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Accounts Payable is divided into 3 separate sections. 

 Normal Processing 

 Reports 

 Company File Maintenance 

 

 

 

 

 

 

 

 

 

 



 

Looking at Company File Maintenance, you can see it is divided into 10 separate sections.  You 

can access any section by double clicking on the icon. 

 AP Module Master 

 AP Vendor Classes 

 Vendor 

 1099 Vendor Supplemental  

 Invoice Approvals 

 Check Layout Designer 

 Bank Accounts Check Layout 

 1099 Box Limits 

 Import Vendors 

 Tax Forms 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



After double clicking on the AP Module Master icon you will see this screen if your facility is a 

part of an enterprise with multiple facilities using the Galaxy system. 

 

The Facility Selector is where you use the magnifying glass to locate and select the facility you 

need if your facility is part of an enterprise that has other facilities using the Galaxy system.  

NOTE: if your facility is not a part of an enterprise using the Galaxy system, your screen will 

automatically load (see next screen). 

  

Default Facility – select your facility by using the magnifying glass.   

NOTE: Some facility names will default here automatically; this is used when companies are part of 

an enterprise and have more than one facility using the Galaxy software. 

 

  



 

This is where you will set up the facility Accounts Payable master records that allow for the correct 

set-up of company posting and reporting for Vendors to process Invoices, Checks and Credit 

Memos within the AP Module.  

 

To create record in AP Module Master, click the NEW button. 

 

 

 

 

 

 



 

Facility – enter facility name    

Current Period – enter the starting AP Year/Period    

AP Account – enter default AP Account GL number    

 Cash Account – enter default Cash Account GL number    

 Prepaid Exp Acc - enter Prepaid Account GL number for expenses paid in future period    

Use Discounts Taken – if facility has established discount terms with vendors and is going to use     

them select YES, and then enter the 

Discount Taken Acc – default Discount Taken Account GL number 

If not using Discounts the user will not see Discount Taken Acc field. 

Aging Months – enter the number of month to be reflected on Aging reports (system default 3) 

Warn Prior Period – warning message to alert user when entering/posting data in a period other 

 than current 

Warn Future Period - warning message to alert user when entering/posting data in a period other 

 than current 

 



Allow Month Prior – number of months prior to current period to allow entering/posting  

  transactions 

Allow Future Months - number of months in future to current period to allow entering/posting 

 transactions 

 Allow Years Prior - number of years prior to current period to allow entering/posting   

  transactions 

 Allow Years Future - number of years in future to current period to allow    

  entering/posting transactions 

 NOTE:  if you set up both Prior/Future Months and Years, the set up with the more restrictions will 

 take precedent over the other set up.  If 9 months is setup in Month field and 1 is set up in Year field, 

 the system will look at the Months field.  

 Authorize Hold – determines the employee/role authorized to place an invoice on HOLD  

  status (invoice is ON HOLD until invoice is Approved for payment) 

 Authorize Hold Removal – determines the employee/role authorized to release an invoice  

  from HOLD status (released for Payment) 

Print Posting Report –  

YES - the Posting Report will print directly to the printer after each batch is posted.              

NO - the report will appear on screen for user to review batch and user may print the report 

from the Preview screen. 

 Posting Options – further explanation of options is on the following page 

  T – posted based on Transaction Date selected for Month End Close, prior period financials 

 will be adjusted when the month is closed 

  P – Always post current period, but not affect prior period financials 

 

 Posting Report Format - 

  S – print by Date (standard option) 

  V – print by Vendor 

 Post to GL - 

  D – each transaction will post directly to GL (NO Month End close process) 

   (the highest posting date will be GL current period) 

  M – Month End close process (everything post to GL on the last day of the month) 

  (transactions will show in GL as “AP Summary Entry for Year/Period) 

 

 

 

Click the ACCEPT button after entering the information on the screen. 

 

   



Posting GL Option scenarios: 

 

Post to GL = M for Month End Close; then you have option of post on: 

 P-current period where it will have the date of the transaction but not affect prior period finan-

cials. EX: Current Period is 3/1/2011 and you have AP batches with dates of 1/1/2011 and 

2/1/2011.  These will close in March with their 1/2011 & 2/2011 dates but not have any change 

on the Jan & Feb financial statements. 

 T- transaction date is selected for Month End Close than prior period financial statements will 

be adjusted when the month is closed. EX: current period is 3/1/2011 and there are AP batches 

with Jan & Feb 2011 Dates, on 3/31/2011 you run month end close in AP; the batches that have 

Jan & Feb dates will go to those prior months and adjust those financials while all the March 

dates will hit March GL. 

