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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. Items, 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.

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, ltem Groups have been
configured to allow easier and cleaner
accounting. Item Groups such as “Raw
Materials,”  “Packaging Items,” “WIP -
Fermentation” allow you to add an item, choose
an Iltem Group, and trust that it will post correctly
as it moves through the system. Iltem 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 Item 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.
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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.

Moving average

Orchestrated utilizes a moving average valuation method defined
atthe 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
Batch Lbs of Hops Cost per Lb Total Cost
Purchased P per Batch
4567 230 S 0.50 S 115.00
3214 500 $ 0.75 S 375.00
9986 700 S 0.80 S 560.00
1430 $ 1,050.00
Total Cost $ 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.

P Modules> Financials > Chart of Accounts \

 Chartof Accoun

GfL Account
Name

Gl Account Detsils

O Titke (*) Active Account
External Code

Currency US Dollar

[] Confidential Level 2
Balance 0.00 5

GfL Account Properties
Account Typs Other
[] Control Account

[[] Block Manual Posting

GL Account
Details

[ Cash Account
[] Reval. {Currency)

[ Cash Flow Relevant

[[] Exclude From EBITDA
Relevant for Cost Accounting
[ project

Distribution Rule

D Dimension 1

Revenue Comp Group

Cash Flow Group

Lo, /lcond |
N

Account Details

‘Agsets

CTA - Current Asssts
10000 - Bank Accounts
10005-00 - Checking Account 1 (CORP)
10010-00 - Checking Account 2 (CORP)
10015-00 - Checking Account Payrall (CORP)
10020-00 - Savings Account (CORP)
10025-00 - EFT Clearing Account (CORP)
10030-00 - Cash on Hand (CORP)
10098-00 - Petty Cash (CORP)
10093-00 - Check Clearing Account (CORP)
11000 - Accounts Receivable
11005-00 - Accounts Receivable (CORP)
12000 - Inventory

12005-00 - Inventory - Finished Goods - Packaged (CORP)
12010-00 - Inventory - Finished Goods - Kegged ({CORP)

12015-00 - Inventory - Packaging (CORP)
12020-00 - Inventory - Raw Materisls (CORP)

12025-00 - Inventory - Brewery POS & Merchandise (CORP)
12030-00 - Inventory - Restsurant Food & Beverage ({CORF)

12035-00 - Inventory - Retail Merchandise (CORP)
12505-00 - Semi Finished Good - Wort {CORF)
12510-00 - Semi Finished Good - Gresn Beer (CORP)

12515-00 - Semi Finished Good - Dry Hopped Besr {CORF)
12520-00 - Semi Finished Good - Barrel Aged Beer {CORP)

12525-00 - Semi Finished Good - Bright Beer (CORF)
13000 - WIP

13005-00 - WIP - Wort {CORP)

13010-00 - WIP - Grezn Bear {CORP)

13015-00 - WIP - Dry Hopped Eeer (CORP)

13020-00 - WIP - Barrel Aged Beer (CORP)

13025-00 - WIP - Bright Beer {CORP} ( \

13030-00 - WIP - Finished Goods (CORP)
15000 - Other Current Assets
15005-00 - A/P Down Payments (CORP)
15010-00 - Prepaid Raw Materisls {CORP)
15015-00 - Prepaid Expenses (CORP)
15020-00 - Prepaid Insurance (CORP)
15025-00 - Prepaid Taxes (CORF)
15030-00 - Employes Advances Receivable (CORP)

15035-00 - ACH Holding (CORP)
15040-00 - Undeposited Funds {CORP) \ J

LTA - Long Term Assets
15000 - Fixed Assets
16005-00 - Brewing Equipment (CORP)

The Drawers: each
containing a different
section of GLs

List of GL
Accounts
contained in
selected drawer
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Levels and segments

Chart of Accounts Levels

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:

e Assets
e Current Assets
e Bank Accounts

\ e 10005-00 - Wells Fargo Checking /

—

Assets (b
CTA - Current Assets
10000 - Bank Accounts <::l
10005-00 - Wells Farge Chacking 1234 <
10010-00 - Checking Account 2 (CORP)
1001500 - Checking Account Payroll (CORP)
10020-00 - Savings Account [(CORF)
10025-00 - EFT Clearing Account (CORE)
10030-00 - Cash on Hand (CORP)
10056-00 - Petty Cash {CORP)
10053-00 - Check Clearing Account (CORP)

14 & L

I'm sure glad this
is preconfigured
to give us an in-
depth look at
our financials!
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e R1(Taproom)“02”

e BREW (Brewery) “01”

/Chart of Accounts Segments\

Your Chart of Accounts is broken
into 4 Active account segments

e CORP (Corporate) “00”

J

Expenses
P - Ganer: * R2(Retail 2)"03"
ED0D0 - G4
ED010-
&0015-00
S0020-00 - Cha TR T

60025-00 - Bank Fees (CORP)

60030-00 - Printing & Postzge (CORP)

S0035-00 - Office Supplies (CORP)

S000-0D - Bensfits & Payroll Processing (CORP)
50045-00 - Bank Mote Interest (CORP)

S0050-00 - Miscellaneous General Expenses [(CORP)
S0055-00 - Rounding Account (CORP)

G0060-00 - Gift Card Clearing (CORP)

S00E5-00 - Freight Clearing (CORP)

S0070-00 - Computer software and supplies (CORP)
60140-00 - Utilities (CORP)

60150-00 - Rent zliocation (CORP)

60155-00 - Lease (CORP)
60160-00 - Lease Etc (CORP)
]

50001 - General Expenses (Bravieny

S0040-01 - Building Maintenace (BEREW)

60050-01 - Printing & Postzge (BREW)

S00S0-01 - Office Supplies (BREN)

&0070-01 - Bensfits & Payroll Processing (BREW)
50020-01 - Bank Nots Interest (BREW)

S0100-01 - Licenses and Fees (EREW)

S0110-01 - Professional Development (EREW)
S0120-01 - Miscellanecus General Expenses {BREW)
&0130-01 - Telephons (BREW)

S0140-01 - Web and email services (EREW)

£0150-01 - Rent allocation breves REW)
S0150-01 - Brewery Liilities BRI

SD002 - General Expenses (Retail 1}

S000-02 - Building Maintenance {R1)

&0050-02 - Printing & Postage (RL)

S0050-02 - Office Supplies (R1)

S0070-02 - Benefits & Payroll Processing (R1)

SO0E0-02 - General Liability & Co izl Insurance (R1}
&0030-02 - Bank Nots Interest (R

S0003 - General Expenses {Retzil 2)

SD04D-03 - Buikding Maintenance (R2)

SD050-03 - Printing & Postage (R2}

50060-03 - Office Supplies (R2)

SD070-03 - Benefits & Payroll Processing (R2)

SD0ED-03 - General Liability & Commercial Insurance (RZ)
£00%0-03 - Bank Mote Interest (RZ)

S0100-03 - Licenses and Fess {R2Z)

&D0110-03 - Professional Development (R2)

S0120-03 - Miscellanscus Generzal Expenses (R2)
50130-03 - Workers Compensstion (R2)




Editing CoA

Name changes

Modules> Financials > Chart of Accounts

7

1. Choose Drawer of Accounts Bill needs to

make some minor
name changes to
this GL Account

2. Highlight Account to Edit
3. Update Name

Click <OK>

0120 03 ©0120-03 - Miscellznecus General Expenses (R2)

Name dlanecus Generzl Expenses (R2) &0130-03 - Workers Compensation {R2)
&1000 - Administrative Labor Expense
GIL Account Details 61010-00 - Executive, Administrative & Support Labor (CORP)
Title ®) Active Account &1020-00 - Marketing & Design Labor (CORF)

BExternal Code £1060-00 - Indirect Labor (CORP)
Currency All Currencies - 51200-00 - Health Insurance & Medical (CORF)
[ Confidental Lo . £1210-00 - 401k Matching (CORP)

61230-00 - Payroll Taxes (CORP)
Balancs 0.00 s - £1235-00 - Staff Benefits Other (CORP)

51240-00 - Workers Compensation Admin (CORF)
SiL sccount Properties £2000 - Professional Services
Account Type Expenditure -

52010-00 - Professional Fees: Consulting (CORP)
£2015-00 - Professional Fess: Legal [(CORP)
£2020-00 - Professional Fees: Accounting (CORP)
£2025-00 - Professionzl Fees: HR [CORP)
6203000 - Professional Fees: IT (CORF)

EXL - Restaurant Labor

£3002 - Restaurant Labor Expense [Retsil 1)

£3010-02 - Front of House Labor (R1}
£3015-02 - Back of House Labor (R1)
£3020-02 - Management Labor (R1}

Lizhilities
Exquity

—
Revenues

£3025-02 - Temporary Labor {R1)

£3020-02 - Indirect Lsbor [R1)

£3035-02 - Health Insurance & Medical (R1)

£3040-02 - 401k M=tching (R1) |

£3045-02 - Payroll Tasxes (R1)

£3050-02 - Staff Banefits Rest #1 (R1)

53003 - Restaurant Labor Expense (Retail 2)

F—
Expenses
5—!!
Financing

[] Block Manual Posting

£3010-03 - Front of House Labor (R2)
£3015-03 - Back of House Labor {R2)
£3020-03 - Management Labor (R2}
£3025-03 - Temporary Labor {R2)
[ Reval, (Currency) 63030-03 - Indirect Labor (R2)
£3035-03 - Health Insurance & Medical (R2)
63040-03 - 401k Matching (R2)
[] Exclude From EBITDA &3045-03 - Payroll Taxes (R2)
Relevant for Cost Accounting 63050-03 - Staff Benefits Other (R2)
- EXS - Selling Labor & Expense
£4000 - Selling Labor Expense (Brewery)
£4010-01 - Sales Labor (EREW)

"t £4015-01 - Indirect Lsbor {EREW)
e hd §4020-01 - Health Insurance & Medical (BREW) Other Revenues and
roup i £4025-01 - 401k Matching (EREW) EnziE=
£4030-01 - Payroll Taxes (BREW) |~

[e0]

F Financials | Spirits



Adding

Modules> Financials > Chart of Accounts

G/L Account | 10035 L]
Name o /‘Bank of America 5678

Gl Account Detsils

Title &) Acti count
Externzl Code
‘Currency All Currencies hud
[[] Confidential Level 4
Bzlznce 0.00 -3 il
G/L Account Properties
Account Typs Other *

