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Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry
V2.0

BENEFITS

. Eliminate manual entry of American Express charges
into Sage 100

. Eliminate double entry of invoices then transferring
invoices to AMEX vendor in Sage 100

. Increase accuracy of American Express charge
postings

. Retain invoice history by vendor for all AMEX
charges while still processing payment via AMEX
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Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry
V2.0

OVERVIEW

The AMEX Import to AP Invoice Entry will import invoices for all charges downloaded from the user’s
American Express account online. The charges will appear on each vendor’s individual account and then be
transferred to the AMEX vendor for payment. There are two phases to the import:

Download the charges to Excel/CSV, import to the individual vendors as invoices into the invoice data entry
file, and update.

2. Transfer the invoices from the individual vendors to the AMEX vendor.

American Express Import — Phase 1

1.

2.

Launch Sage 100.
Select Accounts Payable from the Sage 100 Modules Menu.
Select American Express Import — Phase 1 from the Accounts Payable Main Menu.

At the American Express Import — Phase 1 window, enter an Import Invoices From.
Note: You can browse and select from a list of files by pressing the adjacent folder button.

= American Express Import — Phase 1 (AB... 1B

|mpart |nvoices From | R:\BE=MRETPROSTONMASIDMPORT SNAMES Import Sa |
Select Field | Operand | W alue
Invoice D ate All -

You can enter a filter for an invoice date as well. Or you can accept the default of ALL invoices for ALL
invoice dates.

When the file is selected and you are ready for the import, press the Proceed button.

At the About to import Accounts Payable Invoice records. Continue? prompt, press the OK button.

=E Sage 100 ERP x|

& About toimpart Accounts Payable [nvaoice records.

oy Continue?
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Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry
V2.0

American Express Import — Phase 1 (continued)

8. If a Vendor Not Found prompt appears, it means an import record was encountered where the displayed
Name could not be found in Sage ERP or find a corresponding record in the AMEX Vendor Cross
Reference to match an existing Vendor No. Assist the procedure by supplying a Sage Vendor No. and
G/L Account associated with the displayed Name and press the Ok button. If none exists, press the
Skip button. Repeat this step as needed

=F - Vendor Not Found - ﬂ

Name |SAGE SOFTWARE INC 12IRVINE |

YWendor Mo D%

/L Account | |ck

9. When finished, press OK at the IMPORT COMPLETE Press OK to Continue prompt.

=® Sage 100 ERP x|

3 IMPORT COMPLETE
i Presz 0K to Continue

10. At the Do you want to print the Invoice Register? prompt, press the Yes button.

=® Sage 100 ERP x|

i } Do yow want ta print the Invoice Reaister?

11. Proceed to print and post the Invoice Register as normal.

12. At the Do you want to print the Daily Transaction Register? prompt, press the Yes button.

== Sage 100 ERP x|

\.‘:) Do you want ta print the Daily Tranzaction Regizter?
-
G-
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Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry
V2.0

American Express Import — Phase 1 (continued)

13. At the Daily Transaction Register screen, press the Print or Preview button.
=¥ Daily Transaction Register (ABC) 1/30/2015 2| x|

ACCOUNTS PAYABLE DAILY TRAMSACTION REGISTER

|HF Laseret F2015

14. When finished, the resulting Daily Transaction Register will print similar to the below. If in a Preview
window, close the window when finished.

=Io||
< 3 Ro L Jima-
I Main Report |
Daily Transaction Register
ABC Distribution and Service Corp. (ABC)
Postings For: 1/30/2015
Source Journal AccountNumber Account Description/Posting Comment Debit Credit
AP-000012 110-01-00 Motereceivable 71.84
OFFICEDEPOT 005125 SIGNAL HIL/IM: 20150105 —
118-00-00 Inventory-Repairs Cleanng 3,000.00
SUGARCRMO271  CUPERTINO/IN: 20141231
118-00-00 Inventory-Repairs Cleanng 7169322
SUGARCRMO0271  CUPERTINO/IN: 20141231
118-00-00 Inventory-Repairs Cleanng 82,165.18
SUGARCRMO271  CUPERTINO/IN: 20141231
200-01-00 Accounts payable - trade 180.311.22
APINVOICE ENTRY/DIV: 01
200-02-00 Accounts payable - other 71.84
APINVOICEENTRY/DIV: 02
BBE-00-03 Rent 2945272
Airway Property /IN: 20141230
Journal 000018 Totals: 183.383.06 183383.06
Source AP Totals: 183.383.06 183.383.06
113012015 Totals: 183.383.06 183.383.06
ReportTotals: 183.383.06 183.383.06
Current Page MNo.: 1 |T013I Page No.: 1 |Zoom Factor: 100%

