OSAS

ACCOUNTS RECEIVABLE/SALES ORDER

SALES REPS

1. Go to Accounts Receivable or Sales Order
2. Go to File Maintenance
3. Go to Sales Reps
4. Sales Rep ID-Enter the ID you want to use for this sales rep.

5. Copy From-If you want to copy the information from another sales rep already set up to the new sales rep then enter the sales rep ID that you wish to copy from.  If you do not wish to copy from another sales rep then hit enter to skip this field.

6. Name-Enter the name of the sales rep.

7. Address 1-3-Enter the address of the sales rep if applicable.

8. City/State-Enter the city/state of the sales rep if applicable.

9. Zip Code-Enter the zip code of the sales rep if applicable.

10. Country-Enter the country code of the sales rep if applicable.

11. Phone/Fax-Enter the phone and fax number of the sales rep if applicable.

12. Empl ID-If payroll is used hit F2 and select the employee ID from the list.  This is not a required field.

13. Run Code-This field is provided for your own use.  Hit enter to skip this field.

14. Commission Pct-Enter the commission percentage this sales rep receives.  Leave blank if it is not a constant percentage.

15. Percent of-The options for this field are shown at the bottom of the screen.  Your choices are N for none, S for net sales, or G for gross profit.  Enter the appropriate letter that the sales reps commission is a percentage of.

16. Based On-The options for this field are shown at the bottom of the screen.  Your choices are B for booked sales or P for paid invoices.  Enter the appropriate letter that the sales reps commission is a based on.

17. Pay on-Enter Yes or No to whether the commission is on Line Items, Tax, Freight, and Misc.

18. Sales History-As invoices are posted during the month these fields are updated.  You do not need to enter any data.

19. E-Mail Address-Enter the email address for this sales rep.

20. Page Down.

The new sales rep has now been entered.  Repeat this process for all sales rep.

DELETING SALES REPS

1. Go to Accounts Receivable or Sales Order
2. Go to File Maintenance
3. Go to Sales Reps
4. Sales Rep ID-Enter the sales reps ID.

5. Hit F3 to delete.

