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Overview

In order toinstall OSAS Sales Order, Accounts Receivable must beinstalled first. When Sales Order
isinstalled, it removes Account Receivable from the menu.!

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

Sales Order enhances the performance of Accounts Receivable by letting you track backordersin
addition to the regular Accounts Receivable functions. You can enter quotes for customers and make
thoseinto live orders, print picking slips for new orders, print packing list, and have backordersin
Sales Order. You can print an Open Order Report to see alist of the current orders, and print the
Backorder Allocation report to see which backorders can be filled based on available inventory. You
can also create Blanket Orders and Bill of Lading orders.

Main Menu

4, TODO - OPEN S5YSTEMS® Accounting Software - SAMPLEDATA

File Modes Tools Favorites Other Help

Sl e 2 @ B @8 E <

IH Builders Supply Q ! S

OPEN SYSTEMS® Accounting Saftware

_ | Sales Order Information Inguiry
Bills of baterials/Kitting f io i

GEMERAL Report 'whiter Draily 'wiork Customers and Open Invoices
Bank Reconciliation Shipping Reports Open Invoices

Fixed Assets Tranzaction Beports Summary History

General Ledger Open Invoices Detail History

Inventary History Reports

Job Cost Fernodic Processing

Pavrall File Maintenance

F'un::hase Order Codes Maintenance
Master File Lists

Accounts Receivable
Accounts Payable
Resource b anager

| |Eompary H | Terminal TOOD |08/10/2000 | %21 AM

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

Flow

Sales Order Interaction With Interfaced Applications

Transactions

Sales Order

Post Transactions

Inventory

Bill of
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Printing Reports

Open Systems offers several different output devices when printing reports. Select:

(P)rinter - to send areport to a printer. If you have more than one printer set up on your system,
you are prompted to select the printer you want to use from alist.

p(R)eview - to use a GUI window to view the printed report. The system prompts you to select
the printer you want to use for the preview. After viewing the report on the screen, you can

select to send the report to a printer.

(Pile - to print the report to afile so that it can be printed |ater. In the Defaults function on the
Workstation Configuration Menu in Resource Manager, you can specify a default path for print

files.

(S)creen - to print areport to the screen.

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

Using the Preview Output Device

When you finish making the print selections for areport you are prompted to choose an output
device. The selection p(R)eview allows you to see what the report looks like before you send it to the

printer.

Note I

The pReview selection will only be available if you have at least one sysprint device defined on

your system.

Detail History Selection Screen

& Detail History Report =]
Commands Edit Modes Other  Inventory Lookups  Help
2y |mRe mal?2e 0K | Abandon |
pic o e ~ |
& LFL windows Default Printer Laser 1= —| Press R (Alt R in GUI
PDL  Print Dialog Laser
' Printer Print Setup Laser mode) to use the
Jo i ST Frirber Dot M atriz K .
(- Prirt Dialog Dot b atrix % Standard preview command to view
5z & Print Setup Dot b atrix - .
1 = windows Default Printer wide Cariage 0 p the printed report
Eile FL'w  Frint Dialog %ide Carriage Dat Matrix Lomprazsz . .
™ P Prirk Setup Wids Carmiage Dot M atris before sending it to
=l 5 the printer.
I v
I
—  File Name |C:/05AS fdatad Brovise | =2
2 I
“ (] | Cancel | =
— v
" Cuantity in base units Kit Detail? v
€+ Quantity in selling units
Company H 03/28/2001 Terminal TOO1 OvR
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Select the printer you want to use to print the report.

Detail History Report

& Detail History Report =]
Commands Edit Modes Other  Inventory Lookups  Help
»x |E||?@ 0K IAbandonI
(=TSR ;. Output Information [ ]
S R
PDL  Print Dialog Laser
' Printer F5L  Print Setup Laser
Jo LPD  ‘windows Default Printer Dot b atrix
& Fri § FDD  Print Dialog Dot M atrix O Sianeland
5z D (el PSD Print Setup Dot b atris ZHanear
5 - LPw  windows Default Printer ‘wide Carriage e a
Eile FL'w  Frint Dialog %ide Carriage Dat Matrix Lompraz:z
e PS5 Print Setup "Wide Carriage Dot Matrix
= o
I v
I
—  File Name |C:/05AS fdatad Brovise | =2
2 I
“ (] | Cancel | =
— v
" Cuantity in base units Kit Detail? v
€+ Quantity in selling units
[ | CompanwH | 03/28/2001 | Temninal TOD1 | OVR
The Report Preview Screen displays the printed report.
Using the buttons available on this screen you can:
Report Preview
Preview [_[51]
Fage ‘View Help
=N [ |Hnriznma| j e 4 > »| Page 1 of 19 |
13/28,£2001 Builders supply P 1
12:03 ph Detail History Report
By Customer I
ust  Rep. Deseription Loc./ sls. Tnwoice TInwnice Quantity units oost/ sales/ profit %
m 1 2 chi. & car. wmber  pate riscount  check amount
EO0L GPD 100 w00l Pl 1HA001 071499 SI5.0000 pre 17831360 185774.66 6106 40
i} ﬂamim Frca 0001 P 12570001 07/14/99 75,0000 66222.75 T1467.99 MM T3
EQ0L GPo widaL P X PRE . . X g
Send the plqu pmqﬁ "
EOCL GPD Miscellaneous Charge MIODOL 1570001 07/14/99  230.0000 500,00 86078.05 51578.05  59.9
report to the miscellaneous Charges
. EO0L GPD k] w000l 1001 0714799  M0.0000 £ AFF360 §546.52 L9 139 .
prlnter Tnterior Door
EO0L GPD 30 w00l ol 1001 071499 BF.000 Ew 7299.75 831188 14263 125
EnLry poor
E00L G WOOCL P11 70001 07/14/99 75,0000 pre 63052.28 67379.24 41704 6.4
Interior Materials
EOCL GPD 4 MIOOCL WL 170001 07/14/99 50,0000 En 750000 813383 53333 6.6
slide by window 24" 3 40"
EO0L GPD w00l w2 1001 0771499 70,0000 £n 17140.80 149427 KRR YA ]
slide by window 0" x 40"
EO0L GPD w00l Pl 1001 07/14,99 50,0000 Pre 5008350 5439525 17 7
milwork package
BCEQOL GROY 600 WOOOL W1 1570001 07/14/99  145.0000 A 17007.05 13426.82 e T
H standard window 24" x 40"
finan ) 610 0001 w2 170001 07/14/99 83,0000 En 1137266 12589.69 1Aanm; 8.7
H standard indow 30" x 40"
Q0L PAYMENT RECETWED MAL 1HRF0001 08/27 /99 00 §30628.25 :
ACEQOL GRO 10 MIOOCL P11 70010 03/17,99 750000 Py X104.37 27054, 56 950.19 35 B 4|
[ o
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Report Preview

units

EA

En

PKG

EA

Ed

PG

Ed

En

ostf
Discount

178313.60
6i6222.75
34500.00

477360
78035
63062.25
7600.00
12140.80
SO083.50
17007.08
11372.66

[
File Page Wiew Help
M| [To0% =]l 4 » M| Pageioi19 |
Exit
f
D3/28/200L Builders supply
13:41 pm Detail Wistory Report
By Custoner 1D
Access the fust Rep.  Descriprion Loc./ sls. Tice Invoice Quantity
Print Page mo1 2 chk. # cat. wurber  pate
. we00L GPo 100 mO00L p1 12670001 07/14/%9  515.0000
Setup Window H Electrical package
we00lL cro 150 0001 1 12670001 07/14,99 75..0000
H plumbing package
WEOCL 6po Misce]laneous charge MIOCOL 1267000 07/14/99 2300000
H Miscellaneous charges
CEO0L cpo 300 WO00L o1 12670000 07/14/%0  240.0000
H nterior boor
4re00L GPD 350 mO00L 01 12670000 07/14,99 35,0000
H Entry poor
{CEO0L 6P 400 MODOL P11 12670001 07/14/99 75,0000
H nterior marerials
wee0CL ero L] 12670001 07/14/%9 50, 0000
H s1ide by window 24" x 40"
BCEQOL GRD Ll MODOL W2 12670001 07/14/99 70, 0000
H sTide by window 30" x 40"
BCEQOL GRD 550 00L PL 12670001 07/14/99 50, 0000
H illwork package
WEOCLGPD B MO00L 12670000 07/14/99  145. 0000
H standard window 24" x 40"
e Geo ] MOD0L W2 12670001 07/14/99 83. 0000
H standard window 0" x 40"
#rEQTL PAYMENT RECETVED 2461 12670001 0872799
wre00L ero 1 mO00L p1 12670010 08/17,99 75.0000
: £lar triral parkane

Prink the active document:

In the Print Page Setup Window you can select:

Print Page Setup Window

PKG

.
2610437

sales)
theck smunt

185774, 66
T1467. 99
86078. 05

§546. 52
S1.63
67379, 8
§13583
1240427
5435, 25
134%.82
12589. 69

SH6E. 25
27054. 56

[_[5]x]
PigE 1 :
profit %
WLD 40
M T3
SRS 9.9
e 139 |
e 125 |
A 64
83 66|
w48 |
AL 7
Wi w7
1m0 97
w019 n5
[ L]
[ om

Print
Print to a file _ Printer
MHame; I_BOBNHP
Statug Ready
Which pages (?f the Tupe: HF Lazerlet 45i
report to print wihere: Dom Eob
Comment; Frint tao file
rink range Copies
* Al Mumber of copi
Pages from: |1
ﬂ ’_ ¥ | Eaflate
SelEchon
The number of
copies to print
)4 I Cancel
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Report Preview

il Print Preview [_T=]x]
File Page View Help
& 1 B [Horizontal <]M¢ 4 P [ Pageiofi3 |
m
AdJU'St the b3f23f2001 Builders supply pige 1
: 12:04 M Detail History Report
report to fit H By Customer ID
the width of 'tus[ Rep.  Descriprion loc./ Sls. Inpice Dwoice  quanrity units | cost/ sales/ profit &
. m1 2 chke. # cat. Number  Date piscount  Check Amount
the window :
e Geo w mO00L FL 12670001 07/14/99  515.0000 ms 1831360 18577466 Male 40
: Electrical Package
wEQ0L ceo 150 0001 P1 1670001 07/14/99 75.0000 pri 66222, 75 71467.99 MM 73
: Plunbing Package
we00L GPo miscellaneous Charge m0001 1670000 07/14/99  230.0000 4500.00 86078.05 51576.05 500
H miscellaneaus charges
BCEQOL GRD m WO0L 01 1X70001 07/14/99  M0.0000 EA 477360 5546.52 779 139 -
H meerior Door
AeQ0L 6P 30 w0001 o1 12670001 07/14/99 35.0000 Ea 789,355 834188 w4263 125
: Entry Door
wEQ0L ceo 40 X m01 Pl 1370001 07/14/99 75.0000 pri 63062, 25 67379.29 LERR
: Interior Materials
we00L GPo L} w0l Wl 13670001 07/14/99 50.0000 Ea 7600.00 §133.83 §33.83 6.6
H slide by window 24" x 40"
BCEQOL GRD 460 MO0L W2 12670001 07/14/99 70.0000 EA 1214080 1494.27 BER TR
H slide by window 30" x 40"
e Geo 5 mO00L FL 12670001 07/14/99 500000 prs 50083, 50 54395.25 BLH R
: HilTwork Package
wEQ0L ceo w0l Wl 1670001 071499 145.0000 e 1700705 184%.82 e n7
: standard Window 24" x 40"
we00L GPo 610 w0l w2 1670001 07/14/99 #3.0000 En 137266 12580.69 1703 9.7
H standard window 30" x 40"
CE00L PAYMENT RECETVED M6l LG7O00L (8/27/99 RO T i A
4Ce00L GPD 100 mil01 Pl 1370000 08/17/99 75.0000 pri 5104 37 27054.56 950.19 35 =l
Fit Page To Window Width [ Num
Report Preview
@il Print Preview [_[=]
File Page Wiew Help
4 P W Pagelotis |
28 vl
mre oo meo
W F T T Y e I R T
Adjust the S o pe s W REA W Wi )
I R T R T T
Tw e w8 R @ ns
page to the PO PRI
. . TAw e T @@ SRH W G
window height i sows wew e e wmn o ma s
T T I R P
" FLTTEL R NI LR} W21 DUEIREY]
TG NN POA HNE o
Y R R P
00w o own
Tavamn e m o wed Jw o aor 1
FUCG NN DO NI G
I T R B
H -=||l|! RN T e LLE} wa EID ¥
: 2 RN " Pla
il SO wwew el BB v
R LR ]
L T T R P
u R A O B FHA JnH w2
. I R BT S P
G T P T T
s peweny e m maa B0 s 12
a e 3 4 wmy :
W i SR s and M s o)
B o s aew o esa mn e i
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Report Preview

il Print Preview
File Page View Help

[_[5]x]

View two pages
at once

e

Iecipin ey 5h. borice i
[T

G mler tali

- e mled tali
Vocvw, ek i

Vican, thct s

3 i

[ T TR = R T R Y
TN NN @I WeH
2N e 0 MO @A uRn
TN M S W MR
IR I e 2 W E
FE T L E TR E R
T R T TR T. P
F I T R PR T'E R ]

e WETE
ity

e Lz W wea
el Bove KTRTE S

TR awwwe wll T ma
JROK G ANNORS NN BED NG
T R T B TN R ]
PR LG NN e P HA KA
ROK G XNNE RUN W2 WR
IRUE LG AW s WLE TR KK

FLETT T I T L TR T T I K

I
@
1
F
i
©
i
H
i
H
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. i g U T T ]
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[ TR TR I R TR R TR T :
E RPN BB XAW B P WD He
E 0 gew g n
I Tt T K b S TH R Y] . Ty I T R L T E T ]
i TR T I KT ET R (TR ) L N R L
Q [
i TR T T I T TR TR R T ] e UL IOWE BGE NS0 T ML NN 0D A
H
i Oa PONGOTH DM R WA @R RN g 1Eu 4z woowwy
sl i @ DNl A dweome mll SEE mw
T T g o s
Elon widn B0 B wweow ol BEH wn ow i1 en IOUN GNN PN me AR WOl
oo DHiIPL REND B WM W ST D 2 sl cm Y I KT JUEINTE ] na
'
i G DD EATS LA0E W0 0 NN kS e RN GEN XNCE WO e W
H
i 0 DDA AMN S PHAU PR WM el LPNN RN XMW B WA N4 W
H »
i TR LT R e R TP FTR ¥ I Y] e GG Lou s KT B
i i du Jivwd efifM  wwwme e JilE e
i TR TR e R TR TIE R R (R " FUNEY) o sial tdap
e RGN G NNCRE WL SWD
W G5 DRNDeATS LA EmEA AN NN 12
s o FE LT R T T TR 11.E R
s 1S A TR
e W SO W RHIE R kil T R R T R TR T E R IP]
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Fit Two Pages

Report Preview

Move between
the pages of
the report
-first page
-previous page
-next page
-last page

il Print Preview
File Page View Help

&< 1 @] [Horizontal j#[ P | Pagel9ofig |
-
13/28,/ 2001 Builders supply piGE 19
12:04 pm Detail History Report
By Customer ID
Ust  Rep, Descriprion Loc./ sls. Imwice Tnvoice Quantity Units st/ sales/ erofit %
1 chk. # cat. wurber  Date piscount  Check fmount

TENOOL DAt Heating/Cooling Pack TXOOOL P1 24880031 12/08/00  13.0000 ma . 5333.60 £333.60 100.0
Hearing/Conling Package
T perail: component” I Lo 0 Description uantity units unit cost
TA00L Furnace L0ooo EA 37.6300
TH00L water Heater 10000 EL 223.0300
200300 TAO00L Air Conditioner 1.0000 EA 4199100
0400 TAOOL water Softener 1.0000 EA 1252300
A0500 00 sump pump 10000 EA 45,5800
20600 TA00L Humidifier Loooo EA 71.8600
USTOMER TENDOL TENNESSEE SHELTERS, INC. MIXE. D TAO4LS SAMRL BRE
wIsOL PLYMENT RECETVED 51351 CdS027 03/ 2700 U] 167343.76
bTsom PAYMENT RECETVED 51532 Co950327 4/ 2700 0 MR
vmsOL PAYMENT RECETVED SHLL ccdS0sZ7 06/ 2700 . 30896.13
TS0 PAYMENT RECETVED 54822 0951027 11/ 27,00 o 161777
USTOMER WISCOL YIS A w .00 ]

GRAND TOTAL WESIS. A GO4D.04  FIMIILDS 4RT

nd of Report

Go Ta Previous Pags

=]
=
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Implementing Sales Order

Information in both the Resource Manager and in Sales Order applications should be set up and/or
verified when you set up Sales Order. The selections you make during setup determines how the
Sales Order system operates.

Sales Order Main Menu

4, TODD - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Modes Tools Favorites Other Help

0 S e 2 @ B RS

IH Builders Supply LIQﬂ ﬁ S

OPEN S¥YSTEMS® Accounting Saftware

| Sales Order | | Information Inguiry
Bills of Materialz Kitting Imfarmation |nguin:

GEMERAL Report \Witer D aily ‘wiork Customers and Open Inwoices
Eank Reconciliation Shipping Reports Open Invoices

Fized Assets Transaction Reparts Sumrnary History

General Ledger Open Invoices D etail History

Inventony Hizstary Reparts

Job Cost Periodic Processing

Payroll Filz Maintenance

Purchase Order Codes Maintenance

Sl rder M aster File Lists

Accounts Receivable
Accounts Payable
Fegource Manager

| |Campary H | Teminal TOOD |02/16/2000 |10:54 AM
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Structuring Codes

IDs and codes should be assigned in away that makes sense for the user. A consistent format should
be established before any information is gathered and entered into data files. Planning ahead allows
better use of the system’s sorting and selecting capabilities.

How the System Organizes

Because the system arranges code charactersin a particular order, you have to decide what kind of
codes will work best to identify customers, term codes, and so on. Here's an example of how the
system organizes several different IDs (the dashes represent blank spaces that are entered by pressing
the space bar):

000000
000001
1

Notice that 1 appears four timesin the list. Because the codes were entered differently (for example,
zeros and/or blanks before some but not others), the system organized them differently. Here’'swhy:

e The system goes through each code, from left to right, until it finds something other than a
blank space.

e Itemscome out in this order for each position:
blank spaces
special characters (-, *, /, etc.)
numerals (0-9)
uppercase letters (A-2)

lowercase letters (a-2)
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Hints

The most important thing about assigning D numbers and codes is to choose a consistent format and
stick to it. Here are some suggestions:

Use uppercase (and in some instances, lowercase) |etters, numerals, or special characters
(such as hyphens) in IDs.

When |etters are used in IDs, enter them consistently, either al uppercase or al lowercase
letters, to avoid organization and identification problems later.

Assign IDs that are the same length to prevent organization problems. If the ID is divided
into more than one part, each part should be the same length. For example, use AND-XT
and AND-YT instead of AND-X and AND-YT. Don't use blank spacesin the middle of an
ID.

Use leading zeros to make all numbers the same length; for example, use 001 and 040
instead of 1 and 40.

Usually, you should use IDs that convey information about the customer or codes. For
Example, ACE001 and SUNQO1 are more descriptive than 000001 and 000002. However, if
you are aready using a numbered system, it may be more convenient to stick with it.

If you need to organize customers by a particular element, include that element in the ID.
For example, if you will probably want to organize customers alphabetically by their
company name, you should include the first characters of the customer’s company namein
the customer I1D. To ensure that new customers can be inserted into the sequence later, use a
combination of letters and numbers that leaves room in the sequence for later additions.



Setup Checklist

Planning

6.

7.

Read the Resource Manager User’s Guide

Read the Sales Order User’s Guide

Read the Accounts Receivable User’s Guide
Collect and Organize Data

Plan the Implementation Schedule

Complete Setup Checklist for Accounts Receivable

Setup a Backup Schedule

Setup in Resource Manager

8.

Select Options and Interfaced used during setup

Setup in Sales Order

9.

Setup and Verify Sales Order Quick entry tables

e QCxxxx
e QNXxXxx
e QRxxxx
e QSxxxx
e QVXXxXx

10. Edit the Sales Order Number

Complete Setup in Resource Manager

11. Setup Access Codes for Sales Order

12. Reset Options and Interfaces for after setup
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Adding SO To An Existing AR System

6.

7.

Post Accounts Receivable transactions (see the Accounts Receivable Training Manual). If you
do not post the transactions entered using the Transactions function on the Daily Work menu in
Accounts Receivable, the data in the transaction files, ARTHxxx and ARTDxxx, does not get
posted when you use the Post Transactions function on the Transaction Reports menu in Sales
Order.

Back up the Accounts Receivable datafiles (see the Resource Manager User’s Guide).

Install Sales Order (see the Resource Manager User’s Guide).

When Sales Order isinstalled, the system removes Accounts Receivable from the Main menu.
Sales Order does not appear on the Main menu until the Sales Order datafiles are created for the
company (see the Resource Manager User’s Guide).

Create the Sales Order data file (see the Resource Manager User’s Guide).

Tables created and setup in Accounts Receivable will have to be reset in Sales Order.

Setup the quick-entry tables for Sales Order.

Select the options and interfaces settings for Sales Order.

After you have completed these steps, you can begin processing in the Sales Order system.
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Setup in Resource Manager

Selecting the Options and Interfaces for Sales Order

Options and Interfaces isafunction in OSAS that will allow you to customize the functionality of
Sales Order. You can customizeit for each company you usein OSAS, or you can adjust all the tables
at one time. The decisions you make for setting up your options will decide how you use the Sales
Order application.

.Company Setup in Resource Manager

4, TODD - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Modes Tools Favorites Other Help

0 S e 2 @ B RS

IH Builders Supply Q ! S

ﬂpmsmms-,lmw Saftware

Main Monu Rosource Manager |
Bills of Materials Kitting ‘whork station Configuration Company Information
GEMERAL Report wihiter Inslallaliun D ata File Creation

Eank Reconciliation

D ata File Conversion

Fized Assets Application Setup 0 ptions and Interfaces
General Ledger D ata File M aintenance Access Codes
Inventony System File Maintenance Country Codes

Job Cost EIS Dashboards State Codes

Payrall Executive Information Surnmary

Purchase Order Print bdanager

Sales Order Reports

Accounts Receivable Master File Lists

Accounts Payable

e bl anager

| |Campary H | Teminal TOOD |02/16/2000 |11:26 AM
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Setup in Resource Manager Implementing Sales Order

To setup or verify the company’s options and interfaces for SO, perform the following steps:
1. Select Options and Interfaces from the Company Setup menu.
2. TheOptions and Interfaces Screen is displayed.

Options and Interfaces Screen

4, Options and Interfaces =] x|
Corunands Edit Modes Other Help
axitz | @ mE| ? e 0K | Abandon |
Company 1D H - Builders Supply
Option Table Type Own -

Application D ISD E

| Company H |08/16/2000 | Terminal TOO0O | 0WA

3.  Makethefollowing selections:

Field Description

Option Table Type  Share - select this setting if the OSAS Sales Order system is 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 SO, the two-letter Application ID for Sales Order. The Inquiry
command, F2 or Esc W, is available to select the Application ID from alist of
the installed applications.

4. When you press Enter, the Sales Order Options screen is displayed.
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Implementing Sales Order Setup in Resource Manager

Sales Order Options and Interfaces Selection Screen

4, Sales Order Options |2 =] =]
Commands Edit Modes Other Seroll Commands Help
22Xz 2R Aa| 2@ 0K | #bandon |
Dezcription Walue
Ilnlerfase to General Ledger? T'ES =)
Interface to Inventam? TES 2
Interface to Job Cost? WES ﬂ
Interface to Bank Rec? wES
Interface to Bill of b aterials/Kitting? YES
Uge Trangaction Batching? TES
System Generated Batch Mumbers? YES
System Generated Order Humbers? “YES
Usze Additional Descriptions? YES
Copy Additional Description from Inventory? TES
Keep Detail 5ales Historw? YES
F.eep Additional Description History? YES
Keep Surmmary Sales History? “YES
Keep Detail Kit History? TES
Allow Cust Level Change During Order Entry? YES ﬂ
Allows Ewpired Credit Card in Payment Entry? YES g
Display Quantities and Quantity Breaks During Line Entry? “YES =
Option (D01 of 039 ]
| Enter = To%l Goto I Wwirite I |
[ |Company H |08/16/2000 | Terminal T00D [QVR

5.  The Options and Interfaces discussed below are those that are unique to Sales 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

Interfaceto Bill of YES Bill of Materiasinformation is available during transaction entry.
Materials/Kitting? BK history is updated for kits sold when transactions are posted.

NO Kitsare NOT available for use in transactions.
System Generated YES/NO If you choose YES, the system will generate order numbers, choose
Order Numbers? NO if you wish to create your own order numbers.
Keep Detail Kit YES Detail information for each kitted item on each invoiceis saved inthe
History? Detail Kit History file.

NO Detail Kit history is not available for Information Inquiry or Reports.
Print OnlinePicking YES/NO If you want to be able to print picking slips at the time of order entry
Sips? select Yes. To only print picking slips with the Print Picking Slips

function, select No.

Use Plain Paper YES/NO Select Yesif you are NOT using preprinted Picking Slips. If using
Picking Slips? preprinted pick slips, select No.
Picking Slip Form 812x11 If you are using preprinted picking slips, select this setting for forms
Type: that are 8-1/2 x 11

Laser Select this setting if the company is using preprinted picking slips

specifically designed for alaser printer.

Standard Select this setting if the company is using picking slip forms that
have the column headings already printed on them.

Include Kit YES/NO Select YES, if you want the components that make up the kits printed
Components|in on the picking slips. Select NO to only have the kit print on the
Picking Slip Sort? picking slips without any of the components listed.

2-25



Setup in Resource Manager

Implementing Sales Order

2-26

Sales Order Options and Interfaces Selection Screen

4, Sales Order Options =10 =]
Commands Edit Modes Other Seroll Comumands Help
X mRE AR ?& 0K | #bandon |
Dezcription Walue
Ilnlerfase to General Ledger? YES =
Interface to Inventam? TES 2
Interface to Job Cost? YES ﬂ
Interface to Bank Rec? YES
Interface to Bill of b aterials/Kitting? YES
Uge Trangaction Batching? TES
System Generated Batch Mumbers? YES
System Generated Order Humbers? “YES
Use Additional Descriptions? TES
Copy Additional Description from Inventory? TES
Keep Detail 5ales Historw? YES
F.eep Additional Description History? YES
Keep Surmmary Sales History? “YES
Keep Detail Kit History? TES
Allow Cust Level Change During Order Entry? YES ﬂ
Allows Ewpired Credit Card in Payment Entry? YES g
Display Quantities and Quantity Breaks During Line Entry? YES =
Option (001 of 039 ]
| Enter = To%l I Wwirite I |
[ |Company H | 08/16/2000 | Terminal T00D |0WR
Interface/Option  Setting Effect
Packing List Form PlainPaper Select this setting if the company isNOT using preprinted packing
Type: list forms.
812x11 Select this setting if the company is using preprinted packing list
formsthat are 8-1/2 x 11
Laser Select this setting if the company is using preprinted packing list
forms specifically designed for alaser printer.
Print Online YES/NO If you want to be able to print packing lists at the time of order entry
Packing Lists? select Yes. To only print packing lists with the Print Packing List
function, select No.
Bill of Lading Type? Detall, If using Bill of Ladings, select whether you want it to print the
Summary, information in Detail or Summary. If you do not want to use Bill of
None Lading select None.
Bill of Lading Form  Plainpaper  Select this setting if the company is NOT using preprinted Bill of
Type? Lading forms.
812x11 Select this setting if the company is using preprinted Bill of Lading
formsthat are 8-1/2 x 11
Print Billsof Lading YES/NO Select YES to print Bills of Lading forms when you print shipping
from Shipping labels. Select NO if you only want to print Bills of Lading with the
Labels?? Bills of Lading option.
System Generated YES/NO If you want the system to assign blanket order numbers, enter YES.
Blanket Order If you want to assign order numbers, enter NO.
Numbers?

a. Thisoptionsisonly availablein versions 6.1 and higher.
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If thisis anew installation of both Accounts Receivable and Sales Order, you will need to set up all
the tables. Refer to the Tables section in the Accounts Receivable Training Manual for information
about all the tables except the quick-entry tables.

Sales Order File Maintenance Menu

4, TODO - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

Fil: Modes Tools Favorites Other Help

Hoer 2 @D ERS

IH Builders Supply LI

O5AS-

OFPEN SYSTEMS® Accounting Saftware

Main Menu Sales Order |
Billz of katerials Kitting Infarmation | nguiry Customers

GEMERAL Report \riter Doaily wWork Ship-to Addresses

Bank Reconciliation Shipping Reports Sales Reps

Fixed Assets
General Ledger
Inventony

Job Cost
Payrall
Purchase Order

S ales Order

Accounts Receivable
Accounts Papable
Fesource Manager

Tranzaction Reports
Open Invaices
Histary Reports
Periodic Proceszing
File M aintenance

Codes Maintenance
M aster File Lists

Recuring Orders

Edit Sales Order Mumber
Shipping Label Setup
Build Open Invoice File
Change Fields

Company H | Terminal TOOO | 08/16/2000 |12:56 PM
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Quick Entry Tables Q?tttt

The Sales Order quick-entry tables used during order processing have different ID’s than those in
Accounts Receivable. They let you choose which fields you want the cursor to stop at during order

processing functions. Quick entry is not available for recurring orders.

Tables Selection Screen

=lolx]
Comumands Edit Modes Other Help
aXiE DR @8 2 e 0K | Abandon |

Table ID I Jﬂ_ Description |
Mumber of Cols I u] Column Length I 1] Type I vl

|

Commands  Edit Modes Other Scroll Commands Help

Search:

Table ID Col Type Title

oo 2 4 Quick Entry - Changs =
QH1 z A Ouick Entry Table - Header #1 ﬂ
QHEZ z A Quick Entry Table - Header $Z ﬂ
w £ & Quick Entry - NewsQuots =
[n) 3 z A Ouick Entry - Return g
08 z A (Quick Entry - Shipped =l

I |Company H | 08/16/2000 | Teminal TOOD |OVA

The quick-entry tables use the format Q?tttt for the table ID. You can replace the? with one of these

letters:

* N tocreate atable used while entering new orders and quotes
»  Ctocreate atable used during change orders

»  Sto create atable used while entering shipped orders

* R tocreate atable used while entering miscellaneous credits

* V tocreate atable used when verifying orders

Thetttt isoptional and is used to create terminal specific or company specific quick-entry tables. A
terminal specific table would be used first, then a company specific table and finally a generic table.

The Quick Entry tables are positional, DO NOT delete or rearrange the rows.

Activating Quick Entry
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To activate the Quick Entry function, select Defaults from the Workstation 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.
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Creating A Terminal Specific Quick Entry Table

QNtttt - New/Quote Quick Entry Table Screen

i, SOTB = e
Commands Edit Modes Other Help
X 2e | Ba e K| Abandon |

T able ID IQNTDDD ng_ D escription IQuick Entry - Mew/Quote
Murmber of Cols I 2 Column Length I 12 Type IA vl

[FIELD DATA

Cescription
[Addnl Descr
Sales Cat

Tax Class
Price ID

GL Code

Sales hoot
COGE Acet
Inv Acct

Oty Ordered |T
[Unit s E
Oty Shipped |E
Oty Bkord

Unit Price E

it Cost E

Reg Ship
Weight

| | Compary H [08/16/2000 | Terminal TO0D | 04F

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

For example: to create a QN quick-entry table used only by terminal TO0O, type QNTOO0O 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, QN.

The sample company’s quick entry table information defaults on the screen. The fields on the
Transactions or Material Requisitions entry/editing screen that the table controls arelisted in the
FIELD column.

3. Inthe DATA column:

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

» typean E if you want the cursor to stop at the field when you press the Enter key on the
screen the quick-entry table controls.

* 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.
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Printing a Tables List

2-30

To print alist of the tables used in Sales Order and their settings, select Master File Lists on the

Sales Order menu. Select Tables List from the Master File Lists menu.

Sales Order Menu Screen

STEMS® Accounting Software - SAMPLEDATA

File Modes Tools Favorites Other Help

0ol Ber 2 H B BEES

IH Builders Supply

QPEN SYSTEMS® Accounting Saftware

Main Menu

Sales Order

"~ O5AS-

Bills of Materials/Kitting
GEMERAL Report ‘wiiter
Bark Reconciliation
Fined Assets

General Ledger
Inwventary

Job Cost

Pavrall

Purchaze Order

5 Order
Accounts Beceivable
Accounts Payable
Resource banager

Information lnguiry

D aily ok,
Shipping R eports
Tranzaction Aeports
Open Invoices
History Reparts
Feriodic Processing
File Maintenance
Codes kaintenance

Sales Reps List

Customer Detail List
Customer Labels
Customer Cornments List
Customer Credit Cards List
Ship-to Address List
Ship-to Address Labels
Recurring Orders List
Codes List

| Compary H | Temminal TOOD [08/16/2000 [1:34 PM
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Tables List Screen

Tahles List

Selection Description

Application From/Thru SO defaults into these fields and cannot be changed.
Table D From/Thru Enter the range of table IDsto includein the list.

Suppress Blank Lines? Enter Yes to suppress blank lines from printing in the list, otherwise select
No to print al lines.

Page Break Per Table? Select Yesto print each table on a separate page, otherwise select No.

Use the Proceed command, PgDn or Esc P, to print the Tables List
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Tables List
08/18/2000 Builders Supply Page 1
7:41 AM Tables List
Sales Order
Table ID ARGL Description GL Accounts Table

No. of Columns 2 Column Length 12 Type A

DESCRIPTION  G/L NUMBER
CASH RECPTS 100000
DISCOUNTS 404000
INVENTORY 104400
FIN CHRG 802000

08/18/2000
7:41 AM

Table ID ARPDH Description AR Periods Table
No. of Columns 3 Column Length 12 Type N

PERIOD FISCAL YEAR # PERIODS/YR
12.00 2000.00 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

Builders Supply Page 2
Tables List
Sales Order

2-32



Recurring Orders

Recurring Orders Menu

4, TODO - OPEN S5YSTEMS® Accounting Software - SAMPLEDATA

File Modes

Tools  Favorites

Other

Help

0ol Ber 2 H B @8NS

I H Builders Supply

=l

SAS-

OPEN SYSTEMS® Accounting Software

Main Menu

| | Sales Order |

Bills of baterials/Kitting
GEMERAL Report 'whiter
Bark Reconciliation
Fixed Azsets

General Ledger
Inventary

Job Cost

Pavrall

Purchaze Order

Accounts Receivable
Accounts Payable
Resource b anager

Infarmation lnguing Customers
Draily 'wiork Ship-to Addresses
Shipping Reports Sales Reps

Tranzaction Beports
Open Invoices
History Reports
Period

Fecuring Orders

Tables

Edit Sales Order Murnber
Shipping Label Setup
Build Open Invaice File
Change Fields

Codes Maintenance
Master File Lists

|Eompary H | Terminal TOOD |08/15/2000 | 7:52 AM

Use the Recurring Orders function to set up orders that you send to customers regularly. You can set
up recurring orders for individual customers and for groups of customers.

Transaction Type Selection

4, Recurring Orders =1 x]

4, Header Information = =) |

Commands Edit Modes Other Information Help

2Xiz | R Ea| ? € 0K | abandan |

Rec Order Mo | ol Mate 024505000 Stahiz  New
Loc I IT 4, Transaction Type H= E
e Edit Modes Other Help
Sold to: 1 '}?XEE|E\|B@| ? & 0K | Abandan |
Select:
& Hecuring Grders
" Edit Recurring Orders

Sales Rep 1 [

Sales Rep 2 S e | = Clpmar) T

Cust Level ;' Pick Slip Mo, I

Temns Code =

Tems Desc Type

Tems% -0 Days Met Diays

Ord Mo Taxable? =

Ord Date /4 Tax Group I A

Run Code Cutoff Date A Description
I
| | CompargH | 08/18/2000 | Temminal TOOD | OWR
Selection Description

Recurring Orders

Edit Recurring Orders

Select 1 to create a new recurring order.

Select 2 to edit an existing recurring order.
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Recurring Order Header Screen

SISTE
Commands Edit Modes Other Information Help
Xtz R @M@ 2L Ok | #bandon |
Rec Order Mo {0o00z2000 2] Date |E|8/'I 8/2000 Statuz  Mew
Loz D rN 0001 B
Sold to: | AR B Ship to: | Bl
SUNSHINE HOMES. INC.
1000 OCEAN BOULEVARD
MIAMI FL 33333-4323 us
Sales Rep 1 PRT [a] Percent | 100.0 Ship Methad al
Sales Rep 2 8] Percent .0 Ship Via
Cust Lewvel /OBEER 3|_ Pick Slip Mo,
Terms Code  [TPCT a
Terms Desc 1/10.n/30 Tvpe Heg
Termss 1.0 Dapz 10 Met Days 30
Ord Mo [ Taxable? r
Ord Date I A Tax Group IMD g
Aun Code [ CutoffDate  [12/05/2001 Deseription Maryland

Termninal TOOD

| ComparwH | 08A18/2000 | | ovR |

Field

Rec Order No.

Date

LocID

Satus

Sold to

SalesRep 1/
Percent

SalesRep 2/
Percent

Description

Enter the order number to use with this recurring order.

If you are editing an existing recurring order, select the order you want to work
with. The Inquiry command, F2 or Esc W, is available to select the order
number.

The workstation date defaults, you can change the date or press Enter to accept it.

If you are interfaced to Inventory, enter the location of the items you wish to add
to thisrecurring order. The L ocation I D setup in Resource Manager (if any) will
display by default. You can use the Inquiry command, F2 or Esc W, to select a
location or the M aintenance command to create a new one.

All recurring orders have a status of New when copied to the transactions files.
You cannot change thisfield.

Enter the ID of the customer for this recurring order. If the order isfor a group of
customers enter and asterisk (*) and the customers' group code (Group Codes are
assigned when you set up the customer records). You can use the Inquiry
command, F2 or Esc W, to select and existing customer or the M aintenance
command, F6 or Esc F, to create a new customer.

The sales rep assigned to the customer defaultsin thisfield. You can accept the
rep or select adifferent one. The Inquiry command, F2 or Esc W, isavailableto
select the rep.

Enter the percentage of this sale to assign to the sales reps commissions.

If asecond sales rep is assigned to this order, enter their ID here. The Inquiry
command, F2 or Esc W, is available to select the rep.

Enter the percentage of this sale to assign to the sales reps commissions.

Note I

The combined percentage of both sales reps 1 & 2 cannot exceed 100%.
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Field

Cust Leve

Terms Code

Ord No.

Ord Date

Run Code

Cutoff Date

Ship to

Ship Method

Ship Via

Pick Slip No.

Taxable?

Tax Group

After the selections have been made use the Proceed command, PgDn or Esc P, to enter the detail

Description

Press Enter to accept the default customer level, setup in the customer file or
select adifferent customer level.

Customer Levels are setup in Inventory to help calculate the price customers pay
for items.

If interfaced to Inventory, you can use the | nquiry command, F2 or Esc W, to
select a different level, or the M aintenance command, F6 or Esc F, to create a
new one.

Enter the terms for this order. The terms setup in the customer file will display by
default. You can accept those terms, use the Inquiry command, F2 or Esc W, to
select a different terms, or the Maintenance command, F6 or Esc F, to create
New ones.

Enter the purchase order number the customer used to purchase the goods or you
can leave thisfield blank.

If you enter an Order Number (Ord No.) you MUST enter and order date. If the
Ord No. field isleft blank thisfield is skipped.

Enter the run code that this order belongs to. The run code is used to copy
recurring orders into the transaction files. Group together recurring orders, that
you want to copy at the same time, with the same run code.

Enter the date after which you no longer want to copy this order to the transaction
files, or press Enter to skip thisfield.

Recurring Orders with a cutoff date will not be copied once that cutoff date has
been reached. Recurring Orders without a cutoff date will always be copied based
on dates. The cutoff date can be used to purge orders from the recurring order file.

Enter the number of the ship to address for this order, or press Enter to skip this
field. You can use the Inquiry command, F2 or Esc W, to select the Ship To ID
or the M aintenance command, F6 or Esc F, to create a new one.

Enter the shipping method code or press Enter to skip thisfield. You can use the
Inquiry command, F2 or Esc W, to select the shipping method or the
M aintenance command, F6 or Esc F, to create a new one.

If you entered aship to address I D or a ship method code, the ship viainformation
isdisplayed. If you did not, you can enter the ship viainformation or press Enter
to skip thisfield.

If a shipping number has been assigned to this order, enter it. The number will be
used as the dlip number on picking slips, or press Enter to skip thisfield. You can
assign a pick slip number to the order after it is copied to the transaction files,
with the Print Picking Slips function.

If thisis taxable order enter YES, otherwise enter NO for a non-taxable order.

Enter the ID of the tax group that sales to the customer will be alocated. The tax
group assigned to the customer or the one assigned to the ship to address ID will
display by default. You can accept the tax group, use the I nquiry command, F2
or Esc W, to select adifferent tax group or the M aintenance command, F6 or
Esc F, to create anew one.The Description of the tax group is displayed below
the tax group ID.

information for the order.
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Recurring Orders Line Item Entry

(%
Corumands Edit Modes Other Scroll Commands Information Help
RN bR @nl?e ok | Absndon |
4, Append Line =[Ol =]
Conumands Edit Modes Other Infoomation lnventory Lockups  Help
2 ¥tz Bl @M@ 28 Ok | #bandon |
_ Entry 001
Itern ITEM Loc D kAN OO0 al
D [450 3 GL Code 3]
Desc |5Iide by WWindow 24"« 40" Sales Acct 4010-00 5
Sls Cat IW’1 al COGS Acct  [5010-00 4
Tax Class I 038 .000 3% FrcelD IBUILD 4l Invhcct 1044-00 el
Units
Ordered | Z7.o000 JEA al
Shipped -0000 Price I 402.8475  Ext Price 10876.88
Backord -0000 Cost I 0000 Ext Cost .00
| Entry [ aof ]
Subtatal Freight+hisc Sales Tar Prepayment Met Due
10876.88 .00 .00 .00 10876.88
| E nter=edit Sppend Header | Totals I Wiew I Goto I Mext Trans ”
| | ComparyH | 08/18/2000 | TeminalTODD | OWR |
Field Description

ITEM/JOB/KIT

LoclID

Additional
Descriptions

SlsCat

Tax Class
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ITEM defaults for thisfield and cannot be changed. You cannot enter jobs or kits
in recurring orders.

The location entered on the header defaultsin thisfield. You can change the
location or press Enter to accept it. If you areinterfaced to Inventory you can use
the Inquiry command, F2 or Esc W, to select an existing location or the

M aintenance command, F6 or Esc F, to create a new location.

If interfaced to Inventory select the item(s) to sell with this recurring order, or
press Enter to skip thisfield if you are selling a non-inventory item. You can use
the Inquiry command, F2 or Esc W, to select an existing item or the

M aintenance command, F6 or Esc F, to create anew item.

