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Overview

In order to install OSAS Purchase Order, Accounts Payable must be installed first. When Purchase
Order isinstalled, it removes Account Payable from the menu.t

Since Purchase Order uses some of the same programs and data files as Accounts Payable, functions
that are common to both Accounts Payable and Purchase Order are discussed in the Accounts
Payable Training Manual. This manual is a supplement to the Accounts Payable training manual and
only covers those functions that are unique to Purchase Order.

Purchase Order enhances the performance of Accounts Payable by letting you track purchases from
the moment you decide to order through the time the goods are fully received and invoiced. You only
pay for the goods that are received and invoiced. You can change purchase order line-items and track
returned goods. If Purchase Order isinterfaced with Inventory or Sales Order, you can generate
purchase requisitionsin those applications, then create new purchase orders for the requisitioned
items.

Main Menu

) TOOD - OPEN SYSTEMS® Accounting Software
File Tools Favortes Other Help

e el =SS

~Dateand Time— | Data Set
034062000 & Live Data
936 AM " Sampls Data

#ccounts Payable

[F Buitders Suppy H

Focounts Recenrable

Bills of Materials/Kiting

t::ol.lnl-i ng
|S [N

Bank Reconciliation

Genral Ledger

GEMERAL Repart Wiiter

Inventory

Job Cost

Payroll

Purchase Order [}

Resource hnager

|OPEN SYSTEMS® Accounting Saftware

1. If your company needs to use both Accounts Payable and Purchase Order, see Reference A to place
Accounts Payable on the main menu.
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System Flow

Purchase Order Interaction With Interfaced Applications

Inventary

“Woid Checks

Tranzaction
Ertry

FPurchase Order

L2

Pozt Checks

Pozt Tranzactions

L J

Bank Reconciliation
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IMPLEMENTING PO

Information in both the Resource Manager and Purchase Order applications should be set up and/or

verified when you set up Purchase Order. The selections you make during setup determine how the

Purchase Order system operates.

Purchase Order Main Menu

000 - OPEN SYSTEMS® Accounting §oftware
File Tools Favorites Other Help

&=l ) 2 ] 22

| Date and Time Data Set
03/06/2000 @ Live Data
946 &M " Sample Data

r S o
—hain heru ~ Purchazs Order

[H " Buiders Supply

Fecounts Payable Infarmation Inquiny

Fooounts Receivable Daily Wiork

Bills of haterials/Kitting Weterial Requisitions

‘Bank Reconciliation Nanagement Reports

General Ledger History Reports

GEMERAL Report Wiiiter Pay Inwoices

File Mirtenance

Purchase Order

Resource hanager

Sales Order

Inwertary I
Jdob Cost Waster File Lists
Fayroll

|GPEN SYSTEMS® Accounting Suftware
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Setup Checklist

Planning

4,

5.

6.

Read the Resource Manager User’s Guide
Read the Purchase Order User’s Guide
Read the Accounts Payable User’s Guide
Collect and Organize the Data

Plan the Implementation Schedule

Set Up a Backup Schedule

Set Up in Resource Manager

1

2.

3.

Fiscal year and periods
Select Options and Interfaces Used During Setup

Tax Information (See Reference A in the Accounts Payable Training Manual)

Set Up in Accounts Payable:

1

6.

7.

Set Up/Verify Tables (xxx=company 1D, t=terminal |D)

APGLxxx DMtttt

APPDXxxx DISCxxx

MRGLXxxx D1099xxx

APPDXxxX F1099

DFtttt Q#tit (=C, E, ENT, M, MAT, N, R, RET, X, Z)
Set Up the Terms Codes

Set Up the Distribution Codes
Set Up Vendors

Set Up Recurring Entries

Set Up Ship-to Addresses

Enter Initial Balances for Vendors (Summary or Detail)

Complete Set Up in Resource Manager for Accounts Payable:

1

2.

Set Up Access Codes

Reset Options and Interfaces for Using the System

Purchase Order Training Manual 2-3
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Adding PO To An Existing AP System

6.

7.

8.

Post Accounts Payabl e transactions (see the Accounts Payable Training Manual). If you don't
post the transactions entered using the Transactions function on the Daily Work menu in
Accounts Payable, the data in the transaction files, APTHxxx and APTDxxx, does not get
posted when you use the Post Transactions function on the Daily Work menu in Purchase Order.

Use the Resource Manager Backup function on the Data File Maintenance menu to back up the
Accounts Payable data files (see the Resource Manager User’s Guide).

Install Purchase Order (see the Resource Manager User’s Guide).
When Purchase Order isinstalled, the system removes Accounts Payable from the Main menu.
Purchase Order doesn’t appear on the Main menu until the Purchase Order datafiles are created

for the company (see the Resource Manager User’s Guide).

Copy the APTB file to the POTB file, al the tables used in Accounts Payable are copied to the
Purchase Order Tablesfile.

Select the options and interfaces settings for Purchase Order.
Create the Purchase Order data files (see the Resource Manager User’s Guide).
Setup the quick-entry tables and add the accrual accounts to the APGLxxx table.

Set up the Ship-to Addresses.

After you' ve completed these steps, you can begin processing in the Purchase Order system.

Purchase Order Training Manual 2-5
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Purchase Order Access Codes

To safeguard the datain the system, unauthorized users should not be allowed to access the Purchase
Order system. Use the Resource Manager Access Codes function to set up access codes. You can set
up access codes for the Purchase Order system itself, for any menu in the system, or for individual
functions.

See the Resource Manager User’s Guide for more information about access codes.

Resource Manager Access Codes

File Tools Favorites Other Help

&) [ 2| ) s 3

[H Builders Supply

S

‘- Feesource hEnager - ompany Setup

#ccounts Payable orkstation Configuration Company Information

Fovounts Receivable Installation Data File Creation

Data File Conversion

Bills o Waterials/Kitting Company Setup

Bank Reconciliation Fpplication Setup Options and Interfaces

General Ledger Data File bsintznance fooess Codes 153

GENERAL Report Wiiter System File Muintanance Courtry Codes

Inventory Reponts
Job Cost haster File Lists
Fayrall

Purchase Order

Resource hnager

Sales Order

|OPEN SYSTEMS® Accounting Saftware
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Set Up In Resource Manager

Selecting The PO Options And Interfaces For The Company

Select Options and | nterfaces from the Resour ce Manager Company Setup menu to select the
options and interfaces for Purchase Order.

Resource Manager Company Setup Menu - Start-Style

i TOD1 - OPEN SYSTEMS® Accounting Software
File Tools Favorites Other Help

o e el =S

~Date and Time Data St [H ™ Builders Supply |
03/06/2000 & Live Data
953 AM " Sample Data
i e

orkstation Configuration Company Information

‘- Resource hEnager - ompany Satup
‘ Data File Creation

Instaliation

Company Setup Data File Conversion

Fpplication Setup Options and Interfaces

General Ledger Data File Maintenance Acoess Codes

GENERAL Report Wiiter System File Muintanance Courtry Codes

Inventory Il Reponts
Job Cost haster File Lists
Fayrall

Purchase Order

Resource hnager

Sales Order

|OPEN SYSTEMS® Accounting Saftware
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Set Up In Resource Manager IMPLEMENTING PO

To setup or verify the company’s options and interfacesfor PO, perform the following steps:
1. Select Optionsand I nterfaces from the Company Setup menu.
2. The Options and Interfaces Screen appears.

Options and Interfaces Screen

Settings  Edit Print Help

Options and Interfaces

Company ID H - Builders Supply
Option Table Type Oun

Application ID m

'— Company H Inquiry Verify —

3. Makethe following Selections:

Field Description

Option Table Type  Share- select this setting if the OSAS Accounts Payable systemis used for
multiple companies and all companies use the same interfaces and options

Own - select this setting to set up options and interfaces specifically for this
company.

Application ID Enter PO, thetwo-letter Application ID for Accounts Payable. The Inquiry (F2)
command is available to select the Application ID from alist of the installed
applications.

4. When you press Enter, the Purchase Order Options screen appears.

2-10 Purchase Order Training Manual



IMPLEMENTING PO Set Up In Resource Manager

Purchase Order Options and Interfaces Section Screen

2l OSAS TOD1
Settings Edit Print Help
Purchase Order Options

Description Value

% Interface with General Ledger? YES
Interface with Inventory? YES
Interface with Job Cost? TES
Interface with Bank Reconciliation? YES
Post transactions in detail or summary? Detail
Keep detail purchase history? YES
Auto-generate purchase order nmumbers? TES
Use additional descriptions:? TES
Copy additional descriptions from Inwventory? YES
Keep additional description history? HO
Allow printing of online checks? TES
Eeep summary purchase history? TES
Check form type: LASER
Print online Purchase Orders? YES
Use accrual during post? TES
Print company information on plain paper Purchase Orders? YES
Do you want to use requested ship dates on line items? HO

Option (001 of 021}
Enter = toggle, Goto, Write
'— Company H Verify —

5. The Options and Interfaces discussed below are those that are unique to Purchase Order. Use
the arrow keys to move the cursor to the option you want to change, then press enter to toggle
between the option settings:

Interface/ .
Option Setting Effect
Auto-generate YES The system automatically generates purchase order numbersin
purchase order sequence.
numbers?
NO A number is entered for each purchase order.
Print online YES/NO Select YESIif you need to be able to print a purchase order when
Purchase Orders? entering transactions; otherwise select NO.

Purchase Order Training Manual 2-11
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Purchase Order Options and Interfaces Section Screen

%l 0sAS TO01
Settings Edit Print Help
Purchase Order Options
Description Value
Post transactions in detail or summary? Detail
Keep detail purchase history? YES
Auto-generate purchase order numbers? TES
Use additional descriptions:? TES
Copy additional descriptions from Inwventory? YES
Keep additional description history? HO
Allow printing of online checks? TES
Eeep summary purchase history? TES
Check form type: LASER
Print online Purchase Orders? YES
Use accrual during post? TES
Print company information on plain paper Purchase Orders? TES
Do you want to use requested ship dates on line items? HO
Purchase Order form type? LASER
Post Material Recuisition credits to IN item accounts? TES
Do you want to keep check history? YES
% Print company ID on check stubs? HO
Option (021 of 021}
Enter = toggle, Goto, Write
'— Company H Verify —
Interface/Option  Setting Effect
Use accrual during YES Select YES to have the system automatically:
post?

» make accrual entriesto the accrual accountslisted in the
APGL xxx table when goods are received and posted.

* reversetheaccrual entriesto the accrual accountslistedin
the APGL xxx table when the invoice is applied to
received goods and posted.

NO Select NO if you do not want the system to automatically generate
accrua entries.

NOTE: If you decide to change this option after you' ve begun
processing in Purchase Order, make sure that you don’t have any
incomplete orders on filefirst.

* If open orders are on file when you change this setting to
NO, the orders you posted receipt accruals for are not
reversed when the invoice for those orders are applied
and posted.

« If open orders are on file and you change the setting to
YES, the system creates reversing accrual entries when
you post the invoices for previously posted receipts.

Print company YES If you are using plain paper when you print purchase orders, the
information on plain company’s name and address is printed on the purchase order.
paper Purchase
Orders?

NO The company’s name and address is not printed on the purchase

order. If you are using the company’s letter head to print purchase
orders, use this selection.
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Set Up In Resource Manager

Interface/Option
Do you want to use

requested ship dates
on lineitems?

Purchase Order
form type?

Purchase Order Training Manual

Setting

YES

NO

PLAIN

STANDARD

81/2x 11
LASER

Effect

A field isavailable to enter arequested ship date for each line-item
of apurchase order in addition to the requested ship date entered
on the Header Information screen. If arequested ship dateis
entered for aline-item, it overrides the ship date entered on the
Header Information screen.

A requested ship date can only be entered on the Header
Information screen for a purchase order-not on aline-item by line-
item basis.

If you want to print your purchase orders on plain paper, use this
selection.

If you are using preprinted formsthat are NOT 8 1/2" x 117,
select this setting.

If you are using forms that are 8 1/2" x 11", use this setting.

If you are printing your purchase orders on alaser printer, select
this setting.

2-13
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Setup In Purchase Order

Setting Up And Maintaining Tables

If you are adding Purchase Order to an existing Accounts Payable system, you can use the
appropriate operating system command to copy the APTB fileto POTB. Then add the accrual
accounts to the APGL xxx table, and set up the quick-entry tables for entering orders and returns.

If thisis anew installation of both Accounts Payable and Purchase Order, you will need to set up all
the tables. Refer to the Tables section in the Accounts Payable Training Manual for information
about all the tables except the APGLxxx, and quick-entry tables: QNtttt, QEtttt, QRItttt, and QZtttt

which are discussed here.

Select Tables from the File M aintenance menu to set up and maintain the Purchase Order tables.

Purchase Order File Maintenance Menu

i TOD1 - OPEN SYSTEMS® Accounting Software
File Tools Favorites Other Help

el 0 2 | ) 3

[ Date and Time—— - Data Set
03/06/2000 & Live Data
1015 AM " Sample Data

[A Buiders Supply ;ﬁ

#ccounts Payable

“endors

Fosounts Receivable Daily Wiarke Ship-to Addresses
Bills o Waterials/Kitting hiberial Requistions Recurring Entries
Bank Reconciliation Terms Codes

General Ledger

Distribution Codes

g
3
E
=
?|g
z&
H
&

GEMERAL Repart Wiiter Pay Invoices Tables
Inventory File haintenance Periodic Maintenance
Job Cost Nsster File Lists Purge Selected Files
Paryrall Purge \Wendor Comments

Purchase Order

Edit Purchase Order Number

Resource hnager

Sales Order

|OPEN SYSTEMS® Accounting Saftware
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General Ledger Accounts Table, APGLxxx

The APGL xxx table stores the discounts and cash accounts that accounts payabl e checks are posted
to in the General Ledger Journa file.

Purchase Order adds four accounts to the table that is used in Accounts Payable. They are accrua
accounts for inventory, expenses, accounts payable and jobs (WIP). These accounts are used when
you post orders for goods that have been received but not invoiced if you selected Y ES for the option
Use accrual during post?. Be sure to use account numbers for the accrual accounts that are not the
same as the regular inventory, expenses, accounts payable and jobs (WIP) accounts so that the
Accrual Verification Report is accurate.

Thistableis positional, so don’t delete items or rearrange the rows on the table.

General Ledger Accounts Table, APGLxxx

¥l osas ToD1

Settings Edit Print Help

POTE
Tahle ID APGL Description Geheral Ledger Accounts
Nuwher of Cols 2 Column Length 12 Type &
DESCRIPTION G/L ACCOUNT

DISCOUNTS §04000
CA5H 100000
IN Accrual 104400
Exp Accrual 806000
AP Accrual 200000
Job Accrual 104200

Verification
’7 Press «<PgDln> to proceed

To set up the APGL xxx table, enter the following information:

1. Using the Enter or arrow keys, move the cursor to the GL ACCOUNT column of the
Discounts row.

2. Enter the number of the general ledger account to credit for the discount amount when the Post
Payments function is used, or pressEnter accept the account number displayed.

3. Movethe cursor to the GL ACCOUNT column of the Cash row.

4. Enter the number of the general ledger account to credit for the cash amount when payments are
posted, or press Enter accept the account number displayed.

5. Move the cursor to the GL ACCOUNT column of the IN Accrual row.

6. Enter the number of the general ledger account to debit for the inventory accrual amount when
received quantities are posted, or press Enter accept the account numbér displayed.

7. Movethe cursor to the GL ACCOUNT column of the Exp. Accrual row.

8. Enter the number of the general ledger account to debit for the expense accrual amount when
received quantities are posted, or press Enter accept the account number displayed.

9. Move the cursor to the GL ACCOUNT column of the AP Accrual row.

10. Enter the number of the general ledger account to credit for the accounts payable accrual amount
when received quantities are posted, or press Enter accept the account number displayed.

Purchase Order Training Manual
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Setup In Purchase Order

11. Mov

e the cursor to the GL ACCOUNT column of the Job Accrual row.

12. Enter the number of the general ledger account to debit for the job accrual amount when

recel

ved quantities are posted, or press Enter accept the account number displayed.

13. Usethe Proceed (PgDn) command to save the entries.

Quick Entry Tables, - Q?tttt

The Quick Entry tables, Q?tttt, store instructions that control where the cursor stops when quick
entry is activated in the transactions and material requisitions entry and edit screens. Quick entry
tables can be set up to be terminal specific.

The ?in the quick entry table I D represents the character-abbreviation for the function screen that the
quick entry table controls. These are the quick entry table IDs and the function screens that use them:

QCitttt, Change Material Requisition
QDtttt, Miscellaneous Debits

QEtttt, Edit Order

QENTtttt Edit Order Header

QMtttt, Material Requisition
QMATLttt, Material Requisition Header
ONitttt, Order/Receive Goods

QPtttt, Purchase Transactions
QRitttt, Return Debit Memos
QRETtttt, Enter Return Header
QXtttt, Return Material Requisitions
Qztttt, Edit Returns

The Quick Entry tables are positional, so don't delete or rearrange the rows.

Tables Selection Screen With Inquiry Window

POTH

Humber of

Tahle ID _ Description

Cols Column Length Type

—< Tables
Table ID
>QC

Col Type Title

z L Change Mat Req Ouick Entry Table

Edir Crder Quick Entry Table

Enter Order Header Cmick Entry Table
Material Regquisition Quick Entry Table
Ouick Entry Table - Header Mat Reg
Order/Receive Goods Quick Entry Table
Return Debit Memos Cmick Entry Table

[ =Y
e e e e e

— Company H

Purchase Order Trainin

Incquiry
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Activating Quick Entry

To activate the Quick Entry function, select Defaults from the Wor kstation Configuration menu in
the Resource Manager. Set the Quick Entry default to Active. Press Ctrl-F to toggle quick-entry on
and off when using the transactions and material requisitions entry and edit screens.

Creating A Terminal Specific Quick Entry Table

QMLtttt - Material Requisition Quick Entry Table Screen

¥l 0SAS TOD1
Settings  Edit Print Help

POTE
Tahle ID QM Description Material FRequisition Quick Entry Table
Number of Cols 2 Column Length 12 Type 4
FIELD DATA
Description
4ddl Descr 1 E
Add]l Descr Z E
GL Descr I3
Job ID
GL Account E
Requested T
Tnits I3
Filled E
Backordered E
Tnused
Ext Cost I3

¥erification
’7 Press <Pgln> to proceed =

To create aterminal specific quick entry table, perform the following steps:
1. Enter the quick entry table ID followed by theterminal ID in the Table ID field.

For example, to create a QM quick entry table used only by terminal TOOO, type QMTO000 in the
Table ID field.

2. Enter the quick entry table ID you want to copy in the Copy From? field when it appears. In our
example, QM .

The sample quick entry table information defaults on the screen. The fields on the transactions
or material requisitions entry/editing screen that the table controls are listed in the FIEL D
column.

3. Inthe DATA column:

e typeanE nexttoafieldif you want the cursor to stop at the field when you press the Enter
key on the screen that the quick entry table controls.

e typeaT if you want the cursor to stop at the field when you press the Tab or Enter key on
the screen the quick entry table controls.

e leavethe DATA column blank if you want the cursor to skip the field. During transaction
entry, the arrow key can be used to move the cursor to afield that has been skipped.

4. When you have completed selecting the Tab and Enter stops, use the Proceed (PgDn) command
to save the entries.

2-18 Purchase Order Training Manual
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Printing A Tables List

To print alist of the tables used in Purchase Order and their settings, select Master File Lists on the
Purchase Order menu. Then select Tables List from the Master File Lists menu.

Purchase Order Menu Screen

¥/ TOD1 - OPEN SYSTEMS® Accounting §oftware

File Tools Favorites Other Help

2 el L0 2 T | 3 5

- Date and Time Diata Set
03/06/2000 & Live Data
10:54 &M " Sample Data

—hain heru

Fecounts Payable

[H " Buiders Supply

~ Master Fils Lists
“wender Labels List

#Focourts Receivable

‘vendor Detail List

Bills of histerials/Kirting

Shipta Address Labels

‘Bank Reconciliation

“endor Comments List

Ganeral Ledger

Recuring Entries List

GEMERAL Report WUriter Tables List
Inwertory |
Job Cost
Payroll {
Purchase Order i
Rezource hanager
Sales Order
=9 . 1 —J 9 | |
e SYSTEMS INC

|GPEN SYSTEIS® Accounting Suftware

The Tables List selection screen appears.

Purchase Order Training Manual
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Tables List Selection Screen

O8AS TOD1
Settings Edit Print Help

Tables List

Application From PO
Thru PO

Table ID From A4PGL
Thru DM

Suppress Blank Lines? YE3

Page Break Per Tabler TES

Output dewice - (Plrinter p(R)lewview (Fjile (3)creen (ﬁ]nd

Select the following:

Selection Description

Application From/ PO defaultsinto thesefields.
Thru

TableID From/Thru  Enter the range of table IDs you want to include on the list.

Suppress Blank To suppress blank lines in the tables on the report select Y ES; otherwise, select NO.
Lines?

Page Break per To place each table on a separate page select YES; otherwise, select NO.

Table?

Select the output device you want to use:
(P)rinter - to send the report to a printer
p(R)eview - to view what the printed report looks like in a GUI window. The system prompts
you to select the printer you want to use for the preview. You can select whether to send the
report to a printer.

(P)ile - to print the report to afile

(E)nd - to exit from the selection screen without printing the report
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Tables List
03/06/1999 Builders Supply Page 1
9:51 AM Tables List
Purchase Order
Table ID APGL Description General Ledger Accounts
No. of Columns 2 Column Length 12 Type A
DESCRIPTION  G/L ACCOUNT
DISCOUNTS 804000
CASH 100000
IN Accrual 104400
Exp Accrual 806000
AP Accrual 200000
Job Accrual 104200
03/06/1999 Builders Supply Page 2
9:51 AM Tables List
Purchase Order
Table ID APPD Description Fiscal Year/Period Table
No. of Columns 3 Column Length 12 Type N
PERIOD FISCAL YEAR PERIODS/YEAR
4.00 1999.00 12.00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
03/06/1999 Builders Supply Page 3
9:51 AM Tables List

Purchase Order

Table ID APPDH Description Fiscal Year/Period Table
No. of Columns 3 Column Length 12 Type N

PERIOD FISCAL YEAR PERIODS/YEAR
4.00 1999.00 12.00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00

Purchase Order Training Manual
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Setting Up Ship-to Addresses

To save on purchase order entry time, set up ship-to addresses for the locations where you most
frequently have your purchases shipped. Then, when entering purchase orders, enter the Ship-to ID
for the ship-to location and the detail address and shipping information for the location defaults into
the purchase order header screen.

Hints For Assigning Ids To Ship-To Addresses

. Use thefirst letters of the location name.

»  Usethe customer ID set up in accounts receivable if you frequently drop ship merchandise to a
customer.

»  Usethefirst letter in the ID to designate categories of ship-to addresses. For example, use one
letter to begin IDs for your company’s warehouses or store locations and use another to begin
IDs of the ship-to locations for your customers.

Purchase Order File Maintenance Menu

¥/ TOD1 - OPEN SYSTEMS® Accounting §oftware
File Tools Favorites Other Help
H|e=| Al 2 | = i 5= &
DaeandTims | DataSet [H Buiders Suply |
03/08/2000 & Live Data |
1015 4M  Sampls Dats i
|
S nel.... |
—hIn henu -~ File
Fecourts Payable Infarmation Inquiny || | ‘vendors |
Focounts Receivable Daily Woric |i | Ship-to Addresses |
Bills of histerials/Krting Mterial Requisitions | | Recurring Entries |
Bank Reconoiliation ftanagement Reports | | Terms Codes |
General Ledger History Reports | | Distribution Codes |
GENERAL Report Wiriter Pay Invoices | | Tablas |
Inwertory File Maintenance | | Periadic Maimanance |
Jdob Cost Master File Lists | | Purge Selected Files |
| Purge “endor Comments |
=_ 9 .7 1 W |
= S ol — 1 | |
e SYSTEMS INC
I
iOPEN SYSTEMS® Accounting Software

To add or change ship-to address information, select the Ship-to Addresses function on the Purchase
Order File Maintenance menu.
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Adding A Ship-to Address

Ship-to Address Setup Screen

¥l 0SAS TOD1
Settings  Edit Print Help

’7 Verification

Ship to CAD001

Hame OAELAND WAREHOUSE

Addr 1 47777 NORTH BAYSHORE HUY
Addr 2 OAELAND, Ci 390000

Addr 3

Addr 4

Ship ¥ia WEST AMERICAN

Ship-to Addresses

Press <Pgln> to proceed =

To add a Ship-to Address, perform the following steps:

1

3.

Enter the ID of the shipping address you want to work with, or use the Inquiry (F2) command
to select a Ship-to Address from the list that appears.

Enter the name of the location, its address, and the usual means you use to ship goods to that
location.

Use the Proceed (PgDn) command to save the information.

Editing A Ship-to Address

To edit an existing ship-to address, perform the following steps:

1

2.

3.

In the Ship to field, enter the Ship-to Address Code or use the Inquiry (F2) command to select
the code from alist.

Change any of the information in the Name, Address or Ship Viafields.

Use the Proceed (PgDn) command to save the changes made to the ship-to address code.

Deleting a Ship-to Address

To delete a Ship-to Address Code, perform the following steps:

1

In the Ship to field, enter the Ship-to Address Code or use the I nquiry (F2) command to select
the code from alist.

Use the Delete (F3) command. The system prompts you to use the Delete command again to
confirm deleting the ship-to address code.
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Printing Ship-to Address Labels

2-24

You can print mailing labels or alist of the ship-to addresses you set up:

*  Toprint mailing labels, use 31/2”-by-15/16" single-column mailing labels

*  Toproducealist of ship-to addresses use plain paper.

To print labels or alist of ship-to addresses, select Master File Listsfrom the Purchase Order menu.

Purchase Order Master File Lists Menu Screen

¥/ TOD1 - OPEN SYSTEMS® Accounting §oftware
File Tools Favorites Other Help

2 el L0 2 T | 3 5

[H " Buiders Supply

| Date and Time Data Set
03/06/2000 @ Live Data
10:54 &M " Sample Data

—biain hienu
Fecounts Payable

~ Master Fils Lists
“wender Labels List

‘vendor Detail List

Fooounts Receivable Daily Wiork

Weterial Requisitions Shipta Address Labels

Bills of hterials/Kirting

“endor Comments List

‘Bank Reconciliation Nanagement Reports

General Ledger History Reports Recuring Entries List

Tables List

GEMERAL Report Wiiiter Pay Inwoices

Invantary File hMaimenance

Job Cost

Fayroll

Purchase Order

Resource hanager

Sales Order

|GPEN SYSTEMS® Accounting Suftware

Then, select the Ship-to Address Labels function from the M aster File Lists menu.

The Ship-to Address L abels selection screen appears.

Purchase Order Training Manual



IMPLEMENTING PO Setup In Purchase Order

Ship-to Address Labels Selection Screen

Settings  Edit Print Help

Ship-to Address Labels

Pick Ship-to ID From Cao00l
Thru  CA0DOODL

Print Ship Viar YE3

Are Labels Aligned?

Output dewice - (Plrinter p(Rjewview (Flile (a]nd

Make the following selections

Selection Description
Pick
Ship-to ID From/Thru  Enter the range of the ship-to address IDs to print on labels or alist.
The Inquiry (F2)command is available to select the ship-to address ID from alist.

Leave the From and Thru fields blank to print labels for all ship-to addresses--or
to include all ship-to addresseson alist.

Print Ship Via?: Select YESif you want to include the Ship Via set up for the ship-to address on
the labels or list; otherwise, select NO.

Select the output device you want to use:
(P)rinter - to send the report to a printer
p(R)eview - to view what the printed report looks like in a GUI window. The system prompts
you to select the printer you want to use for the preview. You can select whether to send the
report to a printer.
(P)ile - to print the report to afile

(E)nd - to exit from the selection screen without printing the report

Confirm whether the labels are aligned.
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Ship-to Address Labels

ACE0001 KENTUCKY EXPRESS
ACE Builders

1588 SE 31st Street

Paducah, KY 28655-7865 us

CA0001 WEST AMERICAN
Oakland Warehouse
47777 North Bayshore HWY
OAKLAND, CA 90000

MD0001  PATRIOT ROADWAYS
Baltimore Warehouse

3117 Sumter Road
Baltimore, MD 23849

MN0001 NORTHERN VAN
Minneapolis Warehouse
453 Lake Drive

Minneapolis, MN 55355

TX0001 SOUTHWEST CARTAGE
Dallas Warehouse

13302 West Freeway Ct.
Dallas, TX 77099

2-26
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Editing The Next Purchase Order Number Assigned Next

Use the Edit Purchase Order Number function to change the number that the system assigns to the
next purchase order.

You can only usethisfunction if YESis selected for the option Auto-generate purchase order s? to
have the system automatically generate purchase order numbers when entering purchase orders and
returns.

Purchase Order File Maintenance Menu Screen

| TOD1 - OPEN SYSTEMS® Accounting Software
Tools  Favorit her  Help

=l 2 ) 3

~Date and Time ——
03/06/2000
10:15 A

el
—Main hdenu

H  Builders Supply JE||

Fosounts Payable Information Inquiry Aendors

#coounts Receivable Daily Wiarke Shipto Addresses

Bills of haterials/Kitting Watarial Requisitions Recuring Entries

‘Bank Reconciliation Nenagement Reports Terms Codes

General Ledger History Reports Distribution Codes

Tables

GENERAL Report Wiiter Pay Inwolces

Periodic Maintenance

Inwertory File Mairtenance
dob Cost Master File Lists Purgs Selected Filas
Fayroll Purge “Endar Comments

Purchase Order Edit Purchase Order Number

Resource hianager

Sales Order

[OPEN SYSTEMS® Accounting Saftware

To set the next purchase order number, select the Edit Purchase Order Number function.

Edit Purchase Order Number Screen
& osAS TOD1

Settings Edit Print Help

Edit Purchase Order Humber

Purchase Order Number:

'— Company H Verify —

Enter the number you want the system to assign to the next purchase order or return.
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The Purchase Order work cycle consists of three parts:
1. Daily work
2. Payment cycle
3. Period-end activity
Since the payment cycle and periodic maintenance are like those in Accounts Payable, only Daily

Work isdiscussed here. Refer to the Accounts Payable Training Manual for more information about
the payment cycle and periodic maintenance.
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Daily Work

Daily Work Main menu

i#i To01 - OPEN SYSTEMS® Accounting Software
File Tools Favortes Other Help

el | 2| | 6 2

[~ Date and Time: Drata Set
012541393 1 Live Data
10:43 AN 1~ Sample Data

[H " Builders Supply

—Main hAenu Purchaze Order Daily Work
Ffecounts Payable Information Inquiry | Enter Orders [ |
Pocounts Reosivable Daiy Wiark | Enter Retums. |
Bills of hterialks/Kirting Mterial Requisitions | Generate Orders |
Bank Reconoiliztion MWanagement Reports | Purchase Requisition Report |
General Ladger History Repons | Copy Recuming Orders |
GEMERAL Report Wiiter Pay Invaioes | Frint Orders |
Invertory File Maintenance | Open Order Report |
Job Cost Waster File Lists | Soheduled Deliwery Reportfliorksheet |
Rayroll Purchases Journal |
Purshase Order Retums Joumal |
Resource MEnager Receipts and Invoices Report |
Sales Onder | #conual \erification Report |

Goods Not Received Report
= Daily Sales Tax Report
Post Transactions

|OPEN SYSTEMS® Accounting Software

The Daily Work cycle consists of al the functions used to Enter orders, Enter the Receipt of Goods,
Apply invoicesto orders, Enter returns and Apply debit memos, Print reports about existing orders,

and Post orders.

Since the Material Requisitions functions are common to both the Accounts Payable and Purchase
Order applications, information about processing material requisitionsisincluded in the Accounts

Payable Training Manual.
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Daily Work Flowchart

Recurring Entries List

Recurting Entries
Header File
APRHxxx

Recurring Entries
Detail File
APRLxxx

Recurring Entries
Additianal
Descriptans File
APRDxxx

[nventary
Quantity Totals
file
INGI T

Inventary
Quantity

Locations file
INCILx %%

[nventary
Location Detail
file
IMLDxxx

Inventary
Sumrmary
History file
INHS

Inventory Detail
Histary file

[nventary Lot
History file
[MLHz

Inventory
Serialized
History file
INSHzx

Enter Orders

Edit Orders

Enter Returns

¥

.| Update Inventory

Online

Imventory Lot
Detail file
IML T

Inventory
Serial Mumber
Detail file
IMSM
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r
Control File
(POCTxxx)

Order, Header
File (FOOH:xxx)

Order, Ling term
Info (FOOR )

Goods Received
IPORGHx)

Invaices Applied
(PORIxxx)

Received Totals
(PORTxxx)

Add Descriptions
(FODExxx)

Lotted f
Setialized lterm
IPOLSxxx)
Lot f Serial
Irvoiced
[POLIxxx)
Lot / Serial
Received
[POLRxxx)

cail-

el el

< =

EEE e

¥

FPurchase Journal

¥

Returns Journal

Daily Sales Tax Report

0
0

File Color Key:

hust be
selected in
DOptions &
Interfaces
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Daily Work Processing Checklist

10.

11.

12.

13.

14.

15.

16.

Use the Generate Order s function to enter purchase requisitions and/or prepare purchase
requisitions to generate new orders.

Print the Purchase Requisition Report to review the purchase requisitions selected ( to
generate new purchase orders) before new orders are generated.

Correct any mistakes or omissions for the purchase requisitions.
Generate new purchase orders for the purchase requisitions selected.

Enter new, goods received or received / invoiced purchase orders using the Enter Orders
functions.

Enter the receipt of goods for goods that arrive before the invoice using the Receive Goods
function. The order status changes to goods received.

Apply invoices for received goods using the Apply I nvoices function. The order status changes
to invoice received.

Record the receipt of goods and the invoices that arrived simultaneoudly for purchase orders
aready recorded in the system using the Receive Goods and | nvoices function. The order
status changes to invoice received.

Copy recurring entries that are due to the Open Order filesusing the Copy Recurring Orders
function.

Enter returned goods using the Enter Returns functions.

Indicate that you received credit from avendor for returned goods by Using the Apply Debit
Memos function to record the credit information. The return status changes to returned debit
memo.

After you've entered or copied all the transactions for the day, print the Open Order Report,
the Purchases and Returns Jour nals, and the Receipts and | nvoices Report. Use these
reports as an audit trail and to check for errors and omissions.

If you find mistakes, use the Edit Ordersor Edit Retur nsfunctions to change order
information without changing the order status. You can add line items, change the ordered
quantity on orders, or change the quantity returned on returns. With certain restrictions, you can
deletelineitems. Use the Receive Goods and Apply Invoices functions to correct receipt and
invoice information. Use the Apply Debit M emos function to correct debit memo information.
You can also use these functions to cancel orders.

Repeat steps 12 and 13 until all entries are correct.

Back up the data files (see the Resource Manager User’s Guide for instructions). Never begin
an operation that will make major changes to the data without first backing up the files.

Use the Print Ordersfunction to print order and debit memo forms.

Usethe Post Transactionsfunction to post invoiced lineitems and debit memos from the Open
Order and the Received and Invoiced filesto the Open Invoicefile. The entire order staysin
thefiles until al line-items are cancelled or completed. If YES s selected for the option Use
accrual during post?,

e accrua entries are made for goods that have been received but not invoiced

e accrua entries are reversed for goods that have been invoiced.
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Order and Line Status Information

The Purchase Order system assigns a statusto every order. These are the seven order statuses and the
numbers the system uses to refer to them in inquiry windows:

1. New

2. Printed

3. Goods Received

4. Invoice Received

5. Returned

6. Returned Debit Memo
7. Cancelled

Asan order progresses through the system, the status changes to reflect what has happened. Each
lineitem in an order also contains astatus. These are the line statuses:

1. Open
2. Cancelled
3. Completed

When an order is entered, each line item has a status of open. If the quantities received and invoiced
are equal and are greater than or equal to the quantity ordered, the line status changes to completed
when you post transactions. When certain conditions exist, you can cancel alineitem. Refer to the
Edit Ordersand Edit Returns sectionsin this manual for details about cancelling lines.

Goods Received and Invoiced Orders
e When you enter an order for which you have received the goods but not the invoice, use the
Goods Received function. The status of the order is goods received.

e If you use the Receive Goods function to enter the quantity of goods received from avendor for
anew order that has already been entered, the status changes from new to goods received.

«  When you enter an order for which you have received the goods and the invoice, use the Goods
Received and Invoiced function.

e Thestatus of the order isinvoicereceived. If you use the Apply Invoices function to enter the
quantity and cost invoiced on agoods received or der, the status changes to invoice received.

e If you use the Receive Goods and Apply Invoices function to enter goods received and invoiced
information for anew order, the status changes to invoice received.
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Returned Orders
*  When you use the Goods Returned function to enter the return of goods to a vendor, the statusis
returned.

*  When you use the Apply Debit Memos function to indicate that you received credit from a
vendor for returned goods, the status changesto returned debit memo.

*  When you enter areturn through the Goods Returned and Debited function, the statusis
returned debit memo.

Editing and Cancelling Orders

e Usethe Edit Orders or the Edit Returns function to change order or return information without
changing the order status.

*  You can edit the header, add line items, or change the quantity ordered or returned. You can
delete line items or entire orders under certain conditions.

*  When you delete an order, the status changes to cancelled.

Note I

You cannot use the Edit Orders or the Edit Returns function to edit receipt, invoice, or debit memo
information. You must use the Receive Goods, Apply Invoices, Receive Goods and Invoices, and
Apply Debit Memos functionsto correct mistakes entered for goods received, invoice received, or
returned debit memo information.

Posting Orders
Use the Post Transactions function to update the Open Invoicefile:

e Withinvoiced lineitem and debit memo information

From the Open Order and Received and Invoiced files.

e Entireordersremainin thefiles until al line items are cancelled or compl eted.

e Accrual entries are made for goods that have been received but not invoiced, (if Yesis selected
for the option Use Accrual During Post in Option and | nterfaces?)
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Entering Orders

Daily Work Main Menu

i TOD1 - OPEN SYSTEMS® Accounting Software
File Tools Favorites Other Help

)&+ (12| 5 2 5

- Date and Time Data Set [H Buiders Supply B
01/25/1939  Live Data |
10:42 A 1 Sample Data n il
M Menu Purchaze Order — ‘Daily Wark
Aecourts Payable Informatian Inquin Ertter Orders [}
Pecounts Receivable Daily Wiork Enter Retums

Bills of Materials/Kitting hterial Requisitions Generate Orders

Bank Resconciliation MWanagement Reports Purchase Requisition Report

General Ledger History Reports Copy Recuring Drders

GEMERAL Repart Wiiter Fay Invoices Print Ordars

Invertory File Maintenance Open Order Report
Job Cost Mlaster File Lists Scheduled Delivery Report/Aliorksheet
Payroll Purchases Joumal

Purchase Order Retums Jourmal

Resource hnager Receipts and Invoices Report

Sales Order

Arorual verification Report

Goods Mot Receivad Report
Daily Sales Tax Report
Post Transactions

|OPEN SYSTEMS® Accounting Software

Use the Enter Orders function to enter ordersfor:
1. Inventory ltems
¢ Non-Seridized
*  Seridized
e Lotted Items - both serialized and non-serialized
2. Non-inventory Items

3. Services

Purchase Order Training Manual
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Enter Orders with Transaction Type

&l 0sAS TOD1
Settings  Edit Print Help

Enter Orders

Purchase Order No Date 03/06/2000 Status New

Loc ID MNOOOL

Header Information

Vendor ID

Transaction Type

1. Enter New Orders
Z. Enter Goods Receiwved Orders
3. Enter Goods Receiwved/Invoiced Orders
4. Edit Orders
5. Receive Goods

Terms Code Type 6. Apply Invoices

Terms Desc 7. Receive Goods and Invoices

Terms % .0 Days Net Day

Tax Group
Hotes
Bemquested 5Ship Date
'— Company H Verify —

Select the type of transaction you want to work with:

1

2.

Enter new orders for goods you have not received or been billed for
Enter new orders for goods you have received but not been billed for
Enter new orders for goods you have received and been billed for
Edit orders

Receive goods for orders without the invoices

Apply invoices to orders whose goods you have received

Apply invoices to and receive goods for the order at the same time

Note I

Use the Enter Goods Received/Invoiced function (selection #3 above) to enter invoices for
noninventory items such as utility bills or rent payments.
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Entering Orders

Entering New Order

Enter Orders Header Information Screen

O8AS TOD1
Settings Edit Print Help
Enter Orders
Header Information
Purchase Order No 00000043 Date 03/06/2000 Status New
Loc ID MHO00L MINNEAFPOLIS WAREHOUSE
vendor I0 I Ship-to ID:
Terms Code Type FOE
Terms Desc
Terus % .0 Days HNet Days Ship Wia
Tax Group Ordered By
Notes Beceived By
Requested Ship Date
— Company H Info — Maint — Incquiry Verify —

After you select the order status, the order header screen appears. Thisis an example of anew order

Field

Purchase Order No

Date

LoclID

Purchase Order Training Manual

Description

You can enter your own Purchase Order number, or the Purchase Order number can
be generated automatically if Yes was selected for the option Auto-gener ate
Purchase Order Number? in Options and Interfaces.

Thesystemdateisdisplayed. It can bechanged by usingtheup arrow to accessthis
field.

The Location ID that defaults is based on the selection made in the Resource
Manager:

A default Location ID is set up for the company using the Company Information
function on the Company Setup menu.

A default Location ID can be set up for the workstation using the Defaults function
on the Workstation Configuration menu. This default setting overrides the company
default set up in Company Information.

The defaulted Location ID can be changed by using the up arrow to access thisfield.

The Inquiry (F2) is available to select the location from alist.
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Header Information Screen With Vendor Inquiry Window

i OSAS TOO1
Settings Edit Print Help

Enter Orders
Header Information
Purchase Order No 00000043 Date 03/06/2000 Status New

Loc ID MHOOO0L MINNEAPOLIS WAREHOUSE

vendor I0 [ Ship-to ID:
Vendor Incquiry
Wendor ID Name
< begin >
> ACEOOL ACE PLUMEING 5SUPPLY COMPANY
ATTOOL ATLANTIS TELEPHONE CO.
Te EOROO1 EORIS CONSTRUCTION COMPANTY
Te CLEOOL CLEVELAND INTERIORS, INC.
Te EDDOOL EDDY APPLIANCE CO.
ELLOOL ELLIS ELECTRICAL SUPPLY

Requested Ship Date

'— Company H Info — Maint — Inquiry ——————— Verify —

Enter the following information:

Field Description

Vendor 1D Enter the ID of the vendor you are purchasing goods from.
The Inquiry (F2) is available to select the Vendor ID from alist.

