Open Systems

Tips and Tricks

Remember to BACK UP before trying any of these!

Use “LIVE” Data in Sample Company Area

Entering Dates

Enhanced Inquiry

F4 Global Inquiry

Printing your Screen

Previewing Reports

Change the Screen Fonts and Colors

Stop Using those Arrow Keys

Exiting a Menu

Creating Shipping Labels

F4

Using the GUI Menu

Using Customer Comments

Putting your Loved Ones on the Screen

Automatic Printer Selection

Setting Up the “Favorites” Menu

Finding all the Errors and Who Made Them

Thanks to Mary from TBC International in Texas for compiling these tips and tricks and allowing our customers to be in on the scope!  Thanks Mary.

IS IT LIVE?
(USE “LIVE” DATA IN SAMPLE COMPANY AREA)
You can copy your live data files into the sample data area.  This is a great tool for training new employees, testing new programs, or storing old history files before purging from your live company data.

1. Press F5 to go to the sample data area.

2. Select Resource Manager, Company Setup, Company Information
3. Enter your Company ID and name.  Add the words “Sample Data” to your company name.  This will serve as a reminder that you are working in the sample data area, not the live company. Press PG DN to save.

4. Now that the company ID has been set up, Press F3 at the main menu.  Enter your company ID.  

5. Select Resource Manager, Company Setup, Data File Creation.  Create data files for all your applications.

6. Go to Windows Explorer; select your Open Systems data directory.  Use the Windows copy command to copy all your data files

7. From Windows Explorer, select the Open Systems Sample directory.  Use the Windows paste command to copy all the live data files into the sample data area.

8. Press F3 at the main menu.  Enter your company ID if you are not already in your company, sample data area.  

You can now begin to use your company’s data files in the sample data area.

WHAT DAY IS IT, ANYWAY? 

(ENTERING DATES)

Pressing the letter “D” when the cursor is in any date field, will display the Workstation Date.  Hitting the “+” or “-“ will move the date forward or backwards one day at a time.

INQUIRING MINDS WANT TO KNOW?
(ENHANCED INQUIRY)

One of the requests often heard from clients is the ability to find records by some key other than the customer ID, vendor ID or inventory item ID.  Open Systems offers various search options that most users have never seen.  Following is an explanation of how you may find your information by alternative keys.

1. Press the F2 to display the normal search window

2. Press one of these keys to sort the inquiry by another key (you can see these options if you press the esc key while in an inquiry window).  If using version 6.0 or higher you must hit the INSERT key after hitting F2 but before using one of the letters below. By hitting INSERT the word SEARCH at the top of the F2 box will change to SORT.

C Customer w/credit

D Description

N Name

P Phone

R Sales Rep

S State/city

Z Zip code

3. After entering one of the choices above, hit the INSERT key to change your search.  If using version 6.0 or higher you must hit the INSERT key after hitting your choice letter to bring the word SEARCH back to the top of the F2 screen.  You can then enter your new search word(s).

Here are the sort keys available for the primary modules.  Experiment with these and see if this offers you a more efficient means of finding your records in various inquiry modes.  You can use this when entering sales orders and purchase orders or when inquiring about inventory or customers.

Customer Options
Vendor Options
Inventory Options
Employee Options
C Credit

C Vendor Class
D Description

C Check Location

N Name

D Distribution code
P Product line

D Dept

P Phone

N Name

S Status

L Labor Class

R Sales Rep

P Priority




N Name

N Number







S Social Security 

S Sate/City

Z Zip Code

MAY I HAVE CUSTOMER SERVICE PLEASE 

(F4 GLOBAL INQUIRY)

Why exit your screen to find the information your customers, vendors and fellow employees ask you for, when Global Inquiry can help.  By pressing F4, you can obtain unlimited information through global inquiry. Global Inquiry gives you information on each of the following:

a) Accounts Receivable & Sales Order

b) Accounts Payable & Purchase Order

c) Inventory

d) General Ledger

e) Job Costing

Here is a listing of the information at your fingertips by module.

AR & SO Options
AP & PO Options
Inventory Options
Job Cost Options
S Open Orders

P Open Orders

I Item Quantities
P Phases

A Open Invoices
A Open Invoices
A Alternatives

H Phase Cost

C Detail History
C Check History
T Item History

C Cost Summary

P Paid Invoices
I  Invoice History
S Serial #

D Detail History

U Miscellaneous
V Vendor Misc.
O Locations

B Billing History 




T Inv Item History




All of the screens will provide you the detail on any invoice or open order in the system.  The General Ledger inquiry will provide you “drill down” capabilities by quarter, then by period, and then to the item detail.

