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Creating or Accessing Client Profiles

To create a new customer profile — select “Add New Client”

To access an existing customer’s profile — select “Client Information”
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Client Profiles

Both client options give you the same screen

Address Information
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The only difference as seen, is the “client information” toolbar (on bottom) contains a “binoculars” image.

Refresh the client information
View the client list

Filter lists

Shows is a filter is being used
Zoom

Daily Schedule

Calendar Schedule

Star — filter open/closed tasks
Previous customer in list

. Next customer in list
. Tasks

. Schedule appointment
. Schedule phone call
. Schedule to-do

. Send e-mail

. Send fax

. Send letter

. File Explorer

. Messages

. Attendees Tracking

Client Toolbars

Add New Client Toolbar:
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Searching for a Client

To open an existing customer’s profile, click on the binoculars on the “client information” toolbar

B frmClientSearch [=T=T=T]
Client Search

alefclolelFlafulifs|ct[n|nfolrfalr|s|r|ufviw|x|v|z] -]

Search by:

Account: Name: Phone: Alt Acct: | Site ID: | No Fitter [v]

™ Include Sounds Like ™ Include Prospects

Cancel

At this point you can either select the first letter of the customer’s name and search through a list of customers,
or you can directly enter one of the following fields:

* Account number
* Name (% can be used as wildcard)
* Phone number
* Alternate account number
« Site
* Press the Tab or Enter key to execute the search

If you searched by customer using the alphabet icon, click the Client List icon on the toolbar to toggle the
customer list on/off



Client Profile Information

* As seen on slide 4, the client profile is built with the following sections:
* Address information
» Contact information
* Credit
» Statement
* Invoice
» Customer Type
» Account Information
» Client Designations



Address & Contact Information

* Account/Name: + Contact Information:
» The account number is assigned when opening » Enter contact information for billing purposes:
a new account. Name appears on all BW

reports and will populate to Company Name in
Address Information.

* Need e-mail address for e-statements/e-
invoices

» Obtain as much information as possible
when entering a new account.
» Address Information:

* This is the name and address to mail
Statements/Invoices. You can change the
Company Name that populated from the
Account Name.



Credit Section

+ Code/Hold * Print P.D. Notice
* When a new customer is created, a default PP » Check this box if this account should get past
credit code will automatically populate this field due notices
« Hold Check Box: + Customer will only receive a past due notice if

this box is checked, and they are 30 days or

* |If box is checked, the account will not be
over past due

allowed to place ads until the credit department
releases them. » Svc Charge Exempt

« Collector » Y — this client is exempt from all service

, : charges
» The name or user login of the collection person 9

assigned to the account. * N —services charges may be applied
* Credit App Status
» Choose from the following options:
 A-approved
* D —denied
* P —pending
* N —not applicable



Statement, Invoice & Customer Type Sections

 There are three check boxes in the statement and invoice + Customer Types
sections for delivery methods: print, fax, or email. . Commercial — commercial customer
* Print

» Check this box if you want this customer to have
their statement/invoice printed

Fax

» Check this box if you want this customer to have
their statement/invoice faxed

« |t will be faxed to the fax number listed in the
contact information section

» This feature must be setup before statement
faxing is available

« Check this box if you want this customer to have
their statement/invoice emailed

* |t will be emailed to the email address listed in
the contact information section

» This feature must be setup before statement
emailing is available

Cycle

+ Defines the period when the customer’s
statement/invoice will be delivered

Subscriber — client subscribes to the newspaper

Prepay — don’t use this option, instead select the PP
option for code/hold in the credit section

Funnel — used for sales force automation

State/county/city tax exempt — client is exempt from
these taxes

No purge — classified ads are to be kept
Standby — client is a standby customer

No Web Prepay — client is not required to prepay web
entered ads

PO required — purchase order # is required

« If this box is checked, it will prompt Ad Perks to
putina PO #



Account Information — Info 1 tab

* Creating a Parent Account

Parent accounts can only be created and linked to
advertisers in the A/R application

To create a parent account, enter all the normal client
information and select YES in the Parent Acct field

Accounts that have advertising activity cannot become a
parent

» Linking an account to a parent account

With the client loaded into the form, click the Parent button
at the bottom of the panel

Click the Add button

Choose a parent account from the drop-down list in the
Parent Acct field

Decide whether the statement, contract, A/R and credit
belong to the parent or the child

Click ok

Refresh client information (smiley face on toolbar) to close
the agency listing

» Creating an Agency Account

Agency accounts can only be created and linked to
advertisers in the A/R application

To create an agency account, enter all the normal client
information and select YES in the Agency Acct field

To use the agency relationship, choose the agency from
the list of options for the customer in Ad Perks

» Linking a customer to an agency

With the client loaded into the form, click the Agencies
button at the bottom of the panel

Click the Add button

Choose an agency from the drop-down list in the Agency
field

Enter a commission %

Decide whether the statement, A/R and credit belong to
the advertiser or the agency

Decide if the billing is net or gross
Click ok

Refresh client information (smiley face on toolbar) to close
the agency listing
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Accounting Information

Info 1 tab - continued

+ Client Designations
 All of these are REQUIRED:

+ Salesperson Code — used to identify
orders by a particular salesperson

» Territory — designates a specific
geographic region in which a client is
located

» Client Type — designates the client as an
agency, legal, display, etc.

» Rev Code — for reporting revenue to the
proper accounting type

» Category — represents the type of
business the client performs

Rate Cat — LEAVE BLANK - the client’s rate
category

Accounting Information: Additional Features

on Info 2 tab
Infol (o2 Info3 |Info4 |Notes | Reps | Documents
Account — Addilonal Features ——
Phone?2 | Alffidawts | Tears Tears
Emait2 Lovel Coop Targets
Websito2 [hittp / Trancode g Solicitation |  Auddt Report
Pwd Web Access [1 | crodn car Multi SP
Bank Info .
> | ‘ 3| s |
[} ® | | (I ) &|
Comp Media | y | 77‘7 oomito Q. @} Co 4 | :1 J

Tear Sheets Detail

Number of tear sheets this locaton

Notes Typo|

7 Client Solicitation =1 I
Solicitation

Do not solicit by

™ Phone

Fax

r Letter

Name:
— Allonbon
Street
Stroet 2
City State Zip. |
Emait I ETear
3 ot Cant et [=T= =N
<o 03 Chersnarne. (G WGHT SRV, PERSOMEL
Credt Card ik
ingutates Rog.
Cars Mamper | Asdress
Heam ) Aowess 7
Type Py Cay_ Saste
o s Ty Code
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Accounting Information: Info 2 tab - Additional Features, plus remaining tabs

 Tears

To enter tears information, click the Tears button

The number to the left of the tears button reflects the
number of tear sheets defined — it is updated when
you enter information in the Tear Sheets panel

Click the Add button to add tear sheet information

» Solicitation Rules

To enter Do Not Solicit information for this account,
click the Solicitation button

Specify if the customer requests you to block phone
calls, emails, faxes, or letters

e Credit Cards

You can store a customer’s credit card information with
their account by clicking on the Credit Card button
under the info 2 tab

Enter the appropriate information and click the Save
button

An asterisk (*) indicates the required fields

The BW system stores the credit card number in an
encrypted format

Ignore info tabs 3 & 4 and Reps tab. These are
reference tabs only, or contain fields that should
not have any information entered into them.