[] control Account
[[] Block Manual Posting

[] Czsh Account
[7] Reval. (Currency}

[[] Cash Flow Relevant
[7] Exclude From EEITDA
Relevant for Cost Accounting

) |

" Group il
Casi) Aup il
|_ Add || Cancel | | Account Detsils

~N

Bill needs to add

a new Checking ¢
Account to his
CoA
[ ]
[ ]
Asssts
CTA - Current Assets

10000 - Eank Accounts °

10005-00 -
1001000 -
1001500 -
1002000 -
10025-00 -
10030-00 -
1005600 -
10055-00 -

wWells Fargo Checking 1234

Checking Account 2 (CORP)

Checking Account Payroll (CORP) °
Savings Account (CORP)

EFT Clearing Account (CORP

segment you're adding to

Highlight last account within

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 Number
(00,01,02,03)

Add the Name
Click <Add>

|
Cash on Hand (CORP)
Petty Cash (CORF)
Check Clearing Account (CORP)

11000 - Accounts Receivable

11005-00 -

Accounts Receivable (CORP)

12000 - Inventory

1200500 -
12010-00 -
12015-00 -
12020-00 -
12025-00 -
12030-00 -
12035-00 -
1250500 -
1251000 -
12515-00 -
12520-00 -
1252500 -
13000 - WIP
13D05-00 -
13010-00 -
13015-00 -
13020-00 -
1302500 -
1303000 -

Inventory - Finished Goods - Packaged (CORP}
Inventory - Finished Goods - Kegged (CORP)
Inventory - Packaging (CORF)

Inventory - Raw Materials {CORP)

Inventory - Brewery POS & Merchandise (CORP)
Inventory - Restaurant Food & Beverage (CORF)
Inventory - Retail Merchandise {CORP)

Semi Finished Good - Wort (CORP)

Semi Finished Good - Green Beer (CORP)

Semi Finished Good - Dry Hopped Beer (CORP)
Semi Finished Good - Barrel Aged Beer (CORP)
Semi Finished Good - Bright Beer (CORP)

WIP - Wort (CORP)

WIP - Green Beer {CORP)

WIP - Dry Hopped Beer (CORP)
WIP - Barrel Aged Beer (CORP)
WIP - Bright Beer (CORP)

WIP - Finished Goods (CORP)

15000 - Other Current Assets

15005-00 -
1501000 -
15015-00 -
15020-00 -
1502500 -
15030-00 -
15035-00 -
1504000 -

AP Down Payments (CORP)

Prapaid Raw Matzrizls (CORP)

Prepaid Expenses (CORF)

Prepaid Insurance (CORP)

Prepaid Taxes (CORP)

Employes Advances Recsivable (CORP)
ACH Holding (CORP)

Undeposited Funds {CORP)

LTA - Long Term Assets
15000 - Ficed Assets

16005-00 -

Erawing Equipment ({CORP)

™5

Lo s oo o]

Other Revenues and
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Editing & deleting

Modules> Financials >Edit Chart of
Accounts

Edit Chart of Accounts EDIT

G/L Account Detsils Assets 1. From the ‘Edit Chart of Accounts -
— A " CTA - Current Asssts

G 10000 - Bank Accounts Selection Criteria’ window, select
GfL Account 10005-00 10005-00 - Welk Fargo Checl . . .
Account Name Wells Fargo Checking 1234 10010-00 - Checking Accoun’ WhICh Drawer to edlt & CIICk <°K>
10015-00 - Checking Accoun’
Ee-di. > 3 10020-00 - Savings Account | 2. Highlight account that needs to be
10025-00 - EFT Clearing Accc X
10020-00 - Cash on Hand [0 edited
- Pethy Cach (CORP

10 00 - Check Clearing A« “: - . .
11000 - Aeeourt eca i 3. Utilize fields on left hand side to edit

11005-00 - Accounts Receival G/L Account Details &/or G/L Account
12000 - Inventory .

12005-00 - Inventory - Finish Location
Assets 12010-00 - Inventory - Finish

Liabilities 12015-00 - Inventory - Packs .
Equity 12020-00 - Inventory - Raw M 4' CIICk <Update> <°K>

ot of Saes tig::ﬁ - :n'.len:{:r\,-' - Eﬁ BI” wants to
- - Inventory - hetail
12505-00 - Semi Finished Gos mO\_/e the
Prenet . 12510-00 - Semi Finished Gos location of a
ZFLENERL St S 2 12515-00 - Semi Finishad Gog
i 12520-00 - Semi Finished Gos couple G/Ls and
[[ ok || cmneel || selectml || Clear Selection 12525-00 - Semi Finished Gos delete one or

B 13000 - WIP ¢ his b
13005-00 - WIP - Wart (COR WO Nnis brewery

13010-00 - WIP- Green Be=rl Wil not be using
13015-00 - WIP - Dry Hoppe at all

13025-00 - WIP - Bright Beer
13030-00 - WIP - Finished Goo®
13020-00 - WIP - Barrel Aged Beer (CORP)
15000 - Other Current Assets
15005-00 - AP Down Payments (CORP)
15010-00 - Prepaid Raw Materizls (CORP)
15015-00 - Prepaid Expenses (CORP)
15020-00 - Prepaid Insurancs (CORP)
15025-00 - Prepaid Taxes (CORP)
15030-00 - Employes Advances Receivable (CORP)
15035-00 - ACH Holding (CORP)
G/L Account Location 15040-00 - Undeposited Funds {CORP)
LTA - Long Term Assets DELETE
Dirawier Assats il 16000 - Fived Asssts
e 10000 = 16005-00 - Breving Equipment (CORP) 1. Highlight account to
16010-00 - Build Cost (CORP) defl=s
Loc. in Drawveer First - 15015-00 - Build Improvements {CORP)
16020-00 - Computer/SoftwiarePhona (CORP)
16025-00 - Kegs / Cooperage (CORP) 2. Right Click and select |

& lox ][ cened ‘Delete Account’

Revenuss 12025-00 - Inventory - Brewsy \

Expenses
Financing

-
3. Click <Update> <OK> -
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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.

Modules> Financials > Journal Entry>

Real Life Scenario:

Penny needs to manually
enter a Journal Entry to fix

errors from a previous A/R
Invoice.

Posting Date Remarks
11/22/2016 AR Invoices - C1140

uﬁ =1 a

O Chart of Accounts -

O Edit Chart of Accounts

Series Number  Posting Date Dus Date Doc. Date Remar [ Fixed Exchange Rate
O] Account Code Generator |Primery | [15116 | 11/25/2016 [ 11/25/2018 |[11/25/z016 I | [ Reverse
Origin Origin No. Trans. No. Template Type Template Indicator Project [[] Adj. Trans. {Period 13)
[ ZEGEIERy [ I I I hd I i |
3 Journal Vouchers Trans, Code Ref, 1 Ref. 2 Ref. 3
) [ id| I I | [ Automatic Tax
[ Posting Templates [] Manzge Deferred Tax

1 Recurring Postings
I Reverse Transactions

Blankst Agreement

1 Exchange Rate Differences } Expand Editing Mode
1 Conversion Differences

# G[LACCH/EP Code  GL Acct/EP Name Debit Credit Tax Posting Account | Tax Code | Tax Jurisdiction Type | Tax Jurisdiction Code | Federal TaxID | Tax Amount
O 1099 Editing 1 ’_‘

[ Finandal Report Templates
O Process Checklist

O Document Printing

S5 Joura Voucher Report # G/L Acct/BP Code G/L Acct/EP Name Debit —
E5 Fixed Assets 1 = Clidd Austin Beverages Co. $ 4,512.50
B3 Internal Reconciiations

Sales Tax Payable (CORP) 5 0.00
Sales - Kegged Beer (EREW) 5 4,612.50

—

2 |=F 2401500
3 |=F 40010-01

B Budget Setup
B Cost Accounting

3 Financial Reports
=0 e
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Posting templates

Posting Templates are an easy way to create a journal entry 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>

Real Life Scenario:

Penny wants to create a template for
payroll so she can simply enter $$$
amounts impacting each GL every pay

1. Add Code (i.e. Payroll)

2. Add Template Description

3. Select Account(s) you want to

hit

period. ;
4. Click <Add>
_G-ﬁﬂmﬂ*tofmm B | | Code Template Description

i posting | |PAYROLL | Payroll Template
1 Account Code Generator |C°d2 IR :'
1 Journal Entry [] automatic VAT o
B Journal Vouchers GIL Acct/BP Code G/L Acct/BP Code G/L Account/BP Name
[ Posting Templates . 10015-00 Checking Account Payroll (CORP)
O Recurring Postings = 5300501 Girect Labor - Brewhouse (BREN)
F Reverse Transactions =+ 53010-01 Direct Labor - Cellar (BREW)
| Eimsss s = 53020-01 Direct Labor - Quality Control {Lab) (BREW)
1 Converson iffrences = EDOTO-01 Benefits & Payroll Processing (BREW)
: if::‘:pwmm = 61210-00 401k Matching (CORP)
. Procees it =y 61230-00 Payroll Taxes (CORP)
[ Document Printing I I
1 Journal Voucher Repart
E5 Fixed Assets

B internal Recondliations

Financials | Spirits
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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.

Chart of Accounts

Edit Chart of Accounts
Account Code Generator
Journal Entry

Journal Vouchers
Posting Templates

Modules> Financials > Recurring
Postings

Code Instancs Description
o I
Ref. 1 Ref, 2 Ref. 3 Trans. Code Remarks
I I Il hd|
[ Automatic Tax [] Manage Deferred Tax
G/L Accl/EP Code  G/L Account/EP Name Debit Credit Tax Posting Account | Tax Code

Tax Jurisdiction Type | Tax J.

Real Life Scenario:

Penny wants to
create a recurring
posting for
DirectTV. She
knows it comes out
on the 29t of each
month.

Financials | Spirits
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Real Life Scenario:

Penny is ready to
check recurring
postings and
execute the Journal
Entry.

5 b The pastings listed below should be executed today
I:I Deselect rows you do not want to execute
DMT@: The date of the recurring postings transaction will be:
() Current System Date
‘1 (*) Regurring Postings Date
#  Posting No. Description Date Value Instance
.- DirectTV Tap Room Direct TV Subsc 11/0%/2016 % 450.00 3z
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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!

