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1. INTRODUCTION

The last several years have seen explosive growth in the
capabilities provided by microcomputers. We now have desktop
processing capability equivalent to what once required a
"mainframe" computer. Paralleling this increase in hardware
capability has been tremendous growth in the availability of
"package" software for general business applications: general
ledger; accounts payable; accounts receivable; payroll; order
entry; and inventory. Much of this software is oriented towards
small business, with each software vendor incorporating the range
of capabilities it believes can attract the largest possible
market. The availability of software packages for these
applications makes it possible for a transit agency to easily
automate many of its functions.

Sorting through the capabilities of the many packages to select
the one which can "best" serve your organization, however, can
prove to be very time-consuming and frustrating even for the
experienced computer user. For the novice, it can be
overwhelming. This report helps eliminate some of the mystery
associated with the selection of general accounting software for
use on microcomputers. It does assume that the reader has a basic
understanding of the general ledger, accounts payable, and accounts
receivable functions. It details the transit agency requirements
for each of these functions and describes the specific items that
make a transit agency different from commercial enterprises.
Included with the discussion of requirements is a description of
the features a software package should have to address each
requirement.

This look at a transit agency's accounting requirements is
followed by a discussion of the subjective factors involved in
software selection. It explains what to look for and expect in the
areas of training, support, and documentation, and describes how to
proceed with the selection process. Sources of information about
microcomputer software packages are presented along with a
discussion of the types of material from which to obtain detailed
package information. The appendix contains a set software
selection checklists which help in the evaluation of package
software. To start the process, checklists have been completed for
a number of available general ledger, accounts payable, and
accounts receivable packages.

The software reviewed generally operates on a stand-alone
microcomputer. Only now the packages are being modified to operate
on a local area network. Therefore this report is oriented towards
the "small" transit agency. "Small" relating more to the
complexity of the accounting situation than to the number of buses



operated. The requirements are basically applicable to all size
properties. Whether a microcomputer is the right solution depends
on factors such as the number of accounts and vendors, volume of
transactions, and reporting needs. In general, when the processing
volumes exceed a thousand transactions per month the organization
is sufficiently complex that more than one person at a time needs
to access accounting data. At this point, the networking of
microcomputers or a minicomputer solution rather than a stand-alone
microcomputer should be considered.



2. ACCOUNTING SYSTEM REQUIREMENTS

The key to selecting computer software is determining whether a
specific piece of software meets the needs of your organization.
Your needs reflect all of the work you must accomplish in a day to
carry out the business of operating a transit property. For this
report we will limit our discussion to your general accounting
functions -- general ledger, accounts payable, and accounts
receivable.

As a small transit property you have many accounting needs or,
as termed by software vendors, requirements, which are common to
most businesses. However, there are also requirements which are
unique to the transit industry, such as UMTA Section 15 reporting,
which must be accommodated by your accounting system, whether it is
manual or automated. This section identifies the accounting
requirements which are common to managing a transit property and
describes the features and characteristics accounting software
should include to address these requirements.

The requirements analysis discussion is presented by general
accounting application area =-- general ledger, accounts payable,
and accounts receivable. Taken together, these three accounting
applications probably represent only a small portion of the
functions being considered for automation. The interaction between
all functions is a key component in selecting a package for each
application. Given equivalent capabilities, "integrated" software
which includes the interfaces or linkages between applications is a
better selection than mixing and matching packages from different
vendors to get the best software for each application.

The discussion of requirements and software features is
presented in terms of "must have" or "required" capabilities and
"desirable" or "nice to have but not absolutely necessary"
capabilities. The required features represent those without which
a successful implementation of the software at a transit agency is
not possible. Desirable features are ones which make the software
more useful to the agency; not having such a feature does not make
the software inappropriate.

GENERAL LEDGER

A general ledger is used to accumulate information about the
financial status of an organization and to prepare the financial
reports necessary to manage the organization. Usually the intent
of automating the general ledger is to replace a manual
recordkeeping system with one which permits more timely preparation




of financial statements and reports and which reduces clerical
errors. To this end, the requirements general ledger software must
address at a transit agency are generally no different than those
faced by any commercial enterprise -- to ensure that the
organization's financial records are maintained in accordance with
generally accepted accounting principles.