Notes
* There are two notes screens that can be used

» By selecting the checkbox next to Alert on either/or
both notes, you prompt these notes to appear in the
Ad Perks panel

Documents

» This is used so that you can keep important
documents on file that pertain to the customer such as
contracts, letters, presentations, etc.

« The folder icon will open the folder on the server
containing the document

* The copy icon will copy the document to a new
location



Changing a Client’'s Name

Brainwaorks

- 2, d )] b

—=F b} L3
7 M Y &
File Orders | Accounting | |Clients | Production | Reports

- * - I

']

=
=

Add Mew Client

— T Client Information
- ¥

Client Mapping Codes
To change the client name, select Brainworks — Change Client Name

Clients - Change Cllent Name .PLCI Re-Assign Salesperson !
Assign Territory To History

Search for the client by name or account number

Update Inactive Accounts

. ] Companyj Client Lists v
Specify the New Client Name Care OF | Address Labets v
Click the Update Billing Name checkbox

Click the ok button at the bottom of the panel L Gl E U AIC

_ Select Existing Customer

Account: I:| Name: | |

MNew Client Name: | | F  Update Billing Name
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Client Details - Lists

* In any of the lists generated by the Client Detail

buttons, you can sort the information by right-clicking

anywhere in the column

* To sort by amount, right-click in the amount
column

* You can sort in ascending or descending order

* You can filter for specific information

* Right-click on the information that you wish to

filter and use one of the filtering options
provided

* You can filter by

Selection
Filter excluding specific item
Filter for a specific item

Type the item name in the white search
box

| Dis  DateTran Pub

[M[O] 1280M7[1000 [TTE Jor21  [s00 500 [CHUR] 1035  0.00) 215 0.00] 12.50
|0 | 12/23/17/1000 [TTE [o721 500 500 |CHURC] 1035  0.00 215 0.00 1250 28
O | 12/16/17/1000 [TTE 9721|500 500 |CHUR{ 1035  0.00 215 0.00 12,50 28
"o | 1200971000 [TTE [9721 500 500 |CHURC 10.25  0.00 215 0.00 12,50 28
O | 12/0217/1000 [TTE |9721 500 500 |GHUR] 1035  0.00 215 000 12,50 28
O | 11725171000 [TTE [721 500 500 |CHURC 1035 000 215 000 12,50 28
O | 1118711000 [TTE |9721  |5.00 500  |cHUR]  10.35  0.00 2145 0.00 12,50 28
0n =, 2

Ticket: ‘ ‘  Posied © NonPosied & Al ‘ Tears | EMail Tears I
| Print | Detail |
Sales $ Openltems | Payments$ | Adjustments Ledger § | Contracts & | Sales Total Orders § Messages ./
Notes Parent off Tasks =3 UDF Fields Budget 444 Ad [z3] Ad Order Agencies & Aging 5
Comp Media | Opportunity Map @ Zoominfo & Social l Comp Ad |4 l Graph lul
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Client Details
Sales Open ltems

To view sales information, click the Sales button + To view a list of open (unpaid) items for the client

. _ _ _ click the Open Items button
The listing shows an item-by-item list of all the . _ _
customer’s sales » OQutstanding transactions and anything that has not

been paid in full are displayed
The customer’s sales are displayed on this screen in

descending date order » The Dis check box signifies the ad is in dispute

* You can:
The Dis check box signifies the ad is in dispute :
* Print a report
You can view the list by posted, non-posted and all « View transaction detail
You can: * View e-tears
« View tear sheets for the client * E-mail tear sheets
« E-mail tear sheets to the client * To see the detail of a specific open item, click the

- Print the list as a report Detail button

. Vi tail t ifi in the list » The Open Items screen also allows you to toggle
lew details about a specific ad in the lis between Bad Debt and Non Bad Debt items

* As items get paid, they will be removed from
the Open Items screen



Client Details

Payments

« To view a list of payments, click the Payments button

» Alist of all payments made by the client is displayed
+ Payments are shown with the corresponding
check number and batch number

» Click the gray box on the right end to view the credit
target

Accauat 110008 Name: [uscrs
Address Coatact i w
Company{ADVERTEX COMBUNICATIONS, INC PIDne {212 434-4702 Fax|
Care O{DB2 MACYS MARKETHNG Firsd Last| r
RICETIG FIRANCE DEFT Emakmarkefing financensq@macys com
Addrass] 151 VW J4TH ST, 16TH FLR Viabadenttn:i/
Address 2: Contact2{XICOLE QumN
Chv St ZBINEV Y ORK |l [T Courtre : ¢
i »
) 242 F:
110004] 0 24225458 — [[menk you tor yof 1073230 073z 000
110003] 0 Sateasas (413 mank you for yof  -5e83.45] 5633 45| 0.00
110003| ¢ £ 24161524 [4282 nank you for yo|  -7761.50 7181 50] 000
110002| 0 ] 24127461 [4161 nenk yod for yof  -0E90.20  -Do92 20| 0.00
110003} ] 24057502 [a054 nank you for yo|  -808.50) &E6.50) 0.00
110003} 4 24086400 [3542 24400.000 24432 00|
LRk & aolstri 1 WoH T as
Recordi M 4 Jofls | » M {x Ko Fiit Search
==

Ledger

To view a list of ledger items, click the Ledger button

A complete history for the client is displayed

+ Shows all of the charges, payments, adjustments, bad
debts and refunds that have been posted to the
account

To see the detail of a specific item, select the item and click
the Detail button

The Dis check box signifies the ad is in dispute

Click the gray button next to the Balance column to see how
the item was applied

« Ifit is a payment, you will see all of the charges the
payment was applied to

« Ifitis a charge, you will see any payment or
adjustment applied to the charge

To find a specific ad, type the ticket number into the Ticket
box

To view the bad debt ledger, select the Bad Debt check box
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Client Details

Contacts Contact Details
To view a list of all contact people that exist for a client, * In contact details, you can enter critical data such as
click on the Contacts button contact type, notes, interests, solicitation options, etc.
Each contact is assigned a type so that you can quickly * Press the ALT+| keys to enter the username and
identify each contact person timestamp to a note
Click the Add button to add a new contact person * Check the primary box is this is the primary contact

Click on the first or last name of an existing contact * The customer type is a REQUIRED field
person to edit the contact details of this person r

Notes.