[ BP | PBudget | Servics [ Dsplay | Font&Bkgd | Path | Inventory |
[] perform Data Check [] use Proxy Server for Web Connection
[] open Exchange Rates Table

Display Recurring Postings on Execution

[ ] Displey Recurring Transactions on Exscution
[] send Alert for Adtivities Scheduled for Today
Display Inbosx When New Message &rrives
[[] Open Window for Credit Voucher Ref. Update

[w] Display Worklist When New Task Arrives ") Outlook E-Mail

Telephone Mo,
Update Messages (Min.) Area Code | |
Screen Locking Time (Min.) For External Line

Open Postdated Credit Vouchers Window

Tha postrgs bubwd baboryy Boud ba eoscuted bedry
Doahad] Piri Wi S5 Rl el b Eeecut

The date of the Fecurrisg pocbisgs tranesction wadl be

) Cyrenra Systnes Catn

(3} Reguring Postings Dute:
—— | #  Poiling ko CHcTptor et WL gl 2
E 77 peary Tap Risewm Cirect TV Subse 1105206 § 5000 n
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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!

This is a list of all

Sales - AR Purchasing - AP

documents/functions Sales Quotations Purchase Request
that can be saved as Sales Orders Purchase Quatation
drafts! Deliveries Purchase Orders
ratts: Returns Goods Recsipt PO
AR Down Payment Goods Return
= AR Invoices AP Down Payment
AR Credit Memacs AP Invoices
Customer /c1151 A[P Credit Memos
Name Jack’s Liquor Store )
Contact Person &
Cust: Ref. No.
B: Cc::'reerncy 2 vis Inventory Inventory Counting Transactions
Goods Receipt Inventory Counting
Goods Issue Inventory Opening Balances
Inventory Transfer Reguest Inventory Posting
Inventory Transfers
| Contents [ Logistics [ Accounting R —
‘Volume and Weight Calculation...
Item/Service Type Item bt Packing Sli '
# | Ttem No. Ttem Descripbion Quantity e _ [ Total (LC)  UoM
1 o 1003-B12750  Huckleberry Vodka - Case 12 x 750ml Bottles Opening and Closing Remarks $ 32,847.00 | M3
2 Transaction Journal..
[  Journal Entry Preview
Save as Draft
o

Peter (the inventory guy) and Penny know
the same 100 cases of Vodka get sold to
the same Customer every month. Penny
decides to have a draft A/R Invoice
prepped so she can have it ready to go

/ ( Real Life Scenario: \ 1.

h time!
=

/ Y,

Open function (i.e. A/R Invoice)

2. Fill out pertinent details (i.e. Customer & Item
Details)

3. Right Click > Save as Draft

[[ Add || Cencel || Finalze
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( \ 1. Modules > Sales - A/R/ Purchasing - A/P > Sales/Purchasing Reports >
Document Drafts Report

Select which type of drafts you wish to view

Click <OK>

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!

Drill into which document you need to edit via yellow arrow

o p W N

. Make edits (i.e. dates & prices) and <Add> as normal

Document has been successfully added, and original draft remains
intact for future use.

6. Toremove a draft, highlight the draft row, Right

K / Click > Remove

fi» sales - AJR T
 Document Drafts Report - Selectii ™ = e —
E Name Jack’s Liquor Store Status Draft
Contact Person bl & Paosting Date 05/05/17
"|  Customer Ref. No. Due Date Jos/15/17| =
D User SI:Erg - |Local Currency » Document Date 05/05/17
o O
Diate =
= DocumentDeft
Sales - AR [Document e, Contents | logsts | Accounting ! Attachments |
D SBE [\ A/R Invoices =P | Item/Service Type Item o Summary Type No Summary D
Sales | AJR Invoices 10 # Item No. Item Description Quan! Unit Price Discount % Tax Code Total (LC) UoM Code
D . 1 = 1003-B12750 Huckleberry Vodka - Case 12 x 750ml Bottles 100 $ 328.4700 0.00 =» EX $ 32,847.00 Manual
Delive 2 0.00
| Returi
AfR D
|
AfR I
= AR C
=
=
Inventory ) :
= ol |
Good:
| Good, Sales Enpldyed -No Sales Employee- hd [© Total Before Discount $32,847.00
Owener 5
| Tnwven Discount %
[ Total Weight 3,100.00Lb [[c] Total Down Payment
Inven Volume 237.750 GAL Ee‘gh‘ =
Rounding 50.00
D Est, Pallet Spot 1.670 Tax
E Applied Amount
[« Balance Due $ 32,847.00
= GemPoRRE [ ]
[ | e | T
[=r Sales Reports
[E Open Items List
B Document Drafts Report
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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.

Modules> Sales or Purchasing > Recurring Transaction Templates>

> sales - A/R M Recurring Transactions

™ Recurring Transaction Templates

“E" Purchasing - A/P

Recurring Transactions - Templates

# Template Type Doc Mo, Recurrence Pericd  Recurrence Date  Start Date Nestt Execution a Valid Until EP Warehouse Prices Updats
101 Sales Quatation 10000 Manthhy * Ont * 017012013 01/01/2017 CI005 AL O
2 |2 Sales Quaotstion 10000 Maonthhy v ont - o1f01/2013 01/01/2017 C1010 AL O
2 |3 Sales Quotstion 10000 Manthhy * Onl 01012013 01012017 C1015 AL O
4 4 Sales Quatstion 10000 Maonthhy v ont - o1f01/2013 01/01/2017 C1020 AL O
WG Sales Quotstion 10000 Maonthhy v ont - 01012013 01012017 C1025 Al O
& |6 Sales Quatation 10000 Manthhy * Ont * 01012013 01/01/2017 C1030 AL O
7 |7 Sales Quaotstion 10000 Maonthhy v ont - o1f01/2013 01/01/2017 C1035 AL O
z 8 Sales Quotstion 10000 Manthhy * Onl 01012013 01012017 C140 AL O
3 9 Sales Quatstion 10000 Maonthhy v ont - o1f01/2013 01/01/2017 C1045 AL O
10f" 10 Sales Quotstion 10000 Maonthhy v ont - 03/04/2014 01012017 C1050 Al O
lECK AfRInvoice ¥ o0 10223} Monthhy * Ont ¥ | 13012016 01012017 C1001 AL O ]

List of Documents - Drafts

o v 1. Open Recurring Transaction Templates

£ & Dae BP Detsis 2. Add Template Name

1 10151 04/10/2014 Tap Room

2 10185 07/15/2014 Tap Room 3. Select Type of Document that will be recurring (i.e.

3 10185 11122014 Tap Room A/R Invoice)

4 10273 11/30/2016 Tap Room

§ 10223 12/042016  Jack’s Tap & Growl 4. Click circle to open ‘List of Documents - Drafts’ to

choose your draft
5. Fill out Recurrence specifics for this transaction
y 6. Click <Update>
Chocse || Cancel || mew 7. To view recurring transactions scheduled for the

day, open Recurring Transactions
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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!

E‘D Administration o

B Choose Company At the Beginning of Ezch Session

[ Exchange Rates and Indexes L] Perform Data Check
[[] open Exchange Rates Table
[E=r System Initizlization || Display Recurring Postings on Execution
Display Recurring Transactions on Executicn
O Company Details [7] Send alert for Activities Scheduled for Today

Display Inbox When New Message Arrives

B General Settings ] open Window for Credit Voucher Ref. Update

Posting Periods
= - Display Worklist When Mew Task Arrives
B Authorizations
O Document Mumbering Updste Messages (Min.) 5

; Screen Locking Time (Min.) 30

O Document Settings Open Postdated Credit Vouchers Windows Mo
[ Print Preferences
[ Menu Structure

[ E-Mail Settings
B3 Cpening Balances

E3 Implementation Center

| BP | Budget | Gervices | Display | Font&Bkgd | Path | Inventory | Resources | Cash Fioy

Internet Definiticns
[ Use Proxy Server for Web Connection

Int

Default E-Mail Method
(®) SAP Business One Mailer
() Outlock E-Mail

Telephone Mo,

Area Code
For External Line

¥ Map Service Google Map -
History / Log k)

B se
&=

e Modules > Administration > System Initialization > "
General Settings > Services Tab

e Checkmark the box for: ‘Display Recurring
Transactions on Execution’

e C(Click <Update> <OK>

Now when you log-in to Orchestrated, the 'Recurring
Transactions’ box will open, and you will be able to choose

to <Execute> and/or edit them (via drilling in with the T
yellow arrow) before posting.

F Financials | Spirits
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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 reportto 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!l *Blue
values are payments that were recorded prior to the
vendor being flagged as 1099*

support.orchestra
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Banking functions

Incoming payments

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!

[ |

© INCOMING PAYMENT P\ _/

1. Incoming Payment 2. Payment Means 3. Deposit Check or Cash|

Who: Who: Who:
Accounting department Accounting department Accounting department
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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
(10099-00).

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.

1. Post to
Check

. PaymentMeans C|earing O] I

Currency s ACCOUHt

Check | Eank Transfer ] Credit Card I Cash l_
A

GfL Account < | 10093-00 Check Clearing Account (CORP)

[7] search by Bank Code

#  Due Date Amount Country  Bank Name Branch Account | Check No. Endors.

i 1z0z/201s [ 5 B,046.00 USA L r 1234 No -

usa v - 2 Mo -
2. Fill out . 5. Fill out the
the Due 3. Fill out the Check No.
Date (date Amount
the check (Ctrl+B will
is received) bring in the |
/ full balance) |
r— /
" 6. Ensure

Overall Amount g 045,00

eetonce Due Overall Amount

Bank Charge & Paid Amounts

id i
match (so there - —
is no balance -
due) )
v
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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!

e T

Account incoming

payment has been 2. Select date of \
made to (i.e. your

checking account) Incoming payment| 3. Include .
Reference (if you

L choose)

Bank Transfer

Owerall Amount S E.046.00

Balance Dus 4. Entel’ tOta|

Bank Charge | amount pald Vla
| I datetead Bank

Transfer/Credit

== Card
Cash: Cash is easily entered. Just verify which G/L account the incoming pay

(Petty Cash 10098-00) and you'll be set knowing the breakdown of cash before you make
your actual deposit at the bank

( 1. Verify G/L :
account cash O] x|
should post to

2. Enter total
amount paid
via Cash

Sweetness!

Total

Overall Amount 5 B,045.00

Ealance Dus 5 5,045.00

Bank Charge

== paid
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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.

QBN Sl H e > FE @I b R

12001 =]
Whole Foods - Portland

[TTTTTTTTTT=F=T%§

o o o £ (VI F SR

2K

o

Al

FREELH

gORg

Fl

D ey s S
Incoming Payment: i
10144

12/02/2016 |
$3,400.00
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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 Functionality.