 Any batch in AP that has a date beyond the current period will not close into the current period, 

but will close when that posted batch matches the current period. EX: current period is 3/2011 

and you have some AP batches dated and posted for 4/2011; you run a AP month end close for 

3/2011 and those AP batches for 4/2011 are still there until you have a current period of 4/2011 

and close out the 4/2011 period. 

 

These options will give you a, “AP Summary as of 3/2011” on the GL Report which will tell you 

the transactions came from a month end close. 

 

Post to GL = D which is directly to GL; then you have the option of post on: 

 

 T-transaction date (date used on invoice, check, credit memo) and it will move your AP & GL 

modules forward if these dates are beyond your current period. EX: if you are posting an invoice 

with a date of 5/2011, but your current period is 3/2011, the system will give you a notice say-

ing this transaction is outside of the current period do you want to proceed YES or NO? If you 

press YES you then get a message that reads, “This transaction’s date is outside of the current 

period (2011/3). Posting of this transaction (batch) will advance your current period to 2011/05. 

Would you like to post anyway YES or NO? If you select YES, the AP system is automatically 

updated to show a current period of 5/2011. 

 NOTE: if GL is not in the same period at this time the system will make GL’s current period 5/2011 

as well since GL cannot be behind the other financial modules. 

 

 D- based on posting date will give you the option when you are posting to select the date you 

want to post the batch to GL. This is useful when you have invoices paid, but you don’t want the 

numbers to reflect in your current period financials, but it needs to be in a different period prior 

or future. EX: Current period is 3/2011 and you have paid invoices from 5/2011; using this set-

up you can select the batch be posted on a date in 5/2011 and your financials will not be affected 

until the AP current period is 5/2011. However, you will get a message that says, “Posting of 

this transaction (batch) will advance your current period to 2011/05. Would you like to post an-

yway YES or NO? If you select YES, the AP system is automatically update to show a current 

period of 5/2011.”   

NOTE: in GL it will show as the GL Posting date you have selected when posting and AP as trans-

action number when trying to locate and compare from GL to AP. 



Double click on the AP Vendor Classes on the main screen of Company File Maintenance to open 

the AP Vendor Classes file. 

 

This allows user to add extra categories to vendors for reporting purposes.  This is a required entry.  

If you choose not use classes, you will need to at least setup class and label it ALL or MISC and 

assign that class to every vendor.   

 

 



 

 To create a record for Vendor class, click the NEW button on the right side of the screen.  

 You will see in our demo facility some suggested classes that could be used. 

  

 Again at least one vendor class is required which can be labeled as ALL or MISC. 



 

Vendor Class – enter the description of the vendor's class.  This field gives extra description for AP 

reporting purposes. 

  Examples of Vendor Classes: 

   Maintenance 

   Licensing 

   Cable  

 Current Use – if the user chooses to utilize Vendor class processing select YES.   

If the user chooses not to use Vendor class processing select NO. 

 

  

Click ACCEPT button after entering the information on the screen. 

 

 For Multiple entries, you can click the CYCLE button.  This button will save the entry just created 

 and allow you to enter the next entry without going back to the main screen and clicking the NEW 

 button again.   

 



Double click on the Vendor Master on the main screen of Company File Maintenance to open the 

AP Vendors file. 

 

 

 



 

This is where you will set up the vendor specific information for each and every vendor the 

facility(s) creates Invoices, Checks and Credit Memos within the Galaxy system.  

 

To create a record in AP Vendor, click the NEW button. 

 

NOTE: this vendor information can be imported for you by Galaxy if we have a .dbv or .csv file. 

Contact Galaxy to get actual file requirements needed for Vendor List import 

 

 

 

    

 

 

 

 

 



The following screen is displayed. 

 

Vendor ID – this needs to be a unique number.  This can be an Alpha/Numeric combination.  

(Galaxy system does not automatically generate vendor ID numbers, this is left up to the user) 

Vendor Name – specify Vendor's full name 

Vendor Class – enter the appropriate Vendor class for this vendor.  The vendor classes are setup in 

the Vendor Class maintenance.  If this feature is not being used, enter the default vendor class.  If 

this feature is being used, user can click the Magnifying Glass icon to search for vendor class.  If 

user needs to enter new vendor class, user can click the Plus icon to add new. 

Address1 – vendor's address (not a required field) 

 Address2 – vendor's address (not a required field) 

 City – vendor's City information (not a required field) 

 State – vendor's State information (not a required field) 

Zip – vendor's Zip code information (not a required field) 

Phone1 – vendor's Phone number (not a required field) 

 Phone2 - vendor's Phone number (not a required field) 

 Fax - vendor's Fax number (not a required field) 



 Email - vendor's Email address (not a required field) 

 Website - vendor's website address (not a required field) 

 Default Expense – recommended to use otherwise user will have to enter each time an invoice is 

  entered for vendor   (not a required field) 

Payment Account – different cash account for vendor than the default Cash Account 

 (set up actual Bank Account information in Bank Account file first)   

NOTE: if an account is not selected for this field the system will use the default cash account from 

the AP Module Master. 

 Current Use – YES if this is a current vendor 

    NO if vendor is no longer being used 

 Facility Constraint – this is used when company has multiple facilities  

 Payment Settings 

Sales Tax – YES if this vendor charges sales tax 

          NO if this vendor does not charge sales tax 

 Vendor Tax ID – vendor tax ID number 

 Payment Type – payment method used for vendor 

  C – Check 

  E – Electronic 

  D – Debit Card 

   C – Credit Card 

   $ - Cash    

Our Account No. – the account number the vendor assigned to the facility 

 Credit Limit – enter credit limit if one has been established with this vendor 

1099? - YES to produce 1099 for this vendor 

 NO to not produce 1099 for this vendor 

Due Days and Discount Settings 

Due Monthly – YES additional options will appear on screen 

Due Day of Month – enter the date of the month payment is due 

 Pivot Day of Month - 

Before Pivot Day Ahead - 

After Pivot Day Ahead - 

(Pivots days are used for credit card processing)  

 NO to not process Monthly 

Due Days - specify the number of days invoice is due for payment to vendor 

 (30 day system default, this is a required field) 

Discount Days – number of days to be entitled to discount 

Discount % - percentage amount of discount if check date is before discount due date 



Click the ACCEPT button after entering the information on the screen. 

 

For Multiple entries, you can click the CYCLE button.  This button will save the entry just created 

and allow you to enter the next entry without going back to the main screen and clicking the NEW 

button again.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Double click on the 1099 Vendor Supplemental Info on the main screen of Company File 

Maintenance to open the 1099 Supplemental Info file. 

 

 

 

 

 



 

The Facility Selector is where you use the magnifying glass to locate and select the facility you 

need if your facility is part of an enterprise that has other facilities using the Galaxy system.  NOTE: 

if your facility is not a part of an enterprise using the Galaxy system, your screen will automatically 

load (see next screen). 

  

Default Facility – select your facility by using the magnifying glass.  NOTE: Some facility names 

will default here automatically; this is used when companies are part of an enterprise and have more 

than one facility using the Galaxy software. 

 

 

 



 

This screen will display all the vendors who are set up in the Vendor Master file as a 1099 vendor 

and the vendors who have met the requirements to receive a 1099.  You would specify the limits for 

the boxes on the 1099 specific to each 1099 vendor. 

 Box 4 – Federal Income Tax Withheld 

 Box 9 – Payer made Direct Sales of $5000.00 or More 

 Box 15a – Section 409A Deferrals 

 Box 15b – section 409A Income 

 

Select Year – this field will allow the user to select current or previous years to display vendor 1099 

information. 

 

At the end of the year, you will need to click the NEW YEAR button to enter new 1099 limit 

information. 

 

Click the X in the upper right corner to EXIT is this screen. 

 



Double click on the Invoice Approvals on the main screen of Company File Maintenance to open 

the Invoice Approvals file. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

This is where you will specify any invoice approval.  Top portion of screen will display all invoice 

approval or hold rules.  Bottom portion of the screen will display all employees authorized to make 

approval and hold decisions. 

 

To create a new record in Invoice Approval, click the NEW button on the right side of the screen. 



 

Invoice approval – enter name of description of the approval rule that must be approved by an 

authorized user. 

 EX:  over $5000.00 

Vendor – enter Vendor if rule is specific to a particular vendor.  Otherwise, leave blank and system 

will select ALL vendors 

Vendor Class – enter vendor class if rule is specific to a particular vendor class.  Otherwise, leave 

blank and system will select ALL vendor classes. 

Amount – enter dollar amount if rule is specific to particular dollar amount.  Otherwise, leave blank 

and system will ALL dollar amounts. 

 In above example, description is over $5000.00 amounts need approval, so in the AMOUNT 

field the entry would be $5000.00.  The system will now place any invoice with an amount of 

$5000.00 or greater aside for approval by an authorized user. 

Current Use – YES if this rule is currently being used 

  NO if this rule is not currently being used 

 

Click the ACCEPT button after entering the information on the screen. 

 



To create a new record in Employee Approval, click the NEW button in the middle of the screen. 