First Name:

Last Name:
Title:

Street
Address 2:
City St Zip: [ ]

— Contact Information

Bus Phone: Extension: |
Cell Phone: Home Phone:
Fax:

Email:
Primary: | Credit =  CrApp:~  Type: =
NoPhone: = NoFax ™ NoEmail~  NoMail

Statement Revenue Categ
’Vr Print ™ Fax I Email ’V ~—‘

— UDF Fields

Birthday [
Extra_Email |
Interest_Hobbies —E
Spouse_Name [ |

Annual_Events_Promo

18



Client Details

Sales Total Orders
» To view a list of total dollars and units by month for » To view a list of orders (tickets) for this client, click
this client, click the Sales Total button the Orders button
- Displays an “at-a-glance” look at the account’s sales » Displays detail about the start and stop date of
activity the ad as well as the number of times the ad is

- All ads and ad specific adjustments make up scheduled to run

the monthly totals » To search for a specific order, enter the ticket
« To generate a monthly sales totals report, click number and press the Enter key
the Print button » Displays the order at the top of the list

» To view a list of ads that make up the Sales Totals
for a month, double click on the Month name

+ This will display the Sales button and filter on
all ads for that particular month

» Click the Filter button to return to the full list of
ads on the Sales panel, or click the Sales
Totals button and double click on another
month to see the details of that month



Client Details

Messages

To view a list of all Credit Messages that were
placed on the account, click the Message button

The screen displays the date and time of any notes
that have been entered by the credit department

It also shows call back dates
+ If the call back is completed, then the box will
be checked

Messages can be entered here or in the credit
management module

To add a new message, click the Add button or right
click on the message button

To view more information about a specific message,
select the gray box to the left of the item you want to
view and then click the Detail button

Graphs

» To view a bar graph of the client’s monthly sales
activity compared to last year, click on the Graph
button

» To print a copy of the bar graph, click the Print
button



Brainworks AR

Credit Management, Bad Debts & AR Aging



Credit Management
Preparing Credit Management Accessing Credit Management

» Select Brainworks — Credit Management — Credit » Select Brainworks — Credit Management — Credit
Management Prepare Management
* Updates credit management information « Click the Filters button to specify your search within
= A = frmereditmanagementPrepare = e the Cllent IISt
Cumere 00a w0 Days 90 Doy + Filter 2 includes the option to search by action and
[ oo 1 el w07 | 040117 | 0301/17] reSUIt COdeS
_Q!C_| _Qﬂ \ Code Description Type
o —[ﬁ /Called Sales Rep |Action
o = e
= Credit Management Filters [=T=Tma] zf zz fl‘-v:s;ma‘ ‘ 23: z;
B Bad Db Accout Resi
Fiter 1 |Filter 2 | Fiter 3 | Range Filters | Layouts | Report Sorts BL Blocked Insertions Resuft
S O6OEO AN AAOEO Ao TAGE S =
[ L] | PC Promise to Pay with Change Result
[— | PP Promise to Pay Result
= | I |
[ ]
] | . .
| | » Using the detail buttons
| .
?: = { * Msg Detail — shows account number, name, phone
E— = : number
» Contacts — enter new contact information here
ommo | L oo |t |_cee | + Prepare — refreshes screen for payments applied
Filters Msg Repur\‘ Msg Detail ‘ Contacts ‘ Open KemsJ Ledger ‘ Contracts ‘ Prepare ‘ Detail ‘ Close ‘
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Past Due Notices

Select Brainworks — Credit Management — Past Due
Notices

The Past Due Notices report lists all of the past due
accounts as of a specific date and prints a separate notice
for each account that shows the aging and lists all of the
open items. The notice is typically printed on company
letterhead.

To enter past due comments:

* Press either the enter 30 day, 60 day, 90 day, or final
comments buttons on the Past Due Notice screen
and enter appropriate comments

[ T ey (=[N Enter Past Dus Netice Comments | = | o
il bl Past Due Notice 30 Days
Mooe | SR 7 Pt Bravrs
T 4 Pt 3 oy e Comments Before Account Information Detall
A S P
2t tbion 5 Pt W skt Line 1 ou accoun s o e I
i bezalonda Lina 2 f ]
L
Yo L Line2 [ |
Coratcn o Line'4 |

Lme @ |

NGTE: Any biank lines will be shippad over in printed notica

Friched |

Julv 14. 2007

Dear Advertiser:

Account #

Your account is past doe

_ Poblication = Invoice Date _ Ad Humber
06/30/17 1]

Total Amomnt Past Due -- $0.00
Total Amount Due On Accounmt -- 51,157.50

28017

fmount
§1.157.50

[CLPRENTAMOUNT | si0Rve | B DAYS T B DAVE T

AMOUMT DUE

118780 [ L] | CE] | L) I

FARELE ]

Sincerelv.
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Bad Debts

First Step — Write Off Second Step - Review

* Select Brainworks — Credit Management — Write Off . gelect Brainworks — Credit Management — Write Off
Procedures — Bad Debt Writeoff — Select Bad Debts Procedures — Bad Debt Writeoff — Review Bad Debts

» Choose your parameters to obtain a list of
:
customers to write-off o Bent leofl Review A4

Fieview Bad Debis
Collsction
Account Name AdviAgency\ AdviAgency Name Rev  Date Ticket SP FC Balance Agency
FALACHUA TODAY NEWSPAP] 62823 ALACHUA TODAY 05/3117] g T s52.517.03 [pW
62023 [FALACHUA TODAY NEWSPAP sz%l FALACHUA TODAY 063017 0 T 4.769.39 |EW
62695] [ AMERICUS SHOPPER 52695 [ AMERICUS SHOPPER 06/30/17] 0 | 5485720 [[pW
53594] ['BLUE WILLOW MEDIA GROU 53594 ['BLUE WILLOW MEDIA GROU| 23176 q | s2.01647 [BW
53594] ['BLUE WILLOW MEDIA GROU §3504] ['BLUE WILLOW MEDIA GROU| 01317 0 I 4525 | [BW
63594] ['BLUE WILLOW MEDIA GROU 63594 ['BLUE WILLOW MEDIA GROU| 0272817 0 H 545.93 | [BW
B 53594] ['BLUE WILLOW MEDIA GROU §3694] ['BLUE WILLOW MEDIA GROU| 033117] g I 54661 | W
53594] ['BLUE WILLOW MEDIA GROU 53504] ['BLUE WILLOW MEDIA GROU| EN 0 P 535,61 |[BW
63594] ['GLUE WILLOW MEDIA GROU §35604] [ BLUE WILLOW MEDIA GROU| [ 7 I 4041 |[BW
63594] ['BLUE WILLOW MEDIA GROU 53534 ['BLUE WILLOW MEDIA GROU| 0630117 0 - 53352 | [pW
e ed et Tree 57968] [FCOOK COUNTY ADVERTISER FCOOK COUNTY ADVERTISER] 0473017 0 [ 503803 [BW
Eouk | ‘ ' sw% COOK COUNTY ADVERTISER] COOK COUNTY ADVERTISER] TEAUT 0 T _514.989.68 [[BW
— 61968 'COOK COUNTY ADVERTISER COOK COUNTY ADVERTISER| 06/30/17] 0 [ s11.111.99 [[pW
Agency | | T — oo H 52733] [ DIE CO ADVOCATE FDIE CO ADVOCATE 043017 ] o 551017 | [BW
redit Balance Wikec! 52733] ['DIXIE CO ADVOCATE FDIXIE CO ADVOCATE 05317 0 T $3.26063 [[BW
Balance threshoid - | ‘ 62733| |"DIXIE CO ADVOCATE FDIKIE CO ADVOCATE 063017 0 T 52542 [jpw
= 61561 [ GREENE PUBLISHING "GREENE PUBLISHING 083117 0 [ 58.197.60 [[BW
Date cutoff - | 57561 [ GREENE PUBLISHING FGREENE PUBLISHING 0630717 q T s7.9%71 [|pwW
53396] ['WID STATE SHOPPERS GUID 6| [MID STATE SHOPPERS GUID TEA0TT| ] T _S6474.04 [[BW
Revenue code: | & ode: 53441[ ['VIDDLE GEORGIA MARKETP FMIDDLE GEORGIA MARKETP) 063017 0 | s4.18164 W
: 67621 [ PRE-PAID PRINT JOBS "PRE-PAID PRINT JOBS 0613017 0 u 524889 | [BW
Client Type: | v 62456| ["PROPERTY X CHANGE PROPERTY X CHANGE 0228717 q H 556272 | [BW
; = 52456] [ PROPERTY X CHANGE "PROPERTY X CHANGE 03317 0 T _st.raei0 [jpw
Coliaction Agency - | ~ 52456] [ PROPERTY X CHANGE FROPERTY X CHANGE 053117 ] | 51.746.10 ||BW
52456] [PROPERTY X CHANGE PROPERTY X CHANGE 0673017 0 T s1.39.88 [[BW
Write off all finance charges. [No - 64097] [FQUEZADA'S COMMUNICATIO FQUEZADAS COMMUNICATIO| 06/307] q H 5767.62 | [BW
wan{ FSOUTH GA SHOPPER AND 0| FSOUTH GA SHOPPER AND 0| 017317 0 T 51.22046 [jpW
Collector :E‘ 57920 ['SOUTH GA SHOPPER AND O FSOUTH GA SHOPPER AND 0) 02728717 0 | $3.07389 [BW
FSOUTH GA SHOPPER AND 0| FSOUTH GA SHOPPER AND 0 [ 0 | $3,126.93 [[BW
FSOUTH GA SHOPPER AND 0| FSOUTH GA SHOPPER AND O i 0 1| 5234680 |[W
FSOUTH GA SHOPPER AND 0| "SOUTH GA SHOPPER AND 0| 053117 0 [ 5201990 [[BW
FSOUTH GA SHOPPER AND 0| "SOUTH GA SHOPPER AND 0] 063017 o | s2.6e79 [[BW
63651] ['SOUTHERN OUTDOORS MAG "SOUTHERN OUTDOORS MAG] 23116 0 [ 510.305.09 [[pW
Record: 4 1 > Search 4
Report $801.561.21 Client Close




