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We’ve worked with many companies in the food industry and have heard the same critical 
issues. TRAVERSE food processing is designed to help you manage all areas of your food 
business. Below is a list of the features included in the food processing installation.

• Forward and backward traceability ‐ track lot numbers and expiration dates

• Shelf life and sell by date

• Record of temperature at time of receiving

• Track catch weights and product grade

• Track costs and locations of samples

• Detailed financials and budgeting

• Track all MCBs directly in the A/R cash receipts process

• Sales to net reports ‐ full sales analysis by SKU or broker

• Track all aspects of production and work orders

•Actual cost of production

•Landed cost

•Scrap and waste material

• Fully integrated ‐ confirmed production work order updates finished goods, raw 

materials, packaging and labor/overhead if desired

• Track any subcontracted processes

• Warehouse management and logistics tracking

• Mobile warehouse ‐ bar coding

• Available interface to shipping (UPS, Fed Ex etc.), shopping carts and EDI

• Sales order process linked to purchasing ‐ drop ship to customers ‐ track brokers and 

distributors ‐ including commissions

• Customize/personalize screens, forms, and reports without programming and 

without affecting future software upgrades

• Tight inventory control— lot history with expiration dates
Food Processing  1‐3
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• PO Prepayments

• Promotions Functionality

• ShopFloor

• Basic Quality Assurance Capabilities

• Zero Quantity Lot Purge

• Recall

System Information

Additional information about using the system is found in the following sources:

• the User’s Help

• the user’s help for other TRAVERSE applications

• the Developer’s Guide and Developer’s Object Descriptions manuals

Customer Support

Open Systems Holdings Corp. has a strong commitment to customer service and product 
quality. If you need help using any Open Systems product, follow these procedures:

• Consult the user’s guide and other TRAVERSE reference materials.

• If you are a subscriber to the TRAVERSE customer support program, you can consult 

your customer support representative (1‐800‐320‐3088) or e‐mail them at 

traverse_support@osas.com.
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Frequently used functions

• Purchase Order Transactions

• Sales Order Orders

• Manufacturing Bills of Material

• Manufacturing Production, Production Orders

• Manufacturing Production Shop Floor

• Warehouse Management Record Picked Orders

Interactive Views

Lot Traceability View ‐ Food companies need the ability to track lot numbers from purchasing 
Raw Materials to be used in production (or even to sell directly) to multi‐level Bills of Material 
(assemblies, sub‐assemblies, sub‐sub‐assemblies, etc) to a Finished Good. At any point in the 
production or history, it must be possible to determine where a particular lot was used and 
specifically, where (to whom) it was sold.

Quality Check History ‐ Shows the quality questions that have been answered while recording 
production using shop floor and while receiving goods in warehouse management or purchase 
order.
Food Processing  1‐5



INTRODUCTION

About Food Processing
1

1‐6  Food Processing



. . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
INSTALLATION AND SETUP 2

Installation and Setup Instructions  . . . . . . . . . . . . . . . . . . . . . . .2‐3
Base TRAVERSE Setup . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .2‐7
Food Processing  2‐1



INSTALLATION AND SETUP
2

2‐2  Food Processing



. .
 . 

.I N STA L LAT ION  AND   S E TUP

Installation and Setup Instructions
. 

I N S TA L LAT ION  AND   S E TUP  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I N S TRUCT IONS

The Food Processing solution is an add ‐ on to the standard TRAVERSE suite of applications and 
requires some installation and setup prior to using it.

Following are the steps to get the Food Processing solution installed and ready to use:

1.  Use server manager to process the server update.

2.  Copy the contents of the install package to the shared 'Updates' folder; then each 

workstation can check for updates.

3.  Set permissions:

• IN<Periodic Processing<Purge Lot Numbers (Inventory Purge)

• IN<Interactive View<Lot Traceability

• SO<Pricing<Discount Promotions

• SO<Pricing<Promo Codes

• MFG<Production<Production Orders ‐ Shop Floor Entry; Shop Floor Labels; Purge 

Shop Floor Entries

• MFG<Production<Interactive Views ‐ SF Login Activity View; SF Time Entries View

• MFG<Production<Setup and Maintenance ‐ Scrap Codes; Down Time/Setup Reasons

• SM<Setup and Maintenance<Quality Check List

• SM<Setup and Maintenance<Print Labels

• SM<Setup and Maintenance<Purge Print Labels Entries.

• SM<Interactive Views<Quality Check History

• SO<Pricing<Customer Pricing by Customer Level

4.  Save .frms to the database using Design Studio, Screen Layouts:

• CustomerControl: AR Customer

• EmployeeControl: SM Employees Custom

• ItemControl: IN Items Custom
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• PaymentMethodControl.frm: AR Payment Methods

• POHeaderControl.frm: PO Transaction

• TransactionHeaderControl.frm: SO Transaction

• TransactionLineItemDetailControl.frm: SO Transaction

5.  SM<Company Setup<Employees. Add Shop Floor Access Codes to appropriate users.

6.  AR<Setup and Maintenance<Payment Methods. MCB check box.

7.  AR<Setup and Maintenance<Customers. Print country of origin box.

8.  PO<Setup and Maintenance<Landed Cost. Add GL Expense Account.

9.  AP<Setup and Maintenance<Batch Codes. Add batch code DPOSIT as a permanent batch. 

Applicable only if 'Yes' selected for 'Allow Deposit to Exceed Order Total' in the business rule.

10.  SM<Company Setup<Business Rules<System Manager. Add default Bank Account ID.

11.  MFG‐Production<Setup and Maintenance<Scrap Codes/Downtime‐Setup Reasons. Add 

Scrap Codes; Down Time/Setup Reasons.

12.  AP<Setup and Maintenance<Distribution Codes. Add GL Account Number for Deposits.

13.  IN<Setup and Maintenance<Items.

• Weight UOM

• Default Price UOM

• Catch Weight box

• Shelf Life Days

• Sell/Consume‐By Days

• Country of Origin

14.  SM<Company Setup<Form Printers.

• Set printer for MP Label.

15.  Set Business Rules: 

• MFG‐ Production ‐ Record Shop Floor Time As

• MFG‐Production ‐ Print Labels on Save Production Activity

• If using Landed Costs: Purchase Order ‐ Enable Landed Cost Calculations
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• System Manager ‐ Weight precision

• Inventory ‐ Allow Lot use……

• Inventory‐Misc ‐ Auto‐generate Sub‐Lots….; Lot Weight Method to Receive/Sell

• PO ‐ 2 Business Rules for PO Deposits

16.  If Foods/Catch Weights were previously installed, process these scripts:

17.  ClearCFComp.sql: Removes the original SO Transaction custom catch weight fields.

18.  fixSoTransHeaderCF.sql: Removes a comma from the SO Transaction Header custom field 

Total Gross Weight. SO Transactions will return an error if this is an issue!
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Before you are ready to use the TRAVERSE Food Processing solution, you must set up 
information in several TRAVERSE applications.

Below is a checklist of functions required to be set up prior to using the food processing 
solution:

____     System Manager

___ Company Information

___ Period Conversion

___ Business Rules

___ Bank Accounts

___ Employees

___ Tax Classes

___ Tax Locations

___ Tax Location Groups

____     General Ledger Chart of Accounts

____     Inventory

___ Account Codes

___ Locations

___ Items

____     Accounts Receivable

___ Distribution Codes

___ Terms Codes

___ Payment Methods

___ Shipping Method Codes

___ Customers
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____     Accounts Payable

___ Distribution Codes

___ Terms Codes

___ Vendors

____     MFG ‐ Routing and Resources

___ Schedules

___ Tooling

___ Labor Codes

___ Machine Groups

___ Work Centers

___ Operations

___ Routings

____     MFG ‐ Bills of Material

___ Cost Groups

___ Bills of Material

____     MFG ‐ Production

___ Variance Codes

___ Scrap Codes

___ Down Time/Setup Reasons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Training Manual for the base TRAVERSE application for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . information on the setup of each function listed here.
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The Food Processing solution adds some setup functionality to the System Manager menu and 
existing functions. 

Business Rules

Business Rules have been added to accommodate requirements for Food Processing.

To set the Business Rules for Food Processing follow these steps:

1.  Select Business Rules from the System Manager, Company Setup.

Business Rules Menu
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2.  The Business Rules screen appears.

Business Rules Screen ‐ MFG ‐ Production

3.  Select MP ‐ MFG ‐ Production to see the business rules for production.

4.  Select Yes to Print Label on Save Production Activity to print labels for products when 
produced and saved. Otherwise select No to manually print labels.

5.  Select how to Record Shop Floor Time As: Machine Time or Labor Time. The selection made 
will record any time entered into shop floor as either machine or labor, not both.

6.  Select System Manager to see the business rules for system manager.
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Business Rules Screen ‐ System Manager

7.  Enter the Numeric Formatting Precision for Weights to the number of decimal places to use 
for weight usage.

8.  Select Inventory to see the business rules for inventory.
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Business Rules Screen ‐ Inventory

9.  Select how you want to Allow Lot use past Expired Date. The valid choices are:

• OK ‐ When you are recording picked quantities or verifying a sales order, if the 

requested ship date is beyond the expire date, the lot will be used with no message 

displayed.

• Warning ‐ When you are recording picked quantities or verifying a sales order, if the 

requested ship date is beyond the expire date, a message will be displayed saying” 

Lot is Past Expiration. Proceed?” You will be required to make a selection. If you 

select Yes, the lot will be used. If you select No the lot selected will be removed and 

you will be required to select a different lot.

• No ‐ When you are recording picked quantities or verifying a sales order, if the 

requested ship date is beyond the expire date, a message will be displayed saying, 

“Lot is Past Expiration. Must pick a new Lot.” You will then be required to select a 

different lot.

10.  Select how you want to Allow Lot use past Sell‐By Date. The valid choices are:
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• OK ‐ When you are recording picked quantities or verifying a sales order, if the 

requested ship date is beyond the expire date, the lot will be used with no message 

displayed.

• Warning ‐ When you are recording picked quantities or verifying a sales order, if the 

requested ship date is beyond the expire date, a message will be displayed saying” 

Lot is Past Expiration. Proceed?” You will be required to make a selection. If you 

select Yes, the lot will be used. If you select No the lot selected will be removed and 

you will be required to select a different lot.

• No ‐ When you are recording picked quantities or verifying a sales order, if the 

requested ship date is beyond the expire date, a message will be displayed saying, 

“Lot is Past Expiration. Must pick a new Lot.” You will then be required to select a 

different lot.

11.  Select if you want to Auto‐generate Sub‐Lots for Detailed Lot Weight.

When receiving a catch weight item and then selecting the Detail Weight button, the 
sublot will be automatically generated, when Yes is selected, or can be manually 
entered, when No is selected. Currently, the Detail Weight button only exists in IN 
Transactions (Adjustments) and WM Adjustments.

12.  Select Purchase Order to view the business rules for purchase order.
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Business Rules Screen ‐ Purchase Order

13.  Select Yes to Allow Deposits to Exceed Order Totals, otherwise select No.

Selecting Yes will allow you to enter a deposit for an amount that is greater than the 
total amount of all the items entered into the PO. No will restrict you from entering a 
deposit amount greater than the total of the amount for all the line items on the PO.

14.  Select Yes to Allow Printing of On Demand Checks, otherwise select No.

Selecting Yes will allow you to print an online check for the deposit amount entered. 
Selecting No will disable the Print Check button on the Deposits tab of the PO 
transaction.

15.  Select Yes in the Enable Landed Cost Calculations field to enable the landed cost function 
in TRAVERSE. Landed costs are those costs added to item value to reflect import duties and 
taxes, shipping charges, and the like.

16.  Select Yes in the Allow Editing of Landed Costs field to make landed costs editable at the 
transaction level.

17.  Select Sales Order to view the business rules for sales order.
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Business Rules Screen ‐ Sales Order

18.  Select how much of the Discount Promotions GL Account Display to see in the discount 
promotion setup.

The available selection will be: 0 - No, to hide the whole GL account with X’s, the other 
available options will depend on your GL account mask setup. Each segment of your 
account setup will be an available choice.

Quality Check List Setup

Use the Quality Check List setup to enter questions to be asked at different levels of the shop 
floor data entry.

To set up the Quality Check List questions follow these steps:

1.  Select Quality Check List from the System Manager, Setup and Maintenance menu.
Food Processing  3‐9
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Quality Check List Menu

2.  The Quality Check List screen appears.

Quality Check List Screen
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3.  Select the Quality Check Type you are entering questions for. The available options are 
Receiving (only functional with the Food add on), Production and Shipping (currently not 
functional).

4.  Select the Question Type for your Production quality questions. The valid options are:
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• Operator ‐ The quality check list question will be displayed when the operator clicks 

the Run button on the Shop Floor Time screen.

• Quality ‐ the quality check list question will be displayed when the operator selects 

the operation they will be entering information for. 

• Setup ‐ The quality check list question will be displayed when the operator clicks the 

Setup button on the Shop Floor Time screen.

5.  Select the Operation Id the quality question applies to. The question entered will display for 
the operation selection, or time entry for that operation only.

6.  Enter the Sequence you want the questions to be displayed in.

7.  Enter the Question you want asked when the operation/time is selected for the operation Id 
on that row.

8.  When you select Receiving:

• Enter the Sequence you want the questions to be displayed in.

• Enter the Question you want asked when the items are received, either through 

purchase order, transactions or warehouse management, receive goods.

Shop Floor Users

Use the Employees function from the Company Setup menu to provide you with general 
employee information when needed. The Employees function provides a location to store the 
names, addresses and contact information for your employees. This employee information 
storage has been specifically added for those users who have chosen not to implement the 
TRAVERSE Payroll application. 

Applications such as Project Costing, Service Director, the Manufacturing suite of applications, 
including Shop Floor in Food Processing, require references to an employee ID in many cases, 
this function allows users to use these applications without installing the Payroll application.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  This cannot be used in Lieu of a Payroll application, it will not store any his‐

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . tory, or calculate taxes, or print checks. It is reference information only. 
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To work with Employees, follow these steps:

1.  1Select Employees from the Company Setup menu.

Employees Menu
Food Processing  3‐13
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2.  The Employees screen appears:

Employee Screen

3.  Enter all of the general information you wish to record for the employee and save your 
changes. 

4.  Enter a Shop Floor Access Code for the selected employee.

• The shop floor access code may be up to 6 characters long and can be either alpha or 

numeric, or a combination of alpha and numeric.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If the access code contains letters a keyboard will be required at the worksta‐
tion used to log into shop floor. If only numbers are used the shop floor key pad and 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . touch screen may be used to log the user into shop floor.

5.  Click the Save button  to save the employee setup.
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Print Labels

Use the Print Labels function to design labels to print for products produced and recorded 
through Shop Floor.

Labels can be designed for produced products and for by‐products produced while making the 
finished product.

To design and test print Labels, follow these steps:

1.  Select Print Labels from the System Manager, Setup and Maintenance menu.

Print Labels Menu
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2.  The Print Labels screen appears.

Print Labels Screen

3.  Select the Label Type you are designing: MP ‐ Production or MP ‐ By‐products.

4.  Enter the No. of labels to print per box, when printed from shop floor.

5.  Select the Label Style to view previously saved labels.

6.  Select Design to view the label design selected.
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Details for Item Label Screen

Band Strips, Expand/Collapse Buttons, and Editing 

Use this section to

• See the band name, the band icon corresponding to its type, and the 

expand/collapse button. 

• Expand/collapse a band strip by clicking the plus or minus sign adjacent to the band 

strip. 
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• Edit a label's field by double‐clicking the field and editing the text as necessary. You 

can also right‐click on the field and select Properties to edit additional properties of 

the field. 

7.  Click the arrow button in the upper left corner of the label design to see the task menu.

8.  Select Design in Report Wizard to use the design wizard to help design your label.

9.  Select the Label Products and Product Number you want to use to print labels.
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10.  Click Next to move to the next screen.

11.  The Label Width, Label Height, Vertical Pitch, Horizontal Pitch, Top Margin and Side 
Margin are filled in from the defaults for the selected label product. 

12.  Select the Page Size for the label being printed.

13.  Select Finish to save the label specifics you selected and return to the Print Labels screen.

14.  Use the Data Filter to select the range of filtering options or leave the filter blank to 
include all available data. 

15.  Select the sorting criterion from the Sort By section. 

16.  Select Reset, Preview, Output, Send or Print.

Command Buttons

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Use the System Manager, Company Setup, Form Printers to select the printer 
these labels will be printed to. The printer needs to be installed on the workstation 
using shop floor to be available for select to print to. See the System Manager Train‐

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ing Manual for more information on setting up form printers.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I NVENTORY   S E TUP

Items

Use the Items function to enter and maintain your inventory items at the item level. 

The field descriptions assume that you are entering information for the first time. Refer to the 
procedures after the field descriptions if you are editing information.

The Inventory Items setup has been modified to add some fields to be used when doing 
transactions for inventory items for the Food Processing solution.

Fields have been added to the Inventory Items setup to be used for the finished products when 
recording your production through the Shop Floor functions. 

For more information on setting up items, see the Inventory Training Manual.

When production is recorded for a finished product, that is lotted, in shop floor, the generate 
lots screen is displayed with the created date and expiration date. If there is a number of days 
entered the expiration date will automatically be filled in using the number if days past the 
created date.
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To set up Items, follow these steps:

1.  Select Items from the Setup and Maintenance menu.

Items Menu
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2.  The Items screen appears.

Items Screen

3.  Enter the Item ID.

4.  Select an item ID to copy existing information from. The Copy From dialog box appears.

5.  Enter a Description of the item.

6.  Select the Item Type:(required) 

• Serialized items require you to enter a serial number for each piece when purchasing 
and selecting from available serial numbers when selling.

• Nonserialized items require no serial number for any transactions. They are just 
plain items and can include lot numbers.

• Service items do not track quantities. You are allowed to edit the cost of service 
items when doing sales transactions.
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Service items are specifically defined as not having physical characteristics or 
quantities. The intent of service items are to be used for purposes of pricing and 
standardized reporting. I could set up a service item called Training with a UOM of 
hours with a certain price per hour. I don’t “stock” training hours. Now I can use this 
item to sell 6 hours of TRAINING to someone and have the pricing be done correctly 
and know that I can query on history using TRAINING as a keyword and get consistent 
results regarding how much TRAINING I’ve sold.

7.  Select the Item Status: (required)

• Active items can be purchased and sold.

• Discontinued items can be sold but not purchased.

• Superseded items can be sold but not purchased. If you change an item status to 
superseded, the location status also changes to superseded. You are required to 
enter a superseded alternate item ID.

• Obsolete items cannot be purchased or sold.

8.  If the status of the item is Superseded, select an item ID to use as a Superseded Alternate as 
a replacement for the item that is no longer available for purchase or sale. This field is 
displayed if the item has a superseded status.

9.  Check the Kitted box if the item is the ID for a Kit, set up in Bill of Material/Kitting. No 
quantity or cost information is stored for the Kit item ID. This check box is not available for 
service type items.

10.  Check the Lotted box if the item is part of a lot; otherwise, clear the box. This check box is 
not available for service type items. A lot number is required for all purchases and sales.

11.  Check the Auto Reorder box to have the system calculate the reorder point for the item; 
otherwise, clear the box. This check box is not available for service type items. This field will 
be used with the Purchase Order application.

12.  For serialized items select the Costing to use for your serial numbers, General or Specific 
Item.

General will use the costing method selected in the business rules when making a 
sales transaction. If you are using the FIFO or LIFO costing method the cost of each 
serial number will be brought into the sales transactions.

Specific item will look at the cost of each individual serial number to bring in the cost 
of a sales transaction.
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The default when setting up a new serialized item will be the selection you made in the 
business rules function for the option serialized cost default. The default is set to 
specific item. When an upgrade or data migration is done from a prior version the 
default will be set to specific item, which is how it works in older versions of TRAVERSE.

13.  Select the Catch Weight Item field to indicate the item is to be sold as a catch weight item.

The item must be set up as a lotted item for the Catch Weight box to be activated.

14.  Select the Fixed Weight Item field to indicate the item is to be sold as a fixed weight item.

The item must be set up as a lotted item for the Catch Weight box to be activated.

15.  Enter the number for Shelf Life Days to be used if the finished product is lotted and you 
want to have an expiration date automatically filled into the lot generation screen.

When production is recorded for a finished product, that is lotted, in shop floor, the 
generate lots screen is displayed with the created date and expiration date. If there is a 
number of days entered the expiration date will automatically be filled in using the 
number if days past the created date.

16.  Enter the number of Sell By Days to be used to determine if a lot may be sold based on the 
requested ship date entered into a sales order. The sell by date will be determined by using 
the expiration date in the lot minus the sell by days.

The value entered means the SellBy Date will be x number of days before the 
expiration date!!! If SellBy value = 30 and Expiration Date = 5/15; then the SellBy date 
would be 4/15, 30 days before the expiration date.

Select the Customer Specific button to display the Customer Specific Sell By/Consume-
By screen.
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Use this screen to set Sell By/Consume By days for specific customers. When a lot is 
sold the sales order functions will look for a customer specific sell by days to override 
the general sell by days for the item.

• Select the Customer ID to override the general sell by days for.

• Enter the Sell By Days number of days this customer wants to use for lots sold to 

them for this item.

• Click the Save button  in the toolbar and close the screen to save your changes 

and return to the main screen.

17.  Select the Label Format to be used when printing labels when shop floor production has 
been recorded. See the Print Labels section above for more details on designing labels.

18.  Enter the Base Unit Of Measure, which must be your smallest unit of measure. This 
becomes the first record on the Units tab.(required)

19.  For serialized items, the Default Unit Of Measure is the base unit of measure you entered 
in the Base UOM field. For nonserialized items with multiple units of measure, the default 
unit of measure can be selected from the combo box once alternate units of measure have 
been set up.

The default unit of measure will default into the unit field in Accounts Receivable/Sales 
Order and Accounts Payable/Purchase Order transactions, if unit defaults are not set 
up on the Unit Default tab.

20.  Select the Sales Category of the item, which is set up in the Sales Categories function.

21.  Select the Product Line of the item, which is set up in the Product Lines function.

22.  Select the Price ID of the item. A location level price ID can also be assigned on the Item 
Locations screen; if the price IDs are different, the location level price ID is the default.

23.  Select the Tax Class of the item.

24.  Select the Hazmat Code to be used on the bill of lading printed from the warehouse 
management application.

25.  If the item is a catch weight item select the Weight UOM for this item. This field is only 
active when the Catch Weight box is checked.

26.  Select the Picture ID of the item.

27.  Enter an Additional Description about the item. You can elect to print this information on 
report screens.
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The additional descriptions can be copied to the Accounts Receivable, Accounts 
Payable, Sales Order, and Purchase Order applications to be used during transaction 
entry by selecting the Copy Additional Descriptions From SM/IN Items option in the 
Business Rules function of the application.

28.  Enter the Country of Origin for the item, if the item is not from the country set up in the 
company information.

29.  Select the Default Price UOM to be used when selling this item through sales order.

The available choices will be the units of measure that have a price set up on the 
Locations, Item Price tab.

Command Buttons

Add i n g ,   Ed i t i n g ,   and  De l e t i n g   I t em  Re c o r d s

To add an item record, follow these steps:

1.  Select the New Record icon   on the toolbar or press ctrl insert. A blank Items screen 
appears.

2.  Enter the item ID. 

3.  Select an item ID in the Copy From field to copy information from, or enter the required 
information.

4.  Click the Save button  in the toolbar and close the screen to save your changes and 
return to the main menu.

To edit an item record, follow these steps:

1.  Select the ID of the item to edit. Information about the item appears.

2.  Edit the information.

3.  Click the Save button  in the toolbar and close the screen to save your changes and 
return to the main menu.

To delete an item record, follow these steps:

Name Description

View Picture
Display the picture corresponding to the selected 
picture ID.
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1.  Make sure that the item has zero quantities in inventory.

2.  Select the ID of the item to delete.

3.  Select the delete hot key F3 or the delete record button  on the tool bar.

4.  Click the Save button  in the toolbar and close the screen to save your changes and 
return to the main menu.

Copy From Dialog Box

5.  The Copy From dialog box appears when you select an Item ID in the Copy From field on the 
Items screen.

6.  The ID of the item to copy from and the item Description default from the Items screen and 
cannot be changed.

7.  Check the boxes of the information to copy to the new item ID.

8.  Select OK to copy the information or Cancel to return to the Items screen.

Units Tab
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Use this tab to enter multiple units of measure for the nonserialized item; serialized items can 
have only one unit of measure. Select the default unit of measure from the default UOM 
combo box in the header section.

1.  Enter the Unit of measure for the item. The first record is always the base unit of measure 
you entered in the Base UOM field.

2.  Enter the Conversion Factor for the unit of measure, the portion of the base unit that is the 
alternate unit. For example, the base unit of measure is EACH and the alternate unit of 
measure is DOZEN. The conversion factor is 12 because there are 12 base units of each in 
one dozen. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  The conversion factor for the base unit of measure must be 1.

3.  Select the Penalty Type: % for a percentage or $ for a currency amount. The penalty type 
determines the price when fractional parts of a unit are sold. 

A percent penalty applies to the fractional parts of units sold, resulting in a unit 
penalty. An amount penalty applies to the inventory item, regardless of the quantity 
sold, resulting in a penalty per sale rather than per unit.

4.  Enter the percent or amount of the Penalty. For example, the unit of measure CARTON is set 
up to assess a 10 percent penalty when a fraction of a carton is sold. If the price of a carton 
is $500 and a customer orders 2.5 cartons, the price would be calculated as follows:

2 cartons x $500 = 1000

.5 cartons x $500 = 250

Broken case penalty ($250 x.10)   25

$1275

5.  Enter the identification number for the unit of measure to use as a reference. The universal 
price code (UPC) capability is currently used only in the Point of Sale module.

6.  Enter the Weight of the item to be used for each unit of measure.

This weight will be used in sales order for pricing of catch weight items and to calculate 
the total weight of the sale. This will also be used one the bill of lading in the warehouse 
management application. Enter the weight for each unit of measure.

7.  Enter the Minimum Sale Quantity in the last box, if any.
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Unit Defaults Tab

Use this tab to set different default units of measure for various transaction types. The Unit of 
Measure will use the Default UOM if you leave the Unit Defaults tab blank.

1.  Select the transaction Type (Reporting, Sales, Purchases, Manufacturing, or Service).

2.  Select the Unit default to be associated with transactions of that type. The unit of measure 
you choose must first be set up on the Units tab in Item Maintenance.

Alternates Tab

Use this tab to enter items that are comparable to or can be substituted for other items. An 
alternate item is used when you sell an item with insufficient quantities.

1.  Select the Alternate Item Id for the item.

2.  Enter the Start Date to begin using the alternate item. Leave this field blank if there is not a 
specific start date.

3.  Enter the End Date to stop using the alternate item. Leave this field blank if there is not a 
specific end date.
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Aliases Tab

Use this tab to enter another name for the item that can be specified to a user, vendor or 
customer. For example, item 700873920PS has an alias of PS. When you enter PS in the item ID 
field, the full item number is displayed and a message indicates that PS is an alias for item 
700873920PS. This can be used to set up vendor and customer item IDs, so you can enter the 
vendor or customer item ID for a specific vendor or customer and your item ID will be brought 
into the transaction. The same alias can be used for a category of items.

The system does not recognize aliases in the Location Transfers function.

1.  Enter the Alias.

2.  In the Type column, choose whether this alias will be used in reference to a User, Customer, 
or Vendor.

3.  In the Reference column select the user ID, vendor ID or customer ID for the alias or enter 
an asterisk (*) to use the alias for all users, vendors or customers.

Item Locations

Use the Item Locations tab to add and maintain the following item‐specific information at the 
location level:

• General Default

• Location Status

• Price

• Cost

• Vendor

• Location Defaults

• Location History
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• Cost Detail

• Bin Numbers

• Lot Numbers

• Serial Numbers

The field descriptions assume that you are entering information for the first time. Refer to the 
procedures after the field descriptions if you are editing information.

To add or maintain location specific information for items, follow these steps:

1.  Select Items from the Setup and Maintenance menu.

2.  Select the Locations tab.

3.  The Item Locations tab appears.

Item Locations Tab

4.  Select an Item ID. The default base unit for the Item ID appears.

5.  Select the Location you want.
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6.  Click Add to add locations. The Copy From dialog box appears.

• Select the Add to Location ID.

• Select the Copy From Item ID and Copy From Location ID.

• Select the Account Code for the item and location. The account code indicates which 
default general ledger accounts are used when you post.

• Select the check boxes of the information you want to copy to the new location.

• Click OK to copy the information. Click Cancel to return to the Item Locations screen 
without copying information.

7.  Click Delete to delete locations where the item is no longer stored.

8.  Select the Location Status. 

• Active items can be purchased and sold.

• Discontinued items can be sold but not purchased.

• Superseded items can be sold but not purchased. If you change an item status to 
superseded, the location status also changes to superseded.

• Obsolete items cannot be purchased or sold.

The location status is dependent on the item status.

Table 1: 

Item Status Possible Location Status

Active Active, Discontinued, Obsolete, 
Superseded

Discontinued Discontinued, Obsolete, Superseded
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  When you enter transactions, the system checks the item status and then the 
item location status. You cannot purchase an obsolete, discontinued, or superseded 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . item, and you cannot sell an obsolete item.

9.  If the status of the item is Superseded, select an item ID to use as a Superseded Alternate as 
a replacement for the item that is no longer available for purchase or sale. This field is 
displayed if the item has a superseded status.

10.  Select the Forecast Type you want to use to calculate the reorder point for the location. 
Reorders are calculated by the Purchase Order application.

11.  Select the Account Code for the item and location. Use the account code to indicate which 
general ledger accounts you want to use when you post.

12.  Enter the Average weighted Cost of the item over time if you use the average costing 
method. The formula for calculating the average cost is:

on hand qty x current average cost + current qty purchased x current unit cost 
purchased/on‐hand qty + qty purchased

This cost is calculated each time items are added to the quantity on hand.

13.  Enter the Last Cost of the item. The last cost is the cost of the last purchase transaction in 
Inventory, Accounts Payable and Purchase Order.

This cost is updated each time items are added to the quantity on hand.

14.  Enter the Base Cost of the item. The base cost is used for calculating prices in the Sales 
Order pricing setup, as a markup from cost.

15.  Enter the Standard Cost of the item if you use the standard costing method.

16.  The Ext Cost, COGS Adj, and Adj Value that appear, in the Valuation area, for the item and 
are view‐only.

Superseded Superseded, Obsolete

Obsolete Obsolete

Table 1: 
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Loc Defaults Tab

The information on this tab is used in the Purchase Order application.

1.  Select the default Vendor ID, which is the ID of the most frequent supplier of the item. The 
combo box is only available when you have PO or AP interfaced to Inventory.

2.  Select the default Bin Number, which is the bin where the item is most often stored. If you 
have Warehouse Management installed you will see the bins set up in that application.

3.  Select the default Price ID you want to use to calculate the price that the item is sold at most 
often. You can also assign an item level price ID on the Items screen; if the price IDs are 
different, the location level price ID is the default. The combo box is only available when you 
have SO interfaced to Inventory.

4.  Enter the default Lead Time, which is the number of days it usually takes the vendor to ship 
the item to you. This field is used in the Purchase Order application to calculate the order 
point for the location.

5.  In the Carrying Cost Percent text box, enter the percentage of the total value of your 
inventory to use in the EOQ calculation in the reorder process. You can also enter a carrying 
cost percent on the Locations screen. The item location percentage overrides the location 
percentage.

6.  In the Ordering Cost Amount text box, enter the total cost of shipping, stocking, and labor 
to use in the EOQ calculation in the reorder process. You can also enter an ordering cost 
amount on the Locations screen. The item location amount overrides the location amount.

7.  Enter the Maximum Quantity of units you want to have on hand at one time in the 
Maximum Qty box. This quantity appears on the Overstock Report.

This amount is also used in the Min/Max reorder calculation. It is used to determine 
the quantity to order while keeping your on hand quantity at or below the Maximum 
Qty.
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8.  Enter the Order Point, which is an estimate of the (quantity you use during the order 
process) added to (the safety stock you maintain). If you want the system to calculate 
reorders, you must enter an order point for the item.

When the number of units in stock reaches this point, the item is listed in the Safety 
Stock Alert Report.

This quantity is also used in the Min/Max reorder calculation when the on hand 
quantity drops to the order point quantity, it triggers the item to be included in the 
reorder calculation.

9.  Select an order point Status:

• Manual – The order point shown was entered manually and will be recalculated 
when the reorder process is run.

• Frozen – The order point shown should not be recalculated.

• Calculated – The order point shown was calculated by the system.

If you change the order point, select Manual for the order point status.

10.  Enter the minimum number of units to keep on hand at all times in the Safety Stock text 
box.

Select a safety stock Status:

• Manual – The safety stock shown was entered manually and will be recalculated 
when the reorder process is run.

• Frozen – The safety stock shown should not be recalculated.

• Calculated – The safety stock shown was calculated by the system.

If you change the safety stock amount, select Manual for the status.

11.  Enter the economic order quantity, the EOQ is the most economical quantity to purchase 
when you place an order.

Select an EOQ Status:

• Manual – The EOQ shown was entered manually and will be recalculated when the 
reorder process is run.

• Frozen – The EOQ shown should not be recalculated.

• Calculated – The EOQ shown was calculated by the system.
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12.  Enter the Minimum Order Quantity.

If an Accounts Payable invoice or Purchase Order transaction is entered with a quantity 
below this minimum quantity, a message box will be displayed stating that the 
quantity is below the minimum.

This quantity is also used in the Min/Max reorder calculation to determine a minimum 
quantity to suggest as a reorder. A quantity below this minimum will not be calculated 
using the reorder processing. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Make sure the difference between your Order Point and your Maximum 
quantity is greater than your Minimum quantity. If the difference is less than the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . minimum you will not get a reorder calculated for the item at the order point.

13.  Select or enter an ABC Class for the item, if your company uses ABC analysis or 
classification of inventory items. This field is a free form entry field. Once values have been 
entered for items they will be displayed in the combo box.

ABC Class is a relative value of items in the database, ranking items according to 
multiple criteria, and grouping items into classes that represent the relative value of 
the items.

ABC Classes are generally used when physical inventory is done using cycle counting. 
Meaning a portion of your inventory is counted on a daily basis. The ABC class can be 
used to classify your items into value or usage classes to determine how often they 
should be counted in your cycle. Usually higher value and higher volume items are 
counted more frequently, so they would be classified with the same ABC class.

You will see the ABC Class as a selection or filtering criteria in the following places:

• Item Locations Maintenance

• Item Locations Inquiry

• Item Locations List

• Freeze Quantities

• PO ‐ Calculate Reorders

• MFG‐MF ‐ MRP Processing (multiple reports)

• RP Processing (multiple reports)
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Loc History Tab

Enter the appropriate dates in the fields.

The information on this tab is updated when you post transactions from the appropriate 
applications.

Price Info Tab

The price numbers entered on this tab are used for Accounts Receivable and Sales Order 
transactions. The Base Price is the default price used when selling the item from the selected 
location. The other pricing fields are used as adjustment bases when using the Sales Order 
Pricing calculations.

A price record must be entered here to be available to select on the Items setup screen for the 
default price UOM.

1.  Select the Unit of measure for which you want to enter price information.
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2.  Enter the Average Price of the item at this unit of measure. This field is updated when you 
enter a sale. This price amount can be used as an adjustment base in the Sales Order pricing 
setup.

3.  Enter the Base Price of each unit, which is used to calculate price breaks and customer 
pricing in Accounts Receivable and Sales Order. This is the default price used in Inventory 
Sales transactions, Accounts Receivable transactions and Sales Order transactions without 
custom pricing.

4.  Enter the List Price of each unit, which is the basic, published price without any discounts 
applied to it. This price amount can be used as an adjustment base in the Sales Order pricing 
setup.

5.  Enter the Minimum Price at which you want to sell the item. If the Sales Order calculated 
price or the price you enter into an Accounts Receivable transaction is lower than this price, 
a message box will be displayed stating that the price is below the minimum. You will then 
be prompted if you want to continue. This price amount can be used as an adjustment base 
in the Sales Order pricing setup.

6.  In the Qty Break ID combo box, enter the ID of the quantity break to use for a customer to 
calculate a quantity break discounted price, when the customer purchases larger quantities.

Cost Detail Tab

This tab is not available for serialized items. The information on this tab is view‐only because 
this information is updated when you post purchase transactions within TRAVERSE and you 
cannot manually change it. There is no edit option on this tab as a safeguard to keep those 
quantities synchronized with your transactions that affect those fields.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  FIFO and LIFO costing methods calculate costs based on the initial date.
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When a Lotted item is selected the Cost Detail tab will display the Lot Numbers currently with 
quantities on hand.

Vendor Tab

The date, quantity, and cost information fields on this tab are updated when you post 
transactions from Accounts Payable or Purchase Order. A vendor is automatically added when 
you post transactions from Accounts Payable or Purchase Order if you have selected yes to the 
option to automatically create vendor purchase information. If you selected no to this option 
you can manually add vendors.

1.  Select the Vendor ID. Click Default to set the vendor ID on the Loc Defaults tab, which is 
used when you generate purchase requisitions.

The search box is only available if you have the Accounts Payable or Purchase Order 
option to interface to Inventory turned on.

2.  Enter the vendor’s name, or accept the vendor Name brought in from Accounts Payable, if 
interfaced.
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3.  Enter the last Quantity ordered from the vendor. This field will be updated when you post 
transactions from Accounts Payable or Purchase Order. The next time this item is purchased 
from this vendor this quantity will default into the quantity to purchase.

4.  Enter the last Unit Cost charged by the vendor. This field will be updated when you post 
transactions from Accounts Payable or Purchase Order. The next time this item is purchased 
from this vendor this cost will default into the unit cost field.

5.  Enter the last Unit of measure ordered from the vendor. This field will be updated when you 
post transactions from Accounts Payable or Purchase Order. The next time this item is 
purchased from this vendor this unit of measure will default into the unit for the purchase.

6.  Enter the Date of the last purchase from the vendor. This field will be updated when you 
post transactions from Accounts Payable or Purchase Order.

7.  In the Lead Time text box, enter the number of days it usually takes this vendor to ship the 
item to you.

This field can be used to select a vendor when generating purchase orders from 
purchase requisitions.

8.  In the Order Number text box, enter the number of the last purchase order. This field will be 
updated when you post transactions from Accounts Payable or Purchase Order.

9.  Select the Landed Cost ID used for the vendor for purchase orders. This field is only 
available if you use landed cost in purchase order.

10.  If you use multicurrency, the Currency ID and Exchange Rate at which the item was last 
purchased appear. If you do not use multicurrency, these fields do not appear.

Bin Info Tab

1.  Select or enter the Bin Number. The last physical count information associated with the bin 
number appears and is unavailable:
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If you have Warehouse Management installed you will only be able to select from the 
bins set up in Warehouse Management.

• Tag number assigned to the bin

• Last Date a physical count was taken

• Quantity counted during the last physical count

• Unit of measure the last physical count was based on

• Batch ID used in the last physical count

2.  Click Default to set the Bin Number on the Loc Defaults tab. This is used when you print 
physical inventory tags and worksheets, if you don’t have warehouse management installed.

Qty Info Tab

The information on the Qty Info tab is view‐only because this information is updated when you 
post transactions within TRAVERSE and you cannot manually change it. There is no edit option 
on this tab as a safeguard to keep those quantities synchronized with your transactions that 
affect those fields.

Base item quantity information appears:

• The number of units On Hand at the location is displayed.

• The Committed number of units reserved for customers at the location is displayed. 
This field is updated when a new order is entered in the Sales Order application or a 
new work order is generated in the Bill of Material application or a Manufacturing 
Production order is released.
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• The quantity Available for sale at the location (the committed quantity minus the 
on‐hand quantity) is displayed. See How transactions effect Inventory quantities 
(page 4‐46) for information on what transactions effect this field.

• The quantity On Order from vendors at the location is displayed. This field is updated 
when a new order is entered in the Purchase Order application, a new work order for 
an assembly is entered into bill of material, or a manufacturing production order for 
an assembly is released.

Serial Info Tab

This tab is available only when you select a serialized item. The information on this tab is 
updated when you post transactions from the appropriate applications.

1.  The Serial Number of the item is displayed.

2.  The unit Price and unit Cost of the serialized item are displayed and the price can be edited.

3.  The Status of the serialized item is displayed and cannot be edited: the status will be 
updated when the item is sold or adjusted.

• Available items are ready for sale.

• In Use items are sold but not posted.

• Sold items are posted.

• Lost items have decreasing adjustments, which are usually made when you update 
perpetual inventory.

• Sale Returned when a credit memo has been posted.