Requirements unique to transit properties primarily result from
the need to comply with UMTA's Section 15 annual reporting
requirement and with any requirements imposed by a state or other
funding agency. The general ledger must be able to track
accounting information in a manner which permits reporting at the
prescribed levels of detail. The major impact is the need for the
selected software to permit flexibility in defining the agency's
chart of accounts if the agency desires to prepare its reports
directly from its ledger data. Taking Section 15 into
consideration when developing the general ledger can, however,
reduce the effort involved in the preparation of the reports.

In addition to Section 15 reporting requirements, transit
properties must be able to do grant accounting. Grant accounting
is the ability to track the detailed expenses associated with a
particular grant throughout the duration of the grant. Frequently,
grants cover multiple fiscal years. Commercial enterprises, and
therefore most software packages, zero the expense account balances
when the year-end closing or rollover is performed. "Project"
accounting packages do tend to include the required capability,
however, the trade-off with regard to other capabilities generally
makes such software inappropriate for a transit agency's general
ledger.

The following discussion presents the requirements a transit
agency must address when selecting general ledger software. The
requirements are grouped into the following categories:

o account identification;
o accounting periods;
o) report generation;
o other requirements; and
o desirable features.

Presented with each category are the software operating
features which allow a transit property to address the
requirement. As indicated, within each category the requirements
and features are identified as being "required" or "desirable."




Account Identification

An account is the lowest level of detail at which an
organization accumulates information for inclusion in its financial
statements. The ability of the organization to define the set of
accounts used to record financial information is essential if the
account structure is to support Section 15 reporting. This
requires that the user be allowed to define the account coding
scheme and the associated account names which will appear on the
financial reports. Generally, microcomputer general ledger
packages allow users to define their own account numbers within a
set range for each account type, i.e. asset accounts must range
between 0000 and 1999, liabilities must range between 2000 and
2999. As long as the user can develop a Section 15 numbering
sequence this limitation on the account coding scheme should not
preclude use of such a package.

Software features required to support a user-defined chart of
accounts include:

o) Minimum eight-character account number to
accommodate the Section 15 object and function

codes. Many properties will find 9 or 10
characters more useful as you can define separate
accounts by mode or jurisdiction.

o An adequate number of accounts to meet the user's
requirements. The number of accounts required

will vary considerably between properties.
Generally it will depend on the number of modes
being operated, the number of political
jurisdictions from which the property receives
funding, and whether the property provides any
services that require special accounting. The
number of accounts required by small to medium
size properties should range from 200 to 800.

Desirable features the software should have to support a
user-defined account coding include:

o Alphanumeric account codes to provide additional
flexibility in tracking detailed financial
information. For example, Operator's Salaries and
Wages - Operations, which is charged to Section 15
account 501.01.010 could be tracked by its
components, e.g. Travel Time (501.01.010.4),
Platform Time (501.01.010.B), Intervening Time
(501.01.010.D), etc. An alpha suffix could be
used to indicate special programs, such as a 'V!
for vanpool. This feature allows a common expense
account to be known throughout the




property and simple accumulation of the various
program information to report total expenses.

Non-financial (statistical) accounts to permit
defining accounts which are not included on the

financial statements. This type of account
permits recording monthly operations information
required for Section 15 reporting. The general
ledger can be treated as the database in which all
periodic information required for Section 15
reporting can be stored. With non-financial
account and flexible report writer (discussed
below) capabilities, an agency can develop most
financial and operating reports from a central
source. For example, the ability to accumulate
labor hours by function code greatly simplifies
the preparation of the 321 report and potentially
only requires an interface between payrcll and
general ledger to record all of the necessary
data.

Master and subsidiary accounts or division and/or
department accounts to allow reporting by cost
center or to provide information at both summary
and detailed levels. A master and subsidiary
account capability allows the transit authority to
define detail accounts which can be "rolled-up" to
a summary account for reporting purposes.

Division or department accounts enable the user to
record charges by cost center using a single
account coding scheme. Many of the packages do
provide either or both of these capabilities. The
requirement can also be addressed through the
account code definition if sufficient user
flexibility is provided.