If you are not interfaced to Inventory, you can enter anitem ID or leave thisfield
blank.

If you entered an Inventory item in the ID field, the description of that item is
displayed. If you left the ID field blank or you are not interfaced to Inventory,
enter a description of what you are selling to the customer.

If the option to use Addition Descriptions in Options and Interfaces is set to yes,
the additional description box isdisplayed. Enter 1-10 lines, 35 characters per line
of additional descriptive information for the item you are selling.

The Sales Category for the item is displayed. If you are interfaced to Inventory
you can use the Inquiry command, F2 or Esc W, to select adifferent sales
category or the M aintenance command, F6 or Esc F, to create a new one.

If interfaced to Inventory, the Tax Class assigned to the item is displayed. You
can change the tax class or press Enter to accept it. If you are not interfaced to
Inventory or thisis anon-inventory item, 00 defaults as the tax class.You can use
the Inquiry command, F2 or Esc W, to select a different tax class or the

M aintenance command, F6 or Esc F, to create a new one.
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Field

PricelD

GL Code

Sales Acct

COGS Acct

Inv Acct

Ordered

Units

Price

Ext Price

Description

Price IDs are setup in Inventory and used along with the Customer Level to
determine the price the customer pays for theitem. If interfaced to Inventory, you
can changethe price 1D or press Enter to accept it. The Inquiry command, F2 or
Esc W, isavailable to select adifferent price ID.

The GL Code hel ps determine the Sales and COGS. If Sales Order isinterfaced to
Inventory and thisis an inventory item, the Sales, and Cogs accounts come from
the inventory record. If Sales Order is not interfaced to Inventory or thisisanon-
inventory item, the GL Code setup on the default table (DFxxx) isdisplayed. You
can usethe Inquiry command, F2 or Esc W, to select adifferent GL Code or the
M aintenance command, F6 or Esc F, to create a new one.

Enter the number of the sales account to use for thislineitem. If you are
interfaced to Inventory and thisis an inventory item, the account displayed comes
from the inventory record. If you are not interfaced to Inventory or thisis anon-
inventory item, the account displayed comes from the GL Code. You can change
the account displayed, or press Enter to accept it. If you are interfaced to General
Ledger, you can use the Inquiry command, F2 or Esc W, to select a different
account, or the M aintenance command, F6 or Esc F, to create a new one.

Enter the number of the cost of goods sold account to use for thislineitem. If you
areinterfaced to Inventory and thisis an inventory item, the account displayed
comes from the inventory record. If you are not interfaced to Inventory or thisisa
non-inventory item, the account displayed comes from the GL Code. You can
change the account displayed, or press Enter to accept it. If you are interfaced to
General Ledger, you can use the Inquiry command, F2 or Esc W, to select a
different account, or the M aintenance command, F6 or Esc F, to create a new
one.

Enter the number of the inventory account to use for thislineitem. If you are
interfaced to Inventory and thisis an inventory item, the account displayed comes
from the inventory record. If you are not interfaced to Inventory or thisis anon-
inventory item, the account displayed comes from the ARGL xxx table. You can
change the account displayed, or press Enter to accept it. If you are interfaced to
General Ledger, you can use the Inquiry command, F2 or Esc W, to select a
different account, or the M aintenance command, F6 or Esc F, to create a new
one.

Enter the number of units sold

Enter the units of measure sold for thisitem. If interfaced to Inventory the default
unit of measure for the item is displayed. Press Enter to accept the units or you
can change the units. You can use the I nquiry command, F2 or Esc W, to
change to a different unit of measure or the M aintenance command, F6 or Esc
F, to create anew one.

Enter the unit price for the items sold. If you are interfaced to Inventory the price
defaults in based on the Customer Level and Price ID fields.

The extended price is calculated based on the unit price and number of units sold.

The Shipped, Backord, Cost and Ext. Cost fields are not available for when setting up recurring

orders.

Use the Proceed command, PgDn or Esc P, to save the entry.
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SO Information Windows Menu

=I5
Commands Edit Modes Other Seroll Commands  Information  Help
2R IE|ERE a2 0K | Abandon |
4, Edit Line = O] =]
Commands Edit Modes Other | [nformation lnventory Loclkups  Help

Customer Information oK I Abandon I

2 XIiE | RE @EE

Customer Ce

. Entry 001
Jtem ITEM | CustomerHistory Y
- E— Ttem Infommation Gloede [ 3
Desc |Shde by Window 24" = 40" Sales Acct 4010-00 k1
Slg Cat [wi &l COGS Acct  [5070-00 E
Tax Class I 033 .000 % PricelD IBU\LD a] InvAcct 1044-00 A
Units
Ordered | 27.0000  [EA =]
Shipped 0000 Frice [ 402.8475 | Ext Price 10876.88
Backord -0000 Cost I 0000 Ext Cost .00
| Entw [ 001 of 001 |
Subtatal Freight+Misc Sales Tax Frepayment Met Due
10876.88 .0n oili] oili] 1087688
| Enter=edit Append Header I Totals I Wiew I Goto | Hext Trans ”
| | ComparyH | 08/18/2000 | TeminalTODD | OWR |

Use the I nformation command to view customer or inventory information. Use the Shift-F2
command to display the available options.

Customer Information Screen

4, Customer Information = =1 =T
Commands Edit Modes Other Help
Z2HrE | R2Em mE | ? @ 0K | Abandon |
| Cusztomer ID ISUNDD1 3|_ Marne SUNSHINE HOMES . INC. |
Mew Fin Charge il Territony EAST Clazs wWHSL
Unpaid Fin Charge il Frice Code JOBBER Fin Code
Current Due 16162.20 Credit Limit 100000
Balance 31-60 il High Balance 1616220
E1-90 ol Credit Status 000000000000
120 ol
121+ ol 1zt Sale 07/19/1999 -—-
Unapplied Credits Nili] Last Sale 121272000 8246.32
Tatal Due 16162.20 Last Pmt 09/27/1999 4288 20
Period-ta-D ate Qtr-to-Date Year-to-Date Last Year
Sales 15349.12 1534912 1534912 FIN7 62
Profit 51719 F517.19 ¥517.19 48552 90
MNurnber of lhwvoices 2 2 2 2
FPayments il _Do _00 FF288.20
Discounts o] wilil -00 29.42
Awerage Days to Pay il _Do _00 il
| Enter for Mext 1D I LCustomer I |

Customer Information displays balance summaries, credit and sale information, and summarized
history for the customer you are working with. The information is display only and cannot be

changed.

Command

Enter for Next ID

Customer

Description

Press Enter to view the next customer.

Press C to select a different customer to view.
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Customer Comments Screen

i
4, Customer Commenis =[O x]
Conumands  Edit Modes Other Seroll Comunands Help
2R |BmE AE | 2@ oK | Abandon |

Customer [D |SUNDD1 O] SUNSHINE HOMES. INC.

Ref 1D IEIEI‘I End Date IUBK‘I 8/2000

D ate Fief Comment

. =
2l
2
=
E
=

| BefID end Date news [0 I First I Next I Prewv I Last | Goto I

I |Compary H |08/18/2000 | Terminal TOOD [OVA

| | ComparwH | 02/12/2000 | TeminalTOOO | OVR

Customer Comments allows you to view or edit any comments for the customer.

Field Description

Customer 1D The customer selected for the order is displayed. Press| to enter adifferent ID.
(Name) The customers name displays next to the ID.

Ref ID Enter the reference ID for the comments you want to view or enter. The

workstation ID is displayed by default. Press R to enter a different reference ID.

End Date Enter the ending date for the comments you want to display. Comments on or
before this date are displayed. The workstation date is displayed by default. Press
D to enter anew date.

Command Description

Ref 1D Press R to select adifferent reference ID.

end Date Press D to enter anew end date.

new D Press| to select adifferent customer to view comments for.
First Press F to move to the first customer in thefile.

Next Press N to scroll forward to the next customer in the file.

Prev Press P to scroll backwards to the previous customer in thefile.
Last PressL to moveto the last customer in the file.

Goto Press G to move the cursor to a specific comment.
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Customer History Screen

4, Detail History Inguiry
Commands Edit  Modes Other JScroll Commands  Help
2R s | BE | @B 2@ 0F | Abandan |
Customer [0 [E0RDOT = SUNSHINE HOMES. INC.
Stark Date fs
Tp  Invoice Date Item/J ob/Description Guantity Units Limounk
=
IN | 12670007 07/13/33 350 25.0000| EA 12495.55 g
IN | 12670007 07/13/33 550 11.0000| PEG 14931.47 ﬂ
P | 12670007 08/27/33 PAYRMENT CHEH 7411 28000.00
IN | 126700580 121200 450 10.0000| EA 3625.63
IN | 126700580 121200 460 10.0000| EA 35970.62
IM | 12670030 1241200 E10 2.0000] EA E50.07
IMN | 24883002 07/11/93 Heating/Cooling Pac 10.0000| PEG 2464410
P | 24883002 08/27/93 PAYMEMNT CHER 7412 45000.00
P | 24883002 09/27/93 PAYMEMNT CHEH 7682 4288.20 ﬂ
M| 24889103 08/01/00 100 3.0000| PEG 1427.06 g
M| 248839103 08/01/00 150 2.0000| PEG 2634.77 g
LCustomer I First I Last I MHext I Prev I
Start date I Totals I Wi I Goto invoicel

Customer History allows you to view the Detailed History for the Customer. You must have the
option to save Detail History set to Yes to use this function.

Field Description

Customer 1D The customer selected for the order is displayed. Press C to enter adifferent ID.

(Name) The customers name displays next to the ID.

Sart Date Enter the starting date for the history you want to view. Detail history on or after
this date is displayed. Press S to select a new start date.

Command Description

Customer Press C to enter a new customer 1D.

First Press F to move to the first customer in thefile.

Last Press L to moveto the last customer in the file.

Next Press N to move forward to the next customer.

Prev Press P to move backwards to the previous customer.

Start Date Press Sto enter anew start date.

Totals Press T to see the totals for the invoice the cursor is on.

View Press V to see the detail information for the line item entry the cursor is on.

Goto Invoice Press G to move the cursor to a specific invoice.
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Item Information Screen

Commands  Edit Modes Other Scroll Comumands Help
2| 2E AR 2@ 0F_ | _abanden |
Location 1D [MHOoE =] Quantity
Iberm 1D IEU =l On Hand 60000
Itermn Status Active In Use -6.0000
Itern Type 1 Monserialized Committed _0o0o
Avwailable 12.0000
Sales Oty Armoumnt Or Order _0ooo
MTD 20.0000 325353
YTD 232_0000 4403825 Last Sale D ate 1242172000 |
Unitz Baze Frice Conw Factor Penalty Tupe Crfle
424.0500 1.0000 Ikl g
r |z
|
I
I
r =
r | =
r_|=
| Enter = Mext [kem Mew ltem Previous ltem I Location I Goto I |

| Company H [ 08/18/2000 | Terminal TOOD |0VA

If Sales Order isinterfaced with Inventory, you can view item information. Quantities, quantity break
prices, salesinformation, and alternate units of measure are displayed.

Field

Location ID

Item ID

Command

Enter=Next Item
New Item
Previous Item

L ocation

Goto

Description

The location from the order is displayed. Press L to select adifferent location

The selected item is displayed. Press N to select a different item.

Description

Press Enter to move forward to the next item in thefile.
Press N to select a different Item ID.

Press P to move backwards to the previous item.

Press L to change the Location ID.

Press G to move the cursor to a specific unit of measure.

Use the Exit command, F7 or Esc M, to exit the information windows and return to the line entry

screen.
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Once all the items have been entered, use the Exit command, F7 or Esc M, to exit the Append Line
Screen and view the Detail screen.

Recurring Orders Detail Screen

4, Recurring Orders
Commands Edit Modes Other Scroll Conumands Information Help
2XE | Rn maEl| ?e 0K | Abandon |
Soldto:  SUNDD1 SUNSHINE HOMES_ INC. Loc D
Ship ta: MNODO1 Order Mo 00002000
Item Oty Ordered Units Unit Price Ext Price
Description
by window 2. 2
=
El
|
=
Entw [ 001 of 001 |
Subtatal Freight+Misc Sales Tax Frepayment Met Due
10876.88 .0n oili] oili] 1087688
| Enter=edit Append Header I Totals I Wiew I Goto | ﬂexlTrans”
| | ComparyH | 08/18/2000 | TeminalTODD | OWR |

The top part of the detail screen displaysthe Sold To and Ship To information, the Location 1D for
the order and the Order Number.

The middle part of the screen displays the Items, Descriptions, Quantity Ordered, Units, Unit
Price and Extended Price for the order.

The bottom part of the screen displays the cursors current line number and the total number of line
items on the order, the Subtotal, Freight, Miscellaneous, Sales Tax, Prepayment, and Net Due
amounts.

Command Description

Enter =edit Press Enter to edit the line item the cursor is currently on.

Append Press A to add line items to this order.

Header PressH to return to the header screen of this order.

Totals Press T to verify the Freight, Miscellaneous, Sales Tax and Prepayment totals.
View PressV to view the line item the cursor is on. You cannot edit or make changesto

the entry, just view the detail.
Goto Press G to move the cursor to a specific line item.
Next Trans Press N to exit this transaction and return to the Transaction Type screen.

Press H to go back to the Header screen to make changes there. Use the Proceed command, PgDn or
Esc P, to save the changes and return to the line-item and totals screen.
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Recurring Orders

Totals Screen

4, Totals Information =
Commands Edit Modes Other Help
v BR @R 2@ 0K | Abandon |
Subtotal 10876.98
Freight 0000 TawClass Ej
Miscelaneous Chos 00 TasClass 0 g
Gales Tax .00
Irvoice Tatal 10976.88
Net Due 10976.88
Field Description
Subtotal Totals of al line items entered on the Detail screen. You cannot adjust this
amount from the Totals screen. If you need to correct any inconsistenciesdo soin
the Detail Entry screen.
Freight Enter the Freight charges for this Order. Otherwise leave blank if no charges for
Freight have occurred.
Tax Class If charging for Freight, enter in the tax classto associate to that charge. By default

Miscellaneous Chgs

Tax Class

Sales Tax

Payment 1
M ethod
Payment 2
Method

Net Due

00 will enter in that field.

Enter in Miscellaneous charges that are associated with this Order, otherwise
leave blank to not include any miscellaneous charges.

If charging miscellaneous charges, enter in the tax class to associate to that
charge. By default 00 will enter in that field.

The tax that has been calculated will default here, only if you have said Yes that
this customer is ataxable customer. A Sales Tax Information screen will appear to
allow you to edit the calculated sales tax.

Enter in any payments that are to be applied to this Sales Order.

Enter in the type of payment that is being made.

Enter in any additional payments that are to be applied to the Sales Order
Enter in the type of payment that is being made for Payment 2.

The ending balance of all preceding fields will appear here. This field will take
the Subtotal and add/subtract any additional charges, aswell as payments, to
calculate aNet Due amount.

Use the Proceed command, PgDn or Esc P, to save the totalsinformation.

Once al the order is complete press N to enter a new transaction or use the Exit command, F7 or Esc
M, to exit Recurring Orders.
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Edit Recurring Orders

Recurring Orders Main Menu

&, TO0O - OPEN SYSTEMS® Accounting Software - SAMPLED.

Fil: Modes Tools Favorites Other Help

S 7 @ @ MRS

IH Builders Supply LIQ“AS

OFPEN SYSTEMS® Accounting Saftware

Main Menu I Sales Order |
Billz of katerials Kitting Infarmation | nguiry Customers

GEMERAL Report \riter Doaily wWork Ship-to Addresses

Bank Reconciliation Shipping Reports Sales Reps

Fixed fgzets Tranzaction Reports R rring Clrd

General Ledger Open Invaices Tables

Inventony Histary Reports Edit Sales Order Mumber

Job Cost riodic Processing Shipping Label Setup

Payrall Build Open Invoice File

Furchaze Order Codes Maintenance Change Fields

M aster File Lists

Accounts Receivable
Accounts Papable
Fesource Manager

I |Compary H | Terminal TOOO [08/18/2000 | 752 &M

Use the Edit Recurring Order s option to correct orders before you copy them to the Open Order
file. (If you have already copied an order, use the Change Order function to correct it).

Transaction Type Selection

Jial 3
4, Header Information — =1 =]
Cormands Edit Modes Other Infoemation  Help
Ktz R @A ?L Ok | #bandon |

Rl : Troacion e MR

Lo 1D MHE S Comumands  Edit Modes Other Help

sade [ X rE|R@ @@ e DK [/ &Bandon |

Select:
" Recurring Orders
& Edit Recurmng Orders

Salez Rep 1

Sales Rep 2 4] Percent | .0 Ship Via [

Cust Level = Pick Slip Mo, |

Terms Code ﬂ_

Terms Desc Type

Termss .0 Daps Met Days

Ord Mo Taxable? I

Ord Date A Tax Group I g
Fun Code [ Cutoff Date I A Description

| | ComparyH | 08/18/2000 | TeminalTODD | OWR |
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Edit Recurring Order Header Screen
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SIsbS
&, Edit Ret:urn.ll,5 Orders = O] =]
Commands Edit Modes Other Infromation Help
X E|ﬂ@ | Ok I Abandonl
Rec Order Mo |0o004500 2l Date [08/11/2000 Status  New
Loc 1D rM 0001 ET}
Sold to: ACEDDT Ell Ship to: | 000000[=]
ACE BUILDERS
1588 SE 315T STREET
PADUCAH KY  28655-7865 us
Sales Rep 1 GPD [a] Percent | 100.0 Ship Methad E]
Sales Rep 2 9] Percent I i Ship Via
Cust Level ACEQ0T | Pick Slip Mo. 1]
Tems Code 2FCT 1
Tems Desc 2/10.n/30 Tvpe Reg
Tems 2.0 Dap: 10 Met Days 30
Ord Mo 5456 Taxable? I
Ord Date 12/21/2000 Tax Group IMN Al
Fun Code 05 Cutaff Date 12/21,/2001 Description Minnesota
| | ComparyH | 08/18/2000 | TeminalTODD | OWR |

You can change any field on the header screen except the order status.

Line Iltem Detail

4, Edit Recwrring Orders =l =1 =]
Commands Edit Modes Other Seroll Comunands [nformation  Help
BE| e oK | Abandon |
=0 x|
Modes Orther Information Inventory Lookups Help
hRe 28 ?e ok | &bandan |
_ Entry  0O1
Item ITEM Loc 1D |MNEIEIEI‘I =]
D [Fo0 =] GlCade [ & ;
Desc [Electrical Package Sales Acct |4DT 000 ]
Sls Cat |F"I al _ COGS Acct |5EIT 000 3
Tax Class I o0gl 000 % Price D IBU\LD 4] Inv Acct |1 04400 4
Units
Ordered | 100.0000 | [FES =
Shipped -0000 Price | 380.5520 | Ext Price 38055.20
Backord -0000 Coost 0000 Ext Cost .00
| Entw[ 001 of 004 |
Subtatal Freight+Misc Sales Tax Prepayment Met Due
5HEB¥5H. 65 15.00 ol ol 56890 65
| Enter=edit Append Header I Totals I Wiew I Goto | Mest Trans ”
| | CompanyH | 08/18/2000 | TeminalTODD | OVR |

You can add, change or delete line items when you are in the edit function. You cannot change the

item ID field when editing recurring orders.
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Edit Recurring Orders Detail Screen

4, Edit Recurring Orders == S
Commands Edit Modes Other Scroll Conumands Information Help
2XE | Rn maEl| ?e 0K | Abandon |
Soldto:  ACEDO1 ACE BUILDERS Loc D
Ship ta: MNODO1 Order Mo 00004600
Item Oty Ordered Units Unit Price Ext Price
Description
=
Electrical Package P
260 10.0000|C5 1410.0135 14100.14 | =]
E sterior Panels
300 5.0000|E& 45,6720 228.36
Interior D oor
400 5.0000 | PKG 833.3305 4491.95
Interior M aterials =
=
=
Entw [ 001 of D04 |
Subtatal Freight+Misc Sales Tax Frepayment Met Due
56875.65 15.00 oili] oili] 5689065
| Enter=edit Append Header I Totals I Wiew I Goto | Hext Trans ”
| | ComparyH | 08/18/2000 | TeminalTODD | OWR |

You have the same options for the detail screen as when you enter recurring orders.

After you add, change or delete line items for an order, print the Recurring Orders List so that you
have an accurate list of the ordersin the Recurring Orders file.
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To print alist of the recurring orders setup in Sales Order, select Master File Lists from the Sales
Order menu. Select Recurring Orders List from the Master File List menu.

Sales Order Menu Screen

s, TOOD - OPEN SYSTEMS*® Accounting Software - SAMPLE DATA

File Modesz Toolz Favortes Other Help

=l E3

_E@ﬁ%{‘?ﬂ@ﬁ

IH Builders Supply LI

SAS-

OFPEN SYSTEMS® Accounting Saftware

Main Menu

| | Sales Order

| Mazster File Lists

Accounts Payable
Accounts Receivable
Eank Reconciliation
Billz of katerialz Kitting
Fired Assets

General Ledaer
Iventony

Job Cost

Fayrall

Purchase Order

E der
GEMERAL Report Wiiter
ODELC Kit

Fesource Manager

Infarmation | nguiry
Doaily wWork
Shipping Reports
Tranzaction Reports
Open Invaices
Histary Reports
Productivity Reportz
Periodic Proceszing
Filz Maintenance
Codes Maintenance

Sales Reps List

Customner D etail List
Customer Labels
Customner Cormments List
Customner Credit Cards List
Ship-to Address List
Ship-to Address Labels

R ecuring Orders
Codes List
Tables List

Company H | Terminal TOOO | 01/25/2000 | 2:46 P
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Recurring Orders List Screen

4, Recurring Orders List M= E
Command: Edit Modez Other Help
ez RE @E| ?e 0K | Abandan |
Customer 1D From [ 3l
Thiru I Q
— Frinit:
i+ Line Detail
= Transaction Totals
i Break Totals
— Print By:
* Recuring Order Humber
" Customer 10
¢ Run Code
[ |Company H | 01/25/2001 | Temminal TOOD |OVR
Selection Description
Customer 1D From/Thru Select the range of customers you want to include on the list, or leave
these fields blank to include al customers.
Print Line Detail Select 1 to see dl lineitems for the recurring orders, printed on the list.

Transaction Totals  Select 2 to only print transaction totals for the recurring entries, without
any lineitem detail.

Break Totals Select 3 to only print totals based on the print by option.
Print By  Recurring Order Select 1 to sort the list in recurring order number order.

Number

Customer Id Select 2 to sort the list in customer order.

Run Code Select 3 to sort the list in run code order.

Use the Proceed command, PgDn or Esc P, to print the Recurring Orders List.
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Recurring Orders List

01/25/2001 Builders Supply PAGE 1
3:07 BM Recurring Orders List
By Recurring Order Number
Order No Cust ID IK Loc/Item ID Sales Acct. Units Qty. Ordered Unit Price Ext. Price Tax Class
Line No Run Code Description COGS Acct. Qty. Shipped Unit Cost Ext. Cost
Ship Date Inv. Acct.
00004600 ACE001 I MNO0O1 100 401000 PKG 100.0000 380.5520 38055.20 00
001 05 Electrical Package 501000 .0000 .0000 .00
104400
00004600 ACE001 I MNO0O01 250 401000 cs 10.0000 1410.0135 14100.14 00
002 05 Exterior Panels 501000 .0000 .0000 .00
104400
00004600 ACE001 I MNO0O1 300 401000 EA 5.0000 45.6720 228.36 00
003 05 Interior Door 501000 .0000 .0000 .00
104400
00004600 ACE001 I MNO0OO1 400 401000 PKG 5.0000 898.3905 4491.95 00
004 05 Interior Materials 501000 .0000 .0000 .00
104400
Cust ID Order No Order Date SR1 SR2 Tx Grp. Freight Subtotal Sales Tax Inv. Total
Ship To Run Code Cutoff Date Terms Desc Misc.
ACE001 5456 12/21/2000 GPD MN 15.00 56875.65 .00 56890.65
05 12/21/2001  2/10,n/30 .00
Grand Total Freight Subtotal Sales Tax Ext. Cost Ext. Price
Misc.
15.00 56875.65 .00 .00 56890.65
.00
End of Report
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Edit Sales Order Number Menu

4, TODO - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

Fil: Modes Tools Favorites Other Help

Hoer 2 @D ERS

IH Builders Supply LI

O5AS-

OFPEN SYSTEMS® Accounting Saftware

Main Menu I Sales Order |
Billz of katerials Kitting Infarmation | nguiry Customers

GEMERAL Report \riter Doaily wWork Ship-to Addresses

Bank Reconciliation Shipping Reports Sales Reps

Fixed fgzets Tranzaction Reports Recuring Orders

General Ledger Open Invaices Tables

Inventony

Job Cost
Payrall
Purchase Order

urts Receivable
Accounts Papable
Fesource Manager

Histary Reports
Periodic Proceszing

File M aintenance

Codes Maintenance
M aster File Lists

it Sales Order Number

Shipping Label Setup
Build Open Invoice File
Change Fields

|Compary H | Terminal TOOO [08/18/2000 | 9:53 &AM

Use the Edit Sales Order Number function to change the number that the system will assign to the

next sales order. You can use this function only if you elected to have the system generate sales order
numbers in the Sales Order Options table.

Edit Sales Order Number screen

4, Edit Sales Order Nuniber M= E3
Commands Edit Modes Other Help
Fxtz 2@ @ma| ?e 0K | Abandan |

Sales Order Mumnber:

I 1ms

| Company H [ 084182000 | Terminal TOOD | OVR

Enter the number that you want the system to assign to the next sales order and use the Proceed
command, PgDn or Esc P, to save the entry.
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Shipping Label Setup

File Maintenance Menu

s, TOOD - OPEN SYSTEMS*® Accounting Software - SAMPLE DATA M= E3
File Modesz Toolz Favortes Other Help

:Eﬁﬁf‘ ? @ @ Ko

IH Builders Supply Q ! S

ﬂPENSmEHS‘Amm Saftware

Main Menu Sales Order
Accounts Payable Infarmation | nguiry Customers

Accounts Receivable Doaily wWork Ship-to Addresses

Bank Reconciliation Shipping Reports Sales Reps

Billz of katerialz Kitting Tranzaction Reports Recuring Orders

Fixed Azsets Open Invaices Tables

General Ledaer Histary Reports Edit Sales Order Mumber

Iventony Productivity Reportz Shipping Label Setup

Job Cost Periodic F'rocesslng Build Open Invoice File

Fayrall Change Fields

Purchase Order Codes Malntenance
: b aster File Lists

GEMERAL Report Wiiter
ODELC Kit

Fesource Manager

I |Compary H | Terminal TOOO [01/09/2000 | 3:15 PM

Use the Shipping Label Setup function to set up shipping labels for customer orders.You can
customize any labels you would like with aminimum height of 1-1/2 inches and a minimum width of
3inches. You can setup multiple label designsif you use more then one type of label.
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Shipping Label Setup Screen

4, Shipping Label Setup M= E
LCommand:  Edit Modes Other Help
ANz | 2R mE| ? e 0K | Abandon |
Label I 1.523 1]
Drescription 1.5" % 3" label
Print Standard hd
Label ‘width [ 30000 inches
Label HE'th_ 1.5000 inches [from top of ane label ta the top of the nest)
%

Fiequired Starting
Print? Rows Cols Row  Cal
Return Address Il 7 30 0 0
Pick Slip Mumber — 1 20 o o
Order Nurnber Il 1 20 0 0
Ship Yia r 1 20 0 0
Ship Date I 1 20 1] 1]
Label Court (399 of 939 ml 1 10 0 0
Customer/Ship-to 1D I~ 1 13 1 1
Phone Murnber = 1 13 1 15
[eliven Sddiess ~ Fi 30 2 1
[ | Company H | 01/09/2000 | Terminal TOOD |OVR
Field Description
Label ID Enter the ID of the label you want to work with. You can use the Inquiry
command, F2 or Esc W, to select the label or enter anew ID to add aformat
tothefile
Description Enter a description for the shipping label format
Print Select if you want the labelsto print in Standard or Compressed format
Label Width Enter the width of the label in inches. The width cannot be less than 3 inches
or greater than 8 inches
Label Height Enter the height of the label from the top of one label to the top of the next
label in inches. The height of the label may not be less than 1.5 inches or
greater than 11 inches
Test Pattern? If you would like to print atest pattern before you print the labels, select
YES. To skip the test pattern, select NO
Return Address In the Print column, select YES to print the field on the label. If you do not
Pick Slip Number want to print the field, select NO.
Order Number The R_eqmred column displays the number of rows and columns needed for
each field.
Ship Via . . . .
If you select YESto print thefield on the label, in the Starting column, enter
Ship Date the starting row and column for the field.

Label Count (999 of 999)
Customer/Ship-to ID

Phone Number

Delivery Address

The valid entries for each field are displayed at the bottom of the screen.

The delivery address will always print on the shipping label. Select the
starting row and column for thisfield. The valid entries are displayed at the
bottom of the screen.

Use the Proceed command, PgDn or Esc P, to save the label.



Daily Work

The Sales Order work cycle consists of three parts:
1. Daily work
2. Receipt cycle
3. Period-end activity
The Receipt cycle and Periodic Maintenance are the same in Accounts Receivable and Sales Order,

only Daily Work is discussed here. Refer to the Accounts Receivable Training Manual for more
information about the receipt cycle and periodic maintenance.

Daily Work Main Menu

4, TODD - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Modes Tools Favorites Other Help

0 S e 2 @ B RS

IH Builders Supply Q ! S

ﬂpmsmms-,lmw Saftware

Main Menu Sales Order
Bills of Materials Kitting Informatlon | nguiry 5
GEMERAL Report wihiter Cash Receipts
Bank Reconciliation Shlp g Heports Edit Cash Fieceipts
Fized Assets Transaction Reparts Copy Recurring Orders
General Ledger Open Invoices Release Scheduled Blankets
Inventony Hizstary Reparts Change Batches
Job Cost Periodic Processing Batch Contral
Payroll Filz Maintenance
F'un::hase Order Codes Maintenance

M aster File Lists

Accounts Receivable
Accounts Payable
Fegource Manager

| |Campary H | Teminal TOOD | 02/15/2000 [11:03 AM

The Daily Work cycle consists of all functions used to Enter Transactions, Enter and Edit Cash

Receipts, Copy Recurring Orders, Release Scheduled Blanket Orders, Change Batches and Batch
Control.

The Transactions, Copy Recurring Orders and Release Scheduled Blanket functions are the only
functions that are not consistent to that of Accounts Receivable. Those functions will be covered in
this manual. All other information can be found in the Accounts Receivable Training Manual.
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Daily Work Flowchart

Lot / Serialized Open Order

_ _ i - Repaort
Yerified / Shipped ttem File
Order (SOLSx0) —
Change Order .| Sales Journal
U,f‘_h“«
Miscellaneous
Credits I Misc Credits
Open Order #  Journal
Quntes Files . —
(SOTH:xx) "
(SOTDwx) Daily Sales
# Tax Hepart
U,f‘_h“«
Recurring Orders Backarder
SORH=xx, SORLxxx, w Allocations Rpt
SORDx L
Recurring
Entry List ¥
Past Transactions
Cash Receipts
#  Journal
Cash Receipts P
Cash Receipts Methods Of
File > #  Prat Journal
(ARCRxx) L
Edit Cash Receipts Deposits
#  Repors
m
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Transaction Type

Transaction Type Selection Screen

L Onlers _iml=
i)
Cormands Edit Modes Other Infoemation Help

PRIz R @A ?e 0K | #bandon |

Batch ID 00000z a]

Wiy Dt 1 e i, Transaction Type [o(=1=]

Loc D R0

[af Edit Modes Other Help

Sold to | iz e B@E 7@ ok | Abandon |

Tranzaction Type
" Change Order I I_g

Sales Rep 1 i Werify Order
Sales Rep 2 " Miscellansous Credits —
Cust Level _ " Price Quate
Termns Code _ ¢~ Blanket Order
Termns Desc
Termns -0 Day T .
Order Mo Taxable?
Ord Date [ Tax Group I—g
e Mo Date | s Description

| | ComparwH | 02/18/2000 | TeminalTOOD | OVR

Use the Transactions function to enter quotes, new orders, shipped orders, miscellaneous credits and
blanket orders to, verify orders and change orders.

Note I

Use the Shipped Order option to enter initial balances and to enter orders for non inventory items
that you want to invoice.

These statuses are available for orders:

Selection Description

1 New new order

2 Picked picking slip has been printed for a new order

3 Verified shipped order

4 Credited miscellaneous credits

5 Invoiced an invoice has been printed for a verified order

6 Backordered verified order was posted with backordered items

8 Quote quoted order

Enter atransaction type of 1 through 6. If you choose an incorrect transaction type, use the Abandon
command, F5 or Esc X, to select a different transaction type.
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New/Quote Order

When you enter a New Order the customer’s general information, the order number, the terms code,
the shipping method, the tax group that applies to this transaction and the GL period for the
transaction is specified on the Header Information screen for the transaction.

For anew or quoted order, the QNxxxx quick-entry table is used.

New Order Header Screen

4, Header Information = =) =
Commands Edit Modes Other Information Help

OIS JIeEY
Pz bR @@l 2@ oK | &bandan |
Batch ID 00001 3
Our Order Mo 00000001 = Date  [09/23/2000 Statuz Mew
Loc 1D rAM 0001 = MINHNEAPOLIS WAREHOUSE
Sold ta: I E Ship ta: | 5
=T 5
Sales Rep 1 2] Percent | 100.0 Ship Method =]
Sales Rep 2 2] Percent | 1] Ship Yia
Cust Level 3_| Pick Slip Mo,
Terms Code 1] Requested Ship Date L
Temms Desc Type Actual Ship Date L4
Termsk 0 Days Met Days GL Period E
Order Mo Taxable? r
Ord Date /7 Tax Group I =
Ire Mo Date | fd Drescription

|Company H [09/29/2000 | Teminal TOOD |OVR |

The following information defaults into these fields:

Field Description

Batch ID If you have the option to use transaction batching set to Yes, the batch ID setup on the
defaults table (DFxxx) is displayed. You can use the I nquiry command, F2 or Esc W, to
select adifferent batch or the M aintenance command, F6 or Esc F, to create anew one. If
you have the option for transaction batching set to No, this field does not appear on the
screen.

Our Order No If you have the option for system generated order numbers set to Yes, thisfield is skipped
and the next available order number is displayed. If you have the option for system
generated order numbers set to No, enter the number to use for this order. The order number
is 1-8 characterslong.

Date Thiswill default in the Workstation Date, you can accept or change the date displayed.

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

« adefault Loc ID is set up using the Company Info function on the Company Setup menu.
» adefault Loc ID can be set up for the workstation using the Defaults function on the
Workstation Configuration menu. This default setting overrides the company default.
Thedefaulted Location ID can be changed by using the I nquiry command, F2 or Esc W, to
select a different location or the M aintenance command, F6 or Esc F, to create a new one.
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Customer Inquiry Window

4, Header Information

Comma =
. 4, Customer Inguiry

32 ¥ Commands Edit Modes

Other Seroll Commands  Help

Search:
Our 0
Loo I Cust ID Customer MName Z2IF Code Rep
oc
DALOOL DALLAS-FT WORTH DOME HOMES 77777 DMM
Sold t GREODl GREATER NEW ¥ORK DOMES, INC. 1001Z-4326  PRT
HANOOLl KiNSAS CITY GEODESIC HOMES EEEEE JaH
105001 LOS ANGELES CONSTRUCTION cO. 93999-9584  GPD
SUNOO1 SUNSHINE HOMES, INC. 3IIIT-43F2  PRT

RN LAY

TENOOL E SHELTERS, INC.
T = T T _:
Sales Rep 1 [2] Percent | 100.0 Ship Methad E]
Sales Rep 2 2] Percent 1] Ship Yia
Cust Level = Pick Slip No.
Terms Code = Requested Ship Date s
Terms Desc Type Actual Ship Date £
Termsk 0 Days Met Diays GL Period
Order Mo Tawable? r
Ord Date s Tax Group I 5
Iree Mo Date | & Drescription

Company H |03/28/2000 | Terminal T00O | 0VA |

Enter the following information:

Field

Sold to:

Description

Enter the ID of the customer you are selling to.

The Inquiry command, F2 or Esc W, is available to select an existing customer, or use the

M aintenance command, F6 or Esc F, to create a new customer.
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Sales Order Header Screen

aonters =le)
Ll
Commands Edit Modes Other Information Help
iz | e BE | ? € ok | abandon |
Batch I [T 3
Our Order Mo 00000001 4] Date [09/23/2000 Status  Mew
Loc 1D kMNOOO1 3] MINNEAPOLIS WAREHOUSE
Gald ta: [TENDOT a Ship ta: [ [T |
TEMMESSEE SHELTERS, INC. TENMESSEE SHELTERS-MNASHYILLE
1001 COUNTRY ROAD 100 Hwr' 42
MASHVILLE TN 54327-4383 us MASHYILLE |TN &) [54329-4735 |US al
Sales Rep 1 DMk 3] Percent | 100.0 Ship Methad FEDZ 4l
Sales Rep 2 3] Percent | 1] ShipYia Federal Exp 2nd-Day
Cust Level WwWHSL ;' Pick Slip No.
Terms Code 2PCT al Requested Ship Date  |09/29/2000
Terms Desc 2/10,n/30 Twpe HReg Actual Ship Date LA
Termsk 20 Day= 10 Met Diays 30 GL Period E]
Order Mo 142830 Tanable? d _
Ord Date 039/29/2000 Tax Group |T>< a
Iree Mo Date | & Drescription Texas

| Compary H |09/29/2000 | Terminal TOOO [aVR |

After selecting a Customer ID, verify or change the following information.

Field Description

SalesRep 1 The ID of the Sales Rep that typically sells to this customer is displayed from the
customer record. Press Enter to accept it, use the Inquiry command, F2 or Esc W, to
select another sales rep or use the M aintenace (F6) command to create a new rep.

Per cent Enter the percent that you want to base the sales rep’s commission on.

SalesRep 2 Enter the ID of the second Sales Rep receiving commission on the sale, if any. You can
use the Inquiry command, F2 or Esc W, to select the sales rep or the Maintenance
command, F6 or Esc F, to create a new rep.

Per cent Enter the percent that you want to base the sales rep’s commission on. The combined

Customer Level

totals for both salesreps 1 & 2 cannot exceed 100%

The customer level used for discount pricing will default in from the customer record,
press Enter to accept it. If you have the option to change customer levels during
transaction entry and you are interfaced to Inventory, you can use the I nquiry
command, F2 or Esc W, to select adifferent level or the Maintenance command, F6 or
Esc F, to create a new one.

Terms Code The terms code from the customer’sfile is displayed. Press Enter to accept it, use the
Inquiry command, F2 or Esc W, to select adifferent terms code or use the
M aintenance command, F6 or Esc F, to create a new terms code.

Order No Enter the customers purchase order number or leave this field blank.

Order Date If you entered an order number (Order No) you must also enter an order date. If you
|eft the order number blank, thisfield is skipped.

Invoice No Enter the invoice number to assign to thisorder or you can press Enter to leave thisfield
blank and have the system assign the invoi ce number with the Print Invoice function.

Invoice Date If you entered an invoice number (Invoice No) you must enter an invoice date for the

order. If you left the invoice number field blank, thisfield is skipped.
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You may enter in a Customer ID that either ison Credit Hold or has reached their credit limit. When
this occurs you will receive message that will appear on your screen.

Credit Hold Warning
=10

Command:s Edit Modes Other Information Help

E AN = 0K | Abandon |
Batch D 000007

3
Our Order Mo 00000035 - Date  [10/04/2000 Statuz  New
Loc D FMO001 4]  MINNEAPOLIS WAREHOUSE

A, Yerificati *
o Voritcaton x|

WA RMNIMNG: Customer is on credit hold.

Sales Rep 1 [2] Percent | 100.0 Ship Methad =

Sales Rep 2 2] Percent | .0 Ship Via

Cust Level = Pick Slip Mo,

Tems Code = Requested Ship Date A
A

Sold ta:

Tems Desc Type Actual Ship D ate

Tems% .0 Days Met Diays GL Period [0

Order Mo Tawable? r

Ord D ate /4 Tax Group I al
Irw Mo Date | £ Drescription Texas

| |Compary H [ 10/04/2000 | Teminal TOOD | 0WR

Note I

If acustomer ison credit hold, a credit hold message appears. If it isa new order, you can continue,
but you can not verify a new order or enter a shipped order until the customer is no longer on credit

hold.

To turn off credit hold you will want to adjust the field in the Customer’s General Information
section. Thisis covered in the Accounts Receivable Training Manual.
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Credit Limit Message Screen

Qe —lIrml

Aores —inix

Commands Edit Modes Other [nformation Help

@iz R En| ?e oK | &bandan |
Batch IO 000001 EY
Our Order Mo 00000033 £l Date  [10/04/2000 Status  Verified
Loc 1Dy KNOD01 3] MINNEAPOLIS WAREHOUSE
sodw [Losa
LDS ANGELES CC Credit limit exceeded.
98042 VENTURA @
ENCIND
Sales Rep 1 GFD 5] Perent | 100.0 Ship Method
Sales Rep 2 2] Percent | 1] Ship Yia
Cuszt Lewvel [JOBBER = Pick Slip Mo,
Temms Code 2PCT = Requested Ship Date L
Tems Desc 2/10,nf30 Tupe Reg Actual Ship Date 10/04/2000
Tems% 2.0 Days 10 MetDays 30 GL Period [0
Order Mo Tawable? r
Ord Date s Tax Group ICA E
Irve Mo Date | £ Drescription California

| |Compary H [ 10/04/2000 | Teminal TO0D | 0VR

A warning message appears if you have exceeded the credit limit for this customer. The Credit limit
isarunning total of al outstanding orders. It will cross reference that amount with the amount you
have established in File Maintenance-Customers. It isonly awarning; you can press Enter to get past
it.
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Sales Order Header Screen

(donters P
1ol x|
Commands Edit Modes Other Information Help

Rz R @ma e 0K |_Abandon |
Batch ID aooont 4

Our Order Mo 00000007 4 Date |US/29/2UUU Statuz  New

Loc 1D tAr OO0 3 MIMNNEAPOLIS WAREHOUSE

Sald t [TENDOT 3 Ship to [ [GE|

TENNESSEE SHELTERS. INC. TENMESSEE SHELTERS-MASHYILLE

1001 COUNTRY ROAD 100 Hwh 42

NASHVILLE TN  54327-4383 Us || [NASHVILLE TN | 543254736 | NG|
Sales Rep 1 DMK 9] Percent | 100.0 Ship Methad FEDZ2 al
Sales Rep 2 4] Percent | i ShipYia Federal Exp 2nd-D ay
Cust Level wHSL Q Pick Slip Mo.
Terms Code 2PCT g Requested Ship Date  |09./23./2000
Terms Desc 2/10.n/30 Twpe Heg Actual Ship D ate A
Terms% 2.0 Days 10  MNetDays 30 GL Period BEl
Order Ma 142B3C Taxable? =
Ord Date 03/29/2000 Tax Group ITX E
lre Ma Date | A4 Description Texas

| |Eompary H | 09/29/2000 | Teminal TOOD DVHl

Field Description

Ship to: Enter the shipping address code, or press Enter to skip thisfield. The Inquiry
command, F2 or Esc W, is available to select the ship-to address from alist.
The M aintenance command, F6 or Esc F, is available to add or edit a ship-to
address.