Bad Debts

Second Step - Review

The review screen shows a list of all transactions that were
selected for Bad Debt Write Off

To review the client record for a specific account, select a
transaction for the account and click on the Client button

To delete transactions from the write-off list, select the
transactions and then hit the Delete key on the keyboard
To highlight a group of transactions to be deleted:

+ Select the box at the left of the account number

* Hold the left mouse button down

« Scroll down the list of transactions

The system will show a message box stating the number of
accounts to be deleted

Click OK to delete or Cancel to exit

At the bottom of the screen the total write-off amount is
displayed

After removing all the transactions that are not to be written
off, click the Close button to exit the Review Bad Debts
screen

Third Step - Print

Select Brainworks — Credit Management — Write Off
Procedures — Bad Debt Writeoff — Bad Debts Report

Print this report BEFORE processing the Bad Debt Write-off
to see a list of ad transactions that are ready to be sent to
Bad Debt Write-off

To print the report to the screen, make sure the Preview
button is selected

B Bad Debts Report L= o .

Bad Debts Report
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Bad Debts

Final Step — Process Bad Debts

Select Brainworks — Credit Management — Write Off
Procedures — Bad Debt Writeoff — Process Bad Debts

Enter appropriate criteria and select the Process button at
the bottom of the screen

When the write-off is complete a credit entry will be made to
your accounts receivables and your bad debt receivables

rrrrrrrrrrrrrrrrr

Bad Debt Writeoff Ads

Posting Date: [ | =1
CreditCode: | PP
Change CreditLimit: N0 [\] "
Load note field with write-off comment Y/N:
Client Type (blank=do not assign) ]—E[
Gollector Gode (blank=do not assign)

Other Ways to Process Bad Debts

Select Brainworks — Credit Management — Write Off
Procedures — Credit Balance Write off or Small Balance
Write off

Credit Balance Write-off is used to select individual
transactions or account balances

Small Balance Write-off is used for transactions usually less
than a $1.00

| Credit || Contract Report Sizeto  Switch
i!'\-'lanagementv Management ~ | Controls = | Fit Form Windows =

L] Credit Management Prepare Window

Credit Management
Clients On Hold

Qrders On Hald

Credit Management Tree
Reports

Past Due Motices

Write-Off procedures

Bad Debt Writeoff

Update Credit Codes Credit Balance Writeoff » Credit Write Off Select

Collector Cades Small Balance Writeoff Credit Write Off Report
Credit Write Off Review

Credit Write Off Process
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Accounts Receivable Aging

AR Aging

To view the aging detail for a client, click in a specific aging bucket
+ Alisting of open items for that aging period will be displayed
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Aqging Report

Select Brainworks — Accounting — Accounting Reports — Aging Report

Reports are generated based on your selections and can include all
values or individual client types, categories, sites, etc.

If the Suppress Zero Balances is marked, accounts with a zero
balance will not appear on the report, even if they had activity

If Include Additional Aging Columns is not checked, the report will only

include up to the Over 90 day column

In the Open Item Type box, you can choose between Non Bad Debt
and Bad Debt (which includes anyone written off)

Aging Report
Aging Date: 07A4T O include Addttional Aging Columns
Enter starting dates for each aging period: I™ Use CreditCode Aging

Current [ 06/01117  Over30:[ 05/01/17  Over60:[ 04/01/17  Over90:[ 030147 | Ouer120:[ 0200117

sortay Agency AR Party Parent AR Party

"r Advettisers € Agencies & Both |? Clients © Parents © Both

' suppress Zero Balances

[ﬁ Name C Categoy  BalAscend C BalDescend

Group By

@ NoGrouping © ClientSalesperson  AdSalesperson " Territoy " ClientType, Collector
T Pub C Credit Code

' Show Grouping Debit/Credit Totals

£ Agengy T Parent

Client Type: Category.