Multiple ledgers to permit recording the financial
information for multiple entities. Many transit
organizations reflect multiple entities operating
as a common transit district or have a management
organization and operating company which require
maintaining separate financial records. For this
case a software package which allows defining more
than one entity is a better choice than one which
requires a separate installation to record each
entities financial information.




Accounting Periods

Recording of accounting information on a monthly basis is an
obvious requirement and one which is provided by virtually any
general ledger package. Some organizations maintain their
financial records on a thirteen period basis rather than monthly.
The user should be able to specify the appropriate number of
accounting periods. Users should also be able to specify their
fiscal year end and not be limited to December 31 or June 30.

The software should also maintain year-to-date balances for all
accounts to support management reporting. Similar balances for the
prior year considerably enhances the use of the general ledger as a
management tool. Such information permits analysis of trends and
supports preparation of budgets.

Posting to multiple open periods is a required software feature
related to accounting periods. The accounting activity for a month
usually does not close with the end of the calendar month. To
prevent having to physically hold off entry of the next month's
transactions until the closing of the current month is completed,
the software should permit more than one month to be open at a
time. Such a capability is also important at year end, as
adjusting entries may not be immediately available.

A desirable feature is the provision for multiple year accounts
which can be used to record grant expenses. Grant accounting
requires knowledge of the charges associated with a grant on an
accumulated basis from its inception. Generally, expense account
balances are reset to zero during the annual closing or rollover
process, making it difficult to track grant expenses across fiscal
years. The number of grants the agency has that extend through
multiple fiscal years will determine the importance of this feature
and whether it should be considered during software selection. If
the number of grants is considerable the agency might consider a
separate "project" accounting system for tracking the required
information external to the general ledger or if multiple ledgers
are permitted, setting up a separate ledger for each grant which is
not closed at the end of the fiscal year.

Report Generation

Production of standard financial statements is a required
feature of any general ledger software. Standard financial
statements include:

o trial balance;

o balance sheet;




o income statement; and
o transaction detail.

In addition to these standard reports, a required capability of
the software is the provision for the user to define their own
reports. Each of the standard reports and the user-defined
reporting requirement are discussed below.

The trial balance is used to prove the quality of the debits
and credits posted to the general ledger prior to printing of the
balance sheet. It is usually a two-column listing of the account
balances in the order in which they are defined in the chart of
accounts. This means that it shows the year-to-date account
balances at the time the trial balance is generated. Totals for
the debits and credits are presented at the end of the report.

The balance sheet shows the financial position of an
organization by summarizing the asset, liability, and owners'
equity account balances as of a specific date. It shows the total
balance for each category of account and, depending on the software
selected, will show intermediate totals according to the report
codes specified when setting up the chart of accounts.

The income statement shows the relationship between revenues
and related expenses for a particular accounting period. Like the
balance sheet, it shows the account balances for the revenue and
expense accounts. Again, depending on the software selected, it
will show intermediate totals for groups of accounts according to
the report codes specified when setting up the chart of accounts.

The transaction detail or general ledger listing shows the
activity affecting an account during the period. It generally
shows the beginning balance for an account, the transactions posted
to the account during the period, and the ending balance. The user
should be able to specify obtaining this report for a single
account, a range of accounts, or all accounts, as it is useful when
researching errors identified by the trial balance. Frequently, a
general ledger package will also include a journal listing
capability for reporting on all of the transactions affecting a
specific account. This capability can be considered a subset of
the transaction-listing capability.

The capability for user-defined reports is essential for a
transit property to be able to produce Section 15 reports directly
from the information contained in the general ledger. The user
must be able to define completely all of the information to be
contained in the report. Packages often advertise a user
report-writer capability that is nothing more than modification to
account names or report titles. This type of capability is
inadequate for a transit agency. The ability of the software to




interface with "spreadsheet" software might, however, provide
sufficient capability.

In addition to being able to produce standard reports showing
current account balances, desirable variations of these reports
include:

o comparison of current-month and same-month-
prior-year information;

o] comparison of current-month actual and budget
information;

o calculation of variances and/or percentages;

o financial reports by department; and

o listing of the account codes and names in
sequence.