Modules> Banking > Incoming Payments > Incoming
Payments

Y ~N
Ef Administration BP Code » [c1om 5) Customer Journal Entr Mo, |Primary =| [10146
. Name Jack’s Tap & Growl ) Vendor 1 Posting Date 12/05/2016 =
() Financials Bil To Jack'sTv| 1234 Ma‘l:Street ") Account Preﬂ to see Due Dibe 12/05/2016
2 Opportunities Maty, OR se765 which GL Document Date 12/05/2016
Reference
&> sales- /R . - accounts will be Transacion He.
"I Purchasing - A/P — impacted
22 Business Partners
ﬁb Banking

[ Incoming Payments
O Incoming Payments
Selected Document No.  Installment  Cust/Vendor Ref. Mo, Document Type  Date *  Overdue Days Total Balznce Dus Blocked Cash Discount % Tetal Rounding Amount = Total Payment D

. 10218 1of1 g N 10/04/2016  * 32 $ 3B4.00 $ 38400 0.00 < 38400
1 Credit Card Manageme o 10221 1ofl > IN 11/22/2016 -17 5 350.00 $ 350.00 0.00 5 350.00

[ Check Register

E5 Deposits

= Outgoing Payments

1 Payment Wizard

E5 Bank Statements and Exte
[ Check Number Confirmatic
O Document Printing

[ Payment Orders

[E5 Banking Reports

’E__g|g Inventory

p¥| Resources E

|:| Payment on Account

“q Production 1. Select the Business Partner
5 MRP (Customer) that sent in payment * &

Tetal Amount Dus 5 74

Ju~ Service

& Human Resource 2. Check/Fill out the proper dates
Reports

%, Integrations 3. Checkmark the invoices that are
e = being paid Pr—

Open Balance

Deselect Al || Select All H Add in Seq T

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

5. Click the Payment Means icon to
the right of the ‘Total Amount Due’
field
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Currency =

| heck | BankTranser |  CredtCard |  Camsh |
G/L Account = | 10095-00 Check Clearing Account (CORP)
[7] Search by Bank Code
#  DueDate Amount Country | Bank Name | Rranch | Account | Chack Ne. | Freers.
1 | 12/05/2016 STH00 USA Y
2 |DL05 2017 usa L/ . . .
6. Indicate the type of incoming

payment(s) Check | Bank Transfer |
Credit Card | Cash

7. Fill out payment information

SRl 8. Double check that no balance is due
(ensuring you've added the entire
payment amount)

Overall Amount S 744000
Balance Dus .
9. Click <OK> to add Payment Means
Bank Chargs
R [ 10. Click <Add> to add
——————————————— the |ncoming Payments for the
Invoices
11. Right-click >
A/R Invoice
& &
10218
10/04/2016
$ 384,00
Incoming Payments
10146
12/05/2016
$ 744,00
A/R Invoice
&&
10221
11/22/2016
S 360.00
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Payment wizard
If you're looking for an option to input multiple incoming payments for multiple Customers at
the same time, look no further! You can utilize the Payment Wizard!

1. Open the Payment Wizard and click <Next> \
2. Select Start New Payment Run Modules> Banking > Payment Wizard
3. Click <Next>

4. Enter a Payment Run Name

5. Choose the date for the Payment Run (defaults to current date)

6. Checkmark Payment Type & Payment Means (i.e. Incoming/Bank Transfer)

7. Checkmark BP Reference Number

8. Click <Next> 5 Banking

9. Click <Add to List> to add all Customers with a balance to the list B Incoming Payments
10.Click <Next> [ Incoming Payments
11.Set Document Parameters (Selection Priority is typically left at Due Date) [ Check Register
12.Specify the Due Date e s e

B Deposits
13.Click <Next>
B3 outgoing Payments

14.Checkmark the Payment Method to be utilized (i.e. IN-EFT) = Payment Wizard

15.Click <Next>

16.Checkmark which Customers have sent in payment. For individual invoice detail, click <Expand
All>

17.Click <Next>

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

19.Click <Next> <Yes> <OK>

20.Payment Run Summary shows # of added payments. To view documents/reports,

click the ellipsis next to the summary you wish to view/print found at
support.orchestrated.
21.Click <Finish> com

TIP: A Payment
Wizard tutorial can be

22.0pen Incoming Payments function to view payments added via the Wizard!
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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!

/111 Banking
B3 Incoming Payments
= Deposits Modu|§s> Banking > Deposits >
Deposit
[ Deposit

Deposit Mo. 10013 Series | Primary - Deposit Date 12/05/2016
Considered Unti 12/05/2016 Bank
Deposit Currency US Dollar hd Eranch
GfL Account bl o+ | 10D0S-00 Wells Fargo Checking 1734 Account
Bank Referencs
Payar

TIP: Right-Click: Journal
| Checks CreditCard |  Cash | Entry Preview to see which
GL accounts will be

Disp! ks From Check Clearing Account (CORP) b

= : impacted
# Diate Check Bank Branch Account Mo, BPfAccount Code BPfAccount Name  Check Amount  Project Incoming Payment
1 [0 42805 153n C1020 Coors Distributing Co § 16,874.40 10139
2 [ |esiziz;ns e7 C1005 Pacific Distributing Inc ~ § 10,531.20 © 10140
3 [ |es/i5f2015 5632 C1005 Pacific Distributing Tni S 27,723.61 10141
4 [ 11217016 4536 Bank of Amsi C1025 Eastern Star Distributi $ 530,10 o 10142
5 [] |1zfozf2016 | 12345 C2001 Whale Foods - Partls $ 3,400.00 ~ 10194
6 [ |1zfosfao1s 1734 C1140 Austin Beverage Co. S 4,813.04 10145
7 [ |izjosfaoie 12345 C1001 Jack’s Tap B Growl § 744.00 . 10146

/ 1. Select the G/L Account (i.e. your \

Checking Account)
No. of Chech 0 2. Verify the date the deposit was made

3. Checkmark the checks queued up to be
deposited into your checking account

ks

T K 4. Click <ADD> /
L Add | | Cancel Reconcile Amounts After Deposit
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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!

O

© OUTGOING PAYMENT PROCESS

1. Outgoing Payment 2. Payment Means 3. Print Check

Who:

Accounting department

Who:

Accounting department

Who:

Accounting department

i

== )

;

Why: Why:
Use open A/P jce To determine how the eck (trig
and attact typ yment sent out k # blank in
What: What:
g Adjusts your balance with the ttot — Adds check to check printing queue
vender and takes money out of EFT, check, cash) H

bank account
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Outgoing payment means

You will be paying your Vendors via Check, Bank Transfer, Credit Card or even
{ﬁi 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 OBeer whether or not you'll be writing it manually or will be printing
directly from the software.

Curreng =

ﬂ Check ) Eank Transfer |  CreditCard [ Cash |

[7] search by Bank Code

#  Due Date Amount Country Bank Mame Branch Account Manual Check  Check No. GfL Account Endors. Primary ...
1 12/05/2015 $ 10,000.00 USA * Wels Farge T 999 v O 0 o 19991-99 No -
2 01052017 UsA - A A O
4. If Printing your Checks from
1. Choose the 3. Select your
Due Date Bank y 3. ghoose OBeer, leave Checkbox and Check
WL"Chk. No. BLANK
2. Verify the m Checking "
account the If manually writing your checks,
Amount you . ' '
will be paying check will be Checkmark ‘Manual Check’ & fill out
(Ctrl+B will drawn from the next Check No. you'll be using
bring in entire -
Balance)
. 5. Ensure
Overall Amount 5 10,000.00 Ove ra ”
Balance Due Amount and
Bank Charge Paid match so _
L ook [ conce no Balance is paid SELSES
Due
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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!

Currency B . 1. Choose G/L \

Bank Transfer Account 2. Select date of

outgoing outgoing payment | 3. Include
payment will be Reference (if you
made from (i.e. L choose)
your checking

‘ account/credit ot

verall Amoun , card GL
— = \ ! 4. Enter total
== amount paid via

Bank
Transfer/Credit

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!

Currency s ]

[ Check | BakTransfer | CredtCard (| Coh 1. Verify G/L \

G/L Account = [10005-00 Welks Fargo Checking 1234 account cash

should post from
2. Enter total
Sweetness! amount paid
via Cash
_$ 10,000.00
Total

Overall Amount < 10,000.00

Balance Due $ 10,000.00

Bank Charge —— =

paid

F Financials | Spirits 31



Outgoing payment options

Involve

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.

-

% 1,100.00
R
% 1,100.00

£ 1,100.00
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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 > Outgoing Payments > OQutgoing
Payments

/
) - A TIP: Right-Click: =
inCutgoing Bayments ] =
ED Administration Code 5 [vio1s %[J ourna | E ntr Na. Primary | |10032
- Name Hopunion ar M Posting Date 12/05/2016
) Financials Pay To Bil To | | 3177 First Strast Naceount —P review to see Due Date 13/05/2018
3 Opportunities Salt Lake Gity, UT 22354 Wh |Ch G I_ Document Date 12/05/2016
Reference
(> sales-A/R B Transaction No.
p— Contct s ke ks accounts will be
Purchasing - A/P — .
2%, Business Partners m pa Cted
ﬁb Banking
B Incoming Payments ices vith matching Biling Addrass
E3 Deposits
[ Outgoing Payments Se Document No.  Installment Cust./V.. Doc.. Date *  Overdue Days Total Balznce Dus Blocked Cash Discount % Tota.. Total Payment Digtr. Rule  Payment Order...
v . 10062 1cf1 < PU 12/05/2016 -30 5 625.00 5 500.00 0.00 5 500.00
[ Outgoing Payments L 10063 iofi ] pU 12/05/2016 -30 £ £75.00 £ 67500 0.00 £ E75.00
[ Checks for Payment
[ Void Checks for Payment
[ Checks for Payment Drafts Report
[ Payment Wizard
3 Bank Statements and External Recondiiations
[ Check Number Confirmation 1 L4
O Document Printing [ payment on Account 0.00
[ Payment Orders
Tatal Amount Dus s 117500
E3 Banking Reports Remarks
[Fab Inventory Journal Remarks Outgoing Payments - V1016 Open Balance
Hl Resources v Payment Wizard
al = o _
T Production 1. Select the Business Partner (Vendor) DasskciAl || seetAl ][ Adiin sequence
% MRP
— that you need to send payment to r

2. Check/Fill out the proper dates

3. Checkmark the invoices that are
being paid

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

5. Click the Payment Means icon to the
right of the ‘Total Amount Due’ field
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‘Currency =
| check [ BenkTrensfer | credtcad | gmh |

