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1. Puta supplier on Payment Hold which sets the Hold code for all current and new AP

Invoices to the Hold Code set in the App’s Module Control

2. Taking a supplier off Payment Hold displays the Release/Alter Holds form, giving the user

the ability to selectively remove the Hold Code from invoice on Hold
3. User level access to Payment Hold by Company

Any AP Invoice that has a Hold Code that is not None will not be included in an AP Payment run

(standard Greentree functionality)

OTHER REQUIREMENTS

Greentree Modules: Accounts Payable

PUT SUPPLIER ON PAYMENT HOLD

To put a supplier on payment hold

1. Select the menuitem | Data Entry | Accounts Payable | Supplier Maintenance
2. Click on the Defaults tab
3. Tick Hold Payments

Supplier Maintenance = GE X
= SR @ 2= =wmweELIRAS®
Code 010101 (O Alpha 010101 (), Name PLASTERBOARD 2003 LTD Q
Displayed currency Foreign  (®) Local
Purchase History Master Survey Results Survey Graph eDocs Intescompany Subcontracts WebView Notes Related Analysis
Release/alter holds
Main Defaults i G i ing Tax Custom eXchange Email Tracker Freight Purchase Orders
Apply 1 =
Taxation
02 (Wellingt;

Beanch o ik ! Using withholding tax

Currency NZD (New Zealand Dollars) w Tk ipme Exclusive o Create invoice

Calendar MARCH 4 Tax code (6§ Create standing invoice

Payment terms 30 Days from Invoice Date Q. ob ke mmm Create journal

Discou nt type Percentage of Total ~ 0.00 % s e

Reporting options

Remittance delivery method Email d Has a parent account

(Create purchase order
Remittance recipient nicola@verde.co.nz
d Pay invoi itel; Create standing order
Purchase order delivery method Print s cparc =
Use buyer aeated tax invoices M

Tick to hold

Single attachment per eReporting eM supplier payments

Bficiapoyments i

Delivery Method Lead Time L' Frequency|Order Cycle | O° Frequency| Default

Editing an existing Supplier First Supplier of 509

Once Hold Payments is ticked, the Hold Code on all open AP Invoices and any future AP Invoice created

will be update to the Hold Code stored in the App Module Control

Note: Any AP Invoice that already has a hold code set will not have the hold code updated
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AP Invoice Entry

] ; weRN B @Kk « = ) (l=wme@esr RO
Batch 54407 Branch 01 (Auckland) W Last invoice number 100074
Invoice mmm{% Select Receipt  Select Additional Charges  Select Shipment  Lineltem  Custom  Email Tracker Create RFC
Invoice Detail Supplier Detail N B0
Humber 100074 Q) Code 010101 Alpha 010101 1P
Date 18(/(02(/ 19 Name PLASTERBOARD 2003 LTD IPM Attachment
Hold code Auto Hold b Currency  NZD Rate  1.00000000 Lreate aredit note
Entered by SUPER Terms 30 Days from Invoice Date L Print cheque

Deduct withhaolding tax
Sefial/Lot number

Payment date 20/03|7 19| [E0 Posting date 18/02/19 [#]  Periodend 28702719 [= Bins

Purchase orders

Supplier is on Hold Payment so T
any new AP Invoice’s created
will be assigned the Hold Code

Narration PLASTERBOARD 2003 LTD

Discount  0.00 Met 25,00 Tax %75 Total 2375
set in the App control
Type AdvInvoicing Tax Type  Company/Tran: Account/Code GL Short Code Description Tranmsaction Analysis Subcode/Loc
GL . .E 08 10.10.1030 'Suppnnlnc .Supportlnmme .
Gl E 06 10. .
Ready Invoice 118 of 1228
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VIEW AP INVOICE AND CREDITS ON HOLD

The current hold status of AP Invoices and credits for a selected supplier can be view and altered in the
AP Release/Alter Holds form