A desirable capability is the preview of reports on-line.
Display on a screen is considerably faster than printing, allowing
the user to review reports for correctness prior to obtaining final
hardcopy. Such a capability should permit the user to "scroll"
through the report for it to be manageable. The user should also
be able to inquire directly for specific account balances either
individually or by defining a range of accounts. On-line inquiry
allows the user to answer many of the daily accounting questions
and, if supported by a display of the current period transactions
for the accounts, to easily research out-of-balance conditions.

To provide these various reporting capabilities the features
which the software must contain include:

o maintaining year-to-date account amounts;

o maintaining prior-year monthly account balances;
and

o maintaining monthly budget amounts by account.

Other Requirements

In addition to the items cited above, several other
requirements and features should be considered when selecting a
general ledger package.

The software should incorporate appropriate balance controls
for all transactions posted to the general ledger. It should




balance all debit and credit entries so that the ledger cannot
become out of balance. In an interactive system this feature
should be a balance edit for each of the items making up a single
transaction. For a batch entry system the batch should be balanced
for debit and credit entries and, preferably, against batch control
totals and transaction counts. One-sided entries should only be
allowed for statistical accounts, and even for this type of entry,
a dummy account should be used for balancing purposes.

The software should also field edit all data entry to the
maximum extent possible. There should be an on-line edit of
account numbers, transaction codes, and other account attributes.
For example, when entering a transaction the account number should
be checked against the chart of accounts for validity. This will
prevent partial posting of entries or batches and help keep the
ledger in balance.

The software should allow for an adequate number of
transactions per period. Some packages limit the number of
transactions which can be processed in a month. This usually
reflects a limit on the number of transactions which can be stored
for the monthly detailed transaction report. The number of
transactions a property needs to process a month will vary
according to size, the types of information maintained in the
general ledger, and the automated interfaces with other
applications. The last factor is important in that an interface
usually passes many detailed transactions instead of the summary
level transactions which would be used if the information was
entered manually. Any package which limits the number of
transactions to less than 500 - 800 per period should not be
considered.

It should also permit adequate field sizes for the property,
both on reports and in files. A multi-million dollar transit
agency does not want a general ledger that limits account balances
to hundreds of thousands of dollars. Inadequate field sizes and
transaction volumes are not problems with most packages but should
not be overlooked when considering the software.

A desirable general ledger feature is its' integration with
accounts payable and accounts receivable packages. With this
feature entries to the accounts payable or accounts receivable are
automatically posted to the general ledger. (This is different
from an interfaced package which would cause creation of a
transaction file for later posting to the general ledger.)
Integration minimizes or eliminates the need to perform duplicate
data entry. Multiple applications from the same vendor tend to
work better together than trying to interface applications from
different vendors. Integrated software also has the advantage that
the different applications usually work similarly in the use
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of menus, function keys, and data entry. Depending on how these
functions are spread throughout the organization, the use of common
techniques should simplify training of multiple users so that there
is a backup capability for any function.

Other applications with which the general ledger could be
interfaced include payroll, spreadsheets, and fixed assets. A
payroll interface would provide the labor and fringe benefit
expenses and, if statistical accounts are used, hours by category
for the 321 report. Spreadsheets provide a more powerful
analytical capability than is usually contained within a general
ledger report writer. A spreadsheet infterface however, should
only be to export data from the general ledger to the spreadsheet.
All inputs to the general ledger should be made by posting of
general ledger transactions. A fixed asset interface meanwhile
provides a means to obtain depreciation entries automatically on a
periodic basis.

Desirable features also include the ability to define
auto-recurring and auto-reversing transactions. Recurring entries
allow the user to define a transaction which is automatically
applied each month for the number of months specified.
Auto-reversing entries are transactions which are automatically
reversed during the next period. For example, if the payroll
accrual entered at the end of the month is defined as a reversing
entry it will be automatically reversed at the beginning of the
next period. Both types of entries are posted automatically when
the current period is closed. They help to minimize data entry and
serve as reminders for the next entry. Neither is critical to the
package selection process, however.