& Alvalues  Individual C AMIvalues & Indvidual
SeletinavioualValves: [ [ SelectIndividual Values: o
EQUF  |AIC B
Sites Callector ACSYC | Air CandifioningHeating D{
@ © Inowidual & Alvalues ~j|AnTIQ Antiques/Collecibles
Alvalues ’7 APART | Apartments
SelectingvioualValues: [ [ SelectIndividualValues:  |APPARL | Apparel Stare
APPELE Stores
Cradit Code: APPIAI | Major Appliances Houseno
" APPRNT | Appliance/ElecironiclFumitt
' r o »
GIRETE IndMdi e apPSuL | small Appliances/Equipme
SelectinvidualVaes: [ [ Selectindvidual Values: | ART At Gallerigs/Frame Stores
ASSOC  |AssodiationsiClubs
ATTRAC | Afractions
Teritory: Report Options: Acion |
& mivalues  Indiidual ! Include Additional Aging Cskams|AUTOMF | Automtive Manufacturer
AUTON | Automotive DealersiNew
Select Individual Values: € Includ Addtionsl PaymertInfo. [AUTOD | venicle Sales/Rentalisc.
T

PastDue Print Options Show balance: — Open tem Type:
+ LaserFormat 3 ©
C 0Das+ O 60Days+ O 90Days+ C 120Days+ © Al| |© foty o Bad et
¢ LaserFormatUnapplied || T credit ®
Collection [6 [v] | LaserFormatDisputeds || © peoit
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Brainworks AR

Adjustments, Payments & Statements



Adjustments

Adjustment request will always default to credit, but
they can be changed to debit

The following fields are required (this may vary
depending on whether it is an ad adjustment or non-
ad adjustment, so pay attention to pop up
messages):

* Amount

« Color $

» Approval Status
* Note Billing

* Reason

Select Brainworks — Accounting — Adjustments — Adjustment
Request

This is where adjustments that are ad related will be entered
* Any ads that are not paid for will show in this list

Click on the New button to add an adjustment request

Click on Browse to view adjustments waiting for your
approval
» User will get a pop up message upon logging in/out if
an approval is pending

Adjustment Requests
[nai mDaRs TEST

| Semct Contirrar

=
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Adjustments

* The top part of the screen shows information about
the original ad

+ If an adjustment is not ad related, this area will
contain no information

irome o] sy

st 28

This comes over from
AdPerks as the sales rep
enters.

This is the adjustment window.

Enter the amount of adjustment
and then enter tab or return.

The lower section of this screen is where you will
enter relevant information about the adjustment

After completing all of the details, enter an
explanation for the adjustment, in the Reason field

Use the Note Billing field to have a note appear on
the customer’s invoice/statement

The final approval person will be able to review
these notes

A Notes field is available in which you may enter
additional information about the adjustment
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Adjustments

« ANOTE on Ad-related vs Non Ad-related
adjustments

* If an ad is paid for it will not appear in the
adjustment list

* There are 4 Approval Statuses:

* Denied: request was denied and removed from
list of adjustments

* Denied — Return to Sender: request was

denied but original user will receive a notice * Once the ad is paid in full the system assumes

and adjustment will be returned to original
user’s browse list

Final Approval: automatically posts adjustment

Transfer: adjustment request is moved to
another user for review

+ Based on privileges granted in the user setup, the
system will determine which of these types can be

used

» If Transfer is used, the Transfer Name from Security
setup will be pre-filled with the transfer data

To view a list of adjustments transferred to the
current user, click Browse in the Adjustment
Request

there to be no issues and removes it from the
open ads lists

If the ad is not available for an adjustment to be
applied, then an non ad-related adjustment will
need to be made against the customer



Posting Payments

Select Brainworks — Accounting — Cash Receipts * Credit Card (Visa, MC, Discover, Amex)

. * Card numbers are encrypted up to the last 4 digits
This is where all AR payments are processed vp P g

» Brainworks AR can store up to 10 credit cards

* Double click in the Credit Card No box to add/see all
* Prepayments for ads are to be processed through cards on file

» This is for cash receipts only - not prepayments

Ad Perks *  When making credit card payments, you will be
notified immediately if the payment is authorized or if
the card is declined

Batches allow for easy reapplication of payments « If the credit card is declined, be sure to click

CANCEL when the error message is received, and
not ok

Payments are typically processed in batches

The following payment types can be done in Cash

Receipts
» Cash Receipts is fully PCI compliant
* Cash (choose payment type other)
+ Credit cards are stored as tokens and referenced in a credit card

» Check (choose payment type other) warehouse

*  When entering a credit card for payment, the address
information is not marked as required, but go ahead and enter it,
because it will be required on a later screen.

» The initial screen also doesn’t ask for the CC security code, but
you will need this before you finish processing the payment so
go ahead and get it as well.



Posting Payments

Select New Batch button

The current date will be entered but this can be
changed if necessary

Control total is the amount of your batch

Description — Name your batch (ex. 1040 RLE
070317)

Click ok

Start posting — Checks should be posted in a
separate batch from credit cards

« Don’t close batch until you are finished
posting

+ Use the Switch Windows button
Select Customer

Enter account number and hit enter

Enter check number

* When entering checks, you must select a tran
code (payment type)

» At the bottom, the duplicate transaction box is
checked which remembers the tran code
selected

* If you post all checks together, you don’t have
to change the tran code

Post Date and Check Date are the same

+ Leave the date defaulted to the entry date

+ Billing Note can be left blank, you can choose a

preset option, or you can type in a custom note
Enter amount — Click Enter

* You won't be able to change the amount at this

point
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Posting Payments

oo [ ] — - + There are 4 payment application types:

 Selact Customer

‘ AR Accaunt; (26154 Mame! [LOWNDES CO COMMISSIONERS Phane: [229-333-6115 ‘ Ticket: | . Pay oldest

‘ Agency | Narme: | ‘

+ If there are multiple outstanding balance

 Payment Information

transactions on the customer’s account, the pay
[ ['[o & R D & . .
oldest button will be available and you can apply
& Other © CreditCard © E-Check
Ltneopid e the payment directly to the oldest balance
Apply
Date Imvnice Ticket Tran Pub SP Billing Notes Armount Balance  Payment PromptPay Ful Patsl None .
D EEVENG 0 [5000] v | [ [Conversion Balance 457 60) 457 Bl 0.00] i T " * Pay by Aglng BUCket
+ If a payment is received that matches the
amount of an aging bucket, (ex. the balance
shown in the 61-90 box), you can click on that

& MNonBad Debt ™ Duplicats Check Date 0.00 0.00 0.00
~ Bad Debt I" Duplicate Account

C Disiessasesi make up that amount

e T Gt a0 G owerd bucket and apply the payment to all ads that
‘ 497.60 0.00

* Pay individual line in full

» Pay individual line in partial

Unapplied Cash Feport Client Detsil I Print Receipt Cancel




Posting Payments

Overpayments can be applied 3 ways:

» Auto-apply when possible to account — as soon as there is a
balance on a customer’s account, the adjustment will be applied

» Auto-apply when possible to ticket — applied to specific ticket
number that will be entered

* To automatically apply unapplied cash set to auto-
apply to accounts & tickets:

* Accounting — Apply Unapplied Cash
* Click Start Auto Key Process

« System automatically applies items and will
show a message when complete

¢ Click OK and Close buttons
* Leave unapplied for manual application

+ When searching a customer, if there is unapplied cash
on the account, the List Unapplied button will be
available

When you finish posting your batch double click next to the Batch #

* The Print Receipts box can be checked and used if you want
to print out a receipt for the customer

» This check box can be defaulted to be checked or unchecked
under file — security — edit users — select user — user defaults —
print cash receipts check box

The Review/Amend Cash Receipt batch box will appear
Verify your batch is correct
Print copies as needed
For other cash receipts/payment application tools, select Brainworks —
Accounting:
* Delete Cash/Adjustments
» Search for customer
* All payments to the customer will show in the list

* Choose appropriate payment, select Delete button at
bottom of page

* When deleting payments, you have to reapply the
deleted payment to its batch so it balances