SCREEN SHOTS 

 (PRINTING YOUR SCREEN)

How many times have you said, “I wish I could print the screen I’m viewing”?  The F8 function key sends the contents of the screen to any system printer configured or to a text file.  After the screen is copied, the cursor returns to the field it was in.

HEY..THIS IS JUST LIKE WINDOWS!

(PREVIEWING REPORTS)

This is only for version 6.0 and higher using Windows – NOT UNIX.

Have you noticed that when you print reports, there is a new selection at the bottom of your screen? P(R)eview will display the entire report (all 132 columns) on the screen at once.  Not only that, you have icons!  Press the printer icon and your report will be printed directly to the printer you selected when you chose the Preview option.  If you decide you don’t want that printer (or can’t remember what you selected), select the next icon, the printer setup.  This is also good if you just want to print the last page of a 100-page report. You can also use the icons to go to the next page or to the beginning or end of the report.  And don’t forget to click on the X in the upper right-hand corner to close the report (remember, it’s Windows).

I CAN HARDLY READ IT…. 

(CHANGE THE SCREEN FONTS AND COLORS)

This is only for version 6.0 and higher using Windows – NOT UNIX.

This can be tricky…especially the color changes.  Changing fonts is fairly easy 

and can make your Open Systems much easier to view.  

· Select Settings from the Toolbar.

· Select Fonts/Size
· From here… you’re on your own.  Each workstation may have slightly different font selections depending on the type of video drivers, etc.

· Select a font name and size.  
· Click on the Try button to see what it looks like.

Depending on the font, size and number of rows and columns, you can create an Open Systems display that will fill your screen and be easier to read.  You can also select the Color Map to create different colors…but beware; some color combinations are not readable.  Fortunately, (if you can still see your screen after you’ve played around), you can go back to the Color Map selections and choose Default All and go back to the good old blue screen.

If people walk by your workstation and make startled comments such as “Oh my!”, “JEEEZ” or “Wow!”, you know that you have discovered some truly unique color combinations. 

A,B,C,D,E,F,G….

(STOP USING THOSE ARROW KEYS)

From any menu you can go to the application you require by entering the first letter.  The cursor jumps to the first occurrence of that letter.  If two or more applications on the menu start with the same letter (AP & AR), press the letter key again until the application you want is highlighted.

I WOULD LIKE A TAB, NOT A PEPSI 

 (EXITING A MENU)

You can exit a menu in three ways:

· PgUp.  Go up to the previous menu

· Tab Key.  Takes you directly to the main menu.  You do not need to keep hitting PgUp until you reach the main menu.

· Exit (F7).  Command to go to the operating system

TIS THE SEASON….

(CREATING SHIPPING LABELS)

Version 6.0 and higher

In the Sales Order module you can print shipping labels for each order as you process and expedite.  Simply go to File Maintenance/Shipping Label Set Up and define the size label along with the information you want to print.  The various sizes to choose from are listed when you F2.  You can define as many labels as you would like.  Answer yes or No to include all or some of the following on each label: Return address, Pick Slip #, Order #, Ship Via, Ship Date, Customer/Ship To Id, Phone #, Label Count and Delivery Address.

FORE!!!..

(I MEAN F4)

It’s hard to believe one key stoke has so much power.  By selecting F4, you open up a world of different options: 

· Calculator.  This will provide you a calculator on your screen to do any computation you require.  Add, subtract, multiply and divide.  Print a tape of your calculation by pressing “T”.  If you were at an amount field before hitting F4 and choosing Calculator, hitting F10 instead of F7 to exit the calculator will result in the last amount on the calculator filling in the amount fill.

· Product Suggestion.  Enter a suggestion to Open Systems without leaving your current function.  We welcome your input and many suggestions typically come while performing daily work.  You must then print it out and fax or email (if using RCG’s great email/faxing tools) to OSAS.  Go to Resource Manager, Reports, and print the suggestions that the users have entered within a date range or suggestion number.

· Application Options Inquiry.  See the defaults and options & interfaces of your system.  Choose any module you like.  But remember you can look but not touch within this function.

General Information Inquiry. You can inquiry on Vendors, Customers, or Employees.  Select any of these categories and a listing will appear with information such as Phone & Fax Numbers, Address, Last Sale/Purchase Date, Terms, Sales Rep, Emergency Information, and more.  You can change the sort of this information to view by name rather than ID if you desire.