If thisisanew vendor that you will be purchasing items from frequently, the
Maintenance (F6) is available to add the vendor. You can a so use the Maintenance
command to make changes to avendor’s information.

If thisis anew vendor that you won't purchase items from frequently, set the vendor
up as atemporary vendor:

» enter TEMP in the vendor ID field
» enter the vendor’s name and address.

The system automatically assigns each temporary vendor an ID that consists of a
plussign, +, and afive-digit number. Thefirst temporary vendor you set up hasan
ID of +00001, the second has an 1D of +00002, and so on.

Temporary vendorsthat no longer have invoices or paymentsin the Open I nvoice
File, APINxxx, or unposted transactions, are deleted during periodic processing.

Note I

Do not set up avendor that should receive a 1099 MI1SC form as atemporary vendor. Set them up as
a permanent vendor using the Maintenance command. You cannot track 1099 information for
temporary vendors
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Enter Orders Header Information Screen

OSAS TOO1
Settings Edit Print Help

Purchase Order No 00000043 Date

Loc ID MHODOOL

Enter Orders
Header Information
03/06/2000

MINNEAPOLIS WAREHOUSE

Status New

Vendor ID ACEOOL
ACE PLUMEING SUPPLY COMPANY
6769 GOLDEN GATE DRIVE

SAN FRANCISCO Ci
Terms Code APOOO3
Terms Desc 1/10,n/30
Terms % 1.0 Days 10 Net Days

Tax Group Ci

35454-5548
Type Reg

Hotes
Special Order for Dallas-Ft Worth
Dome Homes--DROP SHIPPED

30

Ship-to ID: DALOOL
DALLAS-FT WORTH DOME HOMES
1025 37TH AVE SE

DALLAS, T 77777

FOE
Ship Via ROCKET EXPRESS
Ordered By Susan

Beceiwved By

Requested Ship Date 03/15/2000

’7 Verification

Press «<Pgln> to proceed

Enter the following information:

Field

Terms Code

Tax Group

Notes

Ship-toID

Purchase Order Training Manual

Description

The terms code from the vendor’s file is displayed. Press Enter to accept it.

The Inquiry (F2) isavailable to select adifferent terms code from alist.

The Maintenance (F6) is available to edit an existing terms code or add a new one.
The tax group assigned to the vendor is displayed. Press Enter to accept.

The Inquiry (F2) isavailable to select atax group from alist.

The Maintenance (F6) is available to add a new tax group or edit an existing one.

You can enter two lines of notes associated with the order. The notes are printed on
the purchase order form.

Enter the ID of the address you want the order delivered to
The Inquiry (F2) isavailable to select a Ship-to address from alist.

Use Maintenance (F6) to add a new Ship-to address or edit an existing one.
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Enter Orders Header Information Screen

¥l osas ToD1
Settings Edit Print Help

Purchase Order No 00000043

Loc ID MHOOO0L

Enter Orders
Header Information
Date 03/06/2000

MINNEAPOLIS WAREHOUSE

Status New

Vendor ID ACEOOL
ACE PLUMEING SUPPLY COMPANY
6769 GOLDEN GATE DRIVE

SAN FRANCISCO Ci
Terms Code APOOO3
Terms Desc 1/10,n/30
Terms % 1.0 Days 10 Net Days

Tax Group Ci

35454-5548
Type Reg

Hotes
Special Order for Dallas-Ft Worth
Dome Homes--DROFP SHIPPED

30

Ship-to ID: DALOOL
DALLAS-FT WORTH DOME HOMES
1025 37TH AVE SE

DALLAS, TX T

FOE
Ship Via ROCEET EXPEE3SS
Ordered By Susan

Beceived By

Requested Ship Date 03/15/2000

’7 Verification

Press «<PgDln> to proceed -

Enter the following information:

Field

FOB

Ship Via

Ordered By

Received By

Requested Ship Date

Description

Enter the free-on-boar d terms, or press Enter to skip thisfield. Thisterm usually
indicates who pays for the shipment of the goods. Common entries are destination
(vendor pays), and shipping point (your business pays). Another common entry is
the name of a city, meaning that the vendor pays to move the goods to the city and
you pay to move it beyond that point.

If you entered a shipping address I D that is on file, the shipping method is displayed.
Accept it, or enter adifferent method. If you entered a shipping address ID that is
not on file or if you did not enter an ID, enter the shipping method, or press Enter to
skip thisfield.

Enter aname or description that indicates the person who placed the order.

If the goods have been received, enter a name or description that identifies the
person who received them.

Enter the date you want the vendor to ship the order. This dateisused in the Open
Order Report to forecast receipts.

Use the Proceed (PgDn) command to save the header information and move to the Append Line

Window to enter the

line-items ordered.
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Enter Orders With Append Line Window Screen
&l OSAS TO0L
Settings  Edit Print Help
Enter Orders
Vendor ID ACEOOL ACE PLUMBING SUPPLY COMPANY Loc I Order No 00000043
Ship-to ID DALOOLl DALLAS-FT WORTH DOME HOMES MHNOOOL  Status Hew
— Append Line Entry 001 ———
Line 3tatus OFEN Tax Class 00 Job/Phase ID
Item ID Cost Code
Desc GL Account 104000
GL Desc INVENTORY - RAW MATERIALS
Goods Qty Units Inwoice Oty Unit Cost Ext Cost
Ordered 1.0000 E& -oooo i)
Total Recd .0o0g .0oog
Eal Due 1.0000 1.0000
Invd Ext Cost
Current .oooon .oooon .00
Posted .0o0g .0oog .00
[~ Order Totals (Memo)
Subtotal Fales Tax Freight/Misc Disc/Prepaid Total
.00 .00 .00 .00 i)
.00 .00
‘— Company H —IN Search—— Maint — Inmuiry ———————— WVerify —

When Quick is displayed at the bottom of a screen, the cursor stops at required fields and the fields
designated in the quick entry table for the screen. Press Ctrl-F to toggle between quick entry and

standard entry.

Quick entry must also be set to Active in the Defaults function on the Workstation Configuration
menu in Resource Manager in order for Quick to appear.

Enter the following information:

Field Description

Line Status

When you add aline item, the status of the line is open and you cannot changeit.

When you edit or cancel aline item, you can change the status of the line to open,
completed, or cancelled.

« Open status means that the line item was ordered but not received.

e Completed status means that the line item was ordered and received.

» Cancelled status means that the order was cancelled (as though no order

Purchase Order Training Manual

had been entered).
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Enter Orders With Append Line Window Screen

il OSAS TOD1
Settings Edit Print Help
Enter Orders
Vendor ID ACEODL ACE PLUMBING SUPPLY COMPANT Loc ID Order No 00000043
Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES MNOO01l  Status New
— Append Line Entry 001 ——
Line Status OFPEN Tax Class 00 Job/Phase ID
Iten ID Cost Code
Dezac GL Account 104000
GL Desc INVENTORY - RAW MATERIALS
Goods Qty Units Invoice Qty Tnit Cost Ext Cost
Ordered 1.0000 E& .0o0g .00
Total Recd aooo .0oog
Eal Due 1.0000 1.0000
Invd Ext Cost
Current oooo . Qooo i)
Posted aooo .0oog .an
— Order Totals (Memo)
Subtotal Salez Tax Freight/Misc Disc/Prepaid Total
.oo .oo .oo .oo .00
.oo .on
— Company H —IN Search Maint — Inquiry Verify —

Enter the following information:

Field

ITEM ID
Not interfaced with IN

Interfaced with IN

Desc

3-18

Description

Enter the item number, or press Enter to skip thisfield.

When ordering an inventory item, enter the item number, or press Enter to skip
thisfield.

The Inquiry (F2) command is available to select altem from alist.
The Maintenance (F6) command is available to add a new Item

If ordering alotted item, the message "Do you wish to order lots?" will be
displayed (When the Proceed (PgDn) command is used)

The IN SEARCH commands, Shift F3 through Shift F8, can be used to select
anitem ID using different types of information.

If Purchase Order is not interfaced with Inventory or if you did not enter an
item ID, enter adescription of the item

If Purchase Order isinterfaced with Inventory and you entered an item ID, the
description of the item is displayed. Accept it, or enter a different description.
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Enter Orders With Append Line Additional Desc. Screen

¥l osas ToD1
Settings Edit Print Help

Edit Orders
Wendor ID  ACEO0L ACE PLUMBING SUPPLY COMPANY Loc ID Order No 00000043

Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES MNOO01l  Status New
— Edit Line ——————— Entry 001 ———
Line Status OFPEN Tax Class 03 Job/Phase ID
Item ID Additional Descriptions Code
Desc El count 104000
GL Desc Vendor's No: PPO249D043352 ENTORY - RAW MATERIALS
Bequeste
Unit Cost Ext Cost
Ordered 343.5500 343.55
Total Re
Eal Due
Invd Ext Cost
Current i)
Posted i)
— Order Tot
Subto fPrepaid Total
343.55 20.81 .oo .oo 364. 16
.oo .on
— Company H Verify —

Enter the following information:

Field Description
Additional If the option Use Additional Descriptions? Is set to Yesin Options and I nterfaces
Descriptions the Additional Descriptions window displays. Enter up to 10 lines of 35 characters

each of additional description information for the line-item.

If thelineitem isfor an inventory item (and Purchase Order is interfaced with
Inventory), the vendor’s part number from the Inventory file is displayed in the first
additional description line

GL Desc If you elected to post detail information to General Ledger in Options and
Interfaces:

Enter a description that identifies the transaction. The description entered here
appearsin the Description column on the G/L Journal and G/L Activity Reports.

If you Do not enter a description in thisfield, the system posts the invoice
number and the value entered in the Desc field to the Description field in the GL
Journd file, GLJIRXXxX.

Requested Ship If the option Do you want to use requested ship dates on lineitems? Isset to Yes
Dates in Options and Interfaces, the Requested Ship Date appears. Enter the requested
ship date for the line-item.
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Enter Orders With Append Line Tax Class. Screen

i

& osas

Settings Edit Print Help

Vendor ID

ACEOQL ACE PLUMBEING SUPPLY COMPANY
Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES

Edit Orders

Line Status OFEN
Item ID 100

Desc Electrical Package

GL Desc

Edit Line
Tax Class m Job/FPhase ID
Cost Code

GL Account 104000
INVENTORY - RAW MATERIALS

Requested Ship Date 03/15/2000

Loc ID Order No 00000043
MHNOOOL  Status Hewr

Entry 001 ——

Tax Class Ingquiry > nits Inwvoice Qty Tnit Cost Ext Cost
Class Description EG 343. 5500 343.55
< begin > .oooo
> 0o Consumer Goods 1.0000
ol Resale Sales Invd Ext Cost
0z Exenpt Sales .oooo .00
03 Ind/dgr Prod. .0oog .an
— 04 Interstate Comm
— 0 05 Motor Vehicles
Freight/Misc Disc/Prepaid Total
343.55 20.81 .oo .oo 364. 16
.oo .on
— Company H Info — Maint — Incquiry Verify —

Enter the following information

Field

Tax Class

Description

Enter the tax class for the lineitem. You can not change thisfield if an invoice has
been applied against the line.

The Inquiry (F2) command is available to select a Tax Class from alist.

The Maintenance (F6) command is available to add a new Tax Class
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Enter Orders With Append Line Job/Phase. Screen

¥l osas ToD1
Settings Edit Print Help

Edit Orders
Wendor ID  ACEO0L ACE PLUMBING SUPPLY COMPANY Loc ID Order No 00000043

Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES MNOO01l  Status New
— Edit Line ——————— Entry 001 ———
Line Status OFPEN Tax Class 00 Job/Phase ID
Item ID 100 Cost Code
Desc Electrical Package GL Account 104000
Jobs Inquiry W MATERTALS
Job ID Description Template
< begin > Ext Cost
> 100001 PLAT 104 LOT 1 il 343.55
100002 PLAT 104 LOT & il
100003 PLAT 104 LOT 3 H
100004 PLAT 104 LOT 4 il nvd Ext Cost
TEMPL1 TEMPLATE 1 LOT SETUP T .an
< end > i)
— Order Totals (Memo)
Subtotal Salez Tax Freight/Misc Disc/Prepaid Total
343.55 20.81 .oo .oo 364. 16
.oo .on
— Company H Info Inquiry Verify —

Enter the following information

Field Description

Job and Phase ID Enter the ID of the job and phase affected by the order or press Enter to skip these
two fields.

If Purchase Order isinterfaced with Job Cost, the Inquiry (F2) command, is
available to select the job and phase from alist.

You cannot change these fields if goods have been received against the order.

If Purchase Order isinterfaced with Job Cost and you enter something in thesefields,
the system treats the ordered item as related to ajob, so the quantity received does
not update the quantity on hand in Inventory.
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Enter Orders With Append Line Job Cost Code Screen

 0sAS TOD1
Settings  Edit Print Help
Edit Orders
Vendor ID ACEODL ACE PLUMBING SUPPLY COMPANT Loc ID Order No 00000043
Ship-to ID DALOOL1 DALLAS-FT WORTH DOME HOMES MHOO0L  Status Hew
— Edit Line Entry 001 ———
Line 3tatus O0OFEN Tax Class 00 Job/Phase ID 100001 &
Item ID 100 Cost Code Material §
Desc Electrical Package GL Account l04z00
Cost Code Incuiry > INVENTORY - WORE-IN-PROCESS
Code ID Description Type
< begin > oty Tnit Cost Ext Cost
> 100 Material & o1 343.5500 343.55
135 Steel Support Pack. 01 oooo
145 Concrete ol oooo
155 Lumber ol Invd Ext Cost
200 Equipment & oz oooo .on
z10 Generator oz oooo i)
[~ Order Totals (Memo)
Subtotal Falez Tax Freight/Misc Disc/Prepaid Total
343.55 Z0.61 i) .an 364,16
i) .an
'— Company H Info Inquiry Verify —
Enter the following information
Field Description
COST CODE

Not Interfaced to Job Cost9  You cannot use thisfield if Purchase Order is not interfaced with Job Cost.

Interfaced to Job Cost

If you entered a Job ID, enter the Cost Code appropriate for the line-item.

The Inquiry (F2) command is available to select the Cost Code from alist.
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Enter Orders With Append Line GL Account Numbers

%l 0sAS TO01
Settings Edit Print Help
Edit Orders
Vendor ID ACEOOL ACE PLUMBING SUPPLY COMPANY Loc ID Order No 00000043
Ship-to ID DALOOL DALLAS General Ledger Inquiry >———————————————————
— Acct Mumber Description —1
Line Jtatus OFEN > 104200 INVENTOEY - WORE-IN-FROCE
Item ID 100 104400 INVENTORY - FINISHED GOOD
Desc Electrical Packag 105000 PEEPAID EXPENSES
GL Desc 106000 MARFETAELE SECURITIES 3
Recquested Ship Date 03/ 151000 LAND
Goods 0 152000 MACHINERY & EQUIPMENT =)
Ordered 1.00 152500 ACCUM DEPR-MACHINEREY & EQ 5
Total Recd i)
Bal Due 1.0000 l.0000
Invd Ext Cost
Current - qooo . 0ooo ]
Posted .0oog .0ooo i)
— Order Totals (Memo)
Subhtotal Sales Tax Freight/Misc Disc/Prepaid Total
343.55 20.61 .oo .oo 364.16
.oo .oo
'— Company H Info Ingquiry Verify —
Enter the following information
Field Description
GL ACCOUNT
UsingaJob ID The WIP account entered in the Defaults table, DFtttt, defaults into the field.

Without aJob ID

Purchase Order Training Manual

You can changeit.

The account number that defaults into the field for anoninventory line-itemis
the account entered as the INV Account in the Defaults table, DFtttt.

You can change the account displayed.

If Purchase Order isinterfaced with General Ledger, use the Inquiry (F2)
command to select the account number from alist.
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Enter Orders With Append Line Windows

el OSAS TOO1
Settings Edit Print Help
Edit Orders
Vendor ID ACEODL ACE PLUMBING SUPPLY COMPANT Loc ID Order No 00000043
Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES MNOO01l  Status New
— Edit Line Entry 001 ——
Line Status OFPEN Tax Class 00 Job/Phase ID 100001 A
Item ID 100 Cost Code 100 Material &
Desc Electrical Package GL Account 104200
GL Desc INVENTORY - WORE-IN-PROCESS
Requested Ship Date 03/15/2000
Goods Qty Units Invoice Qty Tnit Cost Ext Cost
Ordered PEG 343.5500 343.55
Total Recd .0ooo .0oog
Eal Due 5.0000 5.0000
Invd Ext Cost
Current . 0ooo . Qooo i)
Posted .0ooo .0oog .an
— Order Totals (Memo)
Subtotal Salez Tax Freight/Misc Disc/Prepaid Total
343.55 20.81 .oo .oo 364. 16
.oo .on
Current on order= 11.0000, Available= 765.0000
— Company H Info Verify —

Enter the following information

Field Description

QUANTITY

Not interfaced with IN  Enter the quantity ordered. It must be greater than zero.

If Interfaced with IN

If theline entry is for an inventory item, quantity information is displayed at the

bottom of the screen. The on-order quantity is updated online by the quantity you

enter

If you entered ajob ID, the quantity on order and the quantity committed are
increased, and the quantity available is decreased by the quantity you entered.

If the quantity available for thisitem plus the quantity ordered for thislineis
below the order point in the Inventory record, the following message will be

displayed:

Below Minimum of x

If the quantity available for thisitem plus the quantity ordered for thislineis
greater than the maximum in the inventory record the following message will be

displayed:
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On Hand + On Order Will Exceed M aximum of x
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Enter Orders With Append Line Window

¥l 0sAs ToD1
Settings  Edit Print Help

Enter Orders
Vendor ID ACEOOL ACE PLUMEING SUPPLY COMPANY Loc II' Order Mo 00000043

Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES MHOOOL  Status New
— Append Line ——————  Entry 001 ——

Line Status OPEN Tax Class 03 Job/Phase ID 100001 4
Item ID 100 Cost Code 100 Material %
Desc Electrical Package GL Account 104200
GL Desc INVENTORY - WORKE-IN-PROCESS
Requested Ship Date 03/03/2000

Goods (ty Units Inwvoice Oty Unit Cost Ext Cost
Drdered 2.0000 343, 5500 687,10
Total Recd .0ooo .0ooo
Eal Due Z.0000 Z.0000

Invd Ext Cost

Current . 0ooo . 0ooo ]
Posted .0ooo .0ooo i)

— Order Totals (Memo)

Subtotal Sales Tax Freight/Misc Disc/Prepaid Total
i) i) i) i) i)
i) i)
— Company H Info — Maint — Ingquiry ——————— Verify —

Enter the following information

Field Description

Units The default Unit of Measure is displayed.
The Inquiry (F2) command is available to select a Unit of Measure from alist.
The Maintenance (F6) command is available to add a Unit of Measure

Unit Cost Enter the unit cost. The system automatically extends it to the Ext Cost field.

If Interfaced with IN The last unit cost you paid will default, regardless of the costing method. You
can changeit. The extended cost is calculated and displayed.

Ext Cost When the value for the Ext Cost is edited, the system automatically adjusts the
valuein the Unit cost field.

The information in the bottom section of the line-item screen is displayed. It is updated when you
enter and post receipts and invoices. You cannot change the information. Use the Proceed (PgDn)
command to save the entry. The subtotal amount is zero because the quantity received is zero for all
line items.
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Entering Goods Received Orders

Append Line Window With Receive Goods Window

i 0SAS TOD1
Settings  Edit Print Help

Enter Orders

Wendor ID  ELLOOL ELLIS ELECTRICAL SUPPLY Loc ID Order No 00000044
Ship-to ID MNOOOL Minneapolis Warehouse MN0o0l  Status Goods Rowd
— Append Line ——————  Entry 001 —
Line 3tatus OFEN Tax Class 03 Job/Phase ID
Item ID 100 Cost Code
Desc Electrical Package GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Reruested Ship Date
Goods Oty Units Inwoice Oty Unit Cost Ext Cost
Ordered 2.0000 PEG 343. 5500 687.10
Total Recd .0ooo . 0oon
Bal Due 2.0000 2.0000
Invd Ext Cost
Current -oooo .oooo .oo
Feceive Goods (MNew |
'—| Receipt No Date Period Juantity Unit Cost Ext Cost |—
— o 0370672000 O3 Z.0000 343. 5500 6587.10 [—
1
.00 .00 .00 .00 .00
.00 .00
'— Company H Detl Inquiry Verify —

When you use the Enter Goods Received Orders function to enter a goods received order, a Receive
Goods window is displayed after you save the line-item information.

Enter the following information

Field Description

Receipt No You can enter areceipt number or press Enter to skip thisfield
Date The current system date is displayed. You can changeit.

Period The GL Period is displayed. You can changeit.

Quantity The quantity not yet received is displayed. You can change it.

No Job ID If thisisan inventory item (and PO isinterfaced with IN) the quantity received
decreases the quantity on order, and increases the quantity on hand and the quantity
available.

Job ID If thisisan inventory item (and PO isinterfaced with IN) the quantity received
decreases theinventory on order and the quantity committed. The quantity available
isincreased

Unit Cost The Unit cost isdisplayed. Thisfigure can only be changed on the first receipt

entry. Thisamount isused for the accrual entries, which are reversed when the
invoice is posted.

Ext Cost The calculated extended cost is displayed. If the Extended Cost is changed the unit
cost isrecalculated.
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Entering Orders

Append Line Window With Receive Goods Window

&l 0sAS TOD1
Settings  Edit Print Help

Line Ztatus OFEN

Item ID 900

Desc Refrigerator - Black
GL Desc

Requested Ship Date

Enter Orders
Wendor ID ELLOOL ELLIS ELECTRICAL SUPPLY
Ship-to I MNOOO1l Minneapolis Warehouse
— Append Line
Tax Class 00
Serialized

Loc ID Order No 00000044
MNOOOL  Status Goods Rowd
Entry 002

Job/Phase ID

Cost Code

GL Account 104400
INVENTORY - FINISHED GOODS

Goods Oty Units Invoice Oty Tnit Cost Ext Cost
Ordered 1.0000 E& 239.6600 239.66
Total Recd .0ooo .0oog
EBal Due 1.0000 1.0000
Invd Ext Cost
Current .oooo .oooo .on
Feceive Goods (New | .0ooo i}
'—| Receipt No Date Period
— 0] 45-111 034062000 m
ht/Misc Disc/Prepaid Total
687.10 41.23 i) .an T28.33
i) .an
'— Company H Detl Verify —

When you enter a goods received order for Serialized items, an abbreviated Receive Goods window

isdisplayed.

Enter the following information

Field Description

Receipt No You can enter areceipt number or press Enter to slip thisfield
Date The current system date is displayed. You can changeit.
Period The GL Period is displayed. You can changeit.

Use the Proceed (PgDn) command to save the information.

Purchase Order Training Manual
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Append Line Window With Serial Number Entry Window

O8AS TOD1
Settings Edit Print Help
Enter Orders
Vendor ID ELLOO1 ELLIS ELECTRICAL SUPPLY Loc ID Order No 00000044
Shi ———— Receive Serialized Goods Entry —————— Rowd
—r—| Receipt Numher 45-111 Date 03/06/2000 GL Period 03 —
L| Item ID 200 Oty Drdered 1.0000
I
I Serial Number/Comment 0ty Receiwved Unit Cost
Gl 2 g
R
st
a 66
T
E
t
C 1}
(000001 of 0O0O0000) 1}
— Total .oooo .gooo | ——
— 0 Ext Cost . 0ooo
tal
Enter = edit, Append, Done .33
— Company H Verify —

Another window is displayed so that you can enter the serial number and the unit cost for each

serialized item received.

Enter the following information

Field Description

Serial number

Comment

Quantity Received

Unit Cost

Ext Cost

Enter up to 35 charactersfor each serial number.

The quantity received will be updated by the number of serial numbers you enter.
You can use the Exit (F7) command to leave this screen before you have entered as
many serial numbers as you specified in the Ordered field.

Enter up to 35 characters for each comment line.

The Quantity Received will always display 1, for aserialized item, and can not be
changed.

The Unit Cost isdisplayed. You may changeit. Each serial number may have a
different cost.

The unit costs are added to arrive at the Extended Cost

After you use the Proceed (PgDn) command to save the last serial number, you are returned to the
line-item screen where you can add another lineitem.
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Entering Goods Received/Invoiced Orders

Append Line Window With Apply Invoice Window

¥l osas ToD1
Settings Edit Print Help

Enter Orders

Vendor ID EDp001l EDDY APPLIANCE CO. Loc ID Order No 00000045
Ship-to ID MNOOO1l Minneapolis Warehouse MHOO0l  Status Inw Rowd
— Append Line ————— Entry 001 —

Line Status OFPEN Tax Class 00 Job/Phase ID
Item ID Z00Z00 Cost Code
Deac Water Heater GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Rerquested Ship Date
Goods Qty Units Invoice Qty Tnit Cost Ext Cost
Ordered 5.0000 E& Z27.5300 1137.65
Total Recd .0ooo .0oog
Eal Due 5.0000 5.0000
Invd Ext Cost
Current . 0ooo . Qooo i)
Receiwve Goods (New |
'—| Receipt No Date Period Quantity Unit Cost Ext Cost |—
— 0] I45-8251 0370672000 03 3.0000 Z27. 5300 E —
1
.oo .oo .oo .oo .00
.oo .on
— Company H Detl Verify —

When you use the Goods Received and Invoiced function to enter an invoice received order, the
Apply Invoice window is displayed after you save the Receive Goods information.

Enter the following information

Field Description

Invoice No If thisis anew invoice you must enter an invoice number.

If invoices have already been applied to the order, the last invoice number used is
displayed.

You can have multiple invoice numbers for the same line entry or the same order.
Date The current system date is displayed. You can changeit.

If this invoice number has been used before, the date from that invoiceis displayed,
you can not change it here. You can change it on the Invoice Total s screen.

Quantity The remaining quantity to beinvoiced is displayed. You can change the value, so
long as the total quantity invoiced does not exceed the total quantity received.

Unit Cost If invoices have already been applied to the item, the unit cost from the last invoice
is displayed; otherwise, the receipt cost is displayed. You can changeit.

Ext Cost If invoices have already been applied to the item, the unit cost from the last invoice
is displayed; otherwise, the receipt cost is displayed. You can changeit.

Use the Proceed (PgDn) command to save the information.
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Append Line Window Screen With Receive Goods Window

¥l osas ToD1
Settings Edit Print Help

Line Status OFEN

Item ID 210003

Deasc Dishwasher - Almond
GL Desc

Rerquested Ship Date

Enter Orders

Vendor ID EDp001l EDDY APPLIANCE CO.
Ship-to ID MNOOO1l Minneapolis Warehouse

Append Line
Tax Class 00
Serialized

Loc ID Order No 00000045
MHNOOOL  Status Inv Rcvd
Entry 002

Job/Phase ID

Cost Code

GL Account 104400
INVENTORY - FINISHED GOODS

Goods Qty Units Invoice Qty Tnit Cost Ext Cost
Ordered 3.0000 E& Z99.7400 §99.22
Total Recd .0ooo .0oog
Eal Due 3.0000 3.0000
Invd Ext Cost
Current . 0ooo . Qooo i)
Receiwve Goods (New | .oooo .00
'—| Receipt No Date Period
— 0 . sl 03/06/2000 03
ht/Misc Disc/Prepaid Total
1137.85 45.51 .oo .oo 1183. 16
.oo .on
— Company H Detl Inquiry Verify —

When you enter an invoice received line entry for a Serialized item, an abbreviated Receive Goods

window is displayed.

Enter the following information

Field

Receipt No
Date

Period

3-30

Description

You can enter areceipt number or press Enter to dlip thisfield

The current system date is displayed. You can changeit.

The GL Period is displayed. You can changeit.
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Append Line Window Screen With Apply Invoice Window

O8AS TOD1
Settings Edit Print Help

Enter Orders

Vendor ID EDp001l EDDY APPLIANCE CO. Loc ID Order No 00000045
Ship-to ID MNOOO1l Minneapolis Warehouse MHOO0l  Status Inw Rowd
— Append Line —————  Entry 002 —

Line Status OFPEN Tax Class 00 Job/Phase ID
Item ID 910003 Serialized Cost Code
Deasc Dishwasher - Almond GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Rerquested Ship Date
Goods Qty Units Invoice Qty Tnit Cost Ext Cost
Ordered 3.0000 E& Z99.7400 §99.22
Total Recd .0ooo .0oog
Eal Due 3.0000 3.0000
Invd Ext Cost
Current . 0ooo . Qooo i)
—— Apply Invoice [(New | .oooo .00
—| Inwvoice No Date Period W
ht/Misc Disc/Prepaid Total
1137.85 45.51 .oo .oo 1183. 16
.oo .on
— Company H Detl Inquiry Verify —

After you save the receipt information, (for a serialized item) an abbreviated Apply Invoice window
isdisplayed.

Enter the following information

Field Description

Invoice No If thisis anew invoice you must enter an invoice number.

If invoices have already been applied to the order, the last invoice number used is
displayed.

You can have multiple invoice numbers for the same line entry or the same order.
Date The current system date is displayed. You can changeit.

If this invoice number has been used before, the date from that invoiceis displayed,
you can not changeit here. You can change it on the Invoice Totals screen.

Period The GL Period is displayed. You can changeit.
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Receive Serialized Goods Entry Window

DSAS TOD1
Settings  Edit Print Help
Enter Orders
Vendor ID EDDOOL EDDY APPLIANCE CO. Loc II' Order Mo 00000045
Shi ———— BReceive Serialized Goods Entry ———————cwd
—r—| Receipt Numher I45-82Z51 Date 03/06/2000 GL Period 03 ——
L Item ID 210003 0ty Ordered 3.0000
I
I Serial Number/Comment Oty Receiwved Unit Cost
G RDW23-554-85 1.0000 299.7400 |5
R QUIET CYCLE
RDW23-554-581 1.0000 299.7400 |st
a QUIET CYCLE Z2
T| 3 RDWE3-554-59 1.0000 299.7400
E QUIET CYCLE
t
C a
(000003 of 000003) a
— Total 3.0000 299.7400 |—
— 0 Ext Cost §99. 2200
tal
Enter = edit, ippend, Done .16
— Company H Verify —

Enter the following information

Field

Serial number

Comment

Quantity Received

Unit Cost

Ext Cost

Description

Enter up to 35 characters for each serial number.

The quantity received will be updated by the number of serial numbers you enter.
You can use the Done or Exit command,F7 or Esc M to leave this screen before you
have entered as many serial numbers as you specified in the Ordered field.

Enter up to 35 characters for each comment line.

The Quantity Received will always display 1, for aserialized item, and can not be
changed.

If invoices have already been applied to the item, the unit cost from the last invoice
is displayed; otherwise, the receipt cost is displayed. You can change it. Each serial
number may have a different cost.

The unit costs are added to arrive at the Extended Cost

Use the Proceed (PgDn) command to save each serial number. After you save the last seria
number, you are returned to the line-item screen where you can add another line item.
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Entering Orders

Invoice Serialized Goods Entry Window

Zi OSAS TOD1

Settings Edit Print Help
Enter Orders
Vendor ID EDp001l EDDY APPLIANCE CO. Loc ID Order No 00000045
Shi————— Inwvwoice Serialized Goods Entry ———————cwd
—r—| Inwoice Number I45-83251 Date 03/06/2000 —
L| Item ID 210003 0ty Receiwed 3.0000
I
D Serial Number/Comment Tag Inwvoice Unit Cost
G| z RDWZ3-554-58 Tes I45-85251 299.7400 (3
R QUIET C¥CLE
RDW23-554-51 Tes I45-85251 299.7400 (st
a QUIET CYCLE 5%
T RDW23-554-59 Tes I45-85251 299, 7400
E QUIET C¥CLE
t
C 1}
(oooool of OQOOODO3)  mmmm—e— e 1}
— Average Cost 299, 7400 (—
— 0 Extended Cost 99,22
tal
Enter = tagsuntag, Tag all, Untag all, Edit, Done .16
— Company H Verify —

When you enter aninvoicefor aserialized item, the I nvoice Serialized Goods Entry screen appears,
with each serial number that has been received on the order.

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command

Enter =tag/untag

Tag all
Untag
Edit

Done

Action

to no in the tag column.

Position the cursor to the | eft of a serial number and press Enter, to toggle from yes

By tagging a serial number you indicate that you have received an invoice for the

item.

Press T to have all of the listed seriaized items marked as yes, in the tag column.

Press U to have al of the listed serialized items marked as no in the tag column.

Press E to edit the unit cost or the description field.

Press D to Proceed to the receive goods and invoiceslineitem screen, or use the Exit

(F7) command
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Recording Lot Numbers

Append Line Window With Order Lots Prompt

Zi OSAS TOD1
Settings Edit Print Help

Enter Orders

Vendor ID EDp001l EDDY APPLIANCE CO. Loc ID Order No 00000045
Ship-to ID MNOOO1l Minneapolis Warehouse MHOO0l  Status Inw Rowd
— Append Line —————  Entry 003 —

Line Status OFPEN Tax Class 00 Job/Phase ID
Item ID 511003 Cost Code
Desc  Paint - Ivory - Flat GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Rerquested Ship Date

Goods Qty Units Invoice Qty Tnit Cost Ext Cost
Ordered 10.0000 GAL 13.9800 139.80
Total Recd .0ooo .0oog
Eal Due 10. 0000 10.0000

Invd Ext Cost

Current . 0ooo . Qooo i)
Posted .0ooo .0oog .an

— Order Totals (Memo)

Subtotal Salez Tax Freight/Misc Disc/Prepaid Total
2036.87 §1.47 .oo .oo 2115.34
.oo .on

Do you wish to order lots?
'— Company H Info Verify —

When the line entry for alotted item is completed, the system asks. Do you wish to order lots?.
Since Purchase Order tracks the process of ordering from beginning to end, you have the option to
order a specific lot if you need to. An example of why you would need to do this, would be if you
needed to order aparticular shade of paint. To match the exact shade that you already have, you
would need that specific lot number. Enter Y (Yes) to order a specific lot, enter N (No) if you do not
want to order a specific lot.

For this example, we will enter alotted item using the Enter Goods Received/Invoiced Order
function.

Enter Orders Lot Entry Screen

O8AS TOD1
Settings Edit Print Help

Enter Orders

v Lot Entry
5| Item ID 811003 Paint - Iwory - Flat
—r| Loc I MNOOOL MINNEAPOLIS WAREHOUSE —
Tnits GAL Requested Oty 10.0000
Lot Number Ordered Quantity Fulfilled Oty Ext Cost
H
Lot Number (000001 of 000000) i)
Posted .0ooo .0oog .an
— Order Totals (Memo)
Subtotal Salez Tax Freight/Misc Disc/Prepaid Total
2036.87 §1.47 .oo .oo 2115.34
.oo .on
Enter = edit, append, Done

'— Company H Verify —

If you choose Y (Yes) to order lot numbers, you are brought to the Lot Entry Screen. Enter A (for
Append) to enter alot number.

3-34 Purchase Order Training Manual



USING PO

Entering Orders

Enter Orders Lot Entry Screen With Append Lot Number Window

&l 0sAS TOD1
Settings  Edit Print Help

Enter Orders

v Lot Entry
S| Item ID 511003 Paint - Iwory - Flat
—r| Loc ID MHOOODL MINNEAPOLIS WAREHOUSE =
Tnits GAL Requested Qty 10.0000
Lot Number Ordered Quantity Fulfilled Oty Ext Cost
Lot Number (000001 of 000000) .00
Append Lot Number
-| Lot No 789
— Orig Qty 5.0000 Cost 13.9800 Ext Cost 69.90 [
Fulfill Qty .oooo
Backord 0ty . 000g
Comment
'— Company H Verify —

The Append Lot Number Window appears for you to enter the lot numbers.

Enter the following information

Field Description

Lot No Enter up to 16 charactersfor each Lot number.

The Inquiry (F2) command is available to select a Lot Number from alist.

Orig Qty Enter the Quantity of this lot number that you are ordering.
Cost The last invoiced cost defaultsin. You may changeit .
Ext Cost The Extended cost defaults into thisfield, to change it, you need to change the Cost.

Comment

Enter up to 35 characters for the comment line.

When you have finished entering lot numbers use the Exit (F7) command to return to the Lot Entry

screen.
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Enter Orders Lot Entry Screen

&l 0sAS TOD1
Settings  Edit Print Help

Enter Orders
v Lot Entry
S| Item ID 511003 Paint - Iwory - Flat
—r| Loc ID MHOOODL MINNEAPOLIS WAREHOUSE =
Tnits GAL Requested Qty 10.0000
Lot Number Ordered Quantity Fulfilled Oty Ext Cost
789 5.0000 .oooa 69,90
% 790 5.0000 .oooa 69,90
Lot Number (000002 of 00000Z2) 139.80
Posted . 0oon . 0ooa oo
— Order Totals (Memo)
Subtotal Falez Tax Freight/Misc Disc/Prepaid Total
.00 .00 .00 oo .an
.00 oo
Enter = edit, Append, Done
'— Company H Verify —

Press Enter to Edit the line next to the cursor. Thiswill bring you back to the Append Lot Number
window, you may change anything except the lot number.

Press D (Done) to continue.

Append Line Window With Receive Goods Window

&l 0sAS TOD1
Settings  Edit Print Help

Enter Orders
Wendor ID  EDDOOL EDDY APPLIANCE CO.
Ship-to I MNOOO1l Minneapolis Warehouse
— Append Line
Line Ztatus OFEN Tax Class 00
Item ID 311003

Desc Paint - Iwvory - Flat

GL Desc

Requested Ship Date

Loc ID Order No 00000046
MNOOOL  Status Inwv Rowd

Job/Phase ID
Cost Code

GL Account 104400
INVENTORY - FINISHED GOODS

Entry 001

Goods Oty Units Invoice Oty Tnit Cost Ext Cost
Ordered 10.0000 GAL 13.9800 139.80
Total Recd .0ooo .0oog
EBal Due 10.0000 10. 0000
Invd Ext Cost
Current .oooo .oooo .on
Receive Goods (New | ——— .0ooo i}
‘—| Receipt No Date Period
] 03/07/2000 03
ht/Misc Disc/Prepaid Total
i) i) i) .an .00
i) .an
'— Company H Detl Inquiry Verify —

You are returned to the Append Line window, with an abbreviated Receive Goods Window

displayed.

Enter the following information:

Field Description

Receipt No You can enter areceipt number or press Enter to skip thisfield
Date The current system date is displayed. You can changeit.

Period The GL Period is displayed. You can changeit.
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Entering Orders

Append Line Window With Apply Invoice Window

&l 0sAS TOD1
Settings  Edit Print Help

Enter Orders

Wendor ID  EDDOOL EDDY APPLIANCE CO. Loc ID Order No 00000046
Ship-to I MNOOO1l Minneapolis Warehouse MHNOOOL Status Inwv Rowd
— Append Line Entry 001 —
Line 3tatus O0OFEN Tax Class 00 Job/Phase ID
Item ID 511003 Cost Code
Desc Paint - Iwvory - Flat GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Requested Ship Date
Goods Oty Units Invoice Oty Tnit Cost Ext Cost
Ordered 10.0000 GAL 13.9800 139.80
Total Recd . 0oon . 0ooa
Bal Due 10.0000 10,0000
Invd Ext Cost
Current .oooo .oooo .on
Apply Invoice (New | .0ooo i}
—| Inwoice No Date Period
— 0| I45-8251 0370772000 m
ht/Misc Disc/Prepaid Total
.00 .00 .00 oo .an
.00 oo
'— Company H Detl Verify —

Next an abbreviated Apply Invoice (New) Window is displayed.

Enter the following information.

Field

Invoice No

Date

Description

If thisis anew invoice you must enter an invoice number.

If invoices have already been applied to the order, the last invoice number used is

displayed.

You can have multiple invoice numbers for the same line entry or the same order.

The current system date is displayed. You can changeit.

If this invoice number has been used before, the date from that invoiceis displayed,
you can not change it here. You can change it on the Invoice Totals screen.
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Receive Lotted Goods Entry Window

Settings Edit Print Help

Enter Orders

Vendor ID EDDO01 EDDY APPLIANCE CO. Loc ID Order No 00000047
Shi—————————— Receiwve Lotted Goods Entry cwd
—r—| Receipt Humber 45-111 Date 03/07/2000 GL Period 03 —

L{ Item ID 511003 Oty Ordered 10. 0000
I
I Lot Number/Conment Oty Ordered Qty Received Unit Cost
G 789 5S.0000 5S.0000 13.9800 |5
R
= 790 5S.0000 5S.0000 13.9800 (st
1} &0
T
E
t
C a
(000002 of 00000Z) a
— Total 10.0000 13.9800 [—
— 0 Ext Cost 139.5000
tal
Enter = edit, Append, Done .00
'— Company H Verify —

The Receive Lotted Goods Entry Window is displayed to track the Lot numbers that you receive.

Enter the following information:

Field Description

Lot No

Enter up to 16 characters for each Lot number.

The Inquiry (F2) command is available to select a Lot Number from alist.

Qty Ordered
Qty Received
Unit Cost
Comment
Total

Ext Cost

The quantity ordered defaultsin, you may not changeit.

Enter the Quantity Received for this lot number.

The cost from the order screen defaultsin. You may changeit.

The comments from the Lot Entry Screen default in, you may change them.
Tota s the Quantity Received; and displays the average cost for that quantity.

The Extended cost defaults into thisfield, to change it you need to change the Cost.
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Entering Orders

Invoice Lotted Goods Entry Window

Settings  Edit Print Help

Enter Orders
Wendor ID  EDDOOL EDDY APPLIANCE CO. Loc ID Order No 00000047
Shi————————————— Invoice Lotted Goods Entry ———————cowid
—r—| Inwvoice MNumber I45-5251 Date 03/07/2000 —
L| Item ID 511003
I
il Lot Number/Comment 0ty Receiwved Oty Inwvoiced Tnit Cost
[E] 759 5.0000 5.0000 13.9800 (5
R
% 790 5.0000 5.0000 13.9800 (st
a 80
T
B
t
i [u]
(000002 of 00000Z2) 1}
— Total 10,0000 13.9800 (—
— o Ext Cost 139.8000
tal
Enter = edit, append, Done .oo
'— Company H Verify —

Enter the following information:

Field

Lot No

Qty Received

Qty Invoiced

Unit Cost

Comment

Total

Ext Cost

Purchase Order Training Manual

Description

You must enter the lot number for an order that has been received.