15. At the Do you want to update the Daily Transaction Register? prompt, press the Yes button.

=¥ Sage 100 ERP ﬂ

2 Do you want to update the Daily Transaction Regizter?
x._‘;/

Rev. 11/05/2015 [Page 5 of 16] FBSG .\Sage 100 ERP to AMEX Integration v2.doc



Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry
V2.0

Review of Imported Invoices Prior to Updating

Before updating the Invoice Register (see Use American Express Import — Phase 1), you may review the AP
invoices prior to updating through standard AP Invoice Entry functionality.

1. Select Accounts Payable from the Sage 100 Modules Menu.

2. Select Invoice Data Entry from the Accounts Payable Main Menu.

3. If prompted for a Batch Number, enter a corresponding Batch Number and press the Accept button.
Note: you can browse and select from a range of batches by pressing the adjacent magnifying glass button.

-l
Batch Mumber | 00247 | S 4 R [ Madify... l [ Werify ]
Comrent | [Eenumber...] [ Merge. .. ]
Private Batch |:|

Statuz Ayvailable Created By |DF 3/20/2015 01:57:07 pm
Entriez 4 todified By |DF B/20/2015 01:57:33 pm
Tatal | ArnoLrt

1 | voice Amount 3.020.24

2 MHet Armount 3.020.24

3 Digcounts .00

4 Prepayments .00

LCancel l Delete [ @ l X
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Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry
V2.0

Review of Imported Invoices Prior to Updating (continued)

4. At the A/P Invoice Data Entry screen, press the button resembling a flashlight.

=& AP Invoice Data Entry (ABC) 8/20/2015 = II:IIEI
Wendor Mo, || |C®Q da B k[ Batch (00247 il

Mame |

Irvaice Mo, |C£ [ """

1. Header ] 2. Lines I
Irvoice D ate N Terms Code =
I oice Amount oo [ Irvvoice Due Date N
Freight oo || Diizcount Due Date N
Sales Taw .ag Dizcount Armount .aa “
Subject to Dizcount oo ||

Frepaid Invoice

Hold Payment [ ] Separate Check [ ]

~— Sales Tax

Schedule !

T ax Clazs ! —1099 Payrnent

UseTar (] Fam | =] o

Carmrmemnt | |

[ Accept l Lancel I Delete 1&101
(=

|rvoice Mo
01 -ALLCCLIM AP | 1 [ !
07-ALLCLIM WwSE COMPAMY IMC 065SALT LAKE 2 3MES2ME 7hA7
07-ALLCLIM WwSE COMPAMY IMC 065SALT LAKE 3 3252M5 G09.86
07-ALLCLIM WwSE COMPAMY IMC 065SALT LAKE 4 324/2M5 2.249.91

Search ||ma.:.i.:e Mo j| |Begins with ﬂ| | | FEind |

L Do [R50

|F|:|un|:| 4 records | | |
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Sage 100 ERP — American Express Integration

AMEX Import to AP Invoice Entry
V2.0

Review of Imported Invoices Prior to Updating (continued)

5. From the Invoice List, highlight an invoice and press the Select button.

6. The invoice will appear similar to the below. To observe the invoice lines, press the 2. Lines tab.

=¢ AP Invoice Data Entry (ABC) 8/20/2015

=

Vendor Mo, [071-ALLCLIM [ T | Batch (00247 |7
Mame WSE COMPARNY [MC OBESALT LAKE |
Iwvoice Mo, |1 | =
Ihwoice Date 3A17/2015 : Temiz: Code El% MET 10
Irvoice Armount a85.00 Irvoice Due Date 2205 :
Freight .ao Digzcount Due Date :
Sales Tax .o Discount Amaint .aa |
Subject to Discount 85.00

Frepaid Invaice

Hold Payment [ |

Separate Check [

— Salez Tax

Comment | 20150820 |
Schedule |/ MILMIL % Milwaukes
T ax Clazs E% ~—1099 Payrnent
Use Taxw [ | Form | Mone ﬂl Box
@ [ Accept l LCancel I Delete I & I @ L