[] Search by Bank Code

# DueDate Amount Country Bank Mame Branch Account Manuzal Check  Check No. G/L Account Endars. Primary ...
1 13f05/2016 S LI75.00 USA - wells Farge T e O 0 = 19991-59 N - [
2 01/05/2017 usa - - - O 0 Mo -

6. Indicate the type of outgoing payment(s)
Check | Bank Transtfer | Credit Card | Cash budl

5 1,175.00
7. Fill out payment information
Oversll Amount 5 117500 8. Double check that no balance is due
:"‘:‘3;““* (ensuring you've added the entire
n arge
o payment amount) - e
————————— 9. CIICk <OK> to add Payment Means I ————————————
10.Click <Add> to add the Outgoing
Payments for the Invoices
Business Pastners 11.Right-click > Relationship Map to
YHis see/verify applied payment
Hopunion
A/P Invoice
&
10052
12/05/2016
Outgoing Payments $ 625,00
10032 —
12/05/2016
$ 1,175.00 AIE tmein
& &
10063
12/05/2016
$675.00
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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

1. Open the Payment Wizard and click <Next>
2. Select Start New Payment Run
3. Click <Next> /||| Banking
4. Enter a Payment Run Name I Incoming Payments
5. Choose the date for the Payment Run (defaults to current date) B Incoming Payments
[0 Check Reqister
6. Checkmark Payment Type & Payment Means (i.e. Outgoing/Chec
[ Credit Card Management
7. Checkmark BP Reference Number B Deposits
8. Click <Next> B3 outgoing Payments

9. Click <Add to List> to add all Vendors with a balance to the list O Payment Wizard

10.Click <Next>

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

12.Specify the Due Date

13.Click <Next>

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

15.Click <Next>

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

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

19.Click <Next> <Yes> <OK>

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

21.Click <Finish>

22.0pen 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.

1
@ Banking ]
= Modules > Banking > Document
ncoming Payments : H
Printina
B3 Deposits )
= Qutgoing Payments
[ Outgoing Payments Document Type |Checks for Payment -|
Chedks e i 13012018 12/09/2016 |
- [E— Posting Date From [12f01/2016 | To 03/2016
Print Checks [To Be Printed |
[ Void Checks for Payme Bank Account
1 Checks for Payment Dr Country \usa d
Bank |wells Fargo w|
O Payment Wizard Account 3999 |
B Bank Statements and Exter | B7=<h | |
O Check Number Confirmatio Obtsin printer settings from default printing leyvout
e Internal ID From [ 1w [ ]
= Payment orders Vendor Cods From — P —
- . Duel |k From n%?n%zme To
Banking Reparts - e 1
L ox || cancel | @
Country Bank Account Branch Next Check Mo
us WF 135555 I lI23456 |
Internzl ID Post Dete Vendor Code  Totsl  Totsl (LC)
o 30 12/05(2016 = V1011 $ 1,100 5 1,100.00
= 31 12/05/2016 . V1016 § 1,175 § 1,175.00
[w] o 32 12/05/2016 — V1015 § 52,600 § 52,600.00

ey —

& [ rmt ][ o
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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.

Modules > Banking > Bank Statements and External
Reconciliations > Manual Reconciliation

(|11 Banking

B3 Incoming Payments

3 Deposits e R e e e e e L
B3 Outgoing Payments
= t Wizard Account Code | 10005-00
ayment Hizar Acoount Name Wells Fargo Checking 1234
[E=r Bank Statements and External Recondliations  Currency 5
O Recondiliation Bank Statement
1 Manual Recondliation Last Balance Il
Ending Balance £ 20,132,590
[ Manage Previous External Recondliations End Date 11302016
[0 Check and Restore Previous External Recor
|_ oK | | Cancel |

O Check Mumber Confirmation
[ Document Printing
1 Payment Orders

B Banking Reports 1. Select account to reconcile (i.e. your checking account)

2. Verify Last Balance (the very first time you reconcile, last
balance will reflect as $0)

3. Ending Balance: Enter balance based on your bank
statement/record

4. End Date: Enter end date of reconciliation

5. Click <OK>
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Reconcilation Bank Statement
Aocount Code 10005-00 Statement No.
Displ Al -
Find Last Statement Balance % 0.00
#  Cleared Typs Dizte w Trans. No. Ref. 1 (Row) Payment Deposit Cleared Amount
130 oP 11/22/2016 L1111 10012 % 0.00 % 15,182.%0 % 15,182.50 e
129 DP 11/09/2016 5127 TapRoom % 0.00 $ 450,00 S 450.00
128 DR 10/09/2016 5126 TapRoom < 0.00 $ 450,00 S 450.00
127 DR 09/09/2016 5125 TapRoom < 0.00 450,00
126 DR 08/09/2016 5124 TapRoom < 0.00 450,00
125 DR 07/09/2016 5123 TapRoom < 0.00 450,00
124 DR 05/09/2016 5122 TapRoom < 0.00 450,00
123 DR 05/09/2016 5121 TapRoom < 0.00 450,00
122 DR 04/03/2016 5120 TapRoom < 0.00 450,00
121 DR 03/09/2016 5119 TapRoom < 0.00 450,00
120 DR 02/09/2016 5118 TapRoom < 0.00 450,00
119 Dp 01/09/2016 5117 TapRoom < 0.00 450.00
12 [] |oe 12092015 5099 TapRoom < 0.00 0.00
17 [] |oe 11/09/2015 SOSE TapRoom < 0.00 S > 0.00
116 [] |oe 10/03/2015 SO97 TapRoom < 0.00 § 450,00 < 0.00
15 [] |pe 05/09/2015 SO96 TapRoom < 0.00 § 450,00 < 0.00
114 [] |pp DB/09/2015 SO95 TapRoom < 0.00 § 450,00 < 0.00
113 [] |oe 07/09/2015 S04 TapRoom < 0.00 § 450,00 < 0.00
112 [] |oe D5/09/2015 5093 TapRoom < 0.00 § 450,00 < 0.00
11 [] |oe 05/09/2015 5092 TapRoom < 0.00 § 450,00 < 0.00
1o [] |op D4/09/2015 S5l TapRoom % 0.00 § 450,00 S 0,00
ws [ o 03/09/2015 SO0 TapRoom % 0.00 § 450,00 S 0,00
we [] |op 02/09/2015 G089 TapRoom % 0.00 § 450,00 S 0,00
wz [] |op 01/09/2015 SOEE TapRoom % 0.00 § 450,00 S 0,00 -
‘ y
Total No. Total Amount Cleared Book Balance % 20,132.50
Paymeant 0 < 0.00 Statement Ending Balance 5 20,132,590
Deposit -2 5 20,132,390 Difference < 0.00
\.S:_JL:/ | Reconcile | | Cancel | Save | | Adjustrients
]
1. Enter Statement No. from bank statement (top right corner)
2. Bottom right corner:
a <Save>: If you're working through a reconciliation, you can save and come back to
it later
b <Adjustments>: Use if a document was missed or needs to be corrected
3. Under the Cleared column, check off transactions that match up with your real-life bank
statement
4. If Difference is not $0, an investigation will need to occur.
. Once all is correct, click <Reconcile>
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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.

Woatch a video on
Month End Close a
here! e =Y -

N Y Yy

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

1. Review in-process transactions
— Open Purchase orders & Sales orders
— Goods Receipt POs not invoiced
— Deliveries not invoiced
—  Open Production orders
— Open AP & AR Invoices
— Open AP & AR Credit Memos
Run AR & AP Aging reports
Review Inventory Audit & Inventory Posting List Reports
Count Inventory & post the adjustments
Bank Reconciliation
Run Financial Reports
Run TTB & 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)

Penny runs through
the following checklist
to ensure Month End
Close can be
completed

Noohwbh

0 ®
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e Review in-process

transactions

D Open Documents

Sales Orders (14)

El e

«ction Orders (44)

Deliveries (10)

A/R Invoices (5)

Purchase Orders (30)

Goods Receipt POs (31) =

A/P Invi

c 110/17/2016
|Local Currency d Dy Date |10/14/2016
\Open Items List Cancel
* [%02“
'Currency |Local Currency ¥ Duplicate
Doc. No. Customer C... Customer Name —l Contents I ogistics I Row Details...
= 10029 = C1481  Track 7 Brewing _— New Activity E=—m— |
r = i Item/Service Type [Ttem S— 7 |No Summary h
= 10027 = C1383 Sauced BBQ and Spi — 6] Payment Means... =
> 10026 = C1420 Taplands # Item No. Item Descripti... Quantity Unit B I Distr. Rule  UoM...
. 10025 = C1405 Sprengers 1 ) 1004-K12 Burnside Pale Ale By  Gross Profit... $294.00 Manual
> 10024 = C1030 Beer Thirty 2 lsf  Volume and Weight Calculation...
= 10022 = C1524 Zeitgeist Opening and Closing Remarks
> 10021 = cR13 Hoi Polloi Brewpub Transfer Reguest
= 10020 = C1019 Bacon & Butter
P lten Transfer

e Run AR & AP Aging reports

Close
Minimize
About

Modules > Business Partners > Business Partner Reports > Aging

> Customer Receivables Aging & Vendor Liabilities Aging

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

[7] Display Reconciled Transactions

D Ignore Future Remit

L_OK

|| Cancel

Customer Receivables Aging - Selection Criteria

Group By (®) Customer () Sales Employes Group By () Wendor
Code From To Code From |
Customer Group &ll hd Vendor Group All
= =
[ Contral Accts El Select All [ Control Accts El
Aging Date 11/30/2016 Aging Date

Interval  |Days | 30 &0 30 120 Interval |Days ]
Posting Date From Te 11/30/2016 Posting Date From

Due Date From To Duse Date From
Document Date From To Document Date Fram

11/30/2016
® % " Enter Aging report
To[1y/me date (month end) and
- ensure 'Display

[] Translate Leading Currency at Aging Date

Display Vendors with Zero Balance
[7] pisplay Reconciled Transactions
|:| Ignore Future Remit

Lon(

|| cancel

Customers/Vendors
with Zero Balance' is

checked off.