The Inquiry (F2) command is available to select a Lot Number from alist.

The Quantity Received defaultsin, you may not change it here.

Enter the Quantity Invoiced for thislot number. The quantity invoiced can not

exceed the quantity received.

The cost from the Receive Lotted Goods Entry Screen defaultsin. You may changeit.

The comments line from Receive Lotted Goods Entry Screen defaults in. You can not

changeit.

Totals the Quantity Invoiced, and displays the average cost for that quantity.

The Extended cost defaults into thisfield, to change it you need to change the Cost.
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PO Information Menu, Shift F2

Enter Orders Line-ltem Scrolling Screen With PO Information Menu

OSAS TOD1
Settings Edit Frint

Help

Enter Orders

Wendor ID  EDDOOL EDDY APPLIANCE CO. Loc ID Order No 00000047
Ship-to ID MNOOOL Minneapolis Warehouse MN0o0l  Status Inv Rowd
Iten ID Quantities Units Tnit Cost
Description 0rd/Recw/Inv Status Extended Cost

Last Invoice

511003 PO Information Menu L 13.9800
Paint - Iwvory - F EN 139.80
Vendor Informationg 13.9800

Vendor Comments
Item Information
Receipt Detail Information
Invoice Detail Information
Invoice Totals Information

Entry (001 of 001)

[~ Order Totals (Memo)

Subtotal Fales Tax Freight/Misc Dizc/Prepaid Total
138.80 5.59 .00 .00 145,39
.00 .00

Online, Next tran
Verify —

Enter=edit, BRow gdssinw, Append, Header, Totals, View,
'— Company H Info

Use the Exit (F7) command when you are finished entering line items to go to the line-item scrolling
area.

When Info is displayed at the bottom of the screen, use the Information (Shift F2) command to view:

Field Description

Vendor Information
Vendor Comments
Item Information
Receipt Detail Info
Invoice Detail Info

Invoice Totals Info

Information on the current vendor, is displayed.
Comments on the current vendor, are displayed.

If PO isinterfaced with Inventory

Not available with New Order

Not available with New or Goods Received Order

Not available with New or Goods Received Order

Information windows are available throughout the order entry process.
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Entering Orders

& osas ToD1
Settings Edit Print Help

Vendor Information Screen

Enter Orders

Vendor ID EDDO01 EDDY APPLIANCE CO. Loc ID Order No 00000047
Ship-to ID MNOOOL Minneapolis Warehouse MHNOOO1l Status Inwv Reowd
Item ID Quantities Units Unit Cost
Description 0rd/Row/Iny Status Extended Cost
Vendor Information
Yendor ID EDDOOL Terms Code APOOO4

EDDY APPLIANCE CO. Distribution Code 01
Vendor Claszs PROD
Date Amount | Vendor Holdz HO
Last Purchase 03/06/2000 G23.46 Payment Priority 0O
Last Payment 1Z/15/1999 10&0.00 GL Account 104400
Amount Prepaid .oo Amount Due 1333.35

Period to Date

Purchases 1333.35
Payments -39172.30
Disc Taken .oo
Dizc Lost 21.20

Qtr to Date
1333.35
-39172.30
.oo

21.20

Year to Date
1333.35
-39172.30
.oo

21.20

Last Year
-27587.07 |—
11553.43
31.80
199.30

<Enter> for Next ID, F5 for New Vendor

Purchase Order Training Manual

Vendor information is displayed for the vendor you are currently working with. You cannot change
any information here. Press Enter for the next vendor, or press F5 to enter anew vendor ID.

Press F7 or Esc M to exit from any information window and return to the line-item scrolling area.
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Vendor Comments Screen

Settings Edit Print Help

Enter Orders

Vendor ID EDDO01 EDDY APPLIANCE CO. Loc ID Order No 00000047
Ship-to ID MNOOOL Minneapolis Warehouse MHNOOO1l Status Inwv Reowd
Item ID Quantities Units Unit Cost

Vendor Comments
Yendor ID EDDOOL Ref:
Name EDDY APPLIANCE CO. End Date
Date Fef Seq Comment

0570641998 O 001 EDDY'S NEEDS AT LEAST A4 PARTIAL PAYMENT 500N

<Enter> for Next ID, (MNjew ID, (Hjome, (&)dd/Insert, (Ejdit

When you select Vendor Comments, the vendor ID and name, from the order, are displayed. You
can view vendor comments by reference and enter the date of the most recent comment you want to
work with.

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command Action

Enter Press Enter for the next vendor file

(N)ew ID PressN to enter anew ID

(H)ome Press H to go to the begging of the comments you are working with
(A)dd/Insert Press A to add or insert acomment.

(E)dit Press E to edit acomment

Press F7 or Esc M to exit from any information window and return to the line-item scrolling area.
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Entering Orders

Vendor Comment Screen with Add/Insert Window

OSAS TDO1
Settings  Edit Print Help

Enter Orders

Wendor ID  EDDOOL EDDY APPLIANCE CO. Loc ID Order No 00000047
Ship-to I MNOOO1l Minneapolis Warehouse MHNOOOL Status Inwv Rowd
Item ID Quantities Units Thit Cost

Vendor Couments
Vendor ID EDRDOOL Ref:
Hame EDDY APPLIANCE CO. End Date

Date Ref Seq Comment
05/06/1998 0O 001 EDDY'S NEEDS AT LEAST A PARTIAL PAYMENT S00N.

Date: TERQENT

Comment:

Add/Insert —
Bef: Seq No:

<Enter> for Next ID, (Njew ID, (Hjome, (i)dd/Insert, (E)dit

Enter the following information

Field

Date

Ref
Seq No:

Comment

Description

Thetermina Dateisdisplayed, you can changeit.

Thetermina ID is displayed, you may changeit.

The next number, in sequence, is displayed, you may changeit. To Insert a
comment, use the number the comment should appear as in the sequence, the other

comments will shift up in the sequence.

Enter the comment.

Press F7 or Esc M to exit from any information window and return to the line-item scrolling area.
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Item Information Screen

5

£l 0SAS TOOL
Settings  Edit Print Help
Enter Orders
Wendor ID  EDDOOL EDDY APPLIANCE CO. Loc ID Order No 00000047
Iten Information wd
Location I MNOOOL Cost
Iten ID 150 Ay 907, 5300
Last Purch Date 02/03/2000 LIFO 907, 5300
FIFO 907. 5300
Order Foint 6.0000 std . 0oon
Maximum 25.0000 Method LIFO
Alt Units Conv Factor Quantity
Base Unit PEG PEG 1.0000 On Hand 265.0000
Sales Cat PL . 0ooo In Usze . 0ooo
Item Type L .oooo Connitted .oooo
Dflt Unit PEG .oooo Available 265.0000
. 0oon On Order 4.0000
1]
Vendor ¥endor's Item Number Lead Time Order Quantity
ZACEQOL PPOZ24SD04332 2.0 1.0000 (al
39
ENTER = Next Item, New Item, Prewious Item, Location n
v —

If Purchase Order isinterfaced with Inventory, you can view item information. Quantities, costs,
alternate units of measure, and alternate vendor information are displayed. You cannot change this
information.

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command

ENTER = Next Item

New Item

Previous ltem

L ocation

Action

Press Enter to go to the next item in thefile.

Press N to enter anew item ID

Press P to go to the previous Item

PressL to change location ID’s.

Press F7 or Esc M to exit from any information window and return to the line-item scrolling area.
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Entering Orders

Receipt Detail Information Screen
&l osAS ToD1

Settings Edit Print Help

Enter Orders

Vendor ID EDp001l EDDY APPLIANCE CO. Loc ID Order No 00000047
Ship-to ID MNOOO1l Minneapolis Warehouse MHOO0l  Status Inw Rowd
Item ID Quantities Units Unit Cost
Description Ord/Rcw/Inv Status Extended Cost

Last Inwvoice
11003 — PO Information Memu ——— L 13,9800
————————————— Receipt Detail Information
Purchase Order No 00000047 Entry No 001 Item ID 511003
Post Receipt Date Quantity Tnit Cost Ext Cost
HNo 45-111 03/07/2000 10.0000 13.9800 139.80

F5 for New Entry No

When you view Receipt Detail Information, receipt records are displayed for the line entry you are
working with. Press F5 to enter a new entry number. When you are in Receive Goods window,

Press F7 or Esc M to exit from any information window and return to the line-item scrolling area.

Invoice Detail Information Screen

& osas ToD1

Settings Edit Print Help

Enter Orders

Inwvoice Detail Information

Vendor ID EDDO01 EDDY APPLIANCE CO. Loc ID Order No 00000047
Ship-to ID MNOOOL Minneapolis Warehouse MHNOOO1l Status Inwv Reowd
Item ID Quantities Units Unit Cost
Description 0rd/Row/Iny Status Extended Cost

Last Inwvoice
511003 — PO Information Memu ——— L 13.9800

Purchaszse Order No 00000047 Entry No 001 Item ID 811003

Post Inwvoice Date Juantity Unit Cost
No TI45-3251 0370772000 10.0000 13.9800

Ext Cost
139.80

F5 for New Entry No

When you view Invoice Detail Information, Invoice records are displayed for the line entry you are

working with. Press F5 to enter a new entry number.

Press F7 or Esc M to exit from any information window and return to the line-item scrolling area.
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Invoice Totals Information Screen

OSAS TOO1
Settings  Edit Print Help
Enter Orders
Vendor ID EDp001l EDDY APPLIANCE CO. Loc ID Order No 00000047
Ship-to I MNOOO1l Minneapolis Warehouse MHNOOOL Status Inwv Rowd
Item ID Quantities Units Thit Cost
Description Ord/Rcv/Inv Status Extended Cost
Last Inwvoice
511003 — PO Information Meru —— L 13.9500
Invoice Totals Information
Purchase Order No 00000047
Invoice Date GL Per Current Posted Total Invoiced
I45-8251 0370772000 00 145.39 i) 145.39
I
0 - |—
1
139.80 5.59 i) .an 145,39
i) .an

Enter=edit, Row gdssinw, Append, Header, Totals, View,

Online, Next tran

Verify —

'— Company H

Info

When you select Invoice Totals Information, the invoices for the order are displayed with current,
posted and total invoiced amounts for each invoice.

Press F7 or Esc M to exit from any information window and return to the line-item scrolling area.
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Entering Orders

Receive Goods and Invoices Line-Entry Scrolling Screen

OSAS TOO1
Settings Edit Print Help

Enter Orders

Vendor ID EDDO01 EDDY APPLIANCE CO. Loc ID Order No 00000047
Ship-to ID MNOOOL Minneapolis Warehouse MHNOOO1l Status Inwv Reowd
Item ID Quantities Units Unit Cost
Description 0rd/Row/Iny Status Extended Cost

Last Inwvoice

% 350 Z0.0000 E& Z26.9900
Entry Door 20.0000 OPEN 4539.80
Z0.0000 Z26.9900

450 Z5.0000 E& 161.1400
5lide by Window 24" x 40" Z5.0000 OPEN 4028, 50
25.0000 1s61.1400

650 1Z.0000 PEG 14010.7000
Steel Supports 1Z.0000 OPEN 165125, 40
1z.0000 14010.7000

Entry (002 of 004)

— Order Totals (Memo)
Subtotal Sales Tax
1768836. 50 10607. 39

Freight/Misc Disc/Prepaid
.oo .oo
.oo .oo

Total
157443, 89

Enter=edit, Rcv gdssinv, Append, Header, Totals, View, Online, Goto, Next tran

'— Company H

Info

Verify —

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command

Enter = edit

Action

displayed, and you can make changes.

Receive Goods &
Invoice

Press Enter to edit the line item the cursor islocated at. The lineitem box will be

Press R to go to the Receive Goods window if thisis a goods received order

Press R to go to the Receive Goods and Apply Invoices window if thisisalnvoice
received order

Append

Press A to add alineto the end of the order.

You may aso insert aline using the Ins key.

Header
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Press H to go back to the header screen to make changes there.
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Receive Goods and Invoices Line-Entry Scrolling Screen

Zi OSAS TOD1
Settings Edit Print Help

Vendor ID EDp001l EDDY APPLIANCE CO.
Ship-to ID MNOOO1l Minneapolis Warehouse

Enter Orders
Loc ID Order No 00000047
MHNOOOL  Status Inv Rcvd

Item ID Quantities Units Unit Cost
Description Ord/Rcw/Inv Status Extended Cost
Last Inwvoice
% 350 Z0.0000 E& Z26.9900
Entry Door 20.0000 OPEN 4539.80
Z0.0000 Z26.9900
450 Z5.0000 E& 161.1400
5lide by Window 24" x 40 Z5.0000 OPEN 4025, 50
25.0000 1&61.1400
G650 1z.0000 PEG 14010, 7000
Steel Supports 1Z.0000 OPEN 165125. 40
1z.0000 14010, 7000
Entry (002 of 004)
— Order Totals (Memo)
Subtotal Salez Tax Freight/Misc Disc/Prepaid Total
176836, 50 10607. 39 .oo .oo 157443, 89
.oo .on

Enter=edit, Rcv gdssinwv, Append, Header, Totals, View, Online, Goto, Next tran

'— Company H

Info Verify —

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command

Totals

View lineitem

Online Purchase
Order

Goto

Next

Action

Press T to go the totals screen. If thisis a new or goods received order, the
Order Totals screen appears. If thisis an invoice received order, you are
prompted to select either order totals or invoice totals.

Since the invoice totals are always verified for an invoice received order (when
you exit from an order) or, (press N to go to the next transaction), you don’t
have to press T to work with the Invoice Totals

PressV to view thelineitem that is at the prompt. You can not changeit.

Press O to print an online purchase order, (new orders only) if selected in
Resource Manager’s Options and Interfaces.

Press G to go to a particular lineitem. When the window appears, enter the line
item number or usethe Inquiry (F2) command to ook up and select the number
from thelist that appears. (The Goto command is available only if there is more
than one screen of lineitems.)

Press N if you are finished with the transaction and are ready to enter another.
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Line-item Scrolling Screen With O/l Totals Selection Prompt

i OSAS TOOL
Settings  Edit Print Help

Enter Orders

Wendor ID  EDDOOL EDDY APPLIANCE CO. Loc ID Order No 00000047
Ship-to I MNOOO1l Minneapolis Warehouse MHNOOOL Status Inwv Rowd
Item ID Quantities Units Thit Cost
Description Ord/Rcv/Inv Status Extended Cost

Last Invoice
350 20.0000 E& 226.9900
Entry Door 20.0000 OPEN 4539, 380
20,0000 226.9900
450 25.0000 E& 1&61.1400
5lide by Window 24" x 407 25.0000 OPEN 4023, 50
25.0000 161.1400
650 12.0000 PEG 14010, 7000
Steel Supports 12.0000 OPEN 168128, 40
14010, 7000
Order or Invoice Totals? (0/I) | Entry (002 of 004)
— Order Totals (Memo)
Subtotal Falez Tax Freight/Misc Disc/Prepaid Total
176836, 50 10607.39 .00 oo 157443, 89
.00 oo
Enter=edit, Rov gdssinwv, Append, Header, Totals, View, Online, Goto, Next tran

'— Company H Info Verify —

Pressing T (totals) above, on the line-item scrolling screen, will bring up this prompt.

Choose either the Order totals or the | nvoice totals.

Purchase Order Training Manual
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Order Totals Screen (Memo)

OSAS TDO1
Settings  Edit Print Help

Enter Orders

Subtotal

Misc
Sales Tax
Total

Prepay
Check No
Discount
Het

Payment 1
Due Date 1
Payment 2
Due Date 2
Payment 3
Due Date 3

Freigne I

Order Totals (Memo)

Order Cls Curr Inwd Posted Inwd
176836, 50 176836.50 .an
.an .an

.oo i) i)
10607.39 10607.39 .an
157443, 89 157443.89 .an
.oo i) i)

.00 .an .an
157443, 89 157443.89 .an

Variance

.00 |

'— Company H

Info

Verify —

When you select Order Totals, the above screen appears. The order totals are simply memo totals.
They are provided for your reference and are not used by the system. You can enter prepayment
information or split the payments for the order. You will enter actual prepayment and split payment
information on the Invoice Totals screen. Only the following information can be changed

Enter the following information:

Field

Freight

Misc.

Sales Tax

3-50

Description

Enter the freight amount for the transaction.

The general ledger account debited for this amount during the Post Transactions
function is taken from the distribution code assigned to the vendor.

Enter any miscellaneous expense associated with the purchase.

The general ledger account debited for this amount during the Post Transactions
function is also taken from the distribution code assigned to the vendor.

If you edit the sales tax amount, the Sales Tax Breakdown window appears.

The difference between the original sales tax amount and the edited sales tax value
isdisplayed. If you change this amount, the amount on the Total s/Payments window

is automatically updated.

Thetax location is displayed. You can changeit, but the tax location you change it
to must be one of the tax |ocations in the tax group entered on the Header screen for

the purchase.

The tax class defaults to 00, you can changeit. The amount of the salestax variance
isincluded in the totals for the tax class entered here.
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Order Totals Screen (Memo)

DSAS TOD1
Settings  Edit Print Help
Enter Orders
Order Totals [(Memo)
Order Cls Curr Invwd Posted Inwd Variance
r| Subtotal 176836, 50 176836. 50 i) .00 (A
Freight  EEEEE .00 .00 .00
Misc .on .oo .oo .oo
Sales Tax 10607. 39 10607.39 i) i)
Total 157443.59 157443.59 i) i)
Prepay i} ] ] ]
Check HNo
Discount i) ] ] ]
Net 157443.59 157443.59 i) i)
Payment 1 i}
Due Date 1
F| Payment 2 .00
Ime Date 2
Payment 3 .00
Due Date 3
n
'— Company H Info Verify —

Enter the following information:
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Field Description

Prepay If you don't enter avalue in thisfield, the Check No field is skipped.
When an amount is entered in this field, the cursor moves to the Check No field.

Check No If an amount was entered in the Prepay field, the cursor stops at thisfield.
If you don’t enter a number into this field Cash will default

Disc The amount displayed in thisfield is ca culated using the terms code entered on
the Header screen. You can accept the calculated amount, or edit it.

Payment 1 Net due amount defaults into this field. You may split thisinvoice into three
payments with different due dates.

Payment Date Enter the date of the payment.

Payment 2 You can split the invoice, with the remaining amount due defaulting into the
following payment.

Payment 3 Remaining amount defaults into this field.
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Line-item Scrolling Screen With Invoice Number Selection Prompt

Settings Edit Print Help

Enter Orders

Vendor ID EDp001l EDDY APPLIANCE CO. Loc ID Order No 00000047
Ship-to ID MNOOO1l Minneapolis Warehouse MHOO0l  Status Inw Rowd
Item ID Quantities Units Unit Cost
Description Ord/Rcw/Inv Status Extended Cost

Last Inwvoice
350 Z0.0000 E& Z26.9900
Entry Door 20.0000 OPEN 4539.80
Z0.0000 Z26.9900
450 Z5.0000 E& 161.1400
5lide by Window 24" x 40 Z5.0000 OPEN 4025, 50
25.0000 1&61.1400
G650 1z.0000 PEG 14010, 7000
Steel Supports 1Z.0000 OPEN 165125. 40
14010, 7000
Invoice No Entry (002 of 004)
— Order Totals (Memo)
Subtotal Salez Tax Freight/Misc Disc/Prepaid Total
176836, 50 10607. 39 .oo .oo 157443, 89
.oo .on
Enter=edit, Rcv gdssinwv, Append, Header, Totals, View, Online, Goto, Next tran

'— Company H Detl Inquiry Verify —

When you select I nvoice Totals (from the above, O/l selection Prompt) you are prompted for the

invoice number if more than one exists.
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Entering Orders

Invoice Totals Screen

¥l osas ToD1
Settings Edit Print Help

Enter Orders

Vendor ID EDp001l EDDY APPLIANCE CO. Loc ID Order No 00000047
Ship-t———— Inwoice Totals nv Rowd
Invoice No I45-8251 Date TEJDEREDDNE GL Per 03 10992 NO
Item Cost
Dezac Current Class Posted Total Inwvd Cost
Taxable 176836. 50 .an 176836. 50 |woice
350 Nontaxable i) .an .00 |.9900
Entr| Subtotal 176836, 50 .on 176836.50 |39.80
9900
450 Freight i) .an .00 |.1400
5lid| Misc i) .an .00 | 25.50
Sales Tax 10807, 39 .on 10&807.39 (.1400
G650 Total 157443.59 .an 157443.589 |.7000
Stee 25,40
Prepayment .oo Check Numher .7ooa0
Dizcount ] Payment Date of 004)
— Order Online Check? NO
3| Payment 1 .oo Due Date 1 Total
17| Payment 2 .oo Due Date 2 7443, 89
Payment 3 ] Ime Date 3
n
'— Company H Info Verify —

The above screen appears for the invoice you selected. You can access the following fields.

Field

Date
GL Period
1099?

Freight

Misc.

Sales Tax

Purchase Order Training Manual

Description

Thetermina date defaultsin, you can changeit.
The current GL period defaultsin, you can changeit .

Enter Yesif thisinvoiceisto be included on the Vendor’s 1099 form. Enter No to
not include on 1099.

If this vendor is not set up to receive a 1099 you cannot get to the 1099? Field.
Enter the freight amount for the transaction.

The general ledger account debited for this amount during the Post Transactions
function is taken from the distribution code assigned to the vendor.

Enter any miscellaneous expense associated with the purchase.

The general ledger account debited for this amount during the Post Transactions
function is also taken from the distribution code assigned to the vendor.

If you edit the sales tax amount, the Sales Tax Breakdown window appears.

The difference between the original salestax amount and the edited salestax valueis

displayed. If you change this amount, the amount on the Total s/Payments window
automatically updated.

Thetax location isdisplayed. You can changeit, but the tax location you change it

is

to

must be one of the tax locationsin the tax group entered on the Header screen for the

purchase.

Thetax class defaults to 00, you can change it. The amount of the sales tax varian
isincluded in the totals for the tax class entered here.

ce
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Invoice Totals Screen

£ 0SAS TODL
Settings  Edit Print Help
Enter Orders
Vendor ID EDp001l EDDY APPLIANCE CO. Loc ID Order No 00000047
Ship-t————— Inwvoice Totals nw Rowd
Invoice No I45-5251 Date TEJDERERNN GL Per 03 10932 NO
Iten Cost
Dezac Current Class Posted Total Inwvd Cost
Taxable 1765836, 50 .on 176836. 50 |woice
350 Nontaxable i) .an .00 |.9900
Entr| Subtotal 176836. 50 .an 176836.50 |39.80
9900
450 Freight .oo .on .00 (.l400
5lid| Misc i) .an .00 | 25.50
Sales Tax 10607. 39 .an 10607.39 (.1400
G650 Total 157443.59 .an 157443.589 |.7000
Stee 28.40
Prepayment .00 Check Mumber . 7000
Discount .oo Payment Date of 004)
— Order Online Check? NO —
5| Payment 1 ] DIme Date 1 Total
17| Payment 2 .oo Due Date 2 7443, 89
Payment 3 .oo Due Date 3
n
'— Company H Info Verify —

Enter the following information:

Field Description

Prepay If you don't enter avalue in thisfield, the Check No field is skipped.
When an amount is entered in this field, the cursor movesto the Check No field.
Check No If an amount was entered in the Prepay field, the cursor stops at thisfield.

If you don’'t enter a number into thisfield Cash will default

Disc The amount displayed in thisfield is calculated using the terms code entered on the
Header screen. You can accept the calculated amount, or edit it.

Payment 1 Net due amount defaults into this field. You may split thisinvoice into three
payments with different due dates.

Payment Date Enter the date of the payment.

Payment 2 You can split the invoice, with the remaining amount due defaulting into the

following payment.

Payment 3 Remaining amount defaults into this field.

The amount posted, and the total invoiced, for the invoice number are displayed on the right side of
the window.
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Receiving Goods

Enter Orders Screen With Transaction Type Menu

i OSAS TOD1
Settings  Edit Print Help
Enter Orders
Header Information
Purchase Order No Date 03/07/2000 Status New
Loc ID MHOO0O01
Transaction Type
Vendor ID
1. Enter New Orders
Z. Enter Goods Receiwved Orders
3. Enter Goods Receiwved/Invoiced Orders
4. Edit Orders
5. Receive Goods
Terms Code Ty¥pe 6. apply Invoices
Terms Desc 7. Receive Goods and Inwvoices
Terms % .0 Days Net Day <]
Tax Group
Hotes
Berquested Ship Date
'— Company H Verify —

After an order has been entered, use the options 5, 6, and 7 on the Transaction Type menu to enter the
receipt of goods and to apply invoices.

Use the Receive Goods function to enter the receipt of goods when part or all of an order arrives
before the invoice.

Use the Apply I nvoices function to apply an invoice when it arrives after the goods have been
received. An Invoice may not be applied to an order before the goods have been received.

Usethe Receive Goods and I nvoicesfunction to enter the receipt of goods and invoicesthat arrive at
the sametime.
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Receive Goods Header Information Screen With Receive All? Prompt

&l 0sAS TOD1
Settings  Edit Print Help

Receive Goods
Header Information
Purchase Order No 00000043 Date 03/06/2000

Loc ID MNOOOL MINNEAPOLIS WAREHOUSE

Gtatus New

Vendor ID ACEOOL
ACE PLUMBING SUPPLY COMPANY
6769 GOLDEN GATE DRIVE

SAN FRANCISCO  C4 35454-5545
Terms Code APOOO3 Type Req
Terms Desc 1/10,n/30
Terms % 1.0 Days 10 Net Days 30

Tax Group Ch
Hotes
Special Order for Dallas-Ft Worth
Dome Homes--DREOP SHIPPED

Ship-to ID: DALODL

DALLAS-FT WORTH DOME HOMES

1025 37TH AVE 3E

DALLAS,

FOE

Ship Via

< 7777

ROCEET EXPRESS

Ordered By Suszan
Receiwved By

Bemquested 5Ship Date

03/08/2000

Receiwve

Allz

'— Company H Info

Verify —

Select Receive Goods from the Transaction Type menu.

Enter the number of the purchase order, for which you received the goods, or the Inquiry (F2)
command is available to look up and select the number from alist.

The header information is displayed. You cannot change the header here, but you can come back to

it from the line-item scrolling area.

The following prompt appears: Receive All? (Y/N)

If you enter N at the Receive All? prompt, you are taken to the line-item scrolling area.

To enter receipt information, for the goods you received, move the cursor to aline item and press R

(Receive Goods)
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Entering Orders

Receive Goods Header Information Screen With Receipt Prompt

&l 0sAS TOD1
Settings  Edit Print Help

Receive Goods
Header Information
Purchase Order No 00000043 Date 03/06/2000

Gtatus New

Loc ID MNOOOL MINNEAPOLIS WAREHOUSE

Vendor ID ACEOOL
ACE PLUMBING SUPPLY COMPANY
6769 GOLDEN GATE DRIVE

35454-5548
Type Reg

SAN FRANCISCO  C4
Terms Code APOOO3
Terms Desc 1/10,n/30
Terms % 1.0 Days 10 HNet Days

Ship-to ID: DALOOL
DALLAS-FT WORTH DOME HOMES
1025 37TH AVE 3E

DALLAS, TX T

FOE

30 Ship Via ROCEET EXPRESS

Tax
Hotes Receipt No
Special Order for Da

san
Date GL Per
03/07/2000 03

Dome Homes--DROP SHI

Date 03/08/2000

'— Company H

Info Inquiry

Verify —

If you enter Y at the Receive All? prompt, an abbreviated Receive Goods window appears.

Enter the following information:

Field Description

Receipt No Enter areceipt number , or press Enter to skip thisfield
Date Press Enter to accept the current date, or change it

GL Period Press Enter to accept the current GL Period, or change it

Use the Proceed (PgDn) command to save the information and go to the line-item scrolling area.
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Receive Goods Line-ltem Scrolling Screen

&l 0sAS TOD1
Settings  Edit Print Help

Receive Goods

]

Wendor ID  ACEO0L ACE PLUMBING SUPPLY COMPANY Loc ID Order No 00000043
Ship-to ID DALOOL1 DALLAS-FT WORTH DOME HOMES Status Goods Rowd
Item ID Quantities Units Thit Cost
Description Ord/Rcv/Inv Status Extended Cost
Last Inwvoice
= loo 10.0000 PEG 343. 5500
Electrical Package 10.0000 OPEN 3435.50
. 0oon .0oan
200800 5.0000 E& 75.1500
Humidifier 5.0000 OFEN 375.75
. 0oon .0oan
200300 1.0000 E4 429.9500
Air Conditioner 1.0000 OPEN 429.95
. 0oon .0oan
Entry (001 of 004)
— Order Totals (Memo)
Subtotal Falez Tax Freight/Misc Disc/Prepaid Total
4571.02 251.55 .00 oo 4522, 57

i)

Enter=edit, Rocw gds, Append, Header, Totals,

Wiew, Online, Goto,

Next tran

'— Company H

Info

Verify —

Inthisexample, Y was entered at the Receive All? prompt.

e Thereceipt number, date, and general ledger period are assigned to all open line items.

e Thetotal quantity received is adjusted and is equal to the total quantity ordered.

e If you'veaready entered areceipt for alineitem, the remaining quantity is received at the
cost of the first receipt you entered.

« If you haven't entered areceipt for aline item, the entire quantity is received at the
purchase order cost.

e If you haven't received al the goods for aline item, you can change the quantity received.

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot

Keys--displayed as capital |etters--to select a command.

Command

Enter = edit

Receive Goods &
Invoice

Append

Action

Press Enter to edit the line item the cursor islocated at. The lineitem box will be
displayed, and you can make changes.

Press R to go to the Receive Goods window

Press A to add alineto the end of the order.

You may aso insert aline using the Inskey.
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Receive Goods Line-ltem Scrolling Screen

i 0sAS TOD1
Settings  Edit Print Help

Vendor ID

ACEQOL ACE PLUMEING SUPPLY COMPANT

Receive Goods
Loc ID Order No 00000043

[~ Order Totals (Memo)

Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES Status Goods Rowd
Iten ID Quantities Units Tnit Cost
Description 0rd/Recw/Inv Status Extended Cost

Last Invoice
= 100 10.0000 PEG 343.5500
Electrical Package 10.0000 OPEN 3435. 50
ooog .0oog
200600 5.0000 E& 75.1500
Hmidifier 5.0000 OPEN 375.75
ooog .0oog
200300 1.0000 E& 429.9500
Air Conditioner 1.0000 OPEN 429,95
.0oog .0oog

Entry (001 of 004)

Subtotal Fales Tax Freight/Misc Dizc/Prepaid Total
4571.02 251.55 .00 .00 4822, 57
.00 .00

Enter=edit, Row gds, Append, Header, Totals, View, Online, Goto, Next tran

'— Company H

Info Verify —

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command

Header

Totals

View lineitem

Online Purchase
Order

Goto

Next

Action

Press H to go back to the header screen to make changes there. .

Press T to go the totals screen. If thisis anew or goods received order, the Order

Totals screen appears

PressV to view thelineitem that is at the prompt. You can not changeit.

Press O to print an online purchase or der, (new orders only) if selected in Resource
Manager’'s Options and I nterfaces.

Press G to goto aparticular lineitem. When the window appears, enter the lineitem
number or use the Inquiry (F2) command to look up and select the number from the
list that appears. (The Goto command is available only if there is more than one
screen of lineitems.)

Press N if you are finished with the transaction and are ready to enter another.
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Receive Serialized Goods Entry Window

DSAS TOO1
Settings  Edit Print Help
Receive Goods
Wendor ID  ACEO0L ACE PLUMBING SUPPLY COMPANY Loc ID Order No 00000043
Shi————————————— BReceiwve Serialized Goods Entry ——————— Rowd
—r—| Receipt Number R111-1 Date 0370772000 GL Period 03 —
L| Item ID 920002 0ty Ordered 1.0000
I
D Serial Number/Comment Oty Receiwed Tnit Cost
G| z TRN-55-35573 1.0000 329.5200
R CERAMIC COOE TOP
st
[u] g2
T
B
t
C a
(000001 of 000001 1]
— Total 1.0000 329.8200 |—
— 0 Ext Cost 329.8200
tal
Enter = edit, append, Done 74
'— Company H Verify —

If aline entry was for aserialized item, you are prompted to enter the serial numbers

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command Action

Enter = edit Press Enter to edit the line item the cursor is located at. The line item box will be
displayed, and you can make changes.

Append Press A to add a serial number to the end of the list.

Done Press D to exit from the Enter Serial Number Window. The quantity received will

be updated to correlate with the number of serial numbers that have been entered.

After you save the last serial number, you are brought to the line-item screen for the next serialized
item, or you are returned to the line-item scrolling area, if thisisthe last serialized item.
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Receive Goods Line-ltem Scrolling Screen

Settings Edit Print Help
Receive Goods
Vendor ID ACEOOL ACE PLUMBING SUPPLY COMPANY Loc ID Order No 00000043
Ship-to ID DALOOl DALLAS-FT WORTH DOME HOMES Status Goods Rewd
Item ID Quantities Units Unit Cost
Description 0rd/Row/Iny Status Extended Cost
Last Inwvoice
% loo 10.0000 PEG 343.5500
Electrical Package 10.0000 OPEN 3435, 50
.0oog .0oog
200600 5.0000 E4 75.1500
Hmidifier 5.0000 OPEN 375.75
.oooon .oooon
200300 1.0000 E& 429.9500
Air Conditioner 1.0000 OPEN 429,95
.0oog .0oog
Entry (001 of 004)
— Order Totals (Memo)
Subhtotal Sales Tax Freight/Misc Disc/Prepaid Total
4571.02 251.55 .oo .oo 4322, 57
.oo .oo
Enter=edit, Rcv gds, Append, Header, Totals, View, Online, Goto, Next tran

Company H

Info

Verify —

Since Y was entered, to receive all goods, for this example, the system created a receipt record equal
to the quantity ordered for each line item.

Let’'s assume that the company really received 8 Electrical packages, (item 100), not 10.

Receive Goods Edit Window

SAS TDO1
Settings  Edit Print Help

Vendor ID

Line &tatus O0OFEN

Item ID 100

Desc Electrical Package
GL Desc

Requested Ship Date 03/08/2000

Receive Goods
ACEOOL ACE PLUMBING SUPPLY COMPANY Loc ID Order No 00000043
Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES
Receive Goods
Tax Class 03

Job/Phase ID 100001 &
Cost Code
GL Account 104z00

Status Goods Reowvd
Entry 001

100 Material §

INVENTORY - WORE-IN-PROCESS

Goods Oty Units Inwoice Oty Unit Cost Ext Cost
Ordered 10.0000 PEG 343. 5500 3435.50
Total Recd 10. 0000 .0ooo
Eal Due .0oog 10.0000
Invd Ext Cost
Current 10.0000 .oooo .oo
Feceive Goods (Edit)
'—| Receipt No Date Period Juantity Unit Cost Ext Cost |—
— 0] R111-1 0370772000 03 343. 5500 3435.50 [—
1
4571.02 251.55 i) i) 4522. 57
i) i)
'— Company H Detl Verify —

Use the arrow keysto move the cursor to item 100. Press R (Receive Goods) to display the Receive
Goods (Edit) window.

Purchase Order
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Receive Goods Edit Window With Receipt Detail Information

3-62

&} 0SAS TODL
Settings  Edit Print Help
Receive Goods
Vendor ID ACEOOL ACE PLUMBING SUPPLY COMPANY Loc ID Order No 00000043
Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES Status Goods Rowd
—rr—————————— BReceipt Detail Information —
Purchase Order No 00000043 Entry No 001 Item ID 100
Post Receipt Date Quantity Unit Cost Ext Cost
No ERI111-1 0370772000 10.0000 343.5500 3435.50
F5 for New Entry No i
Feceive Goods (Edit)
'—| Receipt No Date Period Juantity Unit Cost Ext Cost |—
— 0] R111-1 0370772000 03 10.0000 343. 5500 3435.50 [—
1
4571.02 251.55 i) i) 4522. 57
i) i)
'— Company H Detl Verify —

Use the Detl (Shift F2) command to view the receipt/invoice detail information. It showsthe 10

electrical packages received.

The amount received was set to 10 (amount ordered) when we said Yes to Receive All ?, above.

Receipt Detail Information Using F5

&} 0SAS TODL
Settings  Edit Print Help
Receive Goods
Vendor ID ACEOOL ACE PLUMBING SUPPLY COMPANY Loc ID Order No 00000043
Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES Status Goods Rowd
—rr————————— BReceipt Detail Information —
Purchase Order No 00000043 Entry No [l Iten 1D H
Line Entry Ingquiry
Entry No Item ID Description
> 001 00 Electrical Package
ooz 200600 Humidifier
o003 200300 Air Conditioner
oo4 920002 Stove - White
< end >
Receive Goods (Edit) J
'—| Receipt No Date Period Juantity Unit Cost Ext Cost
— 0] R111-1 0370772000 03 10.0000 343. 5500 3435.50 [—
1
4571.02 251.55 i) i) 4522. 57
i) i)
'— Company H Detl Verify —

Use the Abandon (F5) command (twice) to display the Line Entry Inquiry window.

This window gives the Item ID and description
command is available.

for each of the Entry numbers. The Inquiry (F2)
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Receive Goods Edit Window

&l osAS TOD
Settings Edit Print Help

Receiwe Goods
Wendor ID  ACEO0L ACE PLUMEING SUPPLY COMPANY Loc ID
Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES

— Receive Goods

Line Status OFEN

Tax Class 03 Job/Phase ID 100001 A

Order No 00000043
Status Goods Fowd
Entry 001

Item ID 100 Cost Code 100 Material #
Desc Electrical Package GL Account 104z00
GL Desc INVENTORY - WORKE-IN-PROCESS
Recquested Ship Date 03/08/2000
Goods Qty Units Inwvoice Qv Unit Cost Ext Cost
Ordered 10.0000 PEG 343. 5500 3435.50
Total Recd 10. 0000 .0ooo
Bal Due -oooo 10.0000
Invd Ext Cost
Current 10. 0000 .0ooo i)
Receive Goods (Edit)
'—| Receipt No Date Period Quantity Unit Cost Ext Cost [—
o] rR111-1 03/07/2000 03 (LR 343. 5500 3435.50 |—
1
4571.02 251.55 .oo .oo 4322, 57
.oo .oo
'— Company H Detl Verify —

Use the arrow keysto move the cursor to item 100 (on the line-item scrolling screen) Press R to
display the Received Goods (Edit) Window. It shows the 10 electrical packages received.

Receive Goods Edit Window

A8 TOO1
Settings Edit Print Help

Receive Goods
Wendor ID  ACEO0L ACE PLUMEING SUPPLY COMPANY Loc ID Order No 00000043
Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES Status  Goods Rowvd
— Receive Goods ———— Entry 001 —
Line Status OPEN Tax Class 03 Job/Phase ID 100001 A
Item ID 100 Cost Code 100 Material #
Desc Electrical Package GL Account 104z00
GL Desc INVENTORY - WORE-IN-PROCESS
Recquested Ship Date 03/08/2000
Goods Qty Units Inwvoice Qv Unit Cost Ext Cost
Ordered 10.0000 PEG 343, 5500 3435. 50
Total Recd 10,0000 . 0oon
Bal Due -oooo 10.0000
Invd Ext Cost
Current 10,0000 . 0oon .00
Receive Goods (Edit)
'—| Receipt No Date Period Quantity Unit Cost Ext Cost [—
— 0 R111-1 03/07,/2000 03 343. 5500 2743.40 (—
1
4571.02 251.55 .oo .oo 4322, 57
.oo .oo
'— Company H Detl Verify —

To reduce the quantity received to 8, edit the receipt record by changing the quantity to 8. The
original receipt cost is displayed and the extended cost is cal culated. Use the Proceed (PgDn)

command to save the information.

Note I

You cannot change the receipt cost after the initial receipt entry.
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Receipt Detail Information Screen

Settings  Edit Print Help

Receive Goods

Vendor ID ACEOOL ACE PLUMEING SUPPLY COMPANY Loc ID Order No 00000043

Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES Status Goods Reowd
Item ID Quantities Units Tnit Cost
Description Ord/RBcw/Inv Status Extended Cost

Last Invoice
100 — PO Information Memu —— G 343.5500
Receipt Detail Information
Purchase Order No 00000043 Entry No 001 Item ID 100
Post Receipt Date Juantity Unit Cost Ext Cost
No ERI1l11-1 03/07/2000 §.0000 343.5500 Z745. 40

F5 for New Entry No

When you are back at the line-item scrolling area, use the Info (Shift F2) command to reveal the PO

Information Menu.

Usethearrow keysto move down tothe Receipt Detail Information .Thiswill bring up the Receipt

Detail Information Screen for thisline item.

Thereceipt isdisplayed. Thetotal quantity received is 8, and is displayed in the line-item scrolling

area

When the rest of the electrical packages arrive, use the Receive Goods function again to enter that

receipt.
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Applying Invoices

Enter Orders Transaction Type Menu Screen

Settings  Edit

Frint Help

Purchase Order No

Loc ID MHODOOL

Date

Enter Orders
Header Information
03/07/2000

Status New

Vendor ID

Terms Code
Terms Desc
Terms %

Notes

Type

.0 Days HNet Day
Tax Group

[, B T O ST

Tranzaction Type

Enter New Orders
Enter Goods Received Orders

Enter Goods Received/Invoiced Orders

Edit Orders
Receive Goods

. Apply Invoices
. Receive Goods and Invoices

Requested Ship Date

'— Company H

Verify —

Select Apply Invoices from the Transaction Type menu to enter invoice information for orders you
have already received the goods for.
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Apply Invoices Header Information Screen With Invoice All? Prompt

#l osas Tool
Settings Edit Print Help

Apply Inwoices
Header Information
Purchase Order No 00000043 Date 03/06/2000 Status Inv Rovd

Loc ID MHOOO01 MINNEAPOLIS WAREHOUSE

Vendor ID ACEOOL Ship-to ID: DALOOL
ACE PLUMEING SUFPLY COMPANY DALLAS-FT WORTH DOME HOMES
6769 GOLDEN GATE DRIVE 1025 37TH AVE 3E

DALLAS, TxX 77777

SAN FRANCISCO Ca 35454-5548
Terms Code APOOO3 Type Req FOE
Terms Desc 1/10,n/30
Terms % 1.0 Days 10 HNet Days 30 Ship Via ROCEET EXPRESS

Tax Group Ch Ordered By Susan
Hotes Receiwved By
Special Order for Dallas-Ft Worth
Done Homes--DROP SHIFFED Requested 3hip Date 03/08/2000
Inwvoice All? -
'— Company H Info Verify —

Enter the number of the purchase order to which you are applying an invoice, or usethe Inquiry (F2)
command to look up, and select the number, from the list that appears.