ACCOUNTS PAYABLE

An accounts payable system is used to manage cash flow by
scheduling vendor payments and ensuring that appropriate discounts
are taken. One neither wants to pay invoices too early, thereby
providing the equivalent of an interest-free loan to the vendor, or
to pay late, losing discounts and/or the goodwill of the vendor.
One also wants to ensure that payments are made only for goods and
services that were ordered and received.

For a transit property, payables generally represent purchases
of materials and supplies; fuel, oil, and other consumables; and
contract and other services. While a transit property may be
purchasing different items than a commercial enterprise, the
requirements for tracking payments are basically the same.

The following discussion presents the requirements of a transit
property for accounts payable software. Presented with

1.




the requirements are the software features that allow it to perform
the necessary functions. As with the general ledger software
discussion, the features are presented as "required" or
"desirable."

Scheduling of Vendor Payments

The accounts payable software should assist the scheduling of
vendor payments according to vendor payment terms. It should be
capable of scheduling payments based on either discount date or due
date, according to the policies of the transit property.

Software features necessary to support this requirement

include:
o invoice discount date tracking;
o invoice due date tracking;
o vendor file maintenance of vendor payment terms,

addresses, and contacts so that vendor information
does not have to be re-entered for each invoice;
and

(e} vendor payment deferral or holding so that
payments are not automatically scheduled.

Selection Of Invoices For Payment

The accounts payable system should automatically select
invoices for payment based on discount date and/or due date
according to the terms which are most favorable to the transit
property for all or selected vendors. This process should create a
proof list or file which is then modified prior to printing of
checks. As part of this selection process the user should be able
to override automatic selection by placing an invoice on hold or
deleting it from the selection list or add invoices to the payment
list manually.

The features the software should have to support these
requirements include:

o payment selection based on discount date;

o payment selection based on due date;

o payment selection of a specific vendor's invoices;
o manual selection of invoices for payment in

advance to the due/discount date;
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o manual override of selected invoices to remove
them from the payment list; and

o manual override of payment amounts to make partial
payments.

Calculation of Payment Amounts

The accounts payable software should also automatically
calculate the payment amount based on the vendor payment terms or
discount percentages or amounts pertaining to a specific invoice.
It should be possible to override the calculated amount to make a
partial rather than a full payment. In this instance the unpaid
balance should remain outstanding for future payment selection.

Transaction Types
The accounts payable requirements cited imply that the software

be capable of processing a variety of payment types. These
include:

lo) payments for the full scheduled amount;

o partial payments of less than the scheduled
amounts;

o debit/credit memo adjustments to invoice amounts;

o prepayments of amounts in advance of recognition
of the expense such as annual insurance premiums;
and

o voids to reverse payments after the check has been
printed.

Distribution Of Invoice Amounts to the General Ledger

Frequently, it is necessary to distribute individual invoice
line items to different general ledger accounts. For example, it
may be necessary to expense each item on an invoice to a different
cost center, to expense freight charges separately, or to allocate
individual line items to multiple accounts.

The number of distribution accounts required varies. The
worst case is when each invoice line needs to be distributed to
multiple accounts. The need for so many accounts will be rare as
most transit property purchases are charged to inventory or to a
material and supplies general expense account. A practical minimum
for the number of distribution accounts ranges from 8 to 12,
depending on the level of detail at which the agency assigns
expenses, with at least one account per voucher line.
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Be aware of how the package defines the number of distribution
accounts. A package saying it can handle 12 accounts may allow
codes for 12 accounts and then only allow these 12 to be charged.
The selected software should allow you to enter 8 to 12 accounts
for each invoice. Some packages also require the user to specify
distribution codes as part of the vendor file, a feature that is
not useful to transit agencies as it is limiting the distribution
to a single account for an invoice.

Printing Of Vendor Checks

The accounts payable system should print vendor payment checks
and remittance advices detailing the payment. Checks will usually
be prepared on pre-printed forms and the user is generally not able
to vary the format. The remittance advice should show at a minimum
the invoice number, the payment amount, and the discount taken. A
reference item, such as the purchase order number, is also a useful
field when responding to vendor inquiries.