Ship Method Enter the shipping method to be used for this transaction. Use the Inquiry
command, F2 or Esc W, to select the shipping method or the M aintenance
command, F6 or Esc F, to create a new one.

Ship Via The ship viainformation defaults from the Ship-To-1D or Ship Method. Press
Enter to accept the information displayed or enter in the ship viainformation for
this order.

Pick Slip No Enter the pick slip number, or press Enter to skip thisfield.

Requested Ship Date

Actual Ship Date

GL Period

Taxable

Tax Group

Enter the date by which the customer request the order be shipped.

If the order has not been shipped, press Enter to skip thisfield. If it has been
shipped, enter the ship date. The current workstation date will default in thisfield
when you ship the order.

Press Enter to post the transaction to the GL period displayed, or enter adifferent
fiscal period.

If the transaction is taxable enter YES, if not enter NO.

Thetax group assigned to the customer is displayed. Press Enter to accept the tax
group, use the Inquiry command, F2 or Esc W, to select a different tax group, or
the M aintenance command, F6 or Esc F, to create a new one.

The Description of the Tax Group displays bel ow the tax group.

Use the Proceed command, PgDn or Esc P, to save the header information and move to the Append
Line Window to enter the line-items purchased.
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Entering Line-ltems

Transaction Line Items can be non inventory items, inventory items, if interfaced to Inventory, Jobs,
if intefaced to Job Cost, and kitted items, if interfaced to Bill of Materials and Kitting.

Order Detail Screen

i .|
Cormeris WiH teies O Sowelll et nitrmetiem B
R N L [ ]| me——
Zisixg
Commands Edit Modes Other Infommation Inventory Lookups 50 Commmands  Help
® s R @A ?e 0K | Abandon |

_ Entry 001
ItemAlob /Kt IITEM ~| LocID |MNDDD1 4]  CustlD TENOO1 Order Mo 00000002
D I al GLCade [R1 &)
Dresc | Sales Acct 4]
Sls Cat [ = FeqShin [77 COGS Acct a
Tax Class [00&] 000 % PicelD | A Inv Acct a
Units
Ordered 1.0000 | 4| Price 0000 | Ext Price fili}
Shipped 0000 Cost 0000 | Ext Cost .00
Backard [{i] ‘witLbs] 0000 Ext'wit 0000
Current Quantities [ ] Break Quantity ————— Unit Price

Quantity On Hand Base

Cornritted 1

InUse 2

.................................. a
Available 4
On Order 5

Comparny H | 09/29/2000 | Terminal TODD | OVR

Enter in the following information:

Field Description

Item/Job/Kit Select the type of product you are selling. Select | if you are selling I nventory and
Non-Inventory items. Select J if you are interfaced to Job Cost and entering a
salefor ajob. Select K if you are interfaced to Bill of Materialg/Kitting and
entering a sale for akitted item.

LocID Default Location ID will enter in, you can use the I nquiry command, F2 or Esc
W, to view alist of Locations to replace the defaulted ID.

ID If interfaced to Inventory, enter in Item ID or leave the field blank if you are
selling anon-inventory item.You can use the Inquiry command, F2 or Esc W, to
select from alist of availableitems or the M aintenance command, F6 or Esc F, to
create anew item.

If you are interfaced to Job Cost and entering a sale to a Job, enter the Job ID for
thislineitem. You can use the I nquiry command, F2 or Esc W, to select from a
list of available jobs or the Maintenance command, F6 or Esc F, to create a new
one.

If you are interfaced to Bill of Materialg/Kitting and entering a sale for akitted
item, enter the Kit ID for thisline item. You can use the I nquiry command, F2 or
Esc W, to select from alist of available items or the M aintenance command, F6
or Esc F, to create a new item.

If you are not interfaced to Inventory, Job Cost, or Bill of Material /Kitting, enter
the ID of the product you want to sell to the customer, or leave this field blank.
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Additional Descriptions Screen

P i |
Commands Edit Modes Other Soroll Commands  Information  Help
aB s b= | O e | e omm | A o [ o
4, Append Line ==l
Commands Edit Modes Other Information Inventory Lookups 50O Commands Help
b T e e I
RN " iisionz  Descriptions o[ 8K | Abandon |
. Commands Edit Modes Other Help Entry 001
ItemAlobdKit Order Mo 00000002
D [ 2 XrE |l mE| 2@ ok | s |
Desc  [Ele  ADDL DESE IF OPTION IS DN 1000 3
Sl et 10 LINES UP TO 35 CHAR. PER LINE 1000 B
Tax Class Il 4400 4]
Oidered I_ e -on
Shipped | £ oo
Backord I_

Cul Unit Price
Quantity On Ha 360.7275
C 360.7275
.................................. e}
Available 16.0000 4
On Oider 6.0000 5
[ |Compary H [09/25/2000 [T eminal TODD [OVR
Field Description
Desc Enter a description if entering in anoninventory line-item, or Enter through the default
description.
Additional If the option Use additional descriptions? is set to YES in Options and Interfaces, the
Descriptions Additional Description window displays. Enter up to 10 lines of 35 characters per line of

additional description information for the line-item.
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Line Iltem Detail Screen

=1ol =i
Commands Edit Modes Other Seroll Commands Information Help
AW wr b— | e oomn | e oem | oA e — 0 0
FEE
Commands Edit Meodes Other Informmation  [oocentory Lockops 50 Comumands Help
2 ¥z | Bm | Em| 2@ oK | &bandan |

ItemnAJob /Kt IITEM - | LocID |MNDDD1 § Cust I TENDO1 Eng}rlde?ﬂl 00000002
D 7o a GLCode [ A
Desc |Electrical Package Sales Acct 407000 Al
Sls Cat [F1 sl Fieg Ship [03/23 2000 COGS Acct [501000 gl
Tax Class [ 023 .000 = PFicelD [EUILD A I Aot 104400 al
Uitz
Ordered 5.0000 |F'Kl3 4] Price 360.7275  Ext Price 1803.64
Shipped 0000 Cost 2425500 Ext Cost 1717.75
Backord 0000 WitlLbsg) 7EE.0000  Extwt 37900000
Current Quantities [ ] Break Quantity —— Lnit Price

CQuantity On Hand 18.0000 Baze 1.0000 360.7275

Caormmitted 6.0000 1 8.0000 360.7275

In Usge 1.0000 2

.................................. e}
Available 11.0000 4
On Oider 6.0000 5
[ |Compary H [09/25/2000 [T eminal TODD [OVR

Field Description

SlsCat The Sales Category for theitem isdisplayed. If you areinterfaced to Inventory you can use
the Inquiry command, F2 or Esc W, to select a different sales category or the
Maintenance command, F6 or Esc F, to create a new one.

Tax Class If interfaced to Inventory, the tax class assigned to the item is displayed If you are not
interfaced to Inventory or thisis anon-inventory item, 00 defaults as the tax class.Press
Enter to accept the tax class, use the | nquiry command, F2 or Esc W, to select adifferent
tax class or the M aintenance command, F6 or Esc F, to create a new one.

Req Ship Enter the date by which the customer request this item be shipped. If you entered a
requested ship date on the header, it will default here. You can have different requested
ship dates for each item in the order.

PricelD Price IDs are setup in Inventory and used with the Customer Level to determine the price
the customer pays for the item. Press Enter to accept the price ID, or If interfaced to
Inventory, use the Inquiry command, F2 or Esc W, is available to select adifferent price
ID.

GL Code The GL Code helps determine the Sales and COGS. If Sales Order isinterfaced to
Inventory and thisis an inventory item, the Sales, and Cogs accounts come from the
inventory record. If Sales Order is not interfaced to Inventory or thisis a non-inventory
item, the GL Code setup on the default table (DFxxx) is displayed. You can use the
Inquiry command, F2 or Esc W, to select adifferent GL Code or the Maintenance
command, F6 or Esc F, to create a new one.

Sales Acct Enter the number of the sales account to use for thislineitem. If you are interfaced to

Inventory and thisis an inventory item, the account displayed comes from the inventory
record. If you are not interfaced to Inventory or thisis a non-inventory item, the account
displayed comes from the GL Code. Press Enter to accept the account or if you are
interfaced to General Ledger, use the I nquiry command, F2 or Esc W, to select adifferent
account, or the M aintenance command, F6 or Esc F, to create anew one.
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Line Iltem Detail Screen
=]

Commands Edit Modes Other feroll Commands [nformation Help

aB wer b= | B o | e e [ A e - 1

i

Commands Edit Modes Other Information lnventory Lockups 50 Cosmmands  Help

2 ¥z | Bm | Em| 2@ 0K | abandon |
_ Entry 0O
ItemnAJob /Kt IITEM | LoclD IMNDDm = Cust I TENDO1 Order Mo 00000002
D 7o a GLCode [ A
Desc |Electrical Package Sales Acct 407000 Al
Sls Cat [F1_al Req Ship [03723/2000 COGS Acct [501000 5
Tax Class [ 023 .000 = PFicelD [EUILD A I Aot 104400 al
Units
Ordered 5.0000 |F'KI3 4] Price 360.7275  Ext Price 1803.64
Shipped 0000 Cost 2425500 Ext Cost 1717.75
Backord 0000 WitlLbsg) 7EE.0000  Extwt 37900000
Current Quantities [ ] Break Quantity —— Lnit Price

Quantity On Hand 18.0000 Base 1.0000 360.7275

Caormmitted 6.0000 1 8.0000 360.7275

In Usge 1.0000 2

.................................. 3
Available 11.0000 4
On Order 60000 5

| |Compary H | 09/29/2000 | Teminal TOOD | 0WR

Field Description

COGSAcct Enter the number of the cost of goods sold account to use for thislineitem. If you are
interfaced to Inventory and thisis an inventory item, the account displayed comes from the
inventory record. If you are not interfaced to Inventory or thisis anon-inventory item, the
account displayed comes from the GL Code. Press Enter to accept the account or if you are
interfaced to General Ledger, use the Inquiry command, F2 or Esc W, to select a different
account, or the M aintenance command, F6 or Esc F, to create a new one.

Inv Acct Enter the number of the inventory account to use for thislineitem. If you are interfaced to
Inventory and thisis an inventory item, the account displayed comes from the inventory
record. If you are not interfaced to Inventory or thisis a non-inventory item, the account
displayed comes from the ARGL xxx table. Press Enter to accept the account or if you are
interfaced to General Ledger, use the Inquiry command, F2 or Esc W, to select a different
account, or the M aintenance command, F6 or Esc F, to create a new one.

Ordered The quantity ordered defaults to 1. Press Enter to accept it or enter a different quantity.

Units Press Enter to accept the unit of measure displayed (if any) or if interfaced to Inventory use
the Inquiry command, F2 or Esc W, to select a different unit of measure or the
M aintenance command, F6 or Esc F, to create a new one.

Shipped The shipped field is not available for new orders and quotes.
Backord The back ordered field is not available for new orders and quotes.
Price Enter the unit price for the items sold. If you are interfaced to Inventory the price defaults

in based on the Customer Level and Price ID fields. You can change the price.

Cost If you are interfaced to Inventory and you have the option to display cost during lineitem
entry set to Yes, the purchase unit cost of theitem is displayed and cannot be changed. If
thisisanon inventory item or you are not interfaced to inventory enter the unit cost of the
item.
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Line Iltem Detail Screen

— (ol =]
Comumands Edit Modes Other Seroll Commmands  Information  Help
AW wr b— | e oomn | e oem | oA e — 0 0
&, Edit Line ===l
Commands Edit Modes Other Information lnventory Lookups 50 Commands  Help
E AT N = 0K | Abandon |
I — Entry D01
ItemnAJob /Kt I|TEM - | LocID |MNDDD1 =] Cust D TENODO1 Order Mo 00000002
D 7o a GLCode [ A
Desc |Electrical Package Sales Acct 407000 Al
Sls Cat [F1 sl Fieg Ship [03/23 2000 COGS Acct [501000 gl
Tax Class [ 023 .000 = PFicelD [EUILD A I Aot 104400 al
Uitz
Ordered 5.0000 |F'KI3 4] Price 360.7275  Ext Price 1803.64
Shipped 0000 Cost 2425500 Ext Cost 1717.75
Backord 0000 WitlLbsg) 7EE.0000  Extwt 37900000
Current Quantities [ ] Break Quantity Unit Price
Quantity On Hand 18.0000 Base 1.0000 360.7275
Caormmitted 6.0000 1 8.0000 360.7275
In Usge 1.0000 2
.................................. e}
Available 11.0000 4
On Oider 6.0000 5
| |Compary H | 09/29/2000 | Teminal TOOD | 0WR
Field Description
Wi(L bs) Enter the shipping weight of one unit of thisitem in the unit of measured you
entered. The unit of weight used on each line item must be consistent. So, if you
use pounds as your unit weight, al lineitem weights, for this order must be
expressed in pounds. Press Enter to skip thisfield.
Ext Price The Extended Priceis calculated based off of the ordered quantity, multiplied by
the price of the item.
Ext Cost The Extended Cost is caculated based off of the ordered quantity, multiplied by
the unit cost of the item.
Ext Wt The Extended Weight is calculated based of the ordered quantity, multiplied by

Current Quantities

Break Quantity

the unit weight of the item.

If you are interfaced to Inventory and you have the option to display Quantities
and Quantity Breaks set to Yes, the current On Hand, Committed, In Use,
Available and On Orders quantities are displayed.

If you are interfaced to Inventory and you have the option to display Quantities
and Quantity Breaks set to Yes, the break quantities and unit prices are displayed
along with the base quantity and unit price.

Use the Proceed command, PgDn or Esc P, to save the entry.

3-71



New/Quote Order

Daily Work

Serialized Inventory Entry

Entering asale for aserialized item is the same as a non-serialized item in a new order or quote.

Serialized line item entry

4, Orders == S
Commands Edit Modes Other Secroll Commands  Information Help
A s b= | D oo | emmomm | A 2w i = |
&, Append Line M= E3
Commands Edit Modes Other Information [rvenien Lookups S0 Commands Help

? & 0K | Abandan |

Xtz @ @O

Itermnl ob/Kit IITEM vl LocID IMNDDD1 a

Entry 002

Cust 1D ACEOO1 Order Mo 00000014

D [a01 3 GL Code 3j
Desc |F|efr|gerator - White Sales Acct 407000 1
Gl Cat &1 &l FeqShip [/ COGS Acct [507000 B
Tax Class [00ja] .000 = PicsID [PFL Al Inw At 104400 Y
Urits
Ordered 2.0000) [EA 3] Price 4500000 Ext Price 90000
Shipped .oooo Cost L0000 Ext Cost O
Backord 0000 WwitLbs) E st Wit 1900.0000
Current Quantities [ ] Break Quantity —— Lnit Price

Quantity On Hand 10.0000 Base 1.0000 2541220

Caormmitted _0000 1

Ih Use -0000 2

.................................. e}
Available 10.0000 4
On Order _0000 5

|Compary H | 01,10/2001 | Teminal TOOD | 0WR

You do not select the serial numbers you wish to sell until you ship or verify the order.

Use the Proceed command, PgDn or Esc P, to save the entry.
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Lotted Inventory Entry

When using Lotted itemsin OSAS you need out of lots. On aNew order or Quote you can select the
lots you wish to sell from at the time you enter the order or you can wait until the order is verified to

enter the lots.

Lotted Item Entry

4, Orders == S
Commands Edit Modes Other Secroll Commands  Information Help
A e b= | B oo | emomm | A 2w i il |
i, Append Line =] S
Commands Edit Modes Other  Information  Inventory Lookups 50 Commands  Help
2tz | Bm | BE| e oK | &bandon |
I — Entry 003
ItemdAl oKt = = WP MhawnnntT el coain aAccons Order Mo DOODDOT4
o Im 4, Yerification —g
Desc IWaIIpa: Do you wish to Order Lats? 1000 1
Gl Cat | 1000 B
Tax Class | @ 4400 Y
Tes
Ordered e 125.00
Shipped .oooo Cost | L0000 Ext Cost O
Backord .ooog WwitLbs] 12.8000  Estiait 640.0000
Current Quantities [ ] Break Quantity Unit Price
Quantity On Hand 150.0000 Base 1.0000 1.9360
Cornmitted 0000 1 10.0000 1.9360
In Use 0000 2 100.0000 1.9360
.................................. e}
Auvailable 150.0000 4
On Order _0000 5

|Compary H | 01,10/2001 | Teminal TOOD | 0WR

After you enter the lotted item and use the Proceed command, PgDn or Esc P, the system prompts
“Do you wish to order lots?' Select YES if you want to enter the lot numbers for thisitem now or

enter NO to enter the ot numbers when you ship the it

em.
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Lot Entry Screen

H 4, Lot Entry (= O] H
_Q Commands Edit Modes Other Scroll Command: Help |
E; 1
B R Xi=|8 ? & 0| Abandon |
E Item I 800001 wallpaper - Contemporary
| LocID MNOO01 MINNEAPOLIS WAREHOUSE I
—| Units ROLL Requested Oty 50.0000 =
=
2|
=l
El
L
=
Lot Mumber [ DDDDO1 of 0OO0OO |
Enter = Edit | Sppend I \Ejeliz) Dione |
Current Quantities [ ] Break Quantity —— Lnit Price
Quantity On Hand 150.0000 Base 1.0000 1.9360
Cornmitted 0000 1 10.0000 1.9360
In Use 0000 2 100.0000 1.9360
.................................. e}
Auvailable 150.0000 4
On Order _0000 5

|Compary H | 01,10/2001 | Teminal TOOD | 0WR

If you select Yes, the Lot Entry box is displayed. The Item, Item Description, Location, Location
Description, Units and Requested Quantity are displayed at the top.

Command Description

Enter-Edit Press Enter to edit the ot numbers selected for thisitem.

Append Select A to add lot numbers, for thisitem, to the order.

Goto If there are more lot numbers than will fit on the screen, press G to move the

cursor to a specific lot number. The Goto box is displayed, enter the line number
entry you wish to move to.

Done Press D after you have entered al the lot numbers for thisitem.
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Append Lot Numbers

H i, Lot Entry =100 ] H
_Q Commands Edit Modes Other Scroll Command:  Help |
E; 1
B R Xi=|8 BE|?& 0| Abandon |
E Item |D 800001 wallpaper - Contemporary
| LocID MNOO01 MINNEAPOLIS WAREHOUSE I
—| Units ROLL Requested Oty 50.0000 =
Lot Number Ordered Quantity Fulfilled Gty g
2|
=l
El
L
=
Lot Mumber [ DDDDO1 of 0OO0OO |
4, Append Lot Humber [ [ =]
— Commands Edit Modes Other Help
P Xtz | R @M@ 2@ OK__ | Abandon |
Lot Mo 274D0714 al
Orig City 50.0000 Cost I
Fuilfill ity .00o0
Backord Gty 0000
Comment

|Qly. On Hand = 150.0000 Avail. for Sale = 150.0000

|Compary H | 01,10/2001 | Teminal TOOD | 0WR

The Append Lot Numbers screen is displayed when you select A to select lots for the item.

Field

Lot No

Orig Qty
Fufill Qty

Backorderd Qty

Cost

Comment

Description

Enter the Lot Number(s) you want to sell to the customer. The I nquiry command,
F2 or Esc W, is available to select the lot. The lot must have a status of A for
Available in order to use for asale.

Enter the quantity ordered for this transactions.

Enter the quantity shipped for thislot. The entire order quantity does not have to
come from one lot number. Thisfield is not accessible for a new order or quote.

Enter the quantity backordered for thisitem. hisfield is not accessible for anew
order or quote.

If the option to display unit cost during line item entry is set to yes and you are
interfaced to inventory, the unit cost of the item is displayed and you cannot

changeit. If the option is set to no, the field is left blank and you cannot change it.

Enter your choice of commentsfor thislineitem. You have up to 35 charactersto
use.

Note I

You do not have to enter lot numbers on anew order. You can wait until the order is shipped or

verified to enter the lot numbers.
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Daily Work

Once you have entered all of the lineitems for this order, use the Exit command, F7 or Esc M, to

move to the detail screen.

Order Detail Screen

4, Orders [_ =]
Command:  Edit Modes Other  Scroll Commands  Information Help
%Xt§| = &l ? & [k IAbananl
Soldto:  TEMOD1 TEMMESSEE SHELTERS, INC. Loc D Batch IO noooo1
Shipto: 000001 TEMMESSEE SHELTERS-NASHVILLE MNO0O1 Order Mo DO0D0001
1
Itemlob 1D Oty Ordered Units Unit Price Ext Price
Diescription Oty Shipped
100 5.0000 | PKG 3E0.72Z7E 1803.64 EI
Electrical Fackage 0000

am

2.0000(EA

450.0000

Z|
300.00 ﬁl

ROLL
‘wiallpaper - Conte... .0oog

=

|

=

Ente [ D03 of 003
Subtotal Freight+Mizc Sales Tax Prepayment Met Due
2828 64 jili} 41.00 oili] 286964
| Enter=edit | Append Header Totals Wiew [Hoto | Orline I Eack I Live I Mext Trans ||

|Compary H | 011172001 | Teminal TOOD | OWR

Command
Enter=edit
Append
Header

Totals

View

Goto

Online

Pack

Live

Next Trans
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Description

Press Enter to edit the line item the cursor ison.
Press A to add line itemstto this order.
Press H to return to the header of the order.

Press T to view the totals for the order, enter freight and miscellaneous charges,
edit the sales tax amount, and enter any prepayments.

PressV to view theitem the cursor is on. You cannot change anything in the item,
just view the details.

If there are more items than will fit on the screen, press G to move the cursor to a
specific item. The Goto box is displayed, enter the line number entry you wish to
move to.

If you have the option to print online invoices set to yes, press O to print picking
dipsfor New Orders or to print invoices or credit memos for shipped/verified
orders or miscellaneous credits.

If you have the option to print online packing list set to yes, for shipped/verified
orders press P to print the packing list showing what is shipped.

If thisisaquote, you can press L to turn the quote into alive order.

Press N to exit this transaction and enter ancther one.



Daily Work

New/Quote Order

Totals

From the detail screen, press T for the Totals screen. The Totals screen allows you to view the
complete breakdown of the Sales Order totals. On the Totals screen you can enter Freight and
Miscellaneous charges, adjust the Sales Tax, and enter up to 2 Prepayments for the order.

Totals Screen

5, Orders =1 =)
Commands  Edit Modes Other  Scroll Commands  [nformation Help
2xiE|bn mal 2 e oK | Abandsn |
&, Totals Information !E[ﬁ
Commands Edit Modes Other Information Help
Rtz bR @mE| 2@ OK__|_#bandon |
Subtotal 2828 64
Freight [ 50,00 Tax Class |
Mizcellaneous Chgs I 15.00) Tax Class 00/a]
Sales Tax 41.00
Invoice Total 2934 64
Payment 1 [ 0000 Methed  [BEIE &)
Payrent 2 I .00 Method al
Met Due 2434 64
| Enter=edit Append Header Totals Wiew [ate | DOnline I Eack I Live: I ﬂextTransI

| | Compary H [01/11/2001 | Terminal TOOO [aVR

Field Description

Subtotal Totals of al line items entered on the Detail screen. You cannot adjust this amount
from the Totals screen. If you need to correct any inconsistencies do so in the Detail
Entry screen.

Freight Enter the Freight charges for this Order. Otherwise leave blank if no charges for

Freight have occurred.

Tax Class If charging for Freight, enter in the tax class to associate to that charge. By default 00

will enter in that field.

Miscellaneous Chgs  Enter in Miscellaneous charges that are associated with this Order, otherwise leave

blank to not include any miscellaneous charges.

Tax Class If charging miscellaneous charges, enter in the tax classto associate to that charge. By

default 00 will enter in that field.
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Sales Tax Screen

4, Orders == S
Commands Edit Modes Other Secroll Commands  Information Help
aXiE|Be | mEl 2@ ar| EEErEE |
4, Sales Tax Information M= E3 ]i
Comm. Commands  Edit Modes Other Help
2 2r¥iE | DR ma| e 0K | Abandon |
Tax Location T ax Aot
= 41.00 Taxloc Class
T ax Adjustment | |00 |T>< al I oo g
Sales Tax 41.00
| Enter=edit | Append Header Totals Wiew [Hoto | Orline I Eack I Live IﬂextTransI
| |Compary H | 011172001 | Teminal TOOD | OWR

Field Description
Sales Tax If the order is taxable, the calculated sales tax is displayed. The Sales Tax
Information screen is displayed, to allow you to edit or adjust the calculated sales
tax.
Totals Screen
i, Orders == =]
Commands Edit Modes Other Secroll Commands  Information Help
%Xt§| |ﬂ@|?9 [ IAbananl

4, Totals Information M= E3 |

Commands Edit Modes Other Information  Help

:%Xt§|g|ﬂ ? & ok | &bandan |
Subtatal 2828 64
Freight I 50.00 Tax Class Iﬁﬂ
Mizcellaneous Chas I 15.00 ) Tax Clazs mﬂ
Sales Tax 41.00
Irvaice Tatal 2934 64
Payment 1 IW Method m_ﬂ
Payment 2 [ 00 Methed [ 51
MHet Due 2434 64
| Enter=edit | Append Header Totals Wiew [Hoto | Orline I Eack I Live I Mext Trans I
[ [Compary H [01/11/2001 [T eminal TODD [OVR
Field Description
Payment 1 Enter in any payments that are to be applied to this Sales Order.
Method Enter in the type of payment that is being made.
Payment 2 Enter in any additional payments that are to be applied to the Sales Order
Method Enter in the type of payment that is being made for Payment 2.
Net Due The ending balance of all preceding fields will appear here. This field will take
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the Subtotal and add/subtract any additiona charges, aswell as payments, to
calculate a Net Due amount.



Daily Work

New/Quote Order

Online Printing

If you have the option to print onlineinvoices set to Yes, you can print Picking Slipsfor New Orders.
Press O for Online, to print the pick dlip. If the pick dlip is printed online, it will not print with the

Print Picking Slips function.

Online Verification Screen

5, Orders =1 =)
Commands  Edit Modes Other  Scroll Commands  [nformation Help
2HIE | RE | BE| ?e Ok | Abandon |
Soldto:  TENODO1 TEMMNESSEE SHELTERS. INC. Loc D Batch ID noooo1
Shipto: 000001 TEMMESSEE SHELTERS-NASHVILLE MNODOO1 Order Mo DO0DD0O1
[Mew | _
ItemAlob 1D Oty Ordered Units Unit Price Ext Price
Description [tu Shinned
oo R -] o
Electrical Pac Frint Online Picking Shp? [vA) g
am 900.00 ﬂ
Riefrigerator - *
800001 =
“Wallpaper - T
El
E
=
Entry [ D03 of 003 ]
Subtatal Freight+hisc Sales Tax Prepayment Met Due
2828 64 65.00 41.00 500.00 2434 64
| Enter=edit Append Header Totals Wiew [ate | DOnline I Eack I Live: I Mext Trans ||
| | Compary H [01/11/2001 | Terminal TOOO [aVR

Enter Yesto continue with print an Online Picking Slip, enter No to return to the Detail Entry screen.

Picking Slip Selection Screen
4, Online Picking Slips =lE=] =l

Commands Edit Medes Other Help

2xts e @Az e Ok | _abandon |
Slip # | 0
Print Additional Descriptions? i~

Print Kit Detail? IComponent VI

| Company H | 1040242000 | Terminal TOOO | 0WVR

Field Description

Slip # Enter in the number to appear on the Picking Slip.

Print Additional  If you have been using Additional Descriptions for the Inventory items do you want

Descriptions? those to appear on the Picking Slip.

Print Kit Detail?  If there are Kitted items on this picking slip do you want it broken down to include those

items that will make up the Kitted item?
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Picking Slip
<<PICKING SLIP>>
BUILDERS SUPPLY
1157 VALLEY PARK DR
SHAKOPEE MN 55379
Batch # 000001
Picking Slip No 1
Order No. Order Date Loc ID Ship Date Req’'d Ship Date Customer P.O.# Ship Via Page No
00000001 09/29/00 MNOOO1 09/29/00 1
000001 TENOO1
Ship To: TENNESSEE SHELTERS-NASHVILLE Sold To: TENNESSEE SHELTERS, INC.
100 HWY 42 1001 COUNTRY ROAD
NASHVILLE TN 54329-4736 NASHVILLE TN 54327-4383
Ent. Item No/Description/Serial No Bin Units Qty. Ordered QOty. Shipped Qty. Backordered
001 100 E-10 PKG 5.0000

Electrical Package
Includes Electrical Outlets and
Breaker Box

002 901 L-19 EA 2.0000
Refrigerator - White

No Serial Numbers listed.

003 800001 M-1 ROLL 50.0000
Wallpaper - Contemporary

No Lot Numbers listed.
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Shipped Orders

When you enter a shipped order you are not only entering in the same information as you would for a
new order, but you are also telling the system that you also are shipping it to the customer. The
header screen in the Shipped Orders function has the same field entry as the new order screen. It is
only when you get in to the Detail entry screen that more fields become available.

When you select 2. Shipped Order, the Orders Header | nformation screen appears.

New Order Header Screen

aomers i
Lo
Commands Edit Modes Other Information Help
Pz e BE| ?e 0K | Abandon |
Batch ID 000001 4
Our Order Mo 00000005 T Date  [10/03/2000 Status  Verified
Loc 1D [Lig] 4] MINNEAPOLIS WAREHOUSE
Gald ta: [TENDDT a Ship tar [ 000001 =)
TEMMESSEE SHELTERS, INC. TEMMESSEE SHELTERS-MASHVILLE
1001 COUNTRY ROAD 100 Hiw'r' 42
MASHYILLE TN  54327-4383 us MASHVILLE ITN &)l [54329-4736 IUS a
Sales Rep 1 DhM 3] Percent | 100.0 Ship Method FEDZ al
Sales Rep 2 4] Percent | 1] Ship Yia Federal Exp 2nd-Day
Cust Level WwWHSL 3_| Pick Slip Mo,
Terms Code 2PCT g Requested Ship Date A
Termms Desc 2/10,n/30 Tupe Reg Actual Ship Date 10,/03,/2000
Termsk 20 Day= 10 Met Days 30 GL Period 10
Order Mo 987654 Tawable? i _
Ord Date 10/03/2000 Tax Group |T>< |
| Irwe Mo Date | £ Description Texas
| [Company H |10/03/2000 | Terminal TOOO | OWR

The header screen for a Shipped order is the same as a New/Quote Order

Field Description

Batch ID If you have the option to use transaction batching set to Yes, the batch ID setup on the
defaults table (DFxxx) is displayed. You can use the I nquiry command, F2 or Esc W, to
select adifferent batch or the M aintenance command, F6 or Esc F, to create anew one. If
you have the option for transaction batching set to No, this field does not appear on the
screen.

Our Order No  If you have the option for system generated order numbers set to Yes, thisfield is skipped
and the next available order number is displayed. If you have the option for system
generated order numbers set to No, enter the number to use for this order. The order number
is 1-8 characterslong.

Date Thiswill default in the Workstation Date, you can accept or change the date displayed.

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

« adefault Loc ID is set up using the Company Info function on the Company Setup menu.
» adefault Loc ID can be set up for the workstation using the Defaults function on the
Workstation Configuration menu. This default setting overrides the company default.
Thedefaulted Location ID can be changed by using the I nquiry command, F2 or Esc W, to
select a different location or the M aintenance command, F6 or Esc F, to create a new one.
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Field Description

Sold to: Enter the ID of the customer you are selling to.

The Inquiry command, F2 or Esc W, isavailable to select an existing customer,
or use the M aintenance command, F6 or Esc F, to create a new customer.

SalesRep 1 The ID of the Sales Rep that typically sells to this customer is displayed from the
customer record. Press Enter to accept it, use the Inquiry command, F2 or Esc
W, to select another sales rep or use the Maintenace command, F6 or Esc F to
create anew rep.

Percent Enter the percent that you want to base the sales rep’s commission on.

SalesRep 2 Enter the ID of the second Sales Rep receiving commission on the sale, if any.
You can use the I nquiry command, F2 or Esc W, to select the salesrep or the
M aintenance command, F6 or Esc F, to create a new rep.

Percent Enter the percent that you want to base the sales rep’s commission on. The
combined totals for both sales reps 1 & 2 cannot exceed 100%

Customer Level The customer level used for discount pricing will default in from the customer
record, press Enter to accept it. If you have the option to change customer levels
during transaction entry and you are interfaced to Inventory, you can use the
Inquiry command, F2 or Esc W, to select adifferent level or the Maintenance
command, F6 or Esc F, to create a new one.

Terms Code The terms code from the customer’sfileis displayed. Press Enter to accept it, use
the Inquiry command, F2 or Esc W, to select a different terms code or use the
M aintenance command, F6 or Esc F, to create a new terms code.

Order No Enter the customers purchase order number or leave thisfield blank.

Order Date If you entered an order number (Order No) you must also enter an order date. If
you |eft the order number blank, this field is skipped.

Invoice No Enter the invoice number to assign to this order or you can press Enter to leave
thisfield blank and have the system assign the invoice number with the Print
Invoice function.

Invoice Date If you entered an invoice number (Invoice No) you must enter an invoice date for
the order. If you left the invoice number field blank, this field is skipped.

Ship to: Enter the shipping address code, or press Enter to skip thisfield. The Inquiry
command, F2 or Esc W, is available to select the ship-to address from alist.The
M aintenance command, F6 or Esc F, is available to add or edit a ship-to address.

Ship Method Enter the shipping method to be used for this transaction. Use the Inquiry
command, F2 or Esc W, to select the shipping method or the M aintenance
command, F6 or Esc F, to create anew one.

Ship Via The ship viainformation defaults from the Ship-To-1D or Ship Method. Press
Enter to accept the information displayed or enter in the ship viainformation for
this order.

Pick Slip No Enter the pick slip number, or press Enter to skip thisfield.

Requested Ship Date  Enter the date by which the customer request the order be shipped.

Actual Ship Date For Shipped Orders, the current workstation date defaults as the shipped date.
Press Enter to accept the date or you can change the date.
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Field

GL Period

Taxable

Tax Group

Description

Press Enter to post the transaction to the GL period displayed, or enter adifferent
fiscal period.
If the transaction is taxable enter YES, if not enter NO.

Thetax group assigned to the customer is displayed. Press Enter to accept the tax
group, use the Inquiry command, F2 or Esc W, to select a different tax group, or
the M aintenance command, F6 or Esc F, to create a new one.

The Description of the Tax Group displays below the tax group.

Use the Proceed command, PgDn or Esc P, to save the header information and move to the Append
Line Window to enter the line-items purchased.
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Entering Line-ltems
When the Append Line box appears, enter the line items you are selling to the customer. The items

can beinventory items, if interfaced to Inventory, non inventory items, jobs, if interfaced to Job Cost,
and kitted items, if interfaced to Bill of Material Kitting.

Nonserialized Inventory Item

Order Detail Screen

— ==
Commands Edit Modes Other Scroll Conumands Information Help
B T e I [T T |
4, Append Line == =
Commands Edit Modes Other Infomation lnventory Lookops 20 Cowmmands  Help
2 xrE bR Eaa| ?e 0K | sbardon |
_ Entry 001
Itemob /Kt IITEM 'l Loc D IMNDDD1 3| Cust I TENOO1 Order Mo DDD0D0ODS
D [1o0 qj GlCade [ 1
Desc |Elactrical Package Sales oot 401000 k1
Sls Cat [F1 1 Fleq Shin [77 COGS Acct [501000 a
Tax Class [033 000 %= PicelD [BULD 3l et 104400 3l
Units
Ordered 5.0000 |F'KG 4] Price 360.7275  Est Price 1803.64
Shipped 5.0000 Cost 3435500 Ext Cost 1717.75
Backord o000 wiLbs] 75E.0000  Extwi 37900000
Current Quantities [ ] Break Quantitby Unit Price
Quantity On Hand 18.0000 Base 1.0000 3J60.7275
Cornritted 6.0000 1 8.0000 360.7275
InUse 3.0000 2
.................................. a
Available 9.0000 4
On Order 6.0000 5
| Comparny H | 10/03/2000 | Terminal TODD | OVR

Enter in the following information:

Field Description

Item/Job/Kit Select the type of product you are selling. Select | if you are selling I nventory and
Non-Inventory items. Select J if you are interfaced to Job Cost and entering a
salefor ajob. Select K if you are interfaced to Bill of Materialg/Kitting and
entering a sale for akitted item.

LocID Default Location ID will enter in, you can use the I nquiry command, F2 or Esc
W, to view alist of Locations to replace the defaulted ID.

ID If interfaced to Inventory, enter in Item ID or leave thefield blank if you are

selling anon-inventory item.You can use the Inquiry command, F2 or Esc W, to
select from alist of availableitems or the M aintenance command, F6 or Esc F, to
create anew item.

If you are interfaced to Job Cost and entering a sale to a Job, enter the Job ID for
thislineitem. You can use the I nquiry command, F2 or Esc W, to select from a
list of available jobs or the Maintenance command, F6 or Esc F, to create a new
one.

If you are interfaced to Bill of Materialg/Kitting and entering a sale for akitted
item, enter the Kit ID for thisline item. You can use the I nquiry command, F2 or
Esc W, to select from alist of available items or the M aintenance command, F6
or Esc F, to create a new item.

If you are not interfaced to Inventory, Job Cost, or Bill of Material §/Kitting, enter
the ID of the product you want to sell to the customer, or leave this field blank.
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Line Iltem Detail Screen

il
Commands Edit Modes Other Seroll Comumands  Information  Help
AT s b= | e e | e omm | A e [ o
i
Commands Edit Modes Other Information [nventory Lookups 50 Commends  Help
2tz | Bm | BE| 2@ 0K | abandon |
_ Entry 0O
Item A ob /Kt IITEM VI Loz 1D IMNDDm al Cust I TENDO1 Order o 00000005
D [100 3 GLCode [ A&
Desc |Elactncal Package Sales Acct 407000 3
Gl Cat [Fi & FeqShip [/ COGS Acct [507000 B
Tax Class [ 033 .000 = PFicelD [EUILD Al Inw At 104400 Y
Urits
Ordered 5.0000 |F'KG 3] Price 360.7275  Ext Price 1803 64
Shipped 5.0000 Cost 2425500 Ext Cost 1717.75
Backord 0000 WwitLbs) 7E8.0000  Estwt 37900000
Current Qluartities [ ] Break Quantity ——— Unit Price
Quantity On Hand 18.0000 Base 1.0000 360.7275
Caormmitted 6.0000 1 8.0000 360.7275
In Usge 3.0000 2
.................................. 3
Available 9.0000 4
On Order 60000 5

|Compary H [ 10/03/2000 | Teminal TOOD | 0WR

Field Description

Desc Enter adescription if entering in a noninventory line-item, or Enter through the default
description.

Additional If the option Use additional descriptions? isset to YES in Options and Interfaces, the

Descriptions Additional Description window displays. Enter up to 10 lines of 35 characters per line of
additional description information for the line-item.

SlsCat The Sales Category for theitem isdisplayed. If you areinterfaced to Inventory you can use
the Inquiry command, F2 or Esc W, to select a different sales category or the
M aintenance command, F6 or Esc F, to create a new one.

Tax Class If interfaced to Inventory, the tax class assigned to the item is displayed If you are not
interfaced to Inventory or thisis a non-inventory item, 00 defaults as the tax class.Press
Enter to accept the tax class, use the | nquiry command, F2 or Esc W, to select adifferent
tax class or the M aintenance command, F6 or Esc F, to create a new one.

Req Ship Enter the date by which the customer request this item be shipped. If you entered a
requested ship date on the header, it will default here. You can have different requested
ship dates for each item in the order.

PricelD Price IDs are setup in Inventory and used with the Customer Level to determine the price
the customer pays for the item. Press Enter to accept the price ID, or If interfaced to
Inventory, use the Inquiry command, F2 or Esc W, is available to select adifferent price
ID.

GL Code The GL Code helps determine the Sales and COGS. If Sales Order isinterfaced to
Inventory and thisis an inventory item, the Sales, and Cogs accounts come from the
inventory record. If Sales Order is not interfaced to Inventory or thisis a non-inventory
item, the GL Code setup on the default table (DFxxx) is displayed. You can use the
Inquiry command, F2 or Esc W, to select adifferent GL Code or the Maintenance
command, F6 or Esc F, to create anew one.

Sales Acct Enter the number of the sales account to use for thislineitem. If you are interfaced to
Inventory and thisis an inventory item, the account displayed comes from the inventory
record. If you are not interfaced to Inventory or thisis a non-inventory item, the account
displayed comes from the GL Code. Press Enter to accept the account or if you are
interfaced to General Ledger, use the I nquiry command, F2 or Esc W, to select adifferent
account, or the M aintenance command, F6 or Esc F, to create anew one.
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Line Iltem Detail Screen
=]

Commands Edit Modes Other feroll Commands [nformation Help

AT s b= | e e | e omm | A e [ o
4, Append Line ==l

Commands Edit Modes Other Information lnventory Lockups 50 Cosmmands  Help

2tz | Bm | BE| 2@ 0K | abandon |
_ Entry 0O
Item A ob /Kt IITEM VI Loz 1D IMNDDm al Cust I TENDO1 Order o 00000005
D [100 3 GLCode [ A&
Desc |Elactncal Package Sales Acct 407000 3
Gl Cat [Fi & FeqShip [/ COGS Acct [507000 B
Tax Class [ 033 .000 = PFicelD [EUILD Al Inw At 104400 Y
Urits
Ordered 5.0000 |F'KG 3] Price 360.7275  Ext Price 1803 64
Shipped 5.0000 Cost 2425500 Ext Cost 1717.75
Backord 0000 WwitLbs) 7E8.0000  Estwt 37900000
Current Quantities [ ] Break Quantity —— Lnit Price
Quantity On Hand 18.0000 Base 1.0000 360.7275
Caormmitted 6.0000 1 8.0000 360.7275
In Usge 3.0000 2
.................................. 3
Available 9.0000 4
On Order 60000 5

|Compary H [ 10/03/2000 | Teminal TOOD | 0WR

Field Description

COGSAcct Enter the number of the cost of goods sold account to use for thislineitem. If you are
interfaced to Inventory and thisis an inventory item, the account displayed comes from the
inventory record. If you are not interfaced to Inventory or thisis anon-inventory item, the
account displayed comes from the GL Code. Press Enter to accept the account or if you are
interfaced to General Ledger, use the Inquiry command, F2 or Esc W, to select a different
account, or the M aintenance command, F6 or Esc F, to create a new one.

Inv Acct Enter the number of the inventory account to use for thislineitem. If you are interfaced to
Inventory and thisis an inventory item, the account displayed comes from the inventory
record. If you are not interfaced to Inventory or thisis a non-inventory item, the account
displayed comes from the ARGL xxx table. Press Enter to accept the account or if you are
interfaced to General Ledger, use the Inquiry command, F2 or Esc W, to select a different
account, or the M aintenance command, F6 or Esc F, to create a new one.