• Purchase Returned when a debit memo has been posted.

• In Transit, if you have warehouse management and you have a warehouse transfer 
entered with a quantity picked.
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How transactions effect Inventory quantities

The following chart illustrates how each type of transaction affects inventory quantities.

Table 2: 

Transactions/Status Quantity 
Committed

Quantity 
on Hand

Quantity 
on Order

Quantity 
Available

IN Adjustment: Increase

WM IN Adjustment: 
Increase

Increase Increase

IN Adjustment: Decrease

WM Adjustment: 
Decrease

Decrease Decrease

IN Sale: New Order

New Sales Order

Sales Order Quote to Live 
order

Issue BOM Work Order 
Components

Manufacturing 
Production Order 
Released

New Service Director 
Transaction

Increase Decrease
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IN Sale: Verify Order

Sales Order Verified

WM Confirm Record 
Picked Orders quantity

Confirm BOM Work 
Order Components

Manufacturing 
Production Order 
Material Use 
Components

Service Director 
Transaction Qty Used

Decrease Decrease

IN Sale: Misc. Credit

AR Misc. Credit

Sales Order Misc. Credit

Increase Increase

IN Purchase: New Order

New Purchase Order

Manufacturing 
Production Assembly 
Release Order

Increase

Table 2: 

Transactions/Status Quantity 
Committed

Quantity 
on Hand

Quantity 
on Order

Quantity 
Available
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IN Purchase: Goods 
Received

Purchase Order Receive 
Goods

WM Confirm Receive 
Goods

BOM Post Assembly 
Work Order

Manufacturing 
Production Assembly 
Record Production

Increase Decrease Increase

IN Purchase: Invoice

Accounts Payable 
Transaction

IN Material Requisition 
Return

Increase Increase

IN Purchase: Misc. Debit

Accounts Payable Debit 
Memo

IN Material Requisition

Purchase Order Debit 
Memo

Decrease Decrease

Table 2: 

Transactions/Status Quantity 
Committed

Quantity 
on Hand

Quantity 
on Order

Quantity 
Available
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Payment Methods

Use the Payment Methods function to setup IDs to represent the methods of payment you 
accept from customers, for example, personal checks, company checks, write‐offs, cash, credit 
cards, and so forth.

If you use multicurrency, it’s important to remember that the currency associated with the GL 
account (or bank account) you specify in the payment method determines the payment 
method’s currency. In other words, the currency of the GL or bank account in the payment 
method you assign to a payment determines how the payment is credited. TRAVERSE 
calculates any conversion needed using the appropriate exchange rate automatically.

To add a payment method ID, follow these steps:

1.  Select Payment Methods from the Setup and Maintenance menu.

Payment Methods Menu 
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2.  The Payment Methods screen appears.

Payment Methods Screen

3.  Click the New Record  button from the toolbar. A blank Payment Methods screen 
appears.

4.  Enter a new Payment Method ID.

5.  Enter the description of the payment method and select the payment type.

6.  If you select Cash or Check in the Payment Type list box, select the bank ID.
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If you select Credit Card in the Payment Type list box, select the credit card company 
ID. This will be a customer you set up in the Setup and Maintenance, Customers with 
the CC Company box checked on the Defaults tab. This customer must have a payment 
method with the type of cash or check.

When a cash receipt is posted an open invoice will be made for the customer set up as 
the credit card company. When you receive your statement from the credit card 
company a second cash receipt must be made for the open invoice made for the credit 
card company.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The Open Cash Drawer for this Method check box applies only if you use the 
TRAVERSE Point of Sale application. See the Point of Sale Training Manual for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . information.

7.  If you select Credit Card, Direct Debit, Write Off, or Other in the Payment Type list box, 
select the General Ledger account to debit. It is recommended that you not select your cash 
account for these types of cash receipts.

When you select Credit Card as the Payment Type, DO NOT select your cash account 
here. It works best to have a special account as a holding account for credit card 
payments. In the Distribution Codes, set up a distribution code with the GL account 
selected for the credit card payment methods, as the Accounts Receivable account. 
Assign this distribution code to the credit card company customer. When the cash 
receipt is posted this account will be debited, when the cash receipt is posted to the 
open invoice made from the credit card payment the same account will be credited.

You are allowed to leave the CC Company ID box blank. If you leave the box blank you 
will get a warning stating no open invoice will be generated when the cash receipt is 
posted. The GL account to debit will get posted to when the cash receipt is posted.

If you use multicurrency, the currency assigned to this account determines the 
currency of the payment method and how payments are credited. TRAVERSE 
automatically calculates any conversions as needed using the exchange rate you 
specify in transactions.

8.  If the payment method is an MCB Type check the box.

If you get manufacturer’s charge backs set up Payment Method IDs (type of “Other”) of 
different types of Manufacturer's Charge Backs. These will be applied at the time of the 
Cash Receipt.
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Select the GL account you want these MCB amounts to post to when entering the cash 
receipt.

Adding, Editing, and Deleting Payment Methods

To add a payment method:

1.  Select the New Record icon on the toolbar. A blank Payment Methods screen appears. 

2.  Enter the payment method ID, payment type, debit GL account, and payment amounts. 

To edit a payment method:

1.  Position the cursor in the field to edit. 

2.  Change the value in the field.

To delete a payment method:

1.  Make sure that the payment method is not being used. 

2.  Select the payment method to delete.

3.  Select the delete hot key, or click on the delete record button on the tool bar.

Using the Payment Type of Credit Card.

If you use the payment type of Credit Card you could have your cash account posted to twice. 
The reason it would hit your cash account twice is if you put your cash account as the GL 
Account to Debit in your credit card payment method.

There are two methods to setting up payment methods for credit cards.

Credit Card Payment Method with Payment Type of Credit Card

1.  The GL Account to Debit should be an AR Holding account, NOT a Cash Account.

2.  Create an AR holding account, and set up a distribution code with the new AR holding 
account as the AR account.

3.  Then, when you have a Credit Card Customer(VISA), pick the distribution code set up with 
the AR holding account. You must have a payment method for this customer as either Cash 
or Check.
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4.  When you enter a cash receipt with the credit card payment method and post it, it will make 
an open invoice to the Credit Card Customer(VISA) for the amount of the cash receipt. The 
GL accounts posted to will be a Debit to the AR holding account from the Payment Method 
for the credit card and the Credit will be to the AR account set up in the distribution code for 
the customer the cash receipt was entered for.

5.  You will need to make another cash receipt to the Credit Card Customer(VISA) for the 
amount of the invoice you applied the cash receipt to for your regular customer.

6.  When you post these cash receipts the entries to GL will be a Debit to the cash account you 
set up in your Cash or Check payment method Bank Account, the Credit will be to your AR 
holding account from the Distribution code in your Credit Card Customer(VISA). This is 
where you will see it hit your cash account in GL.

Credit Card Payment Method with Payment Type Check

If you use the method described below to set up credit card payment methods, you will not be 
able to enter credit card information on the Payment tab of the Customer setup screen. You 
may only select payment methods with the type of Credit Card on this tab.

1.  In General Ledger, Setup and Maintenance, Chart of Accounts set up a accounts to debit 
when applying payments to invoices using the credit card payment methods being set up 
with the type of check. This account should be a cash holding account.

2.  In System Manager, Company Setup, Bank Accounts set up a bank account for each credit 
card payment method to apply your credit card cash receipts to. The GL account selected for 
this bank account needs to be the accounts you set up in step 1 above.

3.  In Accounts Receivable, Setup and Maintenance, Payment Methods set up payment 
methods for each credit card accepted for payment, selecting Check as the payment type.

4.  When applying cash receipts, using the Transactions, Cash Receipts function, select the 
payment methods setup for the credit cards. Enter a confirmation number as the check 
number for each cash receipt.

5.  When the cash receipts are posted, the GL accounts in the bank accounts set up in step 2 
above will be debited for the payment amounts. If you have Bank Reconciliation the 
deposits will be added to the bank balance and to the reconciliation reports.

6.  If you do not use Bank Reconciliation, enter GL journal transactions to transfer the cash 
balance paid to you by the credit card company from the holding account to your cash 
account. The credit card fee amount will remain in this account and must be reconciled by 
your accountant.
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If you use Bank Reconciliation, enter an account transfer to transfer the amount paid to you by 
the credit card company, from the credit card bank account to your cash bank account.The 
credit card fee amount will remain in this account and must be reconciled by your accountant.

Customers 

Use the Customers function to set up and maintain customer records. A customer account can 
be set up as an open invoice or a balance forward account. For open invoice accounts, detail is 
kept on invoices and payments are applied to specific invoices. For balance forward accounts, 
detail is kept on invoices for the current month and payments are applied to the total balance.

After you set up customer records, you must create initial (opening) balances for them. The 
method for creating initial balances depends on whether you have open invoice accounts, 
balance forward accounts, or both.

To work with Customers, follow these steps:

1.  Select Customers from the Setup and Maintenance menu.

Customers Menu 
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2.  The Customers screen appears with the General tab displayed.

Customers Screen

Use the General tab to enter the Customer’s name, address, contact, phone number, e‐mail 
address, and Internet site.

3.  Select the New Record button  in the toolbar to add a new Customer ID record.

4.  Enter the new Customer ID or select a customer ID with which to work.

5.  Select the ID of the customer to copy information from or enter new information. The Copy 
From box is available only if you enter a new customer ID.

6.  Enter the customer’s Name.

7.  In the Attention text box, enter the name of the person or department to which you want to 
address invoices and statements. The name is printed on invoices, statements, and mailing 
labels.

8.  Enter the customer’s address. Use Ctrl+Enter to start a second line in the Address 2 text box.
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9.  Enter the customer’s City and state or Region.

10.  Select the customer’s Country Code.

11.  Enter the customer’s Postal Code. Use the System Manager Country Codes function to set 
up postal code masks, international prefixes, international prefix masks, and phone and fax 
masks.

12.  Enter the customer’s Territory, if applicable. The customer’s international prefix appears. 
See step 8 for setup information.

13.  Enter the customer’s Ship Zone.This will usually be associated with a shipping zone such as 
those used by UPS or Fed Ex.

14.  In the Contact text box, enter the name of the person to contact regarding billing questions 
or invoice payments.

15.  Choose the customer’s active/inactive Status. Making the customer’s status “inactive” will 
prevent them from accidentally being engaged in future transactions.

16.  Choose the Bill‐To ID if transactions for this customer are to be billed to a different 
customer ID. If not, leave this field blank.

If a different customer Id is entered here, this customer information will be brought 
into the Bill‐To tab in Sales Order transactions and will print in the Sold‐To field on 
invoices.

17.  If you use multicurrency, select the customer’s Currency ID. This box does not appear if 
you do not use multicurrency.

18.  Enter the customer’s Phone Number. See step 8 for mask setup information.

19.  Enter the customer’s Fax Number, E‐mail address, and Internet address. See step 8 for 
mask setup information.

The E‐mail address and Internet address fields are hyper link fields. 

If you enter an e‐mail address into the E‐mail address field and hover your cursor over 
the address you will notice the cursor will change to the hyper‐link hand. When you 
click on the E‐mail address your E‐mail software will automatically be opened with a 
new message and the E‐mail address entered into the To field.

If you enter an Internet address into the Internet address field and hover your cursor 
over the address you will notice the cursor will change to the hyper‐link hand. When 
you click on the Internet address you web browser will automatically be opened and 
the web site well be brought up.
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Defaults Tab

Use the Defaults tab to enter information about the customer to default during transaction 
entry.

1.  In the Group Code text box, enter the customer’s periodic billing group code.

2.  Select the customer’s payment Terms Code and Distribution Code.

If you use multicurrency, the currency assigned to the Receivables account in the 
distribution code you select must match either the customer’s currency or the base 
currency. In addition, you cannot change the distribution code to one that uses a 
different currency if open transactions or invoices exist for the customer.

3.  Select the ID of the tax location group to which you want sales tax for the customer to be 
assigned. Tax group IDs are set up in the Tax Location Groups function in System Manager.

4.  Select the Taxable check box if the customer should be charged sales tax; otherwise, clear it.

5.  If the customer should not be charged sales tax, enter the customer’s tax Exemption ID.

6.  Select the customer’s Class Code.
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7.  Select the Stmnts/Invoices field information to send to the customer: Invoice Only, 
Statement Only, Both, or None. For a customer that pays cash, select Invoice Only.

8.  Select the account type assigned to the customer: Open Invoice or Balance Forward.

Open Invoice customers have all invoices listed separately on their statement and cash 
receipts are applied to individual invoices.

Balance Forward customers will have all open invoices combined into one open 
balance invoice when periodic maintenance is run. Cash receipts are applied to a 
period balance and not individual invoices. Statement balances will be listed as one 
open invoice balance.

9.  Select the customer’s usual Method Of Payment.

10.  Enter the customer’s Credit Limit. The credit limit is used in the Transactions function.

11.  Select the Cc Company check box if the customer is a credit card company; otherwise, 
clear it.

12.  Select the Credit Hold check box if the customer is on credit hold; otherwise, clear it. If you 
place a customer on credit hold and then enter a sale paid for on credit, a message states 
that the customer is on credit hold and will not let you continue. You can only enter a 
transaction for that customer after you un check the Credit Hold box.

13.  Select the Finance Charge check box to apply a finance charge to the customer; otherwise, 
clear it.

14.  Select the Partial Ship check box if the customer accepts partial shipments; otherwise, 
clear it. If a customer does not accept partial shipments and the quantity shipped is less 
than the quantity ordered, a warning message appears.

15.  Select the IDs of the Sales Reps who usually sell to the customer.

16.  Enter the default Percentages of invoices for the sales reps. Each sales rep. can receive as 
much as 100 percent of a sale.

17.  Enter the Price ID assigned to the customer. This is only used if you have Sales Order 
installed and have Price Structures set up.

18.  Select the Customer Level. This option is available only if you are currently using the Sales 
Order application and have defined customers or groups of customers in the Customer 
Levels function of Sales Order.

19.  Select the default Promo Code for the customer, to be used on Sales Order transactions to 
calculate a discount on the promo code.

See the promo code setup below for more details on setting up promo codes.
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20.  Select the Show Country of Origin check box if you would like the country of origin entered 
into the inventory items sold to this customer displayed on the printed invoices for sales 
orders.

21.  Select the Pack List Label to print on the packing list for the expiration date for the item 
lots selected to ship with the sales orders. The valid selections are: Expiration Date, Sell By 
Date, Use By Date and Best Before Date.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The Allowed to Charge check box is only available if you interface Accounts 
Receivable with Point of Sale. See the Point of Sale User’s Guide for more informa‐

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . tion.

Balance Tab
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Customer balance amounts are updated when transactions are posted. If initial balances are 
entered on this screen (during setup or any other time) and you elect to use online aging in the 
Business Rules function on the Setup and Maintenance menu, then balances are updated 
each time you work with an open invoice customer.

1.  As you assess charges using the Calculate Finance Charges function and run the Periodic 
Maintenance function the finance charges are posted and it updates the New Finance 
Charge field. Use the default value or enter a different one.

2.  If the customer has an unpaid finance charge, enter it in the Unpaid Finance Charge box or 
accept the default value. This value is updated automatically when you run the Periodic 
Maintenance function and have a New Finance Charge balance. The New Finance Charge 
balance is added to the current Unpaid Finance Charge amount. The amount is also updated 
when you post a cash receipt that has been applied to the current invoice attributable to 
finance charges.

3.  The current amount due within 30 days of the invoice date appears. If you track only a 
summary invoice, enter the value in this field.

4.  Generally data is entered in the Balance fields only if the aging for balance forward 
customers needs to be adjusted.

If you want to enter one summary invoice for each aging period for a new customer, 
summarize all overdue invoices for each aging period and enter that amount in the 
Current Due text box. If a customer does not have a balance due for an aging period, 
leave the field blank. After you have entered summary balances for new customers, 
use the Open Invoice Setup function to create invoices for these amounts. Refer to the 
Open Invoices functions for more information.

5.  Enter the balance due 31–60 days after the invoice date, 61–90 days after the invoice date, 
91–120 days after the invoice date, and more than 120 days after the invoice date.

6.  If you owe the customer money, enter the amount in the Unapplied Credit text box.

7.  The new finance charge, unpaid finance charge, current due and balances are added, and 
the unapplied credit is subtracted. The result appears in the Total Due text box as the overall 
amount the customer owes you.

8.  In the First Date text box, enter the date of the first sale to the customer. This field, if blank, 
is updated when you post transactions.

9.  In the Last Date text box, enter the date of the last sale to the customer. This field is updated 
when you post transactions.

10.  Enter the Amount Of The Last Sale to the customer. This field is updated when you post 
transactions.
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11.  Enter the Number Of The Last Invoice for the customer. This field is updated when you 
post transactions.

12.  Enter the Date Of The Last Payment the customer made. This field is updated when you 
post transactions.

13.  Enter the Amount Of The Last Payment the customer made. This field is updated when 
you post transactions.

14.  Enter the Number Of The Last Check the customer issued to you. This field is updated 
when you post transactions.

15.  Enter the Highest outstanding Balance the customer had. This field is updated when you 
post invoices. You can clear the customer’s high balance when you perform year‐end 
maintenance.

16.  The system tracks customer payment history for the last 12 periods in the Credit Status 
field. Each character corresponds to one of the 12 periods—the first character is the current 
period; the last is the oldest period. For each position, one of these values is used:

• 0 indicates that all invoices were paid within 30 days or there was no activity.

• 1 indicates that at least one invoice was 31 to 60 days overdue.

• 2 indicates that an invoice was 61 to 90 days overdue.

• 3 indicates that an invoice was 91 to 120 days overdue.

• 4 indicates that an invoice was more than 120 days overdue.
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Payments Tab

Use the Payments tab to enter account information for credit cards and direct debit type 
payment methods. You can enter as many credit card and direct debit accounts as you wish. 
The only payment method id’s to select from will be those that are set up with the credit card 
or direct debit payment types.

1.  Select the Payment Type: Credit Card or Direct Debit.

2.  Enter a Description of the credit card or direct debit account.

3.  Enter the Card No. for the credit card you are setting up.

4.  If you are setting up a direct debit account enter the Account Number the customer has 
supplied you for their bank account. 

5.  Enter the Cardholder name on the credit card or the bank name.

6.  Select the Payment Method ID to use with the corresponding credit card or direct debit 
account.
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When working with credit cards the only payment methods valid for selection are 
those that are set up with credit card as the payment type.

When working with a direct debit account the only payment methods valid for 
selection are those payment methods set up with direct debit as the payment type.

7.  Enter the credit card Expiration Date or the bank Routing Code. 

The credit card expiration date may be entered with just the month and year and when 
the field is saved the date will default to the last date of the month entered.

Ship To Tab

Use the Detail view Ship To tab to enter, assign, change, and delete shipping addresses. This is 
an additional way to access the Setup and Maintenance Ship‐To Addresses function.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you do not have permission to access the Setup and Maintenance Ship‐To 
Addresses function, this tab is unavailable. See the Administrator’s Guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . information on setting permissions.
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1.  Enter a new Ship‐To ID or select the ID you want to edit.

2.  Enter or make changes to the customer’s ship‐to Name.

3.  Enter or make changes, in the Attention field, to the name of person or department to 
which the order should be shipped.

4.  Enter or make changes to the customer’s Address. Use Ctrl + Enter to start a second line in 
the Address 2 field.

5.  Enter or make changes to the customer’s ship‐to City and Region.

6.  Select the customer’s ship‐to Country Code.

7.  Enter or make changes to the customer’s ship‐to Postal Code. Use the System Manager 
Country Codes function to set up postal code masks, international prefixes, international 
prefix masks, and phone and fax masks.

8.  The international prefix appears. See the Postal Code field for setup information.

9.  Enter the customer’s ship‐to Phone Number and fax number. See the Postal Code field for 
mask setup information.

10.  Select the customer’s ship‐to tax group ID. Use the Tax Location Groups function in System 
Manager to set up tax group IDs.

If the ship‐to tax group ID is different than the customer’s tax group ID you will be 
prompted to use the ship‐to tax group to calculate the sales tax. You have the option to 
use the ship‐to tax group or the customer tax group.

11.  Select the customer’s ship‐to Distribution Code.

If the ship‐to distribution code is different than the customer’s distribution code, the 
ship‐to distribution code GL accounts will be used for the invoice.

12.  Enter the customer’s ship‐to Territory.

13.  Select the Shipping Method you usually use to ship items to the customer—for example, 
the name of a shipping service.

A description of the ship method appears. The system saves the Ship Method/Via 
information with the transaction and prints it on the invoice.

14.  Enter or change the customer’s E‐mail and Internet address.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You can launch your default e‐mail program and send an e‐mail to the cus‐

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . tomer or launch the customer’s web page by clicking the link in either field.
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Document Delivery and Customer Inquiry Buttons

These buttons, at the top of the screen, are available for all the tabs on the Customers screen:

• Click the Document Delivery  button to set document delivery options for the 
customer. The Document Delivery dialog box allows you to choose traditional paper, 
e‐mail, or fax for each type of document you can produce for this customer.

1.  Choose the Document Type for which you would like to set delivery options from the left‐
hand column.

2.  Choose from Paper, Email, or Fax in the Delivery Method box.

For the method you choose, fill in the required information for delivery. To set 
technical parameters for the Email and Fax delivery methods, see the Forms control 
section of the Business Rules in the System Manager User’s Guide.

You must have at least one form printer set up for each of the documents listed for this 
function to work correctly. See the form printers section in the System Manager User’s 
Guide for further information.

You can set up multiple records for the same form. For example a customer wants to 
have their invoice emailed to a specific person and they also want the invoice faxed to 
their payables department you can set up multiple rec rods for the invoice, one for 
email and one for fax.

To email to multiple recipients you can enter the email addresses with a semi‐colon (;) 
between each email address, or enter multiple records for the form you want emailed 
with each record with the recipients’ email address entered.

• Click the View Map button  in the toolbar to view a map of the Customer’s 
location generated by the mapping program you chose within System Manager. If 
you did not select Allow Web Features in the Business Rules function within System 
Manager, this button does not appear.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  See the System Manager User’s Guide for more information on defining the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . default mapping program.
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• Click the Search Email button  to view the emails to and/or from the customer 
selected, searching for the email address on the General tab. You must have the 
Message Tracking Setup in System Manager completed to use this function. See the 
System Manager training manual for details on setting this up.

• Click the Attachments button  to enter comments or attach documents relating 
to this customer.

Work  Wi t h  Ca sh  Cu s t ome r s

If any of your customers pay with cash and you do not want to keep track of each individual 
cash customer, you can set up one cash customer record for all cash sales. You can then record 
these cash sales as one total for the day.

To set up cash customers, follow these steps:

1.  Select Customers from the Setup and Maintenance menu. The Customers screen appears.

2.  Enter CASH (or another specific ID) for the customer ID.

3.  Select Invoice Only in the Stmts/Invoices list box (to indicate no statements).

4.  Select Balance Forward in the Acct. Type list box.

5.  Enter a terms code, a distribution code, and a tax location. Leave the other fields blank.

6.  When you record cash invoices, enter CASH (or the ID you set up in step 1) in the Sold To 
field to record the transaction automatically.

7.  Click the New Record  button on the toolbar. A blank Customers screen appears.

8.  Enter the required information on the rest of the tabs.
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Ed i t  a  Cu s t ome r   I D

To edit a Customer ID, follow these steps:

1.  Select Customers from the Setup and Maintenance menu. The Customers screen appears.

2.  Select the ID of the customer to edit on the General tab. Information about the customer 
appears.

3.  Edit the information on the rest of the tabs.

De l e t e  a  Cu s t ome r   I D

To delete a customer ID, follow these steps:

1.  Select Customers from the Setup and Maintenance menu. The Customers screen appears.

2.  Select the ID of the customer to delete on the General tab.

3.  Press the delete hot key (F3). When you delete a customer record, the customer’s 
comments are not automatically deleted. 
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The Sales Order pricing menu has been added to. The Food Processing solution adds setup for 
customer specific promotion codes with discounts and customer pricing by customer levels.

Customer Pricing by Customer Level

Use the Customer Pricing by Customer Level to set up pricing for customers based on 
customer level then item instead of line item, location then customer level.

You must have Customer Levels set up prior to using this function. See the Sales Order Training 
Manual for more information on setting up Customer Levels.

To work with Customer Pricing by Customer Level, follow these steps:

1.  Select Customer Pricing by Customer Level from the Sales Order, Pricing menu.

Customer Pricing by Customer Level Menu 
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2.  The Customer Pricing by Customer Level screen appears.

Customer Pricing by Customer Level Screen

3.  Select a Customer Level to use for pricing items.

4.  Select an Item ID to set up pricing for that item. Accounts Receivable must be interfaced to 
Inventory to be able to select an item.

5.  The item’s Description appears.

6.  Select a Location ID to use for pricing.

7.  Select the Adjustment Base. The following list contains valid options:

Base Description

No Base
amount entered in the Amount field is used as the 
adjusted price (type must be amount)

Standard 
Cost

cost of the item determined by the item’s 
standard cost set up in Inventory, Item Locations
3‐70  Food Processing



. .
 . 

.FOOD  PROCES S ING   S E TUP

Sales Order
. 

8.  Select the Adjustment Type: amount or percent. The amount selection will add to or reduce 
the price by a currency(dollar) amount. The percent selection will add to or reduce the price 
by the percentage entered.

9.  Enter the Adjustment Amount. Use negative numbers to reduce the price; use positive 
numbers to increase the price. When entering percentage amounts enter the amount as a 
whole number. For example, if you are giving a 5% discount enter the discount percent as ‐
5.0000. The calculation is built into the programming to divide the total amount by 100 to 
give the percentage.

10.  Check the box to apply Promotions to the adjustment; otherwise, clear the box. In other 
words, are you allowing the customer to have promotions applied on top of their regular 
customer level discount.

Base Cost
cost of the item determined by the item’s base 
cost set up in Inventory, Item Locations

Average 
Price

weighted average of selling prices taken from the 
Average Price field in Inventory, Item Locations

Base Price fixed base price set up in Inventory, Item Locations

List Price
manufacturer’s suggested retail price of the item 
set up in Inventory, Item Locations

Minimum 
Price

the lowest price to sell the item from the 
Minimum price field set up in Inventory, Item 
Locations

Calculated 
Price

the adjustment on top of the price calculated so 
far.

Base Description
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Promo Codes

Use the Promo Codes function to set up promotional codes that will be assigned to customers 
and used in the Discount Promotions to calculate discounts for customers. The Promo Codes 
are similar to the customer levels in that they are assigned to the customer at setup and used 
in the Discount Promotions function. 

To set up Promo Codes, follow these steps:

1.  Select Promo Codes from the Sales Order, Pricing menu.

Promo Codes Menu
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2.  The Promo Codes screen appears.

Promo Codes Screen

3.  Enter the Promo Code. This code can be assigned to one customer or to a group of 
customers.

4.  Enter the Description of the promo code.
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Discount Promotions

Use the Discount Promotions to set up discount promotions by customer id or promo codes. 
The discount promotions can also be set up by item id or by product line. An offset GL account 
will be used to post the discount amounts calculated to.

The Discount Promotion ID will be available on a sales order transaction for each line item 
added to the sales order.

To set up Discount Promotions, follow these steps:

1.  Select Discount Promotions from the Sales Order, Pricing menu.

Discount Promotions Menu
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2.  The Discount Promotions screen appears.

Discount Promotions Screen

3.  Select or enter the Discount Promo ID. 

4.  Enter the Description of the discount promo.

5.  Enter Line Item Verbiage you want to appear on the invoice for the sales order items the 
discount promo id is assigned to.

6.  Select the Type of detail to use for items when selecting the discount promo id on a sales 
order: Item ID or Product Line.

7.  Select the Item ID or Product Line from the available list. This list will depend on the type of 
detail you selected.

8.  Select the Type of date to be used to determine if the discount promo is valid.

Order Date - will look at the order date entered into the header portion of the sales 
order to determine if the discount promo is valid.
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Requested Ship Date - The discount promotion calculation first looks to see if there is 
a requested ship date on the line item the discount promotion has been selected for. If 
there is no requested ship date on the line item the discount promotion will look at the 
header and use that requested ship date to determine if the discount promotion is valid.

Either - The discount promotion will look at both the order date and requested ship date 
and if either one falls with either the entered order date range or requested ship date 
range the discount will be valid.

Both - The discount promotion will look at both the order date and requested ship date 
and if both are within the entered order date range and requested ship date range the 
discount will be valid.

9.  Select the Offset Account from the available list. The whole GL account is available for 
selection. The portion of the GL account displayed will depend on the business rule for 
Discount Promotions GL Account Display.

This account will get Debited for the amount of the discount when sales orders 
transactions are posted.

10.  Select if you want to use a Promo Y/N for the record to calculate the discount promotion.

If this box is checked the Customer ID/Promo Code will display promo codes to select 
from.

11.  Select the Customer ID/Promo Code from the available list. The list displayed will depend 
on the Promo Y/N selection in the previous column. If the check box is blank a list of 
customers is available. If the box is checked a list of promo codes will be displayed.

Both types of records are allowed on the discount promotion. You may have any 
combination of customers and promo ids selected for the discount promotion.

12.  The Description for the Customer ID/Promo Code is displayed.

13.  Select the Adjustment Type: amount or percent. The amount selection will add to or 
reduce the price by a currency(dollar) amount. The percent selection will add to or reduce 
the price by the percentage entered.

14.  Enter the Adjustment Amount. Use negative numbers to reduce the price; use positive 
numbers to increase the price. When entering percentage amounts enter the amount as a 
whole number. For example, if you are giving a 5% discount enter the discount percent as ‐
5.0000. The calculation is built into the programming to divide the total amount by 100 to 
give the percentage.

15.  Select the Save button   to save the discount promotion setup.
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Distribution Codes

The Food Processing solution includes the PO Deposits solution. The deposits modifies the AP 
Distribution codes. 

Use the Distribution Codes function to set up and maintain distribution codes, which allocate 
general ledger accounts for payables, freight, miscellaneous charges and PO allocations. 
Distribution codes are tied to specific vendor records.

You can assign distribution codes when you set up vendor records; thereafter, when you post 
transactions that involve vendors, transaction information moves directly to the accounts you 
specify in the associated distribution code.

If you use multicurrency, it’s important to remember that TRAVERSE validates the currency 
assigned to the Payables account in the distribution codes you set up against the vendor’s and 
the base currency. That is, the currency for the Payables account in the distribution code must 
match either the vendor’s currency or the base currency when you assign a distribution code 
to a transaction or vendor record. The system validates only the Payables currency because it 
assumes that the Freight and Miscellaneous accounts use base currency.
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To set up Distribution Codes, follow these steps:

1.  Select Distribution Codes from the Accounts Payable, Setup and Maintenance menu.

Distribution Codes Menu

2.  The Distribution Codes screen appears.

Distribution Codes Screen

3.  If you are adding a distribution code, click the New Record button  on the toolbar. A 
blank record appears.
3‐78  Food Processing



. .
 . 

.FOOD  PROCES S ING   S E TUP

Accounts Payable
. 

4.  If you are adding a distribution code, enter one; otherwise, select one from the Distribution 
Code list box.

5.  When adding a distribution code, enter a Description of it.

6.  If Accounts Payable is interfaced with General Ledger, select the following GL accounts; 
otherwise, enter the following GL accounts:

• Payables ‐ this account will be credited when posting invoices for vendors and 
debited when posting payments for vendors.

• Freight ‐ this account will be debited when posting invoices with freight charges 
entered on the Totals tab of transactions.

• Miscellaneous ‐ this account will be debited when posting invoices with 
miscellaneous amounts entered on the Totals tab of transactions.

• Accrual ‐ this account is used in purchase orders to accrue received amounts until 
the invoice has been entered and posted. You may use a different accrual account for 
each distribution code.

• Deposit ‐ this account will be used as the Debit entry when posting PO Transactions 
with a deposit entered, the Credit entry will be the cash account from the Bank ID 
entered into the deposit. The Deposit account will then be Credited when the Post 
Payments if run to replace the Cash account.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  GL accounts are required even if Accounts Payable does not interface with 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . General Ledger.

7.  Close the screen to save your changes and return to the Main menu.

Transaction Batch Codes

If you elected to use batch processing in the Business Rules function, use the Transaction Batch 
Codes function to define codes for posting purchases and miscellaneous debits. Each 
transaction can be assigned to a batch code, and then transactions can be posted by batch 
code. The batch codes will be deleted as soon as all transactions in the batch have been posted, 
if the permanent box has not been checked.

If you elected not to use batch processing in the Business Rules function, use the Batch Codes 
function to toggle the hold and lock status of the batch ######, which is the main batch and is 
used to save all transactions. This batch code will not be deleted even if the permanent box is 
unchecked.

A batch code must be setup with the code of DPOSIT and made permanent.
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To set up Batch Codes, follow these steps:

1.  Select Transaction Batch Codes from the Setup and Maintenance menu.

Transaction Batch Codes Menu

2.  The Transaction Batch Codes screen appears.

Transaction Batch Codes Screen

3.  Enter the Batch Code.

4.  Enter the Description of the batch.

5.  Accept the Status of the Purchases Journal and Miscellaneous Debits Journal that is 
displayed, or change it. The default status is Not Applicable. If invoices or debit memos are 
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entered, the default is Unprinted. If you enter a new transaction after you print a journal, 
the default becomes Reprint.

6.  The batch is locked if it is unsuccessfully posted. To unlock a batch, click the Lock button. 
When a batch is locked, you cannot enter, edit, or post it. You will not see locked batches on 
the available batches list in the Purchases Journal and Post Transaction functions.

7.  Select the Permanent check box if you would like the AP application to keep the batch after 
it has been posted.

Name Description

Activity List the batch users. 

Lock Batch Lock the batch to prevent any activity in the batch.
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The Food Processing solution adds some menu selections to the setup and maintenance menu. 
These set up functions are used in the shop floor functionality.

Scrap Codes

Scrap Codes are used to record the reason why some products get scrapped, when entering 
production information through shop floor.

To set up Scrap Codes, follow these steps:

1.  Select Scrap Codes from the MFG‐ Production, Setup and Maintenance menu.

Scrap Codes Menu

2.  The Scrap Codes screen appears.

Scrap Codes Screen
Food Processing  3‐83



FOOD PROCESSING SETUP

MFG ‐ Production
3

3.  Enter a Scrap Code to be used when entering a scrap amount when recording production 
information through shop floor.

4.  Enter a Description for the scrap code.

5.  Select whether the scrap code is Active YN. Checking the box activates the scrap code. 
Unchecking the box removes the scrap code from the available scrap codes in shop floor.

6.  Select the Save button   to save the scrap codes setup.

Downtime/Setup Reasons

Use the Downtime/Setup Reasons to set up codes to be used to give reasons why production 
has been halted for downtime and to explain the reason for setup time.

Downtime/Setup Reason codes are used in shop floor on the Time screen, when the Downtime 
or Setup buttons are selected to record time for the operation and user logged in.

To set up Downtime/Setup Reasons codes, follow these steps:

1.  Select Downtime/Setup Reasons from the MFG‐ Production, Setup and Maintenance 

menu.

Downtime/Setup Reasons Menu
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2.  The Downtime/Setup Reasons screen appears.

Downtime/Setup Reasons Screen

3.  Enter a Reason ID to be used when selecting the Downtime or Setup buttons on the Time 
screen in shop floor.

4.  Enter a Description for the reason code.

5.  Select the Save button   to save the reason codes setup.
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The Food Processing solution is integrated into many facets of the base TRAVERSE product. This 
chapter will go through the functions to process your products, from the purchasing of raw 
materials to manufacturing the products to recording the sale of the products.

Follow the process listed below to record all the steps in processing your food products:

____  1.  Use Purchase Order Transactions to enter the purchases of your raw materials.

____  2.  When your raw materials are received use the Warehouse Management, Receive 

Goods, or the Purchase Order Transactions receiving process to receive your raw materials 

into the TRAVERSE inventory.

____  3.  When you receive your invoice from your vendor, use the Purchase Order 

Transactions invoicing process and Transaction Journals, posting to generate Accounts 

Payable open invoices.

____  4.  Generate Production Orders using the MFG ‐ Production, Production Orders function 

to begin the process of manufacturing your food products.

____  5.  Use the Shop Floor functions to record the time spent, raw materials used and the 

final production quantities and lot numbers.

____  6.  Use Sales Order, Orders to enter your new sales transactions.

____  7.  Use Warehouse Management, Record Picked Orders or the Sales Order, Orders 

functions to record the quantities you have picked to fill your sales orders.

____  8.  Use Sales Order, Orders to verify the picked and shipped quantities on your sales 

orders and generate invoices.

____  9.  Use the Sales Order, Transaction Journals functions to print journals and post 

transactions to generate Accounts Receivable open invoices.

____  10.  Use the Warehouse Management, Adjustments to adjust inventory quantities and 

add sub lots.
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The purchasing process will involve entering new purchase orders, receiving the goods into 
inventory and invoicing the purchases. Then those invoices must be posted to generate open 
invoices for the vendors to be paid.

Purchase Order Transactions

Wo r k i n g  Wi t h   T r a n s a c t i o n s

Use the Transactions function for the following tasks:

• Enter transactions that consist of purchasing goods or services from a vendor.

• Set up initial vendor balances when using the detail method by entering outstanding 
invoices for purchases from your vendors. Thereafter enter purchases and returns as 
you receive invoices for them.

• Enter new orders and returns.

• Edit new orders and returns.

• Enter the receipt of goods.

• Enter and edit landed cost information

• Apply invoices.

• Enter return authorizations.

• Apply debit memos.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If Purchase Order is interfaced with Inventory, entering transactions in Pur‐
chase Order updates item location quantities, history, and lot and serial information 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . in Inventory if the Inventory options are set to retain this information.

P u r c h a s e  Orde r   T r a n s a c t i o n   T y pe s

Each transaction and line item has an assigned type and status, which alerts you (and the 
system) where the transaction and line item fall in the Purchase Order work cycle.
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Transactions in Purchase order move through two or three types:

Purchase Order transactions have an initial type: new order or new return. 

If the transaction type is a new order, it changes to goods received when goods are received. 
When the received goods are invoiced, the transaction type then changes to invoice received. 

If your transaction is new return, when the returned goods are debited, the transaction type 
changes to debit memo.

The transaction type is determined by the transaction type of the most complete line‐item 
entry. If no line item has been received or authorized and debited as a return, the transaction 
type is new order or new return. When any line item is received on a new order transaction, the 
transaction type changes to goods received. When a line item is invoiced or debited by a debit 
memo, the transaction type changes to invoice received or debit memo. 

Pu r c h a s e  Orde r   T r a n s a c t i o n   S t a t u s e s

Transaction line items have an initial status of open when doing either a new order or a new 
return. They can be edited, and they can be deleted until the transaction is posted. The status 
of a line item remains open until all of the line item’s quantity is invoiced or debited by a debit 
memo and you post the transaction. (Line item statuses change only when you post 
transactions.)

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you are receiving less than the amount ordered and do not expect to 
receive the remainder. Switch the status to complete and the remainder will be 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . removed during the post.

When you post transactions and line items are received and invoiced (or authorized and 
debited), the status of line items changes to completed. Line items with completed status are 
not removed from transactions when you post, but will remain in the purchase order as 
completed until all the line items in the purchase order have been completed, if you save order 
history in the Business Rules function. To view completed line items on an unfinished purchase 

For Orders For Returns

New Order New Return

Goods Received Return Authorization

Invoice Received Debit Memo
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order you can click on the completed button at the bottom of the purchase order transactions 
screen. Posted line items with completed status cannot be changed. When you post a 
transaction where all line item statuses are completed, the transaction will be removed from 
the transaction tables.

Us i n g   t h e  Pu r c h a s e  Orde r   T r a n s a c t i o n   F un c t i o n

ORDERING GOODS

You can order goods by entering the order in the Transactions function and use the Print 
Orders dialog box or the Print Orders function to print the order.

You can also use the Requisitions function to enter reorders in the Transactions function, and 
use the Print Orders dialog box or the Print Orders function to print the order.

ENTERING RECEIVED GOODS

You can enter all the goods at once in the Receive/Invoice All dialog box, or enter goods in 
stages as they are received in the Receipts and Invoices dialog box, the Receipts and Invoices 
Lotted Items dialog box, and the Serial Number Entry dialog box.

APPLYING INVOICES

You can apply an invoice to the order (after you enter the receipt for the goods) when you 
enter the order; or enter the order first, receive the goods as they arrive, and assign the invoice 
later. You can apply the cost to the invoice at once in the Receive/Invoice All dialog box or in 
stages in the Receipts and Invoices dialog box, the Receipts and Invoices Lotted Items dialog 
box, and the Serial Number Entry dialog box as invoices are received for the order.