Software features required to support vendor check printing
include:

o automatic printing of invoices selected for
payment;
o] consolidation of multiple vendor invoices into a

single check:;

o posting of payments made by handwritten checks;
and

o] reprinting of checks damaged in the printer.

Report Generation

Reports produced by an accounts payable package should include:

o open invoices by vendor;

o) open invoices by due date;

o cash requirements;

o check register and cash disbursement journal;
o) vendor listing; and

o transaction detail.
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Generation of each of the accounts payable reports should be
supported by the ability to preview them on-line prior to printing.
In addition to these required reporting capabilities, a desirable
feature is the ability to print 1099 forms.

The open invoice reports, by vendor or by due date, show any
unpaid items entered in the system. These are essentially two
different cuts at the same information -- the vendor list showing
unpaid items in vendor order and the due date report showing items
in date order. Due date for the open item report is usually the
date by which payment must be made to obtain the vendor discount.
Many packages title these as aged open payables reports and will
show items by vendor in due date order.

The cash requirements report shows the cash amount required to
cover the invoices selected for payment. It can serve as a proof
report for the selected payments and can help the user decide if
any changes, such as holds or partial payments, should be made
before the checks are printed. The cash requirements report will
often include a comments area and will indicate if an amount is on
hold, is a debit memo, or exceeds predefined check maximums.

The check register and cash disbursement report shows the check
number and date for each payment and usually the general ledger

account distribution. Generally, the report is in check number
order and only shows the consolidated payment to a vendor. The
cash requirements report or the transaction detail must be used to
review the specific items paid with any check.

The vendor list is an alphabetical listing of the vendors
maintained on file. It shows the vendor reference number, address,
telephone number, and payment terms. A desirable feature is the
ability of the software to print vendor mailing labels.

The transaction detail is a record of all entries made to the
accounts payable system during the period. It shows invoices,
credit memos, payments, and debit memos. It is usually printed in
vendor order and serves as an audit trail of all accounts payable
acktivity.

Maintenance Of Vendor Information

The software should support a vendor file which contains vendor
data such as name, address, contact, telephone number, invoicing
terms, and miscellaneous codes (i.e. 1099, DBE) for reporting
purposes. Access to this information should be by vendor code or
abbreviation, which is the information entered for each invoice.
Using a vendor file is much simpler and less error-prone than
entering vendor information with each invoice.

15




Required features that the software should have to support a
vendor data base include:

o An adequate vendor code field. The vendor code
field should permit a meaningful abbreviation, not
just the assignment of a vendor number. A transit
agency deals with so many different vendors that a
simple scheme such as the first four characters
from a vendor's first and second names becomes
much easier to use than trying to remember or
having to constantly look-up vendor numbers. This
means a minimum alphanumeric field of 6 to 10
characters should be available.

o An adequate number of vendors. For small-to
medium-size properties the software should permit
a minimum of 300 to 1000 vendors. It should also
permit "one-time" vendors for payments to vendors
who are not used frequently. The necessary vendor
information is entered at the time of invoice
entry, permitting the user to avoid an
unnecessarily large vendor file containing a lot
of infrequently used information.

(o) On-line query of vendor information.

A desirable feature is the ability to add a vendor to the data
base during invoice entry. If when entering an invoice the user
encounters a vendor not on the file, it is desirable to be able to
enter the vendor information without having to escape from invoice
entry and lose the information already entered. Another desirable
feature is a vendor analysis report which shows the history of your
activity with each vendor. It will usually contain comparison of
year-to-date and last-year purchases in dollar amounts and number
of invoices, discounts taken, and discounts lost. A vendor master
file must contain fields for this information if such a report is
to be generated.

Other Requirements/Desirable Features

Another function the software should support is the matching of
invoices, purchase orders, and receiving reports prior to payment
approval. The features necessary to support this function include:

o An adequate vendor invoice field. Vendor invoice
numbering schemes vary considerably. There will
always be some vendors whose invoice numbering
scheme cannot be accommodated within a reasonable
field size. Generally, 12 to 16 characters

16



provide enough information to define and keep
identifiable most vendor invoice number schemes.

o An adequate purchase order number field. The
transit property has control of the purchase order

numbering scheme. Usually 6 to 8 characters is
adequate. Many packages do not have a field for
this information; however, it is useful
researching vendor payment queries.

o An adequate receiving report number field. The
same comments apply here as for the purchase order

number.