· Global Inquiry.  See the Customer Service section above

· Support Information.  If you ever need to contact your OSAS Var or Open Systems, this selection will provide all the information you need.

· EIS Dashboard & History.  If you have Executive Information System this provides you a quick reference of important information.  Upgrade to version 6.05 or better and get EIS for free.

· Inventory Price Calculator.  Give your customer a quick price quote with the Price Calculator.  It evens takes into account all of their special pricing discounts and shows all quantity price breaks.  Another window will even show you the quantities on hand, committed, on order, in use and available.
· Pop-Up Calendar.  A handy pop-up calendar provides public and private reminders that can be displayed automatically when you start OSAS. You can create and edit dated personal and system-wide messages and view them for any date. 

AW, COME ON, GIVE IT A TRY..

(USING THE GUI MENU)

Version 6.1 and higher

If you just want to try that newfangled graphical menu, but don’t want to make a permanent fixture, this is for main menus only.

· Press Shift + F5.  This will display the Graphical Style menu

· Press Shift + F5 again.  This will display the Explorer Style menu

· Press Shift + F5 again…Whew!  You’re back to the old character-style display.

You can leave the menu display at any one of these levels for as long as you like.  If you want to make one of them permanent, go to Resource Manager, Workstation Configuration, Defaults, and Windows Defaults and enter your selection.

THE CHECK IS IN THE MAIL..

(USING CUSTOMER COMMENTS)

Need a way to track your collection calls and store valuable notes on your customers.  OSAS allows you to enter notes by customer by reference and by date.  You can access these notes in any AR or SO entry screen by pressing Shift + F2 in the Sold To Field.  This will alert you to any customer issues before you place the next order or to follow up on your collection calls.  You can run a report by Customer, Date or Reference.  Just go to Master File Lists/Customer Comments.  Time is money and collecting billings is critical.

BUT, I MISS THEM SO MUCH 

(PUTTING LOVED ONES ON THE SCREEN)

Version 6.0 and higher using Windows, NOT UNIX.

If you already know what program you are using and would like to replace the Open Systems graphics with your favorite photos, here’s how:

· Go to the Resource Manager, Workstation Configuration, Defaults

· Move your cursor down to where is says Bitmap Image.  You can type in any .bmp image file name.  If you don’t have a favorite photo, then just use the Find files command from the start menu to locate all *.bmp files.  If you find one you like, use the Windows copy command to copy it into your Open Systems directory.  They type the path (example:  \OSAS6\PHOTO.BMP).

DO YOU KNOW WHAT PRINTER YOU WANT?

(AUTOMATIC PRINTER SELECTION)

If you use the same printer most of the time, why should you have to type “LP” every time you want to print?  Here’s what to do if you want your printer selection to be entered automatically:

· Go to the Resource Manager, Workstation Configuration, Defaults.

· Move your cursor to the Printer under the Field Defaults section

· Enter the printer ID that you use most often (example:  P0, etc.)

· This is also a good time to take a look at the other default fields:  Bank ID, Location ID, and Screen Pages.

PLAYING FAVORITES 

(SETTING UP THE “FAVORITES” MENU)

Do you find yourself doing the same things over and over again?  The Favorites Menu makes it easy for us to stay in this rut, by creating a special menu of just those things that we actually use.  So….if you’re tired of selecting Accounts Payable, Daily Work, Transactions, create a “favorite” item that will take you directly to AP Transactions!  Here’s how:

· From one of the menus, display the selection you want to add to your “Favorites” menu.

· Press F10.  Nothing will happen, but if you press F2 (switch to favorites), you will see your selection displayed.  If these items fall out of favor at a later date the F10 key will also delete the selection from the Favorites menu.  Press F2 to switch back and forth between the Favorites menu and the regular menu.

WHAT WAS THAT ERROR MESSAGE?

(FINDING ALL THE ERRORS AND WHO MADE THEM)

If you got the “Red Screen of Death” while processing your Open Systems and you called us for help, the first thing we ask is:  “What did it say?”  (As if any human could make sense out of all that gibberish).  Well, if you just didn’t write it all down, Open Systems keeps track of these things for you.

· Go to Resource Manager, Reports and select Error Log.

This will show not only the error that occurred on your workstation, but also all the errors that occurred on all the other workstations.  Hey, you might find out that you weren’t the first one to run into the error.  This is also helpful to us in troubleshooting your system.