The header information is displayed. You cannot change the header here, but you can come back to
it from the line-item scrolling area.

The following prompt appears: Invoice All? (Y/N).
If you enter N at the I nvoice All? prompt, you are taken to the line-item scrolling area. Invoice
information can be entered at the line item scrolling area, by moving the cursor to alineitem and

pressing A (apply invoice).

If you enter Y at the Invoice All? prompt, awindow appears.
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Apply Invoices Header Screen With Invoice Number Window

& osas ToD1

Settings Edit Print Help
Apply Inwvoices
Header Information
Purchase Order No 00000043 Date 03/06/2000 Status Inv Rowd
Loc ID Mool MINNEAPOLIS WAREHOUSE
Vendor ID ACEOOL Ship-to ID: DALOOL
ACE PLUMEING SUPPLY COMPANTY DALLAS-FT WORTH DOME HOMES
6762 GOLDEN GATE DRIVE 1025 37TH AVE SE
DALLAS, Tx 77777
SAN FRANCISCO Ca 35454-5548
Terms Code APOOO3 Type Reg FOE
Terms Desc 1/10,n/30
Terms % 1.0 Days 10 Net Days 30 Ship Via ROCEET EXPRESS
Tax & san
Notes Invoice No Date GL Per
Special Order for Da| Il-1 03/07/2000
Dome Homes--DROP SHI | Date 03/0&8/2000
'— Company H Info Verify —
Enter the following information:
Field Description
Invoice No Enter the Invoice number. Blank Invoice numbers are not allowed.
Date The current system date defaultsin here. You may changeit.
If you have worked with this invoice number before, you cannot change the date
here. You can change it on the Invoice Totals screen.
GL Period The current system GL period defaults here. You may changeit.

Save the information using the Proceed (PgDn) command.
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Apply Invoice Line-Item Scrolling Screen

& osas ToD1
Settings Edit Print Help

Apply Inwvoices

Vendor ID ACEOOL ACE PLUMEING SUPPLY COMPANY
Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES

Loc ID Order No 00000043
Status Inv Rcvd

Subtotal
4571.02

— Order Totals (Memo)

Item ID Quantities Units Unit Cost
Description 0rd/Row/Iny Status Extended Cost
Last Inwvoice

100 10.0000 PEG 343.5500
Electrical Package §.0000 OPEN 3435, 50
§.0000 343.5500

% 200600 5.0000 E4 75.1500
Humidifier 5.0000 OPEN 375.75
5.0000 76.5000

200300 1.0000 E4 429.9500
Air Conditioner 1.0000 OPEN 429,95
1.0000 429.9500

Entry (002 of 004)

Sales Tax
251.55

Freight/Misc
.oo
.oo

Disc/Prepaid Total
.oo 4322, 57
.oo

Enter=edit, ipply inwvc, Header, Totals, View, Online, Goto, Next tran

'— Company H

Info

Verify —

Inthisexample, Y was entered at the Receive All? prompt.

e Theinvoice number, date, and general ledger period are assigned to all open lineitems,
you' ve received goods for.

e Thetotal quantity invoiced is adjusted and is equal to the remaining quantity. (That isthe
received quantity minus the quantity already invoiced.)

If the order contains aline for aserialized item, theinvoiceis applied to the serial numbers you
entered for the associated receipt.

You can not enter an invoiced quantity greater than the total quantity received.

If you've already applied an invoice to aline item, the remaining quantity isinvoiced at the cost
of the last invoice you applied.

If you haven't applied an invoice to aline item, the entire quantity you' ve received goods for is
invoiced at the cost at which the goods were received.

If the invoiced cost is different from the receipt cost, or if you didn’t receive all theinvoices,
pressA. Thisalowsyou to edit the invoice or enter the quantity you have been invoiced for.

Note I

You cannot add line items to an order through the Apply Invoices function. Use the Receive Goods
and Invoices function to add a line item to an invoice received order.
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Apply Invoice Line-Item Scrolling Screen

&l 0sAS TOD1
Settings  Edit Print Help

Apply Inwoices

Vendor ID ACEODL ACE PLUMBING SUPPLY COMPANT Loc ID Order No 00000043
Ship-to ID DALOOL1 DALLAS-FT WORTH DOME HOMES Status Inv Rowd
Item ID Quantities Units Thit Cost
Description Ord/Rcv/Inv Status Extended Cost

Last Inwvoice

100 10.0000 PEG 343.5500
Electrical Package §.0000 OPEN 3435.50
§.0000 343.5500

& 200600 5.0000 E& 75.1500
Humidifier 5.0000 OPEN 375.75
S.0000 76,5000

200300 1.0000 E& 429.9500
Air Conditioner 1.0000 OPEN 429.95
1.0000 429.9500

Entry (002 of 004)

[~ Order Totals (Memo)

Subtotal Falez Tax Freight/Misc Disc/Prepaid Total
4571.02 251.55 .00 oo 4522, 57
.00 oo

Enter=edit, Apply inwc, Header, Totals, ¥Wiew, Online, Goto, Next tran

'— Company H

Info Verify —

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command

Enter = edit

Apply Invoice
Header

Totals

View lineitem

Online Purchase
Order

Goto

Next

Purchase Order Training Manual

Action

Press Enter to edit the line item the cursor islocated at. The lineitem box will be
displayed, and you can make changes.

Press A to go to the Apply Invoice window
Press H to go back to the header screen to make changes there. .

Press T to go the total's screen. You will be prompted to chose the Order or the
Invoice Total screen. See the Receive Goods and Invoices section for an
explanation of these screens.

PressV toview theline item that is at the prompt. You can not changeit.

Press O to print an online purchase order, (if selected to print online PO in the
Resource Manager’s Options and Interfaces)

Press G to goto aparticular lineitem. When the window appears, enter thelineitem
number or use the Inquiry (F2) command to ook up and select the number from the
list that appears. (The Goto command is available only if there is more than one
screen of line items.)

Press N if you are finished with the transaction and are ready to enter another.
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Apply Invoices Line-ltem Scrolling Screen

&l 0sAS TOD1

Settings  Edit Print Help
Apply Inwoices
Wendor ID  ACEO0L ACE PLUMBING SUPPLY COMPANY Loc ID Order No 00000043
Ship-to ID DALOOL1 DALLAS-FT WORTH DOME HOMES Status Inv Rowd
Item ID Quantities Units Thit Cost
Description Ord/Rcv/Inv Status Extended Cost
Last Invoice
1a0 10.0000 PEG 343. 5500
Electrical Package §.0000 OPEN 3435.50
§.0000 343. 5500
& 200600 5.0000 E& 75.1500
Humidifier 5.0000 OFEN 375.75
5.0000 76. 5000
200300 1.0000 E4 429.9500
Air Conditioner 1.0000 OPEN 429.95
1.0000 429.9500
Entry (002 of 004)
— Order Totals (Memo)
Subtotal Falez Tax Freight/Misc Disc/Prepaid Total
4571.02 251.55 .00 oo 4522, 57
.00 oo
Enter=edit, Apply inwc, Header, Totals, ¥Wiew, Online, Goto, Next tran
Info Verify —

'— Company H

In thisexample, since Y was entered at the I nvoice All? prompt, invoice records were created for all
itemsreceived. Let'sassume that the company wasinvoiced for 3 Humidifiers (item 200600), not

for 5.

Apply Invoices Screen With Apply Invoice (Edit) Window

&l 0sAS TOD1

Settings  Edit Print Help
Apply Inwoices
Vendor ID ACEODL ACE PLUMBING SUPPLY COMPANT Loc ID Order No 00000043
Ship-to ID DALOOL1 DALLAS-FT WORTH DOME HOMES Status Inv Rowd
— Apply Invoices Entry 002
Line 3tatus O0OFEN Tax Class 00 Job/Phase ID
Item ID 200600 Cost Code
Desc Humidifier GL Account 104000
GL Desc INVENTORY - RAW MATERIALS

Requested Ship Date 03/08/2000

Goods Oty Units Invoice Oty Tnit Cost Ext Cost
Ordered 5.0000 E& 75.1500 375.75
Total Recd S.0000 5S.0000
EBal Due .0ooo .0oog
Invd Ext Cost
Current 5.0000 5.0000 382.50
Apply Invoice (Edit)
—| Inwvoice No Date Period Quantity Unit Cost Ext Cost |—
— 0] Il1-1 0370772000 03 76,5000 382.50 [—
1
4571.02 251.55 i) .an 4522, 57
i) .an
'— Company H Detl Verify —

Use the arrow keys to move the cursor to item 200600. Press A (apply invoice), the order
information and Apply Invoice (Edit) window are displayed; change the quantity to 3.

You may edit the amount invoiced, but total quantity invoiced must be less than the total quantity

received.

When you are in the Apply Invoice window, use the Detl (Shift F2) command to view the receipt/

invoice detail information.
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Apply Invoices Screen With Apply Invoice (Edit) Window

DSAS TDO1
Settings  Edit Print Help

Apply Inwoices
Vendor ID ACEODL ACE PLUMBING SUPPLY COMPANT Loc ID Order No 00000043
Ship-to ID DALOOL1 DALLAS-FT WORTH DOME HOMES Status Inv Rowd
— Apply Invoices ————————— Entry 002 —
Line 3tatus O0OFEN Tax Class 00 Job/Phase ID
Item ID 200600 Cost Code
Desc Humidifier GL Account 104000
GL Desc INVENTORY - RAW MATERIALS
Requested Ship Date 03/08/2000
Goods Oty Units Invoice Oty Tnit Cost Ext Cost
Ordered 5.0000 E& 75.1500 375.75
Total Recd S.0000 3.0000
EBal Due .0ooo Z.0000
Invd Ext Cost
Current 5.0000 3.0000 225.45
Apply Invoice (Edit)
—| Inwvoice No Date Period Quantity Tnit Cost Ext Cost |—
— 0] Il1-1 0370772000 03 3.0000 Z225.45 [—
1
4571.02 251.55 i) .an 4522, 57
i) .an
'— Company H Detl Verify —

Press Enter to edit the unit cost. A change in the unit cost will automatically change the extended

cost.
Apply Invoices Screen With Apply Invoice (Edit) Window
i OSAS TOO1
Settings  Edit Print Help
Apply Inwoices
Vendor ID ACEOOL ACE PLUMBING SUPPLY COMPANY Loc ID Order No 00000043
Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES Status Inv Rowd
— Apply Inwoices ————————— Entry 002 —
Line 3tatus OFEN Tax Class 00 Job/Phase ID
Item ID 200600 Cost Code
Desc Humidifier GL Account 104000
GL Desc INVENTORY - RAW MATERIALS
Requested Ship Date 03/08/2000
Goods Oty Units Inwoice Oty Unit Cost Ext Cost
Ordered 5.0000 E& 75.1500 375.75
Total Recd S.0000 3.0000
Eal Due .0oog 2.0000
Invd Ext Cost
Current 5.0000 3.0000 225.45
Apply Inwoice (Edit)
Invoice Mo Date Period Juantity Unit Cost Ext Cost |—
— 0] I1-1 0370772000 03 3.0000 76.5000 —
1
4571.02 251.55 i) i) 4522. 57
i) i)
'— Company H Detl Verify —

Press Enter to edit the extended cost. A change in the extended cost will automatically change the

unit cost.

When the invoice arrives for the other 2 Humidifiers, use the Apply Invoices function again to enter
that invoice.
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Apply Invoices Screen With Apply Invoice (Edit) Window

2 OSAS TOD1
Settings Edit Print Help
Apply Inwvoices
Wendor ID  ACEO0L ACE PLUMEING SUPPLY COMPANY Loc ID Order No 00000043
Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES Status  Inv Rowd
— Apply Inwoices Entry 003 —
Line Status OPEN Tax Class 00 Job/Phase ID
Item ID 200300 Cost Code
Desc A4ir Conditioner GL Account 104000
GL Desc INVENTORY - RAW MATERIALS
Recquested Ship Date 03/08/2000
Goods Qty Units Inwvoice Qv Unit Cost Ext Cost
Ordered 1.0000 E4 429, 9500 429,95
Total Recd 1.0000 1.0000
Bal Due -oooo .oooo
Invd Ext Cost
Current 1.0000 1.0000 429,95
Apply Inwoice (Edit)
'—| Inwvoice No Date Period Quantity Unit Cost Ext Cost [—
— 0O I1-1 03/07,/2000 03 429.9500 428,95 |—
1
4571.02 251.55 .oo .oo 4322, 57
.oo .oo
'— Company H Detl Verify —

Press Enter and PgDn to advance to the next line-item, if thisisthe last line-item, on thisinvoice,
you will be returned to the line-item scrolling screen.

Apply Invoices Screen With Serialized Item Apply Invoice (Edit) Window

Frint Help
Apply Inwoices
Vendor ID ACEODL ACE PLUMBING SUPPLY COMPANT Loc ID Order No 00000043
Ship-to ID DALOOL DALLAS-FT WORTH DOME HOMES Status Inv Reowd
— Apply Invoices Entry 004 —
Line Status OFPEN Tax Class 00 Job/Phase ID
Item ID Sz0002 Serialized Cost Code
Deasc Stove - White GL Account 104000
GL Desc INVENTORY - RAW MATERIALS
Requested Ship Date 03/08/2000
Goods Qty Units Invoice Qty Tnit Cost Ext Cost
Ordered 1.0000 E& 329.5200 329.82
Total Recd 1.0000 1.0000
Eal Due .oooo .oooo
Invd Ext Cost
Current 1.0000 1.0000 329.82
Apply Inwvoice (Edit) .oooo .00
—| Inwvoice No Date Period 004——a004—
o 03/07/2000 03
ht/Misc Disc/Prepaid Total
4571.02 251.55 .oo .oo 4822, 57
.oo .on
— Company H Detl Inquiry Verify —
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If you are working with a serialized item in the Apply Invoices function, entering A (Apply Invoice)
will bring up an abbreviated Apply Invoice window.

Use the Proceed (PgDn) command to continue to the Invoice Serialized Goods Entry Window.
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Apply Invoices Screen With Invoice Serialized Goods Entry Window

OSAS TOO1
Settings Edit Print Help

Apply Inwvoices
Wendor ID  ACEO0L ACE PLUMEING SUPPLY COMPANY Loc ID Order No 00000043
Shi————— Inwoice Serialized Goods Entry ———————————cwd
—r—| Inwoice Number I1-1 Date 03/07/2000 —
L| Item ID 20002 Oty Receiwved 1.0000
I
I Serial Number/Comment Tag Invoice Tnit Cost
G| z TRN-55-35578 Ho 329.8200
R CERAMIC COOE TOP
st
1] gz
T
E
t
C 2
(oooool eof OOOODOL)  mme——em—e— e 1}
— Awverage Cost oooo |o4a—
— 0 Extended Cost .oo
tal
Enter = tag/untag, Tag all, Untag all, Edit, Done .57
'— Company H Verify —

When you enter an invoice for a serialized item, the Invoice Serialized Goods Entry screen appears,
with each serial number that has been received on the order.

All serial numberswill initially display No in the tag column.
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Apply Invoices Screen With Invoice Serialized Goods Entry Window

| 0sAS TOD1

Settings  Edlit

Print Help

Vendor ID
Shi

—r—| Inwoice MNumber Il-1
Item ID 920002

Apply Inwoices

ACEQOL ACE PLUMEING SUPPLY COMPANT Loc ID Order No 00000043

Inwvoice Serialized Goods Entry
Date 03/07/2000
Oty Received 1.0000

cvd

=)

L
I
I Gerial Number/Comment
G| & TRN-55-35573

R

Tag Invoice
Tes I1-1
CERAMIC COOK TOP

Tnit Cost
329.8200

T
B
t
i 2
(0goodl of OOOOQOL)  m—mmme———— o a
— Average Cost 329.5200 (04—
— o Extended Cost 329.82
tal
Enter = tagfuntag, Tag all, Untag all, Edit, Done .57
'— Company H Verify —

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot

Keys--displayed as capital |etters--to select a command.

Command

Enter =tag/untag

Tag all
Untag
Edit

Done

Action

to no in the tag column.

Position the cursor to the left of aserial number and press Enter, to toggle from yes

By tagging a serial number you indicate that you have received an invoice for the

item.

Press T to have all of the listed serialized items be marked as yes, in the tag column.

Press U to have all of the listed serialized items be marked as no in the tag column.

Press E to edit the unit cost or the description field.

Press D to Proceed to the receive goods and invoices line item screen, or use the Exit

(F7) command
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Receiving Goods And Invoices

Enter Orders Transaction Type Menu

¥l osas ToD1

Settings Edit Print Help
Apply Inwoices
Header Information
Purchase Order No Date 03/07/2000 Status Inv Rovd
Loc ID MHO00L
Tranzaction Type
Vendor ID
1. Enter New Orders
2. Enter Goods Receiwved Orders
3. Enter Goods Receiwved/Invoiced Orders
4. Edit Orders
5. Receive Goods
Terms Code Type 6. apply Invoices
Terms Desc 7. Receive Goods and Invoices
Terus % .0 Days Het Day |-}
Tax Group
Hotes
Requested Ship Date
— Company H Verify —

The Receive Goods and Invoices function combines the Receive Goods and Apply Invoices
functions. Use it when you receive the goods and the invoice for an order at the same time.

Receive Goods & Invoices Header Info With Receive & Invoice All? Prompt

¥l osas ToD1
Settings  Edit

Frint Help

Rec

Purchase Order No 00000048

Loc ID MHOOO0L MINNEAFO

eive Goods & Invoices

Header Information

Date 03/07/2000 Status Inv Rovd

LIS WAREHOUSE

Vendor ID TIMOOL
TIMEEELAND WINDOWS, INC
12035 W. 128TH ST

Ship-to ID: MDOOOL
Baltimore Warehouse
3117 Sumter Road

Baltimore, MD 23849 us
PORTLAND OR 87588-4566
Terms Code APOOO4L Type Reg FOE
Terms Desc 2/10,n/30
Terms % 2.0 Days 10 HNet Days 30 Ship Wia PATRIOT ROADWAYS
Tax Group Ci Ordered By
Notes Beceived By
Requested Ship Date
Receive & Invoice All? -
— Company H Info Verify —

Enter the number of the purchase order you want to work with, the Inquiry (F2) command is
available to select a purchase order number from alist. The header information is displayed.

The following prompt appears: Receive & Invoice All? (Y/N).

If N isentered at the Receive & Invoice All? prompt, the line-item scrolling screen is brought up.

Purchase Order Training Manual
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Receive Goods & Invoices Line-ltem Scrolling Screen

£ 0SAS TODL
Settings  Edit Print Help
Receive Goods & Invoices
Vendor ID TIMOO1l TIMEERLAND WINDOWS, INC Loc ID Order No 00000045
Ship-to I MDOOO0O1 Baltimore Warehouse MHNOOOL Status Inwv Rowd
Item ID Quantities Units Thit Cost
Description Ord/Rcv/Inv Status Extended Cost
Last Inwvoice
= 511003 10.0000 GAL 13.9500
Paint - Iwvory - Flat .0o000 OPEN 139.80
.0ooo .oooo
200200 5.0000 E& 227.5300
Water Heater 0oo0 OPEN 1137.65
aooo .oooo
910003 3.0000 E& 299.7400
Dishwasher - Almond 0000 OPEN 899.22

.oooo
Entry (001 of 003)

— Order Totals (Memo)
Subtotal
2176.67

Sales Tax

Total
2263.74

Freight/Misc
.00
.00

Disc/Prepaid
oo
oo

§7.07

Enter=edit, Row gdssinw, Append, Header, Totals, View,

Online, Next tran

'— Company H

Info Verify —

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command

Enter = edit

Receive goods and
invoices

Append
Header

Totals

View lineitem

Online Purchase
Order

Next

Action

Press Enter to edit the line item the cursor islocated at. The line item box will be
displayed, and you can make changes.

Press R to go to the Receive Goods and Invoices window

NOTE: Remember to verify al default amounts before accepting them.
Press A to add an item to the order.
Press H to go back to the header screen to make changes there. .

Press T to go the totals screen. You will be prompted to chose the Order or the
Invoice Total screen. See the Receive Goods and | nvoices section for an
explanation of these screens.

Press V to view thelineitem that is at the prompt. You can not changeit.

Press O to print an online purchase order (if selected in Resource Manager’s
Options and Interfaces)

Press N if you are finished with the transaction and are ready to enter another.

If you enter Y at the Receive & Invoice All? prompt, abbreviated Receive Goods and Apply Invoice
windows are displayed. Receipt and invoice records are created, as they are when you use the
Receive Goods and Apply Invoices functions.
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Receive Goods & Invoices Header Info With Receipt Number Window

OSAS TOOL

Settings Edit Print Help

Receiwe Goods & Invoices

Loc ID MHODOOL

Purchase Order No 00000045

MINNEAPOLIS WAREHOUSE

Header Information

Date 0370772000 Status Inv Rovd

Vendor ID TIMOOL
TIMBEEELAND WINDOWS, INC
12035 W. 128TH 5T

Ship-to ID: MDOOOL
Baltimore Warehouse
3117 Sumter Road

Baltimore, MD 23549 us
PORTLAND OF §7588-4566
Terms Code APOOO4 Type Reg FOE
Terms Desc 2/10,n/30
Terms % 2.0 Days 10 Net Days 30 Ship Via PATRIOT ROADWAYS
Tax &
Notes Beceipt No Date GL Per
Rdz-1 03/07/2000
| Date
'— Company H Info Verify —
Enter the following information:
Field Description
Receipt No Enter the Receipt number.
Date The current system date defaultsin here. You may changeit.
GL Period The current system GL period defaults here. You may changeit.
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Receive Goods & Invoices Header Information Screen With Invoice Number Window

OSAS TOO1
Settings Edit Print Help

Receiwve Goods & Inwvoices
Header Information
Purchase Order No 00000043 Date 0370772000 Status Inv Rovd
Loc ID MHNOOO01 MINNEAFOLIS WAREHOUSE
Vendor ID TIMOO1 Ship-to ID: MDOOOL
TIMBERLAND WINDOWS, INC Baltimore Warehouse
12035 W. 128TH 5T 3117 Sumter Road
Baltimore, MD 23549 us
PORTLAND OF §7588-4566
Terms Code APOOO4 Type Reg FOE
Terms Desc 2/10,n/30
Terms % 2.0 Days 10 Net Days 30 Ship Via PATRIOT ROADWAYS
Tax
Hotes Invoice No
142-1 03/07/2000 W
Date
1
'— Company H Info Verify —

Enter the following information:

Field

Invoice No
Date

GL Period

3-78

Description
Enter the Invoice number.
The current system date defaultsin here. You may changeit.

The current system GL period defaults here. You may changeit.
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Receive Goods & Invoices Receive Lotted Goods Entry Window

¥l osas ToD1

Settings Edit Print Help
Receive Goods & Invoices
Vendor ID TIMOO1l TIMEERLAND WINDOWS, INC Loc ID Order No 00000045
Shi————— Receiwve Lotted Goods Entry ————— cwd
—r—| Receipt Nuwher R4zZ-1 Date 03/07/2000 GL Period 03 —
L| Item ID S11003 Oty Drdered 10.0000
I
I Lot Number/Comment Oty Ordered Qty Received Unit Cost
5 &
st
a g0
T
E
t
C oo
P (000001 of 0O0O0000) oo
— Total .oooo 13.9800 (—
— Or Ext Cost . 0ooo
tal
Enter = edit, Append, Done .74
Verifying. ..
— Company H Verify —

If the Items you are receiving / invoicing are lotted goods, the Receive L otted Goods Entry

Window will appear. Enter the ot number(s) for the items received.

Receive Goods & Invoices Receive Serialized Goods Entry Window

&l 0sAS TOD1

Settings  Edit Print Help
Receive Goods & Invoices
Wendor ID  TIMOO1 TIMBERLAND WINDOWS, INC Loc ID Order No 00000045
S8hi——————————————— Receiwve Lotted Goods Entry —————owid
—r—| Receipt Number R42-1 Date 0370772000 GL Period 03 —
L| Item ID 511003 0ty Ordered 10,0000
I
D Lot Number/Coument Oty Ordered 0ty Received Tnit Cost
G| z RDW42-554-33 . 0oon 1.0000 13.9300
QUIET CYCLE
st
[u] a0
T
B
t
C an
P (000001 of 000001 i}
— Total 1.0000 13.95800 (—
— Or Ext Cost 13.9800
tal
Enter = edit, append, Done .74
'— Company H Verify —

If the Items you are receiving / invoicing are serialized goods, the Receive Serialized Goods Entry

Window will appear. Enter the serial number(s) for the items received.
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Editing Orders

Enter Orders Transaction Type Menu Screen

i OSAS TOD1
Settings  Edit Print Help
Enter Orders
Header Information
Turchase Order No Date 03/07/2000 Status Inv Rowd
Loc ID  MNOOODL
Transaction Type
Vendor ID
1. Enter New Orders
Z. Enter Goods Receiwved Orders
3. Enter Goods Received/Invoiced Orders
4. Edit Orders
5. Receive Goods
Terms Code Ty¥pe 6. apply Invoices
Terms Desc 7. Receive Goods and Invoices
Terms % .0 Days HNet Day B
Tax Group
Hotes
Requested Ship Date
'— Company H Verify —

Select Edit Ordersfrom the Transaction Type menu in Daily Work to change header information,
line items, unposted receipt records or unposted invoice records.

Edit Orders Header Information Screen

¥l 0SAS TODL
Settings  Edit Print Help

Edit Orders
Header Information
Purchase Order No 00000041 Date 03/07/2000 Gtatus Inv Rowd

Loc ID HMNOOOL  MINNEAPOLIS WAREHOUSE

Vendor ID CLEOOL Ship-to ID: MNOOOL
CLEVELAND INTERIORSZ, INC. Minneapolis Warehouse
4662 SE MATN 453 Lake Drive
Minneapolis, MW 55455 s
CLEVELAND OH 54566-5789
Terms Code Type Reg FOE

Terms Desc 2/10,n/30

Terms % 2.0 Days 10 HNet Days 30 Ship Via JONES EXP TRUCEING
Tax Group Ci Ordered By John

HNotes Received By

Requested Ship Date 03/10/Z000

'— Company H Info — Maint — Ingquiry ———————— Werify —

You can not change the order status, vendor ID or location ID on the header screen, or the item
number on the line item screen.
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Edit Orders Line-ltem Scrolling Screen

¥l 0SAS TOD1
Settings  Edit Print Help

Edit Orders
Vendor ID CLEOO] CLEVELAND INTERIORS, INC. Loc ID Order No 00000041
Ship-to I MNOOO1l Minneapolis Warehouse MHNOOOL Status Inwv Rowd
Item ID Quantities Units Thit Cost
Description Ord/Rcv/Inv Status Extended Cost
Last Invoice
= loo 30.0000 PEG 343. 5500
Electrical Package 20.0000 OPEN 10306, 50
20,0000 343. 5500
150 20.0000 PEG 907. 5300
Plumbhing Package 10.0000 OPEN 15150.60
10,0000 907, 5300
450 10.0000 E& 161.1400
Slide by Window 24" x 40" 10.0000 OPEN 1611.40
10,0000 161.1400
Entry (001 of 003)
— Order Totals (Memo)
Subtotal Falez Tax Freight/Misc Disc/Prepaid Total
30065, 50 1504.11 .00 oo 31872.61
.00 oo
Enter=edit, Row gdssinw, Append, Header, Totals, View, Online, Next tran

'— Company H Info Verify —

Note I

The options on the active command bar will be determined by the status of the order being edited. If
you edit an order with a status of Goods Received, Receive Goods will display as an option. An
order with a status of Invoice Received will display Receive Goods and Invoices as an option.

These commands are the same as those used in the Receive Goods, Apply Invoices, and Receive

Goods and Invoices functions.
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Edit Orders Screen With Receive Goods (New) Window

¥l osas ToD1
Settings Edit Print Help

Edit Orders

Vendor ID CLEOOL CLEVELAND INTERIOES, INC. Loc ID Order No 00000041
Ship-to ID MNOOO1l Minneapolis Warehouse MHOO0l  Status Inw Rowd
—r——————— Receive Goods & Invoices —————— Entry 001 —

Line Status OFPEN Tax Class 03 Job/Phase ID
Item ID 100 Cost Code
Desc Electrical Package GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Requested Ship Date 03/10/2000
Goods Qty Units Invoice Qty Tnit Cost Ext Cost
Ordered 30.0000 PEG 343.5500 10306. 50
Total Recd 20.0000 Z0. 0000
Eal Due 10. 0000 10.0000
Invd Ext Cost
Current 20.0000 Z0. 0000 G6871.00
Receiwve Goods (Edit)
'—| Receipt No Date Period Quantity Unit Cost Ext Cost |—
o| ri-111  EYNEFENDE o3 20,0000 343, 5500 6871.00 |—
1
30068. 50 1504.11 .oo .oo 31872.61
.oo .on
'— Company H Detl Verify —

You can add areceipt, or edit an unposted receipt, for an order with a status of Goods Received or
I nvoice Received.

A posted receipt may not be edited. If areceipt isposted, you must enter areturn to reverse the
transaction.

Enter the following information:

Field Description

Receipt No Enter the number, of the receipt, to be edited.

If thisisthe first receipt that you have entered for this order in this data entry
session, the receipt number defaults to blank. You may leave it blank.

If you previously entered areceipt for thisline item with a blank receipt number
(Edit) appearsin thetitle of the Receive Goods window, otherwise (New) appears
with ablank receipt number

If you have entered areceipt for another lineitem in this session, the last receipt
number that you specified defaults in the receipt number field.

If you enter the number of an unposted receipt, (Edit) replaces (New) in thetitle of
the Receive Goods window.
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Edit Orders Screen With Receive Goods (Edit) Window

& osas ToD1
Settings Edit Print Help

Edit Orders

Vendor ID CLEODL CLEVELAND INTERIORS, INC. Loc ID Order No 00000041
Ship-to ID MNOOOL Minneapolis Warehouse MHNOOO1l Status Inwv Reowd
—r—————— EReceiwve Goods & Invoices ——————  Entry 001 —

Line Status OPEN Tax Class 03 Job/Phase ID
Item ID 100 Cost Code
Desc Electrical Package GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Recuested 3hip Date 03/10/2000
Goods Qty Units Inwvoice Qv Unit Cost Ext Cost
Ordered 30.0000 PEG 343. 5500 10306. 50
Total Recd Z0.0000 Z0.0000
Bal Due 10.0000 10.0000
Invd Ext Cost
Current Z0.0000 Z0.0000 G6871.00
Receive Goods (New |
'—| Receipt No Date Period Quantity Unit Cost Ext Cost [—
— 0 03/07/2000 03 10. 0000 343.5500 3435.50 |—
1
30068. 50 1504.11 .oo .oo 3187Z.61
.oo .oo
'— Company H Detl Inouiry Verify —

Enter the following information:

Field Description

Date You may change the date of an unposted receipt.

GL Period You may change the GL period of an unposted receipt.
Quantity You may change the quantity of an unposted receipt.

You must be working with the original receipt number to reduce the quantity
received.

If the order is Invoice Received, you will have to reduce the amount invoiced, before
you may reduce the quantity received (below the amount previously invoiced).

Receipt records disappear if you change the quantity received to zero.
You can’t enter a negative quantity on areceipt record
Cost You can not enter areceipt cost, other than the one that was entered on the first

receipt, for thislineitem.

After you press R (Receive Goods or Receive Goods and Invoices) use the Detail (Shift F2)
Command to view receipts detail information for thislineitem. Thisinformation will help to
determine whether line item information is posted or unposted.

Posted receipts can not be changed. If areceipt is posted, you must enter areturn to reverse the
transaction.
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Receipt Detail Information Window

Settings Edit Print Help

Edit Orders

Wendor ID CLEOOL CLEVELAND INTERIORS, INC. Loc ID Order No 00000041
Ship-to ID MNOOO1l Minneapolis Warehouse MHOO0l  Status Inw Rowd
Item ID Quantities Units Unit Cost
Description Ord/Rcv/Inv Status Extended Cost

Last Inwvoice
100 — PO Information Memu —— G 343.5500
r———————————— Receipt Detail Information
Purchase Order No 00000041 Entry No 001 Item ID 100
Post Receipt Date Quantity Unit Cost Ext Cost
Ho R1-111 03/07,/2000 20,0000 343, 5500 6571.00
No R1-11z 03/07,/2000 10,0000 343, 5500 3435. 50
F5 for New Entry No b

Check the Post column to verify which receipts have been posted. A Yesin the post column indicates
that this receipt has been posted. No indicates areceipt that has yet to be posted.

Edit Orders With Receive Goods (Edit) Window

Settings Edit Print Help

Edit Orders
Vendor ID CLEOOL CLEVELAND INTERIOES, INC.
Ship-to ID MNOOO1l Minneapolis Warehouse
—r—— Receive Goods & Invoices
Line Status OFEN Tax Class 03
Item ID 100 Co
Desc Electrical Package GL
GL Desc

Requested Ship Date 03/10/2000

Loc ID Order No 00000041
MHNOOOL  Status Inv Rcvd
Entry 001

Job/Phase ID

st Code
Account 104400
INVENTORY - FINISHED GOODS

Goods Qty Units Invoice Qty Tnit Cost Ext Cost
Ordered 30.0000 PEG 343. 5500 10306, 50
Total Recd 30.0000 30.0000
Eal Due .oooo .oooo
Invd Ext Cost
Current 30.0000 30.0000 10306, 50
Receiwve Goods (Edit)
'—| Receipt No Date Period Quantity Unit Cost Ext Cost |—
— 0 R1-112 03/07/2000 03 343. 5500 3435.50 [—
1
30068. 50 1504.11 .oo .oo 31872.61
.oo .on
— Company H Detl Verify —

The balance due defaults into the quantity field. You can enter a different quantity if you didn’t
receive the balance due on this shipment.
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Edit Orders Screen With Apply Invoice (Edit) Window

OSAS TO01
Settings Edit Frint

Help

Edit Orders

Vendor ID CLEOODL CLEVELAND INTERIORS, INC. Loc ID Order No 00000041
Ship-to ID MNOOOL Minneapolis Warehouse MHNOOO1l Status Inwv Reowd
[ Receive Goods & Invoices ——————— Entry 001 —

Line Status OPEN Tax Class 03 Job/Phase ID
Item ID 100 Cost Code
Desc Electrical Package GL Account 104400
GL Desc INVENTORY - FINISHED GOOD3
Rermested Ship Date 03/10/2000
Goods Oty Units Inwoice Oty Unit Cost Ext Cost
Ordered 30.0000 PEG 343. 5500 10306. 50
Total Recd 30.0000 30.0000
Eal Due .0oog .0ooo
Invd Ext Cost
Current 30.0000 30.0000 10306. 50
Apply Inwoice (Edit)
—| Imnwoice No Date Period Juantity Unit Cost Ext Cost |—
- o] 11-112 03,/07/2000 03 RN 343. 5500 3435.50 |—
1
30068. 50 1804.11 i) i) 315872.61
i) i)
'— Company H Detl Verify —

You can add an invoice or edit an unposted invoice for an order with a status of | nvoice Received.

You can’t edit a posted invoice. If an invoice is posted, you must enter areturn to reverse the

transaction.

Field Description

Invoice No If thisisthefirst invoice that you have entered for this order, in this data entry
session, the invoice number defaults to blank
If you have entered an invoice for another line item in this session, the last invoice
number that you specified defaults. (Edit) displaysin thetitle of the Apply Invoices
window
If you enter an invoice number that hasn’t been specified on this line item, (New)
replaces (Edit) in the title of the Apply Invoices window.

Date You may change the date of an unposted invoice

GL Period You may change the GL period of an unposted invoice

Quantity You may change the quantity of an unposted receipt.
You can not enter a negative quantity on an invoice record for an inventory item.

Cost You can edit the cost on an unposted invoice.

Note I

If you want to edit an invoice record but not a receipt record, you must press PgDn to save the
recei pt information. Then, you can edit the unposted invoice record.
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Edit Orders Screen With Invoice Detail Information Window

1SAS TOD1

ttings  E Print Help
Edit Orders
Vendor ID CLEOO] CLEVELAND INTERIOES, INC. Loc ID Order No 00000041
Ship-to I MNOOO1l Minneapolis Warehouse MHNOOOL Status Inwv Rowd
Item ID Quantities Units Thit Cost
Description Ord/Rcv/Inv Status Extended Cost
Last Inwvoice
100 — PO Information Memu —— G 343.5500
— Invoice Detail Information
Purchase Order No 00000041 Entry No 001 Item ID 100
Post Inwoice Date Quantity Unit Cost Ext Cost
No TI1-111 03/07/2000 20.0000 343. 5500 G6871.00
No TI1-112 03/07/2000 10. 0000 343. 5500 3435. 50
F5 for New Entry No b

Usethe Detail (Shift F2) Command to view invoice records that have been entered for thislineitem.

Theinvoice that was entered in the previous example remains unposted.

Edit Orders Line-ltem Scrolling Screen

Settings  Edit Print Help

Edit Orders

Vendor ID CLEODLl CLEVELAND INTERIORS, INC. Loc II' Order No 00000041
Ship-to ID MNOOO1l Minneapolis Warehouse MHNOOO1 Status Inv Rowd
Item ID Quantities Units Tnit Cost
Description Ord/RBcw/Inv Status Extended Cost

Last Invoice
100 30.0000 PEG 343.5500
Electrical Package 30.0000 OPEN 10306, 50
30.0000 343.5500
% 150 Z0.0000 PEG 907.5300
Plumbing Package Z0.0000 OPEN 18150.60
Z0.0000 907.5300
450 10.0000 Ei 161.1400
5lide by Window 24" = 40 10.0000 OPEN 1611.40
10.0000 161.1400
Entry (002 of 003)
— Order Totals (Memo)
Subtotal Sales Tax Freight/Misc Disc/Prepaid Total
30065, 50 1804.11 i) i) 31872.61
i) i)
Enter=edit, Rcv gdssinv, Append, Header, Totals, View, Online, Next tran

— Company H Info Verify —

The line item totals have been updated by the receipt and invoice records that were added.
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Editing Orders

In Purchase Order you can edit any order before it's posted. You can’t edit a posted invoice or
receipt; or enter areceipt cost other than the cost that was entered on the first receipt. If areceipt or
invoice has been posted in error, you must enter a return to reverse the transaction. The following
instructions provide several optionsto edit or delete ordersin several functions.

NEW AND PRINTED ORDERS
UNPOSTED AND POSTED

You can edit a new order when you are entering it or by selecting Edit Orders after it has been saved.

»  Todelete an order, press F3 on the header screen. The status changes to canceled, and the order
is cleared when you post.

 Toddetealineitem, press F3inthe line item scrolling area.

Note I

For anew or printed order with only one line item, you must delete the entire order from the
header screen.

»  Tocancel alineitem, change the status of the item from open to canceled or completed. When
all the other line items are canceled or completed, the order will be cleared when you post.

GOODS RECEIVED ORDERS
UNPOSTED

You can edit a goods received order when you are entering it or by selecting either Edit Ordersor
Received Goods.

»  To change the cost of received goods for aline item in the Enter Orders function, move the
cursor to the line-item you are working with and press Enter to Edit. Use the arrows keysto
toggle down and enter the correct cost.

*  You can delete, cancel or complete lineitemsif the received quantity is zero.

POSTED

e If you want to change the cost of received goods, if you return goods that you have not been
invoiced for, you must invoice the received quantity and enter areturned debit memo. Use the
Apply Invoice function to apply an invoice for that line item. Enter a returned debit memo for
those items and post transactions. The line item from the order is canceled and costs and
guantities in inventory are reversed. Then re-enter the order with the correct costs.
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INVOICE RECEIVED
UNPOSTED

You can edit an invoice received order when you entering it or by selecting Edit Orders, Apply
Invoices, or Receive Goods and I nvoices.

e Tochangetheinvoice costs for alineitem, press R in the line item scrolling area. Press PgDn

past the receipt record and the invoice record is displayed. You can then change the quantity and
cost.

Note I

Thetotal quantity invoiced cannot be greater than the total quantity received.

POSTED

»  If you have entered an invoice with an incorrect cost, you must enter a returned debit memo to
reverse the original order. Then reenter the order with the correct cost.

*  You can change the line status to completed if the quantity invoiced is equal to the quantity
received.
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Purchase Order Daily Work Menu

000 - OPEN SYSTEN
File Tools Favorites Other Help

)&+ (12| 5 2 5

[~ Date and Time: Data Set
03/01 /2000 1 Live Data
423 FM 1 Sample Data

ccounting Software

lal

[ Builders Supply

—hain Menu
Accouns Payatls

Purchaze Order

Information Inquiry

Daity Work
Enter Orders

Pocounts Receiuatle

Daily Wiarke

Enter Retums [%

Bills of Materials/Kitting

hiterial Requisitions

Generate Orders

Bank Reconciliation

MWanagement Reports

Purchase Requisition Report

General Ledger

History Reports

Copy Recuring Drders

GEMERAL Repart Wiiter

Fay Invoices

Print Ordars

Purchase Order

Resource hnager

Sales Order

—

Invertory File Maintenance Open Order Report
Job Cost Mlaster File Lists Scheduled Delivery Report/Aliorksheet
Payroll Purchases Joumal

Retums Jourmal

Receipts and Invoices Report

Arorual verification Report

Goads Mot Recaived Report

Daily Sales Tax Report

Post Transactions

|OPEN SYSTEMS® Accounting Software

Use the functions on the Enter Returns Transaction Type menu to record the return of goodsto a
vendor and to make miscellaneous debit entries.
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Entering Goods Returned

Enter Returns Transaction Type Menu Screen
1 0sAS TOD1

Settings  Edit Print Help

Enter Returns
Header Information
Date 03/07/2000

Return No Gtatus Returned

Loc ID  HMHNOOOL

Transaction Type
Vendor ID

1. Goods Returned
Z. Goods Returned and Debited
3. Edit Returns
4. Apply Debit Memos
]

Terms Code Ty¥pe

Terms Desc

Terms % .0 Days Net Days Ship Via

Tax Group FEeturned By
HNotes Shipped By
'— Company H Verify —

Select the type of transaction you want to work with:
1. Usethe Goods Returned function to record just the return of goods.