1. Select the menuitem | Process | Accounts Payable | Release/Alter Holds

AP Release/Alter Holds X
O % BOK « > SHEUI2RMAG
Supplier details
Code GG L Apha 010101 €] Name PLASTERBOARD 2003 LTD &
Show children Show futures Holds only Mo holds anly @ All transactions
+|Date Type Reference Outstanding Original  Hold value Hold code | Select
+16/08/17 AP |!'I\|OLE 100055 10,00 10,00 10.00 Auto Hold |
+=01mnT AP Invoice 100085 115.00 115.00 115.00 Auto Hold 172
+(20/0318  |APInvoice C27747_1 165.00 165.00 165.00 Hold 13
+|04/04/18  |APInvoice C27747 47438 47438 474.38 Hold 1
+17/05/18 AP Invoice |C27747_V1_AP 430.00 480.00 450.00 Hold ¥
+17/05/18 AP Invoice C27747_V2_AP 480.00 450,00 480.00 Hold 12
«(17/0518 AP Invoice C27747_V3_AP 430,00 480,00 480,00 Auto Hold | ¥
+[17/05/18  |APInvoice C27747_V4 430.00 480.00 480.00 Auto Hold | ¥
+17/05/18 AP Invoice (C27747_FINAL 430.00 480.00 480.00 Auto Hold | ¥
+07/0%18  |APInvoice INVO10101 47438 474,38 47438 Auto Hold |
=|18/02N19 AP Invoice 100074 28.75 28,75 28.75 Auto Hold 72
Ready There are 509 AP Release/Alter Holds

Example: The example above shows that when the supplier 010101 was put on payment hold, all AP
Invoices that where not already on hold (Status Hold), where assigned the Hold code of Auto Hold,
from Apps control setting.

Un-ticking the select check box next to an AP Invoice in the AP Release/Holds Screen will change the
hold code on the AP Invoice to None
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TAKE SUPPLIER OFF PAYMENT HOLD

To take a supplier off payment hold
1. Select the menuitem | Data Entry | Accounts Payable | Supplier Maintenance

2. Click on the Defaults tab
3. Un-tick Hold Payments

& Suppli
D@L SR ] - SHOLUIRASO

Code oto101 &) Alpha 010101 () Name PLASTERBOARD 2003 LTD Q
Displayed currency Foreign  (® Lacal
Purchase History Master smam Survey Graph eDocs Intercompany Subcontracts WebView Notes Related Analysis
E— Release/alter holds
Main Detauits Integration Tax Custom eXchange Email Tracker Freight Puichase Orders.
Taxation e °
Bl sl > Using withholding tax
Currency NZO (Mew Zealand Dollars) v [ e s e
Calendar MARCH ¥ Taccode Q I
Paymentterms 30 Days from Invaice Date \HD Pumben I T
Discounttype  PercentageofTotal | |0.00 % R e
Reporting options e
Remittance delvery methog  Email v Has a parent account LJ
) Create purchase order
Remittance recipient nicola@verde.co.nz
- Pay invoi itel; Create standing order
Purchase order delivery method Print I e ke scpantel
Use buyer created tax invaices ™

Purchase order recipient
Single attachment per eReporting email

1l Un-tick T ol Payments

—

Wamning

quency|Order Cycle

ey Fetnial Load s Freqescylitelak @ There are 7 AP Invoice/s for this Supplier on Auto Hold, please review and release using AP Release/Alter Holds form

Ready First Supplier of 509
& Supplier Maintenance (=l B
Dea IS - = SmENIRASO
code ow0101 ) Apna 010101 €] Name |PLASTERBOARD 2003 LTD Q
Displayed currency Foreign  (®) Local
Purchase History Master Survey Results Survey Graph eDocs Intercompany Subcontracts WebView Notes Related Analysis
——— ‘Release/alter holds
Main Defaults Integration Tax Custom ‘eXchange Email Tracker Freight Purchase Orders
Apply transactions
Branch 02 (Wellington) . Taxation
s Using withhalding tax
Curreney NZD (New Zealand Dollars) v Tatye v )
Calendar MARCH ~ Taxcode Q
Paymentterms 30 Days from Invoice Date ey AT
Discountiype  PercentageofTotal | 000 %
Reporting options 2
Remittance delivery method  Email v O
Remittance recipient nicola@verde.co.nz
= Pay invoi ten
Purchase order delivery method Print ] BlPwiewoens “"%” el
Use buyer creaté¥tax invoices