=r A /P Invoice Data Entry (ABC) 8/20/2015

=-Io|

Wendar Mo | 07-4LLCLI S I Eatch |00247 <
I ame WISE COMPAMY IMC OEGBSALT LAKE |
Irvoice Mo, |1 | =

1. Header I 2. Lines ]

| mukron | 2@ | EarEE
GAL &ccount Arnount | Corment |
1 5250-00-003 £5.00 20150820
o

Dezcription

Diztribution B alance

Tatal £85.00

@

[ Accept I Lancel I Delste :
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Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry

V2.0
American Express Import — Phase 2
1. Launch Sage 100.
2. Select Accounts Payable from the Sage 100 Modules Menu.
3. Select American Express Import — Phase 2 from the Accounts Payable Main Menu.
4. At the Launch American Express Import — Phase 2 window, enter an AMEX Vendor.
{\Iﬁoffli:can browse and select from a list of Vendor No.’s by pressing the adjacent magnifying glass
button.

- The selected Vendor must be a Credit Card Vendor (where Credit Card Vendor checkbox is checked in
Vendor Maintenance.

=E Launch American Express Im...

AME Vendaor | Q,

Saource Journal %

[ Ok ] r— ]

5. Enter the Source Journal number posted from Use American Express Import — Phase I above.

=*Launch American Express Im... I

AMEX Yendar 02-6MEx |

Source Journal | Ck

[ Ok l LCancel
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Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry

V2.0
American Express Import — Phase 2 (continued)
6. You can use the search button to display a list of available journals.
4= AfP Source Journal Summary —
il Source Journal ¢ | Pozting D ate | Source Journal Amt, | Mumber of Entries |
AP-000009 BA42010 719050 3
AP-000070 RA22M0 14331.00 G
AP-000071 RA32M0 -14381.00 3
AP-0000 2 RAES2010 302R.00 3
AP-0000 3 BATS2010 249800 2
AP-000074 BA2M0 R93R.00 4
AP-000015 TG 3365.39 12
AP-00001 6 3/3/2M5 2
AP-000M 7 9/34205 3
AP-000078 962015 1
AP-0000719 24312015 el

7.
AMEX Vendar 02-aMEX |G
Source Journal AP-noooig |G
| I Cancel
1
8. At the Do you want to print the Invoice Register? prompt, press the Yes button.
%
j) C'o pou want ko print the Invaoice Register?
Mo ]
9. Proceed to print and post the Invoice Register and Daily Transaction Registers as normal.
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Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry
V2.0

AMEX Vendor Cross Reference

For those users who want some help “translating” how American Express records a vendor name into actual vendors
in Sage 100, we’ve created an AMEX Vendor Cross Reference file function. The AMEX Vendor Cross Reference
will allow you to designate SAGE Vendors to incoming Vendor Names (as written in the AMEX CSVfile). Contents
can be used to match incoming Vendor Names to SAGE Vendors for cases where the American Express Import is
unable to find the Vendor by looking at the Sage Vendor records itself.

1. Launch Sage 100.

2. Select Accounts Payable from the Sage 100 Modules Menu.
3. Select AMEX Vendor Cross Reference from the Accounts Payable Utilities Menu.
4. Enter a Vendor Name.
BEE
4 4 b b

YWendor Mam
Wendar Ma. .

[ Accept l LCancel I Delete l

5. Enter a SAGE Vendor No.

Note: You can browse and select from a list of available Vendors by pressing the adjacent magnifying glass

button.
=E AMEX Vendor Cross Reference (ABC) 11/5/2015 ﬂ = |I:I|ﬂ
4 4 b P
Wendor Mame  |[SCOLITEEEC ST S HEATEF | b

N -

[ Accept l LCancel [ Delete l
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Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry

AMEX Vendor Cross Reference (continued)

6. When finished, press the Accept button.

V2.0

=E AMEX Vendor Cross Reference (ABC) 11/5/2015 ﬂ = II:IIﬂ

Yendar Mame

Yendar Ma.

SOUTH COAST REFP THEATER

14 4 b bl

01-COMPAD |O%

LCancel I Delete ]
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Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry
V2.0

American Express Download Procedures

1. Log into your American Express Account.

BES a7us43 200k

i f
| ST = Home Statements & Activity Payments Profile Benefits

1aiii 1y =
o O RECEIPTMATCH™ | SYNC WITH QUICKBOOKS,
5 Q g

Recent Activity v Search -4, Not Enrolled Mot Enrolled

Spend By: Category v Filtered By: All Categories Table View E82 X

Business Services
‘ . Merchandise & Su...
' Travel
' Other

‘ Restaurant

. Communications

SHOWING YOUR CATEGORIES TOTAL: $221.779.11

Mote: Data shown does not include Pending Charges or Payments.

Posted Transactions Pending Charges | Billing Statements | | StartTour |
DATE + DESCRIPTION AMOUNT
> 9 JAN 10 AT&T*BILL PAYMENT 95DALLAS TX $132.83
(] '
2 > JAN 10 Atlassian Sydney $20.00

3. Click the DOWN ARROW button indicating Download.

ERES 876543 2N

Home Staternents & Activity Payments Profile Benefits

o I O RECEIPTMATCH®™ | SYNC WITH QUICKEOOKS,
<earcn Mot Enrolled Mot Enrolled

Select Transactions

ail ¢ 2 =

Recent Activity

Spend By: Category v Filtered By: All Categories
Current View

i Card #ctivity

4. Click Card Activity.
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Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry
V2.0

American Express Download Procedures (continued)

® Individual statements available to download

T~

[« Dec 30, 2014 to Present Aug 30, 2014 to Sep 28, 2014 Apr 29, 2014 to May 29, 2014
[ 1] Nov 29, 2014 to Dec 29, 2014 Jul 30, 2014 to Aug 29, 2014 Mar 29, 2014 to Apr 28, 2014
Oct 30, 2014 to Nov 28, 2014 Jun 28, 2014 to Jul 29, 2014 Feb 27, 2014 to Mar 28, 2014

Sep 29, 2014 to Oct 29, 2014 May 30, 2014 to Jun 27, 2014

Include additional transaction details (only one statement at a time).

oo o

6. Save the resulting file in an appropriate folder where you’ll want to import it from.
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Sage 100 ERP — American Express Integration

AMEX Import to AP Invoice Entry

V2.0

Technical Notes

1.

The following programs were created as a part of this enhancement:

- AP0504452_ImplInvoiceUtil. M4L

- AP0504452_MissingVendor.M4L

- AP0504452_AmerExpressPhase2_ui.pvc
- AP0504452_ImplnvoiceLog_bus.pvc

- AP0504452_ImplnvoiceLog_svc.pvc

- AP0504452_ImplInvoiceUtil.pve

- AP0504452_ImplnvoiceUtil_Ui.pvc

- AP0504452_ImportLog_rpt.pvc

- AP0504452_ImportLog_Ulpvc

- AP0504452_MissingVendor_ui.pvc

- AP0504452_AmerExpressPhase2.M4L
- AP0504522 VendorXRef M4L

- AP0504522_VendorXRef_ui.pvc

- AP0504522_VendorXRef_svc.pvc

- AP0504522_VendorXRef_bus.pvc

The following fields were added as a part of this enhancement:

- AP_InvoiceHistoryHeader {UDF_0504452_BATCHNOS}
- AP_InvoiceHeaderPosting {UDF_0504452_BATCHNOS$}

The following Tasks were added as a part of this enhancement:

- American Express Import — Phase 1
- American Express Import — Phase 2

The following Menu items were added as a part of this enhancement:

- American Express Import — Phase 1
- American Express Import — Phase 2

For the “Phase 17 portion of the import, the import file must be in a comma-delimited format with the

following layout:

- Invoice Date
- N/ A (not used)
- Invoice Amount

- Vendor Name (will be used to “match” the corresponding Vendor Name in Sage to apply proper

Sage Vendor No.

- General Ledger Account (optional — used to override the default General Ledger Account)
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Sage 100 ERP — American Express Integration
AMEX Import to AP Invoice Entry
V2.0

Compatibility

The FayeBSG Sage 100 ERP — American Express Integration import is compatible with MAS90 v4.5 and
above and Sage 100 ERP 2013 and above.

Inquiries

For additional information, feel free to contact:

Faye Business Systems Group, Inc.
5950 Canoga Avenue, Suite 615
Woodland Hills, CA 91367

info@fayebsg.com
www.fayebsg.com

818-280-4820
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