 

 Role – select a role (all employees assigned this role based on user security which is done by galaxy) 

 will be authorized with approval status from the drop down box. 

Employee – select an employee who will be authorized with approval status from the drop down 

box 

 NOTE: you can either select a ROLE or EMPLOYEE   

(roles/employees are set up for employees in Security) 

Can Approve – select YES/NO if Role/Employee has authority to approve invoices 

Can Place Hold – select YES/NO if Role/Employee has authority to place invoices on Hold 

Can Remove Hold – select YES/NO if Role/Employee has authority to remove invoices from Hold 

Current Use – YES if this rule is currently being used 

  NO if this rule is not currently being used 

Facility Constraint – this is used when company has multiple facilities 

 

Click the OK button after entering the information on the screen. 

Click the CLOSE button to exit from Invoice Approval. 

 

 



Double click on the Check Layout Designer on the main screen of Company File Maintenance to 

open the Check Layout Designer file. 

 

This is where you will specify the layout of the AP check(s).  You can have any number of check 

layouts associated with different bank accounts.  Galaxy provides a standard check layout and then 

you can make any changes needed. 

 



 

Check Layout - enter the name of the AP check layout 

 EX:  AP Operating account 

Prenumbered Stock – YES if the checks are pre-numbered 

   NO if the checks are not pre-numbered 

Current Use – YES if this rule is currently being used 

  NO if this rule is not currently being used 

 

To design the check layout in the window box, click the  New Frame button.    

 

 

 

 

 

 

 

 



The following screen will be displayed. 

 

Click the arrow in the drop down box and the expressions that are stored in the Galaxy system will 

appear.  You can select any expression and move it to the check layout window in the desired 

location.   

 

NOTE:  items in the frame expression box that have reference code STSB1 or STB2, must stay 

together on Stub 1 and Stub 2.  The Galaxy system will not allow you to mix STB1 and STB2 

together. 



 

You can change any of the boxes length or width.  When you click on the box you want to modify 

the box will be highlighted in red.  All other boxes will be displayed in blue. 

 

Click the ACCEPT button after entering the information on the screen. 

 

 

 

 

 

 

 

 

 

 

 

 



Double click on the Bank Accounts Check Layout on the main screen of Company File 

Maintenance to open the Bank Accounts Check Layout file. 

 

This is where you will need to link your Bank Account from Cash Management to the Check 

Layout. 

 

 

 

 



 

To link a Bank Account to a Check Layout record, click the NEW button. 

 



 

Bank Account – select the Bank Account to link to Check Layout from drop down 

Check Layout – select the Check Layout to link to bank account from drop down box 

 

Click the ACCEPT button after entering the information on the screen. 

 

NOTE:  if you do not see the bank account on the drop down menu, you will need to add the

 account from the Cash Management Module, Company File Maintenance, Bank Accounts. 

 

 

 

 

 

 

 

 

 



Double click on the 1099 Box Limits on the main screen of Company File Maintenance to open the 

1099 Box Limits file. 

 

This will list all the 1099 boxes with the description associated with each box and what the lowest 

limit is according to the IRS.  If any 1099 vendor has met the limit, the system will produce a 1099 

at the end of the year. 

Galaxy will maintain this file each year per the IRS guidelines.  Galaxy recommends you do not 

raise the limits in this file, this may cause the system not to produce a 1099.  You may lower a limit. 

 

 

 



 

To enter in a lower amount in the 1099 Lower limit box, click the EDIT button.  This will allow you 

to change any box limit record.  Click the limit amount box, enter in the lower limit amount.  The 

system will save you entry. 

 

Click the CLOSE button to exit this screen. 

 

 

 

 

 

 

 

 

 

 

 

 



 

Galaxy users will not see this option.  This option is only used by Galaxy employees.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Double click on the Tax Forms on the main screen of Company File Maintenance to open the Tax 

Form file. 

 

This is where the 1099 and 1096 tax forms are located.  Galaxy provides you with the standard 

forms supplied by the IRS.  You can make modifications to the tax forms supplied by Galaxy. 

If you purchase the 1099/1096 forms from another vendor you will have to set up the tax form 

layout as per the form purchased from your vendor.   

 



 

Click the EDIT button if you need to modify Galaxy’s supplied tax form. 

 

Click the NEW button if you need to create a vendor purchased tax form. 

 



 

Tax Form –the name of the tax form 

Year – the prepared year of the tax form  

Page – number of pages of the tax form 

Description – description of the tax form 

The IRS supplied tax form will appear in the white box.  Any of the information highlighted 

by a blue box can be modified. 

 

Click the ACCEPT button after entering the information on the screen. 

 