J
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Customer Receivables Agil 1 1 l
&dia Based on business partner, view =1 EY
Currency Business Partner - (@) p en receiva b | es an d W h et h er Aging Date 11/30/2016 Age By Dus Date -
#  Customer Code Customer Name payment was rem Itted :’wmenl Method Code | 0 - 30 31-60 | 61-9%0 | 91-130 | 121+
1 ». Cl000 Tap Room N-EFT $ 232.00
4 po. Cl001 Jack’s Tap & Growl N-EFT S 284.00
7 k. C1005 Pacific Distributing L N-EFT $ 1,195.00 $ 10,535.71
15 b C1010 Northern Wine & Spirits : R An-EFT $ 10,729.81
20 P C1015 Western Eagle Disitributing A/“Z $ 120,597.20 IN-EFT $ 120,597.2
29 P . C1025 Eastern Star Distributing $ (1,675.00) IN-EFT $ (1,675.00
32 b C1030 Ben H. Keith Beverages $ (99.00) IN-EFT $ (100.00) S 1.01
325 P Cl035 Southern California Wine & Spirits $ 11,799.00 IN-EFT $ 11,799.00
39 p. C1040 Smith & Smith Beverage Co. $ 6,561.00 IN-EFT $ 6,561.01
42 b C1045 RJ Barrinton Dist. $ 17,028.30 IN-EFT $ 17,028.3(
46 P C1050 RA Jacksons $ 19,297.60 IN-EFT $ 19,297.6/
48 b C1080 Fox Distributing Co. $ 2,958.00 IN-EFT $ 2,958.01
50 b C1085 Pennsylvania Beer Distributors Inc. $ 75,447.73 IN-EFT $ 75,447.7
53 P €1135 Henry J. Smith Distributing $ 11,049.90 IN-EFT $ 11,049.91
55 k. C1140 Austin Beverage Co. $ 14,446.54  $ 4,612.50 IN-EFT $ 9,834.0:
61 P C2001 Whole Foods - Portland $ 6500.00 § 3,000.00 IN-EFT \ $ 3,500.0¢
65 P C2002 Albertson’s Stores $ 2,215.00 IN-EFT . $ 2,215.00
68 h. C2003 Thirsty Lion Pb & Grill $ 2,216.00 IN-EFT Cl |Ck h ere to | $ 2,216.01
70 po. C2005 Edgefield McMenamins $ 1,600.00 IN-EFT . $ 1,600.01
view
invoice-level
detail
s 320,150.35 $ 14,783.58 $ 1479.00 | 5 3035077
9% 100,00 % 4,62 % 0,46 Vi 9% 54,32
< [ . 3
Q@ [ ox | [ Epandai |[)  Coleps=al
—— —

F

e Review Inventory Audit & Inventory Posting List Reports

Modules > Inventory > Inventory Reports > Inventory Audit

Inventory Audit Report - Selection Criteria Specify period to run report (through Month End).
—-— o o o 1
Tip: narrow report by item group. Review
Posting Date *| From [ To 11/30/2016 . . .
. cumulative quantity based on posting date. :
[EMS .
Inventory Audit Report A Jl@ Izl
Code Ecom Date From Date To 11/30/2016 Ttems FinGaood: Bottled
Itzm Group FinGood: Bottled Currency US Diollar Warehouses Al
Ignore #  Item No. Description Document  Whse  Quantity Cost Trans. Valua Cumulative Qty Cumulative Value
1 b 1001-B213  Amber Ale- Case 2/12/12 Bt 313.00 7.585.22
;
[ GiL Accounts EI 2 Py 1001846 Amber Ale - Case 4/6/12 BH 853,00 7,782.06
Warehouses 3 ko 100Z-B46  Pale Ale - Case 4/6/12 BH 248.00 2,014.12
4 B 1003-B45  IPA - Case 4/5/12 Bt 353.00 £545.30
Whss Code 5 B 1004-B212  Stout- Case 2/12/12 BY 57.00 2,154.27
& P 1004-B45  Stout- Gase 4/6/12 B 5.00 28,48
T 7 B 1005-B1222 Portandis Parter - Case 12/22 B 365.00 11,841.18
Fvz & B 1005845  Portlandia Porter - Case 4/5/12 Bt 161.00 2,022.16
Gso1 S B 10068212  Blonds Back - Case 2/13/12 BY 737.00 7,568.99
HS01 10 b 1006845  Blonds Back - Case 4/5/12 Btl 473.00 5,193.54
osn1 11 b 1007-B213  Xmas Stout- Case 2/12/12 B 655.00 9,346.77
12 B 1007-B46  Xmas Stout- Case 4/5/12 Bt \58
W= b e 23y12/12 Bt . &
Display 14 oo 1008-B46  Pilsner - Case 4/6/12 BH C lick here fO r &
- 15 b 10058212  Blonds - Case 2/13/12 B o 02
©) By Tiems = 2 e e transactional 2
Summarize by Accou o
. sberfest - Case 2/12/12 Bt details! 35
Click here to see an e - case 4/ &
B - Case 4/5/12 Bl 23
[ Group by wWarehous |nve ntory Audrt [ Al Y =

[7] Display OB for Ttem P

Owdenemswtnc. Report step-by-step
T R < Expand || Jcollspse |

http://support.orchestrated.com/hc/en-us/articles/207137357-Quick-Start-Inventory-Audit-Report
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e Count Inventory and Post adjustments (2 part process) J @

Modules > Inventory > Inventory Transactions > Inventory
Counting Transactions > Inventory Counting

Click here to
| torv Counti I t watch our
H ‘ nvento .
nventory Counting r ry tutorlal on
o ) . Posting: moleting an
Building a list of items that need completing a
to be counted, to view Posting inventory count /
differences between what's differences from
actually in stock vs. what the the count and
software shows as in stock. adjusting your
) inventory!
Count Date 11/30/2016 | Time (B:45 No. Primary
Counting Typs Single Counter ) — Status
Inventory Countsr User *|[M=ggie Ref. 2
1. Select count |
[ el | date (Month
Find Ttem No. ] Ware —t
# Ttem No. Ttem Description Freeze  Whse In-Whse Qty ... Counted UcM Counted Qty Counted Gty Variance UcM Code Ttems per Unit
1 o 1001K12 AmberAle-Keg1fi [ = A1 ww [ 0.00 0.00 Manual
2 00 1001-K16 Amber Ale-Keg1ff [ | 0 AL amom| [ 0.00 0.00 Manuzl
3 0 1001-KF  Amber Ale- Firkin | [ | 0 AL 00 [ 0.00 0.00 Manuzl
4 1002-K12 Palke Ale-Keg1/2B [ | =0 AL 42500 [ 0.00 0.00 Manuzl
5 | 1002-KI6 Pale Ale-Keg1/6B [ = AL 200 [ 0.00 0.00 Manual
& | 1002-KF | Pake Ale - Firkin O = a 9500 [ 0.00 0.00 Manual
7 | 1003-K12 |PA-Keg/2BBL | [] = AL o0 [ 0.00 0.00 Manual
8 o 1003-KIE IPA-Keg/6BEL [ o A1 e [ 0.00 0.00 Manual
9 o 1003-KF |IPA - Firkin O = a1 ssc.00 [ 0.00 0.00 Manuzl
10 ) 1004-K12 Stout- Keg 1/2BBL [ =0 AL w00 [ 0.00 0.00 Manuzl
11 1004-K16 | Stout- Keg 1/6BBL [ | o0 AL 0600 [ 0.00 0.00 Manuzl
12 5 1004-KF  Stout - Firkin O = a %800 [ 0.00 0.00 Manual
13 5 1005K12 | Porfandia Porter-# [ | = AL 35700 [ 0.00 0.00 Manual
14 = 1005-K16 | Porfandia Porter-# [ ] = AL 5100 [ 0.00 0.00 Manual
15 o 105-KF  Portlendiz Porter-F [ = A1 s [ 0.00 0.00 Manual
16 0 1005-K12  Blonde Bock - Keg: [ o0 AL ezon | [] 0.00 0.00 Manuzl
17 0 1006-K16 Blonds Bock - Keg: [ =0 AL ess00 [ 0.00 0.00 Manuzl
» S .  EEX 00 [ 0.00 0.00 Manual
= AL 100800 [ 0.00 0.00 Manusl
3. <Add> the AL L0500 [
Inventory > 0[] 2. <Add Items> Select Items > Item
T +nl Count&PRINT B GJret]
[vomrepert | ;
Add Ttems 4| [ Adiust Counted Quantities .

@ Inventory Count Sheet

for Inventory Count Doc# 10003 @ Main Warehouse

|
FinGood: Kegged Items

Item Name (Code) QtyIn Whse BatchiLot# Batch Qty Counted Quantity

137.00EA  AMAZ0 (In: 2242013 11100 EA

Amber Ale- Keg 1/2 BBL
(1001-K12)

AMA44 (In: 7/29/2013) 26.00 EA

473.00EA  AMA4A (In: 6192015 47300EA

Amber Ale- Keg 1/6 BBL
(1001-K16)

Amber Ale- Firkin (1001-KF) 994.00EA 010113 (In: #/4/2013 99400 EA
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[Fimemeny camneng T 4 Input Counted

Count Date 11/30/2016 Time 0B QU a ntltl es Primary 10003
Counting Type Single Counter - Open
Inventory Counter User ¥ ||Maggie
General /
Find Ttem Mo, Warshouses e ==z /
£ Item No. Item Descripfion  Fresze Whs=  In-Whss Qty ... Counted UsM Counted Oy Counted Oty Varizncs UM Code Ttems par Unit
1 b 1001-K12 Amber Ale-Keg /i [ | o AL B0 [ =3 135 0.00 Manual -
2 o 1001-K16 Amber Ale-Keg1fé [ | oo AL a0 [ 0.00 0.00 Manuzl ]
- EIER" Portiand: _y e-Frkin | [] |=r A1 w400 [ 0.00 0.00 Mznusl
= Roirehe e [ = 500 [ 0.00 0.00 Manuzl
Copy /68 [] = AL 5200 [ 0.00 0.00 Manual
Copy Table i O = a1 w500 [ 0.00 0.00 Manuzl
Maximize/Restore Grid 2:: S :’ A o 2:3 ::: ::::
Close O = 0.00 0.00 Manual
Add Row BEL [ = 6 TO keep 0.00 0.00 Manusl
R e
Close Row accurate, ri g ht- 0.00 0.00 Manusl
- r . ; 00 Manuzl L]
Row Details.. 5 click any row = e
Serigl and Batch Selection k- keg: . g 0.00 0.00 Manuzl
=t cn &= . and select Serial e
) - Firki [ ] Y and Batch 0.00 0.00 Manual
Kea 1/ [ o k 0.00 0.00 Mam=!
. - Selection to 00 0
5. C|ICk E . 0.00 0.
- assign count to 0.00 0.
<Update> batch 52000 .
atches 7. click <Copy to Inventory
accordl.ng ly. Posting>
Then click
<Update> to
5 o Add Ttems
solidify batch [ sn=
confirmations

Posting Date 11/30/2016 Primary

Count Date 11/30/2016 Time 08:45 Ref, 2

Price Source Ttem Cost bt
Find Item No. Warshouses b 2z(|z2
# Ttem No. Ttem Deescription Whse In-Whse Qty on Count Date UoM Counted Oty Counted Qty Variznce Variance % Price Total Inventory Of...  Inventory Of... U.
1 = 1001-K12 Amber Ale - Keg 12 BEL = AL 137.00 135.00 -2.00 146 5 33.2285 5 -66.46 - S1030-01 =+ 51030-01 Man
2 |=r 1005-K16 Portlandia Porter - Keg 1/6 BEL = AL 515.00 520.00 L.00 0.19 5 22,1100 52211 = 51030-01 =+ 51030-01 Man
3 0.00 0.00 0,00 0.00

9. Click

<Add>

£l

Remarks Based On Inventory Counting 10003

Inventory Posting

Journal Remark

10. Last step will be to
drill back into the
Inventory Count and right-
click > Close to make all
items eligible to be
counted again
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8. Verify Inventory Offset GL

————

‘||

Copy from Inventory Counting
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Modules > Banking > Bank Statements and External
Reconciliations > Manual Reconciliation

N o o A W DN =

9.