Ordered The quantity ordered defaults to 1. Press Enter to accept it or enter a different quantity.

Units Press Enter to accept the unit of measure displayed (if any) or if interfaced to Inventory use
the Inquiry command, F2 or Esc W, to select a different unit of measure or the
M aintenance command, F6 or Esc F, to create a new one.

Shipped The ordered quantity will default inthisfield, press Enter to accept it or changethefield to
the quantity you are shipping for thisitem.

Backord If you did not ship the complete ordered quantity thisfield is updated with the remaining
guantity. Once the order is posted, this quantity is moved to the ordered field and the order
status is changed to BackOrdered.
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Line Iltem Detail Screen
=]

Commands Edit Modes Other feroll Commands [nformation Help

AT s b= | e e | e omm | A e [ o
4, Append Line ==l

Commands Edit Modes Other Information lnventory Lockups 50 Cosmmands  Help

2tz | Bm | BE| 2@ 0K | abandon |
_ Entry 0O
Item A ob /Kt IITEM VI Loz 1D IMNDDm al Cust I TENDO1 Order o 00000005
D [100 3 GLCode [ A&
Desc |Elactncal Package Sales Acct 407000 3
Gl Cat [Fi & FeqShip [/ COGS Acct [507000 B
Tax Class [ 033 .000 = PFicelD [EUILD Al Inw At 104400 Y
Urits
Ordered 5.0000 |F'KG 3] Price 360.7275  Ext Price 1803 64
Shipped 5.0000 Cost 2425500 Ext Cost 1717.75
Backord 0000 WwitLbs) 7E8.0000  Estwt 37900000
Current Quantities [ ] Break Quantity —— Lnit Price

Quantity On Hand 18.0000 Base 1.0000 360.7275

Caormmitted 6.0000 1 8.0000 360.7275

In Usge 3.0000 2

.................................. 3
Available 9.0000 4
On Order 60000 5

|Compary H [ 10/03/2000 | Teminal TOOD | 0WR

Field Description

Price Enter the unit price for the items sold. If you are interfaced to Inventory the price defaults
in based on the Customer Level and Price ID fields. You can change the price.

Cost If you are interfaced to Inventory and you have the option to display cost during lineitem
entry set to Yes, the purchase unit cost of the item is displayed and cannot be changed. If
thisisanon inventory item or you are not interfaced to inventory enter the unit cost of the
item.

Wt(L bs) Enter the shipping weight of one unit of thisitem in the unit of measured you entered. The
unit of weight used on each lineitem must be consistent. So, if you use pounds as your unit
weight, al lineitem weights, for this order must be expressed in pounds. Press Enter to

skip thisfield.

Ext Price The Extended Priceis calculated based off of the ordered quantity, multiplied by the price
of theitem.

Ext Cost The Extended Cost is calculated based off of the ordered quantity, multiplied by the unit
cost of theitem.

Ext Wt The Extended Weight is calculated based of the ordered quantity, multiplied by the unit
weight of the item.

Current If you are interfaced to Inventory and you have the option to display Quantities and

Quantities Quantity Breaks set to Yes, the current On Hand, Committed, In Use, Available and On
Orders quantities are displayed.

Break If you are interfaced to Inventory and you have the option to display Quantities and

Quantity Quantity Breaks set to Yes, the break quantities and unit prices are displayed along with the

base quantity and unit price.

Use the Proceed command, PgDn or Esc P, to save the entry.
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Serialized Inventory Entry

The use of serialized inventory requires afew extra steps in Order entry. When you sell serialized

itemsyou are only permitted to sell a serial number once.

Serialized line item entry

i, Orders == S
Commands Edit Modes Other Secroll Commands  Information Help
aB e b= | O e e omm | A o [ |
&, Append Line M= E3
Commands Edit Modes Other Information  [mvenion Lookups 50 Commands  Help
2tz | Bm | BE| e 0K | abanden |
Entry 0O
Item.Alob kit IITEM vl Loc 1D rMHO001 3] CustlD ACEDO1 Order Mo 00D0DDO0D2
D [500 [al GLCode [ &I
Desc |F|efr|gerator - Black Sales Acct 407000 A
Sls Cat BNE] FeqShip [/ COGS Acct  |501000 aj
Tax Class ooja] 000 % FricelD  |aPFL 2] Inv Acct 104400 aj
Urits
Ordered 2.0000) [EA [2] Price 0000 Ext Price oo
Shipped 2.0000 Cost L0000 Ext Cost O
Backord .aoog WwitLbs] J50. 000N 13000000
Current Quantities [ ] Break Quantity Unit Price
Quantity On Hand 4.0000 Base 1.0000 263.6260
Caormmitted _0000 1
Ih Use 0000 2
.................................. e}
Auvailable 40000 4
On Order ooon 5

|Compary H | 01,12/2001 | Teminal TOOD | OWR

For Serialized items, you do not enter the price of the item on the Append Line screen.

Serialized line item entry

4, Serial Number Entry [_ =] 5'
£ Commands Edit Modes Other Scroll Command: Help |
T E BmE 7€ F |Abandon|:|'
Item D 900 Refrigerator - Black
¢ LD MNOD01 MINMEAPOLIS WAREHOUSE I
—| Units EA Requested Oty 2.0000 =
Serial Mumber Unit Price g
E =
|
=
=
Serial Mumber [ 000001 of 000000 ) _0000 =I
1 Enter = Edit | Sppend I \Ejeliz) Dione |
Current Quantities [ ] Break Quantity Unit Price
Quantity On Hand 4.0000 Base 1.0000 263.6260
Cormmitted _0000 1
In Usge _0000 2
.................................. 3
Available 4.0000 4
On Oider oooo 5

| |Compary H | 01,12/2001 | Teminal TOOD | OWR

Command Description

Enter-Edit Press Enter to edit the serial numbers selected for thisitem.

Append Select A to add serial numbers, for thisitem, to the order.

Goto If there are more serial numbers than will fit on the screen, press G to move the
cursor to a specific serial number. The Goto box is displayed, enter theline
number entry you wish to move to.

Done Press D after you have entered al the serial numbers for thisitem.

3-88



Daily Work

Shipped Orders

Serialized line item entry

H &, Serial Number Eniry _|I:I|1|§I
N Conunands Edit Modes Other Seroll Comumands Help
i} 1
B R Xr=|m BE| 2@ 0| Abandon | L
E ltem |0 900 Refrigerator - Black
| LocID MNOO01 MINNEAPOLIS WAREHOUSE I
—| Units EA Requested Oty 2.0000 =
Serial Murnber Unit Cost Unit Price g
LTO7135811 429.9100 ﬂ
LTO7135810 239.6600 429.9100 ﬂ
El
k|
=
Serial Mumber [ 000001 of 000002 | 479.3200 859.8200
i, Append Serial Number o =]
— Convmands Edit Modes Other Help
arrtE|bm @ma| 2@ K| _Abandon |
Serial Mo | £
Orig City oo Cost | oo
Fuilfill ity 1.0000  Price I .00an
Backord Gty 0000
Comment

|Compary H [ 10/03/2000 | Teminal TOOD | 0WR

Enter the following information after entering A to Append the serial numbers:

Field

Serial No

Orig Qty
Fulfill Qty
Backord Qty

Cost

Price

Comment

Description

Enter in the Serial Number of the item you wish to sell. The Inquiry command, F2 or Esc
W, isavailableto view the list of Serial numbers and their current status. The serial number
must have astatus of A for Available to sell on the order.

Thisfield will default in zero for serialized items and is not accessible.
For serialized items it will default in 1 and is not accessible.
Thisfield will default in zero for serialized items and is not accessible.

If the option to display unit cost during line item entry is set to yes and you are interfaced to
inventory, the unit cost of theitem is displayed and you cannot changeit. If the optionis set
to no, thefield isleft at zero and you cannot changeit.

Enter the price for this serial number.

Enter in comments for this serialized item, you can use from 1-35 charactersin length.
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Lotted Inventory Entry

When selling lotted items on a shipped order, you must enter the lot numbers for the quantity you are
selling to the customer.

Lot Entry Screen

H 4, Lot Entry (= O] H
_Q Commands Edit Modes Other Scroll Command: Help |
E; 1
B RXiEb@ @ma|?e 0| Abandon |
E Item |D 800001 wallpaper - Contemporary
| LocID MNOO01 MINNEAPOLIS WAREHOUSE I
—| Units ROLL Requested Oty 50.0000 =
Lot Murnber Ordered Quantity Fulfilled Gty g
: 2|
=l
El
L
=
Lot Mumber [ DDDDO1 of 0OO0OO |
Enter = Edit | Sppend I \Ejeliz) Dione |
Current Quantities [ ] Break Quantity —— Lnit Price
Quantity On Hand 150.0000 Base 1.0000 1.9360
Cornmitted 0000 1 10.0000 1.9360
In Use 0000 2 100.0000 1.9360
.................................. e}
Auvailable 150.0000 4
On Order _0000 5

|Compary H | 01,10/2001 | Teminal TOOD | 0WR

The Lot Entry box is displayed. The Item, Item Description, Location, Location Description, Units
and Requested Quantity are displayed at the top.

Command Description

Enter-Edit Press Enter to edit the lot numbers selected for thisitem.

Append Select A to add lot numbers, for thisitem, to the order.

Goto If there are more lot numbers than will fit on the screen, Press G to move the
cursor to a specific lot number. The Goto box is displayed, enter the line number
entry you wish to move to.

Done Press D after you have entered al the lot numbers for thisitem.
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Append Lot Numbers

H i, Lot Entry =100 ] H
_Q Commands Edit Modes Other Scroll Command:  Help |
E; 1
B R Xi=|8 BE|?& 0| Abandon |
E Item |D 800001 wallpaper - Contemporary
| LocID MNOO01 MINNEAPOLIS WAREHOUSE I
—| Units ROLL Requested Oty 50.0000 =
Lot Murnber Ordered Quantity Fulfilled Gty Ext Cost g
I, |
=l
El
L
=
Lot Mumber [ DDDDO1 of 0OO0OO | Mili}
4, Append Lot Humber [ [ =]
— Commands Edit Modes Other Help
drrtE|bm @ma| 2@ K| _Abandon |
Lot Mo 274D0714 al
Orig Gty 50.0000  Cost 1.7E00  Ewt Cost 88.00
Fuilfill ity 50,0000
Backord Gty 0000
Cormnment |

|Qly. OnHand = 152.0000 Avail. for Sale = 100.0000

|Compary H [11/03/2000 | Teminal TOOD | 0WR

The Append Lot Numbers screen is displayed when you select A to select lots for the item.

Field

Lot No

Orig Qty
Fufill Qty
Backorderd Qty

Cost

Comment

Description

Enter the Lot Number(s) you want to sell to the customer. The I nquiry command,
F2 or Esc W, is available to select the lot. The lot must have a status of A for
Available in order to use for asale.

Enter the quantity ordered for this transactions.

Enter the quantity shipped for thislot. The entire order quantity does not have to
come from one lot number.

Enter the quantity backordered for this lot.

If the option to display unit cost during line item entry is set to yes and you are
interfaced to inventory, the unit cost of the item is displayed and you cannot

changeit. If the option is set to no, the field is left blank and you cannot change it.

Enter your choice of commentsfor thislineitem. You have up to 35 charactersto
Use.
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Online Printing

If the option to print an onlineinvoicesis set to yes, select O to print theinvoice for shipped orders. If
the option to print an online packing list is set to yes, select P to print the Packing List.

Online Verification Screen - Invoice

i, Orders =1x]

Commands  Edit Modes Other  Scroll Commands  [nformation Help

2 ¥ =B BE|?<& Ok | Abandon |
Soldto:  ACEDO1 ACE BUILDERS Loc D Batch ID 0ooo0o2
Ship ta: MNODO1 Order Mo 00000002
[Werified]
ItemAlob 1D Oty Ordered Units Unit Price Ext Price
Description [tu Shinned
N | eyt
Fiefrigerator - | Frint Online [revoice? [vA) ﬁ
(1) —
Yes
El
E
=
Entry [ D01 of 001 ]
Subtatal Freight+hisc Sales Tax Prepayment Met Due
859 .82 jili} ol ol 869.82
| Enter=edit Append Header Totals Wiew [ate | DOnline I Pack I Live: I Mext Trans ||

| | Compary H [01/12/2001 | Terminal TOOO [aVR

Online Verification Screen - Packing Llst

P i |
Commands Edit Modes Other Seroll Comunands [nformation  Help
%Xt§| = &l ? & 0K, IAbananl
Soldto:  TEMOD1 TEMMESSEE SHELTERS, INC. Loc D Batch IO noooo1
Shipto: 000001 TEMMESSEE SHELTERS-NASHVILLE MNO0O1 Oider Mo DOD000O0S
[Werified]
Itemlob 1D Oty Ordered Units Unit Price Ext Price
Diescription Mty Shinned
o0 X =
Electrical Pac Frint Online Packing List? [v'/M] ﬂ
00 g59.82 ﬂ
frigerator - |
1000 Tes
=
i
=
Ente [ D03 of 003
Subtotal Freight+Mizc Sales Tax Prepayment Met Due
2741.m 53.00 37.49 200.00 2631.50
| Enter=edit | Append Header Totals Wiew Goto | Orline I Pack I Live I Mext Trans ||
| |Compary H [ 10/03/2000 | Teminal TOOD | 0WR

Once you print the Invoice or Packing List, it will not print with the Print Invoice or Packing List
functions.
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Verify Orders

Use the Verify Order function to record the number of items shipped for an order, and to backorder
unshipped items (if any). If you try to verify an order with a status of verified, the message Order
Already Verified. Use Change Ordersfor Changes appears. You can verify new/picked orders and
backorders. If you are only changing an order, use the Change Order function.

When you verify an order, these things happen:

e Thestatus of the order is changed to verified. You can then print an invoice for the order. When
you post transactions, the order is moved to the Open Invoicefile.

e Theamount in the Qty Ordered field is transferred to the Qty Shipped field if you elect to ship
all items.

« If you change the quantity shipped, the quantity backordered is updated for the quantity of each
item that cannot be shipped. When you post the order, the quantity shipped is posted to the Open
Invoice, Customer and History files. The quantity backordered replaces the quantity ordered on
the original order, and the status is changed to backordered.

After you select Verify Orders, choose the Batch I D for the order you want to verify, if using
transaction batching. You can use the I nquiry command, F2 or Esc W, to select the batch ID. After
select the batch ID, or if you are not using transaction batching, select the Order Number (Our
Order No) you want to verify. You can use the I nquiry command, F2 or Esc W, to select the order
number. The header information is displayed and the Ship All? prompt appears.

Verify Order Header Screen

[ Oonleps _lIml <
&, Verify Orders
Commands Edit Modes Cther Information Help

Atz e men ?é OK | Abandon |

Batch ID 000001 E

Our Order Mo 0000001 & LT Date  [10/02/2000 Status  Picked

Lo D (SR Y

Sodto: [0

SUNSHINE HOMES, Ship all? /M)

1000 OCEAN BOULE @

Yes

MIAMI
Sales Rep 1 FET [2] Percent | 100.0 Ship Method
Sales Rep 2 2] Percent 1] Ship Yia
Cuszt Level [JOBEBER =] Pick Slip Mo, 00ooo
Terms Code 1PCT =] Requested Ship Date L
Terms Desc 1/10.n/30 Type Reg Actual Ship Date 10/04/2000
Terms% 1.0 Days 10 MetDays 30 GL Period [0
Order Mo Taxable? 7
Ord Date L Tax Group IMD 5
Irwe Mo Date | 4 Drescription

| [Company H |10/04/2000 | Terminal TOOO | OWR
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Yes to Ship All?

Commands Edit Modes Other Seroll Commands [nformation Help

=1ol x|

%Xt§| |ﬂ@ ? & OF. IAbananI
Soldt:  SUMODT SUNSHINE HOMES, INC. Loc D Batch IO noooo1
Ship to: MHNO001 Oider Mo 00000016
[Werified) ———
Itemlob 1D Oty Ordered Units Unit Price Ext Price
Diescription Oty Shipped
1.0000 PKG 5021130 =|
Electrical Fackage 1.0000 ﬂ
00 1.0000(E& 429.9100 429.91 ﬂ
Refrigerator - Black 1.0000
o001 1.0000| GAL 13,5000 1250
Paint - white -E... 1.0000
=
F
=
Ente [ D01 of 003
Subtotal Freight+Mizc Sales Tax Prepayment Met Due
945 52 jili} 2217 oili] 967.69
| Enter=edit | Append Header Totals Wiew Goto | Orline I Pack I Live I Mext Trans ||

| |Compary H [ 10/04/2000 | Teminal TOOD | 0WR

If you enter Y at the Ship All? prompt, the system assumes that al the items on this order have been
shipped. You can then go into the transaction and select specific line itemsto edit if some were

backordered.
No to Ship All?
4, Verify Orders == =]
Commands Edit  Modes Other Seroll Comunands [nformation Help
%Xt§| |ﬂ@ ? & OF. IAbananI
Soldt:  SUMODT SUNSHINE HOMES, INC. Loc D Batch IO noooo1
Ship to: MHNO001 Oider Mo 00000016
[Werified]
Itemlob 1D Oty Ordered Units Unit Price Ext Price
Diescription Oty Shipped
1.0000 PKG 5021130 =|
Electrical Fackage 0000 ﬂ
00 1.0000(E& 429.9100 oo ﬂ
Refrigerator - Black .0onn
o001 1.0000| GAL 13,5000 .00
Paint - white -E... .ooog
=
F
=
Ente [ D01 of 003
Subtotal Freight+Mizc Sales Tax Prepayment Met Due
0o jili} oili] oili] N}
| Enter=edit | Append Header Totals Wiew Goto | Orline I Pack I Live I Mext Trans ||

| |Compary H [ 10/04/2000 | Teminal TOOD | 0WR

If you are not shipping all of theitems at thistime, enter N at the Ship All? prompt. There are no

shipped quantities entered for the items.

For each item, press Enter for edit, to enter the quantity that is shipped for that item.

Note I

If you are shipping serialized or lotted items, you must enter the serial or lot numbersthat you are

shipping the customer, the same as a shipped order.
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Miscellaneous Credit

Use the Miscellaneous Credits function to credit a customer’s account for returned items. This will
credit inventory with the return of the items.

Note I

The Miscellaneous Credits function automatically credits the customer’s account. Do NOT use a
minus sign (-) to enter a credit

Miscellaneous Credits Screen - Non Serialized ltem

4, Verify Orders == =
Corumands Edit Modes Other Scroll Commands Information Help
N e [ e ST TR |
4, Append Line — =0 =]
Conunands Edit Modes Other Infommation Iwventory Loolups 20 Compmands  Help
Z¥rE R BE| ?e 0K | Abandon |
_ Entry 001
ltemAob/Kit — [ITEM ~] LacID FMNOOT 8 CustiD LOSOO Order No 0DODODDG
D [=00 ] GLCade [ 8
Desc |Interinr Croor Sales Acct 401000 k1
Sls Cat o7 & Feq Ship [ COGS Acct  [501000 a
Tax Class [033] 000 %= PicelD [BUILD 3 e dcet 104400 3l
Units
Ordered 1.0000 |EA 4 Price 54.2355 | Ext Price 5424
Shipped 1.0000 Cost 220100 Ext Cost 220
Backord 0000 ‘wit[Lbs] 127500 Ext'wt 12.7500
Current Quantities [FEG ] Break Quantity ———— Lnit Price
Quantity On Hand 35.0000 Base 1.0000 54 2355
Cornrnitted -0000 1 480000 48 8110
InUse 13.0000 2
.................................. 3
Available 22.0000 4
On Order 40000 ]

|Company H [ 10/04/2000 | Teminal TOOD |OVR

If you use the minus sign when entering a credit the system will treat it like a negative credit - or a
debit - which results in the same thing as entering a Shipped Order. If you are entering areturn for an
open item customer, be sure to enter the invoice number that you are crediting.

The Miscellaneous Credits screen looks identical to the Verify or New Order screen. Enter the
information for the items being returned or credited. The QRxxxx (Quick Entry) tableis used to
determine which fields the cursor with stop at.
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Serialized Inventory Entry

Entering a Miscellaneous Credit for a serialized item requires a few additional steps.

Serialized line item entry

. Miscellaneous Credits T ] B
Commands  Edit  Modes Other  Scroll Commands  Information  Help

T e | r—r—
i, Append Line |_ (O] x|

Commands Edit Modes Other Information Inventory Lockups SO Commands  Help

x| BB EE| ?e 0K | abandon |
Entry 003
Iternsl ob/Kit IITEM Vl LocID MO0 E Cust D LOSODO1 Order Mo DOD0D0OODG6
sl [a0 [a GlCade [ &
Desc [Refrigeratar - White Sales Acct |4DT 000 E
Sls Cat BHE ReqShip [ 77 COGS Acct [SO1000 3l
Tax Class o0ja] 000 % PFricelD  |aPPL 3] Inv Acct |1 04400 g
Uitz
Ordered 1.0000 [EA [2] Price 0000 Est Price .00
Shipped 1.0000 Cost 0000 Ext Cost _00
Backord .0ooo WiHLbsg] m Ent it 950.0000
Current Quantities [ ] Break Quantity Unit Price
Quantity On Hanhd 10,0000 Base 1.0000 386.9190
Committed _Dooo 1
In Use -0000 2
.................................. e}
Available 10,0000 4
On Order _Dooo 5

|Compary H [03/16/2001 | Teminal TOOD | OWR

For Serialized items, you do not enter the price of the item on the Append Line screen.

Serialized line item entry

Ll seraimumbereney —————————— EmES

E Commands Edit Modes Other Scroll Commands Help |

.f:%xt§| L m@m| 7@ oK. |Abandon|]‘

S ltemID a Refrigerator - White
7‘ Loc D MNODD1 MINMNEAPOLIS WAREHOUSE I
—/| Units EA Requested Oty 1.0000 =
Serial Mumber Unit Cost Unit Price g
2]
=
=
=
Serial Mumber [ 000001 of 000000 ) _0000 _0000 ﬂ
L Enter = Edit I Lppend I Goto Done |
Current Quantities [ ] Break Quantity Urit Price
Quantity On Hand 11.0000 Base 1.0000 386.9190
Carnrritted _0000 1
Ih Use .0ooo 2
.................................. e}
Luvailable 11.0000 4
On Order _0000 5

| |Compary H [03/16/2001 | Teminal TO0D | 0WR

Command Description

Enter-Edit Press Enter to edit the serial numbers selected for thisitem.

Append Select A to add serial numbers, for thisitem, to the order.

Goto If there are more serial numbers than will fit on the screen, press G to move the
cursor to a specific serial number. The Goto box is displayed, enter theline
number entry you wish to move to.

Done Press D after you have entered al the serial numbers for thisitem.



Daily Work Miscellaneous Credit

Serialized line item entry

i, Serial Number Lookup [ ]

Commands Edit Modes Other  Scroll Commands  Help

Search:

Serial MHumber Item ID Loc ID Etat
< bagin »> g
LTQ7121000 01 MHOOOl & g
LTQ7121002 01 MHOOOl & ﬂ
LTQ7121003 201 MNOOOL & j
F
LTQ7121008 01 MHOOOl & g
I | | =
=
Serial Mumber [ 000001 of 000000 | 0000 0000
.+ Append Serial Number 1 =] B
— Commands Edit Modes Other Help
x|l ma 2 K |_Abanden |
Senal Mo £
Orig Gty .oooon Cost | .oooo
Fuilfill City 1.0000  Price I .ooag
Backord Gty 0000
Comment

| |Compary H [03/16/2001 | Teminal TO0D | 0WR

Enter the following information after entering A to Append the serial numbers:

Field Description

Serial No Enter in the Serial Number of the item you wish to sell. The Inquiry command, F2 or Esc
W, isavailableto view the list of Serial numbers and their current status. The serial number
must have astatus of S for Sold to return with the miscellaneous credit.

Orig Qty Thisfield will default in zero for serialized items and is not accessible.
Fulfill Qty For serialized items it will default in 1 and is not accessible.

Backord Qty Thisfield will default in zero for serialized items and is not accessible.

Cost On aMiscellaneous Credit you are allowed to change the cost of the item, because you are
returning the item to inventory. The cost for the item when it was sold is displayed if you
have the option to display cost set to yes.

Price Enter the price for this serial number.

Comment Enter in comments for this serialized item, you can use from 1-35 charactersin length.
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Lotted Inventory Entry

When entering miscellaneous credits for lotted items, you must enter the lot numbers for the quantity
the customer is returning to you.

Lot Entry Screen
I i, Lot Entry !EIE él‘

E Commands Edit  Modes Other Scroll Commands  Help

: 1
l-}@‘x_[g|@| ? & e IAhandunI]
S tem D g00001 W allpaper - Contemporary
| LocIiD MHNOO01 MINNEAPOLIS WAREHOUSE I
—| Unitg ROLL Requested Gty 10,0000 =
Lot Humber Ordered Quantity Fulfilled Gty Ext Cost
I
2
I~
F
=
Lot Mumber [ DOODOT of 0ODO0OD | ol
Enter = Edit I Append I Goto Done |
Current Quantities [ ] Break Quantity ————— Lnit Price
Quantity On Hand 162.0000 Base 1.0000 2.7360
Committed 0000 1 10.0000 2.4192
InUse 2.0000 2 100.0000 2.2680
.................................. 3
Available 160.0000 4
On Order -0000 5

| |Company H [03/16/2001 | Teminal TOOD [OVR

The Lot Entry box is displayed. The Item, Item Description, Location, Location Description, Units
and Requested Quantity are displayed at the top.

Command Description

Enter-Edit Press Enter to edit the ot numbers selected for thisitem.

Append Select A to add lot numbers, for thisitem, to the order.

Goto If there are more lot numbers than will fit on the screen, Press G to move the

cursor to a specific lot number. The Goto box is displayed, enter the line number
entry you wish to move to.

Done Press D after you have entered al the lot numbers for thisitem.
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Append Lot Numbers

e e T rgpd
O Commands Edt Modes oOther Scroll Commands Help
= 0
l-}@‘x_[g| L EE| 78 O | #oanden |
S tem D g00001 Wallpaper - Contemporary
| LoelD MHNO001 MINNEAPOLIS WAREHOUSE I
—| Units ROLL Requested Gty 10.0000 =
Lot Mumber Ordered Quantiby Fulfilled Gty Ext Cost g
2l
=
=
El
=
Lot Mumber [ D0D0O1 of 000000 | oili]
&, Append Lot Number [_ o]
— Commands Edit Modes Other  Help
2Hrtz | m @@ 2@ 0K | #bandan |
Lot Na 274D0714 a
Orig Gty 10,0000 Cost 1.7600  Ext Cost 17.60
Fuilfill City 10.0000
Backord Oty 0000
Carnrment |

|Qty. OnHand = 152.0000 Avail.

for Sale = 150.0000 [Company H [03/16/2001 | Terminal TOOO | OWR

The Append Lot Numbers screen is displayed when you select A to select lots for the item.

Field

Lot No

Orig Qty
Fufill Qty
Backorderd Qty

Cost

Comment

Description

Enter the Lot Number(s) you want to sell to the customer. The I nquiry command,
F2 or Esc W, is available to select the lot. The lot must have a status of A for
Available or Sfor Sold to use on a miscellaneous credit order.

Enter the quantity ordered for this transactions.

Enter the quantity shipped for thislot. The entire order quantity does not have to
come from one lot number.

Enter the quantity backordered for this lot.

If the option to display unit cost during line item entry is set to yes and you are
interfaced to inventory, the unit cost of the item is displayed and you cannot

changeit. If the option is set to no, the field is left blank and you cannot change it.

Enter your choice of commentsfor thislineitem. You have up to 35 charactersto
Use.
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Misc. Credits Line Entry

i, Miscellaneous Credits [_ o] =]
Commands Edit Modes Other  Scroll Commands  Information  Help
22Xz | 2o | @a] e oK || #bsndsr |
Soldt:  LOSOO01 LOS ANGELES CONSTRUCTION CO.  LocID Batch I noooo1
Ship to: MHNO001 Oider Mo DOD00DO0DG
[Credited)]
Itemlob 1D Oty Ordered Units Unit Price Ext Price

Diescription Oty Shipped

Interior Door
200007 10.0000|ROLL 24192 2419 ﬂ
“Wallpaper - Conte... 10,0000
am 1.0000(E&, 429.9100 425.91
Riefrigeratar - white 1.0000
=
|
=
Ente [ D01 of 003
Subtotal Freight+tizc Sales Tax Prepayment Met Due
50834 jili} oili] oili] 508.34
| Enter=edit | Append Header Totals Wiew Goto | Orline I Eack I Live I Mext Trans ||

| |Compary H [03/16/2001 | Teminal TOOD | OWR

The same functions are available from the line-item scrolling area as when you enter orders. See the
Shipped Orders section for a detailed explanation of the options.

The Miscellaneous credits updates the Inventory item records by the average cost, which becomesthe
last-in cost. If you change the average cost that is displayed, the system will update thesefieldsin the
item record when you post transaction:;

e Last-In Cost and Quantity

*  Month-to-Date Sales and COGS Dollars

*  Year-to-Date Sales and COGS Dollars

e Inventory History Quantity and Cost

After entering the Miscellaneous Credits, perform the following tasks:

1. Print credit memos online or use the Print I nvoices function to print credit memo formsin a
batch if appropriate (see the Accounts Receivable Training Manual)

2. Print the Miscellaneous Credits Journal to provide an audit trail of each returned good.
3. Post the transactions to update the Customer, Sales Rep, Tax Locations, and Summary and

Detail History files; to create an open item in the Open Invoice file for each credit you entered;
and to update inventory and/or job billing information, if appropriate.
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Change Orders

Use the Change Orders function to edit orders and change quotesinto live orders.

Note I

This function is different from the Verify Order function. Although you can use the Verify Order
function to change order information, it also changes the order statusto verified.

When you select 3. Change Order, the Orders Header Information screen appears. You can change
any order, regardless of its status. You cannot change the customer 1D to whom the order is sold.

Change Order Header Screen
Laorders =lol x|
3 ChangeOrders

4, Change Orders o =) =l
Conunands Edit Modes Other Information Help

Xz @@ 2 € ok | Abandan |
Batch ID 000001 ET
Our Order Mo 00000001 2] Date [09/23/2000 Statuz  Verified
Loc 1D [Ey] 3] MINNEAPOLIS WAREHOUSE
Sold to: TEMOOT =] Ship tar [ 0000014
TENMNESSEE SHELTERS. INC. TENMESSEE SHELTERS-MASHVILLE
1001 COUNTRY ROAD 100 Hw"v 42
NASHVILLE TH 54327-4383 us NASHVILLE [TH [a)] [54329-4738 [us [al
Sales Aep 1 | 100.0 Ship Method B
Sales Rep 2 i Ship Via Federal Exp 2nd-Day
Cust Level Pick Slip Ma.
Terms Code Requested Ship Date  |09./29/2000
Terms Desc 2M10.n/30 Tupe Reg Actual Ship Date 10/02/2000
Terms% 2.0 Dap: 10 Met Days 30 GL Period BEl
Order Mo 1A2B3C Taxable? v
Ord Date 09./29,/2000 Tax Group |T>< E
Inw Mo Date | LA Description Texas

Company H |10/04/2000 | Terminal T00D | OVA
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Change Orders Daily Work

The QCxxxx quick-entry table is used when you change orders.

Change Order Detail Screen

4, Change Orders M= E
Command:  Edit Modes Other  Scroll Commands  Information Help
%Xt§| |ﬂ@ ? & [k IAbananI
Soldto:  TEMOD1 TEMMESSEE SHELTERS, INC. Loc D Batch IO noooo1
Shipto: 000001 TEMMESSEE SHELTERS-NASHVILLE MNO0O1 Order Mo DO0D0001
[Werified]
Itemlob 1D Oty Ordered Units Unit Price Ext Price
Diescription Oty Shipped
Electrical Fackage 5.0000 3'
90 2.0000(E& 450.0000 900.00 ﬁl
Refrigerator - White 2.0000
200001 50.0000|ROLL 2.5000 125.00
‘wiallpaper - Conte... 50.0000
=
|
=
Ente [ D01 of 003
Subtotal Freight+Mizc Sales Tax Prepayment Met Due
2828 64 65.00 41.00 500.00 2434 64
| Enter=edit | Append Header Totals Wiew [Hoto | Orline I Pack I Live I Mext Trans ||

| |Compary H | 01,12/2001 | Teminal TOOD | OWR

All the functions available when you enter orders are available with the Change Orders function.

Command Description

Enter=edit Press Enter to edit the line item the cursor is on.

Append Press A to add line items to this order.

Header PressH to return to the header of the order.

Totals Press T to view the totals for the order, enter freight and miscellaneous charges,

edit the sales tax amount, and enter any prepayments.

View PressV to view theitem the cursor is on. You cannot change anything in the item,
just view the details.

Goto If there are more items than will fit on the screen, press G to move the cursor to a
specific item. The Goto box is displayed, enter the line number entry you wish to
move to.

Online If you have the option to print online invoices set to yes, press O to print picking

dlipsfor New Orders or to print invoices or credit memos for shipped/verified
orders or miscellaneous credits.

Pack If you have the option to print online packing list set to yes, for shipped/verified
orders press P to print the packing list showing what is shipped.

Live If thisis aquote, you can press L to turn the quote into alive order.

Next Trans Press N to exit this transaction and enter another one.
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Copy Recurring Order

Use the Copy Recurring Orders function to copy orders from the Recurring Orders files (SORDxxX,
SORHxxx, SORL xxx) to the Open Order files (SODExxx, SOTDxxx, SOTHxxx), as they come
due. The orders are copied as new orders and are treated like any other transaction; you can edit the
order, print picking slips, packing list and invoices for the order, and delete the order. You must verify
the order to indicate the quantities shipped to the customer.

Copy Recurring Orders Selection Screen
3, Copy Recwrring Orders ol x|

Commands Edit Modes Other Help

RXriz @B @MA|?& 0K | Abandon |

Fun Code  From I
Thru I

GL Period W

Cutoff Date Im
First Order Mo Iw
Batch ID oot @&l

[ |Company H [10/04/2000 | Terminal TOOD |OVR

Field Description

Run Code From/Thru Enter the run codes assinged to the recurrring orders, you want to copy or leave
the fields blank to copy all orders based on run codes.

GL Period By default the system will select the current GL Period, press Enter to accept the
period or enter the fiscal period you want the recurring orders to post to.

Cutoff Date The current workstation date is displayed by default, press Enter to accept the
date or enter in adifferent cutoff date. Recurring orders with a cutoff date before
the date you enter will not be copied

First Order No If you are using system generated order numbers, the next order number available
is displayed and thisfield is skipped. If you are not using system generated order
numbers, enter the first order number to use for the recurring orders.

Batch ID If you are using transaction batching, select the batch 1D you want to copy the
recurring ordersinto. You can use the Inquiry command, F2 or Esc W, to select
the batch or the M aintenance command, F6 or Esc F, to create anew one. If you
are not using transaction batching, thisfield is not available.
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Copy Recurring Order

Daily Work

Note

An entry must contain at least one line item to be copied.

Copied Recurring Entries report

10/04/2000
9:47 AM

Cutoff Date 10/04/2000

From To

Builders Supply

Copy Recurring Orders Log

All Run Codes
Batch ID 000001

Ord No Ord No Entry Description

00004600 00000025 001
00004600 00000025 002
00004600 00000025 003
00004600 00000025 004
00004600 00000025 999

00004601 00000026 001
00004601 00000026 002
00004601 00000026 003
00004601 00000026 004
00004601 00000026 005
00004601 00000026 006
00004601 00000026 999

00004603 00000027 001
00004603 00000027 002
00004603 00000027 003
00004603 00000027 004
00004603 00000027 999

00004620 00000028 001
00004620 00000028 002
00004620 00000028 003
00004620 00000028 004
00004620 00000028 005
00004620 00000028 999

SERVICE 00000029 001
SERVICE 00000029 999

SERVICE 00000030 001
SERVICE 00000030 999

SERVICE 00000031 001
SERVICE 00000031 999

SERVICE 00000032 001
SERVICE 00000032 999

SERVICE 00000033 001
SERVICE 00000033 999
24 lines copied.

End of Report

Electrical Package

Exterior Panels

Interior Door

Interior Materials

(Subtotal, Tax, Freight, Misc.

Interior Materials

Interior Door

Entry Door

Slide by Window 24" x 40"
Millwork Package

Cabinets

(Subtotal, Tax, Freight, Misc.

Electrical Package

Plumbing Package

Exterior Panels

Interior Door

(Subtotal, Tax, Freight, Misc.

Electrical Package

Entry Door

Slide by Window 24" x 40"
Millwork Package

Cabinets

(Subtotal, Tax, Freight, Misc.

SERVICE CHARGE FOR USE OF 900
(Subtotal, Tax, Freight, Misc.

SERVICE CHARGE FOR USE OF 900
(Subtotal, Tax, Freight, Misc.

SERVICE CHARGE FOR USE OF 900
(Subtotal, Tax, Freight, Misc.

SERVICE CHARGE FOR USE OF 900
(Subtotal, Tax, Freight, Misc.

SERVICE CHARGE FOR USE OF 900
(Subtotal, Tax, Freight, Misc.

Grand total

Customer

D

ACE001
ACE001
ACE001
ACE001
ACE001

DALO001
DALO001
DALO001
DALO001
DALO001
DALO001
DALO001

LOS001
LOS001
LOS001
LOS001
LOS001

KANOO1
KANOO1
KANOO1
KANOO1
KANOO1
KANOO1

DALO001
DALO001

GRE0O1
GRE001

LOS001
LOS001

SUN001
SUN001

TENOO1
TENOO1

Order
Amount

38055.
14100.
228.
4491.
56890.

13475.
346.
2860.
1626.
10879.
2110.
31348.

4519.
12515.
12757.

271.
30062.

1803.
1191.
813.
2175.
5275.
11259.

43.
43.

43.
43.

43.
43.

43.
43.

43.
43.

129776.

00
00

00
00

00
00

00
00

00
00

PAGE 1
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Blanket Orders?

Transaction Type Screen

aores JRISEY
Foms R

Commands Edit Modes Other Information Help

Xz 2@ @@ 7€ 0K | Abandon |
BatchID [ooao0z 3
Our Order Mo WHH} 5 Transaction Type =10
Loc D m Commands Edit Modes Other Help
Sold to: I A= | ® | @EE| ? @ ()8 I Abandaon I
Tranzaction Type
" Mew Order
" Shipped Order
" Change Order - —
E— = Werify Order I—ﬂ
Selm(fip — " Miscellaneous Credits -
SellesRigp 2 E— = Price Quote
Cust Level
Termsz Code
Tems Desc
Tems? .0 Daps MHet Diaps GL Penod |
Order Mo Taxable? L]
Ord Drate A Tax Group I E
lrwe M Date [0 MNesrrintinn

Blanket Orders are used to set up an order which will ship over aperiod of time. There are three types
of Blanket Orders you can use; Scheduled, On-Demand and Dollar amount. When you enter in the

Transactions Screen and choose Blanket Orders you will have four choicesto choose from.

1. New Blanket Order

2. Edit Blanket Order

3. Release Blanket Order
4. Credit Blanket Order

Blanket Orders Selection Screen

4, Blanket Order Detail _|EI|5|
<, Blanket Orders = =

| Commands Edit Modes Other [nformation Help

>z @ @B@a| ? e ok | &bandan |
Blanket Mo 00000014 4] LosID | ERE] =]
Blanket Type 4, Transaction Type =S
Cortract Date |09 Commands Edit Modes Otker Help

Seldta: I B = | ? & 0K || Abandon |

Tranzaction Type
= iHew Blanket Order
¢~ Edit Blanket Order
" Release Blanket

Sales Rep 1 — = Credit Blanket =
Sales Fep 2 I_
Cust Level I_ |
Terms Code I El_ Requested Ship Date | L
Termms Desc Type Lazt Releaze Date I L4
Termsk 0 Days Met Days
Order Mo [ Tawable? -
Ord Date I A Tax Group I E
| Description
| Company H 08/28/2000 |  Temminal TOOD avR

2.Blanket Orders are only available in versions 6.1x and higher.
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New Blanket Order

There are three types of Blanket Orders to choose from. Deciding on which type of orders you enter
will depend on the terms of the order. If your customer wants to set up an order that will occur based
off atime line you would select the Scheduled Blanket Orders. If there is no exact date that the
items are needed you would use On-Demand. On-Demand allows you to predefine the quantities and
price of anitem over aperiod of time. Thethird blanket order typeis Dollar Amount. Thisblanket is
a standing order to purchase any items up to afixed total amount.

Blanket Order Header Screen

4, Blanket Orders 1 ] B
Corunands Edit  Modes Other Information Help
Rz 2R @@ 2@ DK | Abandon |
Elanket Mo 00000004 4] LocID [MNOO01 4] MINHEAPOLIS WAREHDUSE
Blanket Type Scheduled | Cloze Date I I
Contract D ate: 07/21,/2000 Status New
Sold to: |AEEDD1 B Ship to: 000000[4)
ACE BUILDERS
1588 SE 315T STREET
PADUCAH KY  28655-7865 us [ Jal | E
Sales Rep 1 GFD &l Percert | 100.0 Ship Methad B
Sales Rep 2 4| Percent | 0 Ship Via
Cust Level ACEON ﬂ_
Termz Code 2PCT g Fiequested Ship Date I I
Termnz Desc 2/10.n/30 Type Heg Last Aelease Date I
Terms% 20 Das 10 MetDapys 30
Order Mo | Tawable? o
Ord Date I I Tax Group IMN E
Drescription Minnesota
Field Description
Blanket No Enter the Blanket Order Number you want to use for this order. If you have the
option for system generated blanket order numbers, set to Yes, the next available
blanket number defaults and thisfield is skipped.
Blanket Type Choosethetypeof blanket youwant to create. Thevalid typesare: Sfor Scheduled

Contract Date

LocID

Close Date

Satus

Sold to:

O for On-Demand, or D for Dollar Amount

Enter in the date the blanket with become active. The Workstation date will default
in, you can accept it or enter in anew date.

Enter in the Location ID that the order will be placed out of. Use the I nquiry
command, F2 or Esc W, to select the location or the M aintenance command, F6 or
Esc F, to create a new one.

Enter the date upon which the order is closed. This date is updated automatically
when the last scheduled shipment is made, when the expiration date is passed, or
when the total dollar amount of the blanket is exceeded.

The status of the order is new until the blanket is released.

Enter inthe ID for the Customer placing the order. Use the Inquiry command, F2 or
Esc W, to choose the customer or the M aintenance command, F6 or Esc F, to create
anew customer.
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New Blanket Order

Blanket Orders

4-108

Field

SalesRep 1

Percent

SalesRep 2

Percent

Cust Level

Terms Code

Order No

Ord Date

Ship to:

Ship Method

Ship Via

Requested Ship Date

Last Release Date

Taxable?

Tax Group

Description

The ID of the Sales Rep that typically sellsto tis customer is displayed from the
customer record. Press Enter to accept it, use the Inquiry command, F2 or Esc W,
to select adifferent salesrep, or use the Maintenace (F6) command to create a new
one.

Enter the percent that you want to base the sales rep’s commission on.

Enter the ID of the second Sales Rep receiving commission on the sale, if any. You
can use the Inquiry command, F2 or Esc W, to select the sales rep or the
M aintenance command, F6 or Esc F, to create a new rep.

Enter the percent that you want to base the sales rep’s commission on. The
combined totals for both salesreps 1 & 2 cannot exceed 100%

The Customer Level defaults from the Customer file. If interfaced to Inventory, use
the Inquiry command, F2 or Esc W, to select adifferent Cust Level or the
M aintenance command, F6 or Esc F, to create a new one.

The terms default in from the Customer file.You can accept the default terms, use
the Inquiry command, F2 or Esc W, to select different terms, or the Maintenance
command, F6 or Esc F, to create new ones.

Enter the purchase order number to associated with this Blanket Order or leave this
field blank.

If you enter and Order No, enter the purchase order date. If you did not enter an
Order No, thisfield is skipped.

Enter the customers ship to address number for this order or leave blank if shipping
to address setup in the customer file. Use the Inquiry (F2) key to select the Ship to
ID or use the Maintenance command, F6 or Esc F, to create a new one.

Enter the shipping method code for this order or you can leave thisfield blank. You
can use the I nquiry command, F2 or Esc W, to select the shipping method or the
M aintenance command, F6 or Esc F, to create anew one.

Enter the ship viainformation. If you entered a ship to ID or ship method the ship
viainformation is displayed.

Enter the date the Customer requested this order to be shipped. For Scheduled
Blankets, leave thisfield blank, as the scheduled date will be used as the requested
ship date.

The last date an order was rel eased based off this blanket order will default in here.
Thisfield is updated automatically when an order is released against this blanket.

Enter Yesif thisis ataxable order, or enter No if the order is non-taxable.

The tax group from the ship to ID or customer ID is displayed. You can accept the
tax group, use the I nquiry command, F2 or Esc W, to select adifferent tax group or
the M aintenance command, F6 or Esc F, to create anew one. The description of
the tax group is displayed below it.

Use the Proceed command, PgDn or Esc P, to continue to the detail entry screen.



Blanket Orders

New Blanket Order

1. Scheduled

The header screen of a Scheduled Blanket Order is consistent with the header screen of aregular
order. The differences show up in the Detail entry screen In the shipment date fields you choose the

projected Ship Date, the quantity to be shipped and the units of measure.

Append Line
4, Append Line M= B
LCommands Edit Modes Other ScrollCommeands  Infarmation  [nventory Lookups S0 Eommands  Help
e R @R 2 OK__|_Abandon |
I Enty D01
Item/Kit  |ITEM 'I Lac ID |MNDDD1 E Cust D ACEOD1 Blanket Ho 00000005
D 100 |al GLCode [ 3]
Desc Electical Package Sales Acct 401000 =l
Slz Cat F1 [a] Fieq Ship | L COGS Acct  |501000 A
Tax Class 03[a] .000 % FrcelD [EUILD 2] InvAcct 104400 Al
Unitz
Ordered | 0000 [FKG 2] Frice I 4228320 Ext Frice .00
witlLbs) | 755, 0000 RIG Mili11]
| Orders in Process from Elankets _0000 Mon-Blankets -3.0000 |
Ship Date Ship Quantity Units Ext it Ext Price Status
_
_
_
|
_
_
Shipment [ of 1
| Eriter = edit Lppend I [Hoty I Lire I [one I |
Field Description
Item/Kit If youareselling an IN item, select Item. If you are selling a kitted item, select
Kit.
LocID The location from the header screen is displayed Press Enter to accept it, use
the Inquiry command, F2 or Esc W, to select a different location or use the
M aintenance command, F6 or Esc F, to create a new one.
1D Select the item you are selling. Use the Inquiry command, F2 or Esc W, to
select the item or the M aintenance command, F6 or Esc F, to create a new
item.
Desc The description of the item is displayed.

Additional Description

SlsCat

Tax Class

Req Ship

PricelD

If you have the option to use additional descriptions set to yes, you can enter up
to 10 lines, 35 characters per line, of additional information for each line item.

The sales category for the item is displayed. If interfaced to Inventory you can
use the Inquiry command, F2 or Esc W, to select a different sales category or
the M aintenance command, F6 or Esc F, to create anew one.

Thetax class for theitem is displayed. Use the | nquiry command, F2 or Esc
W, to select adifferent tax class or the M aintenance command, F6 or Esc F, to
Create anew one.

Enter the date the customer request the order be shipped.

Theprice D for theitemisdisplayed. If interfaced to Inventory you can usethe
Inquiry command, F2 or Esc W, to select adifferent ID.

4-109



New Blanket Order Blanket Orders

4-110

Append Line
4, Append Line M= B
Commands Edit Modes Other ScrollCommeands  Information  [mventory Lookups S0 Cammands  Help
2tz @ @A e OK | abandan |
I Enty 001
ItemsKit || TEM 'l Loc 1D |MNDDD1 2] CustlD ACEOO1 Elanket Mo 00000005
D 100 JET) GL Code | a] _
Desc Electrical Package Sales Acct  |401000 |
Sls Cat [ ET ReqShip [77 COGS Acct (507000 al
Tax Class 03(a] .000 2 PrcelD |EUILD 3] v Acct |1 04400 A
Unitz
Ordered | .0oon | FRG 2] Frice I 4228320 Ext Price .00
‘wilLbs] | I Ext it 0000
| Orders in Process from Blankets -0000 Mon-Blankets -3.0000 |
Ship Date Ship Quantity Units Ext Wt Ext Price Status
Shipment [ of 1
| Erter = edit I Lppend I \Ejeliz) I Lirie: [one I |
Field Description
GL Code The GL Code determines the sales and cogs account. If interfaced to | nventory

and thisisan IN item, the sales and cogs account come from the item, otherwise
the GL Code setup on the defaults table (DFxxx) is displayed. Use the Inquiry
command, F2 or Esc W, to select adifferent GL Code or the Maintenance
command, F6 or Esc F, to create a new one.

Sales Acct Enter the number of the sales account to use for thislineitem. If you are
interfaced to Inventory and thisis an inventory item, the account displayed comes
from the inventory record. If you are not interfaced to Inventory or thisis anon-
inventory item, the account displayed comes from the GL Code. Press Enter to
accept the account or if you are interfaced to Genera Ledger, use the Inquiry
command, F2 or Esc W, to select adifferent account, or the M aintenance
command, F6 or Esc F, to create a new one.

COGS Acct Enter the number of the cost of goods sold account to use for thislineitem. If you
areinterfaced to Inventory and thisis an inventory item, the account displayed
comes from the inventory record. If you are not interfaced to Inventory or thisisa
non-inventory item, the account displayed comes from the GL Code. Press Enter
to accept the account or if you are interfaced to General Ledger, use the Inquiry
command, F2 or Esc W, to select adifferent account, or the M aintenance
command, F6 or Esc F, to create a new one.

Inv Acct Enter the number of the inventory account to use for thislineitem. If you are
interfaced to Inventory and thisis an inventory item, the account displayed comes
from the inventory record. If you are not interfaced to Inventory or thisis anon-
inventory item, the account displayed comes from the ARGL xxx table. Press
Enter to accept the account or if you are interfaced to General Ledger, use the
Inquiry command, F2 or Esc W, to select adifferent account, or the
M aintenance command, F6 or Esc F, to create anew one.



Blanket Orders

New Blanket Order

Field

Ordered

Units

Price

Wt(Lbs)

Ext Price

Ext Wt

Ordersin Process
from Blankets

Non-Blankets

Description

The ordered field is skipped. The ordered quantity is entered when you ship the
scheduled blanket.

Press Enter to accept the unit of measure displayed (if any) or use the Inquiry
command, F2 or Esc W, to select adifferent unit of measure or the M aintenance
command, F6 or Esc F, to create a new one.

Enter the unit price for the item. If you are interfaced to Inventory, the price
defaults in based on the Customer Level and Price ID fields. You can change the
price.

Enter the shipping weight of one unit of thisitem in the unit of measure you
entered.

The Extended Price is calculated when you enter the shipped quantity for this
scheduled blanket.

The Extended Weight is calculated when you enter the shipped quantity of this
scheduled blanket.

The quantity of thisitem for this customer, that are in new ordersin the
transaction files (SOT Dxxx and SOTHxxx) and were released thru blanket
orders.

The quantity of thisitem for this customer that are in new ordersin the transaction
files (SOTDxxx and SOTHxxx) and were NOT released through blanket orders.

Use the Proceed command, PgDn or Esc P, to save the entry.
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New Blanket Order Blanket Orders

Append Line
A, Append Line M= B3
Commands Edit Modes Other Scroll Commands  [nfermation [nventony Lookups S0 Commands Help
R K t= | By BmE 7@ 0K || Abandon |
I Entry 001
ItemdKit || TER 'l Loc 1D IMNDDD1 Al CustID  ACEOO1 Blanket Mo 00000005
[} 100 g GL Code g _
Desc Electical Package Sales Acct  [407000 al
Slz Cat |F"I gl Feq Ship |z’ / COGS Acct  |501000 =l
Tax Class I 024l .000 % PricelD IBUILD Al Inw Acct 104400 A
Units
Ordered | 0000 [PKG A Price I 4228320 Est Price .00
‘wit[Lbsz] THE.0000  Ext 'wt _Doon
| Orders in Process from Blankets -0000 Mon-Elankets -3.l]l]l]l]|
Ship Date Ship Quantity Units Ext 't Ext Price Status
=|
=
=
=
F|
=
Shipment [ 001 of 000 ]

| Enter = edit I Append I Ejelie] I Line I Done I |

After the item has been saved, enter the shipment dates and quantities for this scheduled blanket

order.

Command Description

Enter=edit Press Enter to edit the line the cursor is on.

Append Press A to add shipment dates and quantities for the line item.

Goto If there are more items than will fit on one screen, press G to select theitem you
want to move the cursor to.

Line Press L to return to theline item entry fields for thisitem.

Done Press D after you have added all the shipment dates and quantities for thisitem.
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New Blanket Order

Append Line
4, Append Line = =
Commands Edit Modes Other Seroll G I i Inventory Lookups 50 Conumands Help
%Xt§| |ﬂ ?@ (u] % IAhandnnI
I Entry 001
ItemdKit || TER 'l Loc 1D |MNDDD1 4] CustlD ACEODO1 Blanket Mo 00000009
[} 100 ET GL Code =] _
Desc Electical Package Sales Acct  [407000 =1
Slz Cat |F"I = Feq Ship | L COGS Acct  |507000 a
Taw Class &, Append Shipment Date =] =
Comumands Edit Modes Other Help
Ordered I | ol
2z R mE| 2@ OK__|_Abandon | _000n
FE——— Ship Date 02/01,/2000 D
[EEEINTIOCESE  Ship Quantity 1000000 : |
Ship Date gnit\j\; PKG sl o bz
st 5 -
=
Ext Price _00 - ﬂ
Status Pending ;
=
| | | | |
| | | | =
Shipment [ 001 of 000 ]
| Enter = edit I Append I Goto I Line I Done I |

Select the Append command to add scheduled shipments.

Field

Ship Date

Ship Quantity

Units

Ext Wt

Ext Price

Satus

Description

Enter the date you want the shipment to be made according to the blanket order.
Enter the quantity you want delivered in this shipment.

The default unit of measure is displayed.You can accept or if interfaced to
Inventory use the Inquiry command, F2 or Esc W, to change the units or the
M aintenance command, F6 or Esc F, to create a new unit of measure.

The Extended Weight is calculated base on the unit weight and the quantity
shipped.

The Extended Priceis caculated based on the unit price and the quantity
shipped.

The status of thisentry is displayed. The status is pending until the blanked it
released.

Use the Proceed command, PgDn or Esc P, to save the entry.
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Blanket Orders

Append Shipment Date

4, Append Line = =)
Commands Edit  Modes Other Seroll G I i Inventory Loolups 50 Conunands Help
%Xt§| |ﬂ ?@ (u] % IAhandnnI
I Entry 001
ItemdKit || TER i l Loc 1D |MNDDD1 4] CustlD ACEODO1 Blanket Mo 00000009
[} 100 =] GL Code =] _
Desc Electical Package Sales Acct  [407000 =1
Slz Cat |F"I = Feq Ship I /7 COGS Acct  |501000 =]
Tax Class 022l .00 % Price D IBUILD 2] Inv Acct 104400 A
Units
Ordered | |FEG [2] Frice I 4228320  Est Price 42283.20
‘wit[Lbsz] THE.0000 | Ext Wi 75800.0000
| Orders in Process from Blankets 110.0000 Mon-Elankets -0000 |
Ship Date Ship Quantity Units Ext 't Ext Price Status

[ |44 ] 4[> b |00

Shipment [ 001 of 001 ]

| Enter = edit I Append I Goto I

Line I Done I |

Press D for Done, once al the shipment dates and quantities have been added.

Blanket Orders Detail Screen

4, Blanket Orders M= E
Commands Edit Modes Other Secroll Commands  Information Help
2= | B2E mE| ?e k| Abandan |
Blanket Mo Scheduled LocID  MMOODO1
Sold to: ACEDO1 ACE BUILDERS Expire Date 07/21/2005
Ship ta: Contract Amt
Item Kt 1D Units Unit Price Ext Price
=l
Electrical Package ﬂ
|
El
F
=
Ente [ D01 of 001 ]
Pasted Tatal Freight+Misc Sales Tax Subtatal Released Tatal
oo ol ol mili} 0o
| Enter = ed\tl Append I Header Totals Wi I Ee)e] I Helease I MNext Trans I |

|Compary H | 0117/2001 | Teminal TOOD | OWR

The top part of the detail screen shows the Blanket Order Number, the Type of blanket
(Scheduled, On-Demand, or Dollar Amount), the L ocation I D for the items on the blanket, the

Sold to and Ship to information, the Expiration Date and Contract Amount.

The middle part of the screen showsthe I D, Quantity, Unit and Extended Pricesfor theitemsin the

blanket order.

The bottom part of the screen shows the Freight and Miscellaneous char ges, Sales Tax, Subtotal,

Released and Posted totals.
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New Blanket Order

Blanket Orders Detail Screen

4, Blanket Orders M= E
Commands Edit Modes Other Secroll Commands  Information Help
%Xt§| = &l ? & [k IAbananl
Blanket Mo Scheduled LocID  MMOODO1
Sold to: ACEDO1 ACE BUILDERS Expire Date 07/21/2005
Ship ta: Contract Amt
Units Unit Price Ext Price

Itern/Kit I

Electrical Package

(L

|14 |44 4

Ente [ D01 of 001 ]

Posted Total Freight+Misc Sales Tax Subtotal Relsased Total
.00 .00 .00 .00 .00
| Enter = edit I Append I Header Totals Wi I Ee)e] I Helease I MNext Trans I |
| |Compary H | 0117/2001 | Teminal TOOD | OWR
Command Description
Enter =edit Press Enter to edit the line the cursor is currently on.

Append
Header

Totals

View

Goto
Release

Next Trans

Press A to add items to this blanket order.
Press H to return to the header screen of this order.

Press T to view the Taxable, Non-Taxable, Freight, Miscellaneous, Sales Tax and grand
total for the order.You cannot change any of the totals on this screen. You can edit the
tax, freight and miscellaneous charges when the blanket is actually shipped.

Press V to view the information for the line the cursor is currently on. You cannot edit
anything with the view command.

Press G to select a specific line entry to move the cursor to.
Press R to ship this blanket order line entry.

Press N to exit this transaction and return to the Transaction Type screen.
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2. On-Demand
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4, Blanket Header Information M= B3

Commands Edit Modes Other Information Help

K =R DK | Abandon |

Blanket Mo 00000010 2] LocID |MNDDD1 4] MINNEAPOLIS WAREHOUSE
Blanket Type On-demand | Close Date I £ Expire Date ID?.-"2‘I /2005
Contract D ate 07/21/2000 Status New

Sold ta: |AEEDD1 B Ship to: I 000000] &)

ACE BUILDERS

1588 SE 315T STREET

PADUCAH KY  28655-7865 us | EN | ]ﬂ
Sales Rep 1 GFD &) Percert | 100.0 Ship Methad B
Sales Rep 2 4| Percent | 0 Ship Via
Cust Level ACEOD B
Terms Code FE Fequested Ship Date I.-".-"—
Terms Desc 2/10.n/30 Type Reg Last Release Date I I
Tems? 20 Das 10 MetDayz 30
Order Mo | Tarable? o

Ord Date I I Tax Group IMN ﬂ_

Drescription Minnesota

Field Description

Blanket No Enter the Blanket Order Number you want to use for this order. If you have the
option for system generated blanket order numbers, set to Yes, the next available
blanket number defaults and thisfield is skipped.

Blanket Type Choose the type of blanket you want to create. The valid types are:

Sfor Scheduled
O for On-Demand
D for Dollar Amount

Contract Date Enter in the date the blanket with become active. The Workstation date will default
in, you can accept it or enter in anew date.

LocID Enter in the Location ID that the order will be placed out of. Use the Inquiry
command, F2 or Esc W, to select the location or the M aintenance command, F6 or
Esc F, to create anew one.

Close Date Enter the date upon which the order is closed. This date is updated automatically
when the last scheduled shipment is made, when the expiration date is passed, or
when the total dollar amount of the blanket is exceeded.

Status The status of the order is new until the blanket is released.

Expire Date Enter the date on which the blanket order expires. No shipment can be made on tis
blanket order beyond the expiration date.

Sold to: Enter in the ID for the Customer placing the order. Use the I nquiry command, F2
or Esc W, to choose the customer or the M aintenance command, F6 or Esc F, to
create a new customer.

SalesRep 1 The ID of the Sales Rep that typically sellsto tis customer is displayed from the
customer record. Press Enter to accept it, use the | nquiry command, F2 or Esc W,
to select a different salesrep, or use the M aintenace (F6) command to create a new
one.

Percent Enter the percent that you want to base the sales rep’s commission on.

Sales Rep 2 Enter the ID of the second Sales Rep receiving commission on the sale, if any. You

can use the Inquiry command, F2 or Esc W, to select the salesrep or the
M aintenance command, F6 or Esc F, to create anew rep.



Blanket Orders

New Blanket Order

Field

Percent

Cust Level

Terms Code

Order No

Ord Date

Ship to:

Ship Method

Ship Via

Requested Ship Date

Last Release Date

Taxable?

Tax Group

Description

Enter the percent that you want to base the sales rep’s commission on. The
combined totals for both salesreps 1 & 2 cannot exceed 100%

The Customer Level defaults from the Customer file. If interfaced to Inventory, use
the Inquiry command, F2 or Esc W, to select adifferent Cust Level or the
M aintenance command, F6 or Esc F, to create anew one.

The terms default in from the Customer file.You can accept the default terms, use
the Inquiry command, F2 or Esc W, to select different terms, or the M aintenance
command, F6 or Esc F, to create new ones.

Enter the purchase order number to associated with this Blanket Order or leave this
field blank.

If you enter and Order No, enter the purchase order date. If you did not enter an
Order No, thisfield is skipped.

Enter the customers ship to address number for this order or leave blank if shipping
to address setup in the customer file. Use the Inquiry (F2) key to select the Ship to
ID or use the M aintenance command, F6 or Esc F, to create a new one.

Enter the shipping method code for this order or you can leave thisfield blank. You
can use the Inquiry command, F2 or Esc W, to select the shipping method or the
M aintenance command, F6 or Esc F, to create a new one.

Enter the ship viainformation. If you entered a ship to ID or ship method the ship
viainformation is displayed.

Enter the date the Customer requested this order to be shipped. For Scheduled
Blankets, leave thisfield blank, as the scheduled date will be used as the requested
ship date.

The last date an order was released based off this blanket order will default in here.
Thisfield is updated automatically when an order is released against this blanket.

Enter Yesif thisis ataxable order, or enter No if the order is non-taxable.

The tax group from the ship to ID or customer ID is displayed. You can accept the
tax group, use the Inquiry command, F2 or Esc W, to select adifferent tax group or
the M aintenance command, F6 or Esc F, to create a new one. The description of
the tax group is displayed below it.

Use the Proceed command, PgDn or Esc P, to continue to the detail entry screen.
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Append Line
Tam wr o= | o oo | oemoem | 4 2w = T
4, Append Line !E‘E
Commands Edit Modes Other Information [nventory Lockups 50 Comumands  Help
Az BR @En 7 0K | Abandon |
' Enty 001
hemt [TEM =] LociD  [WNODDT 8] CustD ACEOD1 Elanket No 00000010
D 100 a GLCode [ & _
Desc Electrical Package Sales Acct  |401000 i
Sls Cat [F &l ReaShip [ 77 COGS Acct (501000 ]
Tax Class [0za] 000 % PrcelD [EULD 8 Inwacet  [T08m q
Units
Ordered | 50.0000 | [FKG a Pice | 3805520 | Ext Price 19027.60
WwiLbs] 758.0000 | Eat Wt 37500.0000
| Orders in Process from Elankets 110.0000 Mor-Blankets -Doono |
Posted -Doono Ext Price ol
Fiemain 50.0000 Ext Price 19027 .60
| Felease | 0000 |PEG O] Extiwit 00 ExtPrice .00 |
| Enter = editl Append | Header | Totals | Wigw | Goto | Releaze Mest Trang |

Field Description

Item/Kiit If you areselling an IN item, select Item. If you are selling akitted item, select Kit.

LocID The location from the header screen is displayed Press Enter to accept it, use the
Inquiry command, F2 or Esc W, to select adifferent location or use the
M aintenance command, F6 or Esc F, to create a new one.

ID Select theitem you are selling. Use the Inquiry command, F2 or Esc W, to select
the item or the Maintenance command, F6 or Esc F, to create a new item.

Desc The description of the item is displayed.

Additional If you have the option to use additional descriptions set to yes, you can enter up to

Description 10 lines, 35 characters per line, of additional information for each line item.

SisCat The sales category for the item is displayed. If interfaced to Inventory you can use
the Inquiry command, F2 or Esc W, to select adifferent sales category or the
M aintenance command, F6 or Esc F, to create a new one.

Tax Class The tax class for theitem is displayed. Use the Inquiry command, F2 or Esc W, to
select adifferent tax class or the Maintenance command, F6 or Esc F, to create a
new one.

Req Ship Enter the date the customer request the order be shipped.

PricelD The price ID for theitem is displayed. If interfaced to Inventory you can use the
Inquiry command, F2 or Esc W, to select adifferent ID.

GL Code The GL Code determines the sales and cogs account. If interfaced to Inventory and
thisisan IN item, the sales and cogs account come from the item, otherwise the GL
Code setup on the defaults table (DFxxx) is displayed. Use the I nquiry command,
F2 or Esc W, to select adifferent GL Code or the M aintenance command, F6 or
Esc F, to create anew one.

Sales Acct Enter the number of the sales account to use for thisline item. If you are interfaced

4-118

to Inventory and thisis an inventory item, the account displayed comes from the
inventory record. If you are not interfaced to Inventory or thisis anon-inventory
item, the account displayed comes from the GL Code. Press Enter to accept the
account or if you areinterfaced to General L edger, usethe | nquiry command, F2 or
Esc W, to select a different account, or the Maintenance command, F6 or Esc F, to
create anew one.
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New Blanket Order

Field

COGS Acct

Inv Acct

Ordered

Units

Price

Wt(Lbs)

Ext Price
Ext Wt
Ordersin Process

from Blankets

Non-Blankets

Posted
Ext Price
Remain
Ext Price

Release

(Units)

Ext Wt

Ext Price

Description

Enter the number of the cost of goods sold account to use for thisline item. If you
areinterfaced to Inventory and thisis an inventory item, the account displayed
comes from the inventory record. If you are not interfaced to Inventory or thisisa
non-inventory item, the account displayed comes from the GL Code. Press Enter to
accept the account or if you are interfaced to Genera Ledger, use the Inquiry
command, F2 or Esc W, to select adifferent account, or the M aintenance
command, F6 or Esc F, to create a new one.

Enter the number of the inventory account to use for thislineitem. If you are
interfaced to Inventory and thisis an inventory item, the account displayed comes
from the inventory record. If you are not interfaced to Inventory or thisisanon-
inventory item, the account displayed comes from the ARGL xxx table. Press Enter
to accept the account or if you are interfaced to General Ledger, use the Inquiry
command, F2 or Esc W, to select adifferent account, or the Maintenance
command, F6 or Esc F, to create a new one.

The ordered field is skipped. The ordered quantity is entered when you ship the
scheduled blanket.

Press Enter to accept the unit of measure displayed (if any) or use the Inquiry
command, F2 or Esc W, to select adifferent unit of measure or the M aintenance
command, F6 or Esc F, to create a new one.

Enter the unit price for the item. If you are interfaced to Inventory, the price defaults
in based on the Customer Level and Price ID fields. You can change the price.

Enter the shipping weight of one unit of thisitem in the unit of measure you entered.

The Extended Priceis calculated when you enter the shipped quantity for this
scheduled blanket.

The Extended Weight is calculated when you enter the shipped quantity of this
scheduled blanket.

The quantity of thisitem for this customer, that are in new orders in the transaction
files (SOTDxxx and SOTHxxx) and were released thru blanket orders.

The quantity of thisitem for this customer that are in new ordersin the transaction
files (SOTDxxx and SOTHxxx) and were NOT released thru blanket orders.

The quantity posted from this blanket.

The Extended Price of the posted quantity.

The quantity that has not been shipped and posted for this blanket.
The Extended Price of the remaining quantity.

Enter the quantity you are releasing with this shipment. For New Blanket Orders
thisfield is skipped.

Enter the unit of measure you are shipping with this quantity. The default unit of
measure for thisitem is displayed. You can accept or change the units. If interfaced
to Inventory, usethe Inquiry command, F2 or Esc W, to change the unit of measure
or the M aintenance command, F6 or Esc F, to create a new unit of measure. For
New Blanket Ordersthisfield is skipped.

The Extended Weight of the released quantity is displayed.
The Extended Price of the released quantity is displayed.
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Blanket Orders Detail Screen

4, Blanket Orders M= E
Commands Edit Modes Other Secroll Commands  Information Help
2= | B2E mE| ?e k| Abandan |
Blanket Mo 10 On-d d LocID  MMOODO1
Sold to: ACEDO1 ACE BUILDERS Expire Date 07/21/2005
Ship ta: Contract Amt
Item Kt 1D Units Unit Price Ext Price
Description
if | =|
Electrical Package 50.0000 ﬂ
.ooog ﬂ
El
F
=
Ente [ D01 of 001 ]
Pasted Tatal Freight+Misc Sales Tax Subtatal Released Tatal
oo ol ol mili} 0o
| Enter=ed\t| Append I Header Totals Wi I Ee)e] I Helease I MNext TransI |

|Compary H | 0117/2001 | Teminal TOOD | OWR

The top part of the detail screen showsthe Blanket Order Number, the Type of blanket
(Scheduled, On-Demand, or Dollar Amount), the L ocation I D for the items on the blanket, the
Sold to and Ship to information and the Expiration Date and Contract Amount.

The middle part of the screen showsthe I D, Quantity, Unit and Extended Pricesfor theitemsin the

blanket order.

The bottom part of the screen shows the Freight and Miscellaneous char ges, Sales Tax, Subtotal,

Released and Posted totals.

Command Description

Enter =edit Press Enter to edit the line the cursor is currently on.

Append Press A to add items to this blanket order.

Header PressH to return to the header screen of this order.

Totals Press T to view the Taxable, Non-Taxable, Freight, Miscellaneous, Sales Tax and
grand total for the order.

View Press V to view the information for the line the cursor is currently on. You cannot edit
anything with the view command.

Goto Press G to select a specific line entry to move the cursor to.

Release Press R to ship this blanket order line entry.

Next Trans Press N to exit this transaction and return to the Transaction Type screen.
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3. Dollar Amount

4, Blanket Header Information M= B3
Commands Edit Modes Other Information Help

x| BE @al ?e 0K | Abandon |
Blanket Mo 000001 2] LocID |MNDDD1 4] MINNEAPOLIS WAREHOUSE
Drollar amt

Blanket Type | Close Date I £ Expire Date ID?.-"2‘I /2005
Contract D ate 07/21/2000 Status New Contract Amt I 1000000.00
Sold to: IAEE oo B Ship to: I 000000] &)
ACE BUILDERS
1588 SE 315T STREET
PADUCAH KY  28655-7865 us | EN E
Sales Rep 1 GFO &l Percert | 100.0 Ship Methad B
Sales Rep 2 4| Percent | 0 Ship Via
Cust Level ACEOD B
Tems Code 2PCT 5 Fequested Ship Date I I
Terms Desc 2/10.n/30 Type Reg Last Release Date I I
Tems? 20 Das 10 MetDayz 30
Order Mo | Tarable? o
Ord Date I I Tax Group IMN |
Drescription Minnesota
Field Description
Blanket No Enter the Blanket Order Number you want to use for this order. If you have the

option for system generated blanket order numbers, set to Yes, the next available
blanket number defaults and thisfield is skipped.
Blanket Type Choose the type of blanket you want to create. The valid types are:
Sfor Scheduled
O for On-Demand
D for Dollar Amount

Contract Date Enter in the date the blanket with become active. The Workstation date will default
in, you can accept it or enter in anew date.

LocID Enter in the Location ID that the order will be placed out of. Use the Inquiry
command, F2 or Esc W, to select the location or the M aintenance command, F6 or
Esc F, to create a new one.

Close Date Enter the date upon which the order is closed. This date is updated automatically
when the last scheduled shipment is made, when the expiration date is passed, or
when the total dollar amount of the blanket is exceeded.

Status The status of the order is new until the blanket is rel eased.

Expire Date Enter the date on which the blanket order expires. No shipment can be made on tis
blanket order beyond the expiration date.

Contract Amount Enter the total dollar amount for this blanket order. The blanket is valid until this
total dollar amount is met. The amount entered includes tax, freight and
miscellaneous charges.

Sold to: Enter inthe I D for the Customer placing the order. Usethe Inquiry command, F2 or
Esc W, to choose the customer or the M aintenance command, F6 or Esc F, to
Ccreate a new customer.

SalesRep 1 The ID of the Sales Rep that typically sellsto tis customer is displayed from the
customer record. Press Enter to accept it, use the Inquiry command, F2 or Esc W,
to select adifferent sales rep, or use the Maintenace (F6) command to create a new
one.

Percent Enter the percent that you want to base the sales rep’s commission on.
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Field

SalesRep 2

Percent

Cust Level

Terms Code

Order No

Ord Date

Ship to:

Ship Method

Ship Via

Requested Ship
Date

Last Release Date

Taxable?

Tax Group

Description

Enter the ID of the second Sales Rep receiving commission on the sale, if any. You
can use the Inquiry command, F2 or Esc W, to select the salesrep or the
M aintenance command, F6 or Esc F, to create a new rep.

Enter the percent that you want to base the sales rep’s commission on. The combined
totals for both salesreps 1 & 2 cannot exceed 100%

The Customer Level defaults from the Customer file. If interfaced to Inventory, use
the Inquiry command, F2 or Esc W, to select adifferent Cust Level or the
M aintenance command, F6 or Esc F, to create a new one.

The terms default in from the Customer file.You can accept the default terms, usethe
Inquiry command, F2 or Esc W, to select different terms, or the Maintenance
command, F6 or Esc F, to create new ones.

Enter the purchase order number to associated with this Blanket Order or leave this
field blank.

If you enter and Order No, enter the purchase order date. If you did not enter an
Order No, thisfield is skipped.

Enter the customers ship to address number for this order or leave blank if shipping
to address setup in the customer file. Use the Inquiry (F2) key to select the Ship to
ID or use the M aintenance command, F6 or Esc F, to create a new one.

Enter the shipping method code for this order or you can leave thisfield blank. You
can use the I nquiry command, F2 or Esc W, to select the shipping method or the
M aintenance command, F6 or Esc F, to create a new one.

Enter the ship viainformation. If you entered a ship to ID or ship method the ship
viainformation is displayed.

Enter the date the Customer requested this order to be shipped. For Scheduled
Blankets, leave thisfield blank, as the scheduled date will be used as the requested
ship date.

The last date an order was rel eased based off this blanket order will default in here.
Thisfield is updated automatically when an order is released against this blanket.

Enter Yesif thisis ataxable order, or enter No if the order is non-taxable.

The tax group from the ship to ID or customer ID isdisplayed. You can accept the
tax group, use the Inquiry command, F2 or Esc W, to select a different tax group or
the M aintenance command, F6 or Esc F, to create anew one. The description of the
tax group is displayed below it.

Use the Proceed command, PgDn or Esc P, to save the blanket order.

Note I

You do not enter line items for a Dollar Amount order until you release the blanket order.




Edit Blanket Orders

Select the Edit Blanket Order s option to correct orders before you rel ease them to the Open Order
files. If you have already released an order, use the Change Order function to correct it.

4, Blanket Order Detail =10 x|
4, Blanket Orders alglil

Comumands Edit Modes Other Infoomation  Help
2¥iE e aa
Elankst Mo [ a LoclD [

? @ 0K | Abandon |

Blanket Type i, Transaction Type =10 =]
Contract Date C. Edit Modes Other Help

st [ 2 X | B@ | @o

Tranzaction Type

" Mew Blanket Ord,

? & OK | #bandon |

m

" Release Blanket
Selles Fem | I_ " Credit Blanket
Sales Fep 2 I_
Cust Level I_
Terms Code I gl_ Requested Ship Date | L
Terms Desc Type Lazt Releaze Date I L4
Termsk 0 Days Met Days
Order No [ Tawable? I
Ord Date I A Tax Group I E
Description

| [Company H [09/11/2000 | Terminal TOOO | OWR
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Edit Blanket Order Header Screen

Blanket Orders =l=1 =
£ hange Blanket Order == =
Commands Edit Modes Other [nformation Help

0K | Abandon |

Rtz 2@ @o

| 2 &

Blanket Mo 00000003 %] LocID kM 0007 2] MINMEAPOLIS WAREHOUSE
Blanket Type Seheduled | Cloge Date A4

Contract Date 02/01/2000 Statug New

Sold b ACEDDT = Ship ta: [ £

ACE BUILDERS

1588 S5E 315T STREET

FPADUCAH KY  28655-7865 us ER [ &l
Sales Rep 1 GFD [3] Percent | 100.0 Ship Method
Sales Rep 2 2] Percent I 1] Ship Yia
Cust Level ACEDOT ]
Terms Code 2PCT Q Requested Ship Date | A

Terms Desc 2/10.n/30 Twpe HReg Last Releaze Date I G

Termsi 20 Day= 10 Met Days 30

Order Mo [ Tawable? il

Ord Date I A Tax Group IMN E

Drescription Minnesota

|Compary H | 09/11/2000 | Teminal TOOD | 0WR

You can change any field on the header screen except the Blanket Number, Blanket Type and Sold

to information.

Change Blanket Order Detail Screen

4, Change Blanket Order [_ =]

Commands Edit  Modes Other

Scroll Commands

Infarmation  Help

X ﬂ@| ? & [k IAbananl
Blanket Mo 7 Scheduled LocID  MMOODO1
Sold to: ACEDO1 ACE BUILDERS Expire Date 07/21/2005
Ship ta: Contract Amt
Itern/Kit I Units Unit Price Ext FPrice
Description
=|
Plumbing Package =
Al
-
E
=
Ente [ D01 of 001 ]
Pasted Tatal Freight+Misc Sales Tax Subtatal Released Tatal
oo ol ol mili} 0o
| Enter = ed\tl Append I Header Totals Wi I Ee)e] I Helease I MNext Trans I |

|Compary H | 0116/2001 | Teminal TOOD | OWR

You can add, delete or change any of the information on the detail screen.



Release Blanket Orders

Blanket Orders Transaction Type Menu

hannoe Blapket Oide _I=il=

&, Change Blanket Order = =]
LCommands Edit Modes Other  Information  Help

PXrE R BE| ?e Ok | Abandan |

Blanket Mo 2] LoclD | ] 2] MINNEAFOLIS WAREHOUSE

——— —
Bl b= &, Transaction Type M= B
Cos DRl Al Commands Edit Modes Other Help

Soldta: | A==

Tranzaction Type
= Mew Blanket Order
" Edit Blanket Order
o =t

? & o (e |

|

Sales Rep 1
Sales Fep 2 —
Cust Level
Terms Code Al Requested Ship Date | L
Terms Desc Type Lazt Releaze Date L4
Termsk 0 Days Met Days
Order No [ Tarables —
Ord Date I L Tax Group I §
Drescription

[Company H | 011772000 | Terminal TOOO | OWR

Use the Release Blanket Order function to copy orders from the blanket order files (SOBDxxx,
SOBHxxx, SOBK xxx, SOBL xxx, SOBSxxx) to the transaction files (SOTDxxx, SOTHXxXx,
SODEXxx, SOK Txxx, SOL Sxxx). The orders are copied over as new orders. Once the blanket
orders are copied to the transaction files, you treat them the same as aregular order.
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1. Scheduled
Scheduled Blankets are released based on the shipment dates entered when the order was setup.

To release a scheduled blanket perform the following:
1. Select the Blanket Order you want to release.

Release Blanket Order

hanne Blanke i
4, Releaze Blanket N =] E3
Commands Edit Modes Other Information Help
A KiE BR @ma| e Ok |_Abandon |
Blanket No [f0000005 J=j LocID [MNOOOT  [=] MINNEAPOLIS WAREHDUSE
Blanket Type Scheduled | Clozse Date I A
Contract D ate [m— Status New
Sold to: [ACEOOT 2] Ship to: I E
ACE BUILDERS
1588 SE 315T STREET
PADUCAH KY 28655-7865 us ER [ &l
Sales Rep 1 GPD [a] Percent | 100.0 Ship Methad al
Sales Rep 2 2] Percent I ] Ship Via
Cust Level ACEDDT £
Tems Code Fg Requested Ship Date IH—
Tems Desc 2/10.n/30 Tvpe Reg Last Release Date I A
Temsx 2.0 Dapsz 10 Met Days 30
Order Ma | Taxable? Il
Ord Date IH— Tax Group IMN—E
Description Minnesota

| | Compary H [01/17/2001 | Terminal TOOO [aVR

You can change all fields on the header of the order, except for the customer to whom you are selling
theitems.

2. Usethe Proceed command, PgDn or Esc P, to continue to the detail entry screen.

Note I

You now can enter in the Close Date. Once you enter in the date it will give verification that
Blanket Order will be closed. If you enter a close date once this blanket is released you will not be

ableto release any future items for this blanket.
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Release Blanket Screen

4, Release Blanket == =]
Command:  Edit Modes Other  Scroll Commands  Information Help
2= | B2E mE| ?e k| Abandan |
Blanket No [ gy e O
& X
Sl plikNticleaselBlank ot . =100 50 2008
. LCommands  Edit Modes Other Information  Help
Ship ta: .
= | B ?
e 2 XIE | RB (@@ ?e [ ==
Description
Release shipments scheduled on or before IDB/‘I 5/2000 =|
Electical Pac =
Batch 1D 00000z ET| Al
Order Murnber 00000071 =
Order Date 02/15/2000
GL Period ]
-
I
T T T T =|
Ente [ D01 of 001 ]
Pasted Tatal Freight+Misc Sales Tax Subtatal Released Tatal
oo ol ol mili} 0o
| Enter=ed\t| Append I Header Totals Wi I Ee)e] I Beleaze I MNext TransI |

| |Eompary H | 0117/2001 | Teminal TOOD | N5

3. Onthe Detail screen press R for Release to display the Release Blanket screen.

4. Enter information for the following fields.

Field Description

Release shipments scheduled Linesin this blanket with unrel eased scheduled shipments on or before
on or before the date you enter will be released. The workstation date is displayed by
default. You can accept or change the date displayed.

When the blanket order is released, anew order is created in the Open
Order files.

Batch ID If you are using transaction batching, the batch ID from the Defaults
table (DFxxx) is displayed. You can use the Inquiry command, F2 or
Esc W, to select adifferent batch ID or the Maintenance command, F6
or Esc F, to create anew one. If you are not using transaction batching,
thisfield is skipped.

Order Number If you are using system generated order numbers, thisfield is skipped
and the next order number available is displayed. If you are not using
system generated order numbers, enter the order number to use for this

transaction.

Order Date Enter the date for the order. The workstation date is displayed by
default. You can accept the date or change it.

GL Period Press Enter to accept the GL Period displayed, or enter adifferent
period.

5. Usethe Proceed command, PgDn or Esc P, to release the order.
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2. On-Demand

On-Demand blankets orders are released based on the quantity you enter to release with the Edit line
function.

To release an on demand blanket perform the following:

1. Select the Blanket Order you want to release.

Release Blanket Order

Belease Blanke i
4, Releaze Blanket N =] E3
LCommand: Edit Modes Other |nformation  Help

2XiE =@ ma?e OK__|_abandon |
Blanket Mo 00000010 2] LacID IMNDDD1 3] MINNEAPOLIS WAREHOUSE
Blanket Type On-demand | Clozse Date I A Expire Date IU?/E'I S2005
Contract Date 07./21/2000 Status New
Sold tor ACEDOT 2] Ship to: I E
ACE BUILDERS
1588 S5E 315T STREET
PADUCAH KY 28655-7865 us EN [ &l
Sales Rep 1 GPD [a] Percent | 100.0 Ship Methad al
Sales Rep 2 2] Percent I ] Ship Via
Cust Level ACEDDT £
Terms Code 2PCT g FRequested Ship Date I A
Tems Desc 2/10.n/30 Tvpe Reg Last Release Date I A
Temsx 2.0 Dapsz 10 Met Days 30
Order Ma | Taxable? Il
Ord Date I LA Tax Group IMN g
Description Minnesota

| | Compary H [01/17/2001 | Terminal TOOO | INS

You can change all fields on the header of the order, except for the customer to whom you are selling
theitems.

2. Usethe Proceed command, PgDn or Esc P, to continue to the detail entry screen.

Note I

You now can enter in the Close Date. Once you enter in the date it will give verification that
Blanket Order will be closed. If you enter a close date once this blanket is released you will not be

ableto release any future items for this blanket.

4-128



Blanket Orders

Release Blanket Orders

3. Press Enter to edit the lineitem you wish to release.

Edit Line
... Release Blanket = =1=]
Commands Edit Modes Other Secroll Commands  Information Help
A s b= | D oo | emmomm | A 2w i = |
4, Edit Line [ [T x]
Commands Edit Modes Other Information [rvenien Lookups S0 Commands Help
2z | Bm | Em| ?e 0K | Abandon |
Entry 0O
Item/Kit |/ TEF 'I Loc 1D IMNDDD1 =] CustlD ACEOO1 Blanket Mo 00000010
D 100 =7 GL Code 1]
Desc Electrical Package Sales Acct 407000 A
Sls Cat [F1 al FeqShip [/ _ COGS Acet |501000 aj
Tax Class I 034l 000 % PriceID IBU\LD &l Inv Acct 104400 A4
Units
Ordered | 50.0000  [PKG 2] Price [ 380.5520 | Ext Price 19027 60
wiLbs] 7hE.0000 | Ext Wt 379000000
| Orders in Process from Blankets 100.0000 Mon-Blankets -3.0000 |
Posted -0000 Ext Price .00
Femain 50.0000 Ext Price 1902760
| Releasze | 25.0000 |PKG a] Extwit 00 Ext Price millj ||
| Enter = edit I Append I Header I Totals I Wi Ee)e] I Beleaze I MNext Trans I |

|Eompary H | 0117/2001 | Teminal TOOD | N5

4. Enter the quantity you are shipping for thisitem in the Releasefield. You can also select the unit

of measure you are shipping.