2. Usethe Goods Returned and Debited function to record the return of goods and to apply debit
memos to them, or to reverse invoices that have been posted incorrectly

3. The Edit Returnsfunction is available to edit returns previousy made.

4. Apply Debit Memos is used to apply credit to returns previously made.
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Enter Returns Header Information Screen

¥l osas ToD1
Settings Edit Print Help

Enter Returns
Header Information
Return No 00000046 Date 03/07/2000 Status Returned

Loc ID MHOOO0L MINNEAPOLIS WAREHOUSE

Vendor ID TIMOO1 Ship-to ID:
TIMEEELAND WINDOWS, INC
12035 W. 128TH ST

PORTLAND OR §78658-4566
Terms Code APOOO4L Type Reg FOE
Terms Desc 2/10,n/30
Terms % 2.0 Days 10 HNet Days 30 Ship Wia Jones Freight

Tax Group Ci Returned By John
Notes Shipped By

'— Company H Info Verify —

When you select Goods Retur ned, the header displays a status of returned .

If you elected to have the system generate your purchase order / return numbers, in the Optionstable,
the next return number will automatically be displayed, otherwise, enter your own return number.

Enter the rest of the information on the header.

Refer to the Enter Orders section, earlier in this manual, for a detailed description of the fields on the
header information screen.

Use the Proceed (PgDn) command to save the information and go to the line-item entry area.
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Enter Returns Screen With Append Line Window

Settings  Edit Print Help

&l 0sAS TOD1

Enter Returns

Vendor II' TIMOOL TIMEERLAND WINDOWS, INC Loc ID Ret No 00000046
Ship-to ID MMOOO1 Status Returned
— Append Line ————— Entry 001 —
Line 3tatus O0OFEN Tax Class 00 Job/Phase ID
Item 500 Serialized Cost Code
Desc Refrigerator - Black GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods Qty Units DM Quantity Tnit Cost Ext Cost
Returned N CENNEEEN E: 239. 6600 239,66
Total Ship .0ooo .0oog
EBal Due 1.0000 1.0000
Debit Memo Ext Cost
Current .oooo .oooo )
Posted .0ooo .0oog .00

[~ Return Totals (Memo)

Subtotal Falez Tax Freight/Misc Disc/Prepaid Total
.00 .00 .00 oo .o
.00 oo
Current on Order= L0000, Availahle= 4.0000
'— Company H Info Verify —

Entering areturned order is the opposite of entering a goods received order.

Refer to the Enter Orders section earlier in this manual for a detailed description of thefieldsin a
line-item entry area, except for the following:

Enter the quantity of goods returned. The system knows it is areturn from the status of the order, so
don't enter a negative value.

If Purchase Order isinterfaced with Inventory, (in Options and Interfaces) and this entry isfor
an inventory item, moving the cursor to the quantity field will display the current "on order" and
"available", for thisitem, on the bottom of the screen.

If Purchase Order isinterfaced with Inventory, and this entry isfor an inventory item, the on
hand and available quantities in the Inventory file are reduced by the quantity you entered.

If Purchase Order isinterfaced with Job Cost and you entered ajob ID, the quantity returned
does not reduce the inventory quantity on hand and available.

If Purchase Order isinterfaced with Inventory and the line entry is for an inventory item, the
last unit cost you paid for the item is displayed, regardless of your choice of costing methods.
You can changeit.

If theline entry isfor anoninventory item, enter the unit cost. The extended cost is calculated
and displayed. If you change it, the unit cost is recal cul ated.

Theline entry screen also displays quantity shipped and debited information, both current and posted,
and debit memo cost information. You cannot change thesefields. They are updated when you enter
and post returns.
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Enter Returns Append Window With RA Authorization

¥l osas ToD1
Settings  Edit

Frint

Help

Enter Returns

Ship-to ID

Vendor ID TIMOOl TIMBERLAND WINDOWS, INC

Item 500

GL Desc

Line Status

Append Line
OFEN Tax Class 00
Serialized

Desc Refrigerator - Black

Loc ID Ret No 00000046
MNoool Status Returned
Entry 001 —
Job/Phase ID
Cost Code
GL Account 104400

INVENTORY - FINISHED GOODS

Goods Qty Units DM Quantity Tnit Cost Ext Cost
Returned 1.0000 E& Z39.6600 239.66
Total Ship .0ooo .0oog
Eal Due .oooo 1.0000
Debit Memo Ext Cost
Current . 0ooo . Qooo .00
Posted .0ooo .0oog .00
— Return Authorization
— R Date GL Pd
03/07/2000 03 t/Misc Disc/Prepaid Total
.oo .oo )
.oo .on
— Company H Info Verify —

If you set up the QRxxx table to stop at the RA #, Date or GL Pd. fields, the Return Authorization
window is displayed; otherwise, it is skipped. If it isskipped, you can use the up arrow to display it.

Enter the following information:

Field

RA No
Date

GL Period

Description

Return Authorization number, given to you by the vendor.

Date the return was authorized.

GL Period to post
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RETURNING A SERIALIZED ITEM

Return Serialized Goods Entry Window

il osAs TOD1
Settings Edit Print Help
Enter Returns
Vendor I EOROOL BORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Shi———— Return S&erialized Goods Entry —————— d IM
—r—| Return Mumber 46-341 Date 03/07/2000 GL Period 03 —
L| Item ID 210002 0ty Returned 1.0000
I
I Serial Number/Comment Oty Shipped Unit Cost
G| 2 g
st
E 47
T
E
st
C ag
P (000001 of 000000) ag
— Total .oooo .oooo |[——
— BRe Ext Cost . Qooo
al
Enter = edit, ippend, Done 95
'— Company H Verify —

If you arereturning a Serialized Item, the Return Serialized Goods Entry Window is displayed.
Enter the serial numbers being returned.

Return Serialized Goods Entry Window With Serial Number Lookup Window

2l OSAS TOD1
Settings  Edit Print Help
Enter Returns
Serial Number Lookup
Serial Number Item ID Loc ID Stat
< begin > ——
LTQ61310684 00 MHOOOL &
> LTQ6141084 00 MHOOOL &
LTOS5151064 [00 MHNOOOL &
LTQ64010584 00 MHOOOL 5
LTQ64110584 00 MHOOOL 5
R 11
T
E
st
C an
P (000001 of 0O00000) oo
Total .0ooo .gooo |——
— Re Ext Cost .oooo
al
oo
'— Company H Inquiry Verify —

You may use the I nquiry (F2) command to bring up the Serial Number L ookup Window to select the
serial number from the list.
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Enter Returns Screen With Return Serialized Goods Entry Window

OSAS TOO1
Settings Edit Print Help

Enter Returns
Vendor II' TIMOOL TIMEERLAND WINDOWS, INC Loc ID Ret No 00000046
Shi———— Return S&erialized Goods Entry —————d
—r—| Return Number 46-541 Date 03/07/2000 GL Period 03 —1
L| Item ID 200 Oty Feturned 1.0000
I
I Serial Number/Comment Oty Shipped Unit Cost
G LTQG131054 1.0000 £239.65600 (3
Dent in Door
LTQ6141054 1.0000 239.6600 (st
R Wrong Color 66
T
B
st
I oo
P (000001 of QOOOOL) oo
— Total 1.0000 239.6600 (—
— BRe Ext Cost 239.6600
al
ag
'— Company H Verify —

You may enter comments in the comment field, to record the information on the returned items.

After you enter Done, you are returned to the line-item screen, to enter the next line item.

The quantity of serial numbers entered into the Return Serialized Goods Entry Window, will update

the Returned / Shipped numbers, on the line item screen.
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RETURNING A LOTTED ITEM

Enter Returns Screen With Append Line and Return Authorization Windows

¥l osas ToD1

Settings Edit Print Help
Enter Returns
Vendor II' TIMOOL TIMEERLAND WINDOWS, INC Loc ID Ret No 00000046
Ship-to ID MwoooLl Status Returned
— Append Line Entry 002 —
Line Status OFPEN Tax Class 00 Job/Phase ID
Item S0000L Lotted Cost Code
Desc Wallpaper - Contemporary GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods Qty Units DM Quantity Tnit Cost Ext Cost
Returned 5.0000 ROLL 1.7600 1.76
Total Ship .0ooo .0oog
Eal Due .oooo 5.0000
Debit Memo Ext Cost
Current . 0ooo . Qooo .00
Posted .0ooo .0oog .00
— Return Authorization
— E| Ri No Date GL Pd
F52l 03/07/2000 m t/Misc  Disc/Prepaid Total
.oo .oo )
.oo .on
— Company H Info Verify —

The Goods Returns function may also be used for the return of lotted items. You may use RA
numbers for the return of lotted items.

Enter Returns With Return Lotted Goods Entry Window

2l 0sAS TODL
Settings  Edit Print Help
Enter Returns
Vendor II' TIMOOL TIMEERLAND WINDOWS, INC Loc ID Ret No 00000046
Shi—————————————— BReturn Lotted Goods Entry d
—r—| Return Number F5&l Date 03/07/2000 GL Period 03 1
L| Item ID S0000L1 0ty Returned 5.0000
I
D Lot Number/Coument Oty Feturned 0Oty Shipped Tnit Cost
[ g
st
R 76
T
E
st
C an
P (000001 of 0O00000) oo
— Total .0ooo .gooo |——
— Re Ext Cost .oooo
al
Enter = edit, append, Done an
'— Company H Verify —

If you arereturning alotted item, the Return Lotted Goods Entry Window is displayed. Enter the lot
number being returned. You may use the Inquiry (F2) command to bring up the Lot Number Lookup
Window to select the ot number from the list.

A Return Lotted Goods Entry may contain entries for multiple lots, for the same item.
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Enter Returns Screen With Return Lotted Goods Entry Window

#l osas Tool
Settings Edit Print Help

Enter Returns

Vendor II' TIMOOL TIMEERLAND WINDOWS, INC Loc ID Ret No 00000046
Shi———— Return Lotted Goods Entry ———— d
—r—| Return Number F521 Date 0370772000 GL Period 03 —
L| Item ID 800001 0ty Returned 5.0000
I
I Lot Number/Comment 0ty Returned Oty Shipped Unit Cost
G 27400714 .oooo 5.0000 1.7600 (3
st
R 76
T
E
st
C oo
r (000001 of OO000O00) an
— Total .0ooo .gooo |——
— Re Ext Cost . 0ooo
al
oo
'— Company H Verify —

You may enter comments in the comment field, to record the information on the returned items.

After you enter Done, you are returned to the line-item screen, to enter the next line item. The
number of items entered into the Return lotted Goods Entry Window for the amount shipped, will
update the Returned / Shipped numbers, of the line item screen.
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Entering Goods Returned And Debited

Enter Returns Transactions Type Menu With Goods Returned and Debited Selected

&l 0sAS TOD1

Settings  Edit Print Help
Enter Returns
Header Information
Return No Date 03/07/2000 Status Returned
Loc ID MHOO01
Transaction Type —
Vendor ID
1. Goods Returned
Z. Goods Returned and Debited
3. Edit Returns
4. apply Debit Memos
B
Terms Code Type
Terms Desc
Terms % .0 Days Net Days Ship Via
Tax Group FEeturned By
Hotes Shipped By
'— Company H Verify —

Use the Goods Returned and Debited function to record the return of goods and to apply debit
memos to them, or to reverse invoices that have been posted incorrectly

Enter Returns Screen With Append Line Window

&l 0sAS TOD1

Settings  Edit Print Help
Enter Returns
Wendor ID BORDOL EORIS CONSTRUCTION COMPANY Loc ID  Ret No 00000043
Ship-to ID MMOOO1 Status Returned DM
— Append Line Entry 001 —
Line 3tatus O0OFEN Tax Class 03 Job/Phase ID
Item 150 Cost Code
Desc Plumbing FPackage GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods Qty Units DM Quantity Tnit Cost Ext Cost
Returned 1.0000 PEG 907. 5300 907.53
Total 3hip 1.0000 . 0ooa
Bal Due . 0oon 1.0000
Debit Memo Ext Cost
Current .oooo .oooo an
Posted . 0oon . 0ooa .o
— Return Totals (Memo)
Subtotal Falez Tax Freight/Misc Disc/Prepaid Total
.00 .00 .00 oo .o
.00 oo

’7 Verification

Press <Pgln> to proceed

Enter the Item information in the same way as in the Goods Retur ned function above.
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Enter Returns Screen With Append Line and Returns Authorization Windows

2“2l osas Tool
Settings Edit Print Help

Enter Returns

Vendor I EBOROOL EORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Ship-to ID MwoooLl Status Returned DM
— Append Line ————— Entry 001 —

Line Status OFPEN Tax Class 03 Job/Phase ID
Item 150 Cost Code
Desc Plumbing Package GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods Qty Units DM Quantity Tnit Cost Ext Cost
Returned 1.0000 PEG 907.5300 907.53
Total Ship 1.0000 .0oog
Eal Due .oooo 1.0000
Debit Memo Ext Cost
Current . 0ooo . Qooo .00
Posted .0ooo .0oog .00
— Return Authorization
— E| Ri No Date GL Pd
46-541 03/07/2000 m t/Misc  Disc/Prepaid Total
.oo .oo )
.oo .on
— Company H Info Verify —

If you set up the QRxxx table to stop at the RA #, Date or GL Pd. fields, the Return Authorization
window is displayed; otherwise, it is skipped. If it isskipped, you can use the up arrow to display it.

Enter the following information:

Field Description
RA No Return Authorization number, given to you by the vendor.
Date Date the return was authorized.

GL Period GL Period to post the return.
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Enter Returns Screen With Append Line and Apply Debit Memo (New) Windows

¥l 0sAs ToD1
Settings  Edit Print Help

Enter Feturns

Vendor ID BOROOL BORIS CONSTRUCTION COMPANT Loc ID Ret No 00000049
Ship-to ID MHOO001 Status Returned DM
— Append Line Entry 001
Line Status OPEN Tax Class 03 Job/Phase ID
Item 150 Cost Code
Desc Plumbing Package GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods 0ty Units DM Quantity Unit Cost Ext Cost
Returned 1.0000 PEG 907.5300 907.53
Total Ship 1.0000 1.0000
Eal Due .0ooo .0ooo
Debit Memo Ext Cost
Current . 0ooo . 0ooo ]
Apply Debit Memo (New |
—| Memo No Date Period Juantity Unit Cost Ext Cost |—
— B[ 45264 03/07/2000 03 1.0000 907.5300 907.53
i) i) i) i) i)
i) i)

Verification
[_ Press <PgDn> to proceed

If you are using the Goods Retur ned and Debited function, the Apply Debit Memo (New) window
is displayed after you enter the returned goods information. It isthe opposite of applying an invoice

to agoods received order.

Enter the following information:

Field

Memo No

Date/ GL period

Description

Enter the Debit Memo number. The Inquiry (F2) command is available to select an
invoice number from alist.

Press Enter to accept the displayed date, or changeit if thisisthefirst entry for the
memo.

If you have worked with the memo number before, you can change the date on the
Debit Memo Totals screen.

Quantity Enter the quantity you are applying the debit memo to.
Unit Cost The unit cost you entered for the line item is displayed.
Press Enter to accept it, or enter the unit cost the vendor gave you credit for.
Ext Cost The extended cost is calculated. If the Extended Cost is entered the Unit Cost will

be calculated.

Use the Proceed (PgDn) command to save the information.

If you previously entered adebit memo for thislineitem and memo number, (Edit) appearsin thetitle

of the Apply Debit Memo Window; otherwise, (New) appears.
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RETURNING AND DEBITING A SERIALIZED ITEM

Enter Returns Screen With Append Line and Return Authorization Windows

Settings Edit Print Help

Enter Returns

Vendor I EBOROOL EORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Ship-to ID MwoooLl Status Returned DM
— Append Line Entry 002 —

Line Status OFPEN Tax Class 00 Job/Phase ID
Item 910002 Serialized Cost Code
Deac Dishwasher - White GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods Qty Units DM Quantity Tnit Cost Ext Cost
Returned 1.0000 E& Z91.4700 291.47
Total Ship .0ooo .0oog
Eal Due .oooo 1.0000
Debit Memo Ext Cost
Current . 0ooo . Qooo .00
Posted .0ooo .0oog .00
— Return Authorization
— R Date GL Pd
03/07/2000 03 t/Misc Disc/Prepaid Total
.oo .oo 961.98
.oo .on
— Company H Info Verify —

The Goods Returned And Debited function can be used with serialized items.

Return Serialized Goods Entry Window

& osAs TO01
Settings Edit Print Help
Enter Returns
Vendor I EBOROOL EORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Shi——————— Return &erialized Goods Entry ————  d IM
—r—| Return Mumber 46-341 Date 03/07/2000 GL Period 03 —
L| Item ID 210002 0ty Returned 1.0000
I
I Serial Number/Comment 0ty Shipped Unit Cost
Gl 2 g
st
R a7
T
E
st
C oo
P (000001 of 0O0O0000) oo
— Total .oooo .gooo | ——
— Re Ext Cost . 0ooo
al
Enter = edit, Append, Done 98
— Company H Verify —

If you arereturning a Serialized Item, the Return Serialized Goods Entry Window is displayed.

Enter the serial numbers being returned.
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Return Serialized Goods Entry Window with Serial Number Lookup

2l OSAS TOD1
Settings Edit Print Help
Enter Returns
Serial Number Lookup
Serial Number Item ID Loc ID Stat DM
< begin > ——
> DAWE482101 810002 MHOOOL A&
DEWE452102 910002 MHOOOL &
DEWE452103 910002 MHOOOL &
DEWE452104 910002 MHOOOL &
DEWE432105 olo00z MHOOOL A&
E 47
T
E
st
C ag
P (000001 of 000000) ag
Total .oooo .oooo |[——
— BRe Ext Cost . Qooo
al
95
'— Company H Inouiry Verify —

You may use the Inquiry (F2) command to bring up the Serial Number Lookup Window to select the

serial number from thelist.

Return Serialized Goods Entry Window

&} 0SAS TODL
Settings  Edit Print Help
Enter Returns
Wendor ID EBORDOL BORIS CONSTRUCTION COMPANTY Loc ID  ERet No 00000049
Shi——————————————— Beturn Serialized Goods Entry d DM
—r—| Return Humber d46-541 Date 03/07/2000 GL Period 03 —
L{ Item ID 910002 0ty Returned 1.0000
I
il Serial Number/Comment Oty Shipped Tnit Cost
[E] DEWE452101 1.0000 2591.4700 |3
st
R 47
T
B
st
i oo
P (000001 of 000000 oo
— Total . 0ooa L0000 |——
— Re Ext Cost .oooo
al
95
'— Company H Verify —

The unit cost may be changed for the serial number selected. You may enter commentsin the
comment field, to record the information on the returned items.
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Return Serialized Goods Entry Window

O8AS TOD1
Settings Edit Print Help

Enter Returns
Wendor ID BORDOL EORIS CONSTRUCTION COMPANY Loc ID  Ret No 00000043
Shi——————— Return &erialized Goods Entry ————  d IM
—r—| Return Mumber 46-341 Date 03/07/2000 GL Period 03 —
L| Item ID 210002 0ty Returned 1.0000
I
I Serial Number/Comment 0ty Shipped Unit Cost
G| z DEW6452101 1.0000 2591.4700 |3
Defective Pump
st
R 47
T
E
st
[ i}
P (000001 of 000001 i}
— Total l.0000 291.4700 (—
— Re Ext Cost 291.4700
al
Enter = edit, Append, Done 98
— Company H Verify —

When you have completed the serial number entry, enter Done.

The quantity of serial numbers entered into the Return Serialized Goods Entry Window, will update
the Returned / Shipped numbers, on the line item screen.
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Enter Returns With Append Line and Apply Debit Memo (New) Windows

¥l 0SAS TOD1
Settings  Edit Print Help

Enter Returns

Wendor ID EBORDOL BORIS CONSTRUCTION COMPANTY Loc ID  ERet No 00000049
Ship-to ID Moool Status Returned DM
— Append Line ——————  Entry 002 —

Line 3tatus OFEN Tax Class 00 Job/Phase ID
Item 910002 Serialized Cost Code
Desc Dishwasher - White GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods Oty Units DM Quantity Unit Cost Ext Cost
Returned 1.0000 E& 291.4700 291.47
Total 3hip .0ooo . 0oon
Bal Due .0ooo 1.0000
Debit Memo Ext Cost
Current -oooo .oooo .oo
Apply Debit Memo (New | .0ooo .00
—| HMemo No Date Period
— R| 45264 0370772000 03
ht/Misc Dizc/Prepaid Total
907,53 54.45 .00 .00 3951.98
.00 .00

¥erification
’7 Press <Pglr to proceed _‘

When the serial number entry is completed an Apply Debit Memo (New) box appears.

Field Description

Memo No Enter the Debit Memo number. The Inquiry (F2) command is available to select an
invoice number from alist.

Date/ GL period Press Enter to accept the displayed date, or changeit if thisisthe first entry for the
memo.

If you have worked with the memo number before, you can change the date on the
Debit Memo Totals screen.

Use the Proceed (PgDn) command to save the information
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Enter Returns Screen With Debit Serialized Goods Entry Window

DSAS TDOL
Settings  Edit Print Help

Shi

Db Memo Number 45264
Item ID 910002

Wendor ID EBORDOL BORIS CONSTRUCTION COMPANTY
———— Debit Serialized Goods Entry

Enter Returns
Loc ID

Date 03/07/2000
0ty Shipped 1

Fet No 00000049

. 0ooo

d DM

L
I
I Gerial Number/Comment
G| & DSWE452101

Defective Pump

=

m

(000001 of OOOOOL)

— R

Tag Db Memo
Ho

Average Cost
Extended Cost

Tnit Cost
2591.4700 |3

Enter = tagfuntag, Tag all, Untag all, Edit, Done

'— Company H

Verify —

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command

Enter =tag/untag

Action

to No in the tag column.

Position the cursor to the left of aserial number and press Enter, to toggle from Yes

By tagging aserial number you indicate that you are Applying a Debit Memoto this
item.

Tag all
Untag
Edit

Done

Purchase Order Training Manual

Press T to have all of the listed serialized items be marked as yes, in the tag column.
Press U to have all of the listed serialized items be marked as no in the tag column.
Press E to edit the unit cost or the comment field.

Press D to return to the line item screen, or use the Exit (F7) command.
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Enter Returns Screen With Debit Serialized Goods Entry Window

OSAS TOO1
Settings  Edit Print Help
Enter Returns
Wendor ID BORDOL EORIS CONSTRUCTION COMPANY Loc ID  Ret No 00000043
Shi—————————————— Debit Serialized Goods Entry d DM
—r—| Db Memo Number 45264 Date 03/07/2000 —
L| Item ID 910002 0ty Shipped 1.0000
I
el Serial Number/Comment Tag Ib Memo TUnit Cost
G| z DEW6452101 Tes 45264 2591.4700 |3
Defective Pump
st
R 47
T
B
st
C an
(oooool eof OOOODOLY  mme——meee e i}
— Average Cost 291.4700 (—
— R Extended Cost 291.47
al
Enter = tag/untay, Tag all, Untag all, Edit, Done a3
'— Company H Verify —

When a serial number istagged to Yesthe Unit Cost, Average Cost, and Extended Cost are
updated. The memo quantity will be updated by the number of serial numbers you tagged. Enter
Doneto be returned to the Line item scrolling screen.
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Enter Returns Line-ltem Scrolling Screen

¥l osas ToD1
Settings Edit Print Help

Enter Returns

Plumbhing Package

910002
Dishwasher - White

§11001

[

Vendor I EBOROOL EORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Ship-to ID MwoooLl Status Returned DM
Item ID Quantities Tnits Unit Cost
Description Ret/53hp/Im Status Extended Cost

Last Db Memo
150 o000 PEG 907. 5300

Paint - Iwvory - Enamel

.0000 OPEN 907.5300
. 0ooo Q07,5300
.0000 Ed 291.4700
UPEN 291.4700
.0ooo 291. 4700
. 0000 GAL 14. 4200
.Q000 OPEN 43. 2600

e =
o
o
o
=}

Entry (003 of 003)

— Return Totals (Memo)

Subtotal Salez Tax Freight/Misc Disc/Prepaid Total
1242. 26 67.584 .oo .oo 1310.10
.oo .on

Enter=edit, Debit memo, Append, Header, Totals, View, Online, Next tran

'— Company H

Info Verify —

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command

Enter = edit

Debit Memo

Append

Header
Totals
View lineitem

Online Debit Memo

Next Tran

Purchase Order Training Manual

Action

Press Enter to edit the line item the cursor islocated at. The lineitem box will be
displayed, and you can make changes.

Press D to go to the Debit Memo window, if you need make changes in the debit
memo information.(tag / untag a particular serial number)

Press A to add aline to the end of the Return.
You may also insert aline using the Ins key.

To deletealineitem use the Delete (F3) key , when the cursor is at the line-item you
want to delete. You can only delete an itemif it has a Debit M emo status of
zero.(You will need to use the Debit Memo function to change the status to zero.)

Press H to go back to the header screen to make changes there. .
Press T to verify the Return / Debit Memo totals. (See next page).
PressV to view thelineitem that is at the prompt. You can not changeit.

Press O to print an online Debit Memo (if selected in Resource Manager Options
and Interfaces)

Press N to return to the Transaction Type menu screen.
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Enter Returns Screen With Return or Debit Memo Totals? Prompt

¥l osas ToD1
Settings Edit Print Help

Enter Returns

Vendor I EBOROOL EORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Ship-to ID MwoooLl Status Returned DM
Item ID Quantities Tnits Unit Cost
Description Ret/53hp/Im Status Extended Cost
Last Db Memo
150 1.0000 PEG 907. 5300
Plumbing Package 1.0000 OPEN 907. 5300
1.0000 907. 5300
910002 1.0000 E& Z91.4700
Dishwasher - Thite 1.0000 OPEN Z91.4700
1.0000 291.4700
§11001 3.0000 GAL 14.4z00
Paint - Iwvory - Enamel 3.0000 OPEN 43. 2600

14,4200
Return or Debit Memo Totals? (R/D) .Lnt,ry (003 of 003)

— Return Totals (Memo

Subtotal Salez Tax Freight/Misc Disc/Prepaid Total
1242. 26 67.584 .oo .oo 1310.10
.oo .on

Enter=edit, Debit memo, Append, Header, Totals, View, Online, Next tran
'— Company H Info Verify —

If you select Totals (Press T), while working with a returned debit memo order from the command

bar you are prompted to choose to work with the Return totals or the Debit memo totals.

Press R to go to the Returns Totals Screen.
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Enter Returns Screen With Return Totals (Memo) Window

O8AS TOD1
Settings Edit Print Help
Enter Returns
Feturn Totals (Memo)
Return Current DH Posted DM Variance
Subtotal 1242, 26 1z242.26 .00 .00 (A
Freight NI .00 .00 .00
Misc o .00 .00 .00
Sales Tax 67.54 67.54 .00 .00
Total i) i) .00
Prepayment
Check No
Discount i) i) .00
Net 1310.10 1310.10 .00 .00
3.0000 14.4z00
Entry (003 of 003)
— Return Totals (Memo)
Subtotal Salez Tax Freight/Misc Disc/Prepaid Total
1242. 26 67.584 .oo .oo 1310.10
.oo .on
'— Company H Info Verify —

The return totals are for your reference and are not used by the system. The posted and unposted
amounts, that had debit memaos applied to them, and the difference between the unposted, and total
amounts you applied debit memos to, are displayed on the right side of the screen.

Field

Subtotal
Freight / Misc.

Tax Class

Sales Tax

Description

The subtotal of al thelineitemsis displayed.
Enter the freight and miscellaneous charges that the vendor must refund.

Enter the tax class you want to apply the charges to. The Inquiry (F2) command is
available to select a Tax Classfrom alist. Thisoption will appear only if you enter
an amount on the Freight / Misc. line(s).

Accept the displayed sales tax, which is based on the tax codes you assigned to the
line items, or enter adifferent salestax. |f you change the sales tax, a Sales Tax
Breakdown window appears.
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Enter Returns Screen With Sales Tax Breakdown (Memo) Window

OSAS TDO1
Settings  Edit Print Help

Enter Returns
Return Totals (Mewmo)

Return Current DM Posted DM Variance
Subtotal 1242.268 1242.268 .an .an
Freight .00 .an .an .an

Sales Tax Breakdown (Mewmo)

Tax Loc
Ci 57.54 67.54 .an .an
Taxt Adjus Tax Loc Claszs
Gales Tax 67.54 67.54 .an .an
Het 1310.10 | 1310.10 .an .an

3.0000 14.4z00
Entry (003 of 003)

[~ Return Totals (Memo)

Subtotal Salezs Tax Freight/Misc Disc/Prepaid Total
1242.26 67.84 gg gg 1310.10

L Company H Info Yerify —
Field Description
Tax Loc The vendor’stax group is displayed.
Tax Adjustment Accept the displayed sales tax adjustment, or enter a different amount.
Tax Loc Enter the tax location for the adjustment.
Class Accept the displayed tax class, or enter a different tax class

After entering the tax class for the adjustment, the cursor returns to the Returns Totals screen.
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Enter Returns Screen With Return Totals (Memo) Window

&l 0sAS TOD1
Settings  Edit Print Help

Enter Returns

— Return Totals (Memo)
Subtotal
1242.26

Return Totals (Mewmo)

Return Current DM Posted DM Variance
Subtotal 1242.268 1242.268 .an .00 |
Freighe  WENH 0o .00 0o
Misc 5 i) i) oo
Gales Tax 67.54 67.54 .an .an
Total oo .an oo
Prepayment
Check No
Discount .00 .00 .00
Het 1310.10 1310.10 .an .an

3.0000 14,4200

Entry (003 of 003)

Sales Tax
67.54 .00 oo

Total
1310.10

Freight/Misc Disc/Prepaid

] i)

'— Company H

Info Verify —

Field

Sales Tax
Total
Prepayment

Check No

Discount

Net

Description

The adjusted amount isdisplayed. If you made changes.
The return total is displayed.

If the vendor refunded part of the return, enter the amount.

If aprepayment was entered, enter the check number that was used, or press Enter if
paid in Cash, and CASH appears.

After entering a number (or cash), enter Yes or No at the prompt that appears, to

indicate whether or not to use the calculated discount.

If Y was entered at the Use Calculated Discount of n prompt, the calculated
discount is displayed;

If N was entered, .00 is displayed.

Accept the displayed discount, or enter the cash discount, (or enter the cash discount
received, when purchasing the items returned.)

The discount reduces the amount the vendor owes you.

The discount is based on your inclusion / exclusion selection in the DISCxxx table,
the amount the discount is calculated from, includes sales tax, freight charges, and
miscellaneous charges.

The balance due (return total minus the prepayment and discount) is displayed.

Save the information using the Proceed (PgDn) command and return to the Retur ns Screen.

If you select Totals (Press T), while working with a returned debit memo order from the command
bar you are prompted to choose to work with the Retur n totals or the Debit memo totals.

Press D to go to the Debit Memo Totals Screen.
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Enter Returns Screen With Memo# Window

&l 0sAS TOD1
Settings  Edit Print Help

Enter Returns

Wendor ID BORDOL EORIS CONSTRUCTION COMPANY Loc ID  Ret No 00000043
Ship-to ID MMOOO1 Status Returned DM
Item ID Quantities Units Tnit Cost
Description Ret/5hp/Im Status Extended Cost

Last Db Memo
150 0000 PEG 907, 5300

1.
1.
1.
1.
1.0000
1.
3.
3.

0oo0 OPEN Q07,5300
oooo Q07,5300
0000 E& 291. 4700
UPEN 291.4700
oooo 291.4700
0000 GAL 14. 4200
0000 OPEN 43. 2600

Plumhing Package

910002
Dishwasher - White

gl1001
Paint - Iwvory - Enamel

Entry (001 of 003)

[~ Return Totals (Memo)

Subtotal Falez Tax Freight/Misc Disc/Prepaid Total
1242.26 67.54 .00 oo 1310.10
.00 oo

Enter=edit, Debit memo, Append, Header, Totals, View, Online, Next tran

'— Company H Detl Inquiry Verify —

When you select Debit M emo Totals, you are prompted for the memo number if more than one
existsfor the return. Enter the memo number you want to work with, the Inquiry (F2) command is

available to select aMemo Number from alist.
The Debit Memo Total's screen appears.

You will need to run Debit Memo Totals Verifications before you

can exit this section.
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Enter Returns Screen With Debit Memo Totals Window

OSAS TOO1
Settings  Edit Print Help
Enter Returns
Vendor I EOROOL BORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Ship-t————— Debit Mewo Totals urned DM
Mewo No 45264 Date TEEDEFEUNE GL Per 03 10992 NO
Item it Cost
Desc Current Class Pozted Total DM (ed Cost
Taxahle 1242.26 i) 1242.26 |Db Memo
150 Nontaxahle ] i) .00 |07.5300
Plum| Subtotal 1242.26 .oo 1242.26 (07.5300
07.5300
9100( Freight ] ag oo | S1.4700
Dish| Misc ] ag .00 |81.4700
Sales Tax 67,584 .oo 67.84 (91.4700
§110( Total 1310.10 i) 1310.10 |14.4200
Pain 43. 2600
Prepayment .00 Check No 14.4z200
Digcount .00 Check Date 03/07/2000 of 003)
— Retur
5| Net Return 1310.10 Total
310.10
.oo .oo
'— Company H Info Verify —

Enter the following information:

Field

Date

GL Period

1099?

Freight

Misc.

Tax Class

Sales Tax

Total

Prepayment

Check No

Check Date

Purchase Order Training Manual

Description

The current date defaultsin, it can be changed.
The current GL Period defaultsin, it can be changed

If the vendor is not set up to receive a 1099 form, NO is displayed, you can not
changeit. If thevendor is set up to receive a1099 form, YES is displayed and you
can changeit.

You can add freight charges for the debit memo.
You can add miscellaneous charges for the debit memo.

Enter the tax class you want to apply the chargesto. The Inquiry (F2) command is
availableto select a Tax Classfrom alist. This option will appear only if you enter
an amount on the Freight / Misc. line(s).

The sales tax is displayed, based on the tax codes assigned to the line item. Accept
it, or enter adifferent one. If the current sales tax is changed, the Sales Tax
Breakdown (Memo) Window appears. (See Return Totals description of Sales Tax
Breakdown (Memo) Window.)

The total (unposted) of the debit memo is displayed.
If the vendor refunded part of the return, enter the amount.

If aprepayment was entered, enter the check number that was used, or press Enter if
paid in Cash, and CASH appears.

After entering a number (or cash), enter Yes or No at the prompt that appears, to
indicate whether or not to use the cal culated discount.

Enter the date of the prepayment, or press Enter if no date applies.
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Enter Returns Screen With Debit Memo Totals Window

i 0sAS TOD1
Settings  Edit Print Help

Vendor
Ship-t

Iten
Desc

150
Plum

9100
Dish

allno
Pain

— Retur

Memo No 45264

Taxable
Nontaxable
Subtotal

Freight
Hisc
Sales Tax
Total

Prepayment
Discount

Net Return

Enter Returns
II' EOROOL BORIS CONSTRUCTION COMPANY

Debit Memo Totals

Date

Current Class

1242.26
]
1242, 26

67,864
1310.10

1310.10

Check HNo

Loc ID Fet No 00000049

GL Per 03 105992 NO

Pozted Total
.oo 1242,
i) o
i) 124z,
.oo
i)

i) 67.
i) 1310,

Check Date 03/07/2000

]

]

urned DM

it Cost
ed Cost

'— Company H

Info

Verify —

Enter the following information:

Field

Discount

Net Return

Description

If Y was entered at the Use Calculated Discount of n prompt, the calculated
discount is displayed;

If N was entered, .00 is displayed.

Accept the displayed discount, or enter the cash discount, (or enter the cash discount
received, when purchasing the items returned.)

The discount reduces the amount the vendor owes you.

The discount is based on your inclusion / exclusion selection in the DISCxxxx table,
the amount the discount is calculated from, includes sales tax, freight charges, and
miscellaneous charges.

Tota amount that the vendor is refunding (total minus prepayment and discount).

The amounts in the Posted and Total DM columns are displayed for your information. They are

updated when you post returns.

If you applied another debit memo to the return, the totals information for that debit memo is
displayed when the debit memo total is saved. Enter totals information for each debit memo applied
to the return

When the totals information is saved, you are returned to the line-item scrolling screen.
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Enter Returns Line-ltem Scrolling Screen

i OSAS TOO1
Settings  Edit Print Help

Enter Returns

Wendor ID EBORDOL BORIS CONSTRUCTION COMPANTY Loc ID  ERet No 00000049
Ship-to ID Moool Status Returned DM
Iten ID (Quantities Units Tnit Cost
Description Ret/5hp/Im Status Extended Cost

Last Db Memo
150 L0000 PEG 907. 5300

.0000 OPEN 907. 5300
aoog 907. 5300
.0000 E& 291.4700
OPEN 291.4700
.0oog 291.4700
0000 GAL 14. 4200
.0000 OPEM 43, 2600
.0oog 14. 4200

Entry (003 of 003)

Plumbhing Package

aloooz
Dishwasher - White

al1001
Paint - Iwvory - Enamel

k'
oW W e
=]
=
=]
=]

[~ Return Totals (Memo)

Subtotal Fales Tax Freight/Misc Dizc/Prepaid Total
1242.268 67.54 .00 .00 1310.10
.00 .00

Enter=edit, Debit memo, Append, Header, Totals, Wiew, Online, Next tran
'— Company H Info Verify —

When Info isdisplayed at the bottom of the screen, you can use the Information (Shift F2) command,

to access the Purchase Order |nformation windows

Enter Returns Screen With PO Information Menu

Frint Help

Enter Returns
Vendor I EBOROOL EORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049

Ship-to ID MwoooLl Status Returned DM
Item ID Quantities Tnits Unit Cost
Description Ret/53hp/Im Status Extended Cost
Last Db Memo

150 PO Information Memu ——— Q07,5300
Plumbhing Package N 907, 5300
Vendor Informationg 907. 5300

alo00z Vendor Couments 291.4700
Dishwasher - Whit Iten Information i) 291.4700
Beceipt Detail Information 291, 4700

§11001 Invoice Detail Information 14. 4200
Paint - Iwvory - E Invoice Totals Information N 43. 2600
14.4z00

Entry (001 of 003)

— Return Totals (Memo)
Subtotal Salez Tax Freight/Misc Disc/Prepaid Total
1242. 26 67.584 .oo .oo 1310.10
.oo .on
Enter=edit, Debit memo, Append, Header, Totals, View, Online, Next tran

'— Company H Info Verify —

The same options are available as earlier in Enter Goods Received / Invoiced Orders.

Use the I nfo command to view the receipt and invoice detail information. The receipt and invoice

records have been created for the goods returned and debit memos applied.

You can not change any of the information on these screens.
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Enter Returns Screen With Receipt Detail Information Window

OSAS TOD1
Settings  Edit

Frint

Help

Edit Returns

Wendor ID BORDOL EORIS CONSTRUCTION COMPANY Loc ID  Ret No 00000043
Ship-to ID MwoooLl Status Returned DM
Item ID Quantities Units Tnit Cost
Description Ret/5hp/Im Status Extended Cost

Last Db Memo
150 — PO Information Menu ——— 907. 5300
r———————————— Receipt Detail Information
Purchase Order No 00000049 Entry No 003 Item ID 511001
Post Receipt Date Quantity Unit Cost Ext Cost
Ho 46-341 03/07,/2000 3.0000 14,4200 43.26

F5 for New Entry No

To look at information about a different line item,

use the Abandon (F5) command, and then enter

the line item entry number whose receipt information you want to look at; the Inquiry (F2)

command, isavailable.

(You can not set up receipts for recurring entries so the Receipt Detail Information function is not

available in the Recurring Entries function.)

Enter Returns Screen With Invoice Detail Information Window
&l osAS TOD

Settings Edit Print Help

Edit Returns

Vendor I EOROOL BORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Ship-to ID MHOooL Status Returned DM
Item ID Quantities Units Unit Cost
Description Ret/5hp/Dm Status Extended Cost

Last Ib Memo
150 — PO Information Memu ——— Q07. 5300
——— Invoice Detail Information
Purchaszse Order No 00000042 Entry No 003 Item ID 811001
Post Inwvoice Date Juantity Unit Cost Ext Cost
Ho 45264 03/07/2000 3.0000 14.4200 43. 26

F5 for New Entry No

To look at information about a different line item, use the Abandon (F5) command, and then enter

the line item entry number whose Invoice informat
command is available.
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ion you want to look at; the Inquiry (F2)
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Enter Returns Screen With Invoice Totals Information Window

& osas ToD1
Settings Edit Print Help

Edit Returns

Vendor I EOROOL BORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Ship-to ID MHOooL Status Returned DM
Item ID Quantities Units Unit Cost
Description Ret/5hp/Dm Status Extended Cost

Last Ib Memo
150 — PO Information Memu ——— Q07. 5300
—— Invoice Totals Information [u]
Purchase Order No 00000049 o
a
Invoice Date GL Per Current Posted Total Invoiced (O
45264 03/07/2000 03 1310.10 .oo 1310.10 (0
a
a
a
)

- - |—
1242, 26 67.84 .oo .oo 1310.10

.oo .oo

Enter=edit, Debit memo, Append, Header, Totals, View, Online, Next tran

'— Company H Info

Verify —

Theinvoice(s) you applied to the order are displayed (up to four). To look at information about the

next four invoices, press Enter.

You can continue to ook at the next four invoices by pressing Enter until you reach the end of the
list. If you press Enter at the end of the list, information about the first four invoicesis displayed.

Use the Exit (F7) command to leave the information windows and to return to the line-item scrolling

area
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RETURNING AND DEBITING A LOTTED ITEM

Enter Returns Screen With Append Line and Return Authorization Windows

&l 0sAS TOD1
Settings  Edit Print Help

Edit Feturns

Wendor ID BORDOL EORIS CONSTRUCTION COMPANY Loc ID  Ret No 00000043
Ship-to ID MMOOO1 Status Returned DM
— Append Line —————— Entry 004 —

Line 3tatus O0OFEN Tax Class 00 Job/Phase ID
Item &11001 Lotted Cost Code
Desc Paint - Iwvory - Enamel GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods Qty Units DM Quantity Tnit Cost Ext Cost
Returned 3.0000 GAL 14.4200 14.42
Total 3hip . 0oon . 0ooa
Bal Due . 0oon 3.0000
Debit Memo Ext Cost
Current .oooo .oooo )
Posted . 0oon . 0ooa .o
— Return Authorization
— E| Ri No Date GL Pd
46-541 03/07/2000 m t/Misc  Disc/Prepaid Total
.00 oo 1310.10
.00 oo
'— Company H Info Verify —

The Goods Returned And Debited function can be used with lotted items.

