprehensive record of all incoming payments and checks. Assists

with bank reconciliation.

for
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Bank Reconciliation (Banking > Banking

Reports > Orchestrated Reports > Bank Reconciliation)

The time has come to match the balances within
Orchestrated’s cash account to your corresponding bank
statement! It is imperative to make sure all transactions
pertaining to the account you are reconciling have been posted
that period. Bank reconciliation should be falling within your
month-end closing tasks. You’ll want to make sure to have
your bank statement with you to complete this task. See pages
36-37



Best practices/time savers

Report Schedule | Success Factors

Establish a time of the month/week to run common reports to pick up discrepancies

Printing Checks

Printing from Orchestrated will be much easier to track and handle than printing manually!

Check Register

Will be a great resource to know what’s going on with your checks.

Receiving Checks | Deposit Functionality

Keeps everything matched up to real life and takes the guesswork out of figuring out which
checks are from whom and deposited when.

Payments during Invoicing

If you capture the payment you have on hand while invoicing, it will save you time later. Just
click Payment Means!

Payment Wizard

Pay multiple Vendors through one function! Multiple checks will be queued up to print
simultaneously.

Reports by Persona

Useful reports based on your role:
http://support.orchestrated.com/hc/en-us/search?utf8=%E2%9C%93&query=reports+by+person
a&commit=Search

SAP vs Orchestra Reports

Orchestra Reports have been built for your industry! Check them out!

Quick Reports

Built to assist those who are accustomed to other common accounting software
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Troubleshooting

Sometimes we just need some help. Whether you are curious about a Business Partner balance
that doesn’t look right, concerned about an item’s value or not understanding a GL balance —
here are some helpful tips for getting to the bottom of your most common problems.

Where did/will this document post

On any document:
» Before adding the document: Right-click > Journal Entry Preview

* On an existing document: Right-click > Journal Entry
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What is this Business Partner balance comprised of?

»  Within BP Master Data: BP Balance Drill-down (golden arrow)

» Can process BP Reconciliation within this view
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Why does this Item’s value look strange?
« Within Item Master Data: Right-click > Inventory Audit Report

* Bottom right corner > Expand
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Why is there a balance in this GL Account?
*  Within Chart of Accounts: COA Drill-down (golden arrow)
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What caused this huge Production Variance?
*  Within the Production Order:
* Tab: Production Order Summary

e Drill-down into Variance for more details
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Helpful links/reports

Accounting Training Videos

e http://support.orchestrated.com/hc/en-us/articles/212356028-Financials

Journal Transaction Report

* http://support.orchestrated.com/hc/en-us/articles/207123527-Journal-Tran

saction-Report

Month-End Close

« http://support.orchestrated.com/hc/en-us/articles/206414428-Month-End-
Close-Period-End-Close

Year-End Close

e http://support.orchestrated.com/hc/en-us/articles/215230348-Year-End-ClI
ose

Data Integrity

e http://support.orchestrated.com/hc/en-us/articles/221862748-Customer-D
ata-Integrity-Check-Recommendations
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