RETURNING GOODS

You can return goods by entering the return in the Transactions function, use the Return/Debit 
All dialog box to process the return, and use the Print Orders dialog box or the Print Orders 
function to print the debit memo.

ENTERING RETURNED GOODS

You can enter all returned goods at once in the Return/Debit All dialog box, or enter returned 
goods in stages as they are shipped back to a vendor in the Return Auth/Debit Memo dialog 
box, the Return Auth/Debit Memo, Lotted Items dialog box, and the Serial Number Entry dialog 
box.

ENTERING AN AUTHORIZATION FOR RETURNED GOODS

You can enter an authorization for all returned goods at once in the Return/Debit All dialog 
box, or enter authorizations for returned goods in stages as they are shipped back to a vendor 
in the Return Auth and Debit Memos dialog box, the Return Auth and Debit Memos, Lotted 
Items dialog box, and the Serial Number Entry dialog box.
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APPLYING A DEBIT MEMO

You can assign a debit memo to a return when you enter the return and return authorization, 
or enter the return and return authorization first and apply the debit memo later. 

EDITING A TRANSACTION

To change transaction information, use the Update button. For example, use Update button to 
add or delete line items or correct order quantity mistakes you discover after you have entered 
the order.

DELETING A TRANSACTION

If you do not require an audit trail, use Update and the delete hot key to delete unposted 
transactions. Delete new orders or new returns if necessary.

If you require an audit trail or are working with a posted transaction, generate a reversing 
transaction, rather than delete the existing transaction. 

If you use multicurrency, it’s important to remember that the currency assigned to the vendor 
for which you are entering a transaction determines the transaction’s currency. That is, 
transaction amounts are always entered in the vendor’s currency. Use the Base Currency check 
box that appears when you select a vendor that uses a currency other than the base currency 
to view or enter transaction amounts in your company’s base currency.

T r a n s a c t i o n s

Use the Transactions function to enter your purchase transactions. When you enter a 
transaction you can enter either a New Order or a New Return. Each transaction requires three 
steps to complete the transaction: Enter a new order/return, enter a receipt/return 
authorization and enter an invoice/debit memo.

PURCHASE ORDER TRANSACTION TYPES

Each transaction and line item has an assigned type, or status, which tells you (and the system) 
where the transaction and line item fall in the Purchase Order work cycle.

To enter Transactions, follow these steps:

1.  Select Transactions from the Purchase Order, Transactions menu.
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Transactions Menu

2.  The Transactions screen appears.

Transactions Screen

The Purchase Order Transactions screen is divided into two sections:

• The top section contains a set of tabs that relate to information about the order as a 
whole, including general information, associated documents, shipping information, 
order totals and so on.
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• The bottom section of the screen, in summary mode, contains a list of the order’s 
line items. You can use the arrow, page up, and page down keys to move the highlight 
to any line item with which you want to work.

• The bottom section of the screen, in detail mode, contains several tabs that relate to 
information associated with the line item selected, such as line item details, GL 
account information, drop‐shipment, source transactions, and landed cost 
information.

Transactions Screen ‐ Header Tab

3.  Select a transaction number to work with or enter a new number. If you are entering a new 
transaction and you elected to use system‐generated numbers in the Business Rules 
function, leave this field blank. The system creates a transaction number for you.

4.  Select the Transaction Type for new transactions: New Order or New Return.

5.  Select a Batch Code for the transaction. The description of the batch appears for 
verification. This field is available only if you elected to use batch processing in the Business 
Rules function.

6.  The current date appears in the Trans Date field. Edit it if necessary.

7.  Select the Location ID for which you are purchasing or returning items, leave the field blank, 
or accept the default value. To speed entry of items that you send to different locations, 
leave this field empty.

8.  Select the Vendor ID for the transaction. The vendor’s currency exchange rate (if you use 
multicurrency) appears.

To enter a vendor you plan to deal with only temporarily, use the F6 Maintenance 
command to define the vendor as a temporary vendor. Temporary vendors that have 
balances of zero are removed when you perform periodic maintenance.

9.  Enter the requested shipping date in the Req Ship Date field.
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10.  If you are entering a new transaction, the Copy button will be visible. Click the Copy button 
to copy information from a previous Purchase Order transaction with the same vendor.

Transactions Screen ‐ Copy Orders

11.  To copy an existing transaction, select the Copy button after selecting a Vendor ID.

• Select the Transaction No you want to copy from. The combo box will contain a list 
of Purchase Orders that have been posted to order history for the displayed vendor.

• The Item IDs for the selected order are displayed in the bottom box of the screen.

• Check the Selected box to select the item to copy to your new order.

• The Item ID, Description and Loc ID are displayed and can not be edited. 

• Your current workstation date will default into the Req Ship Date field. Accept the 
default or change to your requested ship date.
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• The Qty Ordered from the history transaction is displayed. Accept the default 
quantity or enter the quantity you want on your new order.

• The Unit of measure from the history transaction is displayed. Accept the default or 
change to the desired unit of measure for the new order.

• After selecting the item id’s you would like to copy, select the Copy button and those 
items will drop into your new purchase order.

12.  If you use multicurrency, the currency assigned to the vendor appears in the Currency ID 
field and cannot be changed. If you want to enter a transaction for a vendor in a different 
currency, set up a second vendor record. If you do not use multicurrency, this field does not 
appear.

13.  If you use multicurrency, select the Base Currency check box to view transaction amounts 
in your company’s base currency (specified in the System Manager Company Information 
function). Clear this box to view amounts in the vendor’s currency. This check box appears 
only if you use the TRAVERSE multicurrency feature and you enter a transaction for a vendor 
that uses a currency other than the base currency.

14.  If you use multicurrency, the most current daily exchange rate appears in the Exch Rate 
field. You can enter a different exchange rate before the transaction is saved or before you 
change tabs. Once the transaction is saved, you cannot change the exchange rate. If you do 
not use multicurrency, this field does not appear.

15.  For a new order or return, enter the name of the person who made the purchase order or 
return in the Ordered By/Returned By field.

16.  Enter the name of the person who received the order or shipped the return in the 
Received By/Shipped By field.

17.  Click in the Notes field to enter notes specific to this transaction.

Transactions Screen ‐ Documents Tab
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1.  The date you printed the purchase order appears in the Date Printed field. This field 
appears only if you printed the purchase order or debit memo for the transaction. Use the 
Print Orders function to print purchase orders for new orders, or click Print to print 
purchase orders or debit memos for existing transactions.

2.  Receipts and Invoices processed for this order are listed in the Receipt Number and Invoice 
Number columns.

3.  Click the Attachments button  to enter comments or attach documents relating to this 
purchase order transaction.

Transactions Screen ‐ Ship‐To Tab

1.  Enter or select a Ship‐To ID. Use the Ship‐To Addresses function to set up ship‐to addresses. 
If you select an existing ship‐to ID, address information for that ID appears.

If you enter a ship‐to ID with a different distribution code or tax group ID than the 
vendor in the transaction, messages appear asking if you want to assign the ship‐to 
address’s tax location to the transaction and recalculate the sales tax.

2.  Enter or edit the method used to ship the items in the Ship Via field; for example, enter the 
name of a shipping service.
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3.  Enter the free on board (F.O.B.) shipping terms. Common entries are destination (the 
vendor pays) and origin (your business pays). Another common entry is the name of a city, 
meaning the vendor pays to move the goods to the city and you pay to move goods beyond 
that point.

4.  Check the Drop Ship box to mark this transaction for drop shipment. The shipment will be 
shipped directly to another vendor or customer without being received through your system 
as inventory.

Select the Source Type for the drop shipment in the Source Link function (page 4‐28).

The following information will be filled in when the purchase order was generated 
from a sales order or a service directory work order. When the drop ship box is 
checked while generating the purchase order these fields will be filled in when 
information is provided on the ship to tab of the source transaction; ship method/via, 
name, address 1 and 2, city, region, country and postal code.

5.  Enter or edit the information in the Attention field.

6.  Enter or edit the Name.

7.  Enter or edit the Address in the Addr 1 and Addr 2 fields. 

8.  Enter or edit the City and Region.

9.  Enter or edit the Country Code.

10.  Enter or edit the Postal Code. Use the System Manager Country Codes function to set up 
the input mask for the postal code.

11.  Click the View Map button  in the toolbar to view a map of the vendor’s location 
generated by the mapping program you chose within System Manager. If you did not select 
Allow Web Features in the Business Rules function within System Manager, this button 
does not appear.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  See the System Manager User’s Guide for more information on defining the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . default mapping program.
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Transactions Screen ‐ Totals Tab

The taxable and nontaxable purchase or return subtotals for the line items entered in the Line 
Items section appear.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The amounts on this tab will not post to General Ledger when posting 
invoices. You must enter your freight, misc. and any prepayment information on the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . invoice totals screen, once an invoice has been added to the purchase order.

1.  The system displays the Taxable and Nontaxable amounts for the order.

2.  Enter the shipping charges in the Freight field.

3.  Select the Tax Class, if any, for the shipping charges.

4.  Enter any miscellaneous charges, such as handling charges, in the Misc. field.

5.  Select the Tax Class, if any, for the miscellaneous charges.

6.  Enter the Sales Tax amount.

7.  The total amount of the transaction (subtotal + freight charges + miscellaneous charges + 
sales tax) appears in the Total field.

8.  If you prepaid a portion of the purchase, enter the Prepayment amount. 

9.  The Discount amount for the terms code entered on the Header tab appears. Change this 
amount if necessary.

10.  The total minus the prepayment and discount amounts appears in the Net Due field.

11.  Edit the Terms Code, Distribution Code, and Tax Group ID, if needed. If you use 
multicurrency, you can change the distribution code only if the Payables account associated 
with the new code is in either the base or the vendor’s currency. If any open invoices or 
transactions exist for the vendor, the new distribution code must also use that same 
currency.
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12.  Check the Taxable box if the transaction is taxable; otherwise, clear it.

13.  The first payment date is calculated from the number of due days in the terms code you 
entered on the Header tab. Edit this date, if necessary. This field does not appear for debit 
memos.

If used, the second and third payment dates are calculated from the number of due 
days in the terms code. Change these dates if necessary. These fields do not appear for 
debit memos.

14.  To split payments, enter an amount for the first payment into the first Payment Amounts 
field. It must be less than the amount listed. The remaining payment appears in the second 
Payment Amounts field. These fields do not appear for debit memos.

To split the payments further, enter an amount for the second payment in the second 
field; the remaining payment appears in the third Payment Amounts field. These fields 
do not appear for debit memos.

To split an invoice into more than three payments, post the purchases and then use 
the Accounts Payable Hold/Release Invoices function.

Orde r   To t a l s

Use this button to open a view‐only table that displays:

Order Totals Screen

• Memo ‐ the same totals seen on the Totals tab. 

• Unposted ‐ the current invoice amounts based on invoice amounts added on the 
Receipts/Invoices form for unposted transactions. 
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• Posted ‐ the posted invoice amounts based on invoice amounts added on the 
Receipts/Invoices form. 

• Variance ‐ the Memo column, minus the Unposted and Posted columns.

Transactions Screen ‐ Line Items Summary

Use the Line Items to record information about the items you purchase.

1.  Enter the Item ID for the item you are purchasing or returning. An item ID is required only 
for Inventory or System Manager items. For example, you can leave the Item ID field blank 
and enter Miscellaneous Charge in the Description field to record miscellaneous charges in 
transactions.

2.  Enter or edit the item Description.

3.  Enter an additional description for the item in the Additional Disc field. This field is available 
only if you elected to use additional descriptions in the Business Rules function and you 
have moved the field to the columns using the Column Chooser. See the How to use Grids 
section in the General Information guide for more details on using the column chooser. If 
you elected to copy additional descriptions in System Manager or Inventory, those 
additional descriptions for the item appear.

4.  If you entered a location ID on the Header tab, that ID appears in the Location ID field; 
otherwise, the first location ID set up for the item appears. Accept the default value or 
select the ID of the location for which you are purchasing the items.

5.  Enter the item quantity in the Ordered/Returned field.

6.  The default unit of measure appears in the Unit field. You can change it if an alternate unit 
of measure is set up for the inventory item and if the record has not yet been saved.

7.  The unit cost of the ordered or returned item appears in the Unit Cost field. If you interface 
Purchase Order with Inventory, the last cost of the inventory item appears. Change it, if 
necessary.
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8.  The extended cost of the ordered or returned item (unit cost multiplied by quantity) appears 
in the Ord Ext Cost field. If you change it, the unit cost is automatically adjusted (extended 
cost divided by quantity).

The item quantity, unit price, and invoiced or debited extended cost amounts appear 
in the remaining boxes. Use the Receipts and Invoices or Return Auth and Debit 
Memos dialog boxes to edit this information.

9.  Check the Produced box to indicate the item was produced by the vendor. 

When searching this item in the inventory quantity availability view the quantity 
produced will be displayed to indicate the quantity produced by the vendor and not your 
company.

10.  You may click on a column heading to sort the columns ascending or descending, using the 
selected column as the sort criteria.

11.  Click the Resequence button to save the sequence of the line items as currently displayed 
on the screen.

Example: If you choose to sort by the Item ID column, you can then press Rese‐
quence and the system will retain that sequence for the line items. The purchase 
order will then print in that order, too.

Transactions Screen ‐ Detail Line Items Tab

Use the Line Items to record information about the items you purchase.

1.  Enter the Item ID for the item you are purchasing or returning. An item ID is required only 
for Inventory or System Manager items. For example, you can leave the Item ID field blank 
and enter Miscellaneous Charge in the Description field to record miscellaneous charges in 
transactions.

2.  Enter or edit the item Description.
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3.  Enter an additional description for the item in the Additional Disc field. This field is available 
only if you elected to use additional descriptions in the Business Rules function . If you 
elected to copy additional descriptions in System Manager or Inventory, those additional 
descriptions for the item appear.

4.  If you entered a location ID on the Header tab, that ID appears in the Location ID field; 
otherwise, the first location ID set up for the item appears. Accept the default value or 
select the ID of the location for which you are purchasing the items.

5.  Enter the requested shipping date in the Req Ship Date field. This field is available only if 
you elected to use requested ship dates on line items in the Business Rules function.

6.  The item’s status appears in the Status field. The system changes this value as you post 
transactions:

• A status of Open indicates that the item’s quantities were not all invoiced or debited 
before you last posted the transaction.

• A status of Completed indicates that the item’s quantities were all invoiced or 
debited before you last posted the transaction. Completed items are displayed only if 
you click on the Completed button at the bottom of the screen.

7.  Enter the item quantity in the Ordered/Returned field.

8.  The default unit of measure appears in the Unit field. You can change it if an alternate unit 
of measure is set up for the inventory item and if the record has not yet been saved.

9.  The unit cost of the ordered or returned item appears in the Unit Cost field. If you interface 
Purchase Order with Inventory, the last cost of the inventory item appears. Change it, if 
necessary.

10.  The extended cost of the ordered or returned item (unit cost multiplied by quantity) 
appears in the Ord Ext Cost field. If you change it, the unit cost is automatically adjusted 
(extended cost divided by quantity).

11.  The item quantity, unit cost, and invoiced or debited extended cost amounts appear in the 
remaining boxes. Use the Receipts and Invoices or Return Auth and Debit Memos dialog 
boxes to edit this information.

12.  Check the Produced box to indicate the item was produced by the vendor. 

When searching this item in the inventory quantity availability view the quantity 
produced will be displayed to indicate the quantity produced by the vendor and not your 
company.

13.  Click Receipts/Invoices to view one of the following:
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• The Receipts and Invoices dialog box if the items are not serialized, lotted, or 
serialized and lotted.

• The Receipts and Invoices Lotted Items dialog box if items are lotted.

• The Receipts and Invoices Serial Items dialog box if the items are serialized or 
serialized and lotted.

This button is available only for new order, goods received, or invoice received 
transactions. If no information appears when the dialog box opens, close the dialog 
box, click Update on the transaction screen, select the line item, then click the 
Receipts/Invoices button again.

14.  Click Auth/Debit Memo to view one of the following:

• The Return Auth and Debit Memos dialog box if the items are not serialized, lotted, 
or serialized and lotted.

• The Return Auth and Debit Memos Lotted Items dialog box if the items are lotted.

• The Return Auth and Debit Memos Serial Items dialog box if the items are serialized 
or serialized and lotted.

This button is available only for New Return, Return Authorization, or Debit Memo 
transactions. If no information appears when the dialog box opens, close the dialog 
box, click Update on the transaction screen, select the line item, then click the 
Auth/Debit Memo button again. 

Transactions Screen ‐ Items Detail Defaults Tab

1.  The account number appears in the GL Acct. field. Accept the default value or enter a GL 
account to which you want to post the line item. The account description appears under the 
account number.

If the item is an inventory item this account will be brought in from the account code 
assigned to the item in the location selected on the Line Items tab.
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If the item is not an inventory item the account will come in from the account assigned 
to the vendor. If no account is entered into the vendor setup the account will come 
from the default inventory account set up in the Business Rules.

2.  Select the Tax Class for the line item.

3.  Enter an additional General Ledger description in the GL Description field. The description 
you enter appears in the Description column of the GL Journal when you post the 
transaction. 

If you elected to enter the vendor name in GL Description fields in the Business Rules 
function, the vendor name appears in this field. 

4.  Select the Accrual Acct you want this item’s receipts to post to when receipts are posted. 

When you select an inventory item the Accrual Account set up in the Account Code 
will default into the field. If you do not select an inventory item the accrual account 
from the AP distribution code used in the transaction’s Totals tab will default into this 
field.

Transactions Screen ‐ Item Detail Landed Cost Tab

Use the Landed Cost tab to distribute indirect costs to inventory items. To use landed cost, you 
must first set up landed cost IDs. The landed cost tab is only visible if you have the Enable 
Landed Cost calculations Business Rule set to Yes.

A landed cost id of FRT needs to be set up using the Landed Cost setup screen.

1.  Select the Landed Cost ID from the drop‐down menu, this needs to be FRT. The landed cost 
ID information appears on the right side.

2.  Make changes to the landed cost ID’s Description, Level, Cost Type, and Amount as 
necessary. These changes will be applied to this specific transaction line item only, and will 
not alter the saved Landed Cost ID.

You are only allowed to edit this information if you have the Allow Editing of Landed 
Cost option in the business rules set to Yes.
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As receipts are entered, the Calc Amount will be updated with the landed costs for the line 
item.

Pu r c h a s e  Orde r  Depo s i t s

The intent of the deposit is to be able to issue a payment with a PO before we have an invoice. 

To enter a Purchase Order with a deposit follow these steps:

1.  Enter your purchase order information as you normally would into the Header, Ship‐To and 
Totals tabs and items area. See the Purchase Order Training Manual for more details on 
entering transactions.

2.  Select the Deposits tab to enter a deposit for the purchase order.

Transactions Screen Deposits Tab

 

3.  Select the green plus (+) sign at the bottom of the tab to add a new deposit.

4.  Enter or accept the Deposit Date.

5.  Enter the deposit Amount to apply to this PO.

If the Business rule for “Allow Deposit to exceed order totals” is set as “No”, it will not 
allow you to enter a deposit where the sum of all deposits exceed the order total 
amount.

6.  Select the Bank Account ID to use for this deposit.

7.  If the deposit has already been paid by a method other than printing a check, enter the 
Check No.
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8.  Enter any Notes for the deposit.

9.  Select the Print Check button to print a check for this deposit.

10.  The Print Check screen will appear. Print the check as you normally would print a check for 
a prepaid invoice. See the Purchase Order Training Manual for more details on printing 
online checks.

11.  When deposits have been posted the Posted box will be checked and the deposit can no 
longer be edited or deleted.

12.  The Deposit Available will be updated in the transaction header with the amount of the 
deposit.

13.  Print the Purchases Journal and Post Transactions as you normally would, selecting the 
batches with the deposit transactions in them. See the Purchase Order Training Manual for 
more details on printing journals and posting transactions.

Post Transactions Accounts with Deposits

Deposits
Deposit Acct from 

Dist Code

Bank ID GL Account

DB CR
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The Bank ID GL Account is the GL Account from the Bank selected on the Deposit tab. The 
Deposit acct is from the Dist. Code GL Account is from the AP Distribution Code, Deposit field 
on the PO Transaction. The GL Reference is the PO Transaction number.

Re c e i v e ,   I n v o i c e  and   app l y  Depo s i t s

14.  Receive and invoices as you normally would. Changes have been made to how the All 
works and adding and saving invoices manually.

All button

15.  The all button can be used, but any Deposit Available value will be applied to the invoice. 

16.  Select Receipts/Invoices above the items area to enter receipts and invoices by line item.

17.  Enter Receipts as you normally would for each line item received.

18.  Enter Invoices as you normally would for each line item that is being invoices.
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19.  Select Apply Deposit to enter the deposit amount to apply to the invoice.

 

20.  Enter the Deposit Applied amount, Discount Amount if applicable and Due Date 1.

21.  Select Back to go back to the invoices screen and save the deposit applied amount.
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22.  Once the deposit has been applied and saved the Deposits field will be filled in on the 
Invoice Totals screen on the Payments tab.

23.  Print the Purchases Journal and Post Transactions as you normally would, selecting the 
batches with the invoice transactions in them. See the Purchase Order Training Manual for 
more details on printing journals and posting transactions.

24.  Do your normal Pay Invoices process to Prepare Payments, print the Edit Register, Print 
Checks, print the Payment Register and Post Payments.

25.  Any deposits entered and posted through the PO will be treated as a prepayment.

Post Payments Accounts with Deposits

The Payables acct from Dist. Code is the GL Account from the distribution code selected on the 
header tab. Deposit acct from Dist. Code GL Account is from the AP Distribution Code, Deposit 
field on the PO Transaction. 

Deposits
Payables Acct 

from Dist. Code

Deposit Acct from 

Dist Code
DB CR
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I t em  Command  Bu t t o n s

RE‐SEQUENCE

This function allows you to re‐sequence the order the items appear. If you deleted a line item, 
non‐sequential numbers may appear in the combo box when receiving items, even though line 
items appear sequentially on the Item Detail tab.

ITEM HISTORY

The Item History dialog box is displayed when you click the Item History button.

A list of Vendors, Dates, Quantities and Costs is displayed for the selected item. This is a list of 
the purchases invoiced that have been posted.

COMPLETED

The Completed button is a toggle to view or hide the items on the purchase order that have a 
status of Completed. Clicking the button will either hide or display the items that are 
completed.

RECEIPTS/INVOICES

The Receipts/Invoices dialog box is displayed. Refer to the following section for details on 
receiving and invoicing items on the Purchase Order.
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SOURCE LINK

The Source Link button will display the Source Link dialog box.

Transactions Screen ‐ Source Link

Use the Source Link option to indicate that the item on that line is being purchased for a 
specific use. The fields on this form will be filled in automatically if the order was generated 
from another transaction, such as an order from the Sales Order application, a service order 
from the Service Director application or a requirement from the Manufacturing application. 
Refer to the guides for those applications for more information regarding the automated 
creation of a purchase order.

The process of receiving goods will have special functionality applied if a source document is 
indicated for a line item. When items are received, the source document will automatically be 
updated with the received quantity. For instance, a line on a sales order will be marked as 
'picked' as soon as the product is received in PO, and will be ready to be verified and invoiced.

If you have checked the Drop Shipment box in the Ship‐To tab (page 4‐13) the specific cost of 
this order will be passed to the source transaction, by passing the normal inventory costing 
process.

• Choose one of the following options for the Source Type of the line item you are 
entering, depending upon the reason for which you are purchasing or returning 
items. This field is required if you enter a project ID in the next step.

• Select Project to associate the line item with a project for which you are purchasing 
the item. Then select the project’s Customer ID and Project ID. You may also select 
the Phase Code or Task Code.
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• Select Sales Order to associate the line item with a sales order for which you are 
purchasing the item. Then select the sales order’s Sales Order number and Line 
Number.

You will only be able to select a line number if the sales order selected has the item Id 
you are currently working with as an item in the sales order.

• Select Service Order to associate the line item with a dispatch for which you are 
purchasing the item. Then select the service order’s Work Order number, Dispatch 
No, and Entry number.

You will only be able to select a line number if the dispatch selected has the item Id 
you are currently working with as an item in the dispatch.

• Select Material to associate the line item with a material work order, in the 
Manufacturing Production application, for which you are purchasing the item. Then 
select the work order’s Work Order number, Release, and Requirement.

You will only be able to select a line number if the work order selected has the item Id 
you are currently working with as an item in the work order.

• Select Subcontract to associate the line item with a subcontracted work order, in the 
Manufacturing Production application, for which you are purchasing the item. Then 
select the work order’s Work Order number, Release, and Requirement.

You will only be able to select a line number, if the work order selected has the item Id you are 
currently working with as an item in the work order.

PROJECT

Select Project to associate the line item with a project for which you are purchasing the item.

• When the Project button is selected the Project screen is displayed.

Project Screen

• Select the Project/Task you are entering the transaction for.
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• The Customer and Phase Code come in from the project setup and cannot be edited.

• Select the Type of expense for this item, Material, Expense or Other.

Re c e i v i n g   and   I n v o i c i n g   I t em s. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you are using the Warehouse Management module, normally Purchase 
Order receipts are done using the Receive Goods function in Warehouse Manage‐

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ment. 

If you are not using the Warehouse Management module follow these steps to receive your 
purchased goods.

When you select the Receipts/Invoices button the Receipts/Invoices screen is displayed. 

Receipts/Return Auth Screen
4‐30  Food Processing



. .
 . 

.US ING   FOOD  PROCES S ING

Purchasing Process
. 

1.  To display records for different line items, select the entry number of the line item in the 
Entry No box. Entry numbers for line items appear in the order in which you entered the line 
items; if you deleted a line item, non‐sequential numbers may appear in the combo box 
even though line items appear sequentially on the Item Detail tab.

2.  If you use multicurrency and the vendor’s currency is a foreign currency, select the Base 
Currency check box to view amounts in your company’s base currency. Clear the check box 
to view amounts in the vendor’s currency. If you do not use multicurrency, this check box 
does not appear.

3.  Enter or edit the Receipt Number or Return Auth number. You cannot duplicate receipt and 
return authorization numbers within the same line item.

4.  Edit the Date, Period, and Year, if necessary.

5.  Enter or edit the quantity of goods received or returned in the Qty box.

6.  Edit the Unit Cost of the goods received or returned, if necessary.

7.  Edit the extended cost in the Ext Cost box, if necessary.

8.  The Posted check box indicates whether this receipt or return authorization has been 
posted. TRAVERSE automatically checks this box when you post transactions.
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You will not be able to delete the line item once you have received a quantity and 
posted the purchase order. You are not allowed to delete a receipt once it has been 
posted and the posted box is checked.

9.  Enter the Shipping Container # the item was shipped in, if applicable.

10.  If you use multicurrency, enter or edit the Exchange Rate for the receipt. 

If you clicked All on the Transactions screen to apply the same receipt or return 
authorization to all line items, the exchange rate you entered on the Receive/Invoice 
All or Return/Debit All dialog box appears and cannot be changed. This box does not 
appear if you do not use multicurrency.

11.  Enter the Total Landed Cost for the receipt.

12.  Enter the Total Pieces for the receipt for landed cost calculation.

For all items that have the FRT landed cost id selected the total landed cost and total 
pieces will be used to divide the total landed cost into each item to determine the cost to 
use when adding the items’ quantities to inventory.

If the receipt number/vendor combination is used on another receipt, the number of 
pieces and amount will default from the receipt that was entered earlier. The same 
receipt number can be applied to multiple POs. 

The Total Pieces and Total Landed Cost will be greyed out once the receipt is saved. 

When the receipts screen is closed, it will divide the Total Landed Cost by the Total 
Pieces and place that value in the landed cost field for each line item that was received 
on this receipt with the FRT landed cost id entered into the item.
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Invoice/Debit Memos Screen

Click the Invoice/Debit Memo button on the Receipts screen to open the Invoices/Debit 
Memo screen.

You must enter a receipt or return authorization for goods before you apply an invoice or debit 
memo to items. You cannot enter a quantity greater than the received or shipped quantity.
Food Processing  4‐33



USING FOOD PROCESSING

Purchasing Process
4

1.  Enter the Invoice Number or Debit Memo number. You cannot duplicate invoice numbers 
within the same line item.

2.  Edit the Date, Period, and Year, if necessary.

3.  Edit the Unit Cost of the goods invoiced or returned, if necessary.

4.  Edit the extended cost in the Ext Cost box, if necessary.

5.  The Posted check box indicates whether this invoice or debit memo has been posted.

You will not be able to delete the line item once you have received and invoiced a 
quantity and posted the purchase order. You are not allowed to delete an invoice once 
it has been posted and the posted box is checked.

6.  If you use multicurrency, the Exch Rate box appears and lists the exchange rate on the 
Invoice/ Debit Totals dialog box. All line items for an invoice are invoiced at the same 
exchange rate. Edit the exchange rate for the invoice using the Invoice/Debit Totals dialog 
box.

7.  When there is more than one receipt for a line item, the entry number details will be 
expanded to show the receipt records (See screen below). In each receipt record enter the 
quantity to invoice for that receipt record for this invoice. Click the plus (+) or minus (‐) next 
to the entry number to view or hide the receipt records.

Edit Invoices Dialog Box
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The lotted items dialog box appears for lotted items when you click Receipts/Invoices or 
Auth/Debit Memo on the Transactions screen’s Item area. The dialog box’s name and field 
labels change depending on whether you enter an order or a return. The transaction number, 
item ID and description, location ID, and post status appear along with received and invoiced or 
returned and debited quantity, unit cost, and extended cost totals.

Lotted Items Dialog Box
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Receipts/Return Auth Tab

1.  To view records for different lotted items, select the entry number of the line item in the 
Entry No box. Entry numbers for line items appear in the order in which you entered the line 
items; if you deleted a line item, non‐sequential numbers may appear in the combo box 
even though line items appear sequentially on the Item Detail tab.

2.  If you use multicurrency, select the Base Currency check box to view amounts in your 
company’s base currency. Clear the check box to view amounts in the vendor’s currency.

3.  Enter or edit the Receipt Number or Return Auth number. You cannot duplicate receipt 
numbers within the same line item. If you enter a new receipt number or return 
authorization, the Receipt Number/Return Authorization dialog box appears.

4.  Enter the Date and Period/Year or accept the default workstation date and current period 
and year.

5.  If you use multicurrency, select the exchange rate to use for the receipt. The Exch Rate box 
does not appear if you do not use multicurrency.

6.  The quantity of goods ordered or returned appears in the Qty Ord/Returned box. 
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7.  Enter or select the lot number in the Lot No. for this receipt. If you enter a new lot number 
the New Lot Number screen appears.

8.  Enter the lot’s Initial Date, Expiration Date, and a Comment (if desired). Click OK to save the 
new lot information and return to the Receipts/Returns screen.

If the item has been set up in Inventory with a Sell/Consume By Days value the 
Expiration Date will be calculated using the Initial Date plus the Sell/Consume By Days 
to get the expiration date.

9.  Enter or edit the quantity of goods received or returned in the Qty box.

10.  Edit the Unit Cost of the goods, if necessary.

11.  Edit the extended cost of the goods in the Ext Cost field, if necessary.

12.  The Posted check box indicates whether the receipt or return authorization has been 
posted.

13.  If you use multicurrency, the exchange rate you selected for the receipt or return 
authorization appears in the Exch Rate box.

14.  Enter a Comment. This field is not required.

15.  Click the Save button on the toolbar to save your changes and close the screen to return to 
the Transactions screen.

Receive/Invoice or Return/Debit All Dialog Box
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The Receive/Invoice All or Return/Debit All dialog box appears when you click All on the 
Transactions screen to enter a receipt, invoice, return authorization, or debit memo for all 
items in a new order or return. The dialog box’s name and field labels change depending on 
whether the transaction is an order or a return.

If you enter a receipt, invoice, return authorization, or debit memo for orders or returns that 
combine non lotted and lotted items, the Receive/Invoice or Return/Debit All dialog box 
applies the receipt, invoice, return authorization, or debit memo number to all items, but you 
must enter lot information for lotted items in the dialog boxes that appear.

To enter landed cost information for receipts you must select the Receipts/Invoices button to 
display the Receipts screen and enter the landed cost information.

1.  Select the Receive All or Return All box to enter a receipt or return authorization for all 
items in the transaction.

2.  Enter the Receipt or Return Authorization Number.

3.  Enter the Date and Fiscal Period/Year, or accept the default workstation date and current 
period and year.

4.  If you use multicurrency and the transaction is for a vendor that uses a currency other than 
the base currency, enter the exchange rate at which to receive items in the Exch Rate box.

This field does not appear if you do not use multicurrency.

5.  Select the Invoice All or Debit All box to enter an invoice or debit memo for all of the items 
in the transaction. You must enter at least one receipt or return authorization before you 
can enter an invoice or debit memo for all of a transaction.

6.  Enter the Invoice or Debit Memo Number.

7.  Enter the Date and Fiscal Period/Year, or accept the default workstation date and current 
period and year.

8.  Click OK to apply the information to all items in the transaction. If serialized or lotted items 
are present in the transaction, dialog boxes appear where you can enter serial or lot 
information.

9.  Click Cancel to return to the Transactions screen. Your changes are not saved.

Once an inventory item quantity is all received and invoiced, the item may be marked as 
completed. This can be done by adding the Status field to the summary view and selecting 
Complete for the status. See the How to use Grids section in the General Information guide for 
more details on using the column chooser. If you are in the detail view of the item id, on the 
Line Items tab the Status field is available and you may select the Complete value.
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I n v o i c e   To t a l s

Once items on the Purchase Order have been invoiced the Invoice Detail button on the Totals 
tab becomes available.

1.  Click Invoice Totals/Debit Totals to view the Invoice Totals or Debit Totals dialog box. If you 
cannot edit the information in this dialog box, close the box, click Update, then click Invoice 
Totals/Debit Totals again.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  This button is only active if you have entered an invoice for the purchase 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . order.

Invoice/Debit Memo Totals Dialog Box ‐ Detail

Invoice/Debit Memo Totals Dialog Box ‐ Summary
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The Invoice/Debit Totals dialog box appears when you click Invoice Totals or Debit Totals on 
the Transactions screen’s Totals tab. The dialog box’s name and field labels change depending 
on whether you enter an order or a return.

Use the dialog box to view invoice and debit memo totals for the transaction, edit the invoice 
or debit memo date and GL period information, and edit freight and miscellaneous charges. 
The invoice or debit memo number, sales tax total, subtotal, and total appear.

The dialog box has two views: Detail and Summary. The Detail view lists in‐depth information 
about each invoice, while the Summary view lists more invoices on the screen. When you use 
the Detail view, click   to view the Summary view. When you use the Summary view, 
click   to view the tab’s Detail view. 

The Detail view is shown above. The instructions refer to the Detail view, which contains all 
available fields and command buttons. If you are using the Summary view, skip the step if it 
refers to a field that does not appear on that view of the screen.

1.  The Invoice or Debit Memo Number appears. Edit the Date, Period, and Year, if necessary.

Use the buttons at the bottom of the screen to view totals for a different invoice when 
you use the detail view, if necessary.

2.  If you use multicurrency, select the Base Currency check box to view amounts in your 
company’s base currency. Clear the check box to view amounts in the vendor’s currency. If 
you do not use multicurrency, this check box does not appear.

3.  If you use multicurrency, the most current daily exchange rate appears in the Inv Exch Rate 
field. Change this exchange rate, if necessary. If you do not use multicurrency, this field does 
not appear.

4.  Enter or edit applicable shipping charges in the Freight field, then select the Tax Class for 
the shipping charges.

5.  Enter or edit the miscellaneous charges in the Misc. field, then select the Tax Class for the 
miscellaneous charges.

If the purchase order transaction is taxable and you need to adjust the sales tax total, click the 
Adjustments tab. Enter the Tax Adjustment and Tax Class and click OK. The invoice Total 
appears.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  This tab is not available if the transaction is not marked as taxable.
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Invoice Totals ‐ Tax Adjustment Tab

The Tax Adjustments dialog box appears when you click Adj. on the Invoice/Debit Totals dialog 
box in detail view. Use it to enter adjustments to sales tax for the invoice or debit memo.

• Select the Adj. box next to the tax location you want to adjust.

• Enter the Tax Adjustment.

• Select the Tax Class.

6.  Select the Payments tab to enter prepaid amounts or divide the invoice totals into multiple 
payment periods.

Invoice Totals Payments Tab

7.  On the Payments tab, enter or edit the Prepaid amount. 

8.  Edit the calculated Discount amount, if necessary.
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9.  The check number used for the prepayment appears in the Payment No field. Edit the 
number, if necessary. If you are printing an online check, leave this field blank. This field 
cannot be changed for debit memos.

10.  The Payment Date appears. Edit the date, if necessary, on invoices; you cannot edit the 
date on debit memos.

The period and year corresponding to the check date appear in the Fiscal Period/Year 
fields. Edit these values, if necessary.

11.  Select the Bank Account ID for the check.

12.  If you use multicurrency, the currency assigned to the bank account appears in the 
Currency ID field and cannot be changed, and the most current daily exchange rate appears 
in the Exch Rate field. Change the exchange rate used for the prepayment, if necessary.

If the exchange rate you enter for the prepayment differs from the invoice’s exchange 
rate, you may gain or lose money due to the fluctuating exchange rates. This amount 
appears in the Gain/Loss box when you view totals in base currency.

If you do not use multicurrency, these fields do not appear.

13.  The total minus the prepayment and discount amounts appears in the Payment 1 field. 
Edit this value, if necessary. This field does not appear on the Debit Totals screen.

To split payments, enter an amount in the Payment 1 field that is less than the amount 
listed; the remaining payment appears in the Payment 2 field. These fields do not 
appear on the Debit Totals screen.

To split payments further, enter an amount in the Payment 2 field that is less than the 
amount listed; the remainder appears in the Payment 3 field. These fields do not 
appear on the Debit Totals screen.

To split an invoice into more than three payments, post the purchases and then use 
the Accounts Payable Hold/Release Invoices function.

14.  Edit the date payment is due in the Due Date 1 field, if necessary. The first due date is 
calculated from the number of due days in the terms code you entered. This field does not 
appear on the Debit Totals screen.

If used, the second date payment is due is calculated from the first due date and the 
terms code and appears in the Due Date 2 field. Edit this date, if necessary. This field 
does not appear on the Debit Totals screen.
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If used, the third date payment is due is calculated from the second due date and the 
terms code and appears in the Due Date 3 field. Edit this date, if necessary. This field 
does not appear on the Debit Totals screen.

15.  Click Print, Check to open the Print Checks screen to print a check for the invoice. This 
button is not available for debit memos. 

Print Check Screen

The Print Check screen appears when you click Print, Check on the Invoice Totals dialog box in 
detail view. Use it to print an online check for the transaction. 

• The transaction number, Vendor ID, invoice number, invoice date, check amount, and 
currency (if you use multicurrency) you defined on the Invoice/Debit Memo Totals 
dialog box appear.

• Edit the check Number and Date, GL Period and Year if necessary.

• Select Reset, Preview, Output or Print.
Food Processing  4‐43



USING FOOD PROCESSING

Purchasing Process
4

Command Buttons

Print Orders Screen

The Print Orders screen appears when you click Print and Order on the Transactions screen. 
Use this screen to print an online purchase order or debit memo for the transaction, or to 
reprint orders for transactions for which you have entered receipts or invoices. The transaction 
number and date appear.

1.  If you use additional descriptions, select the box to Print Additional Descriptions on the 
order; otherwise, clear the box.

2.  Enter a Message to print on the order. Leave the box blank if you do not want to add an 
additional message.

3.  If you use multicurrency, select the Print in Base Currency check box to print the order in 
the company’s base currency; otherwise, clear the box to print the order in the vendor’s 
currency. If you do not use multicurrency, this check box does not appear.

4.  Select Reset, Preview, Output or Print.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Print Print the report.
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Command Buttons

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Print Print the report.
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Purchase Order
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Work i n g  w i t h  New  Orde r   and  New  Re t u r n   T r a n s a c t i o n s

You can add, edit, and delete unposted new order and new return transactions using the same 
methods you use in Accounts Payable or Accounts Receivable. If you add, change, or delete 
transaction line items, verify the payment dates and payment amounts on the Totals tab. The 
system puts the payment balance in the Payment 1 field when a quantity or a cost is changed.

ENTER A NEW ORDER OR RETURN TRANSACTION

To enter a new order or new return transaction, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Click the New Record button on the toolbar. A blank screen appears.

3.  Enter the transaction number if it is not automatically generated.

4.  Select the transaction type: New Order or New Return.

5.  Enter the required Header, Detail, Ship‐To, Totals tab and Line Item information. If landed 
costs are to be used enter the FRT landed cost id for each item.

EDIT A NEW ORDER OR RETURN TRANSACTION

To edit a new order or new return transaction, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number. The transaction appears.

3.  Click Update.

4.  Edit the appropriate information. If you selected the Automatic Discount Update option in 
the Business Rules function, discounts are recalculated; otherwise, verify your discount 
change.

ENTER A RECEIPT FOR TRANSACTION LINE ITEMS

To enter a receipt for transaction line items, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number. The transaction appears.

3.  Click Update.

4.  Click Receipts/Invoices button.

5.  Enter the Receipt Number and Receipt Date.

6.  Select the sequence number for the line item to apply the receipt to. Do this for each line 
item the receipt applies to.
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7.  If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial 
number and lot information in the dialog box that appears. 

8.  Enter the receipt information for each sequence number selected in the Receipts and 
Invoices dialog box.

9.  Enter the landed cost total receipt cost and total pieces.

ENTER A RECEIPT FOR ALL LINE ITEMS IN A TRANSACTION

To enter a receipt for all line items in a transaction, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number. The transaction appears.

3.  Click Update.

4.  Click All. The Receive/Invoice All dialog box appears.

5.  Select the Receive All check box; the Receipt Number, Date, and Period fields become 
active.

6.  Enter the receipt number, date, and period and click OK.

7.  If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial 
number and lot information in the dialog boxes that appear.

8.  Click OK to return to the Transactions screen, or select the Invoice All check box to enter an 
invoice for all line items in the transaction.

ENTER AN INVOICE FOR ALL LINE ITEMS IN A TRANSACTION

To enter an invoice for all line items in a transaction, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number and click Update.

3.  Click All. The Receive/Invoice All dialog box appears.

4.  Select the Invoice All check box; the Invoice Number, Date, and Period fields become 
active.

5.  Enter the invoice number, date, and period and click OK.

6.  If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial 
number and lot information in the dialog boxes that appear. 

7.  Click OK.
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ENTER RETURN AUTHORIZATION FOR TRANSACTION LINE ITEMS

To enter a return authorization for transaction line items, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the new return’s transaction number and click Update.

3.  Click the Line Items tab and select the line item for which to enter the return authorization.

4.  Click Auth/Debit Memo.

5.  Enter the Return Auth Number and Return Date.

6.  Select the sequence number for the line item to apply the RA to. Do this for each line item 
the RA applies to.

7.  If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial 
number and lot information in the dialog box that appears. 

8.  Enter the RA information for each sequence number selected in the Return Authorization 
and Credit Memo dialog box.

ENTER RETURN AUTHORIZATIONS FOR ALL LINE ITEMS IN A TRANSACTION

To enter a return authorization for all line items in a transaction, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number and click Update.

3.  Click All. The Return/Debit All dialog box appears.

4.  Select the Return All check box; the Return Auth, Date, and Period fields become active.

5.  Enter the return authorization information, date, and period and click OK.

6.  If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial 
number and lot information in the dialog boxes that appear. 

7.  Click OK to return to the Transactions screen, or select the Debit All box to enter debit 
memo information for all line items in the transaction.

ENTER A DEBIT MEMO FOR ALL LINE ITEMS IN A TRANSACTION

To enter a debit memo for all line items in a transaction, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number and click Update when the transaction appears.

3.  Click All. The Return/Debit All dialog box appears.
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4.  Select the Debit All box; the Debit Memo, Date, and Period fields become active.

5.  Enter the debit memo information, date, and period and click OK.

6.  If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial 
number and lot information in the dialog boxes that appear. 

7.  Click OK.

CHANGE A TRANSACTION BATCH CODE

To change a transaction batch code, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number and click Update.

3.  Change the batch code.

4.  Delete a New Order or Return Transaction

5.  To delete a new order or new return transaction and the line‐item entries associated with it, 
follow these steps:

6.  Select Transactions from the Transactions menu.

7.  Select the transaction number of the new order or new return to delete. 

8.  Click Update.

9.  Press the delete hot key (F3). A confirmation message appears.

PRINT AN ONLINE ORDER

To print an online order, follow these steps.

1.  Select Transactions from the Transactions menu.

2.  Enter an order, or select a new order transaction number. If you are working with an existing 
transaction, click Update.

3.  Click Online. The Print Orders screen appears.

4.  Select available options on the Print Orders screen and enter a message.

5.  Click Print.

PRINT SEVERAL ORDERS

To print several orders, follow these steps:

1.  Select Print Orders from the Transaction Journals menu.
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2.  Select the orders to print.

3.  Click Print.

PRINT AN ONLINE CHECK

To print an online check, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Enter an invoice received transaction, or select an invoice received transaction. If you are 
working with an existing transaction, click Update.

3.  Click the Totals tab.

4.  Click Invoice Totals. The Invoice Totals dialog box appears in summary view.

5.  Click   to open the dialog box’s detail view.

6.  Enter the prepaid amount, or accept the current amount.

7.  Enter the date for the check, or accept the current date.

8.  Click Print, Check. The Online Checks screen appears.

9.  Enter the check number and date, or accept the current values.

10.  Click Print.

Work i n g  Wi t h  Good s  Re c e i v ed   T r a n s a c t i o n s

You can edit goods received transactions by using the same steps as for new order 
transactions, but you must delete receipts of goods from an unposted line item before you can 
delete a line item, and you must delete all receipts of goods from all line items before you can 
delete a transaction. With serialized, lotted, or serialized and lotted items, you must also 
remove serial and lot information. You cannot delete posted receipts, but you can edit them. 

EDIT A GOODS RECEIVED TRANSACTION

To edit a goods received transaction, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number. The transaction appears.

3.  Click Update.

4.  Select the tabs and fields to edit.

5.  Edit the information.
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EDIT A RECEIPT

To edit a receipt for a goods received transaction, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number. The transaction appears.

3.  Click Update.

4.  Click the Line Items tab.

5.  Select the line item entry with the receipt you want to edit.

6.  Click Receipts/Invoices. The Receipts and Invoices dialog box appears.

7.  Edit the receipt.

ENTER AN INVOICE FOR TRANSACTION LINE ITEMS

To enter an invoice for a transaction line item, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number and click Update.

3.  Enter the Invoice Number and Invoice Date.

4.  Select the sequence number for the line item to apply the invoice to. Do this for each line 
item the invoice applies to.

5.  If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial 
number and lot information in the dialog box that appears. 

6.  Enter the invoice information for each sequence number selected in the Receipts and 
Invoices dialog box.

DELETE A RECEIPT

To delete a receipt for an unposted transaction line item, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number and click Update.

3.  Click Receipts/Invoices. The Receipts and Invoices dialog box appears.

4.  Select the receipt you want to delete.

5.  Select the Sequence number for the item you want to delete the receipt for and press the 
delete hot key (F3). You must delete all receipts for a line item before you can delete a line 
item from a goods received transaction.
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DELETE A LINE ITEM FROM A GOODS RECEIVED TRANSACTION

To delete an unposted line item from a goods received transaction, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number. The transaction appears.

3.  Click Update.

4.  Click the Line Items tab.

5.  Follow the steps for deleting receipts (above) until you have deleted all receipts for the line 
item. Close the Receipts and Invoices dialog box.

6.  Press the delete hot key (F3). A confirmation message appears.

DELETE AN UNPOSTED GOODS RECEIVED TRANSACTION

To delete an unposted goods received transaction, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number. The transaction appears.

3.  Click Update.

4.  Click the Line Items tab.

5.  Follow the steps for deleting receipts until you have deleted all receipts for all line items.

6.  Click the Header tab.

7.  Press the delete hot key (F3). A confirmation message appears.

DELETE A POSTED GOODS RECEIVED TRANSACTION

To delete a posted goods received transaction, generate a reversing transaction.

Work i n g  Wi t h   I n v o i c e  Re c e i v ed   T r a n s a c t i o n s

You can delete unposted invoice received transactions and transaction line items, but you must 
first delete all invoices and receipts from a line item. You must delete all invoices and receipts 
from all line items before you can delete an invoice received transaction. You cannot delete 
invoice received transactions with posted line items.

EDIT AN INVOICE RECEIVED TRANSACTION

To edit an invoice received transaction, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number. The transaction appears.
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3.  Click Update.

4.  Select the tabs and fields to edit.

5.  Edit the information.

DELETE AN INVOICE

To delete an invoice for an unposted transaction, follow these steps:

1.  Select Transactions from the Transactions menu.

2.  Select the transaction number. The transaction appears.

3.  Click Update.

4.  Click Receipts/Invoices. The Receipts and Invoices dialog box appears.

5.  Click Invoice to go to the invoice screen.

6.  Select the invoice you want to delete.

7.  Select the Sequence number for the item you want to delete the invoice for and press the 
delete hot key (F3). You must delete all invoice for a line item before you can delete a line 
item from an invoice received transaction.

DELETE AN UNPOSTED INVOICE RECEIVED TRANSACTION LINE ITEM

To delete an unposted invoice received transaction line item, follow the steps for deleting an 
invoice (above) and deleting a receipt until you delete all invoices and receipts from the line 
item. After you delete all invoices and receipts, press the delete hot key (F3). A confirmation 
message appears.

DELETE AN UNPOSTED INVOICE RECEIVED TRANSACTION 

To delete an unposted invoice received transaction, follow the steps for deleting an invoice and 
deleting a receipt until you delete all invoices and receipts from the transaction line items. 
After you delete all invoices and receipts, click the Header tab and press the delete hot key 
(F3). A confirmation message appears.

DELETE AN INVOICE RECEIVED TRANSACTION WITH POSTED LINE ITEMS

To delete an invoice received transaction with posted line items, generate a reversing new 
return, return authorization and debit memo transaction.

Work i n g  Wi t h  Re t u r n  Au t ho r i z a t i o n   T r a n s a c t i o n s

You can edit posted and unposted return authorization transactions by using the same steps as 
for new order transactions, but you must delete return authorizations from unposted line 
items before you can delete them, and you must delete all return authorizations from all line 
items before you can delete an unposted transaction.
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Follow the steps in the Working With Goods Received Transactions (page 4‐52) section 
replacing Receipts with Return Authorization.

Work i n g  Wi t h  Deb i t  Memo   T r a n s a c t i o n s

You can edit debit memo transactions with the same methods as new order or new return 
transactions. You can delete unposted debit memo transactions and transaction line items, but 
you must first delete debit memos and return authorizations from line items. You must delete 
all debit memos and return authorizations from all line items before you can delete a 
transaction. 

Follow the steps in the Working With Invoice Received Transactions (page 4‐54) section 
replacing Invoice with Credit Memo.

Can c e l   a   T r a n s a c t i o n

To cancel a transaction, follow one of these procedures:

• If the new order or new return transaction is unposted, follow the steps for deleting 
a new order or return.

• If the transaction is unposted and is not a new order or new return transaction, 
follow the steps for deleting a transaction with receipts, invoices, return 
authorizations, or debit memos.

If you want an audit trail that is more detailed than the Open Order Report and the order you 
want to cancel has been posted, enter a return to back out the order. To cancel an order that 
has not been posted, enter a return for the order so that the return and the order are posted at 
the same time.

Warehouse Management Receive Goods

Use the Receive Goods function to record the items you receive, their quantities, and the 
orders you received them for. You can receive items for orders in Purchase Order or for 
Warehouse Management transfers and material requisition returns.

This function does not update item quantities in Inventory and transactions in Purchase Order 
or Warehouse Management until you confirm the entries you’ve made. When you click the 
Confirm button on the Receive Goods screen, Warehouse Management updates item 
quantities and transaction status, as needed.

• If you receive items for purchase orders, Warehouse Management updates item on 
hand quantities, updates the order with the receipt information, and changes the 
status to Goods Received for the orders you select.
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• If you receive items transferred from another warehouse, Warehouse Management 
changes the on order quantity for that item to on hand for the destination location 
and sets the transfer’s status to Completed.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If partial quantities were shipped from the source location (for example, 5 
widgets were shipped instead of the requested 10), Warehouse Management does 
not change the transfer’s status to Picked. The system uses this status only when the 
entire quantity for the transfer has been shipped. Only transfers with a status of 
Picked appear in the list of orders for which you can receive goods. If you received a 
partial shipment for a transfer, you need to manually change its’ status to picked in 
order to apply the items you received for that transfer. Alternatively, you can wait 
until you receive the entire quantity, then enter the receipt and complete the trans‐

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . fer.

• If you receive items for a material requisition return, Warehouse Management 
updates the extended cost and Filled quantities for the return and updates the on 
hand quantity in Inventory for the items you received.

Follow these steps to Receive Goods and apply their quantities to an order, transfer, or 
requisition return:

1.  Select Receive Goods from the Daily Work menu. 

Receive Goods Menu
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2.  The Receive Goods screen appears (all fields are initially blank).

Receive Goods Screen ‐ Blank

3.  To locate transactions you should be receiving goods for that involve a specific order 
number or item ID, enter that Document No or Item ID and click Find. Orders that match 
this criteria are then listed in the window (to sort this list, click a heading).
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Receive Goods Screen ‐ Filled

Remember that different TRAVERSE applications can have transactions with the same 
order number. For example, if a purchase order 00000011 and material requisition 
return 00000011 exist, both are listed in the window.

To list all orders for which you should be receiving goods, leave these boxes blank and 
click Find.

4.  To record received quantities for a specific order, select the order in the window, click the 
New Record button  , then enter information about the item you received in the boxes 
at the bottom of the screen.

If you received a lotted item, the Create Lots button appears at the bottom of the 
screen. Click it to automatically generate and record lot numbers for the items you 
received. 
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Create Lots Screen

• Enter the Receipt Number for the order.

• Enter the Vendors Lot Number from the packing list or packages.

• Enter the Expiration Date of the lot.

• Enter the Total Packages Received from the vendor for this lot.

• Enter the Qty Per Package and number of packages.

• Click OK to add the receipt and lot(s) for the purchase order.

5.  If you manually enter a Receipt and a new Lot number the New Lot Number screen appears.

New Lot Screen

• Enter the Initial Date for when the lot was generated.

• Enter the Expiration Date or accept the default. 

If the item has been set up in Inventory with a Sell/Consume By Days value the 
Expiration Date will be calculated using the Initial Date plus the Sell/Consume By Days 
to get the expiration date.

• Enter Comments about the lot.
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• Click OK to save the lot number, or Cancel to exit without saving.

6.  Click the Receipt Attributes button to view any Quality Questions set up for receipts.

• Select an Answer and enter Comments/Values for the question(s).

7.  Repeat the above step for all orders you receive, recording item quantities as you go.

8.  When you finish, click Confirm to approve your entries and update Inventory item quantities 
and transaction status, as appropriate.

• After you click Confirm, the Confirm all received quantities? message appears. Click 
Yes to confirm all the quantities you entered; click No to return to the Receive Goods 
screen. Transactions are removed from the screen when you receive the entire 
quantity.

• If you clicked Yes, a message appears when the confirmation processing completes 
successfully.

• After the confirmation process completes, the Received Goods Log appears. 
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Receive Goods Confirm Report
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Recording the manufacturing process for the Food Processing solution is done using the MFG ‐ 
Production module.

Production orders are generated and released using the standard Production Orders functions, 
Production Orders and Release Orders.

Once the orders have been released recording production is done using the Shop Floor 
functionality.

Shop Floor Entry

ShopFloor for TRAVERSE version 11 is a solution for manufacturing operations that can help 
you grow your business by streamlining your processes and increasing the speed and accuracy 
with which your team enters data. Users can easily and efficiently use a variety of input devices 
to enter their production information‐as well as labor or machine time‐right from the shop 
floor.

When you rely on ShopFloor to capture your business critical information, you'll speed up your 
processes while reducing the chance of entry error. And because ShopFloor ties in closely with 
all TRAVERSE applications, you'll improve the real‐time communication throughout your 
organization.

With ShopFloor for TRAVERSE version 11, you can:

• Record labor or machine time

• Record production and materials

• Make real‐time inventory updates throughout the manufacturing process

• Ensure quality by taking advantage of the Quality Control functionality within 

ShopFloor

• Take advantage of the portable, easy‐to‐use user interface for machine operators

The Shop Floor application is used to record time and production activity on the shop floor.

• Shop Floor Entry is a user‐friendly front end to Record Production Activity.

• Generic production tables are updated with the data collected via Shop Floor.
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• Any validation rules enforced when entering data in Record Production Activity need 

to be enforced when corresponding data entered through Shop Floor Entry.

• Tablet friendly!

Users of the Shop Floor Entry function may have a keyboard available as well as a keyboard 
wedge that will allow for scanning of bar coded data.

• Shop Floor Entry can be used without using workstations with Touch Screen 

technology available.

• Since the workstations used for Shop Floor entry are physically placed in the 

plant/production area, the lighting could be dim. Therefore, the fields will be made a 

little larger than normal and the field the cursor is in will have a light green 

background in an effort to make the screen easier to read. 

Once you have finished with the setup functions related to Shop Floor, you may start to use 
shop floor to record your production time and amounts.

L o g g i n g   I n t o   Shop   F l o o r

To log into Shop Floor follow these steps:

1.  Select Shop Floor Entry from the MP ‐ Production, Production Orders menu.

Shop Floor Menu

2.  The Shop Floor entry screen appears with only the Enter Your Access Code field activated.
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Shop Floor Screen ‐ User Login

3.  Check the Use Keypad box if there is no keyboard attached to the touch screen workstation, 
or if you are using a tablet.

4.  Enter a valid access code into the Enter Your Access Code field.

5.  The Shop Floor screen is updated with the Orders button activated.
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S e l e c t i n g   an  Orde r

1.  Select the Orders button to select a production order to work with.

2.  The Orders screen is displayed with the Order Number field activated and blank.

Shop Floor ‐ Orders Screen ‐ Blank 

3.  Select the Order Number lookup button to see a list of production orders, or enter the order 
number.

4.  The operations for the selected order are displayed.
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Shop Floor ‐ Orders Screen ‐ Filled

If there are special instructions entered into the Bill of Material setup, they are displayed in the 
Special Instructions field on the right side of the screen.

5.  Select the blue Operation ID you want to enter production information for, or select the Req 
ID lookup button to see a list of requirement IDs to select from.

6.  If there are Quality Questions set up for the operation the quality question screen is 
displayed.

7.  Select an Answer and enter Comments/Values to the question and save.
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8.  Close the questions screen to return to the shop floor screen.

9.  The Operation, Rtg Step and Req ID are populated at the top of the screen.

V i ew i n g  Gene r a l   I n f o rma t i o n

1.  Select the Gen Info button to view general information about the production order.

Shop Floor ‐ General Information Screen

En t e r i n g   T ime

Select the Time button to view the Time screen and enter time spent on the selected 
production order and operation.

Use the Time screen to record time spent working on the selected operation. You will be 
accessing the time screen several times throughout the process of recording production within 
shop floor.

You will first go into the Time screen to start time spent doing Setup, time spent Running the 
operation and any Downtime away from working on the operation.
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You will go into the Time screen a second time to Stop the time you spent doing Setup, Running 
the operation and Downtime.

Shop Floor ‐ Time Screen

1.  When entering time worked on an operation, select the button that applies to the type of 
time spent working on the operation.

2.  Selecting one of the buttons will start the time recorded for the operation. 

3.  A record will be added with the Type, Start Date and Start Time filled in based on the 
workstation date and time. Accept the time shown, or enter the start date and time.

4.  If Setup or Downtime is selected a Downtime/Setup reason may be selected to indicate the 
type of setup or downtime.
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5.  If a Quality Question has been set up for the Setup of the operation the Quality Question 
screen will be displayed.

6.  Select an Answer and enter Comments/Values to the question displayed. Save and close 
the questions screen.

7.  To stop time recording select the time record you are stopping and select the Stop button. 
Accept the time filled in, or edit the finish date and time.

8.  When time recording is stopped, the Finish Date and Time are filled in. The Hours and 
Minutes are calculated from the difference between the start time and finish time.

9.  A time record may be deleted by selecting the time record to delete and selecting the 
Delete button. A confirmation box is displayed. Select Yes to delete the time record, or No 
to go back to the time screen without deleting.

Below is a time entry example of how a user might use the Time screen.

This screen is designed in a way that the user can capture time simply by pressing the Setup, 
Run, Downtime and Stop buttons at the bottom of the screen. 

Pressing the Setup button:

• Completes the previously unfinished record (there is none in this example) filling in 

the Finish Date and Time.   The Hours and Minutes are calculated by the program and 

cannot be changed by the user.

• Starts a new Setup record by filling in the Start Date and Start Time. The user can 

select a Downtime/Setup Reason code from the list of codes. Entry of a 

Downtime/Setup Reason is optional.

• Checks the MR Operations record (for the Operation shown at the top of the screen) 

to see if there are any Setup Questions entered for that Operation.
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• If any Setup Questions are found for that Operation and the questions have 
not been answered, a popup of the quality questions is displayed.

Pressing the Run button:

• Completes the previously unfinished record (Setup in this example) by filling in the 

Finish Date and Time.   The Hours and Minutes are calculated by the program and 

cannot be changed by the user.

• Starts a new Run record by filling in the Start Date and Start Time. 

• Checks the MR Operations record (for the Operation shown at the top of the screen) 

to see if there are any Operator questions entered for that Operation.

• If any Operator Questions are found for that Operation and the questions have 
not been answered, a popup of the quality questions is displayed.

Pressing the Downtime button:

• Completes the previously unfinished record (Run in this example) by filling in the 

Finish Date and Time.   The Hours and Minutes are calculated by the program and 

cannot be changed by the user.

• Starts a new Downtime record by filling in the Start Date and Start Time. The user 

can select a Downtime/Setup Reason code from the list of codes. Entry of a 

Downtime/Setup Reason is optional.

Pressing the Stop button:

• Completes the unfinished entry without starting any new record.

When records are updated, the entry information is saved. 

Whenever the user opens the Time screen all the previously recorded time for that Order/Req 
ID appears on the screen (regardless of what user started/finished the entry).   

The user can edit these records by altering the start date, start time, finish date, finish time or 
Downtime/Setup Reason.

• The Save button becomes enabled when the user is editing an existing record.   After 

the user makes the change they want they will need to click on Save to update the 

record.

• The system will automatically recalculate the hours and minutes.
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A user can delete an entire record.

• The Delete button becomes enabled when the user is editing an existing record. 

• When the Delete button is clicked, a prompt is displayed and the user must respond 

to the 'are you sure' message and then delete the record the cursor is pointing to.

En t e r i n g  Mate r i a l s  Used

Use the Materials button to enter quantities of components used during the manufacturing 
process to make the finished product.

You can manually enter the quantity of raw material used, or you can enter a beginning 
quantity and an ending quantity and let shop floor calculate the amount of raw material used. 
This may be a more efficient way to enter the quantity used when processes use a length of 
something and the machine used has a meter that shows the quantity remaining on the 
machine.

1.  Click the Materials button to go to the materials screen.

Shop Floor ‐ Materials Screen
4‐72  Food Processing



. .
 . 

.US ING   FOOD  PROCES S ING

Manufacturing Processing
. 

2.  Select the blue Component ID to enter the quantity used.

3.  The Record Materials Used/Scrapped screen is displayed. 

4.  The Component Id, Location Id and Description are displayed and cannot be edited.

5.  Enter the Date the component was used or accept today's default date.

6.  If the item is lotted it is required that a Lot number be selected.

7.  If Warehouse Management is being used select a Bin and Container. The bins and 
containers listed will be the bins and containers where the item is currently being stored.

8.  If you are at a machine that displays a Beginning Quantity and Ending Quantity, enter those 
quantities. Otherwise leave them at 0.00.

9.  Enter the Quantity used.

10.  Accept the UOM default unit of measure or select a unit of measure.

11.  Enter a Variance Code if applicable.

12.  Enter a Scrapped quantity if applicable. 

13.  Enter a Scrap Code, if a scrapped quantity has been entered.

14.  Select Save to save the information entered and return to the materials screen, or select 
Cancel to exit and return to the materials screen without saving.
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15.  After the quantity used has been saved the information entered on the Record Materials 
Used/Scrapped screen is displayed on the bottom half of the materials screen.

The fields available to edit on the Record Materials Used/Scrapped screen can also be edited in 
the main materials screen.

16.  Select the next component used, if applicable, and follow the steps above to record the 
used quantity.

If one of the components of the BOM is a by-product you can see that from the 
Component Type column available in the column chooser in the top portion of the 
screen. 

If the component is a by-product, the standard MFG processing for a by-product 
component is used to update the quantities in inventory.

17.  Click the Save button when you are finished entering the component quantities used. 

Clicking the Save button will do the following:

• Write the Record Production Activity record for that material usage
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• Adjust Inventory quantities to decrease the Committed and On Hand the same way 

other transactions update the quantities.

• Update the Qty Used field in the top of the screen.

If any changes need to be made to Material consumption records originally created from Shop 
Floor, those changes will have to be made using the Record Production Activity function.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Entry of a scrap quantity should be treated as a by‐product. Users may enter 
quantities scrapped in which case the cost of the scrap material will be added to the 
cost of production. Alternatively, a user may enter a quantity of a by‐product and 
specify the by‐product item ID. In this case the cost associated with the by‐product 
will be subtracted from the cost of production and the quantities of by‐product will 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . be returned to inventory for later sale to the recycler.

R e c o r d i n g  P r odu c t i o n

The Production screen is used to record production of material. The top portion of the screen 
shows information pertaining to the order shown at the top of the screen.

The middle section of the screen is used to enter the information for each 
box/container/package created.

To record production of the finished product, select the Production button.
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Shop Floor ‐ Production Screen

1.  The order information for the selected production order is displayed at the top of the 
screen.

2.  The Assembly ID, Revision No, Location ID, Qty Order, Qty Produced, Remaining and Units 
are displayed in the top portion of the screen and cannot be edited.

3.  Item ID is the Assembly ID and cannot be changed.

4.  Enter the Date of production or accept the default ‐ today's date.

5.  If the Item ID is lotted, the Lot Number field is visible and the Lot number is automatically 
set to be a combination YYMMXXXX, where xxxx is a sequential number. For example 
15010001.

The Lot number will not change for a specific production screen even if production is 
added on another day.

The Lot number can be changed if desired.

The Expiration Date will be generated from the Sell/Consume By Days set in Inventory 
Items setup.
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6.  If Warehouse Management is used enter a Bin and/or Container you are going to put the 
finished product into.

7.  Enter the total Weight of the production. This is an optional entry field. 

The weight entered here is for reference only. The field is available to print on the label. 
The weight entered would be the total weight for the quantity recorded.

If the item is lotted, the weight is displayed on the Cost Detail tab of the Item setup 
screen next to the lot.

8.  Enter the Unit of measure for the weight entered.

9.  Enter the quantity produced in the Qty Produced field.

10.  The Unit of measure used for the item in the BOM is displayed and cannot be changed.

11.  Enter a Variance Code if the quantity produced is different than the quantity originally 
entered on the production order.

12.  Enter the Qty Scrapped to record the quantity of the finished product has been scrapped.

13.  Enter the Unit of measure of the scrapped quantity, or accept the default unit.

14.  Enter a Scrap Code to indicate the reason for scrapping the products.

15.  Enter No of Boxes/Labels to tell the printing process how many labels to print.

16.  Enter Max. Items Per Box if needed. This field is used to determine if enough No of 
Boxes/Labels has been entered based on the Qty Produced.

For example:

Qty Produced = 10

No of Boxes/Labels = 1

Max Items Per Box = 5
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Technically I need two boxes. Upon selecting the Save button a message will be 
returned:

17.  Press the Save button to save the production entry and the following things are done:

• The field Label Time is populated when the Production entry is saved. This field can 

be selected to print on the label.

• Based on the business rule, will automatically print labels. The quantity to print 

comes from the No. of Boxes/Labels field.

• Creates a record in TRAVERSE Record Production Activity for the Order 

Number/Release No shown at the top of the screen.

• Real time inventory updates; inventory quantities are updated as if this record was 

entered using the Record Production Activity function.

• Add verbiage of 'Shop Floor User' plus the SM Employee ID associated with the 

current user who saved the record in the Notes field.

P r i n t   L a b e l s  Bu t t o n

The Print Labels button is only enabled when in the Production screen. Clicking on the button 
will print or reprint the labels for the displayed recorded production.

• Labels are automatically printed based on the Business Rule for MP of Print Labels 

when saving Production Activity from Shop Floor. If that option is set to Yes, a box 

label containing order/customer/item information is printed. If the option is set to 

No you must click the Print Labels button to get labels printed. 

• The label could include the following data elements:

• Item ID.

• Item Description

• Customer name

• Customer item alias
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• Lot Number

• Quantity

• Label Time

• Box #

*The labels can be designed to include bar codes of any data element.

• The field Label Time is populated when the Production entry is saved. This field can 

be selected to print on the label.

• A box number is automatically assigned 'behind the scenes'. This box number is a 

field that can be selected to print on the label.

• Can reprint labels by box number, using the System Manager, Print Labels function 

and filtering by Order Number and Box Number.

• All data from a printed label is stored in a label history table. This allows labels 

reprinted.

• The field No of Boxes/Labels. Used to determine how many labels to print. 

• The field Max. Items Per Box is used to determine if enough No of Boxes/Labels has 

been entered based on the Qty Produced.

For example:

Qty Produced = 10

No of Boxes/Labels = 1

Max Items Per Box = 5

Technically I need two boxes. Upon selecting the Save button a message will be 
returned: 
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Que s t i o n s  Bu t t o n

Click the Questions button to display the Questions dialog box to view and answer any 
questions that have not been answered previously during the recording process.

A t t a c hmen t s  Bu t t o n

Use the Attachments button to view, or enter comments and to attach files to the shop floor 
production recording.

F i n i s h i n g  P r odu c t i o n

To finish production recording through shop floor make sure you have done the following 
steps:

• Entered and stopped ALL time records, using the Time button, for the Req 

ID/Operation you want to finish.

• Recorded all the materials used, using the Materials button, in the production 

process and saved all material usage.
4‐80  Food Processing



. .
 . 

.US ING   FOOD  PROCES S ING

Manufacturing Processing
. 

• Recorded all produced products, using the Production button, saved the production 

and printed labels.

Once you have completed all the steps above, select the Orders button and click the Finish 
check box for the Req Id/Operation you have just completed.

Checking the Finished box will do the following:

• Check for any unfinished Time records for that Order/Release/Req ID.

• Transfers all Time records for that Operation/Rel/Req ID from the shop floor time 

entry to the TRAVERSE Record Production Activity/Record Labor Time function.

• If the Mfg-Production Business Rule 'Record Shop Floor Time As' is set to 
Machine Time:

• Use the Employee ID of ShopFloor (which will have to be setup in SM 
Employees) when creating these records and include the shop floor 
information (dates, times and user ids) in the Notes field.

• Does not transfer time records for Downtime to TRAVERSE.

• Updates the field Shop Floor Finished flag in the shop floor time table to Yes.

• This is the field that displays as Finished in this screen when Orders are 
redisplayed.

• Move the records from the shop floor time into the shop floor time posted 
table.

• If the Mfg‐Production Business Rule 'Record Shop Floor Time As' is set to Labor Time.

• Use the Employee ID found in the time records when creating these records.

• Does not transfer time records for Downtime to TRAVERSE.

• Updates the field Shop Floor Finished flag in the shop floor time table to Yes.

• This is the field that displays as Finished in this screen when Orders are 
redisplayed.

• Move the records from the shop floor time into the shop floor time posted 
table.

The user must log out of all Req Ids/Operations they have selected on the Orders screen before 
they are allowed to exit the Shop Floor screen.
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To log out of shop floor follow these steps:

1.  Select the Users button to display the Users screen.

2.  All users' logins and operations accessed are displayed.

3.  Click the Logout button for the user and operation you want to log out of.

4.  The Access Code dialog box is displayed.

5.  Enter your access code and click OK to log you out of the selected operation.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You must log out of ALL operations you are logged into before you are 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . allowed to exit the shop floor screen.
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Comp l e t i n g  P r odu c t i o n  Orde r s   ( Ou t s i d e   S hop   F l o o r )

To complete production orders, use the MFG ‐ Production, Production Orders, Record 
Production Activity function to change the status of the orders you have “Finished” in shop 
floor to Complete. See the MFG ‐ Production Training manual for more details on Record 
Production Activity.

Once the orders have been completed, print your Production Activity Journal to view the 
completed orders.

Post Production Activity to post your production activity to GL and history. See the MFG ‐ 
Production Training manual for more details on Post Production Activity.

If Payroll is installed and interfaced to MFG ‐ Production, you must check the Move Completed 
Orders to History AND Post Activity to Payroll Time Tickets check box to get your production 
orders posted to history.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . RECORD ING   SA L E S

Recording sales is done using the Sales Order, Orders and Warehouse Management, Record 
Picked Orders functions.

Orders

Use the Sales Order, Orders function to enter customer invoices, orders, price quotes, RMAs, 
credit memos, and cash invoices. You can also use this function to edit, verify, or backorder 
transactions. You can enter transactions before, as, or after you receive a full or partial 
payment.

The Sales Order Orders screen is divided into two sections:

Orders Screen
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• The top section contains a set of tabs that relate to information about the order as a 
whole, including general information, shipping and billing information, order totals 
and so on. 

• The bottom section of the screen contains an item summary view or a detail view 
which contains several tabs that relate to information associated with the line item 
currently selected from the summary view, such as item information, pricing, 
commission information, discounts, and so on.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you interface Sales Order with Inventory, Sales Order transactions update 
the Inventory committed, available and on hand quantities online. When you post 
Sales Order transactions, the system updates the detail history, and lot and serial his‐

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . tory if the Inventory options are set to retain this information.

After you enter an invoice or order, you can print online invoices, picking slips packing lists, and 
quotes if you have elected the options using the Business Rules function. You can print online 
invoices for any customer, even if the customer’s record does not specify that the customer 
receives invoices.

The ability to enter Return of Merchandise Authorizations (RMA) gives you the ability to accept 
and credit returned merchandise. An RMA precedes a Credit Memo like a Quote precedes a 
transaction. An RMA number will be issued, and the transaction will be held until product is 
received against the RMA.

If you use multicurrency, it’s important to remember that the currency assigned to the 
customer for which you are entering a transaction determines the transaction’s currency. That 
is, transaction amounts are always entered in the customer’s currency. Use the Base Currency 
check box that appears when you select a customer that uses a currency other than the base 
currency to view or enter transaction amounts in your company’s base currency.
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To work with the Orders functions, follow these steps:

1.  Select Orders from the Sales Order, Transactions menu.

Orders Menu

2.  The Orders screen appears with the header tab displayed.

Quotes Screen ‐ Header Tab
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Orders Screen ‐ Header Tab

RMAs Screen ‐ Header Tab
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Credit Memos ‐ Header Tab

3.  The Orders screen appears, defaulted to the edit mode.

4.  To edit an order select the order and click Update.

5.  To add a new order select the New Record button  from the toolbar.

6.  To change the transaction type to a type other than the default of New, select the 
Transaction Type: New, Invoice, Price Quote, Credit Memo, or RMA. The transaction type 
appears for existing transactions and cannot be changed. 

If you are producing a credit memo, do not use negative numbers; the system 
automatically assigns the credit memo value a negative sign.

7.  Select the Transaction Number of a transaction to work with, or enter a new transaction 
number. If you are entering a new transaction and you elected to use system‐generated 
numbers in the Business Rules function in System Manager, leave this field blank and the 
system will create the transaction number for you.

8.  The current workstation date appears in the Transaction Date box. Edit it, if necessary.

9.  Select or edit the customer ID in the Sold To box. 

10.  Enter or edit the customer’s purchase order number in the PO Number box.

11.  The current workstation date appears as the PO Date. Edit it if necessary.

12.  Enter Notes or view any notes specific to this transaction. 

13.  If you use batch processing, select or edit the Batch Code for the transaction.

14.  Enter or edit the Location ID from which you are selling the items, or accept the current 
value as set up in System Manager. The ID you enter also appears on the Item Detail tab. 
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15.  The current date appears in the Req Ship Date box. Edit this requested ship date, if 
necessary.

16.  Enter the Buyer PO Number if the sales order is being sold to a broker.

17.  The current period and year appear in the GL Pd/Year boxes. Edit these values, if 
necessary.

18.  If you use multicurrency, the Currency ID you assigned to the customer’s record appears 
and cannot be changed. If you want to enter transactions for this customer in a different 
currency, set up a second customer record.

If the customer currency is not the same as the base currency, use the Base Currency 
check box to toggle currency amounts between the customer’s currency and the base 
currency.

If you do not use multicurrency, this box does not appear.

19.  If you use multicurrency, the most recent daily exchange rate from the System Manager 
Currency Exchange Rates function appears in the Exch Rate box. You can enter a different 
rate (or press F6 to open the System Manager Currency Exchange Rates function).

If you do not use multicurrency, this box does not appear.

20.  If you are entering a new transaction, the Copy button will be visible. Click the Copy button 
to copy information from a previously posted Sales Order transaction for this customer.

Copy Transaction Dialog Box
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Click the Copy button on the Header tab of the Sales Order Transactions screen to copy the line 
item information of a posted sales order transaction. This button is only available after you 
choose a customer, but becomes unavailable once you begin entering line item information. 

• The Copy Transaction dialog box opens.

• The Customer ID and customer name are displayed.

• Enter the Transaction No you would like to copy. 

• If you would like to see Sales orders click on the browse button   to display the 
Customer Order History Inquiry screen.

Transactions Screen ‐ Customer Order History Inquiry

• The dialog box displays the transaction you can chose to copy. Select the transaction 
you want to copy or view details of.

• Uncheck the Selected box next to any line item you do not wish to copy. 

• You can modify the Req Ship Date, Qty Ord, or Unit for each line item.

• If there are error or notifications you will get a report previewed to show you the 
error and notification messages.

• The Item IDs for the selected order are displayed in the bottom box of the screen. 
Click the Copy button to fill your Sales Order transaction with the selected line item 
information.
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21.  If you are editing an existing transaction or have assigned a transaction number to your 
transaction, the Copy button will be greyed out and the Update button will be available. 
Click Update to edit existing transactions.

22.  If you are working with a credit memo, enter the number of the invoice against which you 
want to apply the credit in the Original Invoice field. This field appears only for credit 
memos.

This field allows you to track the original invoice associated with the credit memo. 
TRAVERSE maintains separate numbers for invoices.

23.  Click the Attachments button  to enter comments or attach documents relating to this 
customer.

Orders Screen ‐ Quotes ‐ Documents Tab
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Orders Screen ‐ Orders ‐ Documents Tab

Orders Screen ‐ RMAs ‐ Documents Tab

Orders Screen ‐ Credit Memos ‐ Documents Tab

1.  Enter or edit the purchase order number in the PO Number field.

2.  The current workstation date appears as the PO Date. Edit it if necessary.
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3.  After you print picking slips, the picking slip number assigned to the transaction appears in 
the Pick Slip No field. Edit this value if necessary.

4.  When you verify the invoice, the system enters the current date in the Actual Ship Date 
field. Edit this date if necessary.

5.  The system enters invoice, price quote, and credit memo numbers in the Invoice 
Number/Quote Number/Credit Memo No field when you print forms using the Online 
button.

6.  The current workstation date appears as the Invoice/Quote/Credit Memo Date. Edit it, if 
necessary.

7.  Below the Pick Slip No and Invoice Number/Quote Number/Credit Memo No are fields 
containing processed pick slips or invoices associated with that order. Click on the blue 
highlighted fields for drill‐down information pertaining to those documents.

Transactions Screen ‐ Bill‐To Tab (All Types)

1.  The Bill‐To ID on this tab comes from the bill‐to customer you set up in the customer setup 
on the accounts receivable setup and maintenance menu. When adding a new transaction 
you may select either the sold‐to or bill‐to customer ID. The bill‐to ID will be the customer 
you set up as the bill‐to in the customer setup screen.

2.  Select or edit the Customer Level. This box is available only if you chose to allow the 
customer level to be changed in the Business Rules function. Use the Customer Levels 
function to define customers or groups of customers.

3.  When you select a customer ID, the sales rep ID and commission percentage, Terms Code, 
Distribution Code, and Tax Group ID associated with that customer appear. Edit this 
information, if necessary. Each sales representative can receive up to 100 percent of a sale.
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4.  If you use multicurrency, you can change the distribution code only if the Receivables 
account associated with the new distribution code is in either the customer’s or the base 
currency. If any open invoices or transactions exist for the customer, the new distribution 
code must also use the same currency as those transactions.

Transactions Screen ‐ Ship‐To Tab (All Types)

1.  If you set up a ship‐to address for the customer in the Accounts Receivable Ship‐To 
Addresses function, select that ID in the Ship‐To ID combo box. Only the ship‐to ID for that 
customer appears in the list; addresses for other customers are not included. If you did not 
set up a ship‐to address for the customer, leave the field blank.

When you enter a ship‐to ID, a message box appears so that you can choose to assign 
the tax location from the ship‐to address and recalculate sales tax.

2.  Select the method you usually use to ship items to this ship‐to address in the Ship 
Method/Via box. A description appears. Use the Accounts Receivable Shipping Method 
Codes function to set up these ship codes.

If you have not set up shipping codes, leave the Ship Method/Via box blank and enter 
the shipping method in the box to its right.

Ship via information is saved with the transaction and prints on invoices.

3.  Enter information, for example, a tracking number, in the Ship Number box. The ship 
number prints on the invoice.

4.  Enter or edit the customer’s Name.

5.  Enter or edit the customer’s shipping Address. Press Ctrl + Enter to start a new line in the 
Address 2 box.
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6.  Enter or edit the City.

7.  Enter or edit the Region.

8.  Select the Country.

9.  Enter the Postal Code. Use the System Manager Country Codes function to set up the postal 
code input mask.

Orders Screen ‐ Tax Tab (All Types)

Use this tab to enter a tax adjustment for a tax location.

The customer’s sales tax amounts for each tax location appear. To enter a tax adjustment, 
perform these steps:

1.  The Tax Group ID associated with that customer appears. Edit this information, if necessary. 

2.  The Taxable box is selected if the customer is set up as a taxable customer in the Accounts 
Receivable Customers function. Clear the box if the transaction is nontaxable.

3.  Select the Adj box next to the tax location for which you want to enter an adjustment.

4.  Enter an adjustment amount in the Tax Adjustment field if you want to adjust the resulting 
total because of, for example, jurisdictional limits on the amount of tax assessed on an 
invoice. The tax adjustment amount is posted separately from the tax amount.

5.  Select the Tax Class for the adjustment.

6.  The total sales tax amount appears in the Net Sales Tax box.
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Orders Screen ‐ Payments Tab (All Types)

Use this tab to enter prepayments. You can make multiple prepayments for a transaction.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You cannot enter a prepayment for a Price Quote. You must first change the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Price Quote to a Live order prior to entering a prepayment.

1.  If you use batch processing, select the Deposit ID batch code from your Cash Receipts batch 
codes list.

2.  The current workstation date appears in the Payment Date box. Change it if necessary.

3.  Enter the payment Amount.

4.  If you use multicurrency, the customer’s currency appears in the Currency ID box for your 
reference and cannot be changed.

If you do not use multicurrency, this box does not appear.

5.  If you use multicurrency, the most current daily exchange rate appears in the Exch Rate box. 
You can enter a different rate (or press F6 to open the System Manager Currency Exchange 
Rates function).

6.  If you do not use multicurrency, this box does not appear.

7.  The payment method set up in the customer record in Accounts Receivable appears in the 
Method of Payment box. Change this payment method if necessary.
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If you use multicurrency, the currency for the bank account or GL account associated 
with the payment method appears in the Currency ID box and cannot be changed. If 
this currency is not the same as the customer’s currency or the base currency, a 
warning message appears. You cannot enter payments in a currency other than the 
customer’s currency or the base currency.

• If the payment method is Cash, the bank account number appears in the Bank 
Account ID box.

• If the payment method is Check, the Bank Account ID and Check No boxes appear. 
Enter the number of the check used for prepayment.

• If the payment method is Coupon, enter a description in the Note box that appears.

• If the method of payment is a Credit Card, the first credit Card Number set up on the 
payments tab in the customer setup defaults. Accept the default or select another 
credit card set up. The credit card number will be masked at the level selected in the 
business rules once selected. If credit cards are set up on the payments tab of the 
customer setup you can select from the combo box list.

Enter the Security Code from the back of the credit card. This is the three digit number 
on the back of the card in the signature strip.

The Cardholder name defaults from the customer payment record. Accept the default 
or change it.

Enter the Expiration Date of the credit card. A warning appears if the card is expired.

Enter the Authorization Number for the credit card payment.

• If the payment method is a Direct Debit, the first direct debit account set up on the 
payments tab in the customer setup defaults. Accept the default or select another 
direct debit account set up. The Account Number will be masked at the level 
selected in the business rules once selected. If direct debit accounts are set up on the 
payments tab of the customer setup you can select from the combo box list.

The Bank Name appears from the customer payment record. Accept the default or 
change it.

The Routing Code appears from the customer payment record. Accept the default or 
change it.

• If the payment method is Write‐Off, enter a description in the Note box that 
appears.
4‐98  Food Processing



. .
 . 

.US ING   FOOD  PROCES S ING

Recording Sales
. 

Transactions Screen ‐ Totals Tab(All Types)

The customer’s prepayment amount, taxable totals, nontaxable totals, Discount Promo 
amount and sales tax appear and are automatically adjusted when a freight and/or 
miscellaneous charge is entered. To enter any additional charges, perform these steps:

1.  Enter or edit the shipping charges in the Freight box, if applicable.

2.  Select the Tax Class to apply to the freight charge.

3.  Enter or edit any miscellaneous charges in the Misc box, if applicable.

4.  Select the Tax Class to apply to the miscellaneous charge.

5.  If you use multicurrency, any amount you gained or lost due to exchange rate differences 
between that noted on the Header tab and those noted on payments appears in the 
Gain/Loss box. If you do not use multicurrency, this box does not appear. Select the Base 
Currency check box to view gain and loss amounts.

Transactions Screen ‐ Item Summary ‐ Orders and Price Quotes
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Transactions Screen ‐ Item Summary ‐ RMAs and Credit Memos

The bottom section of the screen in summary contains a list of the order’s line items. The Item 
ID, Description, Location, Qty Ordered(Authorized), Qty Needed, Qty Shipped(Returned), 
Unit, Unit Price and Ext Price are listed.

You can use the arrow keys to move the highlight to any line item with which you want to work.

You may click on a column heading to sort the columns ascending or descending, using the 
selected column as the sort criteria.

Click the Resequence button to save the sequence of the line items as currently displayed on 
the screen.

Example: If you choose to sort by the Item ID column, you can then press Rese‐
quence and the system will retain that sequence for the line items. The acknowl‐
edgement, pick slip, packing list and invoice will then print in that order, too.

Use the summary view for the line items to enter items into your quote, rma, order or credit 
memo. The summary view is an efficient method to enter line items. You can select which 
columns to include in the grid to streamline your data entry. Use the column chooser function 
to add columns to your screen.

1.  Enter or edit the Item ID. If you interface Sales Order with Inventory, you can select 
inventory items and enter aliases for item IDs.

If the item is a kitted item, the Show Kit Detail button appears. Click it to view the kit’s 
components.

2.  Edit the item Description, if necessary.
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3.  Enter or edit the additional description of the item in the Additional Desc field. This field is 
available only if you elected to use additional descriptions in the Business Rules function of 
System Manager.

Available additional descriptions appear from System Manager and Inventory if you 
elected to copy additional descriptions from SM/IN items in the Business Rules 
function of System Manager.

4.  The Location ID entered on the Header tab appears. Change it, if necessary.

5.  Enter the number of items ordered in the Qty Ordered field. If you interface Sales Order 
with Inventory, the quantity ordered is committed in Inventory. If backordered quantities 
exist after the transaction is posted, the box is updated with the backordered quantity.

6.  Enter or edit the Unit of measure for the item, if necessary.

7.  If you have the Warehouse Management application installed, click on the Detail button to 
view the Extended Quantity Entry screen. On this screen you can select Bins and Containers 
to take the item from to fill the sales order. You can have several bins and containers per 
item selected to fill the order.

• These bins and containers are entered to suggest to the warehouse staff that will be 
printing the picking list, in Warehouse Management, where to go to pick the items in 
the warehouse. The bins and containers selected here will print on the picking list in 
warehouse management. These bins and containers will also print on the pick slip 
printed from Sales Order.

• Click on the Inquiry button to view the Item Quantity Inquiry screen for the selected 
item for the transaction.
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Item Quantity View Screen

• The Item ID and Location ID will default into the header area.

• The quantity records for the item are displayed with bin and container information. 
Close the Item Quantity Inquiry screen.

• Select the bin and container you want the item taken out of when recording picked 
orders in warehouse management.

• Close the Extended Quantity Entry screen when finished to return to the Item Detail 
tab.

8.  When the Picking Slip is printed with a Bin and Container selected the Bin and Container will 
print on the Picking Slip.

9.  The quantity needed to fill the sales order is displayed in the Qty Needed field. This field is 
for display purposes only and will be updated if the quantity ordered is edited. This quantity 
is here so we know what quantity is remaining to fill if the order becomes a backorder. The 
quantity will remain until the item has a completed status.

10.  The number of units shipped appears in the Qty Shipped field. After you verify an order, 
you ship units in full or partial quantities. If you ship all quantities, this field is set equal to 
the quantity ordered; if not, it is set to zero. After the transaction is posted, this field is 
cleared if backordered quantities exist.

This field becomes available after you verify and ship the order.

11.  The number of units backordered appears in the Qty Backordered field. This field is 
updated when you post transactions if the quantity ordered is greater than the quantity 
shipped. This field becomes available after you verify and ship the order.

12.  Select the Unit of measure to use for this item, or accept the default. 
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The unit of measure will default to the Default Price UOM selected in the item setup, if 
the item is indicated as a Catch Weight item.

13.  The Unit Price, calculated from the pricing structure assigned to the item, appears. Accept 
the current value or edit the unit price. The unit price will be the price set up for the Default 
UOM Price unit of measure on the Price Info tab in the item setup.

14.  The extended price (unit price multiplied by quantity shipped) appears in the view‐only Ext 
Price field. If you edit the unit cost, the extended price is recalculated accordingly.

15.  The Catch Weight Item box will be checked, if the items is indicated as a catch weight item 
in the inventory item setup.

Some items are catch weight (random weight) items. These items are shipped in a 
container, but each container can be a different weight. These items are purchased by 
the pound or kilogram, but the weight of product in each container has to be tracked. 
Because each container has a different weight, each container will have its own lot 
number.

Some items are catch weight (random weight) items. These items are shipped in a 
container, but each container can be a different weight. These items are purchased by 
the pound or kilogram, but the weight of product in each container has to be tracked. 
Because each container has a different weight, each container will have its own lot 
number.

16.  The Total Weight will be calculated by using the Ordered Quantity times the Weight value 
in Item setup for the Ordered Unit of Measure.

17.  The Weight Unit Price will be calculated by using the Extended Price divided by the Total 
Weight.

18.  The Total Fixed Weight is calculated and filled in, if the item selected has the Fixed Weight 
Item box selected in the item setup. The Total Fixed Weight is calculated using he Ordered 
Quantity times the Weight value in Item setup for the Ordered Unit of Measure.

19.  The current date appears in the Req Ship Date field. Edit this requested ship date, if 
necessary.
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Orders Screen ‐ Quotes and Order ‐ Line Items Tab

Transactions Screen ‐ RMAs and Credit Memo ‐ Line Items Tab

Use the Detail Line Items function to record information about the items in the sales order.

1.  Enter or edit the Item ID. If you interface Sales Order with Inventory, you can select 
inventory items and enter aliases for item IDs.

If the item is a kitted item, the Show Kit Detail button appears. Click it to view the kit’s 
components.

2.  Edit the item Description, if necessary.

3.  Enter or edit the additional description of the item in the Additional Desc field. This field is 
available only if you elected to use additional descriptions in the Business Rules function of 
System Manager.

Available additional descriptions appear from System Manager and Inventory if you 
elected to copy additional descriptions from SM/IN items in the Business Rules 
function of System Manager.
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4.  The Location ID entered on the Header tab appears. Change it, if necessary.

5.  Enter the number of items ordered in the Qty Ordered field. If you interface Sales Order 
with Inventory, the quantity ordered is committed in Inventory. If backordered quantities 
exist after the transaction is posted, the box is updated with the backordered quantity.

6.  Enter or edit the Unit of measure for the item, if necessary.

7.  When the Picking Slip is printed with a Bin and Container selected the Bin and Container will 
print on the Picking Slip.

8.  The quantity needed to fill the sales order is displayed in the Qty Needed field. This field is 
for display purposes only and will be updated if the quantity ordered is edited. This quantity 
is here so we know what quantity is remaining to fill if the order becomes a backorder. The 
quantity will remain until the item has a completed status.

9.  The number of units shipped appears in the Qty Shipped field. After you verify an order, you 
ship units in full or partial quantities. If you ship all quantities, this field is set equal to the 
quantity ordered; if not, it is set to zero. After the transaction is posted, this field is cleared if 
backordered quantities exist.

This field becomes available after you verify and ship the order.

10.  The number of units backordered appears in the Qty Backordered field. This field is 
updated when you post transactions if the quantity ordered is greater than the quantity 
shipped. This field becomes available after you verify and ship the order.

11.  The current date appears in the Req Ship Date field. Edit this requested ship date, if 
necessary.

12.  The Unit Price, calculated from the pricing structure assigned to the item, appears. Accept 
the current value or edit the unit price.

13.  The extended price (unit price multiplied by quantity shipped) appears in the view‐only Ext 
Price field. If you edit the unit cost, the extended price is recalculated accordingly.
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Orders Screen ‐ Defaults Tab (All Types)

1.  Select the General Ledger account code to identify the General Ledger sales and COGS 
accounts in the Acct Code field, or leave this field blank.

2.  If you interface Sales Order with Inventory and you select an inventory item, the General 
Ledger sales account, COGS account, and inventory account numbers corresponding to the 
account code you set up for the item in the Inventory Items and Account Codes functions 
appear in the Inv Acct, Sales Acct, and COGS Acct fields.

If you do not interface Sales Order with Inventory, the account numbers you set up in 
the System Manager Description Items function appear if you select a system manager 
description item. If the item is not set up in either application, the account numbers 
you set up in the Accounts Receivable, Business Rules function in System Manager 
appear.

Edit the account numbers as necessary. See the System Manager Training Manual and 
Inventory Training Manual for more information.

3.  Edit the Sales Category and Tax Class assigned to the item, if necessary.

4.  If you interface Sales Order with Inventory, the Price ID you set up for the item in the 
Inventory Items or Item Locations and Price Structures functions appears. Edit this price ID, 
enter a new one, or leave the field blank.
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Orders Screen ‐ Discount Tab (All Types)

The Discount tab allows you to manually add an additional discount amount to reduce the 
calculated price for a line item in a transaction.

To do so, you must first grant access to the feature through the Allow Line Item Discounts rule 
using the Business Rules function in System Manager.

To apply an additional discount, first highlight the line item you want to discount and select the 
Discount tab.

1.  Select the Discount Type you would like to apply to the line item. If you choose to discount 
the item by amount, enter the Discount Amount. If you choose to discount the item by 
percentage, enter the Discount Percent.

Enter positive numbers. The field is programmed to take the discount amount when 
the amount is entered as a positive number.

2.  The adjusted order price is displayed in the Ext Price field, and the new unit and extended 
price are also displayed for the line item.

A discount amount entered here will be represented on the printed invoice by listing 
the line item with the undiscounted price and extension on one line, and the discount 
amount printed on a second line immediately below the first. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The Commissions tab will only appear if the Business Rule to use Line Item 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Commission is set to Yes.
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Orders Screen ‐ Commissions Tab (All Types)

1.  The Sales Rep ID and commission percentages associated with the customer appear. Edit 
this information, if necessary. Each sales representative can receive up to 100 percent of a 
sale.

2.  The Unit Cost of the item appears if you elected to display unit cost in the Accounts 
Receivable, Business Rules function. 

3.  The extended cost (unit cost multiplied by quantity) appears in the view‐only Ext Cost field. 
This field appears only if you elected to display unit cost in the Accounts Receivable, 
Business Rules function.

4.  The setting and display of the Commission Basis value is based upon the Display 
Commission Basis on Line Items business rule in System Manager. When the rule is 
disabled, the basis value will remain in sync with the Unit Cost and will be updated to the 
current unit cost during the release process. When the rule is enabled, the basis value will 
default to the current unit cost, and you may edit the value which will be transferred directly 
into the SO Transaction during the release process.

The commission basis numbers will only effect the commissions for sales reps that are 
being paid commissions on the basis of Gross Profit.

A couple of examples of why you might want to change the commission basis would 
be: If you purchased the item in a large quantity and got a discount on the cost of the 
item and you do not want to pay your sales rep’s commissions based on this 
discounted cost and selling at the regular price. Their gross profit will be inflated 
because of this.

If you needed to purchase the item and have it rushed to you and you paid a higher 
cost for the item because of this, you don’t want to penalize your sales rep’s 
commission because the gross profit is lower.
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Line Item Command Buttons

1.  Re‐sequence ‐ This function allows you to re‐sequence the order the items appear. If you 
deleted a line item, non‐sequential numbers may appear in the combo box when receiving 
items, even though line items appear sequentially on the Item Detail tab.

2.  If you have the Warehouse Management application installed, click on the Detail button to 
view the Extended Quantity Entry screen. On this screen you can select Bins and Containers 
to take the item from to fill the sales order. You can have several bins and containers per 
item selected to fill the order. This screen is displayed if the item selected is not lotted.

• These bins and containers are entered to suggest to the warehouse staff that will be 
printing the picking list, in Warehouse Management, where to go to pick the items in 
the warehouse. The bins and containers selected here will print on the picking list in 
warehouse management. These bins and containers will also print on the pick slip 
printed from Sales Order.

• Click on the Inquiry button to view the Item Quantity Inquiry screen for the selected 
item for the transaction.
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Item Quantity View Screen

• The Item ID and Location ID will default into the header area.

• The quantity records for the item are displayed with bin and container information. 
Close the Item Quantity Inquiry screen.

• Select the bin and container you want the item taken out of when recording picked 
orders in warehouse management.

• Close the Extended Quantity Entry screen when finished to return to the Item Detail 
tab.

If the item selected is a lotted item and you click the Detail button the following is displayed.

Lot No Entry Dialog Box

The Lot/Ser No Entry dialog box appears when you click the Verify button on the Transactions 
screen if lotted or serialized items exist for the transaction, or when you click the Lot/Serial No 
Entry button for lotted or serialized items on the Item Detail tab. You must enter lot and serial 
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information; if you do not, the amount in the Qty Shipped field on the Transactions screen’s 
Item Detail tab will be adjusted to zero.

• Select the item’s lot number in the Lot No field. This field appears only if the item is 

lotted.

• Select the Bin and Container to take the lot out of, if applicable.

• Enter a Comment, if desired.

• Enter the Quantity Shipped for the lot selected.

• Enter the Weight of the products shipped for the selected lot. 

The total weight for all the selected lots is summed and updates the Total Weight field 
for the item.

• If the item is a Catch Weight Item and it was received with sub‐lots, click the Detail 

Weight button. The Item Loc Lot Detail Weight screen is displayed.

• Select the check box for the sub lots shipped out. Use the Select All button to select 

all sub lots displayed. Use the Unselect All button to unselect all sub lots displayed.

• Edit the Weight for each sub lot selected if needed. Otherwise accept the default 

weight.

• Save your selections using the Save button  in the toolbar.
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• The Weight field on the Extended Quantity screen is updated with the total weight of 

each sub lot selected.

• Click Close to save your changes and return to the Transactions screen. The amount 

in the Qty Shipped field on the Transactions screen’s Item Detail tab will be adjusted 

to match the total lotted quantities you entered, if necessary.

3.  Click PO Req to create a new purchase order or requisition for the item by inserting a record 
in the Purchase Order Transactions or Requisitions functions. This button appears only if 
Purchase Order is installed.

• Select to generate a Requisition or a Purchase Order from your sales order 
transaction.

You will get the option to select either a requisition or purchase order if you selected 
Choice in the business rules for Purchase Order for the Generate Purchases from Sales 
Order in the business rules. If you selected either Requisitions or Purchase Order you 
will only be able to generate the type of transaction selected. If you selected None for 
this option the button will be deactivated.

• Select the Batch Code you want your Purchase Order to be generated in. You will 
only see this option if you use transaction batching in Purchase Order and you 
selected to generate a Purchase Order.

• Select the Vendor ID for the vendor you want the Purchase Order to be generated 
for. This vendor ID will be filled in on the purchase order and into the vendor ID field 
in the purchase requisition.

• Check the box to have the item in the purchase order Drop Shipped. The purchase 
order ship to tab will be filled in with the information entered on the ship to tab in 
the sales order. If the sales order ship to information is blank, no ship to information 
will be transferred to the purchase order.

• Click OK to generate the requisition or purchase order.
4‐112  Food Processing



. .
 . 

.US ING   FOOD  PROCES S ING

Recording Sales
. 

• Click Cancel to return to the orders screen and not generate a purchase order or 
requisition.

A confirmation message appears when you click OK stating the transaction was 
generated successfully.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  When a purchase order has been generated from a sales order, the sales 
order item will be Picked when the purchase order item has been received. The sta‐
tus of the sales order will be picked and must be verified manually to continue with 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the normal sales order transaction process.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The cost from the purchase order item receipt will be transferred directly into 
the cost of the sales order item when the purchase order was generated from a sales 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . order.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  When the drop ship box is checked when generating the purchase order, 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Inventory quantities are not effected by the receipt in purchase order.

4.  Disc Promo ‐ This button will show the Discount Promos dialog box.

When a line item is added to the Sales Order, all Discount Promos that match the 
customer/item/date criteria (assumes customer or item or date) will list out. 

• If there is a Discount Promotion ID set up and assigned to this item, or the items is in 

the product line, for this customer the discount promotion is displayed.

• The Description for the discount promotion is displayed.

• The Discount Amount for the item’s discount promotion calculation is displayed.
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• You can manually add in an unlimited number of Promo IDs if desired and the 

Discount Amount will calculate. Select the green plus   and select a discount 

promotion id.

• The Reset button override all manually entered/changed calculations and bring in all 

the Discount Promos that match.

• The discount amount will always calculate from the Sales Order calculated price. This 

will take into account any Customer/Item pricing setup in the existing Sales Order‐

Pricing function. 

• Click OK to update the discount promotions and return to the orders screen.

5.  Completed ‐ This button is a toggle to view or hide the items on the purchase order that 
have a status of Completed. Clicking the button will either hide or display the items that are 
completed.

Transaction Screen ‐ Command Buttons

Command buttons remain on the top of the screen throughout the transaction entry process.

1.  Click Update to unlock a transaction to allow you to edit the transaction or perform another 
function on the transaction displayed.

2.  Click the Copy to copy the line item information of a posted sales order transaction. This 

button is only available after you choose a customer, but becomes unavailable once you 

begin entering line item information.

3.  Click Print to print an online invoice, order acknowledgement, picking slip, packing list, 
RMA, or price quote.

The Online List dialog box appears and lists the forms you can print for that order. The 
forms that are available depend on the transaction’s type, status, and current activity.

4.  Click Extended to view the Total Weight and Gross Profit Margin for the whole sales order.

5.  Click Verify to verify a new order. A message box appears asking you whether to ship all 
items. Click Yes to verify and ship all items. Click No if you want to verify the order but do 
not want to ship all items.
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If you click Yes to verify and ship all items, the Lot/Ser No Entry dialog box appears 
when the order contains lotted or serialized line items.

6.  Click Live to change the transaction’s status to New for a Price Quote and commit items. 
Click the Live button to change the transaction’s status to Credit Memo for an RMA. This 
button only appears for Price Quote and RMA type transactions.

7.  Click the New Record button  to enter a new transaction.

8.  Click Rem Credit to view the customer’s credit limit, open invoice balance, current 
transaction balance, and remaining credit. The Credit dialog box appears.

Credit Dialog Box

The Credit dialog box appears when you click the Rem Credit button on the Transactions screen 
or when the Show Credit Warning option is selected in the Transaction Preferences dialog box 
and a customer’s credit limit is exceeded.

The customer’s credit limit, open invoice balance, transaction balance, and available credit 
appear. Use the Accounts Receivable Customers function to set up credit limits for customers.

Online List Dialog Box

The Online List dialog box appears when you click the Print button on the Transactions screen 
to print an online invoice , credit memo , order acknowledgement , picking slip , packing list , or 
price quote.
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The online lists that are available to you appear in black and depend on the transaction type, 
status, and activity. For example, the packing list option is not available until after you have 
verified the order for shipping. Click a black entry to open the selection screen for that form.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You can print online forms only when allowed by the selections in the Busi‐
ness Rules function. If you elected not to allow printing of an online form, a message 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . appears when you select that form.

Print Online Invoice Screen

The Print Online Invoice screen appears when you click Invoice in the Print List dialog box. Use 
this screen to print an invoice or credit memo for a verified order or credit memo transaction.

1.  Edit the invoice date, if necessary.

2.  Select a message for the invoice. Invoice messages are set up in the Accounts Receivable 
Invoice Messages function.

3.  Select the check box to print additional descriptions on the invoice; otherwise, clear the 
check box. This option is available only if you elected to use additional descriptions in the 
Accounts Receivable, Business Rules function.

4.  If you use multicurrency, select the check box to print the invoice in the company’s base 
currency; otherwise, clear the check box to print it in the customer’s currency. This option is 
available only if you use multicurrency and the transaction is entered in a currency other 
than the base currency.

5.  Select the check box to Print The Federal Tax ID for the current company; otherwise, clear 
the check box.

6.  Select the check box to Print Kit Detail; otherwise, clear the check box. You can only see kit 
detail if you have the Bill of Material application and you have kits set up there.
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• This check box appears only if you have the Bill of Materials/Kitting application 
installed. It is also automatically selected if you selected the Print Kit Detail on 
Packing Lists option in the Bill of Materials/Kitting Business Rules function. See the 
Bill of Materials/Kitting User’s Guide for more information.

7.  Select Reset, Preview, Print or Output.

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

After the invoice prints, the invoice number appears in the Invoice Number field on 
the Transactions screen’s Documents tab. This number is assigned based on the next 
available invoice number from the last time you printed invoices in the Transaction 
Journals Print Invoices function, or if you entered an invoice number on the 
documents tab. If you manually entered an invoice number and printed the invoice, 
the next available invoice number is not effected. If you are reprinting invoices, the 
current invoice number is retained.

Name Description

Reset Set all fields to their defaults.

Preview Preview the list on your monitor.

Print Print the Invoice.

Output
Output the invoice to a file. Select the file type to output 
the invoice to.
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Print Online Order Acknowledgement Screen

The Print Online Order Acknowledgement screen appears when you click Acknowledge in the 
Print List dialog box. Use the screen to print an order acknowledgement for a new transaction.

1.  If you use multicurrency, select the check box to print the acknowledgement in the base 
currency; otherwise, clear it to print the acknowledgement in the customer’s currency. This 
option is available only if you use multicurrency and the transaction is entered in a currency 
other than the base currency.

This check box is automatically selected if you selected the Base Currency check box 
on the Transactions screen for transactions entered in a currency other than the base 
currency.

2.  Select the check box to print Additional Descriptions on the order acknowledgement; 
otherwise, clear the check box. This option is available only if you elected to use additional 
descriptions in the Business Rules function.

3.  Select the check box to Print The Federal Tax Id for the current company; otherwise, clear 
the check box.

4.  Select the check box to Print Kit Detail; otherwise, clear the check box. If you elected to 
print kit detail on order acknowledgements in the Bill of Material Business Rules function, 
this check box is automatically selected.

• This check box appears only if you have the Bill of Materials/Kitting application 
installed. It is also automatically selected if you selected the Print Kit Detail on 
Packing Lists option in the Bill of Materials/Kitting Business Rules function. See the 
Bill of Materials/Kitting User’s Guide for more information.

5.  Check the box to print Completed Line Items on your order acknowledgement.

6.  Select a message for the acknowledgement. Messages are set up in the Accounts Receivable 
Invoice Messages function.
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7.  Select Reset, Preview, Print or Output.

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the list on your monitor.

Print Print the Acknowledgement.

Output
Output the Acknowledgement to a file. Select the file 
type to output the invoice to.
Food Processing  4‐121



USING FOOD PROCESSING

Recording Sales
4

Order Acknowledgement
4‐122  Food Processing



. .
 . 

.US ING   FOOD  PROCES S ING

Recording Sales
. 

Print Online Picking Slip Screen

The Print Online Picking Slip screen appears when you click Pick in the Online List dialog box. 
Use it to print picking slips for orders.

1.  Select the check box to Print Additional Descriptions on the picking slip; otherwise, clear 
the box. This option is available only if you elect to use additional descriptions in the 
Accounts Receivable, Business Rules function.

2.  Select the check box to Print Bar Codes on the picking slip; otherwise, clear the check box.

3.  Select the check box to Print Kit Detail on the picking slip; otherwise, clear the check box. If 
you elected to print kit detail on picking slips in the Bill of Material Business Rules function, 
this check box is automatically selected.

• This check box appears only if you have the Bill of Materials/Kitting application 
installed. It is also automatically selected if you selected the Print Kit Detail on 
Packing Lists option in the Bill of Materials/Kitting Business Rules function. See the 
Bill of Materials/Kitting User’s Guide for more information.

4.  Edit the Starting Number, if necessary.

5.  Select Reset, Preview, Print or Output.

Command Buttons

Name Description

Reset Set all fields to their defaults.

Preview Preview the list on your monitor.

Print Print the Pick Slip.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

After the picking slip prints, the picking slip number appears in the Pick Slip No box on 
the Transactions screen’s Documents tab and the transaction’s status changes from 
New to Picked.

Output
Output the Pick Slip to a file. Select the file type to 
output the invoice to.

Name Description
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Print Online Packing List Screen

The Print Online Packing List screen appears when you click Pack on the Online List dialog box. 
This list is available only for verified orders. Use the screen to print packing lists that contains 
quantities shipped and backordered for orders you are shipping.

1.  Select the check box to Print Additional Descriptions on the packing list; otherwise, clear 
the box. This option is available only if you elect to use additional descriptions in the 
Accounts Receivable, Business Rules function.

2.  Select the check box to Print Bar Codes on the packing list; otherwise, clear the check box.

3.  Select the check box to Print Kit Detail on the packing list; otherwise, clear the check box. If 
you elected to print kit detail on packing lists in the Bill of Material Business Rules function, 
this check box is automatically selected.

• This check box appears only if you have the Bill of Materials/Kitting application 
installed. It is also automatically selected if you selected the Print Kit Detail on 
Packing Lists option in the Bill of Materials/Kitting Business Rules function. See the 
Bill of Materials/Kitting User’s Guide for more information.

4.  Edit the Starting Number, if necessary.

5.  Select Reset, Preview, Print or Output.

Command Buttons

Name Description

Reset Set all fields to their defaults.

Preview Preview the list on your monitor.

Print Print the Packing List.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Output
Output the Packing List to a file. Select the file type to 
output the invoice to.

Name Description
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Print Online Quote Screen

The Print Online Quote screen appears when you click Quote on the Print List dialog box. This 
list is only available for price quote transactions. Use it to print price quotes for your customers.

1.  If you use multicurrency, select the check box to print the quote in your base currency; 
otherwise, clear the check box to print it in the customer’s currency. This option is available 
only if you use multicurrency and the transaction is entered in a currency other than the 
base currency.

This check box is automatically selected if you selected the Base Currency check box 
on the Transactions screen for transactions entered in a currency other than the base 
currency.

2.  The current date appears as the Invoice Date. Edit this date, if necessary.

3.  Select a message for the quote. Messages are set up in the Accounts Receivable Invoice 
Messages function.

4.  Select the check box to Print Additional Descriptions on the quote; otherwise, clear the 
check box. This option is available only if you elected to use additional descriptions in the 
Business Rules function.

5.  Select the check box to Print The Federal Tax Id for the current company; otherwise, clear 
the check box.

6.  Select the check box to Print Kit Detail; otherwise, clear the check box.

• This check box appears only if you have the Bill of Materials/Kitting application 
installed. It is also automatically selected if you selected the Print Kit Detail on 
Packing Lists option in the Bill of Materials/Kitting Business Rules function. See the 
Bill of Materials/Kitting User’s Guide for more information.

7.  Select Reset, Preview, Print or Output.
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Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the list on your monitor.

Print Print the Quote.

Output
Output the Quote to a file. Select the file type to output 
the invoice to.
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Print Online RMA Screen

The Print Online RMA screen appears when you click on the Online button. Use it to print price 
quotes for your customers.

1.  If you use multicurrency, select the check box to print the RMA in your base currency; 
otherwise, clear the check box to print it in the customer’s currency. This option is available 
only if you use multicurrency and the transaction is entered in a currency other than the 
base currency.

This check box is automatically selected if you selected the Base Currency check box 
on the Transactions screen for transactions entered in a currency other than the base 
currency.

2.  The current date appears as the Invoice Date. Edit this date, if necessary.

3.  Select a message for the RMA. Messages are set up in the Accounts Receivable Invoice 
Messages function.

4.  Select the check box to Print Additional Descriptions on the RMA; otherwise, clear the 
check box. This option is available only if you elected to use additional descriptions in the 
Business Rules function.

5.  Select the check box to Print The Federal Tax Id for the current company; otherwise, clear 
the check box.

6.  Select the check box to Print Kit Detail; otherwise, clear the check box.

• This check box appears only if you have the Bill of Materials/Kitting application 
installed. It is also automatically selected if you selected the Print Kit Detail on 
Packing Lists option in the Bill of Materials/Kitting Business Rules function. See the 
Bill of Materials/Kitting User’s Guide for more information.

7.  Select Reset, Preview, Print or Output.
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Command Buttons

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the list on your monitor.

Print Print the RMA.

Output
Output the RMA to a file. Select the file type to output 
the invoice to.
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T a s k   Summa r y

Before you change or delete transactions, print the Sales and Miscellaneous Credits Journals to 
verify the transaction numbers. After you change or delete transactions, print the journals 
again so that the audit trail is accurate.

ENTER A PRICE QUOTE

To enter a price quote, follow these steps:

1.  Select Orders from the Transactions menu.

2.  Select Quote from the Transaction Type list.

3.  Click the Header tab and enter the required information.

4.  Click the Line Items tab below the list area.

5.  Select or enter the items and quantities for which to obtain a quote.

EDIT A PRICE QUOTE

To edit a price quote, follow these steps:

1.  Select Orders from the Transactions menu.

2.  Select the Quote from the Transaction No. list.

3.  Select a price quote transaction number. The price quote appears.

4.  Click Update.

5.  Edit the price quote.

PRINT A PRICE QUOTE

To print a price quote, follow these steps:

1.  Select Orders from the Transactions menu.

2.  Enter a price quote, or select a price quote transaction and click Update.

3.  Click Print. 

4.  Click Quote.

5.  Click Print.

DELETE A PRICE QUOTE

To delete a price quote, follow these steps:

1.  Select Orders from the Transactions menu.
Food Processing  4‐135



USING FOOD PROCESSING

Recording Sales
4

2.  Select a price quote transaction number. The price quote appears.

3.  Click Update.

4.  Press the delete hot key (F3) or click the delete record button on the toolbar.

DELETE MULTIPLE PRICE QUOTES

To delete multiple price quotes, follow these steps:

1.  Select the Delete Quotes function from the Periodic Processing menu. 

2.  Specify the cutoff date for purging price quotes.

3.  Click OK.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  Price quotes remain in the Sales Order system until you delete them.

MAKE A NEW ORDER FROM A QUOTE

To create a new order from a quote, follow these steps:

1.  Select Orders from the Transactions menu.

2.  Select a price quote transaction number. The price quote appears.

3.  Click Update.

4.  Click Live. A message box appears.

5.  Click OK to convert the price quote to a new order.

ENTER A NEW ORDER

To enter a new order, follow these steps:

1.  Select Orders from the Transactions menu.

2.  Click the New record button and enter the required information.

3.  Select the Line Items tab below the list area.

4.  Select or enter the item ID, and enter the quantity ordered.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  You must verify new orders before you can generate invoices.

EDIT A NEW ORDER

To edit a new order, follow these steps:

1.  Select Orders from the Transactions menu.
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2.  Select a new order transaction number. The transaction appears.

3.  Click Update.

4.  Edit the new order.

VERIFY A NEW ORDER

To verify a new order, follow these steps:

1.  After you enter a new order, print the picking slip online or use the Print Picking Slips 
function to print the picking slip.

2.  Send the picking slip to a stockroom employee to determine what portion of the order can 
be filled.

3.  When the picking slip is returned, select Orders from the Transactions menu and enter the 
order’s transaction number.

4.  Click Update.

5.  Click Verify. A dialog box appears.

6.  Click Yes if you are shipping all ordered items; otherwise, click No. The Serial/Lot Number 
Entry screen appears if you interface Sales Order with Inventory and if any of the items are 
lotted or serialized. You must enter lotted and serial information to verify the order. After 
you enter this information, the status of the transaction changes from New to Verified.

ENTER AN INVOICE

To enter an invoice, follow these steps:

1.  Select Orders from the Transactions menu.

2.  Select Invoice as the transaction type.

3.  Enter the required information.

4.  Select the Line Items section.

5.  Enter the item ID and the quantity ordered and shipped. The Serial/Lot Number Entry 
screen appears if you interface Sales Order with Inventory and the item is lotted or 
serialized. You must enter the lotted and serial information.

EDIT AN INVOICE

To edit an invoice, follow these steps:

1.  Select Orders from the Transactions menu.

2.  Select an invoice transaction number. The invoice transaction appears.
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3.  Click Update.

4.  Edit the invoice.

PRINT AN ONLINE INVOICE

To print an online invoice, follow these steps.

1.  Select Orders from the Transactions menu.

2.  Enter an invoice or select an invoice transaction and then click Update.

3.  Click Print.

4.  Select Invoice. The Print Online Invoice screen appears.

5.  Click Print.

6.  Select options as needed.

PRINT INVOICES

To print invoices, follow these steps:

1.  Select the Print Invoices function from the Transaction Journals menu.

2.  Verify the information completed.

3.  Select the Batch(s) to print invoices for.

4.  Enter the starting invoice number in the First Invoice No box.

5.  Click Print.

ENTER AN RMA

To enter an RMA, follow these steps.

1.  Select Orders from the Transactions menu.

2.  Select RMA from the Transaction Type list.

3.  Click the Header tab and enter the required information.

4.  Click the Line Items tab below the list area.

5.  Enter the item ID and the quantity authorized. The Serial/Lot Number Entry screen appears 
if you interface Sales Order with Inventory and the item is lotted or serialized. You must 
enter the lotted and serial information.

6.  Enter a Reason Code for the merchandise return in the Line Items tab if desired.
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EDIT AN RMA 

To edit an RMA, follow these steps:

1.  Select Orders from the Transactions menu.

2.  Select an RMA transaction number. The RMA appears.

3.  Click Update.

4.  Edit the RMA.

PRINT AN ONLINE RMA

To print an online RMA, follow these steps.

1.  Select Orders from the Transactions menu.

2.  Enter a RMA, or select an RMA transaction number. If you select an existing RMA 
transaction, click Update.

3.  Click Print. 

4.  Select RMA. The Print Online RMA screen appears.

5.  Click Print.

PROCESS AN RMA TO A CREDIT MEMO

To process an RMA to a credit memo, follow these steps:

1.  Select Orders from the Transactions menu.

2.  Select the RMA transaction to be processed.

3.  Click Update.

4.  Enter the Qty Returned.

5.  When all items have been returned, click Live to change the RMA to a credit memo.

ENTER A CREDIT MEMO

To enter a credit memo, follow these steps:

1.  Select Orders from the Transactions menu.

2.  Select Credit from the Transaction Type list.

3.  Click the Header tab and enter the required information.

4.  Click the Line Items tab below the list area.
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5.  Enter the item ID and the quantity ordered. The Serial/Lot Number Entry screen appears if 
you interface Sales Order with Inventory and the item is lotted or serialized. You must enter 
the lotted and serial information.

EDIT A CREDIT MEMO

To edit a credit memo, follow these steps:

1.  Select Orders from the Transactions menu.

2.  Select a credit memo transaction number. The credit memo appears.

3.  Click Update.

4.  Edit the credit memo.

PRINT AN ONLINE CREDIT MEMO

To print an online credit memo, follow these steps.

1.  Select Orders from the Transactions menu.

2.  Enter a credit memo, or select a credit memo transaction number. If you select an existing 
credit memo transaction, click Update.

3.  Click Print.

4.  Select Credit Memo. The Print Online Invoice screen appears.

5.  Click Print.

CREATE A BACKORDER

To create a backorder, follow these steps:

1.  Select Order from the Transactions menu.

2.  Enter a new order.

3.  Verify the order.

4.  Select No to the Ship all message.

Ship the order. If you do not ship the entire order, the Sales Order system creates a backorder 
when you post the transaction. Backorders remain in the system until you fill or delete them.
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Record Picked Orders

After you release the orders you are going to fulfill and print the Picking List to use as a guide, 
use the Record Picked Orders function to record the item IDs you pull from inventory and apply 
their quantities to specific transactions.

Please note that this function does not update information in Inventory and other TRAVERSE 
applications until after you confirm your entries. When you click the Confirm button on the 
Record Picked Orders screen to confirm your entries, Warehouse Management updates 
Inventory quantities and transactions in other TRAVERSE applications as necessary.

• If you picked items for Sales Order transactions, Warehouse Management removes 
committed item quantities and updates the on‐hand quantities and changes the 
transaction status to Picked for the orders you selected.

• If you pulled components for released orders in Production, Warehouse 
Management decreases on hand quantities and removes committed quantities in 
Inventory for item components, and creates interim GL accounting entries to track 
costs during production. It does not update the status for material activity entered 
on the Materials tab of the Record Production Activity function in Production; you 
must do this manually.

• If you picked items for Service Director dispatch estimates, Warehouse Management 
updates the in use quantities in Inventory for those items, but does not change the 
work order itself. You update the work order manually with the actual quantities 
used when the technician returns.

• If you’re transferring items between warehouses, Warehouse Management updates 
the on hand quantities for the source location and the on order quantities for the 
destination location, then changes status to Picked for transfers for which you have 
shipped the entire quantity.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you do not pick the entire quantity for a location transfer, Warehouse Man‐
agement does not set the transfer’s status to Picked. You may need to set this status 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . manually to receive goods at the destination.

• If you’re shipping requisitioned items, Warehouse Management updates the 
extended cost and Filled quantities on material requisitions and updates the on hand 
quantity in Inventory for the items you shipped.

• If you’re shipping project costing requisitioned items, Warehouse Management 
updates the extended cost and Filled quantities on the project costing material 
requisitions and updates the on hand quantity in Inventory for the items you 
shipped.
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Follow these steps to Record Picked Orders and apply the item quantities to specific orders:

1.  Select Record Picked Orders from the Daily Work menu. 

Record Picked Orders Menu
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2.  The Record Picked Orders screen appears (all fields are initially blank).

Record Picked Orders Screen ‐ Blank

3.  To locate transactions that involve a specific order number or item ID, enter that Order No 
or Item ID and click Find. Orders that match this criteria are then listed in the window (to 
sort this list, click a heading).

Remember that different TRAVERSE applications can have transactions with the same 
order number. For example, if a production order 00000011 and sales order 00000011 
exist, both are listed in the window.

To list all orders for which you should be receiving goods, leave these boxes blank and 
click Find.
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Record Picked Orders Screen ‐ Filled

4.  To record picked quantities for a specific order, select the order in the window, click the New 
Record button  ,enter information about the picked item using the Lot, Qty, Unit, Bin, 
and Container fields on the Transactions tab.

A dialog box will appear if the lot has expired. The message will change depending on 
the business rule selection for allowing lot use beyond expire and sell by dates.

5.  The Weight of the quantity in the lot selected will be displayed.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Use the Order Info tab to view general information about the selected order 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . for your reference and to help you identify specific orders.

The Order Info tab lists general information about the selected order for your 
reference and to help you identify a specific order, if needed.
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Record Picked Orders ‐ Order Info Tab 

6.  Repeat the above step for all orders you pick, recording item quantities as you go.

7.  To fill all item quantities for orders that share the same order number, release or dispatch 
number, and requirement ID number, click Fill All. Warehouse Management automatically 
updates all order item quantities with the required number.

8.  When you finish, click Confirm to approve your entries and update Inventory item quantities 
and transaction status, as appropriate.

After you click Confirm, the Confirm all picked quantities? message appears. Click Yes 
to confirm all the quantities you entered; click No to return to the Record Picked 
Orders screen. Orders are removed from the screen after you pick the entire quantity 
requested and confirm the item picked.

If you clicked Yes, a message appears when the confirmation processing completes 
successfully.

After the confirmation process completes, the Confirm Picked Orders log appears. 
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Confirm Picked Orders Log
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WAREHOUSE  MANAGEMENT  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . AD JUSTMENTS

Use the Adjustments function to enter adjustments to inventory item quantities due to loss, 
breakage, or accidental overshipments. Warehouse Management’s adjustments extend those 
found in the Inventory application by separating them from other transactions and tracking 
adjustments made to item quantities stored in bins and containers.

Working with adjustments in Warehouse Management is a three step process:

1.  Use the Adjustments function to enter or edit adjustment transactions.

2.  Print the Adjustments Journal from the Reports and Worksheets menu to record the 
adjustment information you’ll be posting as part of your audit trail.

3.  Use the Post Adjustments function to post adjustment information to history, create entries 
in the account you specify for adjustment costs, and update inventory item quantities.

Although Warehouse Management updates information in Inventory, adjustments in 
Warehouse Management are stored in separate tables than those in Inventory. That is, you 
cannot view information for an adjustment you entered in Inventory in Warehouse 
Management and vice versa.

Follow these steps to work with Adjustments:

1.  Select Adjustments from the Daily Work menu. 

Adjustments Menu
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2.  The Adjustments screen appears.

Adjustments Screen

3.  To enter information about a new adjustment, click the New Record button   on the 
toolbar.

4.  If you use batch processing, enter the Batch Code. This box appears only if you chose to use 
batch processing in the Business Rules function.

5.  Select the adjustment Type: Increase or Decrease.

6.  Select the Item ID to adjust the quantity for. The Item Description is displayed.

7.  Select the Location ID for which you want to adjust quantities. The Location Description is 
displayed.

8.  Select the Unit of measure for the adjustment.

9.  Enter or edit the Adjustment Quantity (use positive numbers only; the Type you selected 
above determines how the calculation is performed).
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Warehouse Management automatically calculates the extended cost based on the 
item’s unit cost and the adjustment quantity you enter.

10.  Enter or select the Lot Number the adjustment applies to. If you entered a new lot number 
the New Lot Number screen appears.

• The Initial Date will display as today’s date. Accept the date or edit it.

• The Expiration Date will be calculated from the number of days entered into the 

Shelf Life Days field and the initial date.

• Enter any Comments about the lot.

• Click OK to add the lot and return to the adjustments screen.

11.  Select the Bin and Container in which the item is located.

12.  Edit the adjustment’s Date, if needed, then 

13.  The COGS Adjustment account from the item’s account code and Unit Cost from Inventory 
automatically appear. Edit these values, if needed.

14.  Enter a Comment describing the reason for the adjustment, if needed.

15.  The Weight of the item is calculated from the weight entered into the item setup for the 
selected unit of measure and the adjustment quantity.

16.  Enter the MFG Company # for the item. The MFG Company # will be the FDA Facility 
number and will be attached to the lot number generated for the item.
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17.  If the item selected has been set up as a Catch Weight Item, click the Detail Weight button 
on the toolbar to enter the weight for each unit selected.

• The Item ID, Loc ID, Lot Num, Initial Date and Sub Lot No are displayed. 

The Sub Lot Numbers displayed will depend on the selection of the Inventory business 
rule, Auto Generate Sub-lot for Detailed Lot Weight. It the selection is Yes the sub lots 
will be filled in. If the selection is No manually enter each sub lot. There will be a sub lot 
for each quantity for the unit of measure selected.

• Enter the Weight for each sub lot generated.

• Enter the Tare Weight for each sub lot if applicable.

The tare weight is the weight of the package only.

• The Fixed Weight is displayed from the item setup for the unit selected. The fixed 

weight will be filled in only if the Fixed Weight box is checked in the item setup.

• The UOM is displayed from the unit selected on the adjustments screen.

• Click the Save button   on the toolbar to save the information entered.

• Close the screen to return to the adjustments screen.

18.  Close the screen to save your changes. 
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After entering or editing adjustments, print the Adjustments Journal from the Reports and 
Worksheets menu as part of your audit trail to record the adjustment information you will be 
posting, then use the Post Adjustments function to post that information.
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The Food Processing solution has added some interactive views that are specifically designed 
for the food industry and associated with the shop floor functions.

Standard views have been modified to include special fields designed for the food industry and 
added to the food processing solution.

Refer to the Using the Interactive Views Menu section a the beginning of this chapter and the 
Interactive Views section in the General Information guide for more details on using the 
Interactive Views.

Below is a list of the interactive views that have been added or modified for the food 
processing solution.

• Inventory

• Lot Traceability

• Detail History

• Items

• System Manager

• Quality Check History

• MFG ‐ Production

• Shop Floor Activity

• Shop Floor Time Entry

• Accounts Payable

• Detail History

• Payment History

• Open Invoice

• Purchase Order

• Detail History

• Accounts Receivable

• Detail History
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• Summary History

• Customer

• Sales Order

• Order

• Fixed Weight Analysis

• Detail History
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The Food Processing solution has added a new interactive view to the Inventory menu, to track 
all the activity for a selected lot number. The detail history view has also been changed to 
include fields added for the Food Processing solution.

Detail History View

Use the Detail History View function to view item information for an item and a location. You 
can elect to view any one or all transaction types. You can also specify a range of periods and 
years.

To use the Detail History View, follow these steps:

1.  Select Detail History View from the Inventory, Interactive Views menu.

Detail History View Menu
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2.  The Detail History View screen appears.

Detail History View Screen

3.  Use the filter area to select the fields and values you want to search for. Click Apply Filter to 
display data from your selections.

4.  Double click on the blue Item ID field to drill down to the item setup screen.

5.  Refer to the Using Interactive Views section in the General Information Training manual for 
more details on using the Detail History View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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Lot Traceability View

Use the Lot Traceability View function to view detailed history information for lots that have 
had transactions posted. This view will show all transactions performed on a lot number and all 
the sub lots related to the main lot.

To use the Lot Traceability View, follow these steps:

1.  Select Lot Traceability View from the Inventory, Interactive Views menu.

Lot Traceability View Menu
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2.  The Lot Traceability View screen appears.

Lot Traceability View Screen

3.  Use the filter area to select the fields and values you want to search for. Click Apply Filter to 
display data from your selections.

4.  Click the plus (+) next to the summary record for the lots to view the details on the sub lots 
used for each transaction displayed.

5.  Refer to the Using Interactive Views section in the General Information Training manual for 
more details on using the Lot Traceability View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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Item View

Use the Item View function to display detailed information about items.

Use the Items function on the Setup and Maintenance menu to change item information.

To use the Item View, follow these steps:

1.  Select Item View from the View menu.

Item View Menu
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2.  The Items View screen appears.

Item View Screen

3.  Use the filter area to select the fields and values you want to search for. Click Apply Filter to 
display data from your selections.

4.  Double Click on the blue Item ID to drill down to the Items setup screen.

5.  Refer to the Using Interactive Views section in the General Information Training manual for 
more details on using the Items View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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Quality Check History View

Use the Quality Check History View to view the responses to quality check questions answered 
during production entry in shop floor.

To use Quality Check History View, follow these steps:

1.  Select Quality Check History View from the System Manager, Interactive Views menu.

Quality Check History View Menu 
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2.  The Quality Check History View screen appears.

Quality Check History View Screen

3.  Use the Filter to select the range of activity dates, receipt #, source, source type and 
transaction/order number to include in the view or leave the filter blank to include all 
options.

4.  Refer to the Using Interactive Views section in the General Information Training manual for 
more details on using the Quality Check History View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . MFG   ‐  PRODUCT ION  V I EWS

Shop Floor Login Activity View

Use the Shop Floor Login Activity View function to view user login activity into shop floor. You 
can design the view with a variety of columns, filtering and grouping and save the views by 
name to recall at a later date.

To use the Shop Floor Login Activity View, follow these steps:

1.  Select Shop Floor Login Activity View from the MFG ‐ Production, Interactive Views menu.

Shop Floor Login Activity View Menu
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2.  The Shop Floor Login Activity View screen appears.

Shop Floor Login Activity View Screen 

3.  Use the Filter to select the range of employee id, employee name, login date, logout date 
and SF access code to include in the view or leave the filter blank to include all options.

4.  Refer to the Using Interactive Views section in the General Information Training manual for 
more details on using the Shop Floor Login Activity View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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Shop Floor Time Entries View

Use the Shop Floor Time Entries View function to view user time activity recorded in shop 
floor. You can design the view with a variety of columns, filtering and grouping and save the 
views by name to recall at a later date.

To use the Shop Floor Time Entries View, follow these steps:

1.  Select Shop Floor Time Entries View from the MFG ‐ Production, Interactive Views menu.

Shop Floor Time Entries View Menu 
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2.  The Shop Floor Time Entries View screen appears.

Shop Floor Time Entries View Screen

3.  Use the Filter to select the range of finished by, finished date, operation, order no., 
setup/down reason, start date, started by and type to include in the view or leave the filter 
blank to include all options.

4.  Refer to the Using Interactive Views section in the General Information Training manual for 
more details on using the Shop Floor Time Entries View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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Detail History View 

Use the Detail History View function to view purchases, debit memos, and payment 
information.

To view details on an invoice click on the blue Invoice Number or Transaction ID and you will be 
taken to the detail history invoice detail screen for that invoice.

To view details on a vendor click on the blue Vendor ID and you will be taken to the detail setup 
screen for that vendor.

To use Detail History View, follow these steps:

1.  Select Detail History View from the View menu.

Detail History View Menu
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2.  The Detail History View screen appears.

Detail History View Screen

3.  Use the filter area to select the fields and values you want to search for. Click Apply Filter to 
display data from your selections.

4.  Refer to the Using Interactive Views section in the General Information Training manual for 
more details on using the Detail History View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.

Payment History view

Use the Payment History View function to view payment information of payments posted 
using the Post Payments function.

To view details on an invoice click on the blue Invoice Number or Transaction ID and you will be 
taken to the detail history invoice detail screen for that invoice.

To view details on a vendor click on the blue Vendor ID and you will be taken to the detail setup 
screen for that vendor.
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To use the Payment History View, follow these steps:

1.  Select Payment History View from the Interactive Views menu.

Payment History View Menu 

2.  The Payment History View screen appears.

Payment History View Summary View
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3.  Use the filter area to select the fields and values you want to search for. Click Apply Filter to 
display data from your selections.

The Summary View gives you a summarized view of payment history information sorted by 
vendor ID. Each of the summarized records expands when clicked, giving you a hierarchical 
view of payment detail associated with each vendor.

Payment History View Expanded

When you click on the plus (+) sign next to the Vendor ID it shows a detailed view of Vendor IDs 
and payments selected in the Filter Criteria. Clicking on the Vendor ID causes the Vendor setup 
screen for that Vendor to appear.

4.  Refer to the Using Interactive Views section in the General Information Training manual for 
more details on using the Payment History View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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Open Invoice View

Use the Open Invoice View function to view open invoices that are on file for a vendor.

To view details on an invoice click on the blue Invoice Number or Transaction ID and you will be 
taken to the detail history invoice detail screen for that invoice.

To view details on a vendor click on the blue Vendor ID and you will be taken to the detail setup 
screen for that vendor.

To use Open Invoice View, follow these steps:

1.  Select Open Invoice View from the Interactive Views menu.

Open Invoice View Menu
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2.  The Open Invoice View screen appears.

Open Invoice View Screen

3.  Use the filter area to select the fields and values you want to search for. Click Apply Filter to 
display data from your selections.

4.  Refer to the Using Interactive Views section in the General Information Training manual for 
more details on using the Open Invoice View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
5‐22  Food Processing



. .
 . 

.I NTERACT IV E  V I EWS

Accounts Receivable/Sales Order Views
. 

ACCOUNTS  RECE I VAB L E / SA L E S  ORDER  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . V I EWS

Customer View

Use the Customer View function to view general information about a Customer. To change 
Customer information, use the Setup and Maintenance Customers function.

To view details on a vendor click on the blue Customer ID and you will be taken to the detail 
setup screen for that customer.

To use Customer View, follow these steps:

1.  Select Customer View from the Interactive Views menu.

Customer View Menu
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2.  The Customer View screen appears.

Customer View Screen

3.  Use the filter area to select the fields and values you want to search for. Click Apply Filter to 
display data from your selections.

4.  Refer to the Using the Interactive Views Menu section a the beginning of this chapter and 
the Using the Interactive Views section in the General Information guide for more details 
on using the Customer View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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Detail History View 

Use the Detail History View function to view sales, credit memos, and cash receipt 
information.

To view details on a customer click on the blue Customer ID or Invoice No or Transaction ID and 
you will be taken to the detail setup screen for that customer or transaction.

To use Detail History View, follow these steps:

1.  Select Detail History View from the View menu.

Detail History View Menu
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2.  The Detail History View screen appears.

Detail History View Screen

3.  Use the filter area to select the fields and values you want to search for. Click Apply Filter to 
display data from your selections.

4.  Refer to the Using the Interactive Views Menu section a the beginning of this chapter and 
the Interactive Views in the General Information guide for more details on using the Open 
Invoice View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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Summary History View

Use the Summary History View function to view sales, discounts, and cash receipts for each 
Customer.

To use Summary History View, follow these steps:

1.  Select Summary History View from the View menu.

Summary History View Menu
Food Processing  5‐27



INTERACTIVE VIEWS

Accounts Receivable/Sales Order Views
5

2.  The Summary History screen appears.

Summary History View Screen

3.  Use the filter area to select the fields and values you want to search for. Click Apply Filter to 
display data from your selections.

4.  Refer to the Using the Interactive Views Menu section a the beginning of this chapter and 
the Interactive Views in the General Information guide for more details on using the 
Summary History View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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Order View

Use the Order View function to look up Sales Order transactions of any status, including those 
already posted to history. Search for transactions by customer ID, order number, transaction 
type, order date, customer PO number, invoice number, PO date, or ship date. You can also use 
one of several criteria to locate orders. These criteria change based on the search item.

To use the Order View, follow these steps:

1.  Select Order View from the Sales Order, Interactive View menu. 

Order View Menu
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2.  The Order View screen appears and is blank until you enter your search criteria and click 
Apply Filter.

Order View Screen

3.  Use the filter area to select the fields and values you want to search for. Click Apply Filter to 
display data from your selections.

4.  Refer to the Using the Interactive Views Menu section a the beginning of this chapter and 
the Interactive Views section in the General Information guide for more details on using the 
Order View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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Fixed Weight Analysis View

Use the Fixed Weight Analysis View function to show you the calculated “Give Away” weight. 
This will be the difference between the fixed weight for the item and the catch weight of each 
item’s sub ‐ lot weight (package) entered into sales orders.

To view details on a customer click on the blue Customer ID or Invoice No or Transaction ID and 
you will be taken to the detail setup screen for that customer or transaction.

To use the Fixed Weight Analysis View, follow these steps:

1.  Select Fixed Weight Analysis View from the Sales Order, Interactive View menu. 

Fixed Weight Analysis View Menu
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2.  The Fixed Weight Analysis View screen appears and is blank until you enter your search 
criteria and click Apply Filter.

Fixed Weight Analysis View Screen

3.  Use the filter area to select the fields and values you want to search for. Click Apply Filter to 
display data from your selections.

4.  Refer to the Using the Interactive Views Menu section a the beginning of this chapter and 
the Interactive Views section in the General Information guide for more details on using the 
Fixed Weight Analysis View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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Purge Printed Labels Entries

Use the Purge Printed Labels Entries to delete printed shop floor label records for labels you 
will no longer need to print.

To Purge Printed Labels Entries follow these steps:

1.  Select Purge Printed Labels Entries from the System Manager, Setup and Maintenance 
menu.

Purge Printed Labels Entries Menu 
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2.  The Purge Printed Labels Entries screen appears.

Purge Printed Labels Entries Screen 

3.  Select or enter the date to Delete Activity Prior To. 

4.  Select the Label Type to delete: MP ‐ Production and/or MP ‐ ByProduct.

5.  Select the Execute button to execute the purging of label history for the selected label type.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Once the label history has been purged, you will no longer be able to reprint 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . labels for production orders these labels were generated for.
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Purge Shop Floor Entries

Use the Purge Shop Floor Entries function to delete the history for entries made through shop 
floor for production orders.

To Purge Shop Floor Entries follow these steps:

1.  Select Purge Shop Floor Entries from the MFG ‐ Production, Production Orders menu.

Purge Shop Floor Entries Menu 
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2.  The Purge Shop Floor Entries screen appears.

Purge Shop Floor Entries Screen 

3.  Select or enter the date to Delete Activity Prior To. 

4.  Select the Transaction Type to delete: Login Activity and/or Time Activity Posted.

5.  Select the Execute button to execute the purging of shop floor transaction history for the 
selected transaction type.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Once the transaction history has been purged, you will no longer be able to 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . view transactions for production orders these transactions were generated for.
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Inventory Purge

Use the Inventory Purge function to purge lot numbers that have zero quantities on hand. This 
may be used to purge old lots that have expired and have nothing in them to sell. 

Once the zero quantity lots have been purged they will no longer be displayed in the list of 
available lots when purchasing, receiving, selling, shipping or adjusting quantities, using the 
functions where lot selection is available.

To use the Inventory Purge follow these steps:

1.  Select Inventory Purge from the Inventory, Periodic Processing menu.

Inventory Purge Menu 
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2.  The Inventory Purge screen appears.

Inventory Purge Screen

3.  Use the filter area to select the fields and values you want to search for. Click Apply Filter to 
display data from your selections.

4.  Select the Delete Zero Quantities to delete the quantity records for those lots that have a 
zero quantity.

You must do this first to clean out the quantity records so you don’t have orphaned 
quantity records in the quantity tables once the lot numbers have been purged.

5.  Select the Purge check box next to the lots you would like to purge. Click the Select All 
button to select all lots displayed, or Unselect All to unselect all lots displayed.

6.  Select the Purge button on the toolbar to purge all selected lots.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Once the zero quantity lots have been purged, you will no longer be able to 
select these lots for any transaction involving lotted inventory for the items these 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . lots were generated for.
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	9. AP<Setup and Maintenance<Batch Codes. Add batch code DPOSIT as a permanent batch. Applicable only if 'Yes' selected for 'Allow Deposit to Exceed Order Total' in the business rule.
	10. SM<Company Setup<Business Rules<System Manager. Add default Bank Account ID.
	11. MFG-Production<Setup and Maintenance<Scrap Codes/Downtime-Setup Reasons. Add Scrap Codes; Down Time/Setup Reasons.
	12. AP<Setup and Maintenance<Distribution Codes. Add GL Account Number for Deposits.
	13. IN<Setup and Maintenance<Items.
	14. SM<Company Setup<Form Printers.
	15. Set Business Rules:
	16. If Foods/Catch Weights were previously installed, process these scripts:
	17. ClearCFComp.sql: Removes the original SO Transaction custom catch weight fields.
	18. fixSoTransHeaderCF.sql: Removes a comma from the SO Transaction Header custom field Total Gross Weight. SO Transactions will return an error if this is an issue!

	Base TRAVERSE Setup
	____ System Manager
	____ General Ledger Chart of Accounts
	____ Inventory
	____ Accounts Receivable
	____ Accounts Payable
	____ MFG - Routing and Resources
	____ MFG - Bills of Material
	____ MFG - Production
	Food Processing Setup

	3
	System Manager Setup
	Business Rules
	1. Select Business Rules from the System Manager, Company Setup.
	Business Rules Menu
	2. The Business Rules screen appears.

	Business Rules Screen - MFG - Production
	3. Select MP - MFG - Production to see the business rules for production.
	4. Select Yes to Print Label on Save Production Activity to print labels for products when produced and saved. Otherwise select No to manually print labels.
	5. Select how to Record Shop Floor Time As: Machine Time or Labor Time. The selection made will record any time entered into shop floor as either machine or labor, not both.
	6. Select System Manager to see the business rules for system manager.

	Business Rules Screen - System Manager
	7. Enter the Numeric Formatting Precision for Weights to the number of decimal places to use for weight usage.
	8. Select Inventory to see the business rules for inventory.

	Business Rules Screen - Inventory
	9. Select how you want to Allow Lot use past Expired Date. The valid choices are:
	10. Select how you want to Allow Lot use past Sell-By Date. The valid choices are:
	11. Select if you want to Auto-generate Sub-Lots for Detailed Lot Weight.
	12. Select Purchase Order to view the business rules for purchase order.

	Business Rules Screen - Purchase Order
	13. Select Yes to Allow Deposits to Exceed Order Totals, otherwise select No.
	14. Select Yes to Allow Printing of On Demand Checks, otherwise select No.
	15. Select Yes in the Enable Landed Cost Calculations field to enable the landed cost function in TRAVERSE. Landed costs are those costs added to item value to reflect import duties and taxes, shipping charges, and the like.
	16. Select Yes in the Allow Editing of Landed Costs field to make landed costs editable at the transaction level.
	17. Select Sales Order to view the business rules for sales order.

	Business Rules Screen - Sales Order
	18. Select how much of the Discount Promotions GL Account Display to see in the discount promotion setup.


	Quality Check List Setup
	1. Select Quality Check List from the System Manager, Setup and Maintenance menu.
	Quality Check List Menu
	2. The Quality Check List screen appears.

	Quality Check List Screen
	3. Select the Quality Check Type you are entering questions for. The available options are Receiving (only functional with the Food add on), Production and Shipping (currently not functional).
	4. Select the Question Type for your Production quality questions. The valid options are:
	5. Select the Operation Id the quality question applies to. The question entered will display for the operation selection, or time entry for that operation only.
	6. Enter the Sequence you want the questions to be displayed in.
	7. Enter the Question you want asked when the operation/time is selected for the operation Id on that row.
	8. When you select Receiving:


	Shop Floor Users
	1. 1Select Employees from the Company Setup menu.
	Employees Menu
	2. The Employees screen appears:

	Employee Screen
	3. Enter all of the general information you wish to record for the employee and save your changes.
	4. Enter a Shop Floor Access Code for the selected employee.
	5. Click the Save button to save the employee setup.


	Print Labels
	1. Select Print Labels from the System Manager, Setup and Maintenance menu.
	Print Labels Menu
	2. The Print Labels screen appears.

	Print Labels Screen
	3. Select the Label Type you are designing: MP - Production or MP - By-products.
	4. Enter the No. of labels to print per box, when printed from shop floor.
	5. Select the Label Style to view previously saved labels.
	6. Select Design to view the label design selected.

	Details for Item Label Screen
	7. Click the arrow button in the upper left corner of the label design to see the task menu.
	8. Select Design in Report Wizard to use the design wizard to help design your label.
	9. Select the Label Products and Product Number you want to use to print labels.
	10. Click Next to move to the next screen.
	11. The Label Width, Label Height, Vertical Pitch, Horizontal Pitch, Top Margin and Side Margin are filled in from the defaults for the selected label product.
	12. Select the Page Size for the label being printed.
	13. Select Finish to save the label specifics you selected and return to the Print Labels screen.
	14. Use the Data Filter to select the range of filtering options or leave the filter blank to include all available data.
	15. Select the sorting criterion from the Sort By section.
	16. Select Reset, Preview, Output, Send or Print.

	Command Buttons


	Production Labels
	Inventory Setup
	Items
	1. Select Items from the Setup and Maintenance menu.
	Items Menu
	2. The Items screen appears.

	Items Screen
	3. Enter the Item ID.
	4. Select an item ID to copy existing information from. The Copy From dialog box appears.
	5. Enter a Description of the item.
	6. Select the Item Type:(required)
	7. Select the Item Status: (required)
	8. If the status of the item is Superseded, select an item ID to use as a Superseded Alternate as a replacement for the item that is no longer available for purchase or sale. This field is displayed if the item has a superseded status.
	9. Check the Kitted box if the item is the ID for a Kit, set up in Bill of Material/Kitting. No quantity or cost information is stored for the Kit item ID. This check box is not available for service type items.
	10. Check the Lotted box if the item is part of a lot; otherwise, clear the box. This check box is not available for service type items. A lot number is required for all purchases and sales.
	11. Check the Auto Reorder box to have the system calculate the reorder point for the item; otherwise, clear the box. This check box is not available for service type items. This field will be used with the Purchase Order application.
	12. For serialized items select the Costing to use for your serial numbers, General or Specific Item.
	13. Select the Catch Weight Item field to indicate the item is to be sold as a catch weight item.

	14. Select the Fixed Weight Item field to indicate the item is to be sold as a fixed weight item.
	15. Enter the number for Shelf Life Days to be used if the finished product is lotted and you want to have an expiration date automatically filled into the lot generation screen.
	16. Enter the number of Sell By Days to be used to determine if a lot may be sold based on the requested ship date entered into a sales order. The sell by date will be determined by using the expiration date in the lot minus the sell by days.
	17. Select the Label Format to be used when printing labels when shop floor production has been recorded. See the Print Labels section above for more details on designing labels.
	18. Enter the Base Unit Of Measure, which must be your smallest unit of measure. This becomes the first record on the Units tab.(required)
	19. For serialized items, the Default Unit Of Measure is the base unit of measure you entered in the Base UOM field. For nonserialized items with multiple units of measure, the default unit of measure can be selected from the combo box once alternate...
	20. Select the Sales Category of the item, which is set up in the Sales Categories function.
	21. Select the Product Line of the item, which is set up in the Product Lines function.
	22. Select the Price ID of the item. A location level price ID can also be assigned on the Item Locations screen; if the price IDs are different, the location level price ID is the default.
	23. Select the Tax Class of the item.
	24. Select the Hazmat Code to be used on the bill of lading printed from the warehouse management application.
	25. If the item is a catch weight item select the Weight UOM for this item. This field is only active when the Catch Weight box is checked.
	26. Select the Picture ID of the item.
	27. Enter an Additional Description about the item. You can elect to print this information on report screens.
	28. Enter the Country of Origin for the item, if the item is not from the country set up in the company information.
	29. Select the Default Price UOM to be used when selling this item through sales order.
	Adding, Editing, and Deleting Item Records
	1. Select the New Record icon on the toolbar or press ctrl insert. A blank Items screen appears.
	2. Enter the item ID.
	3. Select an item ID in the Copy From field to copy information from, or enter the required information.
	4. Click the Save button in the toolbar and close the screen to save your changes and return to the main menu.
	1. Select the ID of the item to edit. Information about the item appears.
	2. Edit the information.
	3. Click the Save button in the toolbar and close the screen to save your changes and return to the main menu.
	1. Make sure that the item has zero quantities in inventory.
	2. Select the ID of the item to delete.
	3. Select the delete hot key F3 or the delete record button on the tool bar.
	4. Click the Save button in the toolbar and close the screen to save your changes and return to the main menu.
	Copy From Dialog Box
	5. The Copy From dialog box appears when you select an Item ID in the Copy From field on the Items screen.
	6. The ID of the item to copy from and the item Description default from the Items screen and cannot be changed.
	7. Check the boxes of the information to copy to the new item ID.
	8. Select OK to copy the information or Cancel to return to the Items screen.

	Units Tab
	1. Enter the Unit of measure for the item. The first record is always the base unit of measure you entered in the Base UOM field.
	2. Enter the Conversion Factor for the unit of measure, the portion of the base unit that is the alternate unit. For example, the base unit of measure is EACH and the alternate unit of measure is DOZEN. The conversion factor is 12 because there are 1...
	3. Select the Penalty Type: % for a percentage or $ for a currency amount. The penalty type determines the price when fractional parts of a unit are sold.
	4. Enter the percent or amount of the Penalty. For example, the unit of measure CARTON is set up to assess a 10 percent penalty when a fraction of a carton is sold. If the price of a carton is $500 and a customer orders 2.5 cartons, the price would b...
	5. Enter the identification number for the unit of measure to use as a reference. The universal price code (UPC) capability is currently used only in the Point of Sale module.
	6. Enter the Weight of the item to be used for each unit of measure.
	7. Enter the Minimum Sale Quantity in the last box, if any.

	Unit Defaults Tab
	1. Select the transaction Type (Reporting, Sales, Purchases, Manufacturing, or Service).
	2. Select the Unit default to be associated with transactions of that type. The unit of measure you choose must first be set up on the Units tab in Item Maintenance.

	Alternates Tab
	1. Select the Alternate Item Id for the item.
	2. Enter the Start Date to begin using the alternate item. Leave this field blank if there is not a specific start date.
	3. Enter the End Date to stop using the alternate item. Leave this field blank if there is not a specific end date.

	Aliases Tab
	1. Enter the Alias.
	2. In the Type column, choose whether this alias will be used in reference to a User, Customer, or Vendor.
	3. In the Reference column select the user ID, vendor ID or customer ID for the alias or enter an asterisk (*) to use the alias for all users, vendors or customers.




	Item Locations
	1. Select Items from the Setup and Maintenance menu.
	2. Select the Locations tab.
	3. The Item Locations tab appears.
	Item Locations Tab
	4. Select an Item ID. The default base unit for the Item ID appears.
	5. Select the Location you want.
	6. Click Add to add locations. The Copy From dialog box appears.
	7. Click Delete to delete locations where the item is no longer stored.
	8. Select the Location Status.

	Table 1:
	9. If the status of the item is Superseded, select an item ID to use as a Superseded Alternate as a replacement for the item that is no longer available for purchase or sale. This field is displayed if the item has a superseded status.
	10. Select the Forecast Type you want to use to calculate the reorder point for the location. Reorders are calculated by the Purchase Order application.
	11. Select the Account Code for the item and location. Use the account code to indicate which general ledger accounts you want to use when you post.
	12. Enter the Average weighted Cost of the item over time if you use the average costing method. The formula for calculating the average cost is:
	13. Enter the Last Cost of the item. The last cost is the cost of the last purchase transaction in Inventory, Accounts Payable and Purchase Order.
	14. Enter the Base Cost of the item. The base cost is used for calculating prices in the Sales Order pricing setup, as a markup from cost.
	15. Enter the Standard Cost of the item if you use the standard costing method.
	16. The Ext Cost, COGS Adj, and Adj Value that appear, in the Valuation area, for the item and are view-only.
	Loc Defaults Tab
	1. Select the default Vendor ID, which is the ID of the most frequent supplier of the item. The combo box is only available when you have PO or AP interfaced to Inventory.
	2. Select the default Bin Number, which is the bin where the item is most often stored. If you have Warehouse Management installed you will see the bins set up in that application.
	3. Select the default Price ID you want to use to calculate the price that the item is sold at most often. You can also assign an item level price ID on the Items screen; if the price IDs are different, the location level price ID is the default. The...
	4. Enter the default Lead Time, which is the number of days it usually takes the vendor to ship the item to you. This field is used in the Purchase Order application to calculate the order point for the location.
	5. In the Carrying Cost Percent text box, enter the percentage of the total value of your inventory to use in the EOQ calculation in the reorder process. You can also enter a carrying cost percent on the Locations screen. The item location percentage...
	6. In the Ordering Cost Amount text box, enter the total cost of shipping, stocking, and labor to use in the EOQ calculation in the reorder process. You can also enter an ordering cost amount on the Locations screen. The item location amount override...
	7. Enter the Maximum Quantity of units you want to have on hand at one time in the Maximum Qty box. This quantity appears on the Overstock Report.
	8. Enter the Order Point, which is an estimate of the (quantity you use during the order process) added to (the safety stock you maintain). If you want the system to calculate reorders, you must enter an order point for the item.
	9. Select an order point Status:
	10. Enter the minimum number of units to keep on hand at all times in the Safety Stock text box.
	11. Enter the economic order quantity, the EOQ is the most economical quantity to purchase when you place an order.
	12. Enter the Minimum Order Quantity.
	13. Select or enter an ABC Class for the item, if your company uses ABC analysis or classification of inventory items. This field is a free form entry field. Once values have been entered for items they will be displayed in the combo box.

	Loc History Tab
	Price Info Tab
	1. Select the Unit of measure for which you want to enter price information.
	2. Enter the Average Price of the item at this unit of measure. This field is updated when you enter a sale. This price amount can be used as an adjustment base in the Sales Order pricing setup.
	3. Enter the Base Price of each unit, which is used to calculate price breaks and customer pricing in Accounts Receivable and Sales Order. This is the default price used in Inventory Sales transactions, Accounts Receivable transactions and Sales Orde...
	4. Enter the List Price of each unit, which is the basic, published price without any discounts applied to it. This price amount can be used as an adjustment base in the Sales Order pricing setup.
	5. Enter the Minimum Price at which you want to sell the item. If the Sales Order calculated price or the price you enter into an Accounts Receivable transaction is lower than this price, a message box will be displayed stating that the price is belo...
	6. In the Qty Break ID combo box, enter the ID of the quantity break to use for a customer to calculate a quantity break discounted price, when the customer purchases larger quantities.

	Cost Detail Tab
	Vendor Tab
	1. Select the Vendor ID. Click Default to set the vendor ID on the Loc Defaults tab, which is used when you generate purchase requisitions.
	2. Enter the vendor’s name, or accept the vendor Name brought in from Accounts Payable, if interfaced.
	3. Enter the last Quantity ordered from the vendor. This field will be updated when you post transactions from Accounts Payable or Purchase Order. The next time this item is purchased from this vendor this quantity will default into the quantity to p...
	4. Enter the last Unit Cost charged by the vendor. This field will be updated when you post transactions from Accounts Payable or Purchase Order. The next time this item is purchased from this vendor this cost will default into the unit cost field.
	5. Enter the last Unit of measure ordered from the vendor. This field will be updated when you post transactions from Accounts Payable or Purchase Order. The next time this item is purchased from this vendor this unit of measure will default into the...
	6. Enter the Date of the last purchase from the vendor. This field will be updated when you post transactions from Accounts Payable or Purchase Order.
	7. In the Lead Time text box, enter the number of days it usually takes this vendor to ship the item to you.
	8. In the Order Number text box, enter the number of the last purchase order. This field will be updated when you post transactions from Accounts Payable or Purchase Order.
	9. Select the Landed Cost ID used for the vendor for purchase orders. This field is only available if you use landed cost in purchase order.
	10. If you use multicurrency, the Currency ID and Exchange Rate at which the item was last purchased appear. If you do not use multicurrency, these fields do not appear.

	Bin Info Tab
	1. Select or enter the Bin Number. The last physical count information associated with the bin number appears and is unavailable:
	2. Click Default to set the Bin Number on the Loc Defaults tab. This is used when you print physical inventory tags and worksheets, if you don’t have warehouse management installed.

	Qty Info Tab
	Serial Info Tab
	1. The Serial Number of the item is displayed.
	2. The unit Price and unit Cost of the serialized item are displayed and the price can be edited.
	3. The Status of the serialized item is displayed and cannot be edited: the status will be updated when the item is sold or adjusted.



	How transactions effect Inventory quantities
	Table 2:


	Accounts Receivable
	Payment Methods
	1. Select Payment Methods from the Setup and Maintenance menu.
	Payment Methods Menu
	2. The Payment Methods screen appears.

	Payment Methods Screen
	3. Click the New Record button from the toolbar. A blank Payment Methods screen appears.
	4. Enter a new Payment Method ID.
	5. Enter the description of the payment method and select the payment type.
	6. If you select Cash or Check in the Payment Type list box, select the bank ID.
	7. If you select Credit Card, Direct Debit, Write Off, or Other in the Payment Type list box, select the General Ledger account to debit. It is recommended that you not select your cash account for these types of cash receipts.
	8. If the payment method is an MCB Type check the box.
	Adding, Editing, and Deleting Payment Methods
	1. Select the New Record icon on the toolbar. A blank Payment Methods screen appears.
	2. Enter the payment method ID, payment type, debit GL account, and payment amounts.
	1. Position the cursor in the field to edit.
	2. Change the value in the field.
	1. Make sure that the payment method is not being used.
	2. Select the payment method to delete.
	3. Select the delete hot key, or click on the delete record button on the tool bar.

	Using the Payment Type of Credit Card.
	Credit Card Payment Method with Payment Type of Credit Card
	1. The GL Account to Debit should be an AR Holding account, NOT a Cash Account.
	2. Create an AR holding account, and set up a distribution code with the new AR holding account as the AR account.
	3. Then, when you have a Credit Card Customer(VISA), pick the distribution code set up with the AR holding account. You must have a payment method for this customer as either Cash or Check.
	4. When you enter a cash receipt with the credit card payment method and post it, it will make an open invoice to the Credit Card Customer(VISA) for the amount of the cash receipt. The GL accounts posted to will be a Debit to the AR holding account f...
	5. You will need to make another cash receipt to the Credit Card Customer(VISA) for the amount of the invoice you applied the cash receipt to for your regular customer.
	6. When you post these cash receipts the entries to GL will be a Debit to the cash account you set up in your Cash or Check payment method Bank Account, the Credit will be to your AR holding account from the Distribution code in your Credit Card Cust...

	Credit Card Payment Method with Payment Type Check
	1. In General Ledger, Setup and Maintenance, Chart of Accounts set up a accounts to debit when applying payments to invoices using the credit card payment methods being set up with the type of check. This account should be a cash holding account.
	2. In System Manager, Company Setup, Bank Accounts set up a bank account for each credit card payment method to apply your credit card cash receipts to. The GL account selected for this bank account needs to be the accounts you set up in step 1 above.
	3. In Accounts Receivable, Setup and Maintenance, Payment Methods set up payment methods for each credit card accepted for payment, selecting Check as the payment type.
	4. When applying cash receipts, using the Transactions, Cash Receipts function, select the payment methods setup for the credit cards. Enter a confirmation number as the check number for each cash receipt.
	5. When the cash receipts are posted, the GL accounts in the bank accounts set up in step 2 above will be debited for the payment amounts. If you have Bank Reconciliation the deposits will be added to the bank balance and to the reconciliation reports.
	6. If you do not use Bank Reconciliation, enter GL journal transactions to transfer the cash balance paid to you by the credit card company from the holding account to your cash account. The credit card fee amount will remain in this account and must...



	Customers
	1. Select Customers from the Setup and Maintenance menu.
	Customers Menu
	2. The Customers screen appears with the General tab displayed.

	Customers Screen
	3. Select the New Record button in the toolbar to add a new Customer ID record.
	4. Enter the new Customer ID or select a customer ID with which to work.
	5. Select the ID of the customer to copy information from or enter new information. The Copy From box is available only if you enter a new customer ID.
	6. Enter the customer’s Name.
	7. In the Attention text box, enter the name of the person or department to which you want to address invoices and statements. The name is printed on invoices, statements, and mailing labels.
	8. Enter the customer’s address. Use Ctrl+Enter to start a second line in the Address 2 text box.
	9. Enter the customer’s City and state or Region.
	10. Select the customer’s Country Code.
	11. Enter the customer’s Postal Code. Use the System Manager Country Codes function to set up postal code masks, international prefixes, international prefix masks, and phone and fax masks.
	12. Enter the customer’s Territory, if applicable. The customer’s international prefix appears. See step 8 for setup information.
	13. Enter the customer’s Ship Zone.This will usually be associated with a shipping zone such as those used by UPS or Fed Ex.
	14. In the Contact text box, enter the name of the person to contact regarding billing questions or invoice payments.
	15. Choose the customer’s active/inactive Status. Making the customer’s status “inactive” will prevent them from accidentally being engaged in future transactions.
	16. Choose the Bill-To ID if transactions for this customer are to be billed to a different customer ID. If not, leave this field blank.
	17. If you use multicurrency, select the customer’s Currency ID. This box does not appear if you do not use multicurrency.
	18. Enter the customer’s Phone Number. See step 8 for mask setup information.
	19. Enter the customer’s Fax Number, E-mail address, and Internet address. See step 8 for mask setup information.

	Defaults Tab
	1. In the Group Code text box, enter the customer’s periodic billing group code.
	2. Select the customer’s payment Terms Code and Distribution Code.
	3. Select the ID of the tax location group to which you want sales tax for the customer to be assigned. Tax group IDs are set up in the Tax Location Groups function in System Manager.
	4. Select the Taxable check box if the customer should be charged sales tax; otherwise, clear it.
	5. If the customer should not be charged sales tax, enter the customer’s tax Exemption ID.
	6. Select the customer’s Class Code.
	7. Select the Stmnts/Invoices field information to send to the customer: Invoice Only, Statement Only, Both, or None. For a customer that pays cash, select Invoice Only.
	8. Select the account type assigned to the customer: Open Invoice or Balance Forward.
	9. Select the customer’s usual Method Of Payment.
	10. Enter the customer’s Credit Limit. The credit limit is used in the Transactions function.
	11. Select the Cc Company check box if the customer is a credit card company; otherwise, clear it.
	12. Select the Credit Hold check box if the customer is on credit hold; otherwise, clear it. If you place a customer on credit hold and then enter a sale paid for on credit, a message states that the customer is on credit hold and will not let you co...
	13. Select the Finance Charge check box to apply a finance charge to the customer; otherwise, clear it.
	14. Select the Partial Ship check box if the customer accepts partial shipments; otherwise, clear it. If a customer does not accept partial shipments and the quantity shipped is less than the quantity ordered, a warning message appears.
	15. Select the IDs of the Sales Reps who usually sell to the customer.
	16. Enter the default Percentages of invoices for the sales reps. Each sales rep. can receive as much as 100 percent of a sale.
	17. Enter the Price ID assigned to the customer. This is only used if you have Sales Order installed and have Price Structures set up.
	18. Select the Customer Level. This option is available only if you are currently using the Sales Order application and have defined customers or groups of customers in the Customer Levels function of Sales Order.
	19. Select the default Promo Code for the customer, to be used on Sales Order transactions to calculate a discount on the promo code.
	20. Select the Show Country of Origin check box if you would like the country of origin entered into the inventory items sold to this customer displayed on the printed invoices for sales orders.
	21. Select the Pack List Label to print on the packing list for the expiration date for the item lots selected to ship with the sales orders. The valid selections are: Expiration Date, Sell By Date, Use By Date and Best Before Date.

	Balance Tab
	1. As you assess charges using the Calculate Finance Charges function and run the Periodic Maintenance function the finance charges are posted and it updates the New Finance Charge field. Use the default value or enter a different one.
	2. If the customer has an unpaid finance charge, enter it in the Unpaid Finance Charge box or accept the default value. This value is updated automatically when you run the Periodic Maintenance function and have a New Finance Charge balance. The New ...
	3. The current amount due within 30 days of the invoice date appears. If you track only a summary invoice, enter the value in this field.
	4. Generally data is entered in the Balance fields only if the aging for balance forward customers needs to be adjusted.
	5. Enter the balance due 31–60 days after the invoice date, 61–90 days after the invoice date, 91–120 days after the invoice date, and more than 120 days after the invoice date.
	6. If you owe the customer money, enter the amount in the Unapplied Credit text box.
	7. The new finance charge, unpaid finance charge, current due and balances are added, and the unapplied credit is subtracted. The result appears in the Total Due text box as the overall amount the customer owes you.
	8. In the First Date text box, enter the date of the first sale to the customer. This field, if blank, is updated when you post transactions.
	9. In the Last Date text box, enter the date of the last sale to the customer. This field is updated when you post transactions.
	10. Enter the Amount Of The Last Sale to the customer. This field is updated when you post transactions.
	11. Enter the Number Of The Last Invoice for the customer. This field is updated when you post transactions.
	12. Enter the Date Of The Last Payment the customer made. This field is updated when you post transactions.
	13. Enter the Amount Of The Last Payment the customer made. This field is updated when you post transactions.
	14. Enter the Number Of The Last Check the customer issued to you. This field is updated when you post transactions.
	15. Enter the Highest outstanding Balance the customer had. This field is updated when you post invoices. You can clear the customer’s high balance when you perform year-end maintenance.
	16. The system tracks customer payment history for the last 12 periods in the Credit Status field. Each character corresponds to one of the 12 periods—the first character is the current period; the last is the oldest period. For each position, one ...

	Payments Tab
	1. Select the Payment Type: Credit Card or Direct Debit.
	2. Enter a Description of the credit card or direct debit account.
	3. Enter the Card No. for the credit card you are setting up.
	4. If you are setting up a direct debit account enter the Account Number the customer has supplied you for their bank account.
	5. Enter the Cardholder name on the credit card or the bank name.
	6. Select the Payment Method ID to use with the corresponding credit card or direct debit account.
	7. Enter the credit card Expiration Date or the bank Routing Code.

	Ship To Tab
	1. Enter a new Ship-To ID or select the ID you want to edit.
	2. Enter or make changes to the customer’s ship-to Name.
	3. Enter or make changes, in the Attention field, to the name of person or department to which the order should be shipped.
	4. Enter or make changes to the customer’s Address. Use Ctrl + Enter to start a second line in the Address 2 field.
	5. Enter or make changes to the customer’s ship-to City and Region.
	6. Select the customer’s ship-to Country Code.
	7. Enter or make changes to the customer’s ship-to Postal Code. Use the System Manager Country Codes function to set up postal code masks, international prefixes, international prefix masks, and phone and fax masks.
	8. The international prefix appears. See the Postal Code field for setup information.
	9. Enter the customer’s ship-to Phone Number and fax number. See the Postal Code field for mask setup information.
	10. Select the customer’s ship-to tax group ID. Use the Tax Location Groups function in System Manager to set up tax group IDs.
	11. Select the customer’s ship-to Distribution Code.
	12. Enter the customer’s ship-to Territory.
	13. Select the Shipping Method you usually use to ship items to the customer—for example, the name of a shipping service.
	14. Enter or change the customer’s E-mail and Internet address.


	Document Delivery and Customer Inquiry Buttons
	1. Choose the Document Type for which you would like to set delivery options from the left- hand column.
	2. Choose from Paper, Email, or Fax in the Delivery Method box.
	Work With Cash Customers
	1. Select Customers from the Setup and Maintenance menu. The Customers screen appears.
	2. Enter CASH (or another specific ID) for the customer ID.
	3. Select Invoice Only in the Stmts/Invoices list box (to indicate no statements).
	4. Select Balance Forward in the Acct. Type list box.
	5. Enter a terms code, a distribution code, and a tax location. Leave the other fields blank.
	6. When you record cash invoices, enter CASH (or the ID you set up in step 1) in the Sold To field to record the transaction automatically.
	7. Click the New Record button on the toolbar. A blank Customers screen appears.
	8. Enter the required information on the rest of the tabs.

	Edit a Customer ID
	1. Select Customers from the Setup and Maintenance menu. The Customers screen appears.
	2. Select the ID of the customer to edit on the General tab. Information about the customer appears.
	3. Edit the information on the rest of the tabs.

	Delete a Customer ID
	1. Select Customers from the Setup and Maintenance menu. The Customers screen appears.
	2. Select the ID of the customer to delete on the General tab.
	3. Press the delete hot key (F3). When you delete a customer record, the customer’s comments are not automatically deleted.



	Sales Order
	Customer Pricing by Customer Level
	1. Select Customer Pricing by Customer Level from the Sales Order, Pricing menu.
	Customer Pricing by Customer Level Menu
	2. The Customer Pricing by Customer Level screen appears.
	3. Select a Customer Level to use for pricing items.
	4. Select an Item ID to set up pricing for that item. Accounts Receivable must be interfaced to Inventory to be able to select an item.
	5. The item’s Description appears.
	6. Select a Location ID to use for pricing.
	7. Select the Adjustment Base. The following list contains valid options:
	8. Select the Adjustment Type: amount or percent. The amount selection will add to or reduce the price by a currency(dollar) amount. The percent selection will add to or reduce the price by the percentage entered.
	9. Enter the Adjustment Amount. Use negative numbers to reduce the price; use positive numbers to increase the price. When entering percentage amounts enter the amount as a whole number. For example, if you are giving a 5% discount enter the discount...
	10. Check the box to apply Promotions to the adjustment; otherwise, clear the box. In other words, are you allowing the customer to have promotions applied on top of their regular customer level discount.


	Promo Codes
	1. Select Promo Codes from the Sales Order, Pricing menu.
	Promo Codes Menu
	2. The Promo Codes screen appears.

	Promo Codes Screen
	3. Enter the Promo Code. This code can be assigned to one customer or to a group of customers.
	4. Enter the Description of the promo code.


	Discount Promotions
	1. Select Discount Promotions from the Sales Order, Pricing menu.
	Discount Promotions Menu
	2. The Discount Promotions screen appears.

	Discount Promotions Screen
	3. Select or enter the Discount Promo ID.

	4. Enter the Description of the discount promo.
	5. Enter Line Item Verbiage you want to appear on the invoice for the sales order items the discount promo id is assigned to.
	6. Select the Type of detail to use for items when selecting the discount promo id on a sales order: Item ID or Product Line.
	7. Select the Item ID or Product Line from the available list. This list will depend on the type of detail you selected.
	8. Select the Type of date to be used to determine if the discount promo is valid.
	9. Select the Offset Account from the available list. The whole GL account is available for selection. The portion of the GL account displayed will depend on the business rule for Discount Promotions GL Account Display.
	10. Select if you want to use a Promo Y/N for the record to calculate the discount promotion.
	11. Select the Customer ID/Promo Code from the available list. The list displayed will depend on the Promo Y/N selection in the previous column. If the check box is blank a list of customers is available. If the box is checked a list of promo codes w...
	12. The Description for the Customer ID/Promo Code is displayed.
	13. Select the Adjustment Type: amount or percent. The amount selection will add to or reduce the price by a currency(dollar) amount. The percent selection will add to or reduce the price by the percentage entered.
	14. Enter the Adjustment Amount. Use negative numbers to reduce the price; use positive numbers to increase the price. When entering percentage amounts enter the amount as a whole number. For example, if you are giving a 5% discount enter the discoun...
	15. Select the Save button to save the discount promotion setup.



	Accounts Payable
	Distribution Codes
	1. Select Distribution Codes from the Accounts Payable, Setup and Maintenance menu.
	Distribution Codes Menu
	2. The Distribution Codes screen appears.

	Distribution Codes Screen
	3. If you are adding a distribution code, click the New Record button on the toolbar. A blank record appears.
	4. If you are adding a distribution code, enter one; otherwise, select one from the Distribution Code list box.
	5. When adding a distribution code, enter a Description of it.
	6. If Accounts Payable is interfaced with General Ledger, select the following GL accounts; otherwise, enter the following GL accounts:
	7. Close the screen to save your changes and return to the Main menu.


	Transaction Batch Codes
	1. Select Transaction Batch Codes from the Setup and Maintenance menu.
	Transaction Batch Codes Menu
	2. The Transaction Batch Codes screen appears.

	Transaction Batch Codes Screen
	3. Enter the Batch Code.
	4. Enter the Description of the batch.
	5. Accept the Status of the Purchases Journal and Miscellaneous Debits Journal that is displayed, or change it. The default status is Not Applicable. If invoices or debit memos are entered, the default is Unprinted. If you enter a new transaction aft...
	6. The batch is locked if it is unsuccessfully posted. To unlock a batch, click the Lock button. When a batch is locked, you cannot enter, edit, or post it. You will not see locked batches on the available batches list in the Purchases Journal and Po...
	7. Select the Permanent check box if you would like the AP application to keep the batch after it has been posted.



	MFG - Production
	Scrap Codes
	1. Select Scrap Codes from the MFG- Production, Setup and Maintenance menu.
	Scrap Codes Menu
	2. The Scrap Codes screen appears.

	Scrap Codes Screen
	3. Enter a Scrap Code to be used when entering a scrap amount when recording production information through shop floor.
	4. Enter a Description for the scrap code.
	5. Select whether the scrap code is Active YN. Checking the box activates the scrap code. Unchecking the box removes the scrap code from the available scrap codes in shop floor.
	6. Select the Save button to save the scrap codes setup.


	Downtime/Setup Reasons
	1. Select Downtime/Setup Reasons from the MFG- Production, Setup and Maintenance menu.
	Downtime/Setup Reasons Menu
	2. The Downtime/Setup Reasons screen appears.

	Downtime/Setup Reasons Screen
	3. Enter a Reason ID to be used when selecting the Downtime or Setup buttons on the Time screen in shop floor.
	4. Enter a Description for the reason code.
	5. Select the Save button to save the reason codes setup.

	Using Food Processing


	4
	Overview
	____ 1. Use Purchase Order Transactions to enter the purchases of your raw materials.
	____ 2. When your raw materials are received use the Warehouse Management, Receive Goods, or the Purchase Order Transactions receiving process to receive your raw materials into the TRAVERSE inventory.
	____ 3. When you receive your invoice from your vendor, use the Purchase Order Transactions invoicing process and Transaction Journals, posting to generate Accounts Payable open invoices.
	____ 4. Generate Production Orders using the MFG - Production, Production Orders function to begin the process of manufacturing your food products.
	____ 5. Use the Shop Floor functions to record the time spent, raw materials used and the final production quantities and lot numbers.
	____ 6. Use Sales Order, Orders to enter your new sales transactions.
	____ 7. Use Warehouse Management, Record Picked Orders or the Sales Order, Orders functions to record the quantities you have picked to fill your sales orders.
	____ 8. Use Sales Order, Orders to verify the picked and shipped quantities on your sales orders and generate invoices.
	____ 9. Use the Sales Order, Transaction Journals functions to print journals and post transactions to generate Accounts Receivable open invoices.
	____ 10. Use the Warehouse Management, Adjustments to adjust inventory quantities and add sub lots.

	Purchasing Process
	Purchase Order Transactions
	Working With Transactions
	Purchase Order Transaction Types
	Purchase Order Transaction Statuses
	Using the Purchase Order Transaction Function
	Transactions
	1. Select Transactions from the Purchase Order, Transactions menu.
	Transactions Menu
	2. The Transactions screen appears.

	Transactions Screen
	Transactions Screen - Header Tab
	3. Select a transaction number to work with or enter a new number. If you are entering a new transaction and you elected to use system-generated numbers in the Business Rules function, leave this field blank. The system creates a transaction number f...
	4. Select the Transaction Type for new transactions: New Order or New Return.
	5. Select a Batch Code for the transaction. The description of the batch appears for verification. This field is available only if you elected to use batch processing in the Business Rules function.
	6. The current date appears in the Trans Date field. Edit it if necessary.
	7. Select the Location ID for which you are purchasing or returning items, leave the field blank, or accept the default value. To speed entry of items that you send to different locations, leave this field empty.
	8. Select the Vendor ID for the transaction. The vendor’s currency exchange rate (if you use multicurrency) appears.
	9. Enter the requested shipping date in the Req Ship Date field.
	10. If you are entering a new transaction, the Copy button will be visible. Click the Copy button to copy information from a previous Purchase Order transaction with the same vendor.

	Transactions Screen - Copy Orders
	11. To copy an existing transaction, select the Copy button after selecting a Vendor ID.
	12. If you use multicurrency, the currency assigned to the vendor appears in the Currency ID field and cannot be changed. If you want to enter a transaction for a vendor in a different currency, set up a second vendor record. If you do not use multic...
	13. If you use multicurrency, select the Base Currency check box to view transaction amounts in your company’s base currency (specified in the System Manager Company Information function). Clear this box to view amounts in the vendor’s currency. ...
	14. If you use multicurrency, the most current daily exchange rate appears in the Exch Rate field. You can enter a different exchange rate before the transaction is saved or before you change tabs. Once the transaction is saved, you cannot change the...
	15. For a new order or return, enter the name of the person who made the purchase order or return in the Ordered By/Returned By field.
	16. Enter the name of the person who received the order or shipped the return in the Received By/Shipped By field.
	17. Click in the Notes field to enter notes specific to this transaction.

	Transactions Screen - Documents Tab
	1. The date you printed the purchase order appears in the Date Printed field. This field appears only if you printed the purchase order or debit memo for the transaction. Use the Print Orders function to print purchase orders for new orders, or click...
	2. Receipts and Invoices processed for this order are listed in the Receipt Number and Invoice Number columns.
	3. Click the Attachments button to enter comments or attach documents relating to this purchase order transaction.

	Transactions Screen - Ship-To Tab
	1. Enter or select a Ship-To ID. Use the Ship-To Addresses function to set up ship-to addresses. If you select an existing ship-to ID, address information for that ID appears.
	2. Enter or edit the method used to ship the items in the Ship Via field; for example, enter the name of a shipping service.
	3. Enter the free on board (F.O.B.) shipping terms. Common entries are destination (the vendor pays) and origin (your business pays). Another common entry is the name of a city, meaning the vendor pays to move the goods to the city and you pay to mov...
	4. Check the Drop Ship box to mark this transaction for drop shipment. The shipment will be shipped directly to another vendor or customer without being received through your system as inventory.
	5. Enter or edit the information in the Attention field.
	6. Enter or edit the Name.
	7. Enter or edit the Address in the Addr 1 and Addr 2 fields.
	8. Enter or edit the City and Region.
	9. Enter or edit the Country Code.
	10. Enter or edit the Postal Code. Use the System Manager Country Codes function to set up the input mask for the postal code.
	11. Click the View Map button in the toolbar to view a map of the vendor’s location generated by the mapping program you chose within System Manager. If you did not select Allow Web Features in the Business Rules function within System Manager, thi...

	Transactions Screen - Totals Tab
	1. The system displays the Taxable and Nontaxable amounts for the order.
	2. Enter the shipping charges in the Freight field.
	3. Select the Tax Class, if any, for the shipping charges.
	4. Enter any miscellaneous charges, such as handling charges, in the Misc. field.
	5. Select the Tax Class, if any, for the miscellaneous charges.
	6. Enter the Sales Tax amount.
	7. The total amount of the transaction (subtotal + freight charges + miscellaneous charges + sales tax) appears in the Total field.
	8. If you prepaid a portion of the purchase, enter the Prepayment amount.
	9. The Discount amount for the terms code entered on the Header tab appears. Change this amount if necessary.
	10. The total minus the prepayment and discount amounts appears in the Net Due field.
	11. Edit the Terms Code, Distribution Code, and Tax Group ID, if needed. If you use multicurrency, you can change the distribution code only if the Payables account associated with the new code is in either the base or the vendor’s currency. If any...
	12. Check the Taxable box if the transaction is taxable; otherwise, clear it.
	13. The first payment date is calculated from the number of due days in the terms code you entered on the Header tab. Edit this date, if necessary. This field does not appear for debit memos.
	14. To split payments, enter an amount for the first payment into the first Payment Amounts field. It must be less than the amount listed. The remaining payment appears in the second Payment Amounts field. These fields do not appear for debit memos.


	Order Totals
	Order Totals Screen
	Transactions Screen - Line Items Summary
	1. Enter the Item ID for the item you are purchasing or returning. An item ID is required only for Inventory or System Manager items. For example, you can leave the Item ID field blank and enter Miscellaneous Charge in the Description field to record...
	2. Enter or edit the item Description.
	3. Enter an additional description for the item in the Additional Disc field. This field is available only if you elected to use additional descriptions in the Business Rules function and you have moved the field to the columns using the Column Choos...
	4. If you entered a location ID on the Header tab, that ID appears in the Location ID field; otherwise, the first location ID set up for the item appears. Accept the default value or select the ID of the location for which you are purchasing the items.
	5. Enter the item quantity in the Ordered/Returned field.
	6. The default unit of measure appears in the Unit field. You can change it if an alternate unit of measure is set up for the inventory item and if the record has not yet been saved.
	7. The unit cost of the ordered or returned item appears in the Unit Cost field. If you interface Purchase Order with Inventory, the last cost of the inventory item appears. Change it, if necessary.
	8. The extended cost of the ordered or returned item (unit cost multiplied by quantity) appears in the Ord Ext Cost field. If you change it, the unit cost is automatically adjusted (extended cost divided by quantity).
	9. Check the Produced box to indicate the item was produced by the vendor.
	10. You may click on a column heading to sort the columns ascending or descending, using the selected column as the sort criteria.
	11. Click the Resequence button to save the sequence of the line items as currently displayed on the screen.

	Example: If you choose to sort by the Item ID column, you can then press Resequence and the system will retain that sequence for the line items. The purchase order will then print in that order, too.
	Transactions Screen - Detail Line Items Tab
	1. Enter the Item ID for the item you are purchasing or returning. An item ID is required only for Inventory or System Manager items. For example, you can leave the Item ID field blank and enter Miscellaneous Charge in the Description field to record...
	2. Enter or edit the item Description.
	3. Enter an additional description for the item in the Additional Disc field. This field is available only if you elected to use additional descriptions in the Business Rules function . If you elected to copy additional descriptions in System Manager...
	4. If you entered a location ID on the Header tab, that ID appears in the Location ID field; otherwise, the first location ID set up for the item appears. Accept the default value or select the ID of the location for which you are purchasing the items.
	5. Enter the requested shipping date in the Req Ship Date field. This field is available only if you elected to use requested ship dates on line items in the Business Rules function.
	6. The item’s status appears in the Status field. The system changes this value as you post transactions:
	7. Enter the item quantity in the Ordered/Returned field.
	8. The default unit of measure appears in the Unit field. You can change it if an alternate unit of measure is set up for the inventory item and if the record has not yet been saved.
	9. The unit cost of the ordered or returned item appears in the Unit Cost field. If you interface Purchase Order with Inventory, the last cost of the inventory item appears. Change it, if necessary.
	10. The extended cost of the ordered or returned item (unit cost multiplied by quantity) appears in the Ord Ext Cost field. If you change it, the unit cost is automatically adjusted (extended cost divided by quantity).
	11. The item quantity, unit cost, and invoiced or debited extended cost amounts appear in the remaining boxes. Use the Receipts and Invoices or Return Auth and Debit Memos dialog boxes to edit this information.
	12. Check the Produced box to indicate the item was produced by the vendor.
	13. Click Receipts/Invoices to view one of the following:
	14. Click Auth/Debit Memo to view one of the following:

	Transactions Screen - Items Detail Defaults Tab
	1. The account number appears in the GL Acct. field. Accept the default value or enter a GL account to which you want to post the line item. The account description appears under the account number.
	2. Select the Tax Class for the line item.
	3. Enter an additional General Ledger description in the GL Description field. The description you enter appears in the Description column of the GL Journal when you post the transaction.
	4. Select the Accrual Acct you want this item’s receipts to post to when receipts are posted.

	Transactions Screen - Item Detail Landed Cost Tab
	1. Select the Landed Cost ID from the drop-down menu, this needs to be FRT. The landed cost ID information appears on the right side.
	2. Make changes to the landed cost ID’s Description, Level, Cost Type, and Amount as necessary. These changes will be applied to this specific transaction line item only, and will not alter the saved Landed Cost ID.



	Purchase Order Deposits
	1. Enter your purchase order information as you normally would into the Header, Ship-To and Totals tabs and items area. See the Purchase Order Training Manual for more details on entering transactions.
	2. Select the Deposits tab to enter a deposit for the purchase order.
	Transactions Screen Deposits Tab
	3. Select the green plus (+) sign at the bottom of the tab to add a new deposit.
	4. Enter or accept the Deposit Date.
	5. Enter the deposit Amount to apply to this PO.
	6. Select the Bank Account ID to use for this deposit.
	7. If the deposit has already been paid by a method other than printing a check, enter the Check No.
	8. Enter any Notes for the deposit.
	9. Select the Print Check button to print a check for this deposit.
	10. The Print Check screen will appear. Print the check as you normally would print a check for a prepaid invoice. See the Purchase Order Training Manual for more details on printing online checks.
	11. When deposits have been posted the Posted box will be checked and the deposit can no longer be edited or deleted.
	12. The Deposit Available will be updated in the transaction header with the amount of the deposit.
	13. Print the Purchases Journal and Post Transactions as you normally would, selecting the batches with the deposit transactions in them. See the Purchase Order Training Manual for more details on printing journals and posting transactions.

	Post Transactions Accounts with Deposits

	Receive, Invoice and apply Deposits
	14. Receive and invoices as you normally would. Changes have been made to how the All works and adding and saving invoices manually.
	All button
	15. The all button can be used, but any Deposit Available value will be applied to the invoice.
	16. Select Receipts/Invoices above the items area to enter receipts and invoices by line item.
	17. Enter Receipts as you normally would for each line item received.
	18. Enter Invoices as you normally would for each line item that is being invoices.
	19. Select Apply Deposit to enter the deposit amount to apply to the invoice.
	20. Enter the Deposit Applied amount, Discount Amount if applicable and Due Date 1.
	21. Select Back to go back to the invoices screen and save the deposit applied amount.
	22. Once the deposit has been applied and saved the Deposits field will be filled in on the Invoice Totals screen on the Payments tab.
	23. Print the Purchases Journal and Post Transactions as you normally would, selecting the batches with the invoice transactions in them. See the Purchase Order Training Manual for more details on printing journals and posting transactions.
	24. Do your normal Pay Invoices process to Prepare Payments, print the Edit Register, Print Checks, print the Payment Register and Post Payments.
	25. Any deposits entered and posted through the PO will be treated as a prepayment.


	Item Command Buttons
	The Source Link button will display the Source Link dialog box.
	Transactions Screen - Source Link
	Project Screen

	Receiving and Invoicing Items
	Receipts/Return Auth Screen
	1. To display records for different line items, select the entry number of the line item in the Entry No box. Entry numbers for line items appear in the order in which you entered the line items; if you deleted a line item, non-sequential numbers may...
	2. If you use multicurrency and the vendor’s currency is a foreign currency, select the Base Currency check box to view amounts in your company’s base currency. Clear the check box to view amounts in the vendor’s currency. If you do not use mul...
	3. Enter or edit the Receipt Number or Return Auth number. You cannot duplicate receipt and return authorization numbers within the same line item.
	4. Edit the Date, Period, and Year, if necessary.
	5. Enter or edit the quantity of goods received or returned in the Qty box.
	6. Edit the Unit Cost of the goods received or returned, if necessary.
	7. Edit the extended cost in the Ext Cost box, if necessary.
	8. The Posted check box indicates whether this receipt or return authorization has been posted. TRAVERSE automatically checks this box when you post transactions.
	9. Enter the Shipping Container # the item was shipped in, if applicable.
	10. If you use multicurrency, enter or edit the Exchange Rate for the receipt.
	11. Enter the Total Landed Cost for the receipt.
	12. Enter the Total Pieces for the receipt for landed cost calculation.

	Invoice/Debit Memos Screen
	1. Enter the Invoice Number or Debit Memo number. You cannot duplicate invoice numbers within the same line item.
	2. Edit the Date, Period, and Year, if necessary.
	3. Edit the Unit Cost of the goods invoiced or returned, if necessary.
	4. Edit the extended cost in the Ext Cost box, if necessary.
	5. The Posted check box indicates whether this invoice or debit memo has been posted.
	6. If you use multicurrency, the Exch Rate box appears and lists the exchange rate on the Invoice/ Debit Totals dialog box. All line items for an invoice are invoiced at the same exchange rate. Edit the exchange rate for the invoice using the Invoice...
	7. When there is more than one receipt for a line item, the entry number details will be expanded to show the receipt records (See screen below). In each receipt record enter the quantity to invoice for that receipt record for this invoice. Click the...

	Edit Invoices Dialog Box
	Lotted Items Dialog Box
	Receipts/Return Auth Tab
	1. To view records for different lotted items, select the entry number of the line item in the Entry No box. Entry numbers for line items appear in the order in which you entered the line items; if you deleted a line item, non-sequential numbers may ...
	2. If you use multicurrency, select the Base Currency check box to view amounts in your company’s base currency. Clear the check box to view amounts in the vendor’s currency.
	3. Enter or edit the Receipt Number or Return Auth number. You cannot duplicate receipt numbers within the same line item. If you enter a new receipt number or return authorization, the Receipt Number/Return Authorization dialog box appears.
	4. Enter the Date and Period/Year or accept the default workstation date and current period and year.
	5. If you use multicurrency, select the exchange rate to use for the receipt. The Exch Rate box does not appear if you do not use multicurrency.
	6. The quantity of goods ordered or returned appears in the Qty Ord/Returned box.
	7. Enter or select the lot number in the Lot No. for this receipt. If you enter a new lot number the New Lot Number screen appears.
	8. Enter the lot’s Initial Date, Expiration Date, and a Comment (if desired). Click OK to save the new lot information and return to the Receipts/Returns screen.
	9. Enter or edit the quantity of goods received or returned in the Qty box.
	10. Edit the Unit Cost of the goods, if necessary.
	11. Edit the extended cost of the goods in the Ext Cost field, if necessary.
	12. The Posted check box indicates whether the receipt or return authorization has been posted.
	13. If you use multicurrency, the exchange rate you selected for the receipt or return authorization appears in the Exch Rate box.
	14. Enter a Comment. This field is not required.
	15. Click the Save button on the toolbar to save your changes and close the screen to return to the Transactions screen.

	Receive/Invoice or Return/Debit All Dialog Box
	1. Select the Receive All or Return All box to enter a receipt or return authorization for all items in the transaction.
	2. Enter the Receipt or Return Authorization Number.
	3. Enter the Date and Fiscal Period/Year, or accept the default workstation date and current period and year.
	4. If you use multicurrency and the transaction is for a vendor that uses a currency other than the base currency, enter the exchange rate at which to receive items in the Exch Rate box.
	5. Select the Invoice All or Debit All box to enter an invoice or debit memo for all of the items in the transaction. You must enter at least one receipt or return authorization before you can enter an invoice or debit memo for all of a transaction.
	6. Enter the Invoice or Debit Memo Number.
	7. Enter the Date and Fiscal Period/Year, or accept the default workstation date and current period and year.
	8. Click OK to apply the information to all items in the transaction. If serialized or lotted items are present in the transaction, dialog boxes appear where you can enter serial or lot information.
	9. Click Cancel to return to the Transactions screen. Your changes are not saved.


	Invoice Totals
	1. Click Invoice Totals/Debit Totals to view the Invoice Totals or Debit Totals dialog box. If you cannot edit the information in this dialog box, close the box, click Update, then click Invoice Totals/Debit Totals again.
	Invoice/Debit Memo Totals Dialog Box - Detail
	1. The Invoice or Debit Memo Number appears. Edit the Date, Period, and Year, if necessary.
	2. If you use multicurrency, select the Base Currency check box to view amounts in your company’s base currency. Clear the check box to view amounts in the vendor’s currency. If you do not use multicurrency, this check box does not appear.
	3. If you use multicurrency, the most current daily exchange rate appears in the Inv Exch Rate field. Change this exchange rate, if necessary. If you do not use multicurrency, this field does not appear.
	4. Enter or edit applicable shipping charges in the Freight field, then select the Tax Class for the shipping charges.
	5. Enter or edit the miscellaneous charges in the Misc. field, then select the Tax Class for the miscellaneous charges.

	Invoice Totals - Tax Adjustment Tab
	6. Select the Payments tab to enter prepaid amounts or divide the invoice totals into multiple payment periods.

	Invoice Totals Payments Tab
	7. On the Payments tab, enter or edit the Prepaid amount.
	8. Edit the calculated Discount amount, if necessary.
	9. The check number used for the prepayment appears in the Payment No field. Edit the number, if necessary. If you are printing an online check, leave this field blank. This field cannot be changed for debit memos.
	10. The Payment Date appears. Edit the date, if necessary, on invoices; you cannot edit the date on debit memos.
	11. Select the Bank Account ID for the check.
	12. If you use multicurrency, the currency assigned to the bank account appears in the Currency ID field and cannot be changed, and the most current daily exchange rate appears in the Exch Rate field. Change the exchange rate used for the prepayment,...
	13. The total minus the prepayment and discount amounts appears in the Payment 1 field. Edit this value, if necessary. This field does not appear on the Debit Totals screen.
	14. Edit the date payment is due in the Due Date 1 field, if necessary. The first due date is calculated from the number of due days in the terms code you entered. This field does not appear on the Debit Totals screen.
	15. Click Print, Check to open the Print Checks screen to print a check for the invoice. This button is not available for debit memos.

	Print Check Screen
	Command Buttons
	Print Orders Screen
	1. If you use additional descriptions, select the box to Print Additional Descriptions on the order; otherwise, clear the box.
	2. Enter a Message to print on the order. Leave the box blank if you do not want to add an additional message.
	3. If you use multicurrency, select the Print in Base Currency check box to print the order in the company’s base currency; otherwise, clear the box to print the order in the vendor’s currency. If you do not use multicurrency, this check box does...
	4. Select Reset, Preview, Output or Print.


	Command Buttons




	Purchase Order
	Check
	Working with New Order and New Return Transactions
	1. Select Transactions from the Transactions menu.
	2. Click the New Record button on the toolbar. A blank screen appears.
	3. Enter the transaction number if it is not automatically generated.
	4. Select the transaction type: New Order or New Return.
	5. Enter the required Header, Detail, Ship-To, Totals tab and Line Item information. If landed costs are to be used enter the FRT landed cost id for each item.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number. The transaction appears.
	3. Click Update.
	4. Edit the appropriate information. If you selected the Automatic Discount Update option in the Business Rules function, discounts are recalculated; otherwise, verify your discount change.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number. The transaction appears.
	3. Click Update.
	4. Click Receipts/Invoices button.
	5. Enter the Receipt Number and Receipt Date.
	6. Select the sequence number for the line item to apply the receipt to. Do this for each line item the receipt applies to.
	7. If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial number and lot information in the dialog box that appears.
	8. Enter the receipt information for each sequence number selected in the Receipts and Invoices dialog box.
	9. Enter the landed cost total receipt cost and total pieces.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number. The transaction appears.
	3. Click Update.
	4. Click All. The Receive/Invoice All dialog box appears.
	5. Select the Receive All check box; the Receipt Number, Date, and Period fields become active.
	6. Enter the receipt number, date, and period and click OK.
	7. If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial number and lot information in the dialog boxes that appear.
	8. Click OK to return to the Transactions screen, or select the Invoice All check box to enter an invoice for all line items in the transaction.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number and click Update.
	3. Click All. The Receive/Invoice All dialog box appears.
	4. Select the Invoice All check box; the Invoice Number, Date, and Period fields become active.
	5. Enter the invoice number, date, and period and click OK.
	6. If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial number and lot information in the dialog boxes that appear.
	7. Click OK.
	1. Select Transactions from the Transactions menu.
	2. Select the new return’s transaction number and click Update.
	3. Click the Line Items tab and select the line item for which to enter the return authorization.
	4. Click Auth/Debit Memo.
	5. Enter the Return Auth Number and Return Date.
	6. Select the sequence number for the line item to apply the RA to. Do this for each line item the RA applies to.
	7. If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial number and lot information in the dialog box that appears.
	8. Enter the RA information for each sequence number selected in the Return Authorization and Credit Memo dialog box.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number and click Update.
	3. Click All. The Return/Debit All dialog box appears.
	4. Select the Return All check box; the Return Auth, Date, and Period fields become active.
	5. Enter the return authorization information, date, and period and click OK.
	6. If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial number and lot information in the dialog boxes that appear.
	7. Click OK to return to the Transactions screen, or select the Debit All box to enter debit memo information for all line items in the transaction.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number and click Update when the transaction appears.
	3. Click All. The Return/Debit All dialog box appears.
	4. Select the Debit All box; the Debit Memo, Date, and Period fields become active.
	5. Enter the debit memo information, date, and period and click OK.
	6. If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial number and lot information in the dialog boxes that appear.
	7. Click OK.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number and click Update.
	3. Change the batch code.
	4. Delete a New Order or Return Transaction
	5. To delete a new order or new return transaction and the line-item entries associated with it, follow these steps:
	6. Select Transactions from the Transactions menu.
	7. Select the transaction number of the new order or new return to delete.
	8. Click Update.
	9. Press the delete hot key (F3). A confirmation message appears.
	1. Select Transactions from the Transactions menu.
	2. Enter an order, or select a new order transaction number. If you are working with an existing transaction, click Update.
	3. Click Online. The Print Orders screen appears.
	4. Select available options on the Print Orders screen and enter a message.
	5. Click Print.
	1. Select Print Orders from the Transaction Journals menu.
	2. Select the orders to print.
	3. Click Print.
	1. Select Transactions from the Transactions menu.
	2. Enter an invoice received transaction, or select an invoice received transaction. If you are working with an existing transaction, click Update.
	3. Click the Totals tab.
	4. Click Invoice Totals. The Invoice Totals dialog box appears in summary view.
	5. Click to open the dialog box’s detail view.
	6. Enter the prepaid amount, or accept the current amount.
	7. Enter the date for the check, or accept the current date.
	8. Click Print, Check. The Online Checks screen appears.
	9. Enter the check number and date, or accept the current values.
	10. Click Print.

	Working With Goods Received Transactions
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number. The transaction appears.
	3. Click Update.
	4. Select the tabs and fields to edit.
	5. Edit the information.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number. The transaction appears.
	3. Click Update.
	4. Click the Line Items tab.
	5. Select the line item entry with the receipt you want to edit.
	6. Click Receipts/Invoices. The Receipts and Invoices dialog box appears.
	7. Edit the receipt.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number and click Update.
	3. Enter the Invoice Number and Invoice Date.
	4. Select the sequence number for the line item to apply the invoice to. Do this for each line item the invoice applies to.
	5. If the item is lotted, serialized, or serialized and lotted, enter the lot, serial number, or serial number and lot information in the dialog box that appears.
	6. Enter the invoice information for each sequence number selected in the Receipts and Invoices dialog box.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number and click Update.
	3. Click Receipts/Invoices. The Receipts and Invoices dialog box appears.
	4. Select the receipt you want to delete.
	5. Select the Sequence number for the item you want to delete the receipt for and press the delete hot key (F3). You must delete all receipts for a line item before you can delete a line item from a goods received transaction.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number. The transaction appears.
	3. Click Update.
	4. Click the Line Items tab.
	5. Follow the steps for deleting receipts (above) until you have deleted all receipts for the line item. Close the Receipts and Invoices dialog box.
	6. Press the delete hot key (F3). A confirmation message appears.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number. The transaction appears.
	3. Click Update.
	4. Click the Line Items tab.
	5. Follow the steps for deleting receipts until you have deleted all receipts for all line items.
	6. Click the Header tab.
	7. Press the delete hot key (F3). A confirmation message appears.

	Working With Invoice Received Transactions
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number. The transaction appears.
	3. Click Update.
	4. Select the tabs and fields to edit.
	5. Edit the information.
	1. Select Transactions from the Transactions menu.
	2. Select the transaction number. The transaction appears.
	3. Click Update.
	4. Click Receipts/Invoices. The Receipts and Invoices dialog box appears.
	5. Click Invoice to go to the invoice screen.
	6. Select the invoice you want to delete.
	7. Select the Sequence number for the item you want to delete the invoice for and press the delete hot key (F3). You must delete all invoice for a line item before you can delete a line item from an invoice received transaction.

	Working With Return Authorization Transactions
	Working With Debit Memo Transactions
	Cancel a Transaction
	Warehouse Management Receive Goods
	1. Select Receive Goods from the Daily Work menu.
	Receive Goods Menu
	2. The Receive Goods screen appears (all fields are initially blank).

	Receive Goods Screen - Blank
	3. To locate transactions you should be receiving goods for that involve a specific order number or item ID, enter that Document No or Item ID and click Find. Orders that match this criteria are then listed in the window (to sort this list, click a h...

	Receive Goods Screen - Filled
	4. To record received quantities for a specific order, select the order in the window, click the New Record button , then enter information about the item you received in the boxes at the bottom of the screen.

	Create Lots Screen
	5. If you manually enter a Receipt and a new Lot number the New Lot Number screen appears.

	New Lot Screen
	6. Click the Receipt Attributes button to view any Quality Questions set up for receipts.
	7. Repeat the above step for all orders you receive, recording item quantities as you go.
	8. When you finish, click Confirm to approve your entries and update Inventory item quantities and transaction status, as appropriate.



	Receive Goods Confirm Report
	Manufacturing Processing
	Shop Floor Entry
	Logging Into Shop Floor
	1. Select Shop Floor Entry from the MP - Production, Production Orders menu.
	Shop Floor Menu
	2. The Shop Floor entry screen appears with only the Enter Your Access Code field activated.

	Shop Floor Screen - User Login
	3. Check the Use Keypad box if there is no keyboard attached to the touch screen workstation, or if you are using a tablet.
	4. Enter a valid access code into the Enter Your Access Code field.
	5. The Shop Floor screen is updated with the Orders button activated.


	Selecting an Order
	1. Select the Orders button to select a production order to work with.
	2. The Orders screen is displayed with the Order Number field activated and blank.
	Shop Floor - Orders Screen - Blank
	3. Select the Order Number lookup button to see a list of production orders, or enter the order number.
	4. The operations for the selected order are displayed.

	Shop Floor - Orders Screen - Filled
	5. Select the blue Operation ID you want to enter production information for, or select the Req ID lookup button to see a list of requirement IDs to select from.
	6. If there are Quality Questions set up for the operation the quality question screen is displayed.
	7. Select an Answer and enter Comments/Values to the question and save.
	8. Close the questions screen to return to the shop floor screen.
	9. The Operation, Rtg Step and Req ID are populated at the top of the screen.


	Viewing General Information
	1. Select the Gen Info button to view general information about the production order.
	Shop Floor - General Information Screen

	Entering Time
	Shop Floor - Time Screen
	1. When entering time worked on an operation, select the button that applies to the type of time spent working on the operation.
	2. Selecting one of the buttons will start the time recorded for the operation.
	3. A record will be added with the Type, Start Date and Start Time filled in based on the workstation date and time. Accept the time shown, or enter the start date and time.
	4. If Setup or Downtime is selected a Downtime/Setup reason may be selected to indicate the type of setup or downtime.
	5. If a Quality Question has been set up for the Setup of the operation the Quality Question screen will be displayed.
	6. Select an Answer and enter Comments/Values to the question displayed. Save and close the questions screen.
	7. To stop time recording select the time record you are stopping and select the Stop button. Accept the time filled in, or edit the finish date and time.
	8. When time recording is stopped, the Finish Date and Time are filled in. The Hours and Minutes are calculated from the difference between the start time and finish time.
	9. A time record may be deleted by selecting the time record to delete and selecting the Delete button. A confirmation box is displayed. Select Yes to delete the time record, or No to go back to the time screen without deleting.


	Entering Materials Used
	1. Click the Materials button to go to the materials screen.
	Shop Floor - Materials Screen
	2. Select the blue Component ID to enter the quantity used.
	3. The Record Materials Used/Scrapped screen is displayed.
	4. The Component Id, Location Id and Description are displayed and cannot be edited.
	5. Enter the Date the component was used or accept today's default date.
	6. If the item is lotted it is required that a Lot number be selected.
	7. If Warehouse Management is being used select a Bin and Container. The bins and containers listed will be the bins and containers where the item is currently being stored.
	8. If you are at a machine that displays a Beginning Quantity and Ending Quantity, enter those quantities. Otherwise leave them at 0.00.
	9. Enter the Quantity used.
	10. Accept the UOM default unit of measure or select a unit of measure.
	11. Enter a Variance Code if applicable.
	12. Enter a Scrapped quantity if applicable.
	13. Enter a Scrap Code, if a scrapped quantity has been entered.
	14. Select Save to save the information entered and return to the materials screen, or select Cancel to exit and return to the materials screen without saving.
	15. After the quantity used has been saved the information entered on the Record Materials Used/Scrapped screen is displayed on the bottom half of the materials screen.
	16. Select the next component used, if applicable, and follow the steps above to record the used quantity.
	17. Click the Save button when you are finished entering the component quantities used.


	Recording Production
	Shop Floor - Production Screen
	1. The order information for the selected production order is displayed at the top of the screen.
	2. The Assembly ID, Revision No, Location ID, Qty Order, Qty Produced, Remaining and Units are displayed in the top portion of the screen and cannot be edited.
	3. Item ID is the Assembly ID and cannot be changed.
	4. Enter the Date of production or accept the default - today's date.
	5. If the Item ID is lotted, the Lot Number field is visible and the Lot number is automatically set to be a combination YYMMXXXX, where xxxx is a sequential number. For example 15010001.
	6. If Warehouse Management is used enter a Bin and/or Container you are going to put the finished product into.
	7. Enter the total Weight of the production. This is an optional entry field.
	8. Enter the Unit of measure for the weight entered.
	9. Enter the quantity produced in the Qty Produced field.
	10. The Unit of measure used for the item in the BOM is displayed and cannot be changed.
	11. Enter a Variance Code if the quantity produced is different than the quantity originally entered on the production order.
	12. Enter the Qty Scrapped to record the quantity of the finished product has been scrapped.
	13. Enter the Unit of measure of the scrapped quantity, or accept the default unit.
	14. Enter a Scrap Code to indicate the reason for scrapping the products.
	15. Enter No of Boxes/Labels to tell the printing process how many labels to print.
	16. Enter Max. Items Per Box if needed. This field is used to determine if enough No of Boxes/Labels has been entered based on the Qty Produced.
	17. Press the Save button to save the production entry and the following things are done:


	Print Labels Button
	Questions Button
	Attachments Button
	Finishing Production
	1. Select the Users button to display the Users screen.
	2. All users' logins and operations accessed are displayed.
	3. Click the Logout button for the user and operation you want to log out of.
	4. The Access Code dialog box is displayed.
	5. Enter your access code and click OK to log you out of the selected operation.

	Completing Production Orders (Outside Shop Floor)


	Recording Sales
	Orders
	Orders Screen
	1. Select Orders from the Sales Order, Transactions menu.

	Orders Menu
	2. The Orders screen appears with the header tab displayed.

	Quotes Screen - Header Tab
	Orders Screen - Header Tab
	RMAs Screen - Header Tab
	Credit Memos - Header Tab
	3. The Orders screen appears, defaulted to the edit mode.

	4. To edit an order select the order and click Update.
	5. To add a new order select the New Record button from the toolbar.
	6. To change the transaction type to a type other than the default of New, select the Transaction Type: New, Invoice, Price Quote, Credit Memo, or RMA. The transaction type appears for existing transactions and cannot be changed.
	7. Select the Transaction Number of a transaction to work with, or enter a new transaction number. If you are entering a new transaction and you elected to use system-generated numbers in the Business Rules function in System Manager, leave this fiel...
	8. The current workstation date appears in the Transaction Date box. Edit it, if necessary.
	9. Select or edit the customer ID in the Sold To box.
	10. Enter or edit the customer’s purchase order number in the PO Number box.
	11. The current workstation date appears as the PO Date. Edit it if necessary.
	12. Enter Notes or view any notes specific to this transaction.
	13. If you use batch processing, select or edit the Batch Code for the transaction.
	14. Enter or edit the Location ID from which you are selling the items, or accept the current value as set up in System Manager. The ID you enter also appears on the Item Detail tab.
	15. The current date appears in the Req Ship Date box. Edit this requested ship date, if necessary.

	16. Enter the Buyer PO Number if the sales order is being sold to a broker.
	17. The current period and year appear in the GL Pd/Year boxes. Edit these values, if necessary.
	18. If you use multicurrency, the Currency ID you assigned to the customer’s record appears and cannot be changed. If you want to enter transactions for this customer in a different currency, set up a second customer record.
	19. If you use multicurrency, the most recent daily exchange rate from the System Manager Currency Exchange Rates function appears in the Exch Rate box. You can enter a different rate (or press F6 to open the System Manager Currency Exchange Rates fu...
	20. If you are entering a new transaction, the Copy button will be visible. Click the Copy button to copy information from a previously posted Sales Order transaction for this customer.
	Copy Transaction Dialog Box
	Transactions Screen - Customer Order History Inquiry
	21. If you are editing an existing transaction or have assigned a transaction number to your transaction, the Copy button will be greyed out and the Update button will be available. Click Update to edit existing transactions.
	22. If you are working with a credit memo, enter the number of the invoice against which you want to apply the credit in the Original Invoice field. This field appears only for credit memos.
	23. Click the Attachments button to enter comments or attach documents relating to this customer.

	Orders Screen - Quotes - Documents Tab
	Orders Screen - Orders - Documents Tab
	Orders Screen - RMAs - Documents Tab
	Orders Screen - Credit Memos - Documents Tab
	1. Enter or edit the purchase order number in the PO Number field.
	2. The current workstation date appears as the PO Date. Edit it if necessary.
	3. After you print picking slips, the picking slip number assigned to the transaction appears in the Pick Slip No field. Edit this value if necessary.
	4. When you verify the invoice, the system enters the current date in the Actual Ship Date field. Edit this date if necessary.
	5. The system enters invoice, price quote, and credit memo numbers in the Invoice Number/Quote Number/Credit Memo No field when you print forms using the Online button.
	6. The current workstation date appears as the Invoice/Quote/Credit Memo Date. Edit it, if necessary.
	7. Below the Pick Slip No and Invoice Number/Quote Number/Credit Memo No are fields containing processed pick slips or invoices associated with that order. Click on the blue highlighted fields for drill-down information pertaining to those documents.

	Transactions Screen - Bill-To Tab (All Types)
	1. The Bill-To ID on this tab comes from the bill-to customer you set up in the customer setup on the accounts receivable setup and maintenance menu. When adding a new transaction you may select either the sold-to or bill-to customer ID. The bill-to ...
	2. Select or edit the Customer Level. This box is available only if you chose to allow the customer level to be changed in the Business Rules function. Use the Customer Levels function to define customers or groups of customers.
	3. When you select a customer ID, the sales rep ID and commission percentage, Terms Code, Distribution Code, and Tax Group ID associated with that customer appear. Edit this information, if necessary. Each sales representative can receive up to 100 p...
	4. If you use multicurrency, you can change the distribution code only if the Receivables account associated with the new distribution code is in either the customer’s or the base currency. If any open invoices or transactions exist for the custome...

	Transactions Screen - Ship-To Tab (All Types)
	1. If you set up a ship-to address for the customer in the Accounts Receivable Ship-To Addresses function, select that ID in the Ship-To ID combo box. Only the ship-to ID for that customer appears in the list; addresses for other customers are not in...
	2. Select the method you usually use to ship items to this ship-to address in the Ship Method/Via box. A description appears. Use the Accounts Receivable Shipping Method Codes function to set up these ship codes.
	3. Enter information, for example, a tracking number, in the Ship Number box. The ship number prints on the invoice.
	4. Enter or edit the customer’s Name.
	5. Enter or edit the customer’s shipping Address. Press Ctrl + Enter to start a new line in the Address 2 box.
	6. Enter or edit the City.
	7. Enter or edit the Region.
	8. Select the Country.
	9. Enter the Postal Code. Use the System Manager Country Codes function to set up the postal code input mask.

	Orders Screen - Tax Tab (All Types)
	1. The Tax Group ID associated with that customer appears. Edit this information, if necessary.
	2. The Taxable box is selected if the customer is set up as a taxable customer in the Accounts Receivable Customers function. Clear the box if the transaction is nontaxable.
	3. Select the Adj box next to the tax location for which you want to enter an adjustment.
	4. Enter an adjustment amount in the Tax Adjustment field if you want to adjust the resulting total because of, for example, jurisdictional limits on the amount of tax assessed on an invoice. The tax adjustment amount is posted separately from the ta...
	5. Select the Tax Class for the adjustment.
	6. The total sales tax amount appears in the Net Sales Tax box.

	Orders Screen - Payments Tab (All Types)
	1. If you use batch processing, select the Deposit ID batch code from your Cash Receipts batch codes list.
	2. The current workstation date appears in the Payment Date box. Change it if necessary.
	3. Enter the payment Amount.
	4. If you use multicurrency, the customer’s currency appears in the Currency ID box for your reference and cannot be changed.
	5. If you use multicurrency, the most current daily exchange rate appears in the Exch Rate box. You can enter a different rate (or press F6 to open the System Manager Currency Exchange Rates function).
	6. If you do not use multicurrency, this box does not appear.
	7. The payment method set up in the customer record in Accounts Receivable appears in the Method of Payment box. Change this payment method if necessary.

	Transactions Screen - Totals Tab(All Types)
	1. Enter or edit the shipping charges in the Freight box, if applicable.
	2. Select the Tax Class to apply to the freight charge.
	3. Enter or edit any miscellaneous charges in the Misc box, if applicable.
	4. Select the Tax Class to apply to the miscellaneous charge.
	5. If you use multicurrency, any amount you gained or lost due to exchange rate differences between that noted on the Header tab and those noted on payments appears in the Gain/Loss box. If you do not use multicurrency, this box does not appear. Sele...

	Transactions Screen - Item Summary - Orders and Price Quotes
	Transactions Screen - Item Summary - RMAs and Credit Memos
	Example: If you choose to sort by the Item ID column, you can then press Resequence and the system will retain that sequence for the line items. The acknowledgement, pick slip, packing list and invoice will then print in that order, too.
	1. Enter or edit the Item ID. If you interface Sales Order with Inventory, you can select inventory items and enter aliases for item IDs.
	2. Edit the item Description, if necessary.
	3. Enter or edit the additional description of the item in the Additional Desc field. This field is available only if you elected to use additional descriptions in the Business Rules function of System Manager.
	4. The Location ID entered on the Header tab appears. Change it, if necessary.
	5. Enter the number of items ordered in the Qty Ordered field. If you interface Sales Order with Inventory, the quantity ordered is committed in Inventory. If backordered quantities exist after the transaction is posted, the box is updated with the b...
	6. Enter or edit the Unit of measure for the item, if necessary.
	7. If you have the Warehouse Management application installed, click on the Detail button to view the Extended Quantity Entry screen. On this screen you can select Bins and Containers to take the item from to fill the sales order. You can have severa...
	Item Quantity View Screen


	8. When the Picking Slip is printed with a Bin and Container selected the Bin and Container will print on the Picking Slip.
	9. The quantity needed to fill the sales order is displayed in the Qty Needed field. This field is for display purposes only and will be updated if the quantity ordered is edited. This quantity is here so we know what quantity is remaining to fill if...
	10. The number of units shipped appears in the Qty Shipped field. After you verify an order, you ship units in full or partial quantities. If you ship all quantities, this field is set equal to the quantity ordered; if not, it is set to zero. After t...
	11. The number of units backordered appears in the Qty Backordered field. This field is updated when you post transactions if the quantity ordered is greater than the quantity shipped. This field becomes available after you verify and ship the order.
	12. Select the Unit of measure to use for this item, or accept the default.
	13. The Unit Price, calculated from the pricing structure assigned to the item, appears. Accept the current value or edit the unit price. The unit price will be the price set up for the Default UOM Price unit of measure on the Price Info tab in the i...
	14. The extended price (unit price multiplied by quantity shipped) appears in the view-only Ext Price field. If you edit the unit cost, the extended price is recalculated accordingly.
	15. The Catch Weight Item box will be checked, if the items is indicated as a catch weight item in the inventory item setup.
	16. The Total Weight will be calculated by using the Ordered Quantity times the Weight value in Item setup for the Ordered Unit of Measure.
	17. The Weight Unit Price will be calculated by using the Extended Price divided by the Total Weight.
	18. The Total Fixed Weight is calculated and filled in, if the item selected has the Fixed Weight Item box selected in the item setup. The Total Fixed Weight is calculated using he Ordered Quantity times the Weight value in Item setup for the Ordered...
	19. The current date appears in the Req Ship Date field. Edit this requested ship date, if necessary.
	Orders Screen - Quotes and Order - Line Items Tab
	Transactions Screen - RMAs and Credit Memo - Line Items Tab
	1. Enter or edit the Item ID. If you interface Sales Order with Inventory, you can select inventory items and enter aliases for item IDs.
	2. Edit the item Description, if necessary.
	3. Enter or edit the additional description of the item in the Additional Desc field. This field is available only if you elected to use additional descriptions in the Business Rules function of System Manager.
	4. The Location ID entered on the Header tab appears. Change it, if necessary.
	5. Enter the number of items ordered in the Qty Ordered field. If you interface Sales Order with Inventory, the quantity ordered is committed in Inventory. If backordered quantities exist after the transaction is posted, the box is updated with the b...
	6. Enter or edit the Unit of measure for the item, if necessary.


	7. When the Picking Slip is printed with a Bin and Container selected the Bin and Container will print on the Picking Slip.
	8. The quantity needed to fill the sales order is displayed in the Qty Needed field. This field is for display purposes only and will be updated if the quantity ordered is edited. This quantity is here so we know what quantity is remaining to fill if...
	9. The number of units shipped appears in the Qty Shipped field. After you verify an order, you ship units in full or partial quantities. If you ship all quantities, this field is set equal to the quantity ordered; if not, it is set to zero. After th...
	10. The number of units backordered appears in the Qty Backordered field. This field is updated when you post transactions if the quantity ordered is greater than the quantity shipped. This field becomes available after you verify and ship the order.
	11. The current date appears in the Req Ship Date field. Edit this requested ship date, if necessary.
	12. The Unit Price, calculated from the pricing structure assigned to the item, appears. Accept the current value or edit the unit price.
	13. The extended price (unit price multiplied by quantity shipped) appears in the view-only Ext Price field. If you edit the unit cost, the extended price is recalculated accordingly.
	Orders Screen - Defaults Tab (All Types)
	1. Select the General Ledger account code to identify the General Ledger sales and COGS accounts in the Acct Code field, or leave this field blank.
	2. If you interface Sales Order with Inventory and you select an inventory item, the General Ledger sales account, COGS account, and inventory account numbers corresponding to the account code you set up for the item in the Inventory Items and Accoun...
	3. Edit the Sales Category and Tax Class assigned to the item, if necessary.
	4. If you interface Sales Order with Inventory, the Price ID you set up for the item in the Inventory Items or Item Locations and Price Structures functions appears. Edit this price ID, enter a new one, or leave the field blank.

	Orders Screen - Discount Tab (All Types)
	1. Select the Discount Type you would like to apply to the line item. If you choose to discount the item by amount, enter the Discount Amount. If you choose to discount the item by percentage, enter the Discount Percent.
	2. The adjusted order price is displayed in the Ext Price field, and the new unit and extended price are also displayed for the line item.

	Orders Screen - Commissions Tab (All Types)
	1. The Sales Rep ID and commission percentages associated with the customer appear. Edit this information, if necessary. Each sales representative can receive up to 100 percent of a sale.
	2. The Unit Cost of the item appears if you elected to display unit cost in the Accounts Receivable, Business Rules function.
	3. The extended cost (unit cost multiplied by quantity) appears in the view-only Ext Cost field. This field appears only if you elected to display unit cost in the Accounts Receivable, Business Rules function.
	4. The setting and display of the Commission Basis value is based upon the Display Commission Basis on Line Items business rule in System Manager. When the rule is disabled, the basis value will remain in sync with the Unit Cost and will be updated t...

	Line Item Command Buttons
	1. Re-sequence - This function allows you to re-sequence the order the items appear. If you deleted a line item, non-sequential numbers may appear in the combo box when receiving items, even though line items appear sequentially on the Item Detail tab.
	2. If you have the Warehouse Management application installed, click on the Detail button to view the Extended Quantity Entry screen. On this screen you can select Bins and Containers to take the item from to fill the sales order. You can have severa...

	Item Quantity View Screen
	Lot No Entry Dialog Box
	3. Click PO Req to create a new purchase order or requisition for the item by inserting a record in the Purchase Order Transactions or Requisitions functions. This button appears only if Purchase Order is installed.
	4. Disc Promo - This button will show the Discount Promos dialog box.
	5. Completed - This button is a toggle to view or hide the items on the purchase order that have a status of Completed. Clicking the button will either hide or display the items that are completed.

	Transaction Screen - Command Buttons
	1. Click Update to unlock a transaction to allow you to edit the transaction or perform another function on the transaction displayed.
	2. Click the Copy to copy the line item information of a posted sales order transaction. This button is only available after you choose a customer, but becomes unavailable once you begin entering line item information.
	3. Click Print to print an online invoice, order acknowledgement, picking slip, packing list, RMA, or price quote.
	4. Click Extended to view the Total Weight and Gross Profit Margin for the whole sales order.
	5. Click Verify to verify a new order. A message box appears asking you whether to ship all items. Click Yes to verify and ship all items. Click No if you want to verify the order but do not want to ship all items.
	6. Click Live to change the transaction’s status to New for a Price Quote and commit items. Click the Live button to change the transaction’s status to Credit Memo for an RMA. This button only appears for Price Quote and RMA type transactions.
	7. Click the New Record button to enter a new transaction.
	8. Click Rem Credit to view the customer’s credit limit, open invoice balance, current transaction balance, and remaining credit. The Credit dialog box appears.

	Credit Dialog Box
	Online List Dialog Box
	Print Online Invoice Screen
	1. Edit the invoice date, if necessary.
	2. Select a message for the invoice. Invoice messages are set up in the Accounts Receivable Invoice Messages function.
	3. Select the check box to print additional descriptions on the invoice; otherwise, clear the check box. This option is available only if you elected to use additional descriptions in the Accounts Receivable, Business Rules function.
	4. If you use multicurrency, select the check box to print the invoice in the company’s base currency; otherwise, clear the check box to print it in the customer’s currency. This option is available only if you use multicurrency and the transacti...
	5. Select the check box to Print The Federal Tax ID for the current company; otherwise, clear the check box.
	6. Select the check box to Print Kit Detail; otherwise, clear the check box. You can only see kit detail if you have the Bill of Material application and you have kits set up there.
	7. Select Reset, Preview, Print or Output.





	Invoice
	Credit Memo
	Print Online Order Acknowledgement Screen
	1. If you use multicurrency, select the check box to print the acknowledgement in the base currency; otherwise, clear it to print the acknowledgement in the customer’s currency. This option is available only if you use multicurrency and the transac...
	2. Select the check box to print Additional Descriptions on the order acknowledgement; otherwise, clear the check box. This option is available only if you elected to use additional descriptions in the Business Rules function.
	3. Select the check box to Print The Federal Tax Id for the current company; otherwise, clear the check box.
	4. Select the check box to Print Kit Detail; otherwise, clear the check box. If you elected to print kit detail on order acknowledgements in the Bill of Material Business Rules function, this check box is automatically selected.
	5. Check the box to print Completed Line Items on your order acknowledgement.
	6. Select a message for the acknowledgement. Messages are set up in the Accounts Receivable Invoice Messages function.
	7. Select Reset, Preview, Print or Output.


	Order Acknowledgement
	Print Online Picking Slip Screen
	1. Select the check box to Print Additional Descriptions on the picking slip; otherwise, clear the box. This option is available only if you elect to use additional descriptions in the Accounts Receivable, Business Rules function.
	2. Select the check box to Print Bar Codes on the picking slip; otherwise, clear the check box.
	3. Select the check box to Print Kit Detail on the picking slip; otherwise, clear the check box. If you elected to print kit detail on picking slips in the Bill of Material Business Rules function, this check box is automatically selected.
	4. Edit the Starting Number, if necessary.
	5. Select Reset, Preview, Print or Output.


	Picking Slip
	Print Online Packing List Screen
	1. Select the check box to Print Additional Descriptions on the packing list; otherwise, clear the box. This option is available only if you elect to use additional descriptions in the Accounts Receivable, Business Rules function.
	2. Select the check box to Print Bar Codes on the packing list; otherwise, clear the check box.
	3. Select the check box to Print Kit Detail on the packing list; otherwise, clear the check box. If you elected to print kit detail on packing lists in the Bill of Material Business Rules function, this check box is automatically selected.
	4. Edit the Starting Number, if necessary.
	5. Select Reset, Preview, Print or Output.


	Packing List
	Print Online Quote Screen
	1. If you use multicurrency, select the check box to print the quote in your base currency; otherwise, clear the check box to print it in the customer’s currency. This option is available only if you use multicurrency and the transaction is entered...
	2. The current date appears as the Invoice Date. Edit this date, if necessary.
	3. Select a message for the quote. Messages are set up in the Accounts Receivable Invoice Messages function.
	4. Select the check box to Print Additional Descriptions on the quote; otherwise, clear the check box. This option is available only if you elected to use additional descriptions in the Business Rules function.
	5. Select the check box to Print The Federal Tax Id for the current company; otherwise, clear the check box.
	6. Select the check box to Print Kit Detail; otherwise, clear the check box.
	7. Select Reset, Preview, Print or Output.


	Price Quote
	Print Online RMA Screen
	1. If you use multicurrency, select the check box to print the RMA in your base currency; otherwise, clear the check box to print it in the customer’s currency. This option is available only if you use multicurrency and the transaction is entered i...
	2. The current date appears as the Invoice Date. Edit this date, if necessary.
	3. Select a message for the RMA. Messages are set up in the Accounts Receivable Invoice Messages function.
	4. Select the check box to Print Additional Descriptions on the RMA; otherwise, clear the check box. This option is available only if you elected to use additional descriptions in the Business Rules function.
	5. Select the check box to Print The Federal Tax Id for the current company; otherwise, clear the check box.
	6. Select the check box to Print Kit Detail; otherwise, clear the check box.
	7. Select Reset, Preview, Print or Output.


	RMA
	Task Summary
	1. Select Orders from the Transactions menu.
	2. Select Quote from the Transaction Type list.
	3. Click the Header tab and enter the required information.
	4. Click the Line Items tab below the list area.
	5. Select or enter the items and quantities for which to obtain a quote.
	1. Select Orders from the Transactions menu.
	2. Select the Quote from the Transaction No. list.
	3. Select a price quote transaction number. The price quote appears.
	4. Click Update.
	5. Edit the price quote.
	1. Select Orders from the Transactions menu.
	2. Enter a price quote, or select a price quote transaction and click Update.
	3. Click Print.
	4. Click Quote.
	5. Click Print.
	1. Select Orders from the Transactions menu.
	2. Select a price quote transaction number. The price quote appears.
	3. Click Update.
	4. Press the delete hot key (F3) or click the delete record button on the toolbar.
	1. Select the Delete Quotes function from the Periodic Processing menu.
	2. Specify the cutoff date for purging price quotes.
	3. Click OK.
	1. Select Orders from the Transactions menu.
	2. Select a price quote transaction number. The price quote appears.
	3. Click Update.
	4. Click Live. A message box appears.
	5. Click OK to convert the price quote to a new order.
	1. Select Orders from the Transactions menu.
	2. Click the New record button and enter the required information.
	3. Select the Line Items tab below the list area.
	4. Select or enter the item ID, and enter the quantity ordered.
	1. Select Orders from the Transactions menu.
	2. Select a new order transaction number. The transaction appears.
	3. Click Update.
	4. Edit the new order.
	1. After you enter a new order, print the picking slip online or use the Print Picking Slips function to print the picking slip.
	2. Send the picking slip to a stockroom employee to determine what portion of the order can be filled.
	3. When the picking slip is returned, select Orders from the Transactions menu and enter the order’s transaction number.
	4. Click Update.
	5. Click Verify. A dialog box appears.
	6. Click Yes if you are shipping all ordered items; otherwise, click No. The Serial/Lot Number Entry screen appears if you interface Sales Order with Inventory and if any of the items are lotted or serialized. You must enter lotted and serial informa...
	1. Select Orders from the Transactions menu.
	2. Select Invoice as the transaction type.
	3. Enter the required information.
	4. Select the Line Items section.
	5. Enter the item ID and the quantity ordered and shipped. The Serial/Lot Number Entry screen appears if you interface Sales Order with Inventory and the item is lotted or serialized. You must enter the lotted and serial information.
	1. Select Orders from the Transactions menu.
	2. Select an invoice transaction number. The invoice transaction appears.
	3. Click Update.
	4. Edit the invoice.
	1. Select Orders from the Transactions menu.
	2. Enter an invoice or select an invoice transaction and then click Update.
	3. Click Print.
	4. Select Invoice. The Print Online Invoice screen appears.
	5. Click Print.
	6. Select options as needed.
	1. Select the Print Invoices function from the Transaction Journals menu.
	2. Verify the information completed.
	3. Select the Batch(s) to print invoices for.
	4. Enter the starting invoice number in the First Invoice No box.
	5. Click Print.
	1. Select Orders from the Transactions menu.
	2. Select RMA from the Transaction Type list.
	3. Click the Header tab and enter the required information.
	4. Click the Line Items tab below the list area.
	5. Enter the item ID and the quantity authorized. The Serial/Lot Number Entry screen appears if you interface Sales Order with Inventory and the item is lotted or serialized. You must enter the lotted and serial information.
	6. Enter a Reason Code for the merchandise return in the Line Items tab if desired.
	1. Select Orders from the Transactions menu.
	2. Select an RMA transaction number. The RMA appears.
	3. Click Update.
	4. Edit the RMA.
	1. Select Orders from the Transactions menu.
	2. Enter a RMA, or select an RMA transaction number. If you select an existing RMA transaction, click Update.
	3. Click Print.
	4. Select RMA. The Print Online RMA screen appears.
	5. Click Print.
	1. Select Orders from the Transactions menu.
	2. Select the RMA transaction to be processed.
	3. Click Update.
	4. Enter the Qty Returned.
	5. When all items have been returned, click Live to change the RMA to a credit memo.
	1. Select Orders from the Transactions menu.
	2. Select Credit from the Transaction Type list.
	3. Click the Header tab and enter the required information.
	4. Click the Line Items tab below the list area.
	5. Enter the item ID and the quantity ordered. The Serial/Lot Number Entry screen appears if you interface Sales Order with Inventory and the item is lotted or serialized. You must enter the lotted and serial information.
	1. Select Orders from the Transactions menu.
	2. Select a credit memo transaction number. The credit memo appears.
	3. Click Update.
	4. Edit the credit memo.
	1. Select Orders from the Transactions menu.
	2. Enter a credit memo, or select a credit memo transaction number. If you select an existing credit memo transaction, click Update.
	3. Click Print.
	4. Select Credit Memo. The Print Online Invoice screen appears.
	5. Click Print.
	1. Select Order from the Transactions menu.
	2. Enter a new order.
	3. Verify the order.
	4. Select No to the Ship all message.

	Record Picked Orders
	1. Select Record Picked Orders from the Daily Work menu.
	Record Picked Orders Menu
	2. The Record Picked Orders screen appears (all fields are initially blank).

	Record Picked Orders Screen - Blank
	3. To locate transactions that involve a specific order number or item ID, enter that Order No or Item ID and click Find. Orders that match this criteria are then listed in the window (to sort this list, click a heading).

	Record Picked Orders Screen - Filled
	4. To record picked quantities for a specific order, select the order in the window, click the New Record button ,enter information about the picked item using the Lot, Qty, Unit, Bin, and Container fields on the Transactions tab.
	5. The Weight of the quantity in the lot selected will be displayed.

	Record Picked Orders - Order Info Tab
	6. Repeat the above step for all orders you pick, recording item quantities as you go.
	7. To fill all item quantities for orders that share the same order number, release or dispatch number, and requirement ID number, click Fill All. Warehouse Management automatically updates all order item quantities with the required number.
	8. When you finish, click Confirm to approve your entries and update Inventory item quantities and transaction status, as appropriate.



	Confirm Picked Orders Log
	Warehouse Management Adjustments
	1. Use the Adjustments function to enter or edit adjustment transactions.
	2. Print the Adjustments Journal from the Reports and Worksheets menu to record the adjustment information you’ll be posting as part of your audit trail.
	3. Use the Post Adjustments function to post adjustment information to history, create entries in the account you specify for adjustment costs, and update inventory item quantities.
	1. Select Adjustments from the Daily Work menu.
	Adjustments Menu
	2. The Adjustments screen appears.

	Adjustments Screen
	3. To enter information about a new adjustment, click the New Record button on the toolbar.
	4. If you use batch processing, enter the Batch Code. This box appears only if you chose to use batch processing in the Business Rules function.
	5. Select the adjustment Type: Increase or Decrease.
	6. Select the Item ID to adjust the quantity for. The Item Description is displayed.
	7. Select the Location ID for which you want to adjust quantities. The Location Description is displayed.
	8. Select the Unit of measure for the adjustment.
	9. Enter or edit the Adjustment Quantity (use positive numbers only; the Type you selected above determines how the calculation is performed).
	10. Enter or select the Lot Number the adjustment applies to. If you entered a new lot number the New Lot Number screen appears.
	11. Select the Bin and Container in which the item is located.
	12. Edit the adjustment’s Date, if needed, then
	13. The COGS Adjustment account from the item’s account code and Unit Cost from Inventory automatically appear. Edit these values, if needed.
	14. Enter a Comment describing the reason for the adjustment, if needed.
	15. The Weight of the item is calculated from the weight entered into the item setup for the selected unit of measure and the adjustment quantity.
	16. Enter the MFG Company # for the item. The MFG Company # will be the FDA Facility number and will be attached to the lot number generated for the item.
	17. If the item selected has been set up as a Catch Weight Item, click the Detail Weight button on the toolbar to enter the weight for each unit selected.
	18. Close the screen to save your changes.

	Interactive Views

	5
	Overview
	Inventory Views
	Detail History View
	1. Select Detail History View from the Inventory, Interactive Views menu.
	Detail History View Menu
	2. The Detail History View screen appears.

	Detail History View Screen
	3. Use the filter area to select the fields and values you want to search for. Click Apply Filter to display data from your selections.
	4. Double click on the blue Item ID field to drill down to the item setup screen.
	5. Refer to the Using Interactive Views section in the General Information Training manual for more details on using the Detail History View.


	Lot Traceability View
	1. Select Lot Traceability View from the Inventory, Interactive Views menu.
	Lot Traceability View Menu
	2. The Lot Traceability View screen appears.

	Lot Traceability View Screen
	3. Use the filter area to select the fields and values you want to search for. Click Apply Filter to display data from your selections.
	4. Click the plus (+) next to the summary record for the lots to view the details on the sub lots used for each transaction displayed.
	5. Refer to the Using Interactive Views section in the General Information Training manual for more details on using the Lot Traceability View.


	Item View
	1. Select Item View from the View menu.
	Item View Menu
	2. The Items View screen appears.

	Item View Screen
	3. Use the filter area to select the fields and values you want to search for. Click Apply Filter to display data from your selections.
	4. Double Click on the blue Item ID to drill down to the Items setup screen.
	5. Refer to the Using Interactive Views section in the General Information Training manual for more details on using the Items View.



	System Manager Views
	Quality Check History View
	1. Select Quality Check History View from the System Manager, Interactive Views menu.
	Quality Check History View Menu
	2. The Quality Check History View screen appears.

	Quality Check History View Screen
	3. Use the Filter to select the range of activity dates, receipt #, source, source type and transaction/order number to include in the view or leave the filter blank to include all options.
	4. Refer to the Using Interactive Views section in the General Information Training manual for more details on using the Quality Check History View.



	MFG - Production Views
	Shop Floor Login Activity View
	1. Select Shop Floor Login Activity View from the MFG - Production, Interactive Views menu.
	Shop Floor Login Activity View Menu
	2. The Shop Floor Login Activity View screen appears.

	Shop Floor Login Activity View Screen
	3. Use the Filter to select the range of employee id, employee name, login date, logout date and SF access code to include in the view or leave the filter blank to include all options.
	4. Refer to the Using Interactive Views section in the General Information Training manual for more details on using the Shop Floor Login Activity View.


	Shop Floor Time Entries View
	1. Select Shop Floor Time Entries View from the MFG - Production, Interactive Views menu.
	Shop Floor Time Entries View Menu
	2. The Shop Floor Time Entries View screen appears.

	Shop Floor Time Entries View Screen
	3. Use the Filter to select the range of finished by, finished date, operation, order no., setup/down reason, start date, started by and type to include in the view or leave the filter blank to include all options.
	4. Refer to the Using Interactive Views section in the General Information Training manual for more details on using the Shop Floor Time Entries View.



	Accounts Payable/Purchase Order Views
	Detail History View
	1. Select Detail History View from the View menu.
	Detail History View Menu
	2. The Detail History View screen appears.

	Detail History View Screen
	3. Use the filter area to select the fields and values you want to search for. Click Apply Filter to display data from your selections.
	4. Refer to the Using Interactive Views section in the General Information Training manual for more details on using the Detail History View.


	Payment History view
	1. Select Payment History View from the Interactive Views menu.
	Payment History View Menu
	2. The Payment History View screen appears.

	Payment History View Summary View
	3. Use the filter area to select the fields and values you want to search for. Click Apply Filter to display data from your selections.

	Payment History View Expanded
	4. Refer to the Using Interactive Views section in the General Information Training manual for more details on using the Payment History View.


	Open Invoice View
	1. Select Open Invoice View from the Interactive Views menu.
	Open Invoice View Menu
	2. The Open Invoice View screen appears.

	Open Invoice View Screen
	3. Use the filter area to select the fields and values you want to search for. Click Apply Filter to display data from your selections.
	4. Refer to the Using Interactive Views section in the General Information Training manual for more details on using the Open Invoice View.



	Accounts Receivable/Sales Order Views
	Customer View
	1. Select Customer View from the Interactive Views menu.
	Customer View Menu
	2. The Customer View screen appears.

	Customer View Screen
	3. Use the filter area to select the fields and values you want to search for. Click Apply Filter to display data from your selections.
	4. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and the Using the Interactive Views section in the General Information guide for more details on using the Customer View.


	Detail History View
	1. Select Detail History View from the View menu.
	Detail History View Menu
	2. The Detail History View screen appears.

	Detail History View Screen
	3. Use the filter area to select the fields and values you want to search for. Click Apply Filter to display data from your selections.
	4. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and the Interactive Views in the General Information guide for more details on using the Open Invoice View.


	Summary History View
	1. Select Summary History View from the View menu.
	Summary History View Menu
	2. The Summary History screen appears.
	Summary History View Screen
	3. Use the filter area to select the fields and values you want to search for. Click Apply Filter to display data from your selections.
	4. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and the Interactive Views in the General Information guide for more details on using the Summary History View.



	Order View
	1. Select Order View from the Sales Order, Interactive View menu.
	Order View Menu
	2. The Order View screen appears and is blank until you enter your search criteria and click Apply Filter.

	Order View Screen
	3. Use the filter area to select the fields and values you want to search for. Click Apply Filter to display data from your selections.
	4. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and the Interactive Views section in the General Information guide for more details on using the Order View.


	Fixed Weight Analysis View
	1. Select Fixed Weight Analysis View from the Sales Order, Interactive View menu.
	Fixed Weight Analysis View Menu
	2. The Fixed Weight Analysis View screen appears and is blank until you enter your search criteria and click Apply Filter.

	Fixed Weight Analysis View Screen
	3. Use the filter area to select the fields and values you want to search for. Click Apply Filter to display data from your selections.
	4. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and the Interactive Views section in the General Information guide for more details on using the Fixed Weight Analysis View.

	Periodic Processing
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	System Manager
	Purge Printed Labels Entries
	1. Select Purge Printed Labels Entries from the System Manager, Setup and Maintenance menu.
	Purge Printed Labels Entries Menu
	2. The Purge Printed Labels Entries screen appears.

	Purge Printed Labels Entries Screen
	3. Select or enter the date to Delete Activity Prior To.
	4. