DAILY CHECKLIST

Sales Processing
· Enter new orders/create PO’s
· Enter customer deposits
· Print work orders for next day installs
· Invoice completed jobs
Installation
· Post installer bills in jobs
Purchasing
· Order material from the Unordered list in PO Maintenance
· Place stock orders
· Review open PO’s by Estimated Arrival Date. Call vendor on material due before current day but not received
· Update Estimated Arrival dates in open PO’s as necessary
 Accounts Receivable
· Post cash receipts
· Reconcile and clear Customer Payment Register 
· Prepare bank deposit
· Print Payment Distribution Report to PDF
· Review A/R Aging Report and collect outstanding A/R
 Accounts Payable
· Enter vendor invoices
· Record any hand checks or debit/credit card payments
· Print Open Item Adjustment Register to PDF
 Warehouse
· Work order (ship now) material leaving warehouse
· Receive inventory
· Print the Receiving Report (print to printer) and compare to packing slips
· Stage orders for next day installs
· Print Transit Report and pull material for transfers
 General Ledger
· Do “soft reconciliation” of bank rec, ensuring all transactions are entered in BMS and the bank balance equals BMS Ending Balance – Undeposited Funds.
Postings
· Invoice Register – Review for bad margins and dates
· Print Journals/Update General Ledger – review all ledgers for bad dates/periods, out of balance journals, wrong GL accounts, etc. NO POSTINGS (CUSTOMER DEPOSITS OR PAYMENTS, INVOICING, AP POSTING, JOURNAL ENTRIES) CAN BE DONE WHILE UPDATING THE GENERAL LEDGER.)
Manager
· Print/View Credit/Return report – review credits done previous day and ensure material was returned to stock
· View Job Cost Margin Report – review written jobs and review margins
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