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:

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

b. <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.

10. Once all is correct, click <Reconcile>
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e Run Financial Reports

Modules > Financials > Financial Reports > Financial >
Balance Sheet | Trial Balance | Profit and Loss Statement

etc.

[F=r Finandial

[F Balance Sheet

[ Trial Balance

B Profit and Loss Statement
(B Cash Flow

[E Statement of Cash Flows

[E Cash Flow Reference Report

Click here to
watch our
tutorial on

http://support.orchestr
ated.com/hc/en-
us/articles/207123427
-How-to-drill-into-data-
with-the-system-

financial-reports-

Run TTB & Shipment reports (if required)

e TTB DRO & Federal Excise report

e Taxable Shipment Details Report (for

state taxes)

Financials | Spirits

Click here for the Taxable
Shipment Details by State

http://support.orchestrated.
com/hc/en-
us/articles/207137817-
Taxable-Shipment-Details-
by-State
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e Change Period status to Locked

Modules > Administration > System Initialization > Posting
Periods

Posting Periods

Dus Date

¢ oscose (PosingPeied T
42 o 2016-06 Period Code 2016-11 | o1 12/31/2016 |
43 o 2016-07 Period Name 2016-11 | o1e 12/31/2016
49 . 2016-08 Sub-Periods ‘Months | |wis 12/31/7016
45 O 2016-09 Mo. of Periods [12 | |16 12/33/2016
46 O 2016-10 Pericd Indicztor | Default *|  W1E 1231/2015
47 . 2016-11 Category [z016 | w016 12/31/2016

16-12 Period Status [Locked *| 016 03312017
49~ 2017-01 i
5 = 2017-02 Datec Change Period Status to
51 o 2017-03 Posting Date From To (1 Locked
52 o 2017-04 Due Date From Te  [12/31/2016 017 12/31/2017
53 o 201705 Diocument Date From Ta W17 | 12/31/2017
54 o 2007-06 ctart of Focal Yoor W17 12312017 | -

Fecal Yoo

Automatic Chang

When you
need to add
WPasting Perod L] @ new
Period Code [2018 period, click
Period Name [z018 herel!
Sub-Periods |Menths L
No. of Pericds 12 | J
Period Indicator | Default |
Period Status |Unlocked |
Dates
Posting Diate From lotforj2o18 | Te  [12/31/2018 |
Due Date From lotfo1/2018 | To (12312018 |
Document Date From lotforfz018 | T [12f31/2018 |
Start of Fica ear
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Run Period-End Closing Utility (year-end only)

Modules > Administration > Utilities > Period-End
Closing

1. Make sure all
posting periods
for year are set to
‘Closing Period’

3. Click <Execute>

Period

Retasined Earnings Account
Pericd-End Closing Account

B |

P/L Accounts

= X Account

1 ® . Revenuss
41 x = Cost of Sales
175 x . Expenses
£ ® ¢ Financing
57 x

L ]

69990-99 System Expenses - Suspense Account (SY5)

2. Selectall P/L

Accounts

[Expenied || et || sore |

P

4. Input Due Date &
Document Date

For Closing Period From To 2016-12
Ref. 1 Ref. 2 Dus Date Document Date  Remarks .
I | Il =l ||Fer Closing Pericd 37 |
# Appro.. Account Code | Account Name  Curr..  Balance (LC)  Balance (FC) Balance (SC)  Ref. ... Ref. ..
1 [ = 4o0os-o1 Sales - Packaged -10,491.498 0.00 -10,491.48
2| O |= 4o010-01 Sales - Kegged Bx § -8,521.50 0.00 -8,521.50
3| [ = 4i040-02 Sales - Restzurant § 100.00 0.00 100.00 5015
\ SO05-01 COGS - Package 6,143.18 0.00 6,143.18
5. Checkmark g = - i
. 51005-01 Inv Adjustment - € 20,005.78 0.00 20,005.78 11504
a pprOVed [0 = sio10-01 Inv Adjustment - $ 66,724.42 0.00 66,724.42
accounts [ = 5100501 Inv Adjustment - § 117,324,581 0.00 117,324,581
[ = si035-01 Inv Adjustment - § 134.48 0.00 134.48 11505
2n457 .82 200,462,582
] 6. Click
—
c'hm | [ Coneel | [] Creste Auto. Remarks
F Financials | Spirits
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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 onc,%and can easily import with the click of a button moving forward.

ae™

W eSS

Click here to watch our
Expense Import Interface
tutoriall

/

http://support.orchestrated.
com/hc/en-
us/articles/206432948-

— Can import any CSV or Excel-based file your
bank or credit card company can generate

—  You will pre-define the mapping of the

import's “categories” to your Orchestrated
== = & 5 GL accounts (should only need to be done
. once)

Welcome, manager. You are in the Honf

File Edit View Data GoTo Modules Tools Window Help

E‘D Administration
() Financials —  You can define any number of bank or
= Opportunities credit card templates

My Cockpit

[0 sales - A/R
E “I7 Purchasing - A/P . .
2 22 business Partners — Acheck will be done before sending to
)
(1) Banking Orchestrated to alert you of any issues
-E_ ’E_g'glrwentorv
ﬁ p| Resources . .
27| production —  You can view project codes, GL accounts
" E e etc. from the tool, so you don't need to
&7 Service leave to find information

& Advanced QC

.UD Human Resources

fp— — Press Send to Orchestrated to import your
: expenses
[ Expense Import
H save Sort Data User: manager (Conner Helton) E = — E o
x & =3 (0

Eé Save As Y Filter Data Company: OrchestratedBEER

o each Me Clear  Import Expense Category Template Apply Import Validate View Orchestrated  Send Expenses

[U9Email € Undo This Tool Database: OrchestratedBEER Demo  mpart 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 7 £

W s W e
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http://support.orchestrated.com/hc/en-us/articles/206432948-Expense-Import-Interface
http://support.orchestrated.com/hc/en-us/articles/206432948-Expense-Import-Interface
http://support.orchestrated.com/hc/en-us/articles/206432948-Expense-Import-Interface

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.

Bank Reconciliation (Banking > Banking
Reports > Orchestrated Reports > Bank Reconciliation)

The time has come to match the balances within
y 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
y posted for that period. Bank reconciliation should be falling
y within your month-end closing tasks. You'll want to make sure
y to have your bank statement with you to complete this task.
" See pages 36-37

support.orchestrated.com
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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+persona&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

A/R Invoice

Customer Code
Customer Name
Contact Person
Customer Ref, No.
BP Currency

Series Number Posting Date Due Date Doc. Date Remarks
Primary 14821 09/16/2016 10/01/2016 09/16/2016 /R Invaices - C1025
Origin Origin No. Trans. No. Template Type Template Indicator Project
i Centents N 10216
Ttem/Service Typs Trans. Code Ref, 1 Ref, 2 Ref. 3
# Item No. EIH
1 1001-B212
2 1001-K16
3 o 1003845 Elankst Agreement
4
} Expand Editing Mode
#  GfL Acct/EP Code GfL Acct/EP Name Debit Credit Tax Posting Account | Tax Code | Tax Jurisdiction Type | T
1 + C1025 Eastern Star Distributing % 613.30
1 2 o 2401500 Sales Tax Paysble [CORF) $0.00
3 o 4000501 Sales - Packaged Besr (BREW) $ 136.50
ey 4 = 40010-01 Sales - Kegged -Beer (BREW) $ 475.00
5 o 1200500 Inventory - Finished Goods - Packaged $ 196.27
Gz - & = SDD0S-OL COGS - Packaged Beer (BREW) < 316.20
7 = 12010-00 Inventory - Finished Goods - Kegged (€ 511993
Payment Order Run
Remarks
$ 930.10 $ 330.10

| C1025
Eastern Star Distributing
o+ Mick Jones

-

. Journal Entry Preview ...