5. Usethe Proceed command, PgDn or Esc P, to save the entry and return to the Detail screen.

6. Once you have entered the rel eased quantity for each line item you are shipping, select R for

Release.
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7. Enter information in the following fields.

Release Blanket Screen

... Release Blanket = =1=]
Commands Edit Modes Other Secroll Commands  Information Help
2Kz | 2o | @mal ?e i [l
Blanket Mo [y - = - O
a X
Sl plikNticleaselBlank ot . =100 50 2008
. LCommands  Edit Modes Other Information  Help
Ship ta: .
= | B ?
e 2 XIE | RB (@@ ?e [ ==
Description
il =|
Electrical Pac Batch 1D 00000z q] ﬂ
Order Murnber 00000012 ﬂ
Order Date 02/15/2000
GL Period El
El
=
T T T T 5
Enty [ 001 of 001
Pasted Tatal Freight+Misc Sales Tax Subtatal Released Tatal
oo ol ol 951380 951380
| Enter=ed\t| Append I Header Totals Wi I Ee)e] I Beleaze I MNext TransI |
| |Eompary H | 0117/2001 | Teminal TOOD | N5

Field

Batch ID

Order Number

Order Date

GL Period

Description

If you are using transaction batching, the batch ID from the Defaults table
(DFxxx) isdisplayed. You can use the Inquiry command, F2 or Esc W, to select
adifferent batch ID or the Maintenance command, F6 or Esc F, to create a new
one. If you are not using transaction batching, thisfield is skipped.

If you are using system generated order numbers, thisfield is skipped and the next
order number available is displayed. If you are not using system generated order
numbers, enter the order number to use for this transaction.

Enter the date for the order. The workstation date is displayed by default. You can
accept the date or change it.

Press Enter to accept the GL Period displayed, or enter a different period.

8. Usethe Proceed command, PgDn or Esc P, to release the order.
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3. Dollar Amount

When you release a Dollar Amount blanket order, you must enter the items and quantity for what you
want to ship to the customer.

To release an on demand blanket perform the following:

1. Select the Blanket Order you want to release.

Release Blanket Order

Belease Blanke i
4, Releaze Blanket N =] E3
LCommand: Edit Modes Other |nformation  Help

2XiE =@ ma?e OK__|_abandon |
Blanket Mo 00000011 2] LacID |MNDDD1 3] MINNEAPOLIS WAREHOUSE
Blanket Type Dollar amt | Clozse Date I A Expire Date IU?/E'I S2005
Contract Date 07 21,2000 Status New Contract Amt I 1000000.00
Sold tor ACEDOT 2] Ship to: I E
ACE BUILDERS
1588 S5E 315T STREET
PADUCAH KY 28655-7865 us EN [ &l
Sales Rep 1 GPD [a] Percent | 100.0 Ship Methad al
Sales Rep 2 2] Percent I ] Ship Via
Cust Level ACEDDT £
Terms Code 2PCT g FRequested Ship Date I A
Tems Desc 2/10.n/30 Tvpe Reg Last Release Date I A
Temsx 2.0 Dapsz 10 Met Days 30
Order Ma | Taxable? Il
Ord Date I LA Tax Group IMN g
Description Minnesota

| | Compary H [01/17/2001 | Terminal TOOO | INS

You can change all fields on the header of the order, except for the customer to whom you are selling
theitems.

2. Usethe Proceed command, PgDn or Esc P, to continue to the detail entry screen.

Note I

You now can enter in the Close Date. Once you enter in the date it will give verification that
Blanket Order will be closed. If you enter a close date once this blanket is released you will not be

ableto release any future items for this blanket.

4-131



Release Blanket Orders

Blanket Orders

Blanket Order Detail Screen

&, Releasze Blanket M= E
Commands Edit Modes Other Secroll Commands  Information Help
2= | B2E mE| ?e k| Abandan |
Blanket Mo 00000011 Dollar amt Loc ID MNODO1
Sold to: ACEDO1 ACE BUILDERS Expire Date 07/21/2005
Ship ta: Contract Amt 100000000
Item Kt 1D Units Unit Price Ext Price
Diescripti
=
2
Al
-
E
=

Ente [ D01 of 000

Pasted Tatal Freight+Misc Sales Tax Subtatal Released Tatal
oo ol ol mili} 0o
| Enter = edit I Append I Header Totals Wi I Ee)e] I Beleaze I MNext Trans I |

|Eompary H | 0117/2001 | Teminal TOOD | N5

3. Press A for Append to add the line items you wish to release.

Append Line
... Release Blanket = =1
Commands Edit Modes Other Secroll Commands  Information Help
A s b= | D oo | emmomm | A 2w i = |
Commands Edit Modes Other Information [rvenien Lookups S0 Commands Help
2tz | Bm | BE| e 0K | Abandon |
[ _ Enty 001
Item/Kit  JITEM 'I Loc D IMNDDD1 al Cust 1D ACEOO1 Blinket Mo 00000011
D 150 3 GL Cods 3j
Desc Plumbing Package Sales Acct 407000 1
Gl Cat [F1_al FeqShip [/ _ COGSAcct [501000 al
Tax Class I 034l 000 % PriceID IBU\LD al InvAcct 104400 4
Units
Ordered | 10,0000 |F‘KG 4] Price [ 1300.0000 | Est Price 1300000
WitLbs] Ent it 92150000
| Orders in Process from Blankets -0000 Mon-Blankets -0000 |
| Posted -0000 PKG Ext Price .00 |
Posted Tatal Freight+hisc Sales Tax Subtatal Releazed Tatal
.00 .00 .00 13000.00 13000.00
| Enter=ed\t| Append I Header Totals Wi I Ee)e] I Beleaze I MNext TransI |
| |Compary H | 0117/2001 | Teminal TOOD | OWR
4. Enter the item and quantity you are shipping. Enter the information asif this were a new or
shipped order.
5. Usethe Proceed command, PgDn or Esc P, to save the entry.
6. Onceall the items have been selected, use the Exit command, F7 or Esc M, to return to the

Detail screen.
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7. Onthe Detail screen, select R for Release.
8. Enter information in the following fields.

Release Blanket Screen

4, Release Blanket == =]
Command:  Edit Modes Other  Scroll Commands  Information Help
%Xt§| = &l ? & [k IAbananl
Blanket Mo [
Sold to: £ = = [7421/2005
S by . LCommands  Edit Modes Other Information  Help 100000000
= | B ?
e 2 XIE | RB (@@ ?e [ ==
Description
=
Plurbing Pac =
Batch 1D 00000z al Al
Order Murnber 00000014 =
Order Date 02/15/2000
GL Period ]
-
3
T T T T =|
Ente [ D01 of 001 ]
Pasted Tatal Freight+Misc Sales Tax Subtatal Released Tatal
oo ol ol 13000.00 13000.00
| Enter = ed\tl Append I Header Totals Wi I Ee)e] I Beleaze I MNext Trans I |
| |Compary H | 0117/2001 | Teminal TOOD | OWR
Field Description
Batch ID If you are using transaction batching, the batch ID from the Defaults table (DFxxx) is

displayed. You can use the Inquiry command, F2 or Esc W, to select adifferent batch ID
or the Maintenance command, F6 Or Esc F, to create anew one. If you are not using
transaction batching, thisfield is skipped.

Order Number If you are using system generated order numbers, thisfield is skipped and the next order
number availableis displayed. If you are not using system generated order numbers, enter
the order number to use for this transaction.

Order Date Enter the date for the order. The workstation date is displayed by default. You can accept
the date or changeit.

GL Period Press Enter to accept the GL Period displayed, or enter a different period.

9. Usethe Proceed command, PgDn or Esc P, to release the order.
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Release Scheduled Blankets

You can also use the Release Scheduled Blankets function on the Daily Work menu, to copy orders
in the Scheduled Blankets file to the Open Order file as they need to be released. The orders are
copied as new orders and are treated like any other transaction.You must verify the order to indicate

the quantities shipped to the customer.
Release Blanket Orders Selection Screen
4, Release Scheduled Blankets M= E
Commandz Edit Modes Other Help
¥ RR @R ?e 0K | Abandon |
Fielease blanket arders with shipments scheduled an or befare |1 0/06./2000
Batch ID 000007 3]
First Order Mumber 000000t
Order Date 10/06/2000
GL Period [0

Company H | 01/24/2001 | Terminal TOO0D | OWF

Field

Release Blanket orders
with shipments
scheduled on or before:

Batch ID

First Order Number

Order Date

GL Period

Description

Linesin the blanket orders with unrel eased scheduled shipments on or before the
date you enter will be released. The workstation date is displayed by default. You
can accept or change the date displayed.

If you are using transaction batching, the batch ID from the Defaults table
(DFxxx) isdisplayed. You can usethe | nquiry command, F2 or Esc W, to select a
different batch ID or the M aintenance command, F6 or Esc F, to create a new
one. If you are not using transaction batching, this fields skipped.

If you are using system generated order numbers, thisfield is skipped and the next
order number availableis displayed. If you are not using system generated order
numbers, enter the order number to use for this transaction.

Enter the date for the order. The workstation date is displayed by default. You can
accept or change the date.

Press Enter to accept the GL Period displayed, or enter a different period.

Use the Proceed command, PgDn or Esc P, to released the scheduled blankets.
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Before copying Blanket Orders, make sure that you have printed the Scheduled Blanket Report and
have backed up your datafiles.

If you have amultiuser system and are using the batch processing feature, make sure that no one else
isusing the Transaction functions for the batch number you are using in the Rel ease Scheduled
Blankets function. If you are on a multiuser system and you are not using the batch processing
function, make sure that no one else is entering transactions or using the Blanket Orders functions.

After the orders are copied, the system produces a log that shows the detailed information about the
order that have been created.

Released Scheduled Blankets report

10/06/2000 Builders Supply PAGE 1
Release Scheduled Blanket Orders
Schedule Date 10/16/2000
Batch ID 000001
From To Customer Order
Blkt No Ord No Entry Description D Amount
00000004 00000040 001 Electrical Package ACE001 4200.00
00000004 00000040 (Subtotal, Tax, Freight, Misc.) ACE001 4200.00
00000006 00000041 001 Heating/Cooling Package SUNO001 2601.32
00000006 00000041 001 Heating/Cooling Package SUN001 5202.64
00000006 00000041 (Subtotal, Tax, Freight, Misc.) SUNO001 7803.96
2 lines copied. Grand total 7803.96
End of Report
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Use the Credit Blanket Order function to apply a credit memo against a posted released blanket order.

Blanket Order Transaction Type Screen

pket Oider Deta B 1 3
&, Blanket Header Information = )=
LCommands Edit Modes Other  Information  Help
Xz 2R @@ ?e OK__ | Abandon |
Elankst Ma a LaciD [MnEaET =]
——— . _ —
Bl b= &, Transaction Type M= B
Cos DRl Al Commands Edit Modes Other Help
sadte:. [ v @ EE| 7€ TS [l |
Tranzaction Type _
= Mew Blanket Order _
i Edit Blanket Order —
B al
Sales Rep 1
Sales Fep 2
Cust Level
Terms Code Al Requested Ship Date | L
Terms Desc Type Lazt Releaze Date I L4
Termsk 0 Days Met Days
Order No [ Tarables — _
Ord Date I /7 Tax Group I =]
Drescription

[Company H |01/16/2000 | Terminal TOOD | OWR
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1. Scheduled

When you are crediting a scheduled blanket you must add in the quantity to credit just like you added
scheduled quantities to release.

To Credit a Scheduled Blanket order perform the following:

1. Select the order you want to credit and enter to the detail screen of the order.

Credit Blanket Order Detail Screen

5, Credit Blankets [_ =]
Commands  Edif Modes Other Scroll Commands  Information  Help
2XE | Rn maEl| ?e 0K | Abandsn |
Blanket Mo 00000030 Scheduled LacID  MNOODO1
Sold o ACEDDT ACE BUILDERS Expire Date 0743172005
Ship ta: Contract Amt
Itern/Kit 1D Units Unit Price Ext Price
Description
: i =|
Plurnbing Package él
=l
=
|
=
Entry [ D01 of 001 ]
Posted Total Freight+hisc Sales Tax Subtotal Releazed Total
0o oili] oili] mili} N}
| Enter = ed\tl Append I Header Totals Wiew I | Eje)ie) I Beleaze I Next Trans I |

|Compary H [01/16/2001 | Terminal TOOO [aVR

2. Press Enter to edit the line you want to credit.

Append Shipment Date

4, Edit Line

8 [ B3

LCommands Edit Modes Other Scroll Commands  Infarmation  Inventory Lookups S0 Commands  Help

EXAT0E BE| 2@ 0f_ | Abandon |
' Eniry 001
ItemKit |/ TER 'I Loc D |MNDDD1 2 CustlD ACEDO1 Blanket Mo 00000030
1D 150 al GL Code al
Desc Plumbing Fackage Sales Acct 407000 =
Slz Cat IF'1 =l Fieq Ship I A4 COGS Acct  [S07000 =
Taw Class 4, Append Shipment Date M= B3 el
LCommand: Edit Modes Other Help
Ordered I £ 30000.00
2xrrE e @E 2@ 0K | Abandon | | 184300000
X Ship Date |1 0/16/2000
Orders in Process e Bty I—ZD.DDDD _0ooo |
Ship Date Ui [P al
Ext '/t -0000 g
Ext Price .00 3I
Status Pending iI
=
| | | | |
| | | | =
Shipment[ 001 of 001 ]
| Enter = edit I Append I [Hoty I Line I Dione I |

3. Press A to add the shipment date, quantity and units.

4. Usethe Proceed command, PgDn or Esc P, to save the entry.

5. After you have entered al the credits, use the Exit command, F7 or Esc M, to return to the

detail screen.
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Credit Blanket Order

i, Credit Blankets = =1
Commands Edit Modes Other Secroll Commands  Information Help
R ¥rs & ? & k| Abandan |
Blanket No [ gy - S S
5 X
Sl SMCeditfilank ot . =100 0 2008
. LCommands  Edit Modes Other Information  Help
Ship ta: .
= | B ?
e 2 XIE | RB (@@ ?e [ ==
Description
Release shipments scheduled on or before |1 0/16/2000 =|
Plurbing Pac =
Batch 1D 000007 4l Al
Order Murnber 00000024 =
Order Date 10/16/2000
GL Period 10
-
I
T T T T =|
Ente [ D01 of 001 ]
Pasted Tatal Freight+Misc Sales Tax Subtatal Released Tatal
oo ol ol mili} 0o
| Enter=ed\t| Append I Header Totals Wi I Ee)e] I Beleaze I MNext TransI |

|Compary H | 0116/2001 | Teminal TOOD | OWR

6. PressR for Release to enter the credit blanket information.

7. Enter information in the following fields.

Field

Release shipments scheduled
on or before

Batch ID

Order Number

Order Date

GL Period

Description

Linesin this blanket with unrel eased scheduled shipments on or before
the date you enter will be released. The workstation date is displayed by
default. You can accept or change the date displayed.

When the blanket order is released, anew order is created in the Open
Order files.

If you are using transaction batching, the batch ID from the Defaults
table (DFxxx) is displayed. You can use the Inquiry command, F2 or
Esc W, to select adifferent batch ID or the Maintenance command, F6
or Esc F, to create anew one. If you are not using transaction batching,
thisfield is skipped.

If you are using system generated order numbers, thisfield is skipped
and the next order number available is displayed. If you are not using
system generated order numbers, enter the order number to use for this
transaction.

Enter the date for the order. The workstation date is displayed by
default. You can accept the date or change it.

Press Enter to accept the GL Period displayed, or enter adifferent
period.

8. Usethe Proceed command, PgDn or Esc P, to save the credit information.
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2. On-Demand

4-140

When you are crediting an On-Demand blanket order, you must enter the quantity to credit just like

you entered the quantity to release.

To credit an On-Demand Blanket order perform the following:

1. Select the order you want to created and enter to the detail screen of the order.

Edit Line
.. Credit Blankets I =l
Commands  Edit Modes Other  Scroll Commands  [nformation Help
N e R [T DT |
4, Edit Line M= B3
Commands Edit Modes Other [nformation  [nventons Lookupe S0 Commands Help
BHiE | BR | @A 7€ 0K | Abardon |
Entry 001
ItermdKit | ITEM 'l Loc 1D rNOO07 2]  CustlD  ACEODO1 Blanket No 00000031
D 300 | GL Code 8]
Desc Interior Droor Sales oot 401000 k1
Sls Cat D1 (=] Feq Ship I S COGS Acct 501000 q
Tax Class 03ja] 000 % PricelD  [EUILD 3] Inv Acct 104400 =l
Units
Ordered | 25.0000  [EA [zl Frice [ B5.0000 | Ext Price 1375.00
‘wi[Lbs] | 12,7500 | Extwi 318.7500
| Orders in Pracess from Blankets 10.0000 MHon-Blankets _0000
Posted -0000 Ext Price .00
Riemain 250000 Ext Price 137500
| Release | 10.0000 3] Estwit .00 Ext Frice .00 ||
| Enter = edit I Append I Header I Totals I Wiew I | Eje)ie) I Beleaze I Next Trans I |

| |Compary H [01/16/2001 | Terminal TOOO [aVR

2. PressEnter to edit the line you want to credit.

3. Enter the quantity you are crediting for thislineitem in the Release field.

4. Usethe Proceed command, PgDn or Esc P, to save the entry.
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Credit Blanket Orders Screen

i, Credit Blankets = =1
Commands Edit Modes Other Secroll Commands  Information Help
R K= B mBE | ?e i [l
Blanket Mo [y e e - O
& X
Sl SMCieditfblankets . =100l 0 2002
. LCommands  Edit Modes Other Information  Help
Ship ta: .
= | B ?
e 2 XIE | RB (@@ ?e [ ==
Description
oo | _ T =
Interior Doar Batch 1D [ q] ﬂ
Order Murnber 00000025 | ﬂ
Order Date 10.17/2000 |
GL Period 10 |
[
=
T T T T S
Ente [ D01 of 001 ]
Pasted Tatal Freight+Misc Sales Tax Subtatal Released Tatal
oo ol ol 550.00 550.00
| Enter = ed\tl Append I Header Totals Wi I Ee)e] I Beleaze I MNext Trans I |
| |Compary H | 0116/2001 | Teminal TOOD | OWR

5. PressR for Release to enter the credit blanket information.

6. Enter information in the following fields.

Field

Batch ID

Order Number

Order Date

GL Period

Description

If you are using transaction batching, the batch ID from the Defaults table

(DFxxx) isdisplayed. You can use the | nquiry command, F2 or Esc W, to select
adifferent batch ID or the M aintenance command, F6 or Esc F, to create a new
one. If you are not using transaction batching, thisfield is skipped.

If you are using system generated order numbers, thisfield is skipped and the next
order number available is displayed. If you are not using system generated order
numbers, enter the order number to use for this transaction.

Enter the date for the order. The workstation date is displayed by default. You can
accept the date or changeit.

Press Enter to accept the GL Period displayed, or enter a different period.

7. Usethe Proceed command, PgDn or Esc P, to save the credit information.
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3. Dollar Amount

When you are crediting a Dollar Amount order, you must enter the quantity to credit just like you

entered the quantity to release.

To credit an Dollar Amount Blanket order perform the following:

1. Select the order you want to credit and enter to the detail screen of the order.

Credit Blanket Order Detail Screen

5, Credit Blankets [_ =]
Commands  Edif Modes Other Scroll Commands  Information  Help
2XE | Rn maEl| ?e 0K | Abandsn |
Blanket Mo 00000032 Dollar amt Loc ID MHNODDO1
Sold o ACEDDT ACE BUILDERS Expire Date 0743172005
Ship ta: Contract Amt 25000.00
Itern/Kit 1D Units Unit Price Ext Price

Description

Furnace .0000 él
=l
=
|
=
Entry [ D01 of 001 ]
Posted Total Freight+hisc Sales Tax Subtotal Releazed Total
0o oili] oili] mili} N}
| Enter = ed\tl Append I Header Totals Wiew I | Eje)ie) I Beleaze I Next Trans I |

|Compary H [01/16/2001 | Terminal TOOO [aVR

2. Press Enter to edit the line you want to credit.

Edit Line

5. Credit Blankets ===
Commands  Edit Modes Other  Scroll Commands  [nformation Help

N e R [T DT |
4, Edit Line (=] %]

Commands Edit Modes Other [nformation  [nventons Lookupe S0 Commands Help

2XiEBR B8 ?e 0K | Abardon |
Entry 001
ItemndKit | ITEM 'I Loc 1D IMNEIEIEI‘I 4] CustlD ACEOD1 Blanket No 00000032
D 200100 &l GL Code 4]
Desc Furnace Sales oot 401000 k1
Sls Cat |F'1 a| Feq Ship | S COGS Acct (501000 q
Tax Class I o0al 000 % Price D IBLHLD Al InwAect 104400 £l
Units
Ordered | 2.0000 |EA 2l Price [ 450.0000  Ext Price 90000
‘wi[Lbs] | M Ext 't 12516000
| Orders in Pracess from Blankets 5.0000 MHon-Blankets _0000
| Posted -0000 EA Ext Price .00 |
Posted Tatal Freight+hizc Sales Tax Subtatal Released Tatal
0o oili] oili] 900.00 900.00
| Enter = edit I Append I Header Totals Wiew I | Eje)ie) I Beleaze I Next Trans I |

| |Compary H [01/16/2001 | Terminal TOOO [aVR

3. Enter the quantity you are crediting for thislineitem in the Ordered field.

4. Usethe Proceed command, PgDn or Esc P, to save the entry.
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Credit Blanket Orders Screen

i, Credit Blankets = =1
Command:  Edit Modes Other  Scroll Commands  Information Help
R ¥rs & ? & k| Abandan |
Blanket Mo [y e o O
& X
Sl plEkNCediElankets . =100 0 2008
S by . LCommands  Edit Modes Other Information  Help 25000 00
= | B ?
e 2 XIE | RB (@@ ?e [ ==
Description
=
Furnace _ E
Batch 1D 000007 4l Al
Order Murnber 00000025 =
Order Date 10./18/2000
GL Period 10
-
3
T T T T =|
Enty [ 001 of 001
Pasted Tatal Freight+Misc Sales Tax Subtatal Released Tatal
oo ol ol 900.00 900.00
| Enter = ed\tl Append I Header Totals Wi I Ee)e] I Beleaze I MNext Trans I |

| |Compary H | 0116/2001 | Teminal TOOD | OWR

5. PressR for Release to enter the credit blanket information.

6. Enter information in the following fields.

Field Description

Batch ID If you are using transaction batching, the batch ID from the Defaults table (DFxxx) is
displayed. You can use the Inquiry command, F2 or Esc W, to select adifferent batch ID
or the Maintenance command, F6 or Esc F, to create anew one. If you are not using
transaction batching, this field is skipped.

Order Number  If you are using system generated order numbers, thisfield is skipped and the next order
number availableis displayed. If you are not using system generated order numbers, enter
the order number to use for this transaction.

Order Date Enter the date for the order. The workstation date is displayed by default. You can accept
the date or changeit.

GL Period Press Enter to accept the GL Period displayed, or enter a different period.

7. Usethe Proceed command, PgDn or Esc P, to save the credit information.
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Shipping Reports?

The Shipping Reports menu alows you to print Picking Slips, Labels, Packing Lists and Bill of
Lading. Aswell as run Sales Order specific reports, such as the Backorder Allocation Report,
Request Ship Date Report, Scheduled Blanket Order Report, and the Order Fulfillment Report.

Shipping Reports Menu

4, TODD - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Modes Tools Favorites Other Help

0 S e 2 @ B RS

/Q.)AS

ﬂpmsmms-,lmw Saftware

IH Builders Supply

Main Menu Salos Order
Bills of Materials Kitting Infarrnation | nguiry

GEMERAL Report wihiter Draily wiark Shipping Labels

Bank Reconciliation Packing List

Fized Assets Transaction Heports Billz of Lading

General Ledger Open Invoices Backorder Allocation Report

Inventony Hizstary Reparts Requested Ship Date Repart

Job Cost Periodic Processing Scheduled Blanket Report

Purchase Order Filz Maintenance
Codes Maintenance
F'a_l,lroll W|th Direct D eposit d aster File Lists
Accounts Receivable
Accounts Payable
Payrall

Resource Manager

Order Fulfillment Repart

| |Campary H | Teminal TOOD | 08/25/2000 |10:54 AM

3.For version lower then 6.1x, most of these reports appear on the Transactions Report
menul.
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Picking Slips

Picking slip liststhe items and their quantities that are needed to fill the order. The warehouse can
verify the quantity of each item that is shipped or backordered. The original order is verified against
the picking dlip.

Picking Slips Selection Screen

&, Picking Slips
Commands Edit Modes

Dther Help

Fxtz 2@ @ma| ?e 0K | Abandan |
Has Sales Order Entry Been Completed? 2
Batches to Print: 1

Print Picking Slips for
& Mew Orders
" Backorders
= Lost Orders

A List of Orders

Firgt Slip Murnber to Print I 0oooa7
Last Gaood Slip Mumber [If Restart] I Qooooa
Print Additional Descriptions? v

Frint Kit Detail?

I Component b I

|Kit, Component, Bath

|C0mpanyH 08/28/2000 | Terminal TOOD | OWF

Field

Has Sales Order Entry
Been Completed?

Enter the Batch Number

Print Picking Slipsfor:

First Slip Number to Print

Last Good Slip Number
(if restart)

Print Additional
Descriptions?

Print Kit Detail

Description

Enter Yesto verify that all orders have been entered. Select No if al orders
have not been entered, you will be prompted to exit.

If using transaction bhatching, select the batch(es) to print Picking Slips for.

New Orders: new orders that have not printed out a picking slip
Backorders: orders with a status of being backordered.
Lost Orders: orders with a status of being picked.

List of Orders: select which specific orders you want to print a picking slip
for.

Enter thefirst slip number to print.

If there was a problem printing Picking Slips, enter the last good picking slip
number to restart the print job.

If you have the option set to use additional descriptions select Yesif you want
to print the additional descriptions on the picking slips, otherwise select No.

If you are interfaced to Billing Materials and Kitting you can select K to print
Kit information only, C to print Component information or B to print Kit and
Component information on the picking dlip.
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Picking Slips Shipping Reports

If you pick the List of Order s option select the orders you want to print picking slipsfor.You can use
the Inquiry command, F2 or Esc W, to select the orders.

List of Orders Selection Screen

4, Picking Slips = e
Corunands Edit Modes Other Help
axitz | @ mE| ? e 0K | Abandon |

Print Picking Slips for a List of Orders:

00000026 || E]

| Company H |08/28/2000 | Terminal TOO0O | 0WA

Picking Slip
<<PICKING SLIPS>>
BUILDERS SUPPLY
1157 VALLEY PARK DR
SHAKOPEE MN 55379
Batch # 000001
Picking Slip No 1
Order No. Order Date Loc ID Ship Date Reg’d Ship Date Customer P.O.# Ship Via Page No
00000026 08/18/00 MN0001 1
SUN001
Ship To: SUNSHINE HOMES, INC. Sold To: SUNSHINE HOMES, INC.
1000 OCEAN BOULEVARD 1000 OCEAN BOULEVARD
MIAMI FL 33333-4323 MIAMI FL 33333-4323
Ent. Item No/Description/Serial No Bin Units Qty. Ordered Oty. Shipped Qty. Backordered
001 200100 D-5 EA 1.0000
001 Furnace
001 200200 D-6 EA 1.0000
002 Water Heater
001 200300 D-7 EA 1.0000
003 Air Conditioner
001 200400 D-8 EA 1.0000
004 Water Softener
001 200500 D-9 EA 1.0000
005 Sump Pump
001 200600 D-10 EA 1.0000
006 Humidifier
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Shipping Labels

Shipping Labels Menu

4, TODO - OPEN S5YSTEMS® Accounting Software - SAMPLEDATA

File Modes Tools Favorites Other Help
] S S o e L&

IH Builders Supply ;I
I

O5AS-

OPEN SYSTEMS® Accounting Saftware

Main Monu Salos Order |
Bills of baterials/Kitting Infarmation lnguing icki
GEMERAL Report 'whiter Draily 'wiork Shipping Labels
Bank Reconciliation Packing List
Fixed Assets Tranzaction Beports Billz of Lading
General Ledger Open Invoices Backorder Allocation Report
Inventary History Reports Requested Ship D ate Report
Job Cost Fernodic Processing Scheduled Blanket Report
File Maintenance Order Fulfilment B epart

e Codes Maintenance

Payrall with Direct Deposit Pk aster File Lists

Accounts Receivable
Accounts Payable
Payrall

Resource Manager

| Compary H | Terminal TOOOD | 08/25/2000 |11:53 AM

The Shipping Labels function allows you to print labels for your shipped and verified orders. The
labels print off the Ship to information in the order or the Sold to information, which is setup in the
customer file. You can print multiple labels for each order.
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Shipping Labels Selection Screen

4, Shipping Labels

Commands Edit Modes Other Halp

axrE R @268 7€ 0k | Abandon |
Label ID | a
Order Murnber | E

Mumber of Labels I 0

Print Aligrment? Inl
|Company H |08/28/2000 | Terminal TOOD | OWR
Field Description
Label ID Enter inthe ID of the Label you want to use, or use the Inquiry command, F2 or Esc

W to choose from the list of available labels.
Order Number Enter in the Order Number you want to print labels for.

Number of Labels  Enter the number of labels you will need for this order. You can print up to 999 labels
per order.

Print Alignment? Select Y for Yes, if you would like to print an alignment |abel before the actual 1abels
print. You can use the alignment label to verify you will have enough room to print the
information on the label and to verify the labels are lined up correctly in the printer.
Select N for No, if you do not want to print an alignment label.

If you have the option to print Bills of Lading and you elected to print Bills of Lading from shipping
labels in the Resource Manager Options and Interfaces function, is set to Yes, you are prompted to
print the Bills of Lading. If you select Yes you are taken to the Bills of Lading screen.

If you did not elect to print Bills of Lading from shipping labels, the Shipping Reports menu will
appear.
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Packing Lists

Use the Packing List function to print alist of items included in the orders you are shipping. Packing
List print for verified and invoiced orders only. The Packing List will show the customer which items
and quantities are shipped with this order and which items and quantities are on backorder.

Packing Lists Selection Screen

i, Packing List | _ [ =]
Commands Edit Modes ©Other Help
Pz 2@ @ma ?e OK | Abandan |
Has Salez Order Entry Been Completed? I~
Batches to Print: 1

Print Packing Lists far

& Verified Orders
" Werified and Invoiced Orders
€ A List of Orders
Print Additional Descriptions? I~
Print Kit Detail? I Component = l
| Company H |03/416/2001 | Terminal TOO0D | OWF
Field Description

Has SalesOrder Entry
Been Completed?

Enter the Batch
Number

Print Packing List for:

Print Additional
Descriptions?

Print Kit Detail

Enter Yesto verify that al orders have been entered. Select No if all orders have
not been entered, you will be prompted to exit.

If using transaction batching, select the batch(es) to print Packing Lists for.

Verified Orders: for all ordersthat have been verified.
Verified and Invoiced Orders: for al order that have been verified and invoiced.

A List of Orders: select which orders you want to print packing list for.

If you have the option set to use additional descriptions select Yesif you want to
print the additional descriptions on the packing list, otherwise select No.

If you are interfaced to Billing Materials and Kitting you can select K to print Kit
information only, C to print Component information or B to print Kit and
Component information on the packing list.
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Packing Lists

Shipping Reports

Packing List
<<PACKING LIST>>
BUILDERS SUPPLY
1157 VALLEY PARK DR
SHAKOPEE MN 55379
000001
Order No. Order Date Loc ID Ship Date Req’d Ship Date Customer P.O.# Ship Via Page No

00000025 08/18/00 MN00O1 08/18/00

1

LOS001
Ship To: LOS ANGELES CONSTRUCTION CO. Sold To: LOS ANGELES CONSTRUCTION CO.

98042 VENTURA BOULEVARD 98042 VENTURA BOULEVARD

ENCINO CA 99999-9584 ENCINO CA 99999-9584
Ent. Item No/Description/Serial No Units Qty. Ordered Qty. Shipped Qty. Backordered
001 200100 D-5 EA 10.0000 10.0000
001 Furnace
001 200200 D-6 EA 10.0000 10.0000
002 Water Heater
001 200300 D-7 EA 10.0000 10.0000
003 Air Conditioner
001 200400 D-8 EA 10.0000 10.0000
004 Water Softener
001 200500 D-9 EA 10.0000 10.0000
005 Sump Pump
001 200600 D-10 EA 10.0000 10.0000
006 Humidifier
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Bills of Lading®

The Bills of Lading functionsis used to print out shipping documents for any order with a status of
verified or invoiced. You can only print Bills of Lading if you have the option in Resource Manager/

Options and Interfaces, set to print in Detail or Summary. If the optionis set to None, you cannot use
this function.

Bill of Lading Selection Screen

I
Commands Edit Modes Other Information Help
22Xz bR @@ 7?2 OK__|_bandon |
B/L Mumber | &| Customer ID
Order Mumber I Al Tems 0 Pct 0 Davs  Met 1}
4, Bill of Lading =) =
o Edit Modes Other Help

Ship To: 000000

prE R mal?e OK__ | Abandon | =55
Bil of Lading i
< [
€ Edit Bill of Lading —
Routing
I
Carrier Ship Date 101172000
Carrier No Collect Freight? ml
“Wehicle 1D Flacards Supplied? &
Emer. Phone [1- Declared Y alue I oo
Ext. Per I

|
|
|

| | Compary H [10/11/2000 | Terminal TOOO [aVR

You can create anew Bill of Lading or Edit an existing one.

4.Bills of Lading are only available in versions 6.1 and higher.
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Shipping Reports

5-154

Bill of Lading Header Screen

i
Commands Edit Modes Other Information Help
xR BE | 2@ OK | Abandon |
B /L Mumber |D123458? 4] Customer [ SUNDOT SUNSHINE HOMES. INC.
Order Mumber IDDDDDDDB ﬂ Terms 1 Pct 10 Daps  Met 30
Location D MNODO1 MINNEAPOLIS WAREHOUSE
Ship T 0oooo1 CoD:
SUNSHINE HOMES. INC. Amaunt | .00
1000 OCEAN BOULEVARD Fee I oo
Collect Fee? I
Remit Ta:
MIAMI FL 33333-9823 us
Routing
|
|
Carrier UPS - Red Ship Date 1050242000
Carrier Mo FH15252 Collect Freight? I
Wehicle ID 1286 Placards Supplied? [
Emer. Phone [] - Declared Y alue I 2000.00
Ext. Per IEAF!TDNl
Field Description
B/L Number Enter anumber to identify the Bill of Lading. If you are editing abill of lading, enter

Order Number

Customer ID
Terms
Location ID
Ship to:
Routing
Carrier
Carrier No.
Vehicle ID

Emer. Phone/Ext.

COD:

Amount
Fee

Collect Fee?

Remit To:

the number or use the Inquiry command, F2 or Esc W, to select from alist.

Enter the order number you wish to print the Bill of Lading for. The information from
the order you choose is used to build the bill of lading information based on the option
selected in Resource Manager/Options and I nterfaces.

The Customer ID associated to the order number chosen is displayed.

The terms code associated with the order are displayed.

The Location ID associated to the order number chosen is displayed.

The Ship to information is displayed.

Enter the routing information for the freight being shipped.

Enter the name of the freight carrier.

If the carrier has an identification number, enter it in the field.

Enter an ID for the carrier’s vehicle that will transport the shipment, if available.

Enter the contact number for the shipment. If the shipment isahazardous material, you
must enter an emergency contact number.

Enter the amount to be collected for a COD delivery.

Enter the amount of the fee assessed for obtaining COD payment for delivery.

If the carrier isto collect the COD fee as well as the amount from the recipient, enter
Yes. If you will pay the fee yourself enter No.

Enter up to three lines of remittance information that will be used to remit the COD
amounts collected to your company.



Shipping Reports Bills of Lading

Field Description

Ship Date The shipping date from the order will display.

Collect Freight?  If the carrier must collect the freight charges on delivery, enter Yes. If not enter
No.

Placards If placards for Hazardous materials are being shipped, enter Yes. If not enter No.

Supplied?
Declared Value Enter in the value of the shipment if you areinsuring it.

Per Enter in the unit of measure that the declared value is reference to.

Use the Proceed command, PgDn or Esc P, to save your entries.
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Shipping Reports

5-156

Bill of Lading Detail Screen

I
Commands Edit Modes Other Seroll Commands Information  Help
EXAEE BE ? & 0K | dhendon |
BAL Mo 01234567 Cust ID SUNOO1 SUNSHINE HOMES. INC.
Order Mo 00000003 Ship To 000001 SUMSHINE HOMES. INC. coD —
Description Gty Ordered Units HM “weight
Refrigerator - Black 2.0000|EA, r 950.0000 | Lbs g
Electrical Package 3.0000 |EACH r 2274.0000 |Lbs ﬂ
Plumbing Package 2.0000EACH r 1855.0000 |Lbs ﬂ
Irterior Door 50000 |EACH r 101 5000 Lhs
W allpaper-Traditional 5,000 |ROLL [ 3.0000(Lbs |
r
r
r
[ =l
r z
C =
Entry [ 005 of 005 )
COD Amount COD Fee Tatal Charges Frt Charges Tatal weight
0o .00 .00 .00 5183.5000
| Enter=edit Append Header Hebuild I Erint I Goto I Mext I |
| |Company H [10/11/2000 | Teminal TOOD |OVR
Command Description
Enter =edit Press Enter to edit the line the cursor is on.
Append Press A to add aline to the bill of lading.
Header PressH to return to the bill of lading header.
Rebuild Press R to rebuild the bill of lading from the sales order.
Print Press P to print the bill of lading.
Goto If there are more lines than will fit on the screen, press G to
select a specific line to move the cursor to.
Next Press N to return to the header and enter another bill of

lading.



Shipping Reports Bills of Lading

Append a Bill of Lading

4, Bills of Lading =10 x|
il - Append Line Item == | -
Conunands Edit Modes Other Scroll Comumands  Information  Help
2@ AR 2@ ok | Abandan | ]
Gty Shipped .ooogl Wit 0000 =
Units: Rate/Clazs
Desc Charges .00

Hazardous? Il

HHM Code Descriptian

[

Ente [ DODD of 00O

Enter:editl Append I Dione I Rebuild I |:

—onr o —or oo oo

| Enter=edit Append I Header I Bebuild I Print I Goto | Mexst I |
| Compary H [10/11/2000 | Terminal TOOO [aVR

To add itemsto the bill of lading select A for Append and enter the following information.

Field Description

Qty Shipped Enter the quantity associated with thisline of the bill of lading. The quantity can represent
aparticular item being shipped, or it can be a quantity of packed cartons.

Units Enter in the unit of measure that applies for the quantity you entered.

Desc Enter adescription for the carton or items being shipped.

Hazar dous? If the freight is hazardous enter Yes, otherwise No. If the line contains hazardous material,
you must specify the hazardous material code in the scroll region below thisfield.

Wt. Enter the weight for each unit of the item.

Rate/Class Enter the shipping rate or classification if necessary.

Charges Enter any charges attached to the item.

Use the Proceed command, PgDn or Esc P, to save this entry.
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Bill of Lading
STRAIGHT BILL OF LADING
NAME OF CARRIER UPS - Red | CARRIER NUMBER FH15252 | DATE 10/02/00  |SHIPPER # 00123456
RECEIVED, subject to the classifications and lawfully filed tariffs in effect on the date of issue of this Bill of Lading, the prop-
erty described below in good order, except as noted, marked, consigned and destined as below which said carrier agrees to carry to
its usual place of delivery at said destination, that every service to be performed shall be subject to the terms and conditions on
the Uniform Domestic Straight Bill of Lading. Shipper hereby certifies familiarity with the terms and conditions of the Bill of
Lading, set forth in the governing classification or tariff, and that the terms and conditions are hereby agreed to by the shipper
and accepted for himself and his assigns.
FROM: BUILDERS SUPPLY ‘ TO: SUNSHINE HOMES, INC.
SHIPPER 1157 VALLEY PARK DR ‘ CONSIGNEE 1000 OCEAN BOULEVARD
SHAKOPEE MN 55379 ‘ MIAMI FL 33333-9823
|
\
DELIVERING | ROUTE VEHICLE
CARRIER I NUMBER: 1286
| | KIND OF PACKAGING, DESCRIPTION OF ARTICLES, | | WEIGHT (subject CLASS | | CHARGES
NO. UNITS| HM | SPECIAL MARKS AND EXCEPTIONS ERGH#| to correction) OR RATE |CK|(Carrier Use)
2.00| N Refrigerator - Black 950.0000 .00
3.00| N Electrical Package 2274.0000 .00
2.00| N | Plumbing Package 1855.0000 | | .00
5.00| N | Interior Door 101.5000 | | ] .00
5.00| N | Wallpaper-Traditional 3.0000 | | .00
‘DRIVER'S SIGNATURE EMERGENCY RESPONSE PHONE #
PLACARDS SUPPLIED? NO ‘ ( ) - Ext.
REMIT TO: [ C.0.D. FEE:
| PREPAID COLLECT
| C.0.D. Amount $ .00 $ .00
When rate is dependent on value, | Subject to Section 7 of conditions, if this shipment is to be TOTAL
the agreed-upon or declared value | delivered to the consignee without recourse on the consignor, the CHARGES:  $ .00
is specifically stated by the | consignor shall sign this statement: The carrier shall not make
shipper to be not exceeding: | delivery of this shipment without payment of freight and other Freight Charges are
| lawful charges. | Prepaid
$ 2000.00 per CARTON | Signature of Consignor: |
This is to certify that the above materials are properly classified, described, packaged, marked, labeled, and in proper condition
for transportation, according to the applicable regulations of the Department of Transportation.
SHIPPER, Per AGENT, Per
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Backorder Allocation Report

Print the Backorder Allocation Report to find out which backorder can be filled with items that have
been received in Inventory. The report shows how the backorders can befilled, based on the way you

organize the report.