* Find Cash/Adjustments
+ Change search dates
» Search by check/credit card number

» Credit card types are divided based on if they were
entered into Brainworks AR or Ad Perks

» Select Brainworks - Accounting Reports — Cash Receipts
Report Detail

¢ |f the batch number is zero, this indicates it was a Ad
Perks payment
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Customer Statements

Click on the Statement client detail button in the
client profile

Select the year and month you want to print from the
drop downs

Print to your printer or e-mail

After month end closing the statements are saved to
the client record and are usually available by the 3
working day of the month
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Customer Refunds

» Customer refunds are issued through the Adjustment
Request

Select Brainworks — Accounting — Adjustments —
Adjustment Request

The system defaults to a credit, but a debit adjustment
can be selected

Check or uncheck the “Adjustment Ad Related” box
whether you're issuing a refund against a customer or
a specific ad

Click New

Enter the applicable information in the adjustment
detail section

Amount, tran and pub are REQUIRED
Select transfer in the approval status box
Choose “Refund Due” in the Note Billing Box

Additional notes can be typed into the note billing box
— these will appear on the customer statement

The Reason and Notes boxes are for internal use only

All refunds will be processed through the check
request process
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Brainworks AR

Top Hits for Beginners: Processes and Reports



The main AR processes most likely be used

* Under Accounting:
+ Cash Receipts
* Delete Cash/Adjustments
* Find Cash/Adjustments
* Apply Unapplied Cash
* Unpost Ads
» Refund Export

» Under Accounting — Adjustments:
* Adjustment Requests

* Under Accounting — Daily Billing Options:
* Print Invoices
» Post Days Billings
* Open/Lock Sections



The main AR reports most likely to be used

* Under Accounting — Adjustments:
* Adjustment Report — Details

* Under Accounting — Daily Billing Options:

Credit/Debit Memo

Unposted Report
Daily Published Ads Report

* Under Accounting — Accounting Reports:

Aging Report

Aging Detail Report

Past Due Report

Unapplied Cash Report

Flat Rate Report Override

Days Sales Outstanding Report

* Under Production:
* PO Number Report

* Under Modules — General Ledger Interface
* General Ledger Reports

* In this section you can select activity
specifically related to automotive, medical,
real estate, department stores and
employment

* The reports looks to be only 1 page, but
when you right click and choose to Close
Report, it has additional pages with more
details



Fields 1

A/R Account*
A/R Client Name (customer)*
Ad Cost

Ad Revenue Code

Most common data mining fields

Fields 1 continued

Dollars (Amount)*
Inches

Insert Bill Units
Number of Ads

Fields 2

Adj Reason Desc
Disputed Ad
Disputed Amount
Disputed Notes

Ad SP Name (sales rep)* Package Name Entry Name

* Product Name » Flat Color Adj. Ch
Adtype roduc r'Ad) g

* Pub* * Flat Rate Adj. Chg
Base Dollars

» Ticket * Flat Reason Code
Billing Note

e Tran * Flat Reason Code Liner
Cash Batch #

ash batc « Tran Description  Flat Reason Note

Cash Batch Description . Units « Office Code
Color Dollars + Preprint Bill Qty
Columns * Pub Name

Credit Code

Date*



Data Mining

Select Brainworks — Data Mining — Data Mining Report

The Data Mining Report is designed to allow you to create your own
reports built from most fields within the system

Fields 1 — mostly Display Ad details
Fields 2 — mostly Line Ads and Color details

Make sure to choose the fields in the order you want the columns to
appear on your report

Sort Report — you can sort report by anything, not just the data fields
used to build the report
* You can also choose to print totals, force a new page or display
titltes based on the sort criteria chosen

Aliases — you can adjust the column widths and rename the column
headers

Layouts — where you can save a public/private report or access a
previously saved report

Filters — if you select a filter you don’t want, just leave the information
blank and it will not print on the report

» All reports default to the publication date, but the filter tab gives
you the choice of expiration date

» Only green line ads will show in the reports

* Under Ledger Code, you can select type E to see the ads that
are stuck in blocking queues

Data Mining

= 0f Tears AR Account AR Client Name. Actual Pags Section Actusl Section 1D =
Ad Category Ad Category Name Ad Code Ad Cost Ad Credit Rating
Ad Discount Ad Rats Ad Revenue Cods A Bslecperzon AD 5PName
Ad Start Date Ad Stop Date AD Tarritary Ad Typs Advertiser Account
Advertizer Name AdvertiserClient Type Agate Lines Agency Account Agency Dollars
Bgency Dollars + Ad Cost Agency Name Alloeated Revenue Alt Acoount ALT Rate
Amount Dus Aug Rats Bas= Dollars Bill=d Agats Lines. Bil=d Lines
Billed Words Billing Mam= Billing Note Blind Box # Biind Bog Option
Biind_Booe Boid Lines Bold Words Baorder BW Classif Adtaker
Cash Batch = Cash Batch Description Class Client Categary Client Category Name
Client Entry Date Client Revenue Code Client Salesperson Chient SP Name
Cliznt Temrtory Client Typ= Cator 1 Color 2 Color 3
Color Code Calor Description Calor Dollars. Calor Trade Parcant Color Type
Combo Puly Combo Zone Contract Code Contract Discount
County Tax Dollars Credit Code Datz Diate Last Modified
Day= Delzr= Email Fax
Flat Color 3 Flst Discount Code Flat Discount Dollars Flat Rate Dollars.
TR = n = e 2
AR Aocount AR Client Mame
Reset Fieids
Fis1 | Feds2 || SotReprt | sisses | Lwyons | Fites | optonFiws || RangeFiters |
Numeric Fiters ] UDF Fiters ‘ Count | Map ] FDF | EMail | Fax ] Dispiay Report |
Resst Form So= | StartRobot || EndRobot | Exit |
[ Prospecting [ Cliet Labels [ Excal
[ Client Report [ Laser



Brainworks AR

Trade Advertisers



Trades

This section is used to create a list of customers who
agree to do trade advertising with your organization

When ads run for these companies, you can assign
a trade account and determine the percent value to
assign to the trade amount

* This can be setup to do an automatic
calculation to adjust the amount of the trade still
available

To access the Trade Advertiser list, click File —
Control Files — Trade Advertisers

To search for a trade advertiser, you can enter the
Advertiser ID in the box at the top of the control file
screen which shows a list of all trade advertisers
associated with your customers

Trade Advertiser Control File

Search | Advert il l_

AdvertID Trade Advertiser Name End Date

b " IMaine Performing Arts 10/0113
182357 | [ohwowcase Thedlers 123113
192358| |Benedom Cenler 1080113
192359 [Shaw Thesire 123113
192360| [Buffalo Bruins 100113
192361 | Hokday In 123113

Add
To add a new Trade Advertiser, click the Add buttan.
Detail

The Detail button allows the user to edit information for an existing Trade
Advertiser.

Delete

To remove a trade advertiser, select the gray button to the left of the advertiser that
yvou wish to remove and then click the Delete button.