Enter Returns Screen With Return Lotted Goods Entry Window

& osAs TO01
Settings Edit Print Help
Edit Returns
Vendor I EBOROOL EORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Shi———————— Return Lotted Goods Entry ——————d M
—r—| Return Mumber 46-341 Date 03/07/2000 GL Period 03 —
L| Item ID 511001 0ty Returned 3.0000
I
I Lot Number/Comment 0ty Returned Oty Shipped Unit Cost
Gl 2 g
st
R 42
T
E
st
C oo
P (000001 of 0O0O0000) oo
— Total .oooo .gooo | ——
— Re Ext Cost . 0ooo
al
Enter = edit, Append, Done 10
— Company H Verify —

If you arereturning a L otted Item, the Return Lotted Goods Entry Window isdisplayed. Enter the Lot
number(s) being returned.
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Return Lotted Goods Entry Window With Lot Numbers Inquiry Window

&l 0sAS TOD1

Settings  Edit Print Help

Edit Feturns
Lot Numbers MPANY Loc ID Ret No 00000049
Lot Mumber Exp. Date Stat Goods Entry d DM
< begin > 07/2000  GL Period 03 —
> lz20l i turned 3.0000
1202 i
1203 A rned Qty Shipped Tnit Cost
< end > 3
st
4z
T
B
st
C an
P (000001 of 000000) i}
Total . 0oon L0000 (——
— Re Ext Cost .oooo
al
10
'— Company H Inquiry Verify —

You may use the Inquiry (F2) command to bring up the Lot Number Lookup Window to select the

Lot number from the list.

Return Lotted Goods Entry Window In Append Mode

&l 0sAS TOD1
Settings  Edit Print Help

Edit Feturns
Wendor ID BORDOL EORIS CONSTRUCTION COMPANY Loc ID  Ret No 00000043
Shi——————————— BReturn Lotted Goods Entry ——— 4 I
—r—| Return Humber 46-541 Date 03/07/2000 GL Period 03 1
L| Item ID 511001 0ty Returned 3.0000
I
D Lot Number/Coument Oty Feturned 0Oty Shipped Tnit Cost
G 1201 . 0000 2.0000 14.4z00 (5
[Dented Can
st
R 4z
T
B
st
C an
P (000001 of 000000) i}
— Total . 0oon L0000 (——
— Re Ext Cost .oooo
al
10
'— Company H Verify —

The unit cost may be changed for the ot number selected. You may enter comments in the comment

field, to record information on the returned items.
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Return Lotted Goods Entry Window In Append Mode

3-120

2l OSAS TOD1
Settings Edit Print Help
Edit Returns
Vendor I EOROOL BORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Shi——— Return Lotted Goods Entry d DM
—r—| Return Mumber 46-341 Date 03/07/2000 GL Period 03 —
L| Item ID 511001 0ty Returned 3.0000
I
I Lot Number/Conment Oty Returned Qty Shipped Unit Cost
G 1201 .00og Z.0000 14. 4200 |5
Dented Can
1202 . 0000 1.0000 14,4200 (st
E iro 42
T
E
st
C ag
P (000002 of 00000Z) ag
— Total 3.0000 14.4200 [——
— BRe Ext Cost 43. 2600
al
10
'— Company H Verify —

A Return Lotted Goods Entry may contain entries for multiple lots, for the sameitem. A comment
field is available for each of the lot numbersreturned. When finished entering lot numbers enter D

for Done.

Enter Returns Screen With Apply Debit Memo (New) Window

il osAs TOD1
Settings Edit Print Help
Edit Returns
Vendor I EOROOL BORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Ship-to ID MHOooL Status Returned DM
— Append Line Entry 004 —
Line Status OPEN Tax Class 00 Job/Phase ID
Item 811001 Lotted Cost Code
Desc Paint - Ivory - Enamel GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods 0ty Units DM Quantity Unit Cost Ext Cost
Returned 3.0000 GAL 14. 4200 14,42
Total Ship aoog .0ooo
Bal Due oooo 3.0000
Debit Memo Ext Cost
Current - qooo . 0ooo ]
Apply Debit Memo (New | .oooo .oo
'—| Memo No Date Period
— R| M46-23 03/08/2000 m
ht/Misc Disc/Prepaid Total
1242, 26 67.84 .oo .oo 1310.10
.oo .oo
'— Company H Detl Verify —
Enter the following information:
Field Description
Memo No Enter the Debit Memo number. The | nquiry (F2) command is available to select

an invoice number from alist.

Date/ GL Period
entry for the memo.

Press Enter to accept the displayed date (GL Period), or changeit if thisisthe first

If you have worked with the memo number before, you can change the date (GL

Period) on the Debit Memo Totals screen.
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Entering Returns

Debit Memo Lotted

Goods Entry Window

OSAS TOO1
Settings Edit Print Help
Edit Returns
Vendor I EOROOL BORIS CONSTRUCTION COMPANY Loc ID Ret No 00000049
Shi———— Debit Memo Lotted Goods Entry d DM
—r—| Db Memo MNumber M46-23 Date 03/08/2000 —
L{ Item ID 511001
I
I Lot Number/Conment Oty Shipped 0Oty Debited Unit Cost
G 1201 Z.0000 Z.0000 14. 4200 |5
Dented Can
= lz202 1.0000 1.0000 14,4200 (st
R Eroken Can 4z
T
E
st
C ag
(000002 of 00000Z) ag
— Total 3.0000 14.4200 [——
— R Ext Cost 43, 2600
al
Enter = edit, Append, Done 10
'— Company H Verify —
Field Description
Lot number / Enter the lot(s) being debited, , the Inquiry (F2) command is available.
Comment

Quantity Shipped

Quantity Debited

Unit Cost

Total

Ext Cost

Purchase Order Training Manual

The comments from the Return Lotted Goods Entry Window defaultsin here, it can
not be changed.

The Quantity Shipped defaultsin here from the Return Lotted Goods Entry Window,
it can not be changed.

Enter the quantity, for which the vendor, is giving you credit.
Can not exceed the quantity shipped.

Enter the unit cost, for which the vendor, is giving you credit. A change here will
automatically update the total and Ext. total.

The total quantity debited is displayed. The average unit cost, for the debited items
is displayed

Thetotal cost to be debited is displayed.
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Applying Debit Memos

Enter Returns Transaction Type Menu Screen

2| OSAS TOO1
Settings Edit Print Help
Enter Returns
Header Information
Return No Date 0370872000 Status Returned
Loc ID MHNOOO01
Transaction Type —
Vendor ID
1. Goods Returned
2. Goods Returned and Debited
3. Edit Returns
4. apply Debit Memos
B
Terms Code Type
Terms Desc
Terms % .0 Days Net Days Ship Via
Tax Group Returned By
Notes Shipped By
'— Company H Verify —

Use the Apply Debit M emos function, from

the Transaction Type menu, to apply debit memosto

goods that have been returned. The Apply Debit M emo option works only with returns whose line

items have a status of returned. Usethe Edit
applied with the wrong quantity or cost.

Retur nsfunction to correct debit memosthat have been

Apply Debit Memos Header Information Screen With Debit All? Prompt

& osas ToD1
Settings Edit Print

Help

Apply Debit Memos
Header Information
Return No 00000051 Date 0370872000 Status Returned DM
Loc ID MHNOOO01 MINNEAFOLIS WAREHOUSE
Vendor ID THOOOL Ship-to ID:
THOMPSO0N HEATING &
ATR CONDITIONING
P.0O. BOX 99383
MINNEAPOLIS M 55555-0545
Terms Code APOOO4 Type Reg FOE
Terms Desc 2/10,n/30
Terms % 2.0 Days 10 Net Days 30 Ship Via
Tax Group Ci Returned By
Notes Shipped By
Debit All% (T/H) L |
'— Company H Info Verify —

When you select Apply Debit Memos and enter a Return number, the following prompt appears:
Debit All? (Y/N). If you enter N at the prompt, you are taken to the line-item scrolling window. Use
the PgDn, PgUp, or arrow keysto move the cursor to the individual line item you want to work with.

Press Y to apply the credit memo to all line
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items on areturn.
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Apply Debit Memos Header Information Screen With Memo No Window
¥l 0SAS TODL M=1E3

Settings  Edit Print Help

Apply Debit Memos
Header Information
Return No 00000051 Date 03/08/2000 Gtatus Returned DM

Loc ID MNOOOL MINNEAPOLIS WAREHOUSE

Vendor I THOOOL Ship-to ID:
THOMEPSON HEATING &

ATR CONDITIONING

P.0. BOX 99338

MINNEAPOLIS M 55555-0545

Terms Code APOOO4 Type Req FOE

Terms Desc 2/10,n/30

Terms % 2.0 Days 10 Net Days 30 Ship Via
Tax

Hotes Memo No

CR5-334 03/08/2000 m

'— Company H Info Verify —

Inthisexample, Y was entered at the Debit All? prompt. A debit memo window is displayed.

Enter the following information:

Field Description

Memo No Enter the debit memo number

Date/ GL Period The current system date is displayed. If thisis your first time using this debit memo
number, for this return, you can change it

If you have used this memo number before for the return, the date is skipped. You
can change it when you are on the Debit Memo Totals screen.

When you save the debit memo information using the Proceed (PgDn) command.

e thedebit memo quantity of each lineitem in the return is changed to equal the quantity returned.

e Theunit and extended costs you assigned to each line item, when you entered the return, are
used as the cost the vendor gave you credit for.

e If thereturn contains aline for a serialized (or lotted) item, the debit memo is applied to the
serial (lot) numbers you assigned to the line when you entered the return.

If the quantity and/or cost the vendor gave you credit for is different from the quantity and/or costs
you entered for aline item, reverse the debit memo.

To reverse a posted debit memo, enter an invoice received order.
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Apply Debit Memos Line-Item Scrolling Screen

¥l osas ToD1
Settings Edit Print Help

Apply Debit Memos

Vendor I THOOOL THOMPSON HEATING & Loc ID Ret No 00000051
Ship-to ID MwoooLl Status Returned DM
Item ID Quantities Tnits Unit Cost
Description Ret/53hp/Im Status Extended Cost
Last Db Memo
250 Z.0000 C35 1342.8700
Exterior Panels 2.0000 OPEN 2685.7400
.0ooo .0oog
% 900 Z.0000 EX Z39.6600
Refrigerator - Black 2.0000 OPEN 479, 3200
oooo oooo
§00001 5.0000 ROLL 1.7600
Wallpaper - Contemporary 5.0000 OPEN §.58000
S.0000 1.7600
Entry (002 of 003)
— Return Totals (Memo)
Subtotal Salez Tax Freight/Misc Disc/Prepaid Total
3173.88 180.67 .oo .oo 3354.53
.oo .on

Enter=edit, Debit memo, Append, Header, Totals, View, Online, Next tran

'— Company H

Info Verify —

If you select N at the Debit All ?, prompt you go directly to the line-item scrolling screen

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command

Enter = edit

Debit Memo

Append

Header
Totals
View lineitem

Online Debit Memo

Next Tran

3-124

Action

Press Enter to edit the line item the cursor islocated at. The line item box will be
displayed, and you can make changes.

Press D to go to the Apply Debit Memo window.
Press A to add aline to the end of the Debit Memo.
You may aso insert aline using the Ins key.

To delete alineitem use the Delete (F3) key , when the cursor is at the line-item you
want to delete. You can only delete an itemif it hasa DM status of zero.(You will
need to use the Debit Memo function to change the status to zero.)

Press H to go back to the header screen to make changes there. .
Press T to verify the Return / Debit Memo totals.
PressV to view theline item that is at the prompt. You can not changeit.

Press O to print an online Debit Memo (if selected in Resource Manager Options
and Interfaces)

Press N to return to the Transaction Type menu screen.
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DEBITING A SERIALIZED ITEM

Apply Debit Memos Screen With Apply Debit Memo (New) Window

Zi OSAS TOD1
Settings Edit Print Help

Apply Debit Memos

Vendor I THOOOL THOMPSON HEATING & Loc ID Ret No 00000051
Ship-to ID MwoooLl Status Returned DM
— Apply Debit Memos ——————  Entry 002 —

Line Status OFPEN Tax Class 00 Job/Phase ID
Item 500 Serialized Cost Code
Desc Refrigerator - Black GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods Qty Units DM Quantity Tnit Cost Ext Cost
Returned Z.0000 E& Z39.6600 479,32
Total Ship Z.0000 .0oog
Eal Due .oooo 2.0000
Debit Memo Ext Cost
Current Z.0000 . Qooo .00
Apply Debit Memo (New | .oooo .0n
‘—| Memo No Date Period
— E| CR8-334 03/08/2000 03
ht/Misc Disc/Prepaid Total
3173.88 180.67 .oo .oo 3354.53
.oo .on
Verification
’7 Press «<PgDln> to proceed -

Press D to bring up the Apply Debit Memo Window (abbreviated for serialized items) for the item
next to the cursor.

The following information defaults into these fields:

Field Description

Memo No The memo number field can only be accessed by arrowing up. You may change the
Debit Memo number. The Inquiry (F2) command is available to select a number
fromalist.

Date/ GL period These fields can not be changed here.

Press PgDn to Proceed.

Purchase Order Training Manual 3-125



Entering Returns

USING PO

3-126

Apply Debit Memos Screen With Debit Serialized Goods Entry Window

DSAS TOD1
Settings  Edit Print Help

Apply Debit Memos

Vendor I THOOOL THOMPSON HEATING & Loc ID Ret No 00000051
Shi———————————— Debit Serialized Goods Entry d DM
—r—| Db Memo Number CRS-334 Date 03/08/2000 —

L| Item ID 900 0ty Shipped Z.0000
I
D Serial Number/Comment Tag Db Memo Unit Cost
G| z LTOss0l084 o £39.6600 (3
Dent in Door
LTQ6601055 hifs} 239.6600 (st
R Wrong Color 32
T
E
st
C oo
(oooool of OOOOQOZY e an
— Average Cost oooo |——
— R Extended Cost ]
al
Enter = tagfuntag, Tag all, Untag all, Edit, Done 53
'— Company H Verify —

When applying a debit memo to a serialized item a Debit Serialized Goods Entry Window appears.

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command Action

Enter =tag/untag
to No in the tag column.

Position the cursor to the left of aserial number and press Enter, to toggle from Yes

By tagging aserial number you indicate that you are Applying a Debit Memo to this

item.
Tag all Press T to have all of the listed serialized items be marked as yes, in the tag column.
Untag all Press U to have all of the listed serialized items be marked as no in the tag column.
Edit Press E to edit the unit cost or the comment field.
Done Press D to return to the line item screen, or use the Exit (F7) command.
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Apply Debits Memos Screen With Debit Serialized Goods Entry Window

DSAS TOOL

Settings Edit Print Help

Apply Debit Memos

Vendor I THOOOL THOMPSO0N HEATING & Loc ID Ret No 00000051
Shi————————— Debit Serialized Goods Entry d DM
—r—| b Memo Humber CRE-334 Date 03/08/2000 —

L| Item ID 900 0ty Shipped Z.0000
I
I Serial Number/Comment Tag Db Memo Tnit Cost
G| z LTO6601084 Yes CR5-334 239.6600 (35
Dent in Door
LTQ6601055 Yes CR5-334 239.6600 (st

R Wrong Color 32
T
E
st
C oo
(oooool of OO0OOOZ)  mm———em——— oo oo
— Awverage Cost 239.6600 [—
— R Extended Cost 479,32
al
Enter = tag/untag, Tag all, Untag all, Edit, Done 53
'— Company H Verify —

In this example we have changed both serial numbersto tagged. Thiswill record that we have been

given credit, by our supplier, for returned items.

Apply Debit Memos Screen With Apply Debit Memo (Edit) Window

& osas ToD1
Settings Edit Print Help

Apply Debit Memos
Vendor I THOOOL THOMPSO0N HEATING & Loc ID Ret No 00000051

Ship-to ID MHOooL Status Returned DM
Item ID Quantities Units Unit Cost
Description Ret/5hp/Dm Status Extended Cost
Last Ib Memo

250 Z.0000 C5 1342.5700
Exterior Panels 2.0000 OPEN 2685. 7400
.0oog .0ooo

0o Z.0000 E 239.6600
Refrigerator - Black 2.0000 OPEN 479, 3200
2.0000 239.6600

& 800001 5.0000 ROLL 1.7600
Wallpaper - Contemporary 5.0000 OPEN §.5000
S.0000 1.7600

Entry (003 of 003)

— Return Totals (Memo)
Subhtotal Sales Tax Freight/Misc Disc/Prepaid Total
3173.86 180.67 .oo .oo 3354. 53
.oo .oo
Enter=edit, Debit memo, Append, Header, Totals, View, Online, Next tran

'— Company H Info

Verify —

Theline item-scrolling areais displayed after the debit memo has been applied to the quantities
returned. You will seethat the Apply Debit M emos screen has been updated to show a Debit Memo

status of 2 for item number 900.
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DEBITING A LOTTED ITEM

Apply Debit Memos Screen With Apply Debit Memo (Edit) Window

i 0SAS TODL
Settings  Edit Print Help

Apply Debit Memos

Wendor ID THOOO1 THOMPSON HEATING & Loc ID  Ret No 00000051
Ship-to ID MMOOO1 Status Returned DM
— Apply Debit Memos —————  Entry 003 —

Line 3tatus O0OFEN Tax Class 00 Job/Phase ID
Item S0000L Lotted Cost Code
Desc Wallpaper - Contemporary GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods Qty Units DM Quantity Tnit Cost Ext Cost
Returned 5.0000 ROLL 1.7&00 8.80
Total 3hip 5.0000 5.0000
Bal Due . 0oon . 0ooa
Debit Memo Ext Cost
Current 5.0000 5.0000 8.80
Apply Debit Memo (Edit) .0ooo oo
—| Memo HNo Date Period
— R| CR3-334 03/08/2000 03
ht/Misc Disc/Prepaid Total
3173.86 150.67 .00 oo 3354. 53
.00 oo
¥erification
’7 Press <Pgln> to proceed _‘

From the Apply Debit Memos Line Item Scrolling Screen (Above), press D to bring up the Apply
Debit Memo Window (abbreviated for lotted items) for the item next to the cursor.

The following information defaults into these fields:

Field Description

Memo No The memo number field can only be accessed by arrowing up. You may change the
Debit Memo number. The Inquiry (F2) command is available to select a number
fromalist.

Date/ GL period These fields can not be changed here.
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Apply Debit Memos Screen With Debit Memo Lotted Goods Entry Window

OSAS TDO1
Settings  Edit Print Help

Apply Debit Memos

Wendor ID THOOO1 THOMPSON HEATING & Loc ID  Ret No 00000051
Shi——————————— Debit Memo Lotted Goods Entry —————————d I
—r—| Db Memo Number CR3-334 Date 03/03/2000 —

L| Item ID 500001
I
D Lot Number/Coument Oty Shipped 0Oty Debited Tnit Cost
G| z 27400714 5.0000 5.0000 1.7600 |5
st
R a0
T
B
st
C a0
(000001 of 000001 i}
— Total 5.0000 1.7600 |—
— R Ext Cost §.8000
al
Enter = edit, append, Done 53
'— Company H Verify —

The Debit Memo L otted Goods Entry screen is where the lot numbers for the itemsincluded in the
Debit M emo, will need to be entered.

A Debit M emo may include more than one lot number. Enter Done to be returned to the line item

scrolling screen.
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PO Information Menu

Apply Debit Memos Line-Item Screen With PO Information Menu Window

& osas ToD1
Settings Edit Print Help

Apply Debit Memos
Vendor I THOOOL THOMPSO0N HEATING & Loc ID Ret No 00000051

Ship-to ID MHOooL Status Returned DM
Item ID Quantities Units Unit Cost
Description Ret/5hp/Dm Status Extended Cost
Last Ib Memo

250 PO Information Memu ——— 1342. 8700
Exterior Panels H 2685. 7400
Vendor Informationg, .0ooo

00 Vendor Comments 239.6600
Refrigerator - Bl Item Information b 479, 3200
Receipt Detail Information 239. 6600

0000l Invoice Detail Information L 1.7600
Wallpaper - Conte Inwvoice Totals Information b §.5000
1.7600

Entry (003 of 003)

— Return Totals (Memo)
Subhtotal Sales Tax Freight/Misc Disc/Prepaid Total
3173.86 180.67 .oo .oo 3354. 53
.oo .oo
Enter=edit, Debit memo, Append, Header, Totals, View, Online, Next tran

'— Company H Info Verify —

When I nfois displayed at the bottom of the screen, you can use the I nfor mation (Shift F2) command
to access the Purchase Order Information windows.

Apply Debit Memos Screen With Receipt Detail Information Window

i 0sAS TOD1
Settings  Edit Print Help

Apply Debit Memos

Vendor I THOOOL THOMPSO0N HEATING & Loc ID Ret No 00000051
Ship-to ID Moool Status Returned DM
Iten ID (Quantities Units Tnit Cost
Description Ret/5hp/Im Status Extended Cost
Last Db Memo
250 — B0 Information Memu —— 1342.5700
—————— BReceipt Detail Information
Purchase Order No 00000051 Entry No 003 Item ID 500001
Post Receipt Date Ouantity Unit Cost Ext Cost
No RIlzZ-250 03/06/2000 5.0000 1.7600 §.80
F5 for New Entry No b

The Receipt Detail Information box shows a receipt quantity of 5 for line entry three (800001)
wallpaper.

To look at information about a different line item, use the Abandon (F5) command and then enter the
line item entry number whose receipt information you want to look at; the Inquiry (F2) command
command is available.

(You can not set up receipts for recurring entries so the Receipt Detail Information function is not
available in the Recurring Entries function.)
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Apply Debit Memos Screen With Invoice Detail Information Window

¥l osas ToD1
Settings Edit Print Help

Apply Debit Memos

Vendor ID THOOOL THOMPSON HEATING & Loc ID Fet No 00000051
Ship-to ID MwoooLl Status Returned DM
Item ID Quantities Units Unit Cost
Description Ret/53hp/Im Status Extended Cost
Last Db Memo
250 — PO Information Menu ———— 1342.8700
——— Invoice Detail Information
Purchase Order No 00000051 Entry Mo 003 Item ID 500001
Post Inwvoice Date Quantity Tnit Cost Ext Cost
HNo CR3-334 03/08/2000 5.0000 1.7&00 8.80
F5 for New Entry HNo i

The Invoice Detail I nformation screen shows an Invoice quantity of 5 for item 3 (800001)
wallpaper.

To look at information about a different line item, use the Abandon (F5) command and then enter the
line item entry number whose invoice information you want to look at; the Inquiry (F2) command is
available.

Apply Debit Memos Screen With Invoice Totals Information
i 0sAS TOD1 (=] E3

Settings  Edit Print Help

Apply Debit Memos
Vendor I THOOOL THOMPSON HEATING & Loc ID Ret No 00000051

Ship-to ID MHNOOOL Status Returned DM
Item ID Quantities Units Tnit Cost
Description Ret/3hp/Dm 3tatus Extended Cost
Last Dh Memo

250 — PO Information Menu ———— 1342.8700
—— Invoice Totals Information o
Purchase Order No 00000051 [u]

a

Invoice Date GL Per Current Posted Total Invoiced (O
CR&-334 03/08/2000 03 S07.64 i) 507.64 |0

[u]

a

a

)

- = - |—
3173.86 180.67 i) .an 3354.53
.oo .on
Enter=edit, Debit memo, Append, Header, Totals, View, Online, Next tran
— Company H Info Verify —

The Invoice Totals Information screen shows the current, posted, and total invoiced amounts for this
return.

In this example, let’s assume that the company received credit for two of the exterior panels, item

250. Exit from the information window using the Exit (F7) command. Use the PgDn, PgUp, or
arrow keysto move the cursor to item 250 and press D (debit memo).
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Apply Debit Memos Screen With Apply Debit Memo (New) Window

& osas ToD1

Settings Edit Print Help

Apply Debit Memos

Vendor I THOOOL THOMPSO0N HEATING & Loc ID Ret No 00000051
Ship-to ID MHOooL Status Returned DM
— Apply Debit Memos Entry 001 —

Line Status OPEN Tax Class 03 Job/Phase ID
Item 250 Cost Code
Desc Exterior Panels GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods 0ty Units DM Quantity Unit Cost Ext Cost
Returned Z.0000 C5 1342.5700 Z685.74
Total Ship Z.0000 .0ooo
Bal Due -oooo 2.0000
Debit Memo Ext Cost
Current Z.0000 . 0ooo ]
Apply Debit Memo (New |
'—| Memo No Date Period Quantity Unit Cost Ext Cost [—
— R| CRE-334 03/08/2000 03 1342.8700 Z685.74 |—
3173.86 180.67 .oo .oo 3354. 53
.oo .oo
'— Company H Detl Verify —

The Apply Debit Memo window appears.
the same unit cost. The extended cost is
entry.

Use the same memo number and enter a quantity of 2. Use
calculated. Usethe Proceed (PgDn) command to save the

Apply Debit Memos Screen With Invoice Detail Information Window

& osas ToD1

Settings Edit Print Help

Apply Debit Memos

Vendor I THOOOL THOMPSO0N HEATING & Loc ID Ret No 00000051
Ship-to ID MHOooL Status Returned DM
Item ID Quantities Units Unit Cost
Description Ret/5hp/Dm Status Extended Cost

Last Ib Memo
250 — PO Information Memu ——— 1342. 8700
——— Invoice Detail Information
Purchaszse Order No 00000051 Entry No 001 Ttem ID 250
Post Inwvoice Date Juantity Unit Cost Ext Cost
HNo CR3-334 03/08/2000 2.0000 1342.8700 2685.74

F5 for New Entry No

Use the I nformation command to view the receipt/invoice detail information, to verify the changein

guantity to 2.

Use the Exit (F7) command to return to the line-item scrolling screen.
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Apply Debit Memos Line-Item Scrolling Screen with Totals Verification Prompt

&l 0sAS TOD1
Settings  Edit Print Help

Apply Debit Memos

250
Exterior Panels

aooo
.0ooo
.0ooo
=lu]]

Fefrigerator - Black

o000l
Wallpaper - Contenporary

[T T R VR R SR U N )
o
=
=
=]

Cs
UPEN

Ed
UPEN

ROLL
OPEN

E

Vendor I THOOOL THOMPSON HEATING & Loc ID Ret No 00000051
Ship-to ID MMOOO1 Status Returned DM
Item ID Quantities Units Tnit Cost
Description Ret/5hp/Im Status Extended Cost

ntry (003 of 003)

[~ Return Totals (Memo)

Press <PgDln» to procee

d

With debit memo totals verification

Subtotal Falez Tax Freight/Misc Disc/Prepaid Total
3173.86 150.67 .00 oo 3354. 53
— Verification

The quantity returned and shipped for item 250 is 2. The quantity debited isalso 2. Press N (Next

tran) to exit the line-item scrolling screen.

You are prompted to use the Proceed (PgDn) command to proceed with the debit memo totals

verification.
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Entering Returns

USING PO

Debit Memo Totals Window With Discount Verification Prompt

& osas ToD1
Settings Edit Print Help

Apply Debit Memos

Vendor I THOOOL THOMPSO0N HEATING & Loc ID Ret No 00000051

Ship-t————— Debit Memo Totals urned DM

Memo No CRS-334 Date 03/08/2000 GL Per 03 10992 YE3
Item it Cost
Desc Current Class Pozted Total DM (ed Cost
Taxahle 3173.86 i) 3173.86 |Db Memo
250 Nontaxahle ] i) .00 | 42.5700
Exte| Subtotal 3173.86 .oo 3173.86 (85.7400
42,8700
0o Freight ] i) .00 | 39.6600
Refr| Misc ] i) .00 | 79,3200
Sales Tax 180.87 .oo 180.67 [39.6600
§000( Total 3354.53 i) 3354. 53 1.7600
Wall §.5000
Prepayment .00 Check No 1.7&00

Dizcount .00
— Retur Use Calculated Discount of 67.092
5| Net Return 3354.53
1354, 53
.oo .oo
'— Company H Info Verify —

You are forced to verify the debit memo totals

Field

Date

GL Period

1099?

Freight

Misc.

Sales Tax

Total
Prepayment

Check No

Check Date

Discount

Net Return

3-134

Description

The current date defaultsin, it can be changed.
The current GL Period defaultsin, it can be changed

If the vendor is not set up to receive a 1099 form, NO is displayed, you can not
changeit. If the vendor is set up to receive a1099 form, YES is displayed and you
can changeit.

You can add freight charges for the debit memo.Enter the tax class you want to
apply the chargesto.

You can add miscellaneous charges for the debit memo. Enter the tax class you want
to apply the chargesto.

The sdlestax is displayed, based on the tax codes assigned to the line item. Accept
it, or enter adifferent one.

If the current sales tax is changed, awindow appears.
The total (unposted) of the debit memo is displayed.
If the vendor refunded part of the debit memo enter the amount.

If a prepayment was entered, now enter the number of the check used, or press
Enter if paid in cash; CASH appears.

Enter the date of the prepayment, or press Enter if no date applies.
At the prompt enter Y or N to indicate the use of the calcul ated discount.

If you pressed Y at the Use Calculated Discount of n prompt, the calculated
discount is displayed.

If you entered N, .00 is displayed. Accept the displayed discount, or enter the cash
discount you received when purchasing the items that are being returned.

The discount reduces the amount you owe.

Total amount that the vendor is refunding (total minus prepayment and discount).
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Entering Returns

Editing Returns

Header Information Screen With Transaction Type Menu
OSAS TO01 (o] x]
Settings Edit Print Help

Enter Returns
Header Information
Return No Date 0370872000 Status Returned
Loc ID MHNOOO01
Transaction Type —
Vendor ID
1. Goods Returned
2. Goods Returned and Debited
3. Edit Returns
4. apply Debit Memos
R
Terms Code Type
Terms Desc
Terms % .0 Days Net Days Ship Via
Tax Group Returned By
Notes Shipped By
'— Company H Verify —

Use the Edit Returns functions to:

e Change return information without changing the return status.

e Addor deletelineitems

e Correct quantity mistakes.
You can not:

e Edit posted returns.
e Edit posted debit memos
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Edit Returns Header Information Screen

OSAS TOO1
Settings  Edit Print Help

Edit Returns
Header Information
Feturn No 00000049 Date 03/07/2000 Status Returned DM

Loc ID  HMHNOOOL

Vendor ID BOROOL Ship-to ID:
BORIS CONSTRUCTION COMPANTY
34 EA3T MOCKINGEIRD LANE

EDEN PRAIRIE M 55344-0034

Terms Code APOOOS Type Reqg FOE

Terms Desc 0/0,n/30

Terms % .0 Days Net Days 30 Ship Via
Tax Group Ci FEeturned By

HNotes Shipped By

¥erification
’7 Press <Pglr to proceed _‘

Enter the number of the order you want to work with, or use the Inquiry (F2) command to look up
and select the order from the list that appears. You can change some information on the header.

Use the Proceed (PgDn) command to save the information and go to the line-item scrolling area.
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Entering Returns

Edit Returns Line Item Scrolling Screen

&l 0sAS TOD1
Settings  Edit Print Help

Edit Feturns

[~ Return Totals (Memo)

Wendor ID BORDOL EORIS CONSTRUCTION COMPANY Loc ID  Ret No 00000043
Ship-to ID MMOOO1 Status Returned DM
Item ID Quantities Units Tnit Cost
Description Ret/5hp/Im Status Extended Cost
Last Db Memo
= 150 1.0000 PEG 907, 5300
Plumbing Package 1.0000 OFEN 907, 5300
1.0000 907, 5300
910002 1.0000 E& 291.4700
Dishwasher - White 1.0000 OFEN 291. 4700
1.0000 291. 4700
gl1001 3.0000 GAL 14,4200
Paint - Iwvory - Enamel 3.0000 OPEN 43, 2600
3.0000 14,4200

Entry (001 of 005)

Subtotal Falez Tax Freight/Misc Disc/Prepaid Total
1525.15 79.16 .00 oo 1604, 34
.00 oo

Enter=edit, Debit memo, Append, Header, Totals, View, Online, Goto, Next tran

'— Company H

Info Verify —

To edit aline, use the PgDn, PgUp, or the arrow keysto move the cursor to the line entry you want

to work with.

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command

Enter = edit

Debit Memo

Append

Header
Totals
View lineitem

Online Dehit Memo

Next Tran

Purchase Order Training Manual

Action

Press Enter to edit the line item the cursor islocated at. The line item box will be
displayed, and you can make changes.

Press D to go to the Debit Memo window. The maximum number for the debit
memos defaultsin here.

To edit a previous debit memo, enter to the memo number that you want to edit.
Press A to add aline to the end of the Return.
You may aso insert aline using the Ins key.

To delete alineitem use the Delete (F3) key , when the cursor is at the line-item you
want to delete. You can only delete an itemif it hasa DM status of zero.(You will
need to use the Debit Memo function to change the status to zero.)

Press H to go back to the header screen to make changes there. .
Press T to bring up the Return or Debit Memo totals? prompt.
PressV to view theline item that is at the prompt. You can not changeit.

Press O to print an online Debit Memo (if selected in Resource Manager Options
and Interfaces)

Press N to return to the Transaction Type menu screen.
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USING PO

3-138

Edit Returns With Edit Line Entry

¥l 0SAS TOD1
Settings  Edit Print Help

Window

Edit Returns

Wendor ID EBORDOL BORIS CONSTRUCTION COMPANTY Loc ID  ERet No 00000049
Ship-to ID Moool Status Returned DM
— Edit Line Entry 001 —

Line 3tatus OFEN Tax Class 03 Job/Phase ID
Item 150 Cost Code
Desc  Plumbing Package GL Account 104400
GL Desc INVENTORY - FINISHED GOODS
Goods Oty Units DM Quantity Unit Cost Ext Cost
Returned  UNGGEENE Fxc 907. 5300 907,53
Total 3hip 1.0000 1.0000
Bal Due .0ooo . 0oon
Debit Memo Ext Cost
Current 1.0000 l.0000 907.53
Posted .0ooo . 0oon .00
— Return Totals (Memo)
Subtotal Fales Tax Freight/Misc Dizc/Prepaid Total
1525.18 79.16 .00 .00 1604, 34
.00 .00
Current on Order= 4.0000, Available= 284, 0000
'— Company H Info Verify —

To edit aline-item, press Enter to bring up the edit line window.

When you edit an unposted line item, you can not change:

e Theltem,
e Job/Phase D,
. Cost Code fields;

If you've applied a debit memo to anu

e TheTax Class
. Unit Cost field
. Ext. Cost fields

nposted line, you can not change:

You can not edit aline that you' ve applied a posted debit memo to.
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Editing Returns

RETURNED GOODS
UNPOSTED

You can edit areturned order when you are entering it or by selecting Edit Returns after it has been
saved.

*  You cannot delete the whole return. You must change the line item status to cancelled.

* Todedetetheitem, press F3in the line-item scrolling area. You cannot delete the last lineitem
of areturn. You must change the line item status to cancelled.

*  You cannot change the line item status to complete unless the returned quantity is equal to the
debit memo.

POSTED

*  You cannot delete areturn (or line item) after it has been posted. You must change the line
status to cancelled.

*  You cannot change the line status to completed unless the returned quantity is equal to the debit
memo quantity.

GOODS RETURNED AND DEBITED

UNPOSTED

You can edit areturned debit memo when you are entering it or by selecting Edit Returns after it has
been saved.

e You cannot delete areturned debit memo. You must change the line status to cancelled.

Note I

You cannot delete or cancel line items unless the debit memo quantity is equal to zero.

POSTED

e Sincereturned debit memos are purged from the system at post there is nothing to edit.
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Generating Orders

Daily Work Menu With Generate Orders Selected

i TODD - OPEN SYSTEMSE Accounting Software

[H  Builders Supply

' Win denu

FPocounts Payable Information Inquir

Daily Work
Enter Orders

#ccounts Receivable Daily Work

Enter Retums

Bills of Materials/Kitting Material Requisitions

Generate Orders [

Bank Reconciiiation Wnagement Reports

General Ledger History Reports

Copy Resuring Orders

GENERAL Report tifiter Fay Invoices

Print Orders

|
|
|
| Purchase Requisition Report
|
J
|
|

Inventory File Maintenance Open Order Report
Job Cost Master File Lists Scheduled Delivary Report/iorkshest
Payroll Purchasas Joumnal

Purchase Order

Resouroe Menager

Sales Onder

Retums Joumal

Receipts and Invoices Report

ool Lerification Report

Boods Mot Receiwed Report
— Dally $ales Tax Repart
Post Transactions

|OPEN SYSTEMS® Accounting Software

The Generate Orders function is used to select and generate purchase orders. This function can help
you find the most efficient, cheapest or fastest way to restock items or satisfy a particular demand.

Orders entered on this screen are not purchase orders; they are just proposed orders. These proposed
orders are stored in the POPQxxx (Purchase Requisition) file until the order is generated and created
in the POOHxxx and POORxxx (Open Order) files.

Note I

The interfaces from Purchase Order to Inventory, and from Inventory to Purchase Order need to be
set to YES for the Generate Orders function to work.
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Generating Orders USING PO

Generate Orders Screen

OSAS TDO1
Settings  Edit Print Help

Generate Orders

Item ID Init Date Sc Vendor Loc ID Flag Juantity Ext Cost
2100 1140341999 PO ACEOOL MMNOOOL M 3.0000 1030.65
100 11/03/1999 PO ACEOOL MNOOOL N 1.0000 343.55
450 11/03/1999 PO MILOOL MNOOOL N 5S.0000 §05.70
460 11/03/1999 PO MILOOL MNOOOL N 5S.0000 §82.35

Enter = edit, append, Toggle flag, Flag/Unflag all, Sort, View
Determine wendor, Enter wendor, Generate, clear wendors, Cowmbine lines
'— Company H Verify —

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command Action

Enter = edit Press Enter to edit the line item where the cursor islocated. The edit line box will be
displayed, and you can make changes.

Append Press A to add alineto thelist. The append line box will be displayed, and you can
add the line.
Toggleflag Press T to change the flag on the item, where the cursor is located

All flagged orders will become open orders, when you use the Generate Orders
function. When orders are generated, all orders with the same vendors and location
ID’s, are printed in one purchase order.

Flag/ Unflag all Press F to change dl the line items, without vendors, to flagged,
Press U to change all the line items, without vendors to unflagged.
Sort Press Sto view the options for sorting line items.
e ItemID

Location ID

Source Application

Initialization Date
* Vendor ID

View Press V to display the view box, showing the lineitem detail. You may not make
changes to the order here.
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USING PO Generating Orders

Generate Orders Screen

OSAS TO01
ttings Edit Print Help

Generate Orders

Item ID Init Date Sc Wendor Loc ID Flag Quantity Ext Cost
Zloo 11/03/1999 PO ACEOQO1 MNOOO1 N 3.0000 1030.65
100 11/03/1999 PO ACEOQO1 MNOOO1 N 1.0000 343.55
450 11/03/1999 PO MILOOL1 MMNOOOL M 5.0000 805.70
460 11/03/1999 PO MILOO1 MNOOO1 N 5S.0000 §82.35

Enter = edit, append, Toggle flag, Flag/Unflag all, Sort, View
Determine wvendor, Enter wendor, Generate, clear vendors, Combine lines
'— Company H Verify —

The active commands are displayed in the command bar on the bottom of the screen. Use the Hot
Keys--displayed as capital |etters--to select a command.

Command Action

Determine Vendor Press D to display the Determine Vendor box, with criteria that may be used to
determine the vendor to be used.

e Lowest Last Cost
» Fastest Lead Time
» Best Break Point Cost

NOTE: Theitemin question will need to have to have vendor information assigned
to it through Inventory to determine the best vendor. The item needs to be set up on
the Vendor Information Screen.

Enter Vendor PressE to display the Enter Vendor box: you may enter the vendor to assigned to all
flaggeditems. Thelnquiry (F2) command isavailableto select the Vendor froma
list.

Generate Press G to generate flagged orders with avendor.

NOTE: Orders with the same L ocation and Vendor will be put on the same order
when generated. |f separate orders are desired, generate the orders separately.

CLear Vendors Press L to clear the vendor ID’sfor all flagged items
CombineLines Press C to combine flagged lineswith identical vendor ID’s, item ID’s, location ID’s
and requested shipping dates.

Linesthat are combined, have ** in the Source Application field.
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Generate Orders With Append Line Window

OSAS TDO1
Settings  Edit Print Help

Item ID Init Date Sc Vendor Loc ID Flag Juantity Ext Cost
100 1140341999 PO ACEOOL MMNOOOL M 3.0000 1030.65
100 11/03/1999 PO ACEOOL MNOOOL N 1.0000 343.55

Append Line 1]

Generate Orders

Vendor ID EOROOL

Location ID MHNOOOL

Entered By Mike H

Item ID §l00oz

Dezac Paint - White - SemiGloss

Requested Ship Date 03/08/2000

Ouantity 5.0000 Tnits PT Unit Cost 1.8000
Ext. Cost 9.00

Date Initiated 03/08/2000

5

Source Application PO

Reference ID

'— Company H

Verify —

Enter the following information:

Field

Vendor ID

Location ID

[tem 1D

Description

Requested Ship
Date

Quantity

Units

Unit cost

Extended Cost

Date I nitiated
Entered by
Source Application

Reference ID

Description

Enter the ID of the vendor that you will be ordering from. The Inquiry (F2)
command is available. Thisfield may be left blank.

Thelocation ID defaultsin here, you may changeit. The Inquiry (F2) command is
available.

Enter the ID for the item that you are ordering. . The Inquiry (F2) command is
available.

The description of the Item defaults in here, you may change it.

Enter the date that you are asking for the items to be shipped on.

Enter the quantity of the item that you are ordering

The default unit of measure defaultsin here, you may changeit. The Inquiry (F2)
command is available.

Enter the unit cost for this Item, or leave thisfield blank. If the extended cost is
entered, the Unit cost will be computed.

Enter the extended cost, or leave thisfield blank. |f the Unit Cost is entered, the
Extended cost will be computed.

The station date defaults in here, you may changeit.
Enter the name of the person entering this transaction, or leave this field blank.
PO will default in here, you may changeit.

Enter an ID to reference this transaction or leave thisfield blank.
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Generating Orders

Generate Orders With Edit Line Window

DSAS TODL
Settings Edit Print Help

Generate Orders
Item ID Init Date Sc Vendor Loc ID Flag Quantity Ext Cost
100 11/03/1999 PO ACEOOL MNOOOL N 3.0000 1030.65
100 11/03/1999 PO ACEOOL MNOOOL N 1.0000 343.55
Edit Line [u]
vendor 10 I 5
5
Location ID MHNOOOL o
Item ID 460
Dezc 5lide by Window 307 X 407
Requested Ship Date 03/08/2000
Juantity 5S.0000 Units Ei Unit Cost 176.4700
Ext. Cost 882.35
Date Initiated 0370872000 Source Application PO
Entered By Jackie T. Reference ID 43
— Company H Inquiry Verify —

The Fields are the same as the Append Line above.

Generate Orders With Select Sort Method Box

Settings Edit Print Help

Generate Orders

Item ID Init Date Sc Wendor Loc ID Flag Quantity Ext Cost
1an 11/03/1999 PO ACEOOL MNOOOL M 3.0000 1030.65
1an 11/03/1999 PO ACEOOL MNOOOL M 1.0000 343.55
450 11/03/1999 PO MILOOL1 MMNOOOL M 5.0000 805.70
460 11/03/1999 PO MILOO1 MNOOOL M 5.0000 8582.35
460 03/08/2000 PO MHNOOOL M 5.0000 8582.35
gl000z 0340 5.0000 9.00

Select Sort Method:

1. Item ID

Z. Location ID

3. Source Application

4. Initialization Date

i-. Vendor ID

'— Company H Verify —

Choose from the list the method that is to be used to sort the line-items.

1. ltemID

2. Location ID

3. Source Application
4. Initialization Date

5. Vendor ID
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Generate Orders With Determine Vendor Box

¥l 0SAS TOD1
Settings  Edit Print Help

Generate Orders
Item ID Init Date Sc Vendor Loc ID Flag Juantity Ext Cost
100 1140341999 PO ACEOOL MMNOOOL M 3.0000 1030.65
100 11403419599 PO ACEOOQL MHOOOL N 1.0000 343.55
450 1140341959 PO MILOOL1 MHOOOL N 5S.0000 §05.70
460 1140341959 PO MILOOL1 MHOOOL N 5S.0000 §82.35
460 0340 Determine Vendor 5.0000 §82.35
§l00oz 0340 5.0000 9.00
1. Lowest Last Cost
Z. Fastest Lead Time
3. Best Break Point Cost
'— Company H Verify —

Choose the criteria, to be used, to determine the vendor.
1. Lowest Last Cost
2. Fastest Lead Time

3. Best Break Point Cost

Note I

Theitem in question will need to have to have vendor information assigned to it through Inventory
to determine the best vendor. The item needs to be set up on the Vendor Information Screen.

Generate Orders With Enter Vendor Box

i 0sAS TOD1
Settings  Edit Print Help

Generate Orders

Item ID Init Date Sc Wendor Loc ID Flag Juantity Ext Cost
100 11/03/1999 PO ACEOOL MMNOOOL M 3.0000 1030.65
100 1140371999 PO ACEOQO1 MNOOO1 N 1.0000 343.55
450 1140371999 PO MILOO1 MNOOO1 N 5S.0000 §05.70
460 1140371999 PO MILOO1 MNOOO1 N 5S.0000 §82.35
450 03/06/2000 PO MHNOOO1 5.0000 882.35
g§loooz Enter Vendor 9.00

Enter wendor to assign to all flagged lines:

Thouir

'— Company H Inquiry Verify —

Enter the vendor to be assigned to all flagged lines. The Inquiry (F2) command isavailable to choosea

vendor from alist.
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Purchase Requisition Report

Daily Work Menu With Purchase Requisition Report Selected

i TOOD - OPEN SYSTEMS® Accounting Software
File Tools Favorites Other Help

)&+ (12| 5 2 5

Dt and Time: Trata 5ot [ Buic=s Surply ||
3/03 /2000 & Live Data |
10:26 &M 1 Sample Data n il
M Menu Purchaze Order — ‘Daily Wark
Accouns Payatls Information Inquiry Erter Crders
Focounts Receivable Daily Workc Enter Retums

Generate Orders

Bills of Materials/Kitting hterial Requisitions

Bank Resconciliation MWanagement Reports Purchase Requisition Report %

General Ledger History Reports Copy Recuring Drders

Print Ordars

GEMERAL Report Witer Fay Invoices

Invertory File Maintenance Open Order Report
Job Cost Mlaster File Lists Scheduled Delivery Report/Aliorksheet
Payroll Purchases Joumal

Purchase Order Retums Jourmal

Resource hnager Receipts and Invoices Report

Sales Order

Arorual verification Report

Goads Mot Recaived Report

Daily Sales Tax Report

Post Transactions

ﬂ

|OPEN SYSTEMS® Accounting Software

You can use the Purchase Requisition Report to view requisitions that are on file (without having to
scroll to them in the Generate Orders function), and to view totals for the orders you select.
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Purchase Requisition Report

USING PO

Purchase Requisition Report Selection Screen

O8AS TOD1
Settings Edit Print Help

Purchase Requisition Report

Pick Item ID From 100 Print:
Thru 100 1. Bequisitions with wendors
Location ID From MNOOOL 2. Requisitions without Vendors
Thru MNOOOL 3. Both
Source App Frow PO 1
Thru FO
Init Date Frow 01/01/1999 Select:
Thru 03/31/1999 1. Flagged Recqmisitions
Vendor ID Frow ACEOOL 2. Tnflagged Requisitions

Thru ACEOOL

3. EBoth
1

Print By:
1. Item ID
2. Location ID
3. Vendor ID
1

Output dewvice -

[Pirinter p(Rlewview (Fjile [(3)creen (ﬁ]nd

Enter the following information:

Field

Item ID From/Thru:

Location ID From/
Thru

Source Application
From/Thru

Initial Date From/
Thru

Vendor ID From/
Thru

Print By:

Print By:

3-148

Selection

Enter the range of Item ID’s you want in the report. The Inquiry (F2) command is
available, if interfaces with Inventory are activated in Options and Interfaces.

Enter the range of Item ID’s you want in the report. The Inquiry (F2) command is
available.

Enter the range of Source Applications you want in the report. The Inquiry (F2)
command is available.

Enter the range of Initial Dates you want in the report.

Enter the range of Vendor ID’s you want in the report. The I nquiry (F2) command
isavailable.

1. Requisitionswith vendor s to have requisitions, which include vendors, printed

2. Requisitions w/o vendor sto have requisitions, which do not include vendors
printed.

3. Both to print requisitions without regard to vendor.

1. Flagged Requisition to have flagged requisitions included in the print
2. Unflagged Requisitions to have the Unflagged requisitions included in the print.

3. Both to have both the flagged and unflagged requisitions printed.

1. Item ID to have the print organized by the [tem ID’s
2. Location I D to have the print organized by the Location ID’s

3. Vendor ID to havethe print organized by the Vendor ID’s
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Purchase Requisition Report

Select an output device for thereport:

(P)rinter - to send the report to a printer

p(R)eview - to view what the printed report looks like in a GUI window. The system prompts
you to select the printer you want to use for the preview. You can select whether to send the
report to a printer.

(P)ile - to print the report to afile

(S)creen - to print the report to the screen

(E)nd - to exit from the selection screen without printing the report

This is an Example of a Purchase Requisition Report

07/15/1999
2:14 PM

Item ID
Item Description

100
Electrical Package

End of Report

Loc. ID Units Vendor ID Source Date Initiated Quantity Unit Cost Extended Cost
Vendor Name Entered By
MNO001 PKG ACE001 PO 03/31/1999 1.0000 343.5500 343.55

Builders Supply Page 1
Purchase Requisition Report
Flagged Requisitions with Vendors by Item ID

ACE PLUMBING SUPPLY COMPANY

Item 100 TOTAL 343.55

GRAND TOTAL 343.55
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Copying Recurring Entries

Daily Work Menu With Copy Recurring Orders Selected

File Tools Favorites Other Help

o= mm el i) <5 =]

~Dale and Tme [ Buic=s Surply ||
03/03/2000 |
102640 n |
—hain Menu Purchaze Order — ‘Daily Wark
Accouns Payatls Information Inquiry Erter Crders
i
Pocounts Receivable Daily Wk Enter Retums I

Bills of Materials/Kitting hterial Requisitions Generate Orders

Bank Resconciliation MWanagement Reports Purchase Requisition Report

General Ladger History Repons Copy Recuming Orders k

GEMERAL Repart Wiiter Fay Invoices Print Ordars

Invertory File Maintenance Open Order Report
Job Cost Mlaster File Lists Scheduled Delivery Report/Aliorksheet
Payroll Purchases Joumal

Purchase Order Retums Jourmal

Resource hnager Receipts and Invoices Report

Sales Order

Arorual verification Report

Goads Mot Recaived Report

Daily Sales Tax Report

Post Transactions

ﬂ

|OPEN SYSTEMS® Accounting Software

Usethe Copy Recurring Order sfunction to copy recurring entries from the Recurring Entriesfileto
the Open Order file. Use the run codes and cutoff dates that you set up to copy batches according to
your schedule.

Recurring orders are copied to the Open Order file as invoice received orders. Receipts and invoice
records will be created in the Received and Invoiced file for each line of arecurring order. The
system assigns the order number R + PO # (received order) to every recurring order that you didn’t
assign an invoice number to.
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Copying Recurring Entries USING PO

Copy Recurring Orders Selection Screen

£:i OSAS TOD1
Settings  Edit Print Help

Copy Recurring Orders
Fun Code From
Thru
Copy to GL Period 03

Cutoff Date 03/05/2000

Output dewice - (Plrinter p(Rjeview (Fjile (a]nd

Enter the following information:

Field Selection

Run Code From/Thru  Enter the range of run codes that you want to copy.

Copy to GL Period Enter the GL period that you want the recurring entries copied to. The current
system GL period defaultsin, you may changeit.

Cutoff Date Enter the date that you want the recurring entries to be cut off at. The current
system date defaults in, you may changeit.

Orders that have a cutoff date, before the date you entered here, will not be
copied to the POOHxxx and POORxxx files.

Select an output device for thereport:
(P)rinter - to send the report to a printer
p(R)eview - to view what the printed report looks like in a GUI window. The system prompts
you to select the printer you want to use for the preview. You can select whether to send the
report to a printer.
(P)ile - to print the report to afile
(E)nd - to exit from the selection screen without printing the report

The report shows the total amount of recurring orders that were copied to the POOHxxx and

POORXxxx files, and alog of errors (such as arecurring order for a vendor whose record has been
deleted from the APVEXxxx file) is produced.
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This is a sample of a Recurring Entry Log

10/14/1999 Builders Supply Page 1
2:18 PM Copy Recurring Orders Report
Run Codes 0 - 99, Cutoff Date 10/31/1999

Recur. No. To P.O. No. Error Messages

01 R15655 Remaining balance = 0. Recurring entry not copied.
10 R155888 No errors occurred during copy.

11 R32135 Past cutoff date. Recurring entry not copied.

12 R5666 No errors occurred during copy.

35 R0000012 No errors occurred during copy.

Total amount copied to Purchase Order file. 780.00

End of Report
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Copying Recurring Entries USING PO
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Printing Orders

File Tools Favorites Other Help

e o) Jedl el S

- Diste and Times Trsta Gt
03/03/2000 & Live Data
10.26 &M  Sarpls Dats

Daily Work Menu With Print Orders Selected

000 - OPEN SYSTEMS® Accounting S oftware

[H " Builders Supply

Purchaze Order

—Main henu
#ccounts Payable

Information Inquiny

Enter Orders

FPocounts Receivable

Daily Wiork

Enter Retums

Bills o histerialsiKitting

hiterial Requisitions

Generate Orders

Bank Reconciliation

Nnagement Reports

Purchase Requisition Report

General Ledger

History Reports

Copy Recurring Orders

GEMERAL Report Wiiiter

Pay Invoices

Frint Orders [}

Purchase Order

Resource hanager

Sales Order

Inventary File himenance Open Order Report
Job Cost Master File Lists Scheduled Delivery Reportfillforksheet
Payroll Purchases Joumnal

Retums Joumal

Receipts and Invoicas Report

#ccnual Verification Report

Goods Not Received Report

Daily Sales Tax Report

Post Transactions

|OPEN SYSTEMS® Accounting Software

Use the Print Ordersfunction to print purchase orders and debit memos (for returned goods) on

forms.

This function changes the status of the new purchase orders to printed, but it does not change the

status of the returns.
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Printing Orders

USING PO

Print Orders Selection Screen

OSAS TOO1
Settings Edit Print Help

Has Purchase Order Entry Been Completed?

Print Additional Descriptions?

Print Orders
YE3
TES
Print Purchase Orders For

1. New Orders

2 Lost Orders
3. A& List of Orders
1

Last Good Order HNumber
(If Restart)
Pick Order Date From
Thru

Is Form Aligned?

'— Company H

Verify —

Enter the following information:

Field

Has Purchase Order
Entry Been
Completed?

Print Additional
Descriptions

Print Purchase
OrdersFor

Last Good Order
Number (If Restart)

Pick Order Date
From/Thru

Selection

Enter Yes on No to indicate whether or not you have entered all of the orders you
want to print.

If you enter No, you will be prompted to press F7 to return to the main menu to
continue the order entry.

Enter Yesor No to indicate if you wish to have Additional Descriptions Printed on
the Order forms.

You can make this choice only if you elected to use additional descriptionsin the
Resource Manager Options and interfaces function.

1. New Orders (The status of the Purchase Order changes to printed).

2. Lost Orders (The status of the Purchase Order remains the same)

3. A List of Orders (you are prompted to PgDn to a screen where you can specify up
to 100 orders that you want to print.

If you are restarting, enter your last good order number.

If you are at the beginning of your printing job and are printing only new orders,
press Enter.

If you are reprinting al new and printed orders, enter ALL.

Specify the range of dates for the purchase orders you want to print.

To print ordersfor all dates, for the type you selected, press Enter at both From and
Thru.
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USING PO Printing Orders

Print Orders Purchase Order Number Selection Screen

Settings  Edit Print Help

Print Orders
Print Purchase Orders for a List of Orders

00ooo04% 00000050 00000051

Is Form Aligneds?

Output dewvice - [(Plrinter p(R)ewview (Fjile (ﬁ]nd

When you elect to print alist of orders, this screen is displayed, so that you can enter the number for
the orders you want to print (up to 100). Press Enter at a blank order number field when you have
entered all the order numbers you want to print.
Select an output device for thereport:
(P)rinter - to send the report to a printer
p(R)eview - to view what the printed report looks like in a GUI window. The system prompts
you to select the printer you want to use for the preview. You can select whether to send the
report to a printer.

(P)ile - to print the report to afile

(E)nd - to exit from the selection screen without printing the report
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Printing Orders

USING PO

This is a sample Purchase Order form

Builders Supply

1157 Valley Park Dr
Shakopee MN 55379

Purchase Order

PO Number
00000302

Page
1

Req. Ship Date

Ord. Date Ordered By Terms F.0.B Ship Via
07/15/1999 Jackie W. 2/10,n/30
V MILLWORK LUMBER & CABINETS S
E 3300 SO. 3RD ST. H
N HOUSTON TX 34242-0333 I
D P
0 T
R 0
43
Line Item/Description Unit Price Units Ordered Received Backordered
001 450 161.1400 EA 5.0000 0000 0000
Slide by Window 24" x 40" Req Date 07/20/1999
002 460 176.4700 EA 5.0000 0000 0000
Slide by Window 30" X 40" Req Date 07/20/1999
Subtotal Tax Freight Misc. Prepaid Total
1688.05 101.28 .00 .00 .00 1789.33
Comments :

Received By

Authorized Signature
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Open Order Report

Daily Work Menu With Open Order Report Selected

i TOOD - OPEN SYSTEMS® Accounting Software
File Tools Favorites Other Help

2 el L 2| I | 5 S

~Dats and Time Data Set [H Builders Supply =l
03/03/2000  Live Data |
1026 &M © Sample Dats n |
—Min hienu Purchaze Order — Daily Wark
Accounts Payable Informatien Inquiry Erter Orders
Pocounts Receivable Daily Miork. Enter Retums
Bills of Meterals/Kirting Materal Requisitions Generate Orders
Bank Reconciliation

General Ledger History Reports Copy Recuring Orders

GEMERAL Report Wiiiter Pay Invoices Print Orders

Inwentary File Meintenance Open Onder Fepar 1

Minagement Reports | Purchase Requisition Report

Job Cost haster File Lists Scheduled Delivery Report/Aiorksheet

Payroll Purchases Journal

Purchase Order Retums Journal

Resource hanager Recipts and Invoices Report

Sales Order

Acorual erification Report
Goods Not Received Report
= Daily Sales Tax Report
Post Transactions

The Open Order Report lists the items and orders that have been entered into the Open Order files
(POOHxxx, POORxxx). You can use thisreport in several ways, depending on the orders you select:

|OPEN SYSTEMS® Accounting Software

e Print alist of new orders every time you enter them. It serves as awritten reference and as an
audit trail and is more compact and easier to use than a stack of purchase orders forms.

e Print areceiving report as areference of order and line-item entry numbers when you receive
goods or change orders.

«  After posting, print alist of the goods that are due. It can help you decide whether to purchase
the items from other vendors.

«  Printalist of outstanding orders for a particular vendor or item. It will help you analyze your
purchases.

e If you enter job information, you can print all the items you ordered for a particular job or phase.

¢ Usethe second page of the report to get an aged breakdown of the orders you are scheduled to
receive over the next 90 days.
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Open Order Report

USING PO

Open Order Report Selection Screen

OSAS TOO1
Settings Edit Print Help

Pick Order No From

Thru
Vendor ID From
Thru
Iten ID From
Thru
Job and From
Phaze Thru
Requested From
Date Thru

Status: . Hew

. 4ll

1

2. Printed

3. New and Printed (1 and 2)
4. hctive

5. Feturned

6. Cancelled

7
7

Open Order Report

Print By:

1. Order No
. Vendor ID
Item ID
Job and FPhasze
Requested Date
Status

(=, RS

Select:
Current Receipts YESI
Posted Receipts  YE3
Current Inwvoices YES
Posted Invoices YE3
Completed Lines YE3
Cancelled Orders YE3S
Cancelled Lines YE3

Output dewvice -

(Plrinter p(R)eview (F)jile (3)creen (a]nd

Enter the following information:

Field

Pick Order No
From/Thru

Pick Vendor 1D
From/Thru

Pick Item ID
From/Thru

Pick Job and Phase
From/Thru

Pick Requested
Ship dates From /
Thru

Select the Status

Selection

Enter the range of order numbers you want in the report. The Inquiry (F2)
command is available.

Enter the range of Vendor IDsyou want in the report. The Inquiry (F2) command is
available.

IDsfor temporary vendors consist of a"+" sign and afive digit number. To Print a
report for all temporary vendors, enter arange of +00000 through +99999.

Enter the range of Items you want in the report. The Inquiry (F2) command is
available.

Enter the range of jobs and phases you want in the report. The I nquiry (F2)
command is available, if Purchase Order isinterfaced with Job Cost.

Enter the range of requested ship dates whose orders you want in the report.

Enter the statuses you want in the report
1) New

2) Printed

3) New and Printed (1 and 2)

4) Active

5) Returned

6) Cancelled
7) All
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USING PO Open Order Report

Field Selection
Select the Print Enter the option by which to organize the report.
Options

1) Order No

2) Vendor ID

3)Item ID

4) Job and Phase
5) Requested Date
6) Status

Select the Receipts/  Choose the kinds of receipts and invoices you want in the report.
Invoices

Current Receipts Yes/ No
Posted Receipts Yes/ No
Current Invoices Yes/ No
Posted Invoices Yes/No
Completed Lines Yes/ No
Cancelled Orders Yes/ No

Cancelled Lines Yes/ No

The selections you make are cumulative; that is, if you select one vendor and one inventory item, the
report will include only the orders from that vendor for that inventory item.

Select an output device for thereport:
(P)rinter - to send the report to a printer
p(R)eview - to view what the printed report looks like in a GUI window. The system prompts
you to select the printer you want to use for the preview. You can select whether to send the
report to a printer.
(P)ile - to print the report to afile

(S)creen - to print the report to the screen

(E)nd - to exit from the selection screen without printing the report

Purchase Order Training Manual 3-161



Open Order Report

USING PO

This is an example of an Open Order Report

06/30/1999 Builders Supply Page 1
2:29 PM Open Order Report
By Order No. for All Status
-Dates-

Vendor Entry Ordered Ordered By Job Location Qty. Available Units  -------------- Quantity/Dollars -----------
Order No. Status Requested Received By Phase Item ID Ordered Received Invoiced
Order Stat. Cost Code Description

GL Description
TIMOO1 001 12/21/1999 CA0001 12.0000 EA 5.0000 5.0000 5.0000
00000030 OPEN 450 760.00 760.00 760.00
INRCD Slide by Window 24" x 40"
TIMOO1 002 12/21/1999 CA0001 17.0000 EA 6.0000 6.0000 6.0000
00000030 OPEN 460 1058.82 1058.82 1058.82
INRCD Slide by Window 30" X 40"
TIMOO1 003 12/21/1999 CA0001 8.0000 EA 3.0000 3.0000 3.0000
00000030 OPEN 600 363.09 363.09 363.09
INRCD Standard Window 24" X 40"

TOTALS 2181.91 2181.91 2181.91

GRAND TOTAL 2181.91 2181.91 2181.91
06/30/1999 Builders Supply Page 2
2:29 PM Open Order Report

By Order No. for All Status
Scheduled receipts dollar volume totals
for orders with the status of new or printed
Late 0-30 31-60 61-90 Over 90 No Scheduled
Shipments Days Days Days Days Date Total
Purchases .00 .00 00 00 .00 .00 .00
Tax, Frt., Misc. .00 .00 00 00 .00 .00 .00
Prepaid .00 .00 00 00 .00 .00 .00
TOTAL DUE .00 .00 00 00 .00 .00 .00
Scheduled receipts dollar volume totals
for orders with the status of received or invoiced
Late 0-30 31-60 61-90 Over 90 No Scheduled
Shipments Days Days Days Days Date Total
Purchases .00 .00 00 00 .00 2181.91 2181.91
Tax, Frt., Misc. .00 .00 00 00 .00 .00 .01
Prepaid .00 .00 00 00 .00 .00 .00
TOTAL DUE .00 .00 00 00 .00 2181.91 2181.92
End of Report
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Scheduled Delivery Report/Worksheet

Daily Work Menu With Scheduled Delivery Report/Worksheet Selected

i TOOD - OPEN SYSTEMS® Accounting Software
File Tools Favorites Other Help

o= mm el i) <5 =]

~Date and Tima Data Set [H Buidars Suppls =l
03/03/2000  Live Data |
10:26 AM 1 Sample Data n |
M Menu Purchaze Order — ‘Daily Wark
Accourts Payable Information Inquiry Ertter Orders
|
Pocounts Receivable Daily Wk Enter Retums ‘

Bills of Materials/Kitting hterial Requisitions Generate Orders

Bank Resconciliation MWanagement Reports Purchase Requisition Report

General Ledger History Reports Copy Recuring Drders

GEMERAL Repart Wiiter Fay Invoices Print Ordars

Invertory File Maintenance Open Order Report
Job Cost Mlaster File Lists Scheduled Delivery Report/Aliorksheet l%
Payroll Purchases Joumal

Purchase Order Retums Jourmal

Resource hnager Receipts and Invoices Report

Sales Order

Arorual verification Report

Goads Mot Recaived Report

Daily Sales Tax Report

ﬂ

Post Transactions

|OPEN SYSTEMS® Accounting Software

The Scheduled Delivery Report/Worksheet shows which orders you are supposed to received on the
date you enter. Thisreport isvaluableif the end of a posting or other important time period is
approaching, and you want to see what inventory you are to have received by then.

You can also use the Scheduled Delivery Report as a physical inventory worksheet: you can compare
the items in the report against a physical count of inventory by checking off the items you received.
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Scheduled Delivery Report/Worksheet USING PO

Scheduled Delivery Report/Worksheet Selection Screen

Settings Edit Print Help
— fdcheduled Delivery Report/Worksheet

Pick Requested Ship Date From
Thru

Print By:
1. Order Humber
2. W¥endor ID
1

Output dewvice - [(Plrinter p(Rlewiew (Fjile (%)creen (ﬁ]nd

Enter the following information:

Field Selection

Pick Requested Ship  Select the dates to use in the compilation of the report (The dates within which you

Date From/ Thru are scheduled to receive goods.)
Select the Print Enter the option by which to organize the report.
Options

1) Order Number
2) Vendor ID
Select an output device for thereport:
(P)rinter - to send the report to a printer
p(R)eview - to view what the printed report looks like in a GUI window. The system prompts
you to select the printer you want to use for the preview. You can select whether to send the
report to a printer.
(P)ile - to print the report to afile

(S)creen - to print the report to the screen

(E)nd - to exit from the selection screen without printing the report
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USING PO Scheduled Delivery Report/Worksheet
This is an example of a Scheduled Delivery Report/Worksheet
06/30/1999 Builders Supply Page 1
3:22 PM Scheduled Delivery Report/Worksheet
Order No. Vendor ID Requested Ship Date Item ID Expected Quantity Units Unit Cost Extended Cost
Entry No. Vendor Name Description Received Quantity
00000301  ACE001 01/07/1999 100 3.0000 PKG 343.5500 1030.65
001 ACE PLUMBING SUPPLY COMPANY Electrical Package
ORDER 00000301 TOTAL 1030.65
TOTAL FOR 01/07/1999 1030.65
00000303  ACE001 03/31/1999 100 5.0000 PKG 343.5500 1717.75
001 ACE PLUMBING SUPPLY COMPANY Electrical Package
ORDER 00000303 TOTAL 1717.75
TOTAL FOR 03/31/1999 1717.75
GRAND TOTAL 2748.40
End of Report
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Purchase Journal

Daily Work Menu With Purchases Journal Selected

i TOD - OPEN SYSTEMS® Accounting §oftware
File Tools Favorites Other Help

)&= ) 2 ) ] 22

—Date and Time Data Set [ Buitders Supply el
03/03/2000 & Live Data |
10:26 &M " Sample Data h il

—Main henu Purchaze Order

Daily ork

Accounts Payable

Information Inquiny

Enter Orders

FPocounts Receivable

Daily Wiork

Enter Retums

Bills o histerialsiKitting

hiterial Requisitions

Generate Orders

Bank Reconciliation

Nnagement Reports

Purchase Requisition Report

General Ledger History Reports Copy Recurring Orders

GEMERAL Report Wiiiter Pay Inwoices Frint Orders

Inventary File himenance Open Order Report
Job Cost Master File Lists Scheduled Delivery Reportfillforksheet
Payroll Purchases Joumnal I%

Purchase Order Retums Joumal

Resource hanager

Sales Order

Receipts and Invoicas Report

#ccnual Verification Report

Goods Not Received Report

Daily Sales Tax Report

Post Transactions

|OPEN SYSTEMS® Accounting Software

The Purchases Journal is arecord of invoice received orders. Only unposted invoices appear in this
report. To see posted invoices for orders that have not been completed, print the Receipts and
Invoices Report.

Print the Purchases Journal to check for mistakes and omissions and to use as an audit trail of
invoiced ordersto be posted. The detailed version of the journal can serve as a compact paper record
of your invoiced orders.

Print the journal every day after you finish the day’swork but before you post orders.
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Purchase Journal

USING PO

3-168

Purchases Journal Selection Screen

)SAS TOO1
Settings Edit Print Help

Pick Vendor

Print By:

s L [

Purchases Journal

ID From -

Thru

Full Detail
Summary Only

Order Number
Vendor ID

GL Period and Account

Inventory
Job and FPhase

'— Company H

Ingquiry

Verify —

Enter the following information:

Field

Pick Vendor 1D
From/Thru

Print:

Print By:

Select an output device for thereport:

Selection

Enter the range of Vendor IDs you want in the report. The Inquiry (F2) command is
available.

IDs for temporary vendors consist of a"+" sign and afive digit number. To Print a
report for all temporary vendors, enter arange of +00000 through +99999.

Select the amount of detail you want in the journal.

1) Full Detail (Lineltem Detail)

2) Summary Detail (Invoice Totals)

Organize the Journal by:

1) Order Number

2) Vendor ID

3) GL Period and Account

4) 1

5) Job and Phase

nventory

(P)rinter - to send the report to a printer

(P)ile - to print the report to afile

(S)creen - to print the report to the screen

(E)nd - to exit from the selection screen without printing the report
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USING PO Purchase Journal
This is an example of a Purchase Journal
07/22/1999 Builders Supply Page 1
9:20 AM Purchases Journal
Summary by Order Number
Order No. Ent. Vendor GL
Invoice Date Period
00000030 TOT TIMOO1 TIMBERLAND WINDOWS, INC 2181.91
Amount Sales Tax Freight Misc. Total Prepaid
CA 12152 05/06/1999 05 2181.91 130.91 .00 .00 2312.82 .00
Check No. 1099? Y Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
46.26 2266.56 05/16/1999
00000199 TOT ELLO0O1 ELLIS ELECTRICAL SUPPLY 1917.28
Amount Sales Tax Freight Misc. Total Prepaid
CA 44 05/13/1999 05 1917.28 76.69 .00 .00 1993.97 .00
Check No. 1099? N Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
39.88 1954.09 05/23/1999
00000200 TOT ELLOO1 ELLIS ELECTRICAL SUPPLY 5796.96
Amount Sales Tax Freight Misc. Total Prepaid
CA 555 05/13/1999 05 5796.96 307.46 .00 .00 6104.42 .00
Check No. 1099? N Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
122.09 5982.33 05/23/1999
R0000012 TOT TELOOl TELL & JACOBY 200.00
Amount Sales Tax Freight Misc. Total Prepaid
CA REC ORD 07/15/1999 12 200.00 8.00 .00 .00 208.00 .00
Check No. 1099? Y Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 208.00 08/14/1999
R155888 TOT HEN(0O1 HENNEPIN MUNICIPAL UTILITIES 500.00
Amount Sales Tax Freight Misc. Total Prepaid
CA 122 07/15/1999 12 500.00 20.00 .00 .00 520.00 .00
Check No. 1099? N Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 520.00 07/25/1999
R5666 TOT MINOO1 MINNEAPOLIS WATER DEPARTMENT 50.00
Amount Sales Tax Freight Misc. Total Prepaid
CA 878 07/15/1999 12 50.00 2.00 .00 .00 52.00 .00
Check No. 1099? N Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 52.00 07/25/1999
Amount Sales Tax Freight Misc. Total Prepaid
GRAND TOTAL 10646.15 545.06 .00 .00 11191.21 .00
End of Report
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Returns Journal

Daily Work Menu With Returns Journal Selected

i TOD - OPEN SYSTEMS® Accounting §oftware
File Tools Favorites Other Help

)&= ) 2 ) ] 22

- Diste and Times Trsta Gt
03/03/2000 & Live Data
10.26 &M  Sarpls Dats

)

[H " Builders Supply

Purchaze Order

—Main henu
#ccounts Payable Information Inquiry

Daily ork
Enter Orders

FPocounts Receivable Daily Wiork

Enter Retums

Bills o histerialsiKitting Mterial Requisitions

Generate Orders

Bank Reconoiliation Nnagement Reports

Purchase Requisition Report

General Ledger History Reports

Copy Recurring Orders

GEMERAL Report Wiriter Pay Invoices

Frint Orders

Purchase Order

Resource hanager

Sales Order

Inventary File himenance Open Order Report
Job Cost Master File Lists Scheduled Delivery Reportfillforksheet
Payroll Purchases Joumnal

Retums Joumal [}

Receipts and Invoicas Report

#ccnual Verification Report

Goods Not Received Report

Daily Sales Tax Report

Post Transactions

|OPEN SYSTEMS® Accounting Software

The Returns Journal isarecord of debit memos and miscellaneous debits. Only unposted debit
memos appear in thisreport. To see posted debit memos for returns that have not been compl eted,
print the Receipts and I nvoices Report.

The Returns Journal serves as an audit trail. The detailed version of the journal can serveasa
compact paper record of your debit memos.

Print the journal every day after the day’swork , but before you post orders.

If you find incorrect debit memos or miscellaneous debits in the Returns Journal, use the Enter

Ordersfunction or the Enter Returns function to edit or delete them.
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Returns Journal

USING PO

3-172

Returns Journal Selection Screen

O8SAS TDO1
Settings  Edit Print Help

Pick Wendor ID From -

Print EBv:

Returns Journal
Thru

1. Full Detail
2. Summary Only

1 Order Mumber

Z. Vendor ID

3. GL Period and Account
4 Inwventory

5 Job and Phase

'— Company H

Inuiry Verify —

Enter the following information:

Field

Pick Vendor 1D
From/Thru

Print:

Print By:

Selection

Enter the range of Vendor IDs you want in the report. The Inquiry (F2) command is
available.

IDs for temporary vendors consist of a"+" sign and afive digit number. To Print a
report for all temporary vendors, enter arange of +00000 through +99999.

Select the amount of detail you want in the journal.
1) Full Detail (Lineltem Detail)

2) Summary Detail (Invoice Totals)
Organize the Journal by:

1) Order Number

2) Vendor Number

3) GL Period and Account

4) Inventory

5) Job and Phase

Select an output device for thereport:

(P)rinter - to send the report to a printer

p(R)eview - to view what the printed report looks like in a GUI window. The system prompts
you to select the printer you want to use for the preview. You can select whether to send the
report to a printer.

(P)ile - to print the report to afile

(S)creen - to print the report to the screen

(E)nd - to exit from the selection screen without printing the report
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USING PO

Returns Journal

This is an example of a Returns Journal

07/22/1999 Builders Supply Page 1
9:45 AM Returns Journal
Summary by Order Number
Order No. Ent. Vendor GL
Db. Memo Date Period
00000255 TOT BOR001 BORIS CONSTRUCTION COMPANY 907.53
Amount Sales Tax Freight Misc. Total Prepaid
CA 69 06/24/1999 06 907.53 54.45 .00 .00 961.98 .00
Check No. 1099? N Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 961.98 06/24/1999
00000256 TOT BOR001 BORIS CONSTRUCTION COMPANY 226.99
Amount Sales Tax Freight Misc. Total Prepaid
CA 69 06/24/1999 06 226.99 13.62 .00 .00 240.61 .00
Check No. 1099? N Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 240.61 06/24/1999
00000258 TOT BOR001 BORIS CONSTRUCTION COMPANY 231.02
Amount Sales Tax Freight Misc. Total Prepaid
CA 69 06/24/1999 06 231.02 9.24 .00 .00 240.26 .00
Check No. 1099? N Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 240.26 06/24/1999
00000259 TOT BOR001 BORIS CONSTRUCTION COMPANY 231.02
Amount Sales Tax Freight Misc. Total Prepaid
CA 123 06/24/1999 06 231.02 9.24 .00 .00 240.26 .00
Check No. 1099? N Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 240.26 06/24/1999
00000260 TOT BOR001 BORIS CONSTRUCTION COMPANY 231.02
Amount Sales Tax Freight Misc. Total Prepaid
CA 33 06/24/1999 06 231.02 9.24 .00 .00 240.26 .00
Check No. 1099? N Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 240.26 06/24/1999
00000261 TOT BOR001 BORIS CONSTRUCTION COMPANY 231.02
Amount Sales Tax Freight Misc. Total Prepaid
CA 44 06/24/1999 06 231.02 9.24 .00 .00 240.26 .00
Check No. 1099? N Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 240.26 06/24/1999
00000263 TOT BOR001 BORIS CONSTRUCTION COMPANY 306.97
Amount Sales Tax Freight Misc. Total Prepaid
CA 88 06/24/1999 06 306.97 12.28 .00 .00 319.25 .00
Check No. 1099? N Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 319.25 06/24/1999
00000266 TOT BOR001 BORIS CONSTRUCTION COMPANY .00
00000277 TOT BOR001 BORIS CONSTRUCTION COMPANY 120.78
Amount Sales Tax Freight Misc. Total Prepaid
CA 44 06/29/1999 06 40.26 1.61 .00 .00 41.87 .00
Check No. 1099? N Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 41.87 06/29/1999
Amount Sales Tax Freight Misc. Total Prepaid
CA 999 06/29/1999 06 40.26 1.61 .00 .00 41.87 .00
Check No. 1099? Y Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 41.87 06/29/1999
Amount Sales Tax Freight Misc. Total Prepaid
CA 88 06/29/1999 06 40.26 1.61 .00 .00 41.87 .00
Check No. 1099? Y Discount Amount 1 Date 1 Amount Date Amount 3 Date 3
.00 41.87 06/29/1999
Amount Sales Tax Freight Misc. Total Prepaid
GRAND TOTAL 2486.35 122.14 .00 .00 2608.49 .00
End of Report
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Receipts And Invoice Report

Daily Work Menu With Receipts and Invoices Report Selected

i TOD - OPEN SYSTEMS® Accounting §oftware
File Tools Favorites Other Help

)&= ) 2 ) ] 22

- Diste and Times Trsta Gt
03/03/2000 & Live Data
1213PM  Sarpls Dats

)

[H " Builders Supply

Purchaze Order

Daily ork

—Main henu
#ccounts Payable Information Inquiry

Enter Orders

FPocounts Receivable Daily Wiork

Enter Retums

Bills o histerialsiKitting Mterial Requisitions

Generate Orders

Bank Reconoiliation Nnagement Reports

Purchase Requisition Report

General Ledger History Reports

Copy Recurring Orders

GEMERAL Report Wiriter Pay Invoices

Frint Orders

Purchase Order

Resource hanager

Sales Order

Inventary File himenance Open Order Report
Job Cost Master File Lists Scheduled Delivery Reportfillforksheet
Payroll Purchases Joumnal

Retums Joumal

Fecaipis and Inveices Report B

#ccnual Verification Report

Goods Not Received Report

Daily Sales Tax Report

Post Transactions

|OPEN SYSTEMS® Accounting Software

The Receipts and Invoices Report lists the receipts and the invoices that are on file. Posted and
unposted receipts and invoices can be included in the report.

This report is useful when you are verifying what you have paid and want to see which payments

were posted.
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Receipts And Invoice Report

USING PO

Receipts and Invoices Report Selection Screen

OSAS TOO1
Settings Edit Print Help

Pick Order No
Rcpt/Inv No
Recpt/Inv Date
Vendor ID
Iten ID

GL Period

Print By:

o s L

Receipts and Inwvoices Report
From Type:
Thru 1. Beceipts
From 2. Inwvoices
Thru 3. Both
From 3
Thru
From Status:
Thru 1. Current
From Z. Posted
Thru 3. Both
From 3
Thru
Order No Print:
Rept/Inv No 1. Orders
Status Z. Returns
Type 3. Both
GL Feriod 3

[Plrinter piR)eview (Fjile (%)creen (ﬁ]nd

Output dewvice -

Enter the following information:

Field

Pick Order No From

[/ Thru

Receipt/Invoice No
From/Thru

Receipt/Invoice Date

From/Thru

Pick Vendor 1D
From/Thru

Pick Item ID From /

Thru

Pick GL Period
From/Thru

Select the Print
Options

Select type

3-176

Selection

Enter the range of order numbers you want in the report. Inquiry (F2) command is
available.

Enter the range of Receipt / Invoice numbers you want in the report.

Enter the range of Receipt / Invoice Dates you want in the report.

Enter the range of Vendor IDsyou want in the report. The Inquiry (F2) command is
available.

IDsfor temporary vendors consist of a"+" sign and afive digit number. To Print a
report for all temporary vendors, enter arange of +00000 through +99999.

Enter the range of Itemsyou want in the report. The Inquiry (F2) command is
available.

Enter the GL Periods you want in the report.

Enter the option by which to organize the report.

1) Order No

2) Receipt / Invoice No

3) Status

4) Type

5) GL Period

Enter the type of documents you want in the report.
1) Receipts

2) Invoices

3) Both

Purchase Order Training Manual



USING PO Receipts And Invoice Report

Field Selection
Select Status Enter the statuses you want in the report
1) Current
2) Posted
3) Both
Select Print Enter the information you want in the report
1) Orders
2) Returns
3) Both

The selections you make are cumulative; that isif you select one vendor and one inventory item, the
report will include only the orders from that vendor for that inventory item.

Select an output device for thereport:
(P)rinter - to send the report to a printer
p(R)eview - to view what the printed report looks like in a GUI window. The system prompts
you to select the printer you want to use for the preview. You can select whether to send the
report to a printer.
(P)ile - to print the report to afile

(S)creen - to print the report to the screen

(E)nd - to exit from the selection screen without printing the report
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Receipts And Invoice Report USING PO
This is an example of a Receipts and Invoice Report
07/22/1999 Builders Supply 1
11:28 AM Receipts and Invoices Report
By Order No. for Current and Posted Receipts and Invoices
Order No. Ent. Vendor Receipt/ Status Type Date GL Job Location Quantity Units Unit Cost Extended
Invoice Number Period Phase Item Cost
Description
00000030 001 TIMOO1l 575 CURRENT GDS 05/04/1999 5 CA0001 5.0000 EA 152.0000 760.00
450
Slide by Window 24" x 40"
00000030 001 TIMOO1l 12152 CURRENT INV 05/06/1999 5 CA0001 5.0000 EA 152.0000 760.00
450
Slide by Window 24" x 40"
00000030 002 TIMOO1l 575 CURRENT GDS 05/04/1999 5 CA0001 6.0000 EA 176.4700 1058.82
460
Slide by Window 30" X 40"
00000030 002 TIMOO1l 12152 CURRENT INV 05/06/1999 5 CA0001 6.0000 EA 176.4700 1058.82
460
Slide by Window 30" X 40"
00000030 003 TIMOO1l 575 CURRENT GDS 05/04/1999 5 CA0001 3.0000 EA 121.0300 363.09
600
Standard Window 24" X 40"
00000030 003 TIMOO1 12152 CURRENT INV 05/06/1999 5 CA0001 3.0000 EA 121.0300 363.09
600
Standard Window 24" X 40"
TOTAL RECEIPTS 2181.91
TOTAL INVOICES 2181.91
GRAND TOTAL RECEIPTS 2181.91
GRAND TOTAL INVOICES 2181.91
End of Report
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The Accrual Verification Report

Daily Work Menu With Accrual Verification Report Selected

i TOO0 - OPEN SYSTEMS® Accounting Software

Tools  Favorites  Other  Help

)=l ) 2 ) 21

- Diste and Times Trsta Gt
03/03/2000 & Live Data
1213PM  Sarpls Dats

[H " Builders Supply

|

|

Purchaze Order

Daily ork

—Main henu
#ccounts Payable

Information Inquiny

Enter Orders

FPocounts Receivable

Daily Wiork

Enter Retums

Bills o histerialsiKitting

hiterial Requisitions

Generate Orders

Bank Reconciliation

Nnagement Reports

Purchase Requisition Report

General Ledger

History Reports

Copy Recurring Orders

GEMERAL Report Wiiiter

Pay Invoices

Frint Orders

Purchase Order

Resource hanager

Sales Order

Inventary File himenance Open Order Report
Job Cost Master File Lists Scheduled Delivery Reportfillforksheet
Payroll Purchases Joumnal

Retums Joumal

Receipts and Invoicas Report

#cenial erification Repon [

Goods Not Received Report

Daily Sales Tax Report

Post Transactions

|OPEN SYSTEMS® Accounting Software

The Accrua Verification Report lists the amounts accrued for orders. The summary report lists only

the general ledger and purchase order accrual amounts and the variance for each account. The
detailed version of the report lists each accrual for each order’s line item.

You set up the accrual accounts in the APGLxxxx table. If Purchase Order is not interfaced with
General Ledger or if you elected not to use accrualsin the Resource Manager Options and Inter faces
function, the general ledger account accruals are zero.
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The Accrual Verification Report USING PO

Accrual Verification Report Selection Screen

OSAS TOO1
Settings  Edit Print Help

Accrual Werification Report

Print:
1. Detail
2. Summary

t
1. Inwventory Accrual
2. Expense Accrual
3. Job Accrual

4, 411

4

Output dewvice - [(Plrinter p(Rlewiew (Fjile (%)creen (ﬁ]nd

Enter the following information:

Field Selection

Print: Select the amount of detail that you want in the report

1) Detail summary; liststhelineitem detail of the individual accruals, in addition to
the verification summary.

2) Summary: includesthe GL account balances and unposted GL journa entriesfor
the accrua accounts.

Select Accrual Enter the Accrual that you want in the report.
1) Inventory Accrual
2) ExpenseAccrual
3) Job Accrual
4) All
Select an output device for thereport:
(P)rinter - to send the report to a printer
p(R)eview - to view what the printed report looks like in a GUI window. The system prompts
you to select the printer you want to use for the preview. You can select whether to send the
report to a printer.
(P)ile - to print the report to afile

(S)creen - to print the report to the screen

(E)nd - to exit from the selection screen without printing the report
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USING PO The Accrual Verification Report

This is an example of a Accrual Verification Report

07/22/1999 Builders Supply Page 1
12:44 PM Accrual Verification Report
Detail for Job Accrual

Order No. Ent. Vendor Job Item ID Revd. Qty. Pstd. Units Accrued Qty. Unit Cost Accrued Amt.
Order Date Stat. Phase Item Description Inv. Qty. Pstd.
00000093 001 IBM Z2Z00M 799 12.0000 EACH 12.0000 250.0000 3000.00
02/15/2000 GDRCD 1 YEAR 2000 MONITOR .0000
00000093 002 IBM 7727Z00M 499 12.0000 EACH 12.0000 25.0000 300.00
02/15/2000 GDRCD 1 YEAR 2000 COMPUTER MOUSE .0000
00000093 003 IBM 7727Z00M 599 12.0000 EACH 12.0000 1.5000 18.00
02/15/2000 GDRCD 1 YEAR 2000 POWER BAR .0000
00000093 004 IBM 7727Z00M 699 12.0000 EACH 12.0000 22.5000 270.00
02/15/2000 GDRCD 1 YEAR 2000 KEYBOARD .0000
00000093 005 IBM 772Z00M 899 12.0000 EACH 12.0000 500.0000 6000.00
02/15/2000 GDRCD 1 YEAR 2000 CPU .0000
TOTAL FOR GOODS RECEIVED 9588.00
GRAND TOTAL 9588.00
07/22/1999 Builders Supply Page 2
12:44 PM Accrual Verification Report

Detail for Job Accrual

Accrual Type GL Account GL Accrued Amt. PO Accrued Amt. Variance
Inventory 104400 1048288.01 29034.08 1019253.93
Expense 806000 18736.79 1376.64 17360.15
Job 104200 1079950.50 9588.00 1070362.50
Accounts Payable 200000 125640.89- 39998.72 165639.61-

End of Report
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Goods Not Received Report

Daily Work Menu With Good Not Received Report Selected

i TOO0 - OPEN SYSTEMS® Accounting Software
Tools  Favorites  Other  Help

)=l ) 2 ) 21

- Diste and Times Trsta Gt
03/03/2000 & Live Data
1213PM  Sarpls Dats

[H " Builders Supply

nl....

Purchaze Order

—Main henu
#ccounts Payable Information Inquiry

Daily

Enter Orders

FPocounts Receivable Daily Wiork

Enter Retums

Bills o histerialsiKitting Mterial Requisitions

Generate Orders

Bank Reconoiliation Nnagement Reports

Purchase Requisition Report

General Ledger History Reports

Copy Recurring Orders

GEMERAL Report Wiriter Pay Invoices

Frint Orders

Inventary File himenance Open Order Report
Job Cost Master File Lists Scheduled Delivery Reportfillforksheet
Payroll Purchases Joumnal

Purchase Order

Resource hanager

Sales Order

Retums Joumal

Receipts and Invoicas Report

#ccnual Verification Report

Goods Mot Received Repon%

Daily Sales Tax Report

Post Transactions

|OPEN SYSTEMS® Accounting Software

The Goods Not Received Report lists orders that goods haven’t been fully received for. If an order
contains aline item that hasn’t been received-or has been only partially received-it will belisted in
the report along with the detail for each incomplete line item.
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Goods Not Received Report

USING PO

Goods Not Received Report Selection Screen

)SAS TOO1
Settings Edit Print Help

Pick Order No From
Thru
Vendor ID From
Thru
From
Thru
Job and From
Phaze Thru
Requested From
Date Thru

Iten ID

Goods Not Received Report

Status:
1. New
2. Printed
. New and Printed (1 and 2)
. hctive
411

o e

Print EBwy:

1. Order Number
- Vendor ID
- Item ID
. Job and Phase
. Requested Date
. Atatus

(= R R X

Output dewvice -

[Plrinter piR)eview (Fjile (%)creen (ﬁ]nd

Field

Pick Order NoFrom
[/ Thru

Pick Vendor No
From/ Thru

Pick Item ID From /
Thru

Pick Job and Phase
From/ Thru

Pick Requested Ship
Date

Select the Status

Select the Print
Options

Selection

Enter the Order numbers that you want included in the report. The Inquiry (F2)
command is available

Enter the vendor numbers that you want included in the report. The Inquiry (F2)
command is available.

Enter the Item ID’syou want included in the report. The Inquiry (F2) command is
available.

Enter the range of jobs and phases you want in the report. The Inquiry (F2)
command is available, if Purchase Order isinterfaced with Job Cost.

Enter the range of Requested Ship Dates that you want included in the report.

Enter the statuses you want in the report
1) New

2) Printed

3) New and Printed (1 and 2)

4) Active

5) All

Enter the option by which to organize the report.

1) Order Number

2) Vendor ID

3) Item ID

4) Job and Phase

5) Requested Date

6) Status
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USING PO Goods Not Received Report
The selections you make are cumulative; that isif you select one vendor and one inventory item, the
report will include only the orders from that vendor for that inventory item.

Select an output device for thereport:
(P)rinter - to send the report to a printer
p(R)eview - to view what the printed report looks like in a GUI window. The system prompts
you to select the printer you want to use for the preview. You can select whether to send the
report to a printer.
(Pile - to print the report to afile
(S)creen - to print the report to the screen
(E)nd - to exit from the selection screen without printing the report
This is an example of a Goods Not Received Report
07/22/1999 Builders Supply Page 1
1:02 PM Goods Not Received Report
By Order No for All Status
-Dates-
Vendor Entry Ordered Ordered By Job Location Qty. Available Units -------------- Quantity/Dollars -----------
Order No. Status Requested Received By Phase Item ID Ordered Received Unreceived
Order Stat. Description
GL Description
ACE001 001 04/06/1999 MN0001 41.0000 PKG 1.0000 0000 1.0000
00000102 OPEN 100 343.55 .00 343.55
PRINT Electrical Package
TOTALS 343.55 .00 343.55
ACE001 001 04/20/1999 MN0001 73.0000 PKG 2.0000 1.0000 1.0000
00000105 OPEN 150 1815.06 907.53 907.53
GDRCD Plumbing Package
TOTALS 1815.06 907.53 907.53
ACE001 001 04/20/1999 MN0001 41.0000 PKG 12.0000 0000 12.0000
00000111 OPEN 100 4200.00 .00 4200.00
PRINT Electrical Package
ACE001 002 04/20/1999 MN0001 .0000 EA 1.0000 0000 1.0000
00000111 OPEN .00 .00 .00
PRINT
TOTALS 4200.00 .00 4200.00
GRAND TOTAL 6358.61 907.53 5451.08
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USING PO Daily Sales Tax Report

Daily Sales Tax Report

Daily Work Menu With The Daily Sales Tax Report Selected

i TOOD - OPEN SYSTEMS® Accounting Software
File Tools Favorites Other Help

o= mm el i) <5 =]

~Date and Tima Data Set [H Buidars Suppls =l
03/03/2000  Live Data |
1213 M 1 Sample Data n |
M Menu Purchaze Order — ‘Daily Wark
Accourts Payable Information Inquiry Ertter Orders
Pocounts Receivable Daily Wk Enter Retums

Bills of Materials/Kitting hterial Requisitions Generate Orders

Bank Resconciliation MWanagement Reports Purchase Requisition Report

General Ledger History Reports Copy Recuring Drders

GEMERAL Repart Wiiter Fay Invoices Print Ordars

Invertory File Maintenance Open Order Report
Job Cost Mlaster File Lists Scheduled Delivery Report/Aliorksheet
Payroll Purchases Joumal

Purchase Order Retums Jourmal

Resource hnager Receipts and Invoices Report

Sales Order

Arorual verification Report

Goads Mot Recaived Report

Daily Sales Tax Repart K

ﬂ

Post Transactions

|OPEN SYSTEMS® Accounting Software

If you are tracking sales tax amounts for your purchases, use this report. Thisreport is used to print
and review the sales tax amounts cal culated for Purchase Order transactions, for the range of tax
locations specified on the report’s selection screen.

Print the Daily Sales Tax Report before you use the Post Transactions function.
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Daily Sales Tax Report USING PO

Daily Sales Tax Selection Screen

OSAS TOO1
Settings  Edit Print Help

Daily 3ales Tax Report

Pick Tax Group ID From -
Thru
Group Code Ingquiry >
Group Description
< begin >
> Ch California
Mo Maryland
M Minnesota
MMNMPLE Minneapolis, MN
TX Texas
TXHOUS Houston, Tx

'— Company H Inquiry Verify —

Enter the following information:

Field Selection

Pick Tax Group ID From  Enter the Tax Group ID range you want to appear on thereport. The Inquiry
/Thru (F2) command is available.

If you leave the fields blank all tax groups ID’s are included in the report.

Select an output device for thereport:
(P)rinter - to send the report to a printer
p(R)eview - to view what the printed report looks like in a GUI window. The system prompts
you to select the printer you want to use for the preview. You can select whether to send the
report to a printer.
(P)ile - to print the report to afile

(S)creen - to print the report to the screen

(E)nd - to exit from the selection screen without printing the report
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USING PO Daily Sales Tax Report
This is a sample of a Daily Sales Tax Report
07/22/1999 Builders Supply Page 1
3:49 PM Daily Sales Tax Report
By Tax Group
_———— Ta){ ,,,,,
Tax Loc. Description Tax Auth. Tax ID Tax Refundable Account  Freight? Misc.?
Not On File NO
Class Description  ----Percent----
Expense Acct. Tax Ref. Taxable Nontaxable Calculated Paid Over/Short Refundable
TOTAL FOR LOCATION .00 .00 .00 .00 .00 .00
_———— Ta){ ,,,,,
Tax Loc. Description Tax Auth. Tax ID Tax Refundable Account Freight? Misc.?
Not On File NO

Class Description  ----Percent----

Expense Acct. Tax Ref. Taxable Nontaxable Calculated Paid Over/Short Refundable
TOTAL FOR LOCATION .00 .00 .00 .00 .00 .00
_———— Ta){ ,,,,,
Tax Loc. Description Tax Auth. Tax ID Tax Refundable Account  Freight? Misc.?
Not On File NO

Class Description  ----Percent----

Expense Acct. Tax Ref. Taxable Nontaxable Calculated Paid Over/Short Refundable
TOTAL FOR LOCATION .00 .00 .00 .00 .00 .00
_———— Ta){ ,,,,,
Tax Loc. Description Tax Auth. Tax ID Tax Refundable Account  Freight? Misc.?

Cca California Sales Tax CcA 45-983459823 203800 NO NO

Class Description  ----Percent----
Expense Acct. Tax Ref. Taxable Nontaxable Calculated Paid Over/Short Refundable
00 Consumer Goods
806000 4.000 .000 5451.81 16.25- 218.07 .00
01 Resale Sales

.000 .000 .00 .00 .00 .00

02 Exempt Sales
.000 .000 .00 .00 .00 .00

03 Ind/Agr Prod.
806000 6.000 .000 63595.46 .00 3815.73 .00
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Daily Sales Tax Report USING PO
07/22/1999 Builders Supply Page 2
3:49 PM Daily Sales Tax Report

Tax Loc. Description

TOTAL FOR LOCATION CA

GRAND TOTAL

End of Report

Ref.

.000

.000

.000

.000

.000

CcA California Sales Tax
Class Description ----Percent----
Expense Acct. Tax
04 Interstate Comm
806000 8.000
05 Motor Vehicles
.000
06 Food Products
.000
07 Clothing
.000
08 Gasoline
.000
09 Services
.000

.000

By Tax Group
Ceo Tax -----
Tax Auth. Tax ID Tax Refundable Account  Freight? Misc.?
_________________________________________ @ as-osuseszs a0  w  w

Taxable Nontaxable Calculated Paid Over/Short Refundable
.00 .00 .00 .00
.00 .00 .00 .00
.00 .00 .00 .00
.00 .00 .00 .00
.00 .00 .00 .00
.00 .00 .00 .00
_____ 600727 1625 40380 40380 .00 .00
Taxable Nontaxable Calculated Paid Over/ (Short) Refundable
69047.27 16.25- 4033.80 4033.80 .00 .00
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Posting Transactions

Daily Work Menu With Post Transactions Selected

i TOO0 - OPEN SYSTEMS® Accounting Software
File Tools Favorites Other Help

)&= ) 2 ) ] 22

Accounts Payable

FPocounts Receivable

Bills o histerialsiKitting Generate Orders

Bank Reconciliation

General Ledger

GEMERAL Report Wiiiter

Inventary Open Order Report

Job Cost

Fayroll

Purchase Order

#ccnual Verification Report

Goods Not Received Report

Daily Sales Tax Report

Post Transactions %

|OPEN SYSTEMS® Accounting Software

When you post transactions, the orders, receipts, invoices, returns, and debit memos update the
APVExxx (Vendor), APINxxx (Open Invoice), APHIxxx (Detail History), and APHS (Summary
History) files.

If Purchase Order is interfaced with General Ledger and Job Cost.

e If Purchase Order isinterfaced with Job Cost, the extended amount of each item purchased for a
jobistransferred to the appropriate job, phase, and job typein the Jobs file. If job history is
being kept, line-item detail and history is transferred to the Job Cost History File.

e If Purchase Order isinterfaced with General L edger, the system posts the necessary debit and
credit entries to the Journa filein either summary or detail format (Set up in Options and
Interfaces).

Note I

Inventory is updated online when you enter orders, so it is not affected by posting.

For every invoiced order and debit memo, an open invoice is created in the APINxxx and APIXxxx
files. Open invoices (what you owe your vendors) and open debit memos (what your vendors owe
you) are created and are kept on file until you post payments.

If the quantities received and invoiced are equal, (and are greater than, or equal to the quantity
ordered, for aline item), the status of the line item changes to completed. When all thelinesin an
order are completed or cancelled, the order is removed from the Open Order file (POOHxxx and
POORxxXx) at the end of the post.
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Posting Transactions USING PO

3-192

Hereisalist of thingsto do before posting orders:

1

If you are in amultiuser system, make sure that no one else is using the Purchase Order system.
You can not post if someone elseisusing Purchase Order functions.

Make sure that all the orders for the day are entered, and that all the purchase orders are printed.

Print a detailed Purchase Journal for all vendors. It provides an audit trail of the current
invoiced orders.

Print a ReturnsJournal for all vendors. It provides an audit trail of the current debit memos
to be posted.

Print the Receipts and I nvoices Report.

A) If there are mistakes in the Purchases Journal, use the Edit Orders, Receive Goods, and
Apply Invoices functions to correct the mistakes.

B) If there are mistakes in the Retur ns Journals, use the Edit Returns and Apply Debit memos
function to correct the mistakes.

Repeat Steps 3, 4, 5, and 6 until al items are correct.
Back up the accounting data files, asinsurance in case something goes wrong during posting.

Run the Post Transactions function to post the orders and print the posting totals.
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USING PO

Posting Transactions

Post Transactions Selection Screen

OSAS TOO1
Settings Edit Print Help

Post Transactions

Hawve You Completed PO Transaction Entry?
YES

Hawve You:

-- Printed Purchase Orders

—- Printed the Purchases and the Feturns Journals
—-- Printed the Receipts and Inwvoices Eeport

-- Backed Up ¥our Data Files

TES

Do You Want to Post All Invoices as Held?
NO

Post To:
1. Current Fiscal Year (2000}
2. Last Fiscal Year (1999
1

Output dewice - (Plrinter p(Rleview (Fjile (ﬁ]nd

Enter the following information:

Field Selection

Have you Completed PO  If you have completed transaction entry, enter Yes
Transaction Entry ?

If you have not completed transaction entry, enter No, you will be prompted to
Exit (F7) command to return to the Daily Work Menu to complete this function.

Have You: Printed Purchase Orders
Printed the Purchase and the Returns Journals
Printed the Receipts and Invoiced Report
Backed up your Data Files

If you have completed these functions, enter Yes

If you have not completed these, enter No, you will be prompted to Exit (F7)
command to return to the Daily Work Menu to complete these functions.

Do you Want to Post all Enter Yesto indicate you will use the Hold/Release Invoice function to release

Invoices as held? each invoice for payment individually.

Use No to indicate you will use the Hold/Release Invoice function to hold

individual Invoices.

Post To: If Purchase Order is not interfaced with General Ledger, or if you have not

1. Current Fiscal Year

created last-year datain General Ledger, 1 isdisplayed in the post to field.

2. Last Fiscal Year If Purchase Order isinterfaced with General Ledger and you have created | ast-
year datain General Ledger, you may select 1 to post the transactions to the
current-year GLJRxxx file or 2 to post them to the last-year GLJIRxxx file.
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Posting Transactions USING PO

Posting Goods Received Orders

(Accrua accounts used only if the option Accrual During Post is set)

1. When you post goods received orders (inventory or noninventory items) for ajob, these accrual
entries are made:

JOB ACCRUAL AP ACCRUAL

DEBIT CREDIT

2. When you post a goods received order for an inventory item that you didn’t purchase for a job,
these accrual entries are made.

INVENTORY ACCRUAL
DEBIT

AP ACCRUAL

CREDIT

3. When you post a goods received order for a noninventory item that you did not purchase for a
job, these accrual entries are made:

EXPENSE ACCRUAL AP ACCRUAL

DEBIT CREDIT

Note I

The accrual accounts come from the APGL x table. When you receive the invoice for these goods
and post the invoice line entries, these accrual entries are reversed.
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USING PO Posting Transactions

Posting Returns without Debit Memos

1. When you post returns without debit memaos (Inventory or Noninventory items) for ajob, these
accrual entries are made:

JOB ACCRUAL AP ACCRUAL
CREDIT DEBIT

2. When you post areturn for an inventory item that you didn’t purchase for ajob, these accrual
entries are made:

INVENTORY ACCRUAL AP ACCRUAL
CREDIT DEBIT

3. When you post areturn for anoninventory item that you didn’t purchase for a job, these accrual
entries are made:

EXPENSE ACCRUAL AP ACCRUAL
CREDIT DEBIT

Note I

The accrual accounts come from the APGLxxx table. When you apply a debit memo to areturn and
post the line entries, these accrual entries are reversed.
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Posting Transactions

USING PO

Posting Invoice Received Orders

Accounts Payable Sales Tax Freight

Misc Expense

CREDIT DEBIT DEBIT

DEBIT

Accounts specified in APGLx table

Purchases or Inventory

DEBIT

]

Account(s) specified

on order
Posting Debit Memos
Accounts Payahle Sales tax Freight Misc Expense
DEBIT CREDIT CREDIT CREDIT

Accounts specified in APGLx table

Purchases or Inventory

CREDIT

]

Account(s) Specified
on order

When the necessary information has been transferred to other files, the system makes room for new
orders by removing completed and cancelled orders and debit memos from the Open Order and

Received and Invoiced files.
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USING PO Posting Transactions
When posting is completed, the posting totals are printed. Here is an example
08/03/1999 Builders Supply Page 1
8:54 AM Post Purchase Orders to A/P
Current Fiscal Year
Amount posted to open invoice file 65844.49
Vendor file 65844.49
History file 65844 .49
08/03/1999 Builders Supply Page 2
8:54 AM Post to GL and Jobs
Current Fiscal Year
Amount posted to GL period 01 GL Account Debit Credit
5554 Plumbing Package 104000 31763.55
AP 200000 31763.55
885 Plumbing Package 104000 31763.55
AP 200000 31763.55
88 Electrical Packa 104000 343.55
AP 200000 343.55
Tax loc CA cls 03 806000 1905.81
AP 200000 1905.81
Tax loc CA cls 03 806000 1905.81
AP 200000 1905.81
Tax loc CA cls 03 806000 20.61
AP 200000 20.61
GOODS RCVD-IN Accrual 104400 64797.41
GOODS RCVD-AP Accrual 200000 64797.41
INV RCVD-IN Accrual 104400 63870.65
INV RCVD-AP Accrual 200000 63870.65
Balance 196370.94 196370.94
Total posted to jobs .00
End of Report
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Posting Transactions USING PO

What Are Accruals?

Accruals are general ledger entries that are made so that your expense, WIP, inventory and accounts
payable accounts are accurate for general ledger reporting.

In Purchase Order you post to an accrual account when the goods are received and posted. When the
invoice isreceived and posted, you reverse the entry made to the accrual account and update the
regular expense, WIP, inventory and accounts payable accounts. For any post the total of the
expense, WIP, and inventory accrual accounts equal the accounts payable amount. Thereisone
account for each accrual type, and the accounts are located in the APGLxxxx table.

The following posting summary and T-accounts show how the inventory and accounts payable
accrual accounts are updated when you receive goods for atotal of $300. The inventory accrual
account was debited for $300, and the accounts payable accrual account was credited for $300. In
General Ledger you add these accounts to your regular inventory and accounts payable accounts, to
more accurately report them.

Amount posted to GL period 01 GL Account Debit Credit
GOODS RCVD-IN Accrual 104400 300.00
GOODS RCVD-AP Accrual 200000 300.00
Balance 300.00 300.00
Total posted to jobs .00

End of Report

Builders Supply Page 1
Post to GL and Jobs
Current Fiscal Year

3-198

Goods Received Goods Received
Inventory Accrual 104400 AP Accrual 200000
$300. $300.
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USING PO

Posting Transactions

The following posting summary, and T-accounts, show how the inventory and accounts payable
accrual accounts are reversed out and the inventory and accounts payable accounts are updated.

Notice that the inventory accrual account is credited and the regular inventory account is debited.
Also notice that the accounts payable accrual account is debited and the regular account payableis

credited.

The regular accounts payable account was credited for $400. and the regular inventory account was
debited for $400., because the order was received at a cost of $300., and invoiced at a cost of $400.

08/03/1999
8:54 AM

Amount posted to GL period 01
GOODS RCVD-IN Accrual
GOODS RCVD-AP Accrual
INV RCVD-IN Accrual
INV RCVD-AP Accrual
Balance

Total posted to jobs

End of Report

Builders Supply

Post to GL and Jobs
Current Fiscal Year

GL Account

.00

104400
200000
104400
200000

Debit

300.00

400.00

700.00

Credit

300.00
400.00

700.00

Page

1

Goods Received
Inventory Accrual 104400

Goods Received
AP Accrual 200000

Invoice Received
Inventory Accrual 104400

Invoice Received
AP Accrual 200000

$300.

Purchase Order Training Manual

$300.

400,

400,
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Posting Transactions

USING PO

Thefollowing journal showsthe general ledger entries that where made when the received goods and
the invoices received were posted. Entries 1889 and 1890 were made when the received goods were
posted. Entries 1891 through 1894 were made when the invoices received were posted.

9:20 AM

1889
1890
1891
1892
1893
1894

08/31/1999
Period 08 Thru 08

Company H

Per. Tran. Date GL Account

08
08
08
08
08
08

08/31/1999
08/31/1999
08/31/1999
08/31/1999
08/31/1999
08/31/1999

End of Report

104400
200000
104400
200000
104400
200000

Builders Supply

GENERAL, LEDGER JOURNAL
08/31/99

Description

GOODS RCVD-IN Accrual
GOODS RCVD-AP Accrual
GOODS RCVD-IN Accrual
GOODS RCVD-AP Accrual
INV RCVD-IN Accrual
INV RCVD-AP Accrual

ENDING BALANCE PERIOD 08

BALANCE

Srce. Cflow Ref.

AP
AP
AP
AP
AP
AP

Yes AP
Yes AP
Yes AP
Yes AP
Yes AP
Yes AP

Post

No
No
No
No
No
No

Page 1

Debit Credit Alloc.

400.00 Yes

1,000.00 1,000.00

1,000.00 1,000.00

3-200

The above general ledger entries are created whether the order was entered as new, goods received,
or invoice received. In other words, the system always posts to the accrual account for the receive
phase. It reverses out the accrual and updates the regular accounts during the invoice phase.
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Information Inquiry

Use the functions on the Information Inquiry menu to view vendor information, invoice information,

detail history, or summary history. Thereis only one new menu item added with Purchase Order

Application, and that is the Purchase Orders option.

You cannot change any information when you use these functions.

Information Inquiry Menu Screen

File Tools Fgvorites Other Help

(=)0 2 )34

H  Builders Supply

- Information tnquiry.

Fecounts Payable Infarmation Inquiny “endors and Invoices

#ecourts Recaivable Daily iiork Inwaices

Bills of Materials/Kitting Weterizl Requisitions Datail History

‘Bank Reconciliation Nanagement Reports Summary History

Purchase Orders

General Ledger History Reports

GENERAL Report Wifter Pay Inwcices are
Inwertory 1 Fils Maintenance |
Jab Cost Master File Lists

Fayroll

Purchase Order

Resource hianager

Sales Order

[OPEN SYSTEMS® Accounting Saftware




Information Inquiry
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Purchase Orders

When you select Purchase Orders, the Purchase Order Inquiry screen appears.

Purchase Order Inquiry Screen

il osAs TOD1
Settings Edit Print Help
Purchase Ocrders

PO Ho — Vendor Invoice HNo

PO Date Loc ID Receipt No

Ship Wia Reqg Date Status

PO No PO Date Vendor Loc ID Reqg Date Status Ship Via

'— Company H Ingquiry Verify —

Enter the following information:

Command Action

PO No. « Enter in the Purchase Order you want to look at or,

» Usethelnquiry (F2) command to look up and select the PO from the list

that appears or,

* Entering through will place an * in that field, to include all PO in thefile

PO Date * Enter in the Purchase Order date you want to look at or,

* Entering through will leave the date open

Ship Via * Enter in the Ship Viayou want to look at or,

* Entering through will place an * in that field, to include all Ship Via

Vendor « Enter in the Vendor you want to look at or,

» UsetheInquiry (F2) command to look up and select the Vendor from the

list that appears

LocID * Enter in the Location ID you want to look at or,

* Usethelnquiry (F2) command to look up and select the Location ID

from the list that appears

Req Date « Enter in the Req date you want to look at or,
* Entering through will leave the date open

Invoice No « Enter in the Invoice Number you want to look at or,

» Usethelnquiry (F2) command to ook up and sel ect the Invoice from the

list that appears or,

* Entering through will placean * inthat field, to include all Invoicesinthe

file
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Purchase Orders

Information Inquiry

4-4

Command

Receipt No

Status

Action

« Enter in the Receipt Number you want to look at or,

e Usethelnquiry (F2) command to look up and select the Receipt Number
from the list that appears or,

« Entering through will placean * inthat field, to include all Receiptsin the
file

Thisfieldis required, you are given eight status's to choose from. They are:
Press N to view Invoices with a status of new

Press P to view Invoices with a status of being printed

Press G to view Invoices with a status of having Goods Received

Press| to view Invoices with of having an Invoice Received status

PressR to view al Invoices that have a Returned status

Press D to view Invoices with a Return Debit Memo status

Press C to view Invoices that have been Cancelled

Press A to view All of the Invoices, regardless of the status

Purchase Orders Inquiry Including All Invoices

2l 0sAS TODL
Settings  Edit Print Help
Purchase Orders
PO No w Vendor Invoice No *
PO Date Loc ID Receipt No *
Ship Wia + Req Date Status 4ll
PO No PO Date Vendor Loc ID Req Date Status Ship Via
% 00000030 1272141999 TIMOOL CAQOO0L Printed
00o0o03l 1242141999 MILOOL MDOOOL Goods Rowd
00000032 1272141999 PLAOOL MHOOOL Printed
00000033 12/21/1999 BOROOL MDOOOL Printed
00o00034 1242141999 ELLOOL MHOOOL Goods Rowd
00000035 1242141999 MILOOL CAQOO0L Inwve Reowd
ooooo040 0141942000 ACEOOL MHOOOL Goods Rowd
00000044 0141942000 ACEQOOL MNOOOL Return
00o0o045 0142142000 ACEOOL MHOOOL Goods Rowd
00000050 0340272000 ACEOOL MHOOOL New
Goto, Enter = line items, New search, Sort, View header detail
'— Company H Verify —

The command keys are displayed in the command bar at the bottom of the screen. The Hot Key for
each command is capitalized. You can move to previous screens by using the Tab key.
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Placing AP On the Menu

Resource Manager Application Setup Menu

i#i T001 - OPEN SYSTEMS® Accounting Software

Filb Tools Favorites Other Help

B 2 | =85 3 S

- Date and Time—— - Diata Set
03/23/2000 & Live Data
919 AW " Sample Data

Focounts Recenable

fal.

[H Builders Supply

AN
Resouroe hbnager

Yiorkstation Canfiguration

System Flle
Ppplication Information

IRSIEA |

Bils of Weterils/kiing

Installation

Directories

Bank Reconciliation

Company Setup

Menus

General Ledger

Application Setup

GENERAL Report Wiiter

Data File Maintenance

Inquiry Window Definitions

Purchase Ordar 5
Resource hnager
Sales Order

| Favartes hMenus

Inventory System Flle hisinenance: Global Inquiry Definitions
Job Cost Reports Help Soreens
Payroll hhaster Fila Lists System Messages

Backup/Rastore Commands

Form Codes

Form Printers

Support Infarmation

[OPEN SYSTEMS® Acsounting Saftware

There may be times and situations that your company will want or need to use both A ccounts Payable
and Purchase Order. When you install Purchase Order, the system will automatically take AP off the
main menu. You can add it back to the menu by going into System File Maintenance in Resource
Manager and then into Application Setup. You can use the Inquiry (F2) command to bring up alist
of the applicationsinstalled. Select Accounts Payable and the Application Information screen will

appear. It isherethat you can add or remove an application from the menu.

Note I

Using both Accounts Payable and Purchase Order is not support nor isit recommended.
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Placing AP On the Menu

Using Both AP and PO

Application Information Screen

¥l osas ToD1

Settings Edit Print Help

Application Code AP

Dezcription Accounts Payable
Base Application

Installed 0

Version 6.0z

Date Installed 1243141988

Program Directory
C: /OSASE0Z/proghl/

Verification File APVEx

Application Information

'— Company H Verify —

Field Definitions

Applications Code A two character field defining the Application ID.

Description Description of the application that will appear on the menu. Up to 40
characters are allowed for the description.

Base Application If the this application code is based off another application, the base application
code will appear here.

Installed Whether or not this application will appear on the screen as being installed.
Yeswill have it appear on the menu if datafiles exist.

Date I nstalled Date this application was installed in the system.

Program Directory What pathing points to the programs for this application.

Verification File Points to a datafile that will be used to verify that this application isinstalled.

Use the PgDn key to save any changes you made to the Application Information screen.



Entering And Posting Transactions

If you are using both Accounts Payable and Purchase Order you will notice that there are data files
that are used for both. So when you are trying to Post or Enter in transactions in one application you
may get amessage that the fileisin use, if someone elseistrying to Post or Enter in transactionsin
the other application. The only functionality that is different in AP and PO is the Daily Work
functions.

You will want to be cautious when posting in either application, that no other activity is going to be
accessing the needed datafiles.

Purchase Order Daily Work menu

i TOD1 - OPEN SYSTEMS® Accounting Software
File Tools Favorites Other Help

B2 2 i 2 O

~Date and Tima Data Set [H Buidars Suppls =l
03/28/2000  Live Data |
1054 AM 1 Sample Data n |
M Menu Purchaze Order — ‘Daily Wark
Accounts Receivable Information Inquiry Ertter Orders
|
Bills of Materials/Kitting Daily Wk Enter Retums ‘

Bank Reconciliation hterial Requisitions Generate Orders

General Ledger MWanagement Reports Purchase Requisition Report

GENERAL Report Wiiter History Reports Copy Recuring Drders

Inventory Fay Invoices Print Orders
Jdob Cast File haintenance Open Order Repart
Fayroll haster File Lists Scheduled Delivery Reportfiorksheet

Purchase Order Purchases Joural

Resouroe Menager Retums Joumal

Sales Order

Fecourts Payable

Receipts and Invoices Report

Arorual verification Report

Gaods Mot Received Report
= Daily Sales Tax Report
Fost Transactions

QPEM SYSTEMS® Accounting Software
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Periodic Processing Considerations

When using both Accounts Payable and Purchase Order you will only need to go through Periodic
Processing in one of the applications. Because AP and PO run off the alot of the same tables and
datafiles, these tableswill be incremented with the first Periodic Processing. It isrecommended that
you do not do Periodic Processing in either application until both are ready.

Purchase Order Periodic Processing

& osas ToD1

Settings Edit Print Help

Periodic Maintenance

Have You Printed the Vendor Analysis Report and Backed Up Your Data Files?
YES

Choose One:
1. Period-End Maintenance
& Quarter-End Maintenance
3. ¥Year-End Maintenance
3

Mowe 1099 Payments YID to Last Year? TYES

Current Period/Fiscal Year 1271999

Verification
’7 Press «<Pgln> to proceed
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PO Data Files | B

All thefiles of the Accounts Payable system are used in the Purchase Order system except the
Transaction file (APTRX), the Serialized I1tem file (APOSX), and the Control file (APCTX).

Purchase Order adds these tables and files to the Accounts Payable system:

General Information Files

Purchase Order Tables File (POTB)

The Purchase Order Tables file stores the tables used by the Purchase Order programs.

All Accounts Payable tables are included except the quick-entry tables used for entering purchases,
(QPtttt), miscellaneous debits, (QDtttt), and editing transactions (QEtttt). They are replaced with

four quick-entry tables used when entering orders and returns.

The QNtttt table is used when you enter orders and when you add a line through the Receive Goods
and Receive Goods and Invoices functions.

The Qetttt tableis used by the Edit Orders function.
The QRtttt tableis used by the Enter Returns and Apply Debit Memos functions.

The QZtttt table is used by the Edit Returns function.

Note I

The quick-entry tables used when entering, changing or returning material requisitions are the same
as those used in Accounts Payable.

The APGL xss table is changed from the one used in Accounts Payable to include four accrual
accounts that are used when posting orders for goods that have been received but not invoiced.

Purchase Order Ship-to Address File (POSHxxx)

The Ship-to Address file stores shipping addresses for use on purchase orders.

Transaction Files

Before Posting
Control file (POCTXx)

The Control file stores the order number for orders being processed on any terminal. It also storesthe
next order number to be used if you elected to have the system generate order numbers.
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Purchase Order Additional Descriptions file (PODExxx)

The Additional Descriptions file contains the additional description entered during transaction entry.
Thereis onerecord for each line of additional description.

Purchase Order Lot/Serial Invoiced file (POLIXxx)

The Lot/Serial Invoiced file stores the information for invoiced lotted and serialized items that links
the Invoices Received file, PORIxxX, to the Serialized/Lotted Item file, POL Sxxx .

Purchase Order Lot/Serial Received File (POLRxxx)

The Lot/Serial Received file stores the information for received lotted and serialized items that links
the Goods Received file, PORGxxX, to the Serialized/Lotted Item file, POL Sxxx.

Purchase Order Serialized/Lotted Item File (POL Sxxx)

The Serialized/L otted Item file stores the serial/lot numbers entered in the Purchase Order system so
that you can change and delete serial/lot numbers entered through Purchase Order.

Purchase Order Open Order Header File (POOHXxXxX)

The Open Order Header file stores the purchase order header information from the time of entry until
they are fully invoiced. Completed, deleted, and canceled orders are removed from the file during
posting. The unfilled portions of orders are retained until the orders are fully completed or canceled.
There isonerecord for each order header.

Purchase Order Open Order Detail File (POORXxxx)

The Open Order Detail file stores the line-items for the purchase orders from the time of entry until
they are fully invoiced. Completed, deleted, and canceled line-items are removed from the file during
posting. The unfilled quantity for the line-items s retained until the line-item is fully completed or
canceled. Thereisonerecord for each line-item.

Purchase Order Restart File (POPOxxx)

The Restart file temporarily stores the purchase orders printed in the last run of the Print Orders
function so that you can restart printing if necessary. The information is replaced the next time you
print purchase orders without specifying alast good order number.

Thereis onerecord for each purchase order printed the last time the Print Orders function was used.
The first record of thefile, Index Number 0, indicates which option was selected the last time
purchase orders were printed—New Orders, Lost Orders, or A List of Orders. Thelogica end of the
fileisindicated by arecord with an order number of END.

Purchase Order Purchase Requisition File (POPQxxXx)

The Purchase Requisition file stores information entered through the Generate Orders function for
purchase requisitions. Purchase requisition records are also created in this file when you use either
the Generate Purchase Requisitions function on the Reorder Processing menu in Inventory or the
Enter Purchase Requisition window during line-item entry in Sales Order. Purchase requisition
records remain in this file until the Generate command is used to create New Orders from the
requisitions.

Purchase Order Goods Received File (PORGxxx)

The Goods Received file stores records for each receipt recorded for purchase order line-items.



PO Data Files

Purchase Order Invoices Received File (PORIxxx)

The Invoices Received file stores records for each invoice recorded for purchase order line items.

Purchase Order Invoice Totals File (PORTxxx)

The Invoice Totals file stores invoice totals for each order. If multiple invoices are applied to an
order, the total for the invoicesis stored .
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Setup Checklist

Planning

4,

5.

6.

Read the Resource Manager User’s Guide
Read the Purchase Order User’s Guide
Read the Accounts Payable User’s Guide
Collect and Organize the Data

Plan the Implementation Schedule

Set Up a Backup Schedule

Set Up in Resource Manager

1

2.

3.

Fiscal year and periods
Select Options and Interfaces Used During Setup

Tax Information (See Reference A in the Accounts Payable Training Manual)

Set Up in Accounts Payable:

1

6.

7.

Set Up/Verify Tables (xxx=company 1D, t=terminal |D)

APGLxxx DMtttt

APPDXxxx DISCxxx

MRGLXxxx D1099xxx

APPDXxxX F1099

DFtttt Q#tit (=C, E, ENT, M, MAT, N, R, RET, X, Z)
Set Up the Terms Codes

Set Up the Distribution Codes
Set Up Vendors

Set Up Recurring Entries

Set Up Ship-to Addresses

Enter Initial Balances for Vendors (Summary or Detail)

Complete Set Up in Resource Manager for Accounts Payable:

1

2.

Set Up Access Codes

Reset Options and Interfaces for Using the System
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Daily Work Processing Checklist

10.

11.

12.

13.

14.

15.

16.

Use the Generate Order s function to enter purchase requisitions and/or prepare purchase
requisitions to generate new orders.

Print the Purchase Requisition Report to review the purchase requisitions selected ( to
generate new purchase orders) before new orders are generated.

Correct any mistakes or omissions for the purchase requisitions.
Generate new purchase orders for the purchase requisitions selected.

Enter new, goods received or received / invoiced purchase orders using the Enter Orders
functions.

Enter the receipt of goods for goods that arrive before the invoice using the Receive Goods
function. The order status changes to goods received.

Apply invoices for received goods using the Apply I nvoices function. The order status changes
to invoice received.

Record the receipt of goods and the invoices that arrived simultaneoudly for purchase orders
aready recorded in the system using the Receive Goods and | nvoices function. The order
status changes to invoice received.

Copy recurring entries that are due to the Open Order filesusing the Copy Recurring Orders
function.

Enter returned goods using the Enter Returns functions.

Indicate that you received credit from avendor for returned goods by Using the Apply Debit
Memos function to record the credit information. The return status changes to returned debit
memo.

After you've entered or copied all the transactions for the day, print the Open Order Report,
the Purchases and Returns Jour nals, and the Receipts and | nvoices Report. Use these
reports as an audit trail and to check for errors and omissions.

If you find mistakes, use the Edit Ordersor Edit Retur nsfunctions to change order
information without changing the order status. You can add line items, change the ordered
quantity on orders, or change the quantity returned on returns. With certain restrictions, you can
deletelineitems. Use the Receive Goods and Apply Invoices functions to correct receipt and
invoice information. Use the Apply Debit M emos function to correct debit memo information.
You can also use these functions to cancel orders.

Repeat steps 12 and 13 until all entries are correct.

Back up the data files (see the Resource Manager User’s Guide for instructions). Never begin
an operation that will make major changes to the data without first backing up the files.

Use the Print Ordersfunction to print order and debit memo forms.

Usethe Post Transactionsfunction to post invoiced lineitems and debit memos from the Open
Order and the Received and Invoiced filesto the Open Invoicefile. The entire order staysin
thefiles until al line-items are cancelled or completed. If YES s selected for the option Use
accrual during post?,

e accrua entries are made for goods that have been received but not invoiced

e accrua entries are reversed for goods that have been invoiced.
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