
TERMS FILE MAINTENANCE 

The Terms File a record for each different payment term.  Each customer record has a default
payment term.   The computer uses the terms in Sales Invoice Entry to calculate the invoice due
date, the discount amount and discount date if applicable.   In invoice entry, another term may be
selected from the term file and used on the current invoice.  

Menu Select:  From the Accounts Receivable Main Menu, select M - Terms File
Maintenance.

ADD, CHANGE, OR DELETE A TERM RECORD

Menu Select:  From the Terms File Maintenance Submenu, select 1 - Add, Change, or
Delete a Term Record.     