MNa. Primary ¥ ||10216
Status Open

= Posting Date 05/16/2016
Due Date 10/01,/2016

[] pisplayin FC [ | Display in 5C
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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

Business Partner Master Data

Code
MName

Manual

Foreign Mame
Group
Currency
Federal Tax ID

General Co

Tel 1

Tel 2

Mabile Phane

Faoe

E-Mail

Web Site

Shipping Type
Passward
Factoring Indicator
BP Project
Industry

Business Partnar Ty

Alizs Name

) Active

() Inactive
() Advanced

C1025 Customer ¥
Eastern Star Distributing

Distributor -
US Dollar bl

Local Currency 3
Account Balance v 14,0358.00 I!h
Deliveries 0.00
Orders > 36.696.60 [
Opportunities

BP Code C1025

#  Posting Date  Trans. No. Origin
i OB

2 02/01/2014 v 675 IN

3 02152014 v 371 IN

4 02f15/2014 3 514 CN

5 01192015 o 1B6E IN

& 02/26/2015 o 2383 IN

1

& ]

Eastern Star Distributing

Origin No,  Offset Account | Deetails

2 10145 - 4D0D5-01 A/R Invaoices - C1025
2 10122 - 4D010-01 A/R Invaoices - C1025
= Sh04 = 25005-00 AR Credit Memos - C
= 10201 = 4D005-01 AR Invoices - C1025
= 10206 = 4D00D5-01 AR Invoices - C1025

Cancel

Financials | Spirits

[] posting Date

From [p1/01/2016 | To

12/31/2016

Display B Last Transactions
Display Unreconciled Trans. Cnhy
C/D (LC) Balznce Due (LC)  Debit (LC) =
% 0.00
$ 570.00 $ 570.00 $ 570.00
$ 7.855.50 $ 7.855.50 $ 7,856.50
% (2,245.00) % (2,245.00)
s 7,326.40 s 7,326.40 S 7,326.40
£ 530,10 £ 530,10 < 530.10
S 14,038.00
]
| View by Control Account |
rt | | Internal Reconcilistion |
n Also 4
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Why does this Item’s value look strange?
*  Within ltem Master Data: Right-click > Inventory Audit Report

* Bottom right corner > Expand

Item Master Data

Ttem N Manual 1002-K12 Inventory Ttem
Description Scurvy Fighter Pale Ale - Keg 1/2 BEL Sales Ttem
Foreign Name [] Purchase Ttem
Ttem Type Ttems ol Brand SCU ol
Ttem Group - |FinGood: Kegged bl Pack Type Keg 12 BEL bl
UsM Group Manusl e
Price List Local Act _JO) %]
Process Type Packgin  pate From Date To Trems 1002-K12
Ganaral Currency US Dollar Warshouses Al
#  Item No. Description Whse System Dste  Posting Daste  Document  Quantty  Cost Trans. Valus  Cumulstive Qty  Cumulstive Valus
Tax Lisble 1w, 1002-Ki2 Scurvy Fighter P 18.000 5333 -
2 oA 15.000 433.27
[[] Do Mot Apply Discount Groups 3 Opening 0.000 0.00
Manufacturer - No Manufi 4 07/07/16 05(30/16 .+ SI 10000 10.000 40,6250 406,25 10,000 406,25
Additional Identifier 5 07/13/16 07/01/16 2 SO 10042 -1.000 40,6300 -a0.63 9.000 385.62
Shipping Typs Distributer 1 ¢ 07/14/16 07/14/16 . SOI004  -L00D  4D.6200 -a0.62 2000 325.00
Serial and Bstch Numbers 7 07/28/16 07/20/16 .+ SI 10054 32.000 27.1338 £70.20 40.000 1,195.20
Manage Ttem by Batches 8 08/03/16 08/03/16 . DN 10006 -L000 258800 29,88 39,000 1,165.32
Management Method OnEvery T g 08/03/16 0B/03/16 © TN 10020 SL000  2S.8800 39,88 38,000 1,135.44
10 08/04/16 07/15/16 - IN 10027 -1.000 238500 -23.88 37.000 1,105.56
1 08/0516 o07f0s/16 . IM 10001 2000 29.8800 5076 35.000 104580
12 08/08/15 08/08/16 L P 1004 0000 1052300 105.23 35.000 1,151.03
13 08/15/16 071116 - IM 10002 -1.000 328300 -32.89 34.000 111814
14 08/15/16 07/15/16 - IM 10003 2000 32.EESD 8577 32.000 105237
15 08/15/16 07/13(16 - IM 10004 -1.000 328300 -32.89 31000 1,019.48
"?' Active From
O Toatiee 16 08/15/16 07/22(16 . IM 10007 2000 328850 -£5.77 23,000 353,71
O Addvanced 17 08/15/16 07/28/16 . IM 10010 2000 32.EESD 8577 27.000 BE7.54
18 08/15/16 08/05/18 . IM 10014 -1.000 328300 -32.89 26.000 £55.05
1B Groes | Facketieroed 15 08/15/16 08/09/16 . IM 10015 -1.000 328900 -32.89 25,000 822.16
0 08/25/15 08/12(16 . IM 10016 -1.000 328300 -32.89 24.000 789.27
n 08/25/15 08/15/15 . IM 10017 2000 32.EESD -£5.77 22,000 723.50
n 08/25/15 08/17/16 - IM 10018 -1.000 328300 3289 21000 £30.51
n 08/25/15 08/23/18 - IM 10013 -1.000 328300 -32.89 20.000 £57.72
2 08/26(16 08/26/16 . IM 10020 -L000 328300 -32.8% 15.000 £24.83
= 083116 083118 . DN 10017 -1.000 328300 3289 18,000 55134
% 03/04/16 08/30/18 - IM 10021 -1.000 328300 -32.89 17.000 553,05
o 09/08/16 03/08/16 . DN 10028 -L000  32.8900 -89 16.000 52616
= 03/14/16 03/14/16 o IN 10143 -1.000 328300 -32.89 15.000 43327 v
551,33
][ o
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Why is there a balance in this GL Account?

*  Within Chart of Accounts: COA Drill-down (golden arrow)

Chart of Accounts

&/L Account 10005 o0 Assets o J—
Nams Checking - BofA - B435 (CORF) CTA - Current Assets —
10000 - Bank Accounts Assers

G/L Account Detais 10005-00 - Business Checking - BofA - 8435 (CORP)

Active 10010-00 - Business Checking - BofA - 6437 (CORP)
External Code 10015-00 - Checking Account Payroll (CORF) —
e  cumensss  Account Balance - 10005-00, Business Checking - BofA - 8435 (CORP) o ] 3
[[] Confidential Level 4

GfL Account |10005-00 Business Chacking - BofA - 8435 (CORP) [ Pesting Date

Balance 21,386.36 s

G/L Account Propertiss
Account Type Other
[] control Account

[] Block Manual Posting # | Posting Date | Trans. No.
1

2 06/30/16 266

3 07/01/16 31

4 07/01/16 324

5 07/01/16 381

6 07/01/16 478

7 07/02(16 357

8 07/03/16 313

3 07/03/16 k73]

10 07/03/18 358

11 07/04/18 315

Cash Account 12 07/04/16 3z

[ Reval. (Currency) g e

14 07/05/16 133

15 07/05/18 473

[] Cash Flow Relevant = (G —

[[] Exclude From EBITDA = M 1

Relevant for Cost Accounting 18 o7j05/15 o

[ project 19 07/05/16 %63

20 07/05(16 481

1 07/07/16 318

Revenue Comp Group < 32 07071 10

Cash Flow Group A B 0701 365

24 07/07/16 482

oK H Cancel | | Account Details | 35 07/08/16 157

2 07/08/16 484

27 07/08/16 485

28 07/08/16 486

3 07/03/16 348

30 07/10/16 71

31 07/12(16 73

32 07/12/16 468

L <

Origin | Origin No.
0B

JE 10285
RC 10001
RC 10001
RC 10005
JE 10477
RC 10005
RC 10002
RC 10002
RC 10010
RC 10003
RC 10003
RC 10011
RC 10007
JE 10478
JE 10479
RC 10004
RC 10004
RC 10012
JE 10480
RC 10005
RC 10005
RC 10013
JE 10481
RC 10014
JE 10483
JE 10484
JE 10485
RC 10015
RC 10015
RC 10017
JE 10457

Offsst Account

FF320-53
C1057
C1057
C1057
60160-02
C1057
C1057
C1057
C1067
C1067
C1067
C1067
C1067
60160-02
27005-00
C1067
C1067
C1067
60150-00
C1057
C1057
C1067
E5040-00
C1067
30005-00
30005-00
1005E-00
C1057
C1057
C1057
10010-00

Details

Opening Balances
Incoming Payments -
Reverse Entry for Inc
Incoming Payments -
1243

Incoming Payments -
Incoming Payments -
Rewverse Entry for Inc:
Incoming Payments -
Incoming Payments -
Reverss Entry for Inc
TIncoming Payments -
TIncoming Payments -

Incoming Payments -
Reverse Entry for Inc
Incoming Payments -
1248

Incoming Payments -
Reverse Entry for Inc
Incoming Payments -

Incoming Payments -

Incoming Payments -
Incoming Payments -
Incoming Payments -

c/p(LC)

§ 20,430.7%
5 L340.50
$ (1.340.50)
§ L.540.50
5 (510.01)
§ 2.854.44
5 L6153
$ (L515.34)
5 LE15.54
s 1,385.08
$ (1,385.08)
s 1,385.08
$ 2529

< (30.00)

% (2,957.54)
§ 74.17

§ (774.17)
§ 74.17

% (19,776.00)
$ 548.89

£ (548.83)
$ 548.89

% (1,500.00)
s 187138
% 50,000.00
$ 29,000.00
$ (1,000.00)
5 4,586.54
s 2,093.78
$ 300.16

% (30,000.00)

‘Cumulstive Balanc...

5 20,450.73
5 2243129
5 20450.7%
5 243179
52132128
$ M4,775.72
$ 26,351.66
$ M,775.72
$ 76,351.66
$ 27.776.74
$ 76,351.66
$ 27.776.74
$ 27.802.03
5 2777203
5 24,804.43
5 25,578.66
5 24,804.43
5 25,578.66

5 5.802.66

$ 6,351.55

5 5802.66

$ 6,35L55

S 4,851.55

S 6,722.94
$ 56,722.94
S 85,722,534
S 84,722,954
5 63,309.48
5 91,403.26
S SL703.42
S 6L703.42

What caused this huge Production Variance?

e Within the Production Order:

* Tab: Production Order Summary

Debit (LC)

$ 20,450.7%
5 1,340.50

5 1,340.50

$ 285444
$ L615.54

$ 161534
< 1,385.08

< 1,385.08

£25.25

§ 77417

77417

§ 54883

From [01/01/16 | Te  [12/31/16
[ pigplay

Credit (LC)

Drill-down into Issue and Receipt for more details

Helpful links/reports

Accounting Training Videos

Financials | Spirits
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Dispizy Unreconciled Trans. Onky
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5 1,340.50

< 510,01

$ L6153

5 1,385.08

£ 30.00
5 2,967.54
5 774.17

§ 13,776.00

S H4BES

$ 1,500.00

$ 1,000.00
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e http://support.orchestratedbeer.com/hc/en-us/articles/212356028-
Financials

Journal Transaction Report

e http://support.orchestratedbeer.com/hc/en-us/articles/207123527-
Journal-Transaction-Report

Month-End Close

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

Year-End Close

e http://support.orchestratedbeer.com/hc/en-us/articles/215230348-
Year-End-Close

Reports by Persona

e http://support.orchestratedbeer.com/hc/en-us/articles/219972028-
Reports-by-Persona

Data Integrity

e http://support.orchestratedbeer.com/hc/en-us/articles/221862748-
Customer-Data-Integrity-Check-Recommendations
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