Backorder Allocation Report Selection screen

ol
Commands Edit Modes Other Inventory Lockups Help
Xz e @mA|?e 0K | Abandon |
Customer [0 From k! Prirt By:
Thiru El @ Order Date
Loc D From 9 " Custorner
Thiu ) i~ Sales Rep
Item 1D Fram a " Order Mumber
Thiru al
Order Murmber Form |
Thiu a Frirt Kit D etail? ~
Salez Rep D From al
Thru a
Batches ta Print: (1]
[ |Company H [10/11/2000 | Terminal TO0OD | OVR
Selection Description
Pick Customer 1D Enter the range of customers to include on the report. Use the I nquiry command,
From/Thru F2 or Esc W, to select the customers, or leave the fields blank to include all
customers.
. Enter the range of locations to include on the report. Use the Inquiry command,
Location ID . . h
F2 or Esc W, to select the locations, or leave the fields blank to include al
From/Thru .
locations.
Items From/ Enter the range if itemsto include on the report. Use the I nquiry command, F2 or
Thru Esc W, to select the items, or leave the fields blank to include al items.

Order Number

Enter the range of orders to include on the report. Use the Inquiry command, F2

From/Thru or Esc W, to select the order numbers, or leave the fields blank to include all
orders.

SalesRep ID Enter the range of sales repsto include on the report. Use the Inquiry command,

From/Thru F2 or Esc W, to select the sales reps, or leave the fields blank to include all sales

Batchesto Print

reps.

If you are using transaction batching, select the batch(es) to include on the report.
If you are not using transaction batching thisfieldsis not available.

Print By Order Date Select 1 to group and subtotal transactions by order date.
Customer Select 2 to group and subtotal transactions by customer ID.
Sales Rep Select 3 to group and subtotal transactions by salesrep ID.

Order Number

Print Kit Details?

Select 4 to group and subtotal transactions by order number.

Select Yesto print the detail for kitted items on the report, or No if do not want to
see the components that make up the kit.
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Backorder Allocation Report

10/11/2000 Builders Supply PAGE
3:03 PM Backorder Allocation Report
By Location/Item/Order Date
Loc. ID Location Description
Item ID Item Description Base Unit Qty. Avail. Base Price Bin #
Order Date Batch Order No Repl Rep2 Cust. ID Name On Backorder Allocated Ext. Price Line #
MNO0001 MINNEAPOLIS WAREHOUSE
100 Electrical Package PKG 308.0000 528.5400 E-10
09/29/2000 000001 00000002 DMM TEN0O1 TENNESSEE SHELTERS, INC. 5.0000 5.0000 1803.64 001
Item 100 Total 5.0000 1803.64
Balance Available 303.0000
900 Refrigerator - Black EA 10.0000 429.9100 L-19
10/02/2000 000001 00000003 PRT SUN001 SUNSHINE HOMES, INC. 1.0000 1.0000 429.91 001
Item 900 Total 1.0000 429.91
Balance Available 9.0000
Location MN0001 Total 2233.55
GRAND TOTAL 2233.55
End of Report

If the inventory on-hand quantity is less then the backordered quantity, the item is not listed in the
report.

The Qty Availableisthe item’s on-hand quantity, minus its in-use and committed quantities. The
Qty Available is shown in base units. If you entered a different unit of measure for aline item, the
guantity is converted to base units.

For each group of backorders for an Inventory item, the first backorder listed isfilled first, the next
backorder is filled second, and so on. The system will partially fill abackorder if the on-hand
guantity reaches zero; the amount in the Allocated column for the remaining backorders for the item
is zero.

The Balance Available isthe Qty Available minus the total quantity that has been allocated. The Bal
Availableis zero if the quantity backordered is greater than the Qty Available.

The amount in the Ext Price column isthe order unit price (in base units) times the allocated quantity

(also in base units). The amount is rounded to two decimal places. You can use these amounts to
forecast the revenue you will receive by filling the backorders.
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Requested Ship Date Report

The Requested Ship Date Report function prints alisting of orders based on the ship dates requested
by your customers. Use the report to help plan your shipments and to help you identify problemsin
delivery of itemsto your customers.

Requested Ship Date Selection Screen

=151
Commands Edit Modes Other Inventory Lockups Help
Xz e @mA|?e 0K | Abandon |
Customer [0 Fram [ k! Batches to Print 1}
Thiru =
Laoc D Fraom q] Include:
Thiu ) MNew ird
Req Ship Date Fraom A Backordered i
Thru A/ Picked I
Itemlob From a]  werified I
Thru 4 Invoiced 'l
Frint:
Iterns with Blank Req. Ship Dates? 'l
Kit Detail? r
[ |Company H [10/12/2000 | Terminal TO0OD |OVR
Selection Description
Pick Customer 1D Enter the range of customers to include on the report. Use the Inquiry
From/Thru command, F2 or Esc W, to select the customers, or leave blank to include all
customers.
. Enter the range of locations to include on the report. Use the Inquiry command,
Location 1D . . .
F2 or Esc W, to select the locations, or leave blank to include all locations.
From/Thru
. Enter the range or requested ship dates to include on the report. You can leave
Req Ship Date 4 tietd blank to include all requested ship detes
From/Thru ISt ihciu equ P '
ltem/Job Enter the range of items or jobs to include on the report. Use the Inquiry

Batchesto Print

Include

Print

New
Backordered
Picked
Verified
Invoiced

Itemswith
Blank Req
Ship Dates?

Kit Detail

command, F2 or Esc W, to select the items or jobs, or leave blank to include al
items/jobs.

If you are using transaction batching, select the batch(es) to include on the
report. If you are not using transaction batching thisfields is not available.

Select Yesto include new orders on the report.

Select Yes to include backordered orders on the report.
Select Yesto included picked orders on the report.
Select Yes to included shipped orders on the report.

Select Yes to include invoiced orders on the report.

Select Yesto include items without requested ship dates, or No to excludesthose
items from the report.

Select Yesto print the detail for kitted items on the report, or No if do not want
to see the components that make up the kit
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Requested Ship Date Report

10/12/2000

8:10 AM

Batch Cust. ID & Name

Order Line Customer PO Number PO Date

Requested Ship Date 10/06/2000
000001
00000040
000001
00000041 001
000001
00000041 002

ACE001 ACE BUILDERS
001
SUN001 SUNSHINE HOMES, INC.

SUN001 SUNSHINE HOMES, INC.

Requested Ship Date 12/31/2000

000002 ACE001 ACE BUILDERS
00000011 001
000002 ACE001 ACE BUILDERS

00000011 002

End of Report

Builders Supply
Requested Ship Date Report

Item ID
Item Description

100 MN0001
Electrical Package

200 MN0001
Heating/Cooling Package

200 MNO0001
Heating/Cooling Package

100 CA0001
Electrical Package

150 CA0001

Plumbing Package

Loc. ID Qty. Ordered

Qty. Shipped

10.
.0000
.0000
.0000
.0000
.0000

[

w

0000

.0000
.0000
.0000
.0000

Units

PKG

PKG

PKG

PKG

PKG

Status

New

New

New

New

New

Page 1

Act. Ship
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Scheduled Blanket Report®

The Scheduled Blanket Report function prints out a report listing shipments of blanket orders
scheduled for arange of dates you specify. Use the report to forecast your shipping and inventory
requirements for fulfilling blanket orders.

Scheduled Blanket Report Selection Screen

S
Commands Edit Modes ©Other Help
>tz @ mE| e 0K | Abandon |
Customer ID From al Status:
Thiu g &~ New
Elanket Mo From a| " In Process
Thiu a " Cloged
Ship Date From I " Mew and In Process
Thu ] Al Statuzes

|C0mpanyH 101242000 | Terminal TOOD | OF

Selection

Pick Customer 1D
From/Thru

Blanket No
From/Thru

Ship Date

Satus New
In Process
Closed

New and In
Process

All Satuses

Description

Enter the range of customers to include on the report. Use the I nquiry command,
F2 or Esc W, to select the customers, or leave blank to include all customers.

Enter the range of blanket order number to include on the report. Usethe Inquiry
command, F2 or Esc W, to select the order numbers, or leave blank to include all
blanket orders.

Enter the range of shipping dates to include on the report. You can leave these
fields blank to include all shipping dates.

Select 1 to include new orders on the report.
Select 2 to include orders in process or released on the report.
Select 3 to include closed orders on the report.

Select 4 to include orders that are new and in process on the report.

Select 5 to include all orders on the report.

5.The Scheduled Blanket Report is only available in versions 6.1 and higher.
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Scheduled Blanket Report

10/12/2000
8:34 AM
Req. Date Blanket No. Cust. Line Item ID
09/15/00 00000006 SUNO01 001 200
10/01/00 00000005 GRE001 001 300
10/06/00 00000004 ACE001 001 100
10/15/00 00000006 SUN0O01 001 200
11/01/00 00000005 GRE001 001 300
11/06/00 00000004 ACE001 001 100
03/06/01 00000004 ACE001 001 100
03/15/01 00000003 TENOO1 001 902
002 910002
End of Report

Builders Supply
Scheduled Blanket Report

Location Units

MNO00O1

MNO0001

MN0001

MNO00O1

MNO0001

MNO0001
MNO0001

Quantity Unit Price

PKG 1.0000 2601.3200

Blanket No. 00000006 Total

Requested Date 09/15/00 Total
EA 5.0000 23.1100

Blanket No. 00000005 Total

Requested Date 10/01/00 Total
PKG 10.0000 420.0000

Blanket No. 00000004 Total

Requested Date 10/06/00 Total
PKG 2.0000 2601.3200

Blanket No. 00000006 Total

Requested Date 10/15/00 Total
EA 3.0000 23.1100

Blanket No. 00000005 Total

Requested Date 11/01/00 Total
PKG 10.0000 420.0000

Blanket No. 00000004 Total

Requested Date 11/06/00 Total

PKG 10.0000 420.0000

Blanket No. 00000004 Total

Requested Date 03/06/01 Total

EA 2.0000
EA 2.0000

429.9100
576.9900
Blanket No. 00000003 Total

Requested Date 03/15/01 Total

GRAND TOTALS

Page 1

Extended Price
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Order Fulfillment Report6

The Order Fulfillment Report generates and prints reports showing your ability to satisfy the items
needed to fill acustomer’s order. You cannot print this report if Sales Order is not interfaced to
Inventory.

Order Fulfillment Report Selection Screen

4, Order Fulfillment Report = ] |
Corumands Edit Modes Other Help
>tz @ mE| e 0K | Abandon |
Feq Ship Date  From I A/ Include:
Thru I LS Mew =
_ Backordered v
Order Mo From | a Ficked r
Thru I a
Print By:
Customer 1D From I a % Order Mumber
Thru I a] = Custorner 1D
Lozation [0 From I §
Thru I k] Frint:
Fulfillable terns I~
B atches ta Print 0 Unfulfillable Items v
[ |Company H [10/12/2000 |Terminal TOOD |OVR

Selection Description
Pick Req Ship Date  Enter the Requested Ship Dates from/thru you want to appear on the report,
From/Thru or Enter through to include all dates.
Order No Enter the range of Order Numbers you want to appear or use the Inquiry
From/Thru command, F2 or Esc W, to look up and select the order numbers from a
list. Or Enter through to include all Order Numbers.
Customer 1D Enter the range of Customer ID’s you want to appear or use the Inquiry
From/Thru command, F2 or Esc W, to select from alist. Or Enter through to include
al Customer.
Location ID Enter the range of Location ID’s you want to appear or use the Inquiry
From/Thru command, F2 or Esc W, to select from alist. Or Enter through to include
al Locations.

Batchesto Print  Enter the ID of the batch you want to run the report for, or use the Inquiry
command, F2 or Esc W, to look up and select one.

Include: New Select YESto include all New Ordersin the results.
Backordered Select YESto include all Backordersin the results.
Picked Select YEStoinclude all Picked Ordersin the results.

6.The Order Fulfillment Report is only available in versions 6.1 and higher.
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Order Fulfillment Report Shipping Reports

Order Fulfillment Report Selection Screen

Order Fulfillment Repori

Selection Description

Print By: Order Number/  Select the order you would like the report based off, either the Order
Customer ID Number or the Customer ID.

Print: Fulfillable To print line items from the order that can be fulfilled based on inventory
Items quantities.
Unfulfillable To print line items that cannot be fulfilled from inventory on the order.
Items
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Order Fulfillment Report

Order Fulfillment Report

10/12/2000
10:52 AM
Cust ID Customer Name
Batch ID Order No. Line Item ID
ACE001 ACE BUILDERS
000002 00000011 001 100
000002 00000011 002 150
GRE001  GREATER NEW YORK DOMES, INC.
000002 00000012 001 9S00
ACE001  ACE BUILDERS
000001 00000015 001 100
000001 00000015 002 250
000001 00000015 003 300
000001 00000015 004 400
DAL001  DALLAS-FT WORTH DOME HOMES
000001 00000017 001 400
000001 00000017 002 300
000001 00000017 003 350
000001 00000017 004 450
000001 00000017 005 550
000001 00000017 006 700
L0S001  LOS ANGELES CONSTRUCTION CO.
000001 00000018 001 100
000001 00000018 002 150
000001 00000018 003 250
000001 00000018 004 300
KANOO1  KANSAS CITY GEODESIC HOMES
000001 00000019 001 100
000001 00000019 002 350
000001 00000019 003 450
000001 00000019 004 550
000001 00000019 005 700
DAL001  DALLAS-FT WORTH DOME HOMES
000001 00000020 001
GREO01  GREATER NEW YORK DOMES, INC.
000001 00000021 001
L0S001  LOS ANGELES CONSTRUCTION CO.
000001 00000022 001
End of Report

Builders Supply
Order Fulfillment Report

Loc ID Description

Partial Shipments? Yes

CA0001 Electrical Package
CA0001 Plumbing Package

Partial Shipments? Yes
MN0001 Refrigerator - Black
Partial Shipments? Yes
MN0001 Electrical Package
MN0001 Exterior Panels
MN0001 Interior Door
MN0001 Interior Materials
Partial Shipments? Yes
MN0001 Interior Materials
MN0001 Interior Door
MN000O1 Entry Door
MN0001 Slide by Window 24" x 40"
MN0001 Millwork Package
MN0001 Cabinets
Partial Shipments? Yes
MN0001 Electrical Package
MN0001 Plumbing Package
MN0001 Exterior Panels
MN0001 Interior Door
Partial Shipments? Yes
MN0001 Electrical Package
MN0001 Entry Door
MN0001 Slide by Window 24" x 40"
MN0001 Millwork Package
MN0001 Cabinets
Partial Shipments? Yes
MNO001 SERVICE CHARGE FOR USE OF 900
Partial Shipments? Yes
MN0001 SERVICE CHARGE FOR USE OF 900

Partial Shipments? Yes

MN00O1 SERVICE CHARGE FOR USE OF 900

Units Qty. Ordered

PKG
PKG

PKG
Cs

PKG

PKG

BEE

PKG
SET

PKG
PKG
Cs

PKG

PKG
SET

w

i

100.

10.
.0000
.0000

(GG

15.
15.
12.
10.
10.
.0000

)

10.
10.
.0000
.0000

(G

-

i

i

[N I G|

.0000
.0000

.0000

0000
0000

0000
0000
0000
0000
0000

0000
0000

.0000
.0000

0000

.0000
.0000

.0000

.0000

.0000

Page

Qty. Available

w

©

91.
212.
18.
12.

w w

i

101.

13.
207.
.0000-

106.

19.
.0000-
12.
.0000-

.0000
.0000-

.0000

0000~
0000
0000
0000

.0000-
.0000

14.
.0000
10.
.0000

0000~

0000-

0000~
0000-
0000

0000-
0000~

0000-

.0000-

.0000-

.0000-

1

Fill?

Yes

No

No

5-167



Order Fulfillment Report Shipping Reports

5-168



Transactions Reports 6

6-169



Transactions Reports

6-170



Print Quotes

Print Invoices Menu

EM s TEMS® Accounting Software

Tools Favorites Other Help

? H B e

o

IH Builders Supply LIQ“AS

OFPEN SYSTEMS® Accounting Saftware

Main Menu

Tranzaction Reportz

Billz of katerials Kitting Infarmation | nguiry

GEMERAL Report \riter Doaily wWork Open Order Repart

Bank Reconciliation Shipping Reports Blanket Order Report

Fixed Assets i Sales Journal

General Ledger Open Invaices Mizcellaneous Credits Journal

Inventony Histary Reports Daily Sales Tax Report

Job Cost Periodic Proceszing Cazh Receiptz Journal

Purchase Order File b sintenance td ethodz of Payment Journal
Codes Maintenance D epositz Repaort

Payroll with Direct D eposit Master File Lists Past Transactions

Accounts Receivable
Accounts Papable
Payrall

Fesource Manager

I |Compary H | Teminal TOOO |08/28/2000 | 1:27 PM

Use the Print Invoice function to print quotes as well asinvoices and credit memos.
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Print Quotes Transactions Reports

Print Invoices Selection Screen
4, Print hwvoices !EIE

Corumands  Edit  Modes Other Help

2 xiERRE @B 7@ 0K | Abandon |

|z Sales Order Entry Cormpleted? i\~
Batches to Print: 1
Ihvoice Date 03/28/2000

First Invoice Mo 00002021
Last Good Invoice Mo [IF Restart] 0oo00000

Friit :
i~ Invoices
i+ Huotes
Al

Meszage for All Invoices:
|Thank “r'ou for pour order.

Print Additional Descriptions? 2
] icd

I | Company H | 08/28/2000 | T eminal TOOD [0VA

Field Description

IsSalesOrder Entry  Enter Yesto verify that all orders have been entered. Select Noif all orders have not
Completed? been entered, you will be prompted to exit.

Batchesto Print If you are using transaction batching, select the batch(es) to print Invoices from. If

you are not using transaction batching thisfieldsis not available.

Print: Select 1 for Invoicesto print all invoices and credit memos for the selected batches.
Select 2 for Quotesto print al quotes for the selected batches.
Select 3 for All to print both Invoices and Quotes for the selected batches.

Invoice Date Enter the date for the Invoices and Quotes. The date selected is used in the Open

Invoice file for aging the invoices and payments made against the invoices. The
workstation date is displayed by default. You can change the date or accept it.

First Invoice Enter in the First Invoice number to use. The number displayed defaults from the
FORM xxx table.

Last Good Invoice # If there was a problem printing the Invoices, Credit Memos, or Quotes, such asa

(if restart) printer jam, enter the last good invoice number printed, to restart the print job.

M essage for All Enter the message you want to print on the bottom of the Invoices, Quotes and

Invoices Credit Memos. The message entered on the FORM xxx table is displayed by
default.

Print Additional If you have the option set to use additional descriptions select Yes if you want to

Descriptions? print the additional descriptions on the invoices. Select No if you do not want to

print the additional descriptions on theinvoice.

Print Kit Detail? If you are interfaced with Bill of Materials and Kitting, select Yesto print the
components that make the kit, or No to print the kitted item only.
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Transactions Reports

Print Quotes

Print Invoices - Quote

BUILDERS SUPPLY
1157 VALLEY PARK DR <<QUOTE> >
SHAKOPEE MN 55379
Page
DALOO01
Sold To: ATIN: A/P Ship To: DALIAS-FT WORTH DOME HOMES
DALLAS-FT WORTH DOME HOMES 1025 37TH AVE SE
1025 37TH AVE SE DALLAS TX 77777
DALLAS TX 77777
Date Rep ID Order No. Ord Date Ship Via Terms Inv No.
08/29/00 DVM 00000030 1/10,1/30 00002081
Item/Description Quantities Units Price Amount
100 Ordered 2.0000
Electrical Package Shipped .0000 PKG 500.0000 1000.00
450 Ordered 3.0000
Slide by Window 24" x 40" Shipped .0000 EA 399.6600 1198.98
Thank You for your order.
Subtotal : 2198.98
Non-Taxable Taxable Sales Tax Freight Misc * Invoice Total *
2198.98 .00 .00 .00 .00 2198.98
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Open Order Report

The Open Order Report list the orders in the Open Order Files that have not been completely posted
to the Open Invoice Files.

Open Order Menu

4, TOOOD - OPEN SYSTEMS® Accounting Sofiware - SAMPLE DATA

Fil: Modes Tools Favorites Other Help

Coa 2 @ @ RS

I H  Builders Supply

/Q.)AS

GPBNSYSTMAMH-M Safiware

Main Menu

Sales Order

Tranzaction Reports

Billz of b aterials/Kitting
GEMERAL Report “Writer
Bank Recanciliation
Fixed Azsets

General Ledger
Inventary

Job Cost

Pu hase Order

F'a_woll W|th Direct Deposit
Accounts Receivable
Accounts Payable

Payrall

Resource banager

Infarmation lnguing
Draily “Work
Shipping Flepnrts

Open Invoices
History Reports
Periodic Proceszing
File Maintenance
Codes Maintenance
taster File Lists

Frint lnvoices
Open Order Report

Blanket Order Report

Sales Journal

Miscellaneous Credits Journal
Daily Sales Tax Repaort

Cazh Receiptz Journal
tethodz of Papment Journal
Deposits Report

Post Tranzactions

|Company H | T erminal TOOD |08/29/2000 | 1:06 P

This report shows the original ordered quantity, the ordered quantity and the shipped quantity.

If you have an order with backorders, but the backorders do not appear on the report, the backorders

were not posted. Backorders are generated when you run the Post Transactions function.

Note I

Organize the report by order status only if you are including all ordersin the Open Order filein the

report.
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Open Order Report Transactions Reports

Open Order Report Selection Screen

4, Open Order Repori M =B
Comumands Edit Mades Other Help
axrE e @8 7€ 0k | Abandon |
Customer 1D Fram E Print by:
Thiru 9 " Customer D
Location [T From g  Invoice Mumber
Thiru El " ltemAlob K 1D
ItemAlob/Kit 1D From al = Status
Thiru a
B atches ta Print 1] Addl Description Format INDne vl
Frint Kit Detail? 2
Statusz:
= Hew
" Picked
= Werified
= Credited
" Backordered
" Quoted
@ Al Orders

[ |Company H | 08/29/2000 | Terminal TOOD |OVR

Field Description

Pick Customer ID  Enter the range of customers to include on the report. Use the Inquiry
From/Thru command, F2 or Esc W, to select the customers or |eave the fields blank to
include al customers.

Location ID  Enter therange of locations to include on the report. Use the Inquiry
From/Thru command, F2 or Esc W, to select the locations or leave the fields blank to
include al locations.

Item/Job/Kit  Enter the range of items or jobs to include on the report. Use the Inquiry
From/Thru command, F2 or Esc W, to select the items or jobs or |eave the fields blank to
include al items and jobs.

Satus New Select 1 to include new orders on the report.
Picked Select 2 to include orders in which a picking slip has been printed for the order.
Verified Select 3 to include shipped/verified orders on the report.
Credited Select 4 to include miscellaneous credits on the report.

Backordered Select 5 to include backorders on the report.

Quoted Select 6 to include quotes on the report

All (1-5) Select 7 to include all order types, except quotes, on the report.
Print By Customer ID  Select 1 to organize the report by customer ID.

Invoice Select 2 to organize the report by invoice number.
Number

Item/Job ID  Select 3 to organize the report by item or job ID.
Satus Select 4 to organize the report by order status.

Addl Description Format  If you have the option set to use additional descriptions set to Yes, select how
the additional descriptions print on the report. Select Noneif you do not want to
print the additional descriptions on the report or Short to print them on ten short
lines or L ong to use alonger format with fewer lines.

Print Kit Detail If you are interfaced with Bill of Materials and Kitting, select Yesto print the
components that make the kit, or No to print the kitted item only.
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Open Order Report

08/29/2000 Builders Supply PAGE 1
1:07 PM Open Order Report
By Customer
Order Entry Cust ID Order Date JIK Job/Phase or Loc/Item ID Quantity Units Quantity Amount
Batch Status Rep 1 Req. Date Description Available
Invoice Rep 2 Ship Date
00000011 001 ACE001 12/05/00 I CA0001 100 10.0000 PKG Original 1.0000 380.55
000002  NEW GPD 12/31/00 Electrical Package Ordered 1.0000 380.55
Shipped .0000 .00
002 I CA0001 150 .0000 PKG Original 3.0000 3173.75
Plumbing Package Ordered 3.0000 3173.75
Shipped .0000 .00
00000012 001 ACE001 08/01/00 I MNO0001 100 2.0000 PKG Original 100.0000 42283.20
000002  NEW GPD 08/01/00 Electrical Package Ordered 100.0000 42283.20
Shipped .0000 .00
00000014 001 ACE001 08/01/00 I MNO001 100 2.0000 PKG Original .0000 .00
000002  NEW GPD 08/01/00 Electrical Package Ordered 10.0000 3805.52
Shipped .0000 .00
00000018 001 ACE001 07/21/00 I MNO0001 100 2.0000 PKG Original .0000 .00
000002  NEW GPD 07/21/00 Electrical Package Ordered 1.0000 422.83
Shipped .0000 .00
Totals for Customer ACE001 Original 45837.50
Ordered 50065.85
Shipped .00
Grand Totals Original 45837.50
Ordered 50065.85
Shipped .00
Backord .00
End of Report
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Blanket Order Report’

Use the Blanket Order Report to list out the blanket orders that are in process in the current order
files. You can print the report by blanket number or customer ID.

Blanket Order Report Menu

4, TODO - OPEN S5YSTEMS® Accounting Software - SAMPLEDATA

File Modes Tools Favorites Other Help

0ol Ber 2 H B @8NS

IH Builders Supply Q ! S

mmsmx.us-,lmm Sajftware

Main en Sales Order
Bills of baterials/Kitting Infarmation lnguing Print Invoices

GEMERAL Report 'whiter Draily 'wiork Open Order Report

Bank Reconciliation Shipping Reports ] Order Repart

Fixed Azsets

3 Sales Journal

General Ledger Open Invoices Mizcellaneous Credits Joumnal

Inventary History Reports Daily Sales Tax Repart

Job Cost Fernodic Processing Cash Receipts Journal

Purchase Order File Maintenance Methods of Payment Journal
a1 Codes Maintenance Deposits Report

Payrall with Direct Deposit Pk aster File Lists Post Transactions

Accounts Receivable
Accounts Payable
Payrall

Resource Manager

| |Eompany H | Terminal TOOD |08/29/2000 [1:30 PM

7.The Blanket Order Report isonly available in versions 6.1 and higher.

6-179



Blanket Order Report

Transactions Reports

Blanket Order Report Selection Screen

4, Blanket Order Report

Commands Edit Modes

Other Help

5 1

Az B @n?e oK

I Abandon I

Customner |0

EBlanket No

Blanket Type

From
Thru
From
Thiru

— Status:

= New

" InProcess

= Closed

" Mew and In Process
= All Statuses

2l2l

2l2|

— Sort By
" Customer
 Blanket Mo

|C0mpan_uH 08/29/2000 | Terminal TOOD | OF

Field

Pick

Customer ID
From/Thru

Blanket No
From/Thru

Blanket Type

Satus

Sort By

6-180

New
In Process
Closed

New and In
Process

All Satuses
Customer ID

Blanket No

Description

Enter the range of customersto include on the report. Use the Inquiry
command, F2 or Esc W, to select the customers or |eave the fields blank to
include al customers.

Enter the range of blanket order numbers to include on the report. Use the
Inquiry command, F2 or Esc W, to select the blanket numbers or leave the
fields blank to include all blanket numbers.

Select Sto print scheduled blankets, O to print On-demand blankets, D to print
Doallar amount blankets or A to print all blankets.

Select 1 to include new blankets on the report.
Select 2 to include rel eased blankets on the report.
Select 3 to include closed blankets on the report.

Select 4 to include new and in process blankets on the report.

Select 5 to include all blanket orders on the report.
Select 1 to organize the report by customer 1D.

Select 2 to organize the report by blanket order number.



Transactions Reports Blanket Order Report
Blanket Order Report
08/29/2000 Builders Supply Page 1
1:31 PM Blanket Order Report
————— Blanket ----- Cust. Reqg. Ship Repl ©Pct Terms Desc. Tax Grp. Customer’s PO Number
Number — Type Ship-To Rep2 Pct. Pct. Days Due
00000001 Dollar Amt DALOO1 DMM  100.0 1/10,n/30 TX 000277323
000000 .0 1.0 10 30
Order Total Our Blanket # Miscellaneous Freight Subtotal Sales Tax Total
00000001 Original .00 .00 .00 .00 .00
Released .00 .00 .00 .00 .00
In Process .00 .00 .00 .00 .00
Posted .00 .00 .00 .00 .00
Customer DAL001 Total Miscellaneous Freight Subtotal Sales Tax Total
00000002 Original .00 .00 .00 .00 .00
Released .00 .00 .00 .00 .00
In Process .00 .00 .00 .00 .00
Posted .00 .00 .00 .00 .00
00000002 On-Demand  SUN0O1 PRT 100.0 1/10,n/30 MD 385930
000002 .0 1.0 10 30
Line IK Loc ID Item ID Sales Acct. Units Original Qty. Unit Price Ext. Price Tax Class
Description COGS Acct. Released Qty.
Inv. Acct. In Process Qty.
Posted Qty.
001 I MNO001 350 401000 EA 15.0000 199.3400 2990.10 03
Entry Door 501000 .0000 .00
104400 .0000 .00
.0000 .00
002 I MNO0O1 450 401000 EA 100.0000 63.5400 6354.00 03
Slide by Window 24" x 40" 501000 .0000 .00
104400 .0000 .00
.0000 .00
003 I MNO0O1 460 401000 EA 175.0000 59.2300 10365.25 03
Slide by Window 30" X 40" 501000 .0000 .00
104400 .0000 .00
.0000 .00
Order Total Our Blanket # Miscellaneous Freight Subtotal Sales Tax Total
00000002 Original .00 .00 19709.44 .00 19709.44
Released .00 .00 .00 .00 .00
In Process .00 .00 .00 .00 .00
Posted .00 .00 .00 .00 .00
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Post Transactions

Post Transactions Menu\

4, TOOOD - OPEN SYSTEMS® Accounting Sofiware - SAMPLE DATA

Fil: Modes Tools Favorites Other Help

Coa 2 @ @ RS

IH Builders Supply 9 ! S

GPBNSYSTMAMH-M Safiware

Main Menu Salez Order Tranzaction Reports
Billz of b aterials/Kitting Infarmation lnguing Print Invoices

GEMERAL Report “Writer Draily “Work Open Order Repart

Bank Reconciliation Shipping F!Epnrls Blanket Order Report
Fixed Azsets i Sales Journal
General Ledger Open Invoices Mizcellaneous Credits Journal
Inventary History Reports Daily Sales Tax Repaort
Job Cost Periodic Proceszing Cazh Receiptz Journal
File Maintenance tethodz of Papment Journal
Codes Maintenance Deposits

F'a_woll W|th Direct Deposit tdaster File Lists
Accounts Receivable
Accounts Payable
Payrall

Resource banager

I |Company H | T erminal TODD |08/29/2000 | 1:58 PM

When you post transactions, verified orders and miscellaneous credits are moved from the Open
Order filesto the Open Invoice file; cash receipts are moved from the Cash Receiptsfile to the Open
Invoicefile; and the Customer, Sales Rep, Tax Locations and Detail and Summary History filesare

updated. Inventory, General Ledger, Bank Reconciliation, and Job Cost are updated if they are
interfaced with Sales Order.

If you have amultiuser system and are using the batch processing feature, make sure that no one else
isusing any Sales Order function for the batches you are about to post. If you are not using the batch
processing feature, make sure that no one el'se is using Sales Order.
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Posting Flowchart

Post Transactions
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Transactions Reports Post Transactions

Before you post transactions, make sure that you have done these things:

e entered and reviewed all orders, miscellaneous credits, and cash receipts transactions

»  printed and reviewed the Sales Journal (which shows all orders with a verified status),
Miscellaneous Credits Journal, and Cash Receipts Journal

»  backed up your datafiles
e  printed invoices

Report Status Warning

R
Commands Edit Modes Other Help
4, Select Baiches ;Iglil
Comumands Edit Modes Other Zcroll Conumands Help
2xrE 2R a8 ?e 0F | Abandan |
[} Dezcription Lock  Status e Fieport Print Statug ——— Tag
Calas radit Feceipt
oo | AT T | 1., | =]
Caution: Some reports are not printed for this batch PFrinted u g
933337 M r 2
939932 M ~
=
Il
=
=l
sl
r_ =
| Enter = toggle tag Al Hone Lone Previous field Goto I |
[ | Company H | 08/23/2000 | Terminal TOOD | OVR

Make surethat you have printed the applicable orders and the Sales, Miscellaneous Credits, and Cash
Receipts Journals.

The information for these journals comes from the Open Order and Cash Receipts files. The Sales
Journal includes verified orders.

The Miscellaneous Credits Journal includes returned orders.
If you have the option to Post without printing Reports set to Yes and you have not printed the
applicable reports, the system will warn you for each report that has not been printed. You can enter

through the warning or exit and print the reports. If you have the option set to No, you cannot post the
transactions until you print the appropriate journal.

6-185
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Transactions Reports

Post Transactions Selection Screen

4, Post Transactions =] x|
Corunands Edit Modes Other Help
axitz | @ mE| ? e 0K | Abandon |
Have You Backed Up our Data Files? v
Batches to Post: 1

Post To:

|

¥ Curent Fizcal Year [ 20000 )
1 Last Fizcal Year [ 1999 |

|

Unposted Orders and Backorders:

71

‘ozt Logs?

% Leave in Current Batchles]
~ Move to Mew Batch

Company H |08/29/2000 | Terminal TOO0O | 0WA

Field

Have you backed
up your Data files?

Batchesto Post

Post To:

AgeAll
Customers?

Print Zero-Balance
Post L ogs?

Unposted Orders
and Backorders

Selection

Make sure to back up your datafiles, if you answer No you will be taken back to the
main menu to allow you to backup your datafiles.

If you are using transaction batching, select the batch(es) to post. If you are not using
transaction batching thisfields is not available.

If you areinterfaced to Genera Ledger and last-year files exist, you can choose to post
to the current fiscal year or the last fiscal year.

1. Current Fiscal Year
2. Last Fiscal Year

If you are not interfaced to General Ledger or only have current year GL files, Current
Fiscal Year is selected and you cannot change the option.

Select Yesto move al invoices in the Open Invoice file to the correct aging bucket,
based on the invoice dates, or select No if you do not want to move theinvoices at this
time. If you select Yes, the post will take longer to finish.

To print al of the posting log as an audit trail regardless of whether each log contains
posted information select Yes. If you only want to print alog that contains posted
information select No.

If you are using transaction batching select if you would like to leave hew orders and
backordersin the batch they are currently in, or move those orders to a new batch.

Select 1 to Leave the orders in the current batch(es) or 2 to Move the orders to anew
batch.

If you choose to move the orders to a new batch, you are prompted to enter the new
batch ID. You can use the Inquiry command, F2 or Esc W, to select the new batch or
the M aintenance command, F6 or Esc F, to create anew one.



Transactions Reports Post Transactions

Post Transactions

12/29/2000 Builders Supply Page A- 1
12:37 PM SO Post Transactions
Terminal: T000

Batches Posted:

000001 000002

Posted to CURRENT YEAR (2000)
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Post Transactions Transactions Reports

12/29/2000 Builders Supply Page B- 1
12:37 PM POST INVENTORY ITEMS
Batch Tran No. IN TP Invoice Loc. Item ID or Job/Phase Qty. Shipped Unit Unit Cost Extended Cost
(Lot Numbers) (Serial Numbers)
BATCH 000001 TOTAL .00
000002 00000003 001 IN 24889101 MNO001 100 4.0000 PKG 343.5500 1374.20
000002 00000003 002 IN 24889101 MNO001 150 1.0000 PKG 907.5300 907.53
000002 00000003 003 IN 24889101 MNO001 300 7.0000 EA 22.0100 154.07
000002 00000003 004 IN 24889101 MN0001 350 5.0000 EA 226.9900 1134.95
000002 00000003 005 IN 24889101 MNO0O1 450 2.0000 EA 161.1400 322.28
TRANSACTION TOTAL 3893.03
000002 00000004 001 IN 24889102 CA0001 400 3.0000 PKG 840.8300 2522.49
000002 00000004 002 IN 24889102 CA0001 450 3.0000 EA 152.0000 456.00
000002 00000004 003 IN 24889102 CA0001 460 4.0000 EA 171.5500 686.20
TRANSACTION TOTAL 3664.69
000002 00000005 001 IN 24889103 MD0001 100 3.0000 PKG 348.0582 1044.17
000002 00000005 002 IN 24889103 MD0001 150 2.0000 PKG 874.5600 1749.12
000002 00000005 003 IN 24889103 MD0001 300 5.0000 EA .0000 .00
000002 00000005 004 IN 24889103 MD0001 800002 5.0000 ROLL .0000 .00
274D2202 5.0000 ROLL 1.6000 8.00
TOTAL OF LOT/SERIAL ITEMS 8.00
000002 00000005 005 IN 24889103 MN0001 901 1.0000 EA .0000 .00
LTQ7121004 1.0000 EA 231.0200 231.02
TOTAL OF LOT/SERIAL ITEMS 231.02
000002 00000005 006 IN 24889103 MD0001 200 1.0000 PKG
MD0001 200100 1.0000 EA 367.6300 367.63
MD0001 200200 1.0000 EA 223.0300 223.03
MD0001 200300 1.0000 EA 419.9100 419.91
MD0001 200400 1.0000 EA 125.2300 125.23
MD0001 200500 1.0000 EA 45.5900 45.59
MD0001 200600 1.0000 EA 71.8700 71.87
TOTAL OF ALL COMPONENTS 1253.26
TRANSACTION TOTAL 4285.57
000002 00000006 001 IN 24889104 MNO0O1 250 10.0000 Cs 1342.8700 13428.70
000002 00000006 002 IN 24889104 MNO0O1 300 5.0000 EA 22.0100 110.05
000002 00000006 003 IN 24889104 MNO001 350 1.0000 EA 226.9900 226.99
TRANSACTION TOTAL 13765.74
000002 00000007 001 IN 24889105 MNO0O1 400 1.0000 PKG 855.6100 855.61
000002 00000007 002 IN 24889105 MNO0O1 450 4.0000 EA 161.1400 644 .56
000002 00000007 003 IN 24889105 MNO0O1 460 4.0000 EA 176.4700 705.88
TRANSACTION TOTAL 2206.05
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Transactions Reports

Post Transactions

Batch

000002

000002

000002

000002

000002

000002

000002

12/29/2000
12:37 BM

Tran No. IN TP Invoice

00000008 001 IN 24889106

TRANSACTION TOTAL

00000009 001 CM 24889107

TRANSACTION TOTAL

00000010 001 CM 24889108

00000010 002 CM 24889108

00000010 003 CM 24889108

00000010 004 CM 24889108

00000010 005 CM 24889108

TRANSACTION TOTAL

BATCH 000002 TOTAL

BATCH 999997 TOTAL

BATCH 999998 TOTAL

GRAND TOTAL

Builders Supply
POST INVENTORY ITEMS

Loc. Item ID or Job/Phase

(Lot Numbers)

MNO0O1 610

MN0001 100

MNO0001 650
MNO001 901

MN0001 800001
274D0714

MNO0O1 200

MNO001 200100
MNO0001 200200
MNO001 200300
MNO001 200400
MNO001 200500
MN0001 200600

MNO0O1 200

MNO001 200100
MN0001 200200
MNO0001 200300
MNO0O1 200400
MN0001 200500
MN0001 200600

(Serial Numbers)

LTQ7121000
TOTAL OF LOT/SERIAL ITEMS

TOTAL OF LOT/SERIAL ITEMS

TOTAL OF ALL COMPONENTS

TOTAL OF ALL COMPONENTS

Qty. Shipped Unit

5.

w

PN

[SIIN)

PR R R R

PR R R R RP e

0000 EA

.0000-PKG

.0000-PKG
.0000-EA
.0000-EA

.0000-ROLL
.0000-ROLL

0000-PKG

.0000-EA
.0000-EA
.0000-EA
.0000-EA
.0000-EA
.0000-EA

0000-PKG
0000-EA

.0000-EA
.0000-EA
.0000-EA
.0000-EA
.0000-EA

Page B-

Unit Cost Extended Cost

145.9800 729.90

729.90
343.5500 1030.65-
1030.65-
13955.0000 27910.00-

.0000 .00
231.0200 231.02-
231.02-

.0000 .00
1.7600 3.52-
3.52-
379.4400 379.44-
227.5300 227.53-
429.9500 429.95-
127.4000 127.40-
47.5000 47.50-
75.1500 75.15-
1286.97-
379.4400 379.44-
227.5300 227.53-
429.9500 429.95-
127.4000 127.40-
47.5000 47.50-
75.1500 75.15-
1286.97-
30718.48-
3204.15-

.00

.00
3204.15-

2
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Post Transactions Transactions Reports

12/29/2000 Builders Supply Page C- 1
12:37 PM POST SALES ORDER
TOTAL POSTED TO OPEN INVOICE FILE 336897.63-
CUSTOMER FILE 336897.63-
JOB COST JOBS FILE .00
TRANSACTIONS POSTED TO GL PERIOD 12
Description GL Account Reference Debit Credit
12670064/FNB001/000001 100000 ACE001 35467.99
12670064/FNB001/000001 1010 ACE001 35467.99
12670066/FNB001/000001 100000 DALO001 7203.92
12670066/FNB001/000001 1010 DALO001 7203.92
12670067/FNB001/000001 100000 KANOO1 71699.10
12670067/FNB001/000001 1010 KANOO1 71699.10
12670075/FNB001/000001 100000 KANOO1 11267.90
12670075/FNB001/000001 1010 KANOO1 11267.90
24889024 /FNB001/000001 100000 KANOO1 4960.03
24889024 /FNB001/000001 1010 KANOO1 4960.03
24889028/FNB001/000001 100000 KANOO1 12072.97
24889028/FNB001/000001 1010 KANOO1 12072.97
12670058/FNB001/000001 100000 LOsS001 16776.38
12670058/FNB001/000001 1010 L0S001 16776.38
12670058/FNB001/000001 100000 LOsS001 342.38
12670058/FNB001/000001 1010 LOS001 342.38
12670080/FNB001/000001 100000 SUN001 8246.32
12670080/FNB001/000001 1010 SUN001 8246.32
12670069/FNB001/000001 100000 TEN0O1 26109.72
12670069/FNB001/000001 1010 TEN0O1 26109.72
24889026 /FNB001/000001 100000 TEN0O1 49288.20
24889026 /FNB001/000001 1010 TEN0O1 49288.20
12670076/FNB001/000001 100000 TEN0O1 5706.21
12670076 /FNB001/000001 1010 TEN0O1 5706.21
24889029/FNB001/000001 100000 TEN0O1 18895.87
24889029/FNB001/000001 1010 TEN0O1 18895.87
CC951127/FNB001/000001 100000 VIS001 11155.84
CC951127/FNB001/000001 1010 VIS001 11155.84
12670072/FNB001/000001 100000 CASHCA 1940.87
12670072/FNB001/000001 1010 CASHCA 1940.87
BAL FWRD/FNB001/000001 100000 CASHMD 14855.00
BAL FWRD/FNB001/000001 1010 CASHMD 14855.00
12670079/FNB001/000001 100000 CASHMD 763.29
12670079/FNB001/000001 1010 CASHMD 763.29
12670081/FNB001/000001 100000 CASHMN 1710.72
12670081/FNB001/000001 1010 CASHMN 1710.72
BAL FWRD/FNB001/000001 100000 CASHMN 5708.28
BAL FWRD/FNB001/000001 1010 CASHMN 5708.28
12670082/FNB001/000001 100000 CASHPS 1788.43
12670082/FNB001/000001 1010 CASHPS 1788.43
BAL FWRD/FNB001/000001 100000 CASHPS 27643.13
BAL FWRD/FNB001/000001 1010 CASHPS 27643.13
24889101/100 104400 GRE001 1374.20
24889101/100 401000 GRE001 1902.74
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Transactions Reports Post Transactions

