Checklist for Daily Receivables Procedures

____1.
If you have added new customers and/or new accounts/cost centers since the last time you imported information from the remote system you will need to refer back to the Customer Setup and Account Setup sections.  There must always be an assigned Customer and an Assigned account for every imported customer and account/cost center.  Otherwise, you will see errors on the import reports.  The errors must be corrected before our system will allow the data to be transferred to the accounting system.  Once you have built the new customer and account information you should delete the transactions before proceeding with the following steps. To delete go to ARLink>>Import and Transfer and choose the Maintenance tab.  Choose Delete next to Delete Transactions field.  

___Import and Transfer

Go to ARLink>>Import and Transfer.  This window is used to mass import receivables data for multiple locations and multiple days.  Using this feature can be a real time-saver especially if multiple locations exist or you wish to import and/or transfer data for several days.

____1.
The Saved Option field allows you to create a user-defined name and to save your settings for this window.

____2.
From the Locations Available list select the locations you wish to import and/or transfer and Insert>> into Locations Selected. You can also choose to Insert All if you wish to import and/or transfer all locations together.  Remove allows you to highlight one location from the Locations Selected list and remove it or you can Remove All from Locations Selected and start the selection process over.

____3.
The Import/Transfer tab allows you to choose an option for Importing and/or Transferring the data from the drop down list.  Import ONLY means the remote data will only be imported to the GETLinked program.  No data will be transferred to the financial system.  Import and Transfer means the data will be imported to GETLinked and transferred in one step.  Transfer ONLY means the data has already been imported and exists in GETLinked.  An import file will be created for transfer into the designated financial system.  Until you are confident with the importing and transferring process it is recommended that you initially Import Only to get the data from the remote system into the GETLinked program.  Fix any errors that show up on the error report such as missing customer or account numbers.  Delete the transactions and re-import until you see no errors.  Once the data is error-free you are ready to choose Transfer Only at which point the transfer file is created for importing into your accounting system.  The import instructions for your specific accounting system must be obtained through your vendor.

____4.
If the Flash Windows checkbox is marked you can watch all the data populating GETLinked as it is being imported and/or transferred.

Note:  This does cause the system to run much slower when marked.  We recommend that this be used only in the beginning so you can verify that your data is importing and/or transferring correctly.   
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