Close

To exit the Trade Advertiser Screen, click the Close button.
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Trades

The Trade Advertisers Detail screen follows which is
where new trade advertisers are added or existing
ones are edited

Trade Advertiser Detail

Advertizer ID: 146400

Advertiser Name: |Skylite
StartDate [  11/01/12
EndDate: [  10/01/13
Amount: I_?EE

Notes: [Ticket Trade

Cancel

Advertiser [D

This is a unigque number assigned automatically by the system. It is not linked to
an advertiser account number in any way.

Advertiser Name
This is the name of the trade advertiser.
Start Date

This is the effective start date. It is the beginning date that the trade is valid. Ads
scheduled before this date will not count toward the trade amount used.

End Date

This is the effective end date. [t is the ending date that the trade is valid. Ads
scheduled after this date will not count toward the trade amount used.

Amount
This is the total dollar amount available for trade.
Notes

This is just a general note box associated with trade. It includes any special
instructions.
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Trades

The trade information is also linked to the Trade

Under

» Select Brainworks — Accounting — Accounting

Reports — Trade Report

There are two dictionary entries that are needed in
order to use the Trade functionality (these are
background processes that should be already set up,
but something to keep in mind should a problem be

encountered)

Title Description

Data
Field

Value
List

This is used to set the note billing field
in the trade adjustment that we
automatically create to be the same as
the trancode description of the trade
trancode. It will default to off (0) so
nothing will change for any client
TradeAdjDescFromTradeTran | unless this dictionary entry is added.

Code

Qor0
(true

false)

Set the code to 1 to use the AR Trade
TradeAdv functionality.

Code

loro0
(true
or
false)

Input the dictionary entries by selecting File —

Control Files — Dictionary Codes

All trades are approved at corporate, and all trade
entry permissions are reserved for corporate staff
accountants

When initially setting up trades in AR, or when
receiving new future trades, a list of trade
advertisers should be sent to your location’s
assigned staff accountant

e That list should include:

» The credit balance in the trade liability (GL
Act 2008) — for an existing trade to be set
up

» Total amount of the trade — for a new trade

» Start Date & End Date

From this point the location’s accountant responsible
for trades will receive further instructions
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Trades

In Ad Perks:

Enter Trade on an ad via Ad Plus Panel

Click the Trade Advertiser button to select the trade
account

The percentages will default to 100% but you can
enter the wanted percentage for trade and color

Trade will only be available if there is still money
available from the original trade setup and the ad is
within the time frame based on the Start and End
dates entered in the Trade Account

Ad Perks will either hide the trade account, or a pop up
message will occur that the trade is no longer available

Once the ad is posted the trade adjustment will be
automatically created and the trade credit amount will
automatically apply to the ad cost

Note: Sl permissions are needed

Permission 312 Change Trade Advertiser — if the user
doesn’t have this permission, the Trade Advertiser
button is grayed out

?Ad ?Cust| | Cust Ad ‘ Ad+ Disp Ins Pay Con H‘
Value of tems |70
||—[|z| oct [peliver  |[=]
I | Tearsheets [ o | (Def] FatRae | g
[ |[+] oc Clash Code [ 1[x]) Cowmdsrsasm ] | |[+]
[ 1[=] ocs PO [70s3a7 ]
[ [=] ocs Promo Code | |
Urdeec oy | _l AdPerfact Adj | |
Category [DEPT - Deparul[ v | —

Territory

— AdPerfect Price | |
[ [
— |_Trade Advertiser | None
Trade %

Color Trade %
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Daily & Month End Closing Procedures



Daily Procedures

Step 1: Make sure all papers are balanced and posted for
current billing period

» To Balance paper use the Daily Sales Journal report
from Data Mining

» To Post Daily Ads (many recognized as the daily
‘move over” process)

+ Select Brainworks - Accounting — Daily Billing
Options — Post Days Billing

Select the date and publication you would like to post (bill to
the customer account)

NOTE: your user permission may not allow you to see the
“Site 1d” drop down in the print screen below

=l a/rWorks

Post Daily Billing
paytopost
Publication to Post (leave biank for all)- :
Client Type (leave blank for all): :

Post Single Ticket

ROP(Classified (leave blank for all): :
Site Id j

Once you click OK the system will scroll through all the
tickets and display the ad (ticket) numbers as they post

When posting is complete you will receive the following pop
up message

+ It will state the number of ads posted and those not
posted due to credit hold (Nothing will ever show as
not posted)

» Click ok

= a/rWorks

Post Daily Billing

Day to Post: Fost Single Ticket
Publication to Post (leave blank for all): VDT
Client Type (leave blank for all): \__

Microsoft Access

You have posted 112 ads to the accounting system. 0 orders not posted due to

ROP/Classified (leave blank for all):
Site Id
Processing Ticket: __8336

OK

Note: Any ad open on the users screen will not post
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Daily Procedures

Step 2: Verify there are no ads in the Blocking Queue
* Ad Perks — Find Ad Panel
* Blocked Ads Report

<52 AWFEIRS (-, , , BRAINVWURRD-LINA LT 1 — e

Ad.Perks  Panels Rates Ad Bookmarks Prompts Help  Mobile

= U\

?Ad

[Common | [ky Blocked Ads Today I[~] [ ClearfForm | [ beetsrorm |

e | (=] [ ma | [ saerem ]
Comment | | fl
orig e )] = HE =]

lorig User (=] [1s |( =] [<uszr1D> I[~]

L =]

[cuee-Checimarked|[ v | [is |(=] [6 - Payment I[~]

Credit Payment Queue Report

7 Cust| | Hist

* Credit Failure Queue Report

S AdPerks : -, BRAINWORKS: CNH

AdPerks Panels Rates Ad Bookmarks Prompts Help  Maobile

2 Cust

?Ad

[Commen | [g-credit Failure (=] [ Cearfom | [ Delete Form
ser | I~ [ Find | [ saveForm |
Comment | | ﬂ

[oueue-theckmarkea|[ * | [is J[*] [201 - credit Fas1][w]

[Sort oK ] [z= I[+] [ow Il

|Insert Date J[=] [12 on or arrer |[~] [z If

J
[tnfinisned I[=] [ I[=] [o£2 =]

| [ {4

?Ad H
_Common \jh_gﬂmnn HZ\ | clearForm ) [ Delete Form ]
s | 1= [ ma | [ saerom |
Comment | | _F'i
[quene—tneckmarked|[ ¥ | [is |[=] [6 ~ Payment I[=]

[sort ox [[=] [1s (=] [on I[=]

\Inser: Date ||z\ \is on or after ||EJ \'.1 ||t\

‘Unflm.shed ||E |is ”3 lo£f ||z‘

= IR | b an oma

Step 3: Run Unposted Report

Select Brainworks - Accounting — Daily Billing Options
— Unposted Report

» Use current billing period date range
» Click Apply button
* Report should show no data

» |If data does appear, determine whether it should
be posted or unscheduled
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Month End Procedures

» Step 4: Make sure all adjustments are entered

» Step 5: Process small balance write-offs

+ Step 6: Make sure all adjustments are entered by
running the Adjustments Request Report

Filter on A status - make sure no pending
requests that need attention (all adjustments
should be marked as Final Approved or Denied)