12/29/2000 Builders Supply Page C-
12:37 PM POST SALES ORDER
TRANSACTIONS POSTED TO GL PERIOD 12
Description GL Account Reference Debit Credit
24889101/100 501000 GRE001 1374.20
24889101/150 104400 GRE001 907.53
24889101/150 401000 GRE001 1317.38
24889101/150 501000 GRE001 907.53
24889101/300 104400 GRE001 154.07
24889101/300 401000 GRE001 145.60
24889101/300 501000 GRE001 154.07
24889101/350 104400 GRE001 1134.95
24889101/350 401000 GRE001 2630.66
24889101/350 501000 GRE001 1134.95
24889101/450 104400 GRE001 322.28
24889101/450 401000 GRE001 763.29
24889101/450 501000 GRE001 322.28
24889101/A/R 101000 GRE001 6759.67
24889102/400 104400 LOS001 2522.49
24889102/400 401000 LOS001 4456.49
24889102/400 501000 L0S001 2522.49
24889102/450 104400 LOS001 456.00
24889102/450 401000 LOS001 1144.94
24889102/450 501000 L0S001 456.00
24889102/460 104400 LOS001 686.20
24889102/460 401000 LOS001 1671.84
24889102/460 501000 L0S001 686.20
24889102/A/R 101000 LOS001 7273.27
24889103/100 104400 SUN001 1044.17
24889103/100 401000 SUN001 1427.06
24889103/100 501000 SUN001 1044.17
24889103/150 104400 SUN001 1749.12
24889103/150 401000 SUN001 2634.77
24889103/150 501000 SUN001 1749.12
24889103/300 401000 SUN001 256.91
24889103/800002 104400 SUN001 8.00
24889103/800002 401000 SUN001 12.96
24889103/800002 501000 SUN001 8.00
24889103/901 104400 SUN001 231.02
24889103/901 401000 SUN001 429.91
24889103/901 501000 SUN001 231.02
24889103/200 104400 SUN001 1253.26
24889103/200 401000 SUN001 2341.19
24889103/200 501000 SUN001 1253.26
24889103/200100 104400 367.63
24889103/200 104400 367.63
24889103/200200 104400 223.03
24889103/200 104400 223.03
24889103/200300 104400 419.91
24889103/200 104400 419.91
24889103/200400 104400 125.23
24889103/200 104400 125.23
24889103/200500 104400 45.59
24889103/200 104400 45.59

2
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Post Transactions Transactions Reports

12/29/2000 Builders Supply Page C- 3
12:37 PM POST SALES ORDER
TRANSACTIONS POSTED TO GL PERIOD 12
Description GL Account Reference Debit Credit
24889103/200600 104400 71.87
24889103/200 104400 71.87
24889103/A/R 101000 SUN001 7915.88
24889103 /SALES TAX/MD 203800 SUN001 238.08
24889103 /FREIGHT 405000 SUN001 575.00
24889104/250 104400 CASHCA 13428.70
24889104/250 401000 CASHCA 24171.70
24889104/250 501000 CASHCA 13428.70
24889104/300 104400 CASHCA 110.05
24889104/300 401000 CASHCA 256.90
24889104/300 501000 CASHCA 110.05
24889104/350 104400 CASHCA 226.99
24889104/350 401000 CASHCA 526.13
24889104/350 501000 CASHCA 226.99
24889104/A/R 101000 CASHCA 26451.98
24889104 /SALES TAX/CA 203800 CASHCA 1497.28
24889105/400 104400 CASHMN 855.61
24889105/400 401000 CASHMN 1485.50
24889105/400 501000 CASHMN 855.61
24889105/450 104400 CASHMN 644 .56
24889105/450 401000 CASHMN 1526.60
24889105/450 501000 CASHMN 644.56
24889105/460 104400 CASHMN 705.88
24889105/460 401000 CASHMN 1671.84
24889105/460 501000 CASHMN 705.88
24889105/A/R 101000 CASHMN 4683.92
24889106/610 104400 CASHPS 729.90
24889106/610 401000 CASHPS 1710.72
24889106/610 501000 CASHPS 729.90
24889106/A/R 101000 CASHPS 1710.72
24889107/100 104400 ACE001 1030.65
24889107/100 401000 ACE001 973.96
24889107/100 501000 ACE001 1030.65
24889107/A/R 101000 ACE001 973.96
24889108/650 104400 LOS001 27910.00
24889108/650 401000 LOS001 48214.65
24889108/650 501000 L0S001 27910.00
24889108/901 104400 LOS001 231.02
24889108/901 401000 LOS001 469.75
24889108/901 501000 L0S001 231.02
24889108/800001 104400 LOS001 3.52
24889108/800001 401000 LOS001 5.47
24889108/800001 501000 L0S001 3.52
24889108/200 104400 LOS001 1286.97
24889108/200 401000 LOS001 2601.32
24889108/200 501000 L0S001 1286.97
24889108/200100 104400 379.44
24889108/200 104400 379.44
24889108/200200 104400 227.53
24889108/200 104400 227.53
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Transactions Reports

Post Transactions

12/29/2000
12:37 PM

TRANSACTIONS POSTED TO GL PERIOD 12

Description

24889108/200300
24889108/200
24889108/200400
24889108/200
24889108/200500
24889108/200
24889108/200600
24889108/200
24889108/200
24889108/200
24889108/200
24889108/200100
24889108/200
24889108/200200
24889108/200
24889108/200300
24889108/200
24889108/200400
24889108/200
24889108/200500
24889108/200
24889108/200600
24889108/200
24889108 /A/R

24889108/SALES TAX/CA

PERIOD 12 BALANCE

TOTAL GL POSTINGS

GL Account

104400
104400
104400
104400
104400
104400
104400
104400
104400
401000
501000
104400
104400
104400
104400
104400
104400
104400
104400
104400
104400
104400
104400
101000
203800

Reference

LOS001
L0S001
L0S001

LOS001
L0S001

Builders Supply
POST SALES ORDER

Debit Credit

429.95
429.95

127.40
127.40

47.50
47.50

75.15
75.15

1286.97

2601.32
1286.97

379.44
379.44

227.53
227.53

429.95
429.95

127.40
127.40

47.50
47.50

75.15
75.15
57116.56

3224.05

510609.82 510609.87

510609.82 510609.87

Page C-

4
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Post Transactions Transactions Reports

12/29/2000 Builders Supply Page D- 1
12:37 PM POST CASH RECEIPTS
Mthd Type Description Amount
st 1cen 54409.72
Lo s 54409.72
CHK 2 Check 279192.83
2 ToTaL CHECKS oy

GRAND TOTAL 333602.55

* Open Invoice Created

12/29/2000 Builders Supply Page E- 1
12:37 PM POST DEPOSITS

Dep No Date Amount
BANK ACCOUNT FNB0O1 - 1st National Bank 0001658973

000001 12/29/2000 333602.55

TOTAL FOR BANK ACCOUNT FNB0O1 ““;;;E_S(_J;j;;

GRAND TOTAL 333602.55

End of Report
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Transactions Reports Post Transactions

When you run the Post Transactions function:

The sales, miscellaneous credit and cash receipt entries are moved from the transaction and cash
receipt files, SOTDxxx, SOTHxxx, and ARCRxxx to the Open Invoice ARINxxx, Customer
ARCUXxxx, Sales Rep ARSRxxx, Tax Locations file RMTXxxx, and Summary and Detail
history files ARHSxxx, ARHIXXX.

The due date is updated for each transaction from the invoice date and number of due days, and
the discount date is updated from the invoice date and number of discount days from the
customer’s terms.

Transactions for the batches that were posted are cleared form the Transaction file to make room
for the next group of Sales Order entries.

The balance, sales, and payment history fields in the Customer file are updated.
The month and year-to-date gross sales figuresin the Sales Rep file are updated.

The taxable and nontaxable totals form the transactions update the existing totals in the Tax
Locationsfile.

If you elected to keep sales history in Options and Interfaces, the Detail, Additional Description
and Summary History files are updated.

If Sales Order isinterfaced with Inventory these things happen when you post:

The quantity bucket is updated through the costing method you chose in Options and Interfaces.
The month and year-to-date sales quantity, dollars, and COGS dollars are updated.

The quantity in use is adjusted. For invoice transactions, the quantity shipped is subtracted from
the quantity in use and the quantity on hand. For miscellaneous credit transactions, the quantity
shipped is added to the quantity in use and the quantity on hand.

The Inventory History file is updated with the quantity and cost of each line item.

If Sales Order isinterfaced with Bank Reconciliation, a summary record is created in the BR
Transactions file for each deposit when you post.

If Sales Order isinterfaced with Job Cost, the billing date amount and the last bill datein the Jobsfile
are updated when you post. If ajob or phase is completed, the actual end dateis also updated.

If Sales Order isinterfaced with General Ledger, debit and credit entries are created in the GL
Journal. If you post detail information, entries are made for each line item. If you post summary
information, a single entry is made for each account.
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Post Transactions Transactions Reports

Journal Entries Created During Post Transactions

When you post invoices for sales on credit, entries are made to these accounts:

SALES SALES TAX FREIGHT MISC AR
CREDIT CREDIT CREDIT CREDIT DEBIT

The sales account comes form the account entered on each line item. The sales tax account comes
form the tax location record or the customer’s distribution codeif the account number ismissing from
the tax location record. All other accounts come form the distribution code assigned to each
customer.

If acost is associated with aline item, entries are made to these accounts:

INVENTORY C0GS
CREDIT DEBIT

Both the inventory and cost-of-goods-sold account number come from each line item record.

When you post prepaid sales, entries are made to these accounts:

SALES SALES TAX FREIGHT MISC CASH
CREDIT CREDIT CREDIT CREDIT DEBIT

The sales account comes form the account entered on each line item. The sales tax account comes
form the tax location record or the customer’s distribution code if the account is missing form the tax
location record. The freight and miscellaneous charges accounts come from the customer’s
distribution code. The cash account comes form the Bank Accountsfile if Bank Reconciliation is
interface with Sales Order; otherwise, the cash account comes from the payment method that is
associated with each prepayment.
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Transactions Reports Post Transactions

If acost is associated with aline item, entries are made to these accounts:

INVENTORY C0GS
CREDIT DEBIT

Both the inventory and cost-of-goods-sold account number come from each line item record.

When you post miscellaneous credits, entries are made to these accounts:

SALES SALES TAX FREIGHT MISC A/R
DEBIT DEBIT DEBIT DEBIT CREDIT

The sales account comes from the account entered on each line item. The sales tax account comes
from the tax location record or the customer’s distribution code. The other accounts come from the
customer’s distribution code.

If acost is associated with aline-item, entries are made to these accounts:

INVENTORY c0Gs
DEBIT CREDIT

Both the inventory and cost-of-goods-sold accounts come from each line-item record.

When you post invoices for cash receipts, entries are made to these accounts:

A/R CASH DISCOUNT
CREDIT DEBIT DEBIT

The discount account comes from the ARGL x table. The A/R account comes form the customer’s
distribution code. You can specify the account to credit instead of the Sales Order account when a
cash receipt is entered with not customer ID. If Sales Order is interfaced with Bank Reconciliation,
the cash account comes from the Bank Accounts file; otherwise, the cash account comes from the
method-of -payment record set up in Codes Maintenance. If the method-of-payment record is
missing, the cash account from the ARGLx table is used.
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Post Transactions Transactions Reports

Aborted Post

An aborted post is one that doesn't successfully complete. Occurrences of this problem are rare. The
most common reason for an aborted post isloss of power supply to the computer during the posting
process. In Sales Order, you can restart from the point where the original post stopped without
duplicating or double posting entries. When a post is aborted, other terminals are prevented from
accessing information related to the batches that were supposed to be posting. The following message
appears on terminals other than the terminal that aborted the post: Aborted Post Detected on
Terminal Txxx Press Enter to Continue.

If other terminals try to continue past the previous message, they get the following message:
Transactions Arein Aborted Post on Terminal Txxx. When this message appears, that terminal
must exit from the function.

On the terminal that had the original aborted post, the following message appears: Aborted Post
Detected on This Terminal Press Enter to Restart It or Press F7 to Return to the Menu.

If any of the above messages appear, go to the Post Transactions function at the original terminal. A
message warns you that the post was aborted. Press Enter to continue the post from that point. Once
the post is successful, the warning messages on all terminals disappear.

If the continued post process fails or produces a error message, take the following steps:

1. Restore the most recent backup that was made before the original post.

2. At the operating system level, change to the \OSAS\DATA directory or comparable directory.
Then erase the ARTM Txxx file (Txxx istheterminal 1D that had the original aborted post).
Here's aexample of this step:

C:\>CD OSAS\DATA
C:\OSAS\DATA>ERASE ARTM Txxx

3. If you are using Transaction Batching you will need to go into the Batch Control Function and
blank out the lock flag for the batches that were being posted.

Go back into Sales Order and print the Sales, Miscellaneous Credit and Cash Receipt Journals. Then
post the transactions again.
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Purge Selected Files

Periodic Processing Main Menu

Fil: Modes

Tools Favorites Other Help

S 7 @ @ MRS

IH Builders Supply

i1

SAS-

OFPEN SYSTEMS® Accounting Saftware
Sales Order

Main Menu

Billz of katerials Kitting
GEMERAL Report \riter
Eank Reconciliation
Fixed Assets

General Ledger

Infarmation | nguiry
Doaily wWork
Shipping Reports
Tranzaction Reports
Open Invaices

Inventony

Job Cost

Payrall

Purchase Order Codes Maintenance
der M aster File Lists

Accounts Receivable
Accounts Papable
Fesource Manager

Sales Tax Report

Periodic Maintenance

Purge Customer Comments
cted Files

I |Company H | Teminal TOOO | 08/18/2000 [11:56 AM

Use the Purge Selected Files to delete Quotes that were never turned into live orders and to remove

Closed Blanket orders based on the closed date.
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Purge Selected Files Periodic Processing

Purge Quotes by Date

Purge Selected Files

Make the following selections

Selection Description

Quoteswith DatesBefore  Enter the date to remove al Quotes, regardless of Customer 1D, that
were created before the date entered. If no dateis entered in thisfield, no
quotes will be removed by date.

All quotesfor Customer Enter the Customer 1D for which you want to remove all quotes
1D regardless of the date.

You can use the Inquiry command, F2 or Esc W, to select the
customer.

Purge Quotes by Customer ID®

Purge Selecied Files

8.Thisoptionsisavailable only in versions 6.1 and higher.
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Periodic Processing Purge Selected Files

Purged Blanket Orders?®

4, Purge Selecied Files
Commands Edit Modes Other Help
¥z e mal 2@ OK__ | _Abandon |
Hawve you backed up pour data files? v
Remove:
Recuning Entries with Cutolf D ates Before L
Detail Hiztary for Invoices Dated Before L
Surnmary History Before Period/Fizcal Year /! I
Paid Invoices with Dates Before L
Quates with Dates Before 4
All quotes for Customer (D E1]
Clozed Blankets with Closed D ates Befare I02/29,2000
[ | Company H |08/29/2000 | T erminal TOOO |CVA
Selection Description

Closed Blanketswith Close Enter the date to remove all closed blanket orders from the blanket order
Date Before files (SODBDxxx, SOBHxxx, SOBK xxx, SOBL xxx, SOBSXxXx).

If the blanket order has a closed date before the date entered, it will be
removed from the system.

If the blanket order does not have a closed date, it is not removed with
this function.

If you leave the field blank, no blanket orders are purged based on the
close date.

9.Thisoptionsisonly available in versions 6.1 and higher.
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Shipping Efficiency Report!®

History Report Menu

4, TOOO - OPEN SYSTEMS® Accounting Software - SAMPLE DATA

Fil: Modes Tools Favorites Other Help

Hoer 2 @D ERS

IH Builders Supply Q ! S

ﬂPENSmEHS‘Amm Saftware

Main Menu Sales Order
Billz of katerials Kitting Infarmation | nguiry AR Analysiz Report

GEMERAL Report \riter Doaily wWork Sales Analysis Report

Bank Reconciliation Shipping Reports D etail History Report

Fixed fgzets Tranzaction Reports Cusztomer 5 ales Report

General Ledger Open Invaices Customer Activity Repart

Inventony i 5

5 Surnrmary nvoice Histore
Job Cost Periodic F'rocesslng Promaotional Analyziz
F'u haze Order File b sintenance Print Histony [nvaoices

3 Codes Maintenance
Payroll with Direct D eposit Master File Lists
Accounts Receivable
Accounts Papable
Payrall
Fesource Manager

Customer S hipping Efficiency Report

I |Compary H | Terminal TOOO |08/29/2000 | 8:04 &AM

The Shipping Efficiency Report function, will help you analyze you effectiveness at meeting the
requests for shipping your customers have. The information is taken from the Request Ship Date

field, that isfilled when they placed their orders with you. This report is organized based off Actual
Ship Dates.

Note I

You can only print thisreport if you have the option to save Detail History (ARHIxxx) set to yes.

10.The Shipping Efficiency Report is only available in versions 6.1 and higher.
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Shipping Efficiency Report

History Reports

Shipping Efficiency Report Selection Screen

4, Shipping Efficiency Report
Corunands Edit Modes Other Inventory Lockups Help
¥tz @ @@l ?e OK__|_Abandon |
ActShip Date  From | -/
Thru L
ReqShip Date  From [
Thru A/
Custorner D From A4
Thru k!
Location |0 Frarm =
Thru q]
Item/Jab From al
Thru al
Print By:
i+ Actual Ship Date
i~ Requested Ship Date
£~ Custorner 1D
i Item/Location
[ |Company H | 08/29/2000 | Terminal TOOD |OVR
Field Selection
Pick Act Ship Date  Select the range of Actual Ship Dates to include on the report or leave these

From/Thru fields blank to include all actual ship dates.

Req Ship Date  Select the range of Requested Ship Dates to include on the report or leave

From/Thru these fields blank to include all requested ship dates.

Customer 1D Select the range of customersto include on the report. Use the Inquiry

From/Thru command, F2 or Esc W, to select the customers or leave these fields blank to
include all customers.

Location ID Select the range of locations to include on the report. Use the I nquiry
command, F2 or Esc W, to select the locations or leave these fields blank to
include al locations.

Item/Job Select the range of item or job IDsto include on the report. Use the Inquiry
command, F2 or Esc W, to select the items or jobs or leave these fields blank
toinclude al items and jobs.

Print By  Actual Ship Select 1 to organize the report by actual ship dates.

Date

Requested Select 2 to organize the report by requested ship dates.

Ship Date

Customer 1D Select 3 to organize the report by customer 1D.

Item/Location  Select 4 to organize the report by item and location IDs.
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Shipping Efficiency Report

08/29/2000 Builders Supply Page 1
8:05 AM Shipping Efficiency Report

By Actual Ship Date
Actual Average Average Shipments  ---- Early Days ---- On-Time ---- Late Days ----
Ship Date Early Date Late Date Total No. Number Average Number Number Average Efficiency %
12/25/2000  12/23/2000  12/25/2000 1 1 2.00 0 0 .00 100.0000
12/21/2000  12/20/2000  12/24/2000 10 1 1.00 7 2 2.50 80.0000
12/20/2000  12/20/2000  12/20/2000 1 0 .00 1 0 .00 100.0000
12/19/2000  12/18/2000  12/19/2000 1 1 1.00 0 0 .00 100.0000
12/15/2000  12/15/2000  12/15/2000 1 0 .00 1 0 .00 100.0000
12/14/2000  12/13/2000  12/14/2000 1 1 1.00 0 0 .00 100.0000
12/12/2000  12/12/2000  12/12/2000 1 0 .00 1 0 .00 100.0000
12/10/2000  12/08/2000  12/10/2000 1 1 2.00 0 0 .00 100.0000
12/09/2000  12/09/2000  12/09/2000 2 0 .00 2 0 .00 100.0000
12/06/2000  12/06/2000  12/06/2000 1 0 .00 1 0 .00 100.0000
12/01/2000 12/01/2000  12/01/2000 1 0 .00 1 0 .00 100.0000
11/24/2000  11/22/2000  11/24/2000 1 1 2.00 0 0 .00 100.0000
11/16/2000  11/13/2000 11/16/2000 1 1 3.00 0 0 .00 100.0000
11/15/2000  11/15/2000  11/15/2000 1 0 .00 1 0 .00 100.0000
11/13/2000  11/13/2000  11/13/2000 1 0 .00 1 0 .00 100.0000
11/12/2000  11/12/2000  11/12/2000 3 0 .00 3 0 .00 100.0000
11/11/2000 11/11/2000  11/11/2000 1 0 .00 1 0 .00 100.0000
11/03/2000  11/03/2000  11/03/2000 1 0 .00 1 0 .00 100.0000
11/02/2000  11/02/2000  11/02/2000 1 0 .00 1 0 .00 100.0000
11/01/2000  11/01/2000  11/01/2000 1 0 .00 1 0 .00 100.0000
10/27/2000  10/27/2000  10/27/2000 1 0 .00 1 0 .00 100.0000
10/25/2000  10/25/2000  10/25/2000 1 0 .00 1 0 .00 100.0000
Overall 34 7 1.71 25 2 2.5 94.5454
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Customer Shipping Efficiency Report'!

History Report Menu

4, TODO - OPEN S5YSTEMS® Accounting Software - SAMPLEDATA

File Modes Tools Favorites Other Help

0ol Ber 2 H B @8NS

I H Builders Supply

/Q.)AS

mmsmx.us-,lmm Sajftware

Main Menu

Sales Order

History Reports

Bills of baterials/Kitting
GEMERAL Report 'whiter
Bark Reconciliation
Fixed Azsets

General Ledger
Inventary

Job Cost

Purchase Order

W|th Direct Deposit
Accounts Receivable
Accounts Payable

Payrall

Resource Manager

Infarmation lnguing
Draily 'wiork
Shipping Reports
Tranzaction Beports
Open Invoices

c Processing
File Maintenance
Codes Maintenance
Master File Lists

AR Analysis Report

Sales Analpsiz Report
Detail History Fieport
Customer Sales Report
Customer Activity Report
Summary |hvoice History
Promotional Analysiz

Print History Invoices

T ax Audit B eport

Shipping Efficiency R eport

&1 Shipping Effici

|Eompary H | Terminal TOOD |08/29/2000 | 2:05 AM

The Customer Shipping Efficiency report has the same functionality as the Shipping Efficiency
Report, but it allows you to customize it based off the Customer ID. The report will help you analyze
your effectiveness at meeting the shipping requests of your customers.

Note I

You can only print thisreport if you have the option to save Detail History (ARHIxxx) set to yes.

11.The Customer Shipping Efficiency Report is available only in versions 6.1 and higher.
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Customer Shipping Efficiency Report

4, Cusiomer Shipping Efficiency Report
Commands Edit Modes Other Inventory Lookups Help

axrE e @8 7€ 0k | Abandon |
Customer ID Fram | a
Thru a
Feqg Ship Date  From
Thru
Item |0 From al
Thiru a
Location [0 From

Lol

Thru

Frint:
" Detail
" Summary

| Company H |08/29/2000 | Terminal TOOO | 0WR

Field Selection

Pick Customer 1D Select the range of customersto include on the report. Use the Inquiry
From/Thru command, F2 or Esc W, to select the customers or leave these fields blank to
include al customers.

Req Ship Date  Select the range of Requested Ship Dates to include on the report or lease
From/Thru these fields blank to include all requested ship dates.

Item Select the range of items to include on the report. Use the | nquiry command,
F2 or Esc W, to select theitems or jobs or leave these fields blank to include
al items.

Location ID Select the range of locations to include on the report. Use the I nquiry

command, F2 or Esc W, to select the locations or leave these fields blank to
include al locations.

Print Detail Select 1 to print complete shipping detail on the report.

Summary Select 2 to summarize the report by customer.
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Customer Shipping Efficiency Report (in detail)

08/29/2000 Builders Supply Page 1
8:05 AM Detail Customer Shipping Efficiency Report
Invoice Requested Actual Difference
Item ID Description Loc. ID Ship Date Ship Date In Days Efficiency %
Customer ACE001 ACE BUILDERS
100 Electrical Package MN0001 07/14/1999 07/14/1999 0
150 Plumbing Package MN0001 07/14/1999 07/14/1999 0
Miscellaneous Charges MNO001 07/14/1999 07/14/1999 0
300 Interior Door MN0001 07/14/1999 07/14/1999 0
350 Entry Door MN0001 07/14/1999 07/14/1999 0
400 Interior Materials MNO001 07/14/1999 07/14/1999 0
450 Slide by Window 24" x 40" MNO001 07/14/1999 07/14/1999 0
460 Slide by Window 30" X 40" MNO0001 07/14/1999 07/14/1999 0
550 Millwork Package MNO001 07/14/1999 07/14/1999 0
600 Standard Window 24" X 40" MNO001 07/14/1999 07/14/1999 0
610 Standard Window 30" X 40" MNO0001 07/14/1999 07/14/1999 0
Total for Invoice 12670001 100.0000
100 Electrical Package MNO001 08/17/1999 08/17/1999 0
400 Interior Materials MN0001 08/17/1999 08/17/1999 0
450 Slide by Window 24" x 40" MNO001 08/17/1999 08/17/1999 0
460 Slide by Window 30" X 40" MNO001 08/17/1999 08/17/1999 0
Total for Invoice 12670010 100.0000
100 Electrical Package MN0001 09/02/1999 09/02/1999 0
150 Plumbing Package MNO0001 09/02/1999 09/02/1999 0
450 Slide by Window 24" x 40" MNO001 09/02/1999 09/02/1999 0
460 Slide by Window 30" X 40" MN0001 09/02/1999 09/02/1999 0
600 Standard Window 24" X 40" MNO001 09/02/1999 09/02/1999 0
610 Standard Window 30" X 40" MNO001 09/02/1999 09/02/1999 0
650 Steel Supports MN0001 09/02/1999 09/02/1999 0
Total for Invoice 12670013 100.0000
100 Electrical Package MNO001 10/04/1999 10/04/1999 0
150 Plumbing Package MNO001 10/04/1999 10/04/1999 0
Total for Invoice 12670015 100.0000
100 Electrical Package MN0001 11/03/1999 11/03/1999 0
150 Plumbing Package MNO0001 11/03/1999 11/03/1999 0
450 Slide by Window 24" x 40" MNO001 11/03/1999 11/03/1999 0
460 Slide by Window 30" X 40" MN0001 11/03/1999 11/03/1999 0
600 Standard Window 24" X 40" MNO001 11/03/1999 11/03/1999 0
610 Standard Window 30" X 40" MNO0001 11/03/1999 11/03/1999 0
700 Cabinets MN0001 11/03/1999 11/03/1999 0
Total for Invoice 12670016 100.0000
100 Electrical Package MNO001 12/03/1999 12/03/1999 0
350 Entry Door MNO001 12/03/1999 12/03/1999 0
450 Slide by Window 24" x 40" MN0001 12/03/1999 12/03/1999 0
460 Slide by Window 30" X 40" MNO0001 12/03/1999 12/03/1999 0
600 Standard Window 24" X 40" MNO001 12/03/1999 12/03/1999 0
700 Cabinets MN0001 12/03/1999 12/03/1999 0
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Information Inquiry

Use the functions on the Information Inquiry menu to view customer information, open invoice
information, detail history and summary history. Thereis only one new menu item added with Sales
Order Application, and that is the Orders option.

You cannot change any information when you use these functions.

Information Inquiry Menu Screen

4, TODD - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Modes Tools Favorites Other Help
Gl S 2 @ B #ES

IH Builders Supply ;I
Il

O5AS-

OPEN S¥YSTEMS® Accounting Saftware

Sales Order | Information Inguiry

Main Menu

Bills of Materials Kitting
GEMERAL Report wihiter
Eank Reconciliation
Fixed Assets

nation |nguing
Draily wiark
Shipping Reports
Transaction Reparts

Customers and Open Invoices
Open Invoices
Sumrnary History

General Ledger Open Invoices D etail History
Inventony Hizstary Reparts

Job Cost Periodic Processing

Payrall File M aintenance

Purchase Order Codes Maintenance

S al rder M aster File Lists

Accounts Receivable
Accounts Payable
Fegource Manager

| |Campary H | Teminal TOOD |08/15/2000 [12:37 P
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Orders

Orders Inquiry isthe only Information Inquiry function that is Sales Order specific. The other Inquiry
functions are outline in the Accounts Receivable Training Manual.

Orders Inquiry Screen

4, Orders =0 =]
Comomands Edit Modes Other Sevoll Comumand:  Halp
2xrE @A Es | ?e 0K | Abandon |
Our Did Mo [l & Batchip | allodpate [ 7 Status | =]
Invaice Na Customer | 4] Inv Date |/ / Lo 1D [MNO0OT 3]
Customer PO PO Date | / /
Cur Ord Ihvoice Mo Cust ID Loc|D Ord Date Status Order Total
Batch 1D Customer PO PO Date It Date
| MHew seaich Sort Header Order line detail I Tatals I Goto I |
| | Company H [08/18/2000 | Teminal TO0D |OVR

Enter the following information:

Command Action

Our Ord No Enter inthe Order you want to look at. You can use the I nquiry command, F2 or Esc W,
to look up and select the Order from the list that appears.

Entering through will place an * in that field, to include al Ordersin thefile
Invoice No Enter in the Invoice number you want to look at.

Entering through will place an * in that field, to include al Invoicesin thefile
Customer PO Enter in the Customer PO you want to look at.

Entering through will place an * in that field, to include al Invoicesin thefile

Batch ID Enter inthe Batch you want to look at. You can use the I nquiry command, F2 or Esc W,
to look up and select the Batch from the list that appears or, leave blank to include all
batches

Customer 1D Enter in the Customer 1D you want to look at. You can use the I nquiry command, F2 or

Esc W, to look up and select the Customer from the list that appears or, leave blank to
include all customers

Ord Date Enter in the Order Date you want to look at.

Entering through will leave the date open

Inv Date Enter in the Invoice Date you want to look at.

Entering through will leave the date open
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Information Inquiry
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Order Inquiry Including All Orders

Commands Edit  Modes Other Scroll Comumands Help
EXaHE BE| 2@ 0K | Abandon |
Tur Ord Mo & BachiD | 5] OdDate [ 7 7 Status |4l =l
Ihvoice Mo Customer | & Inw Date | £/ Loc 1D |MNDDD1 §
Customer PO PO Date | 7/
Owr Ord Invaice Mo Cust ID Laoc D Ord Date Status Order Total
Batch ID Customer PO PO Date I Date
_TENDOA kMO0 0 g
2|
00000024 DALOOT kM 0007 0&/18/2000 Werified 108218 ﬂ
0ooo007
00000025 LOS001 rMNO007 0841842000 Werified 2341190
oooot
00000026 SUMNO0 rHOo01 08/18/2000 Mew 2601.32
oooot
00000027 ACEDDT kM O007 081842000 “erified 507 46
00000 =l
0000001 2 ACEDDT kM 0007 0&/01 /2000 Mew 4228320 F
000002 =|
Mew search Sort Header Order line detail I Totals I Goto I |
I | Company H | 08/18/2000 | Terminal TOOD | 0VR
Command Action
PO Date Enter in the PO Date you want to look at.
Entering through will leave the date open
Satus PressN to view Orders with a status of New
Press P to view Orders with a status of being Picked
PressV to view Orders with a status of being Verified
Press R to view al Ordersthat have a Returned status
Press| to view al Ordersthat have an | nvoiced status
Press B to view all Backorders
Press Q to view all Orders that have a Quote status
Press A to view All of the Orders, regardless of status
Thisfield isrequired., you must select one of the status options.
LocID Enter in the Location ID you want to view.



Information Inquiry

Orders

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.

Orders Inquiry Including All Orders Screen

4, Orders M =1 S
Commands [Edit Modes Other Seroll Commands Help
'%Xt§| |ﬂ|?@ 0K | Ahandon |
Our Ord Mo A Bateh D | A odDate[7 7 Status [21 =l
Invaice Mo Customer | Al lnv Date | 7/ Loc 1D [MHO0OT §
Customer PO |* PO Date | /7
Our Ord Ihvoice Mo Cust [D Loc 1D Ord Date Statug Order Tatal
Batch ID Cuztamer PO PO Date Irw Date
"""" TEMOOT MNDOOT 2 =
000001 2|
00000024 DaL0od FM 000 08/18/2000 Werified 108218 ﬂ
000001
00000025 LOS001 rM o001 08/18/2000 Werified 2341190
o000t
00000026 SUmMO0 rr o001 08./1842000 Mew 260132
o000t
oooooozy ACEDDT rrM o001 08/18/2000 Werified 507 46
000001 =|
00000012 ACENN rM 000 0840142000 Mew 4228320 &
000002 =
MHew search Sort Header Order line detail I Totals I Goto I |
| |Company H | 08/18/2000 | Teminal TOOD |OVA
Command Action
New Search Press N to clear the current screen and enter criteriafor a new search.
Sort Press Sto change the display sort.
You have the following options for the sort:
Select 1 to sort by Batch/Our Order No.
Select 2 to sort by Customer PO No.
Select 3 to sort by Invoice No.
Select 4 to sort by Customer ID
Select 5 to sort by Our Order Date
Select 6 to sort by Customer PO Date
Select 7 to sort by Invoice Date
Select 8 to sort by Status
Select 9to sort by Loc ID
Select 10 to sort by Our Order No.
The system will default the next sort available based on the sort displayed.
Header Press H to move to the Header portion of the screen.

Order line detail
Totals

Goto

Press O to view lineitem detail of the order the cursor is currently on.
Press T to view the totals of the order the cursor is currently on.

Press G to move the cursor to a specific order. This option appearsiif there are more
orders then will fit on one screen.
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Placing AR on the Menu

System File Maintenance Menu

4, TOOO - OPEN SYSTEMS® Accounting Software - SAMPLE DATA

Fil: Modes Tools Favorites Other Help

Hoer 2 @D ERS

IH Builders Supply

/Q.)AS

ﬂPENSmEHS‘Amm Saftware

Main Menu

Rezource Manager

Syztem File Maintenance

Billz of katerials Kitting
GEMERAL Report \riter
Eank Reconciliation
Fixed Assets

General Ledger
Inventony

Job Cost

Payrall

Purchase Order

Sales Order

Accounts Receivable
A tz Papable

e Manager

whorkstation Configuration
Installation

Company Setup
Application Setup

D a File Malntenance

EIS Dashboards

Executive Information Surnmary
Print Manager

FReparts

b aster File Lists

ication [nformnation

Directories

Menus

Favarites Menus

Inquiry *Aindow D efinitions
Global Inguiry Drefinitions
Help Screens

Swyztem Meszages
Backup/Restore Commands
Form Codes

Form Printers

Support Information

Uszer Login Activity

Field Definitions

|Compary H | Terminal TOOO |08/18/2000 | 3:01 PM

When you install Sales Order, the system will automatically take Accounts Receivable 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 Information. You can use the Inquiry command, F2 or Esc W, to bring up
alist of the applicationsinstalled. Select Accounts Receivable and the Application’sinformation

screen will appear.

Note I

Using both Accounts Receivable and Sales Order is not supported by Open Systems Technical
Support, nor isit recommended.

A-223



Placing AR on the Menu Using both AR and SO

Application Information Screen

4, Application Information M= E3
Corunands Edit Modes Other Help
ANz | @ mE| ?e 0K | Abandon |

Application Code IAF! ﬂ

Description |Accounts Recerable
Basze Application I §
Installed? IND

Wersion E10

Date Installed ID?/‘I 4/2000

Program Directary
|C:/81CR /pragaR/

“eiification File IAHCUK

Last Maintenance  None

| Company H |08/18/2000 | Terminal TOO0O | 0WA

Field Definitions

Applications Code A two character field defining the Application ID. Use the Inquiry command, F2 or
Esc W, to select the application.

Description Description of the application that will appear on the menu. Up to 40 characters are
alowed for the description.

Base Application If the chosen application code is based off another application, the base application
code will appear here.

Example: SO has a base application of AR, because they use some of the same data
files and programs.

Installed Whether or not this application will appear on the screen asbeing installed. Yes will
have it appear on the menu if datafiles exist.

Date Installed Date this application was installed in the system.
Program Directory  The path for the programs of the application.
Verification File The datafile used to verify the application isinstalled.

Use the Proceed command, PgDn or Esc P, to save any changes you made to the Application
Information screen.
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Entering and Posting Transactions

There are files and programs common to both Accounts Receivable and Sales Order if you are using

both you will want to be cautious when posting in either application, that no other activity isgoing to
be accessing the needed data files.

Sales Order Menu

4, TODO - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

Fil: Modes Tools Favorites Other Help

S 7 @ @ MRS

IH Builders Supply LIQ“AS
Il

OFPEN SYSTEMS® Accounting Saftware

Main Menu Sales Order |
Billz of katerials Kitting Infarmation | nguiry Tra ]

GEMERAL Report \riter Cash Receipts

Bank Reconciliation Shipping Reports Edit Cash Fieceipts

Fixed fgzets Tranzaction Reports Copy Recuring Orders

General Ledger Open Invaices Releaze Scheduled Blankets
Inventony Histary Reports Change Batches

Job Cost Periodic Proceszing Batch Contral

Payrall File b sintenance

Purchase Order Codes Maintenance

M aster File Lists

Accounts Receivable
Accounts Papable
Fesource Manager

Company H | Terminal TOOO | 08/18/2000 | 3:17 P
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Periodic Processing Considerations

When using both Accounts Receivable and Sales Order you will have to go through Periodic

Processing in both applications. It is recommended that you do not do Periodic Processing in either
application until both are ready.

Sales Order Periodic Maintenance

4, Periodic Maintenance = =1 BT
Comunands Edit Modes Other Help
P RE @mn| e OK || Abandan |
Have You: Statuz:
--Frinted Statements? ¢ Period-End Maintenance
--Printed the Customer Analysiz Report? ¢ Quarter-End Maintenance
--Backed Up Your Data Files? W i+ Year-End Maintenance

v
-

Customer High Balances?

Current Period/Fiscal Year 1272000

Company H | 08/18/2000 | Terminal TOOD | OWF
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SO Data Files B

All thefiles of the Accounts Receivable system are used in the Sales Order system except the
Transaction files (ARDExxx, ARTHxxx, ART Dxxx,), the Recurring Entries files (ARRDxxx,
ARRExxx, ARRHxxx) the Lot/Serialized Detail file (ARL Sxxx), and the Tables file (ARTB).

Sales Order adds these tables and files to the Accounts Receivable system:

Blanket Additional File (SOBDxxx)

The Blanket Additional File contains the additional description text that was entered in the Blanket
Order entry function for each line-item.

Blanket Orders Header File (SOBHxxx)

The Blanket Order Header file holds the line-item detail information on orders, sales and credits. The
Transactions are adjusted after you release them to the transaction file. Thereis only one record for
each order header.

Blanket Orders Kit Detail File (SOBKxxx)

If you are using Kitted Itemsin Blanket Order entry, the Kit Detail for the blanket order will be stored
inthisfile.

Blanket Orders Detail File (SOBLxxx)

The Blanket Order Detail file holds the information for line-item entry on a Blanket Order. The
entries are then adjusted when blanket orders are rel eased.

Blanket Orders Schedule (SOBSxxx)

Blanket Order Schedule file holds pertinent information as to when a blanket order isto be released,
the ship date and the number of line items being released.

Additional Descriptions File (SODExxx)

Asin recurring order records, you can enter ten lines of additional information about each line item
on an order if additional descriptive text isimplemented in the Options table. The text is printed on
picking slips (optional), invoices and credit memos.

Kit History File (SOKHxxx)
The Kit History file stores historical information about kits sold. Each record represents one

component of akit that was entered through the Sales Order system and posted to the AR Detail
History file.
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Kit Detail File (SOKTxxx)

The Kit Detail file keeps arecord of the components entered in the Sales Order system so that you
can change and delete components that were entered through the Sales Order function.

Shipping Label File (SOLBxxx)

The Shipping Label file stores setup information that describes the data that will be printed on
shipping labels and the location of that data on the label. Thereis one record for each shipping label.

Bills of Lading Hazardous Material Code File (SOLCxxx)

TheBill of Lading Hazardous Material Codesfile stores information that describes the Codes you set
up for use with any Hazardous Materials. There is one record for each hazardous material code.

Bills of Lading Header File (SOLHxxx)

The Bills of Lading Header file retains the information from the header screen.

Bills of Lading Line Item File (SOLL)
The Bills of Lading Line Item file retains the information from the line-item entry screen.
Lot/Serial Detail File (SOLSxxx)

When you enter aline item that contains a serialized item, the serial number, the order number, and
the associated line-item entry number are stored in the Serialized Item file. When you post a verified
order with serial numbers, those numbers are cleared from the Serialized Item file.

Packing List Restart File (SOPLxxx)

The Packing List Restart file stores the orders to print when the user elects to print packing list for a
list of orders.

Recurring Entry Additional Description File (SORDxxx)

If the Description field for alineitem on arecurring order is not long enough, you can enter ten lines
of additional descriptive text. This additional text is stored in the Recurring Additional Descriptions
file and is printed on invoices after the entry has been copied to the Open Order file. You can enter
additional descriptive text only if this option isimplemented in the Options table.

Recurring Orders Header File (SORHxxx)

The Recurring Order Header file holds header information for recurring orders. The entries are
copied to the Transaction Header file during the Copy Recurring Entries function. Thereisonerecord
for each transaction header.

Recurring Orders Detail File (SORLxxx)

The Recurring Order Detail file stores the line-items for each recurring entry. After orders are copied
into the Open Order files, they are considered new orders.

Picking Slips Restart File (SOSLxxx)
The Slips Restart file temporarily saves the picking slips printed the last time the Picking Slips

function was used. They can be used to reprint if arestart is necessary. The next time the function is
used without specifying alast good slip number, the file contents will be rebuilt.
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Sales Order Table File (SOTB)

Each application hasits own General Table file to hold the tables needed by its programs. Thefileis
named xxTB, where xx is the two-character program prefix.

You will want to copy the Accounts Receivable Tablesfile to the Sales Order Tablesfileif you added
Sales Order after Accounts Receivable has beenin use.

Open Order Detail File (SOTDxxx)

The Open Order Detail file stores the line-item detail information from the time you enter it until itis
filled. Verified orders are cleared from the file when you post them to the Open Invoice and
Customer file. The unfilled portions of the orders are returned to the file as backorders.

Transaction Header File (SOTHxxx)

The Transaction Header file stores the open order header information from the time you enter it until
itisfilled. Verified orders are cleared from the file when you post them to the Open Invoice and
Customer file. The unfilled portions of the orders are returned to the file as backorders.
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