P

hase

Single attachment per eReporting email
Hold Payments
AP Release/Alter Hi

Delivery Method Lead Time der Cyde | O Frequenty Default
o a3 BOK & >
Supplier details
Code @ aipha 010101 @, Name  PLASTERBOARD 2003 LTD =
Show children Show futures Hoidsonly | Noholds only (@ alltransactions
- Date Type Reference Outstanding  Original _Hold value Hold code _ Select
< 16/08/17 AP Invoice | 100055 10.00 10.00 10.00 Auto Hold ¥
< OUIAT  APInvaice | 100065 115.00 11500 115.00Auta Hotd
- 20/03/18 AP Invoice C27747_1 165.00 165,00 165,00 Hold ~
-04/04/18 AP Invaice C27747 47438 47438 474,38 Hold ~
- 17/05/18 AP Inwoice |C27747.V1_AP 480.00 48000 480,00 Hold ~
< 17/05/18 AP Invoice 27747 V2_AP 480.00 28000 480,00 Hold ~
- 17/05/18 AP Inwoice |C27747.V3 AP 480.00 48000 480.00Auto Hold ¥
~17/0518 AP Inwoice C27747 V4 480.00 48000 48000 Auto Hola @
< 17/05/18 AP Invoice |C27747_FINAL 480.00 480.00 480,00 Auto Hold
~07/0318 AP Inuoice INVD10101 47438 47438 a7238aut0 Hold | [
+18/0219 AP Invoice 100074 28.75 2875 2875 Auto Hold | ¥
Ready There are 509 AP Release/Alter Holds
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Taking a supplier off Hold Payments displays a message of the number of AP Invoices currently on Hold,
after pressing OK, the Release/Alter Holds form will be opened enabling the user to select invoices that
should be taken off hold

Note: Taking a supplier off payment hold does not automatically remove hold codes from existing AP
Invoices, this must be done manually. New AP Invoices created after a supplier is taken off Payment
Hold will no longer be assigned a hold code automatically by the App

Please refer to the Important Notes section above before installing and configuring this App

APP INSTALLATION

Log into Greentree as the Super user

Select the menu item | System | Apps for Greentree | Apps Module Control |

Enter the New Registration Codes supplied and click Install App

Apps For Greentree Module Control

s ®
Enter Mew Registration Cot | bWjhfIAQQUGmMW Install App
Filter J}ps
Code  |Mame D escription Achive
010006 |Tranzaction UDF Tabhin Tranzaction Entry for Custom UDF Fields |

010007 |Job Cost Shift Manager Functionality that allows the definition of a shift time W
010008 |Utility System Scripts A collection of useful scripts for importing and expe| W
010010 |Email Copy Invoices Functionality to email customer invoice copies v
010011 |Snap Shot Workbench |Create Snap Shots of data for Audit purposes v

=

010812 |IM Pricing "orkbench  |Inventory pricing workbench v
010015 |System Script Security | Set Security on System Scripts by User v
4. Select/Highlight the Point App.

2/18/2019

Load from File

Expiry Date

31 December 2043
09 February 2019
3 January 2023
31 December 2043
3 December 2043
31 December 2049
31 December 2043

Il

= PO@2LFRO

Delete Inactive/Expired App:  Uninstall Apps For Greentrei

User Count

100-Edit Use
0-Edit Users
5-Edit Users
100-Edit Use
100-Edit Use
100-Edit Use
100-Edit Use

Settings
Change
Change
Change
Change
Change

App Count

5-View

Click on the Edit Users button and select the users who will be configured to use this App, for

which companies.
Save and Close the form.
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APP CONFIGURATION

1. Select the menuitem | System | Apps for Greentree | Apps Module Control |
2. Select/Highlight the Supplier Invoice Hold App.

3. Click on the Change button to configure the App for use.

4. Select the Hold Code to be used by the App

ﬁk Apps For Greentree Module Control AL
Sn@ERPLRE
Enter New Registration Code Install App Delete Inactive/Expired App  Uninstall Apps For Greentre:
Filter Apps | Hold
Code  Mame |Deseiption Active Expiy Date UserCount [Settings | App Count

| 010123 | Display withholding tax | Display withholding tax in AP Invoice W 20Febuay 2013 | 0-Edit Users
010146 Supplier Invoice Hold  Allow Supplier to be put on Payment hold, shich p [ QENZC- Tk B O-Edit Users . Change

Supplier Hold Settings

& ® SnEEe LR

Hold Code Auto Hold| Q

Click Save

Escape to Close the form

Click on Edit Users

Select the users by company that will have access to this functionality

O N w

Close and re-open the supplier maintenance screen to enable the Hold Payment property

OTHER GREENTREE CONFIGURATION

CREATE A HOLD CODE

You should setup a hold code specific for the Supplier Payment Hold functionality to
differentiate AP Invoice placed on Hold as a result of the Supplier being placed on hold as
opposed to the AP Invoice being placed on Hold manually or through some other process

To setup a new Hold Code

1. Select the menu item | System | System Setup | Hold Code Maintenance
2. EnteraCode
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3. Enter a Description for the Hold Code
4. Tick the Active button
5. Click Save
6. Escape to Close the form
UT Held Code Maintenance ] m
3 W R @k ¢« > SneEeBRFAE
Code uto Hold (0]

Descriptior | Supplier Payment Hold

B Active Is retained

Feady Hold Code 2 of 11
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