Run dates for current month
Group report by Status

Page setup — force new Status
A Awaiting Action A
page for each approval A Aualn
statuses D Denied
X Deny - Return to Senc
F Final Approval
K Deleted After Final Apj
R Returned to Sender
i Transfer
W Waitina for Response ~

» Step 7: Run an Adjustment Report Detail/Total
Report

* Select Brainworks — Accounting — Adjustments
— Adjustments Report Detail

» Step 8: All misc charges entered (commercial
printing, etc)

+ Step 9: Make sure all cash has been entered

+ Step 10: Run a Cash Receipts Report Detail/Total
Report

» Select Brainworks — Accounting — Accounting
Reports — Cash Receipts Report Detail

» Shows all payments entered for the current
billing period
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Month End Procedures

» Step 11: Run key applied cash Step 15: Generate Finance Charges

» Select Brainworks — Accounting — Apply » Select Brainworks - Accounting — End Billing —
Unapplied Cash Generate Additional Charges
« Step 12: Run Unapplied Cash Report * Calc Service Charges

» Select Brainworks - Accounting — Accounting
Reports — Unapplied Cash report

Step 16: View Service Charges
» Select Brainworks - Accounting — End Billing —

« Step 13: Apply any applicable cash Generate Additional Charges
« Step 14: Apply — Accounting — Cash » View Service Charges
Receipts

Step 17: Run Post Calc Report
» Select Brainworks - Accounting — End Billing —
Print Post Calc Report
Step 18: Aging Report

» Select Brainworks — Accounting — Accounting
Reports — Aging Reports

» Use last day of your current period

» Select batch
* Enter account number
» Select List Unapplied button



Month End Procedures

Step 19: Get total from Prior Period Aging Report

Step 20: Prove Aging Report

Take last month’s aging balance minus this month’s
total aging balance

The net difference should equal the balance from the
Print Post Calc Report (step 20)

Step 21: Close the Billing Period

Select Brainworks - Accounting — End Billing — Close

Billing Period

CAUTION! Do not close the billing period until you

Select Site ID
Dates will default

» They are usually correct but can be
changed if need be

Click Close This Period button

are certain that everything for the current period
has been finished

Some reports are not available once the period
is closed

Step 22: Print Customer Statements found under Accounting —
Ending Billing

* On the Options Screen, in the Transmit box
» Check Screen for statements to open in PDF

* Uncheck Screen and check Web so that statements will
be saved to the Brainworks server and can be pulled at a
later date from the customer’s profile

Step 23: General Ledger Reports can be run that will show each GL #
and the transactions that are associated

» Select Brainworks - Modules — General Ledger Interface —
General Ledger Reports

* 3 reports:
* First list each GL # and the total amount
+ Second list each GL # and the transactions totals
» Third list each GL # and every transaction that is
included in date range
General Ledger Interface

» Select Brainworks - Modules — General Ledger Interface —
General Ledger Interface

* Creates a file that can be imported into a General Ledger
system

Step 24: Your site must be closed in AR before the 10" of the month.



Brainworks AR

Frequently Asked Questions
(in no particular order)



Frequently Asked Questions

» | have a Sales Rep that has left the company. How
do | reassign her accounts?

* In AR under File — Control Files — Salesperson
Setup - Salesperson

» Change the information associated to the
old sales rep’s code to reflect the personal
information of the new sales rep

* In AR under File — Security — Edit User

» Select the user name of the old sales rep
so their profile becomes active

« Under the SFA tab, remove their sales rep
code from their profile so it become
available for use

» Select the user name of the new sales rep
so their profile becomes active

» Under the SFA tab, assign the sales rep
code to the user’s account

In Sl under Classified Users

» Select the User Name for the old rep and
double click on it to open their profile

» Remove the sales rep code from the
“Default Sales Rep” field in their
profile and save changes

» Select the User Name for the new rep and
double click on it to open their profile

» Add the sales rep code to the
“Default Sales Rep” field in their
profile and save changes

Group i1 - Admin

Ad
Default Sales Rep | |v|
A

Default Ad Route [sort
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Frequently Asked Questions

* How do | check, add or edit the salesperson’s

contact information that is shown on the customer’s
statements?

* The contact information can be found under
File — Control Files — Salesperson Setup —
Salesperson

» Click anywhere in the line of data for the
salesperson whose information needs to
be updated so the line is activated and
then click the Detail button

* In this screen you can add, delete or edit
the information and then save the changes

| have a payment that was posted to an incorrect
customer’s account in our old system, and now the
balance has been transferred into our new system
incorrectly?

» Post a cash refund and use TranCode 9010
(Cash Refund) to the incorrect account and
then post a cash payment to the correct
account

* Your cash reconciliation will not be out of
balance this way because both of these
TranCodes use GL accounts 1020 & 1200 and
will net
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Frequently Asked Questions

» | want to use the Daily Sales Journal report in Data
Mining to balance the daily ads and to reconcile a
Post Office Total for Display advertising only, but the
report includes all the Line Ads as well?

* You will need to exclude the ad type Liners and
any other ad types you do not want to see on
the report

» Under Filters, Choose the ad types from the

drop down list of available filters that you don’t
want to see and check the box next to “exclude”

« The page numbers for the ads are not showing up
on my report used for reconciling/balancing the
paper. What can | do?

* In AR under Production — Update Page
Number, just enter single date, or date range,
and click the OK button (no other selections are
needed)

* In the Data Mining Reports, make sure you are
using the “Actual Page Section” which can be
found under fields 1
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Frequently Asked Questions

* I'm having issues exporting AR reports to Excel? » An account was previously written off but then a
+ In many sections of AR, there will be a display report payment was received from the customer and
option and an Excel option applied to the customer’s account.
* Even if you want to export your report to Excel, go « When applying the payment to the customer’s

ahead and tell AR to display your report first account

(While it's not a tested theory, it is believed there is a - Apply the credit through cash receipts

programming issue between using the immediate

export against us running these programs on a remote * When you open cash receipts, it will
server) prompt you that the account has both Bad
Once the report is displayed, right click and then select Debt and Non Bad Debt items

to export your report to Excel « Choose Bad Debt

Set your export settings so that the report saves in

your desired location, such as your desktop * Under the "List Unapplied” you can choose

the payments and apply it to the write off
The remote server using the Apache Office Suite app pay PRl

which is slightly different and limited than the Microsoft
Office Excel product

Copy the file from the remote server and paste it to
your windows hard drive

Right click on the file and tell it to open the document
with Excel
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Frequently Asked Questions

* How do | take payments for window sales on misc items?

All payments will be recorded through the cash
receipts batch entry process

Consider setting up two separate batches for a day
and name them 101517 AR payments & 101517 misc

Use the AR payments batch for those payments that
have control totals that will tie to deposit slips and cash
sheets

Use the misc batch for random sales, such as tickets
to a community event

You can go into a batch multiple times and the misc
batch won’t be set up with control totals, so it can be
used as needed

* | used the incorrect trans code, how can | fix it?

Go to Delete Cash/Adjustments under Accounting

Double click in the trans code box on the transaction
line that needs to be corrected

An input box will appear
Enter the correct tran code and click ok, then close
Pull a report to ensure the tran code was changed
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