As for the general ledger, accounts payable software should
permit an adequate number of transactions to be processed each
period. Some software limit the number of transactions which can
be stored for the monthly detailed transaction report. The number
of transactions processed in a month varies considerably with
property size and procedures such as the number of line items
permitted on a purchase order. Packages should not limit the
number of transactions to less than 500 to 1000 per month.

The package should edit as many fields as possible during data
entry. It should check for valid vendor numbers and valid general
ledger account distribution codes, and balance the distribution
amounts to the invoice total.

Desirable features include support for check reconciliation
with monthly bank statements, recurring invoices, and integration
with other applications. Check reconciliation should allow the
user to take advantage of the files generated during the check
print process to simplify reconciliation with bank statements. The
ability to handle recurring invoices eliminates unnecessary data
entry for invoices which are paid on a regular basis and for the
same amount. Debt payments or lease payments are two such items.
With a recurring invoice capability the user enters the number of
payments for the first payment and the invoice is then
automatically scheduled for the proper date each month without
further data entry.

Integration with other applications could include general
ledger and purchasing. General ledger integration would provide
for the automatic entry of information to the general ledger
whenever an applicable accounts payble transaction occurs. The
accounts payable control account and expense distribution accounts
are updated whenever an invoice is entered and the appropriate
transactions are posted whenever a payment is made or credit or
debit memo applied. Integration eliminates the duplicate entry of
accounts payable information and general ledger transactions.
Integration with purchasing would similarly eliminate redundant
data entry related to purchase order information.

17




ACCOUNTS RECEIVABLE

An accounts receivable system controls customer accounts and
ensures that timely payments for services are made to the transit
property. While the types of receivables vary considerably between
properties, common categories include charter services, ticket
sales, advertising, various employee expenses, and subsidy and
grant payments from governmental organizations. Other receivables
are elderly and handicapped transportation services, vanpool lease
programs, and other contract services. Transit properties
providing vehicle maintenance services for other governmental
entities require a receivable for this service.

The accounts receivable system must be able to post invoices,
credit memos, adjustments, and cash receipts against individual
customers. Receivables are usually tracked on either an open item
or balance forward basis. Open item systems apply receipts against
specific invoices while balance forward systems apply receipts
against the total outstanding balance of the customer. An open
item system requires that a customer number and invoice number be
entered with a receipt and can produce detailed aged accounts
receivable reports. A balance forward system only requires the
customer number with the receipt and produces aging reports that
have invoice amounts accumulated by month. The payment in a
balance forward system is generally applied against the oldest
outstanding monthly balance. Some packages allow the user to
select open item or balance forward on a customer-by-customer
basis, while others are specifically open item or balance forward
for all customers.

From a reporting perspective, an accounts receivable system is
expected to produce customer statements and aging reports. Within
some systems a customer statement is an invoice, while in others it
is a report on the status of a customer's account. The system is
usually expected to produce customer mailing labels and aged
receivable reports.

The following presents the requirements a transit property must
address when selecting accounts receivable software. Presented
with each requirement are the software features which allow it to
perform the necessary functions. As with the general ledger and
accounts payable discussions, the features are presented as being
"required" or "desirable."

Maintenance Of Customer Information
The software should support a customer file that contains
customer information such as name, address, contact, telephone

number, and billing address. Access to this information should be
by customer code or abbreviation, which is entered for each
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invoice. Using this method is simpler, less error prone, and less
time consuming than entering complete customer information for each
invoice.

Features the software must have to support a customer file
include:

o An adequate customer code field. The customer
code field should permit a meaningful abbreviation
of the customer name, not just the assignment of a
customer number. As with the accounts payable
vendor code, a meaningful abbreviation technique,
such as the first three or four characters of the
first and last name, is much easier to use than a
customer number that must be frequently looked for
on an alphabetic customer listing. A minimum
alphanumeric field of 6 to 10 characters should be
available.<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>