Passport-

Software, Inc.
PBS VERSION 12 ENHANCEMENTS

V12 includes all enhancements from prior versions up to and including v11.7.9.

SYSTEM-WIDE ENHANCEMENTS

New and Improved Interface

New to several modules of Passport Business Solutions Version 12 is a
Graphical User Interface (GUI), available for Windows and Thin Client versions of
PBS, which does not change any of the original robust business logic.

PBSE Version 12 adher e indowo® stamdardsl i ar Mi cr os of
throughout, including keyboard shortcuts and tab key functionality. You may now

page up or down, arrow up or down, and utilize home and end keys. The new

GUI option allows users to easily switch back and forth from character mode to

graphical mode while using the software, and to edit, save and apply changes

without leaving the sub-menu item.

Note: Not applicable to UNIX or Linux users unless running Thin Client.

The most used programs of Accounts Payable, Payroll, General Ledger and
Check Reconciliation offer the new GUI presentation at this time.

All other PBS Version 12 modules retain the appearance of prior versions when
entering data, and will be updated for GUI presentation data entry incrementally
over the coming year.

PBS Version 12 provides a wide variety of business process improvements;
offering faster performance with more work accomplished in less time and fewer
errors.

EZ CONVERT

The EZ Convert utility provides a fast, efficient and easy way to upgrade data
from older versions of PBS, RW32 and RealWorld into PBS Version 12.0.

You may use it for converting data files from Great Plains (RealWorld) versions
(8.0.x, 8.4, 8.5, 8.6, 9.0, 9.1) and PBS versions (10.0, 10.1, 10.2, 10.3 10.4, 10.5,
11.0,11.1,11.2,11.3,11.4,11.5,11.6, 11.7 and 11.7.9 to the latest version of
PBS. You may also use this utility to add a module or upgrade another company
to Version 12.

Version 12 now supports Windows Server 2008 32 and 64 bit operating systems.



New Graphical Screens

Eachgraphical screen has several new elements including tabs, buttons, list

box/lookups and menu.

Here is an example of our new data entry screen:

M Valid GL accounts (Enter) ®
enu I File View Tools Help
Buttons | _
> Hew | Edit | | Delete | | Exit
Select valid GL account by number
. ey T ——_— =
LISt bOX > 1000-100 Cash account #13557-100 —
1000-200 Cash account #13557-200 =
1000-300 Cagh account #13557-300 T
1001 -000 Direct Depost Account —
1010-000 Cash account #13726-002 h
Tab General l
and Account # |1000-000
Fields p Desciiption |Cash 1t #13557-000
<F1> = next account, <5F1> = previous account, <F3> = delete

New Static Menu

A new static menu keeps critical functions at your fingertips regardless of which
screen you are on.

Tabbed Screens allow faster processing and transitions:

With the introduction of Tabs you can now access additional fields for the same
record. You can move back and forth from one tab to another when viewing
entered data. In the Vendors example below the General tab is selected:



Terms I Accounts | Total

Name and address
& Vendor \1 00 |Velm

Metal Product

mEcrest Road

Address 2 [Suite 100

City |Newton State (VT Zip [12345-0453 Country (USA
Contact 1 Default contact

N =

ame John Smith No. ’]—
Phone [802-445-9134

|James Canary
Fax _ 445
802-445-1710 |CFU

E-mail ‘ismith@vmp.cnm

Contact 2

Name Howard Brice
Phone |802-445-9136
Fax

E-mail ‘HBIice@VMP.com

While scrolling through the vendors, you may be on any tab. For example: if you
want to see the Balance for vendors, it is now possible to scroll through vendors
to view just the data on the Totals tab.

List Boxes/Lookups

New list boxes and lookups provide an easy way to find PBS data. There are
three types of list boxes: Main file list box, lookup list box, and drop down list box.
There are two types of Lookups: Data Lookup and Calendar Lookup.

Main File List Box

The main file list box displays a list of up to six entries for the file being accessed.
It is located near the top of the window.

Depending on how the file is defined, a list box may be sorted on different fields.
By default the vendor list box is sorted by name.

By name © 1zt Central Distrnibutors o
ABT Abszolute Banking Tech —
50 Acme Manufacturing &
200 Acme OFfice Supplies T
1111 Black Hawks Prod —
75 Brown Jerry W i

To change the sort, select the View menu and then select Vendor number. Then
the list box looks like this:

By number

Chicago Office Supplies
12 1zt Central Diztnbutors
50 Acme Manufacturing

Fii] Brown Jemy W,
100 Yermont Metal Product

A w ]



Calendar Lookup

The new Calendar Lookup allows you to select a date for entry into the field. The
field name displays in the title bar. You may select any date from the month
selected. You may change the month and year. Here is an example of the
Calendar Lookup:

[« EISTRLTIS - [ ] [2009 -~

Sun | Mon | Tue |Wed| Thu | Fni | Sat
0 0z 03 04 05
0E 07 0g 09 1o 1 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 23 | 30

09/30/2009

Drop Down List Box

A drop down list box provides multiple preprogrammed choices for a field. Here is
an example of the 1099 type field list box.

1099 type |Nune j

1099 1D #

Royalties

Other income
1099 ID type Fizhing proceeds
Med/Health care
Hon-employee comp
In lieu of Div/Int

New PBS NavigatorE

PBS Version 12 includes the new PBS Navigator which allows users to drill down
from GL transactions to the original distribution related to that transaction, and
then into the sub ledger information.

With Version 12 PBS you now have access to distribution history. The viewing of
distribution history is accessible in Accounts Payable and General Ledger. From
General Ledger there is a link back to the A/P history.

Users benefit from increased productivity in being able to navigate and drill down
to source documents from within the data entry screen.



Note: Following the conversion to Version 12, only new entries going forward will
have distribution history to navigate on. There is no file from which to obtain a
distribution history in Passport Business Solutions Version 11.7.9 and earlier.

Accessing the navigator can start in three places in PBS.
A/P > Open items > View

A/P > View vendor invoices

G/L > View accounts

The following screen shots shows what happens in G/L. Here is the View
account screen:

View accounts Company 00 XYZ Company g|
File View Options Tools Help
| | | | | | e |
Select by account number -
Compression o
Fiscal year [2010 - # Mone Account # Cpr Description
" Date 1000-000 D Cash account #13557-000 -
- - &5 1000-100 D Cash account #13557-100 —
Starting date [01/01/2010  Period 1000-200 N | Cash account #13557-200 B
© Doc #/Dat 1000-300 P Caszh account #13557-300 T
Ending date [01/31/2010 = E 1010-000 P | Cash account #13726-002 -
" Date/Doc # 1010-100 P | Cash account #13726-100 i
General l
Date = DR amount CR amount Reference Journalt Source Documenti F-Year
01/06/10 320.92 Vermont Metal Products |AP2646 AP 1095 2010
01/06/10 1.94 Vermont Metal Products |AP2648 AP 1096 2010
01/08/10 32416 |Vermont Metal Products |AK2838 AP m7 2010 -«
01/08/10 31217 |Vermont Metal Products |AK2863 AP 1029 2010
01/08/10 313.14 |Vermont Metal Products |AK2935 AP 1045 2010
01/08/10 121.56 Vermont Metal Products |AK2935 AP 1045 2010 —
01/08/10 11.67 |Vermont Metal Products AK2939 AP 1046 2010
01/08/10 636.01 Vermont Metal Products |AK2939 AP 1046 2010 .
01/08/10 17.14 Elliott Enterprises CJ2954 AR 259 2010
01/08/10 34.58 Elliott Enterprises CJ2954 AR 263 2010
01/08/10 189.75 Elliott Enterprises CJ2954 AR 268 2010 —
01/08/10 161.36 Elliott Enterprises CJ2954 AR 270 2010
01/08/10 1,953.17 Elliott Enterprises CJ2954 AR 123564 2010
01/08/10 20.00 |Acme Manufacturing AK3034 AP 1048 2010 T
01/08/10 313.60 Acme Office Supplies AK3034 AP 1049 2010
01/08/10 25.00 |Acme Manufacturing AK3039 AP 1052 2010 —
oi/o840 [ | 33.33 |Vermont Metal Products  |AK3039 (AP |1053 12010 |
01/08/10 B6.66 |Vermont Metal Products  AK3041 AP 1051 2010
01/10/10 1.94 Vermont Metal Products |AP2669 AP 1099 2010
01/10/10 312.17 |Vermont Metal Products |AP2672 AP 1100 2010
01/16/10 291.75 |Vermont Metal Products |AK2208 (AP 1028 2010
* Carrecting entry Total DR Total CR Beginning balance: 5.255.14
7.721.62 3.662.20 Met change: 4,069.42
Yiew source transaction Yiew related distributions Ending balance: 9.314 56
<FB> = enter notes




From this screen you can either navigate to the original source transaction in A/P
or view the distributions related to the selected line. Here is the navigation to the
original source transactions:

Vendor history (View vendor invoices) Company 00 XYZ Company

File View Options Tools Help

| | |

Selection criteria by invc #
Inve #t Invc date  Type Chk # Chk date Vehrit PO #

[02/02/2010 "

& Vendor 54371 02/02/2010 |Computer check 1053 01/08/2010 | 1746 =
100 | 54321 02/02/2010 | Computer check 1051 0170872010 | 1746 B
54321 02/02/2010 | Computer check 1056 0170872010 | 1746 =

6451432 02/03/2010 |Invoice 1748 =

6451432 02/03/2010 | Prepaid check 1052 02/03/2010 | 1748 z

General l\l"endol info ]

Yendor # 100 Yendor name |Velmonl Metal Products
Invoice # |54321 Voucher ## | 1746 Contact |John Smith
P.O # Original amount 999.99 Phone |802-445-9134

Invoice date |02/02/2010 Dizcount amount ’7 Reference |
Dist date (02/02/2010

Type Check # CazhbAccount Jinl # Amount Paid Disc Taken

* |voice £ k]

Computer-P05 1053 [1000-000 Cash account #13557-000 AK3039 3333 -
01/08/2010 | Computer-POS | 1051 AK3041 EE.EE —
01/08/2010 |Computer-POS | 1056 AKI24 900.00

Tatal lied -939.99 .o
Yiew distribution history BESETIE

Balance 0o .00

Here is the screen for viewing the distribution history:

AP Distributions

File Tools Help
Distribution acct  Cash account = Amount  Reference Jmnl # Dist date Diztribution type
-399.99 AP3035 | 02/02/2010 | Tranzaction added -
1000-000 33.33 Wermant Metal Praducts AK3039 01/08/2010 | Paid —
-33.33 |Vermont Metal Praducts AE3039 01/08/2010 | Check amount paid s
1000000 BE.BG |"ermont Metal Products AK3041 01/08/2010 | Paid
-BE.E6 | YYermont Metal Products AkK3041 |01/08/2010 | Check amount paid |
1000-000 900.00 | %ermant Metal Products AK321401/08/2010 | Paid s
-300.00 Yermont Metal Products AE3214 |01/08/°2010 | Check amount paid |
* = Comrecting entry
Distribution acct desc |Pumhases - tools Cash acct desc |Cash account #13557-000
Youcher (1746 Invoice # |54321 Check #
Yendor |1I]I] |Vermont Metal Products
Exit

In A/P there are similar view screens of the original document and distribution history.



Interactive Record Search

To find a record in a main file or lookup list box, while the focus is on the box,
start typing what you are searching for. What you type depends on how the data
is sorted. In the example of vendors, if the list box is sorted by vendor name, then
start typing the vendor name and as you type more letters the program narrows
the search until you find the correct one. If you want to search by vendor number,
then change the sort to vendor number and type.

New Case Insensitivity

When looking for a record, the lookups are now case insensitive. For example,
when looking for a vendor by the vendor name, if the record is uppercase
SULLIVAN, you may type sullivan and PBS will locate the record.

HTML Documentation/Help Now Available

On PBS Graphical screens, Help is now HTML based, providing real advantages.

1. You can access the full documentation for the entire application with
navigation from the field or screen you are on, search through
multiple chapters, or designate favorite locations in the
documentation.

2. You are viewing the PBS Help from a web site which assures you of
more up to date documentation at any point in time.

3. Your current PBS session remains active while viewing help in a
separate window.

The PBS full navigation Help is also available from the main menu Web browser
button.

You may install the help files for local access. This is necessary when your PBS
workstation computers do not have Internet access. Installing the local Help also
provides faster access to the Help files. Do not install the help locally if using
Thin client.

Here is an example of help navigation screen:



<Ct+F> = Find. <Ctl+M> = Explorer. <Ctl+A> = Select all,

Dpen File ‘ Go Back | Go Forward | Print pleglew‘ Print | Deflt printer ‘ Page Setup | Save as | Exit ‘ <CHsC> - Copy

Table of Contents Hor s o ¥|an XS Q0B OO [P]

-~
ENTERING VENDORS
There are up to four tabs for entering vendors. To access vendors entry do the following
Select

Vendors from the A'P menu_

Graphical screen
g Payables
enltems
en ftems
1 Items L 5

Cash Dishursements Proje | [ | Bt |
15 Cash Requirements
6 ments { Check

The following screen and tab appears

Select vendar
By neme - Cunent pesiod: March, 2009

Gemenal | Lerms | Accounts | Tolals
Harme and address
Vendo
Aubdresz 1
(] Table of Contents Ao 2

ciy State | | Countiy
[ Index )
Comtact1 Defaut comact

Search e o 5
p Fhone | = .lu J
| Favorites Fax
E-mail : b

ACCOUNTS PAYABLE

Vendor Contacts Graphical Email Button:

A new button has been added next to the email field on the vendor contacts
screen that allows you to send the email address to your default email
application.

View Vendor Invoices:

You may now access pay-to memos from the View vendor invoices screen.
When a pay-to vendor has been accessed, if there are any memos that have
been applied to the selected invoice, then the memos tab will display. On the
memos tab you may view the memo details.

The new graphical screens in Accounts Payable are: Vendors; Payables- Enter;
Payables -Memo; Payables- Memo Adjustments; Payables- Edit List; Payables-
Post; Open items -View; Prepare Payments 1 Select individual vouchers; Prepare
Payments/Reports-Pre-check writing report; Print checks and post; Void checks-
Enter; Void checks- Post; Reports- Aged open items; Reports-A/P accounts;
Reports- Non-AP Manual Check Register; Reports- Payables edit list; Reports-
Pre-check writing report; Reports, vendor- Vendors by vendor #; Reports,
vendor- Vendors by vendor name; View vendor invoices; Master Information-
Control information.



Sample Vendor graphical screen:

l&Vendors  Company 00 XYZ Company ®
= I U dats I Tods
eaic | wve | SaveiNew] | goneel | et |
Select vendor
Dy name a Cunent peviod: March, 2009
Geneial | Terms | Accounts | Tn;nlsl - i
Hame and address
Vcndm| l
Address 1 ]
mm2|
City ! State [— Zb[ Countiy [—
Contact 1 Defalt contact
Man No. fﬂ_ .M
e[ =
Fax [ [
E-mail [
Contact 2
Neme |
Phone [
Fax [—
E-.cil]
The Accounts Payable Enter graphical screen:
l& Payables (Enter) Company 00 XYZ Company
Ol Mem BTt bore Iodks
| v 20w | | corame | o |
Vendor  Type PO number
%
3
G |
Voucher [— Enty period: 06/01/2009 thau U6/30/2009
e
Vendor | _‘[
stnil wishe l—-ﬂ Fisvmo teass I Caneiting evbp =
Gulx 1093 No Tems: Dis: d-lyu[_ wal=
1050 s [Nome Rl D‘”M{——E
PO. 8| _‘l Discount daps [_
Heew W% | [ [ [ 4 Decount b [ |
Distr. date [ (1] Discount pet [
lmni-:-'l ant amt ﬁ
Invoice date | (1] ] |
Invoice amt [— heck 4 [—
T 00 I— ||
Neference | | af
<F1> = nesd her, <SE1) = pe her, <k = delete enlry




View all selected vouchers

When preparing payments by selecting individual vouchers, there is a new option
in graphical that allows you to view all selected vouchers with totals displayed at
the bottom of each amount column:

View all selected vouchers @
Yendor Hame Ychr # Invoice # = Payment amount Disc amount Het amount
e e W - My S ’
600 Wells Fargo Bank 1664 CA789 850.00 .00 85000 |
Total selected 1.300.00 12.38 1.287.62
- . E xit Cancel selection
= Partial payment

After selecting the Cancel selections button, you may view totals and de-select
any voucher already selected.

GENERAL LEDGER

Print Financial Statements
When using Windows printer, if you change the font type and size, you may print
more than 60 lines.

View Accounts i Trial Balance

When using the graphical screens and in both View accounts and Trial balance
there is a new option to compress transactions by date, period, and document
number.

The new graphical screens for General Ledger are: Chart of Accounts;
Budgets-Enter; General Journal i Enter; Distributions T Enter; Distributions- Edit
list; Distributions T Post; Distributions i Get distributions; View accounts; Reports
I Trial balance; Correcting Entries; Master Information i Accounting periods;
Master Information T Budget types.



Sample General Ledger Chart of Accounts graphical screen:

[ % Chart of accounts (Enter) Company 00 XYZ Company ¥
Flz W Optoe Teoks

bow [ E8 ] e o /ten] powe | cocs |_em |

Select chant of accoundt by numbes

Cash account 813557100

R R

1000-200 Cash account 813557-200
1000-300 Cash account #13557-300
1010-000 Cash sccount 813726-002
1010-100 Cash account 8#13726-100
Genusal | Bocop |
& Accoust # [1000-000 Aclive

Descrption [Cish acsount #13557 000 Ihartevol
1 /8 subtatad leved | Audit group GRP

Financial statement lype [Dalance sheet Rl Febaral groups [~
SAF lype |Cash | Lozl grovp i—
Parsn control code | enclose when Credit =l
Compeession code | (o] =l
Cash flow type | Operations |

<Flyened account, <SFD=pievious account, k3 =delete

Sample General Journal graphical screen:

1% General Journal (Enter)  Company 00 XYZ Company )
ETE Dpices Toos

o o [ eudien] o |_Cows |_em |

St wnbry 1

Entrylt Date Entry petiod: 01/01/2009 thru 0173172009

General Iransactions |

Account § Description Debit Credit
Dalance: Totals: ;
Detail
Account # Descnplion Debit
| Alf | ®
T |l T [ | i | SavesNow] Delsts | Eincel |

<F1> = next entry, <SF1> = previous entry, <F3) « delete entry




Year end 2009
Year end 2009 updates are included for Accounts Payable and Payroll.

Accounts Payable i 1099 Report Changes

The Brief 1099 report and Full 2099 report now get data from the A/P Federal
Auxiliary file and not the Vendor file.

The 1099 amount year to date and 1099 amount next year fields in Vendors can
no longer be edited. The amounts in these fields are not being reported on the
1099 forms or magnetic media and are for informational purposes only and do
not need to be edited.

Youmay selecttoCl o s e vy e ar atdngtime ih 2020 This will still update
the amounts in the Vendor 1099 fields. The 1099 amounts in the AP Federal
Auxiliary file are not altered bythe CI o s e y e a r funictiom, as 1hid BleOwdll s
store multiple years.

Payroll Federal Tax Table

The Federal Tax table has been expanded to 8 brackets for the payroll
processing year 2010.

PAYROLL
V12 system-wide enhancements have been implemented in Payroll.

The new graphical screens for Payroll are: Employees; Time worked i Enter;
Time worked 1 Edit list; Standard payroll; Calculate payroll; Checks;
Adjustments i Enter; Adjustments i Edit list; Adjustments i Post; Void checks i
Edit list; Void checks 1 Post; Reports- Employees by employee #; Reports-
Employees by employee name; Reports i Multi-city and Multi-state info; Master
information i Control information; Master information T Deductions/Earnings



Sample Employees graphical screen display

1% Employees Company 00 XYZ Company. )

Bl Luw & Took
| | | | | e |
Select employee
By number ot
B
i
General | Wagea/Rates | T, | Fixed | P asrengs | YTD totads |
Perzonal
Employee [g |
Steest | Soc.swc W[
City State :'—_ Zip Rith date
Phone [ Marital status| Single -
Eoaaty Electionic payment —
Payment group | {depon [ Description | =l
Nou&wﬂmmllm‘ Pension plan T~ . [ ]|
W2 ina pecmim | o0 1 oot nr v
Dates
Hire date Aeview date Last raise Terminated
[ i ( ‘

To locate an existing employee you may start typing the employee's last name. You may
select the View menu option of Employee number to locate the employega the number.

Sample Time Worked graphical screen display

’."Tima worked Company 00 XYZ Company E’
Fle Wew At Tocks
| [ sove fom|_00te | _Comaet | caviun |__em |
Sulect lime bansactions by smployse number
End dale. 11703/2008  Holday hows. 000 Frsquenciess. All
Pwl-gip  Dept-# Emgp-#t Emp-name State Gty Pay lyps
Gowral | ’
Employee | _J| Type Pay lisquency. Weaekly
State [ [ ||
@[ [ &l

Pay ype R
Regular pay hows Temporary deductions/eamings - Miscelloneous
Papnalary 7 T N 53:';' Whs worked |00

Regular | 00 1[_;“’_‘— [ r Pay pid dant |
Overime | o0 20 _*h r Vac acciued | 000
i I
Holiday 0 3{ .i” [ r Swck acciued 000
Sick [ o0 4 (_d r Adv. vec wks | 0
Vacaﬁm; oo 5! ‘i”‘g‘ — - Wk —[—
G I o
Special pay
| g A [ [




From this screen you can work with both new and existing payroll entries. If there
are existing entries, they will display in the upper window and the data for the first
entry will display in the fields.

PAYROLL DIRECT DEPOSIT

Payroll Electronic Direct Deposit Net Percentage:

There is now an option to set up the electronic direct deposit by percentage of
net pay. Previous version selected only a percentage of gross pay, now a
percentage of net pay may be selected and several percentage accounts can
total 100%.

CHECK RECONCILIATION

V12 system-wide enhancements have been implemented in Check
Reconciliation.

The new graphical screens for Check Reconciliation are: Checking accounts;
Checkbook entries- Enter; Checkbook entries T Edit list; Checkbook entries-
Post; Reconcile bank statements; Reports i Checking Accounts; Control
Information.

Sample Checkbook Entries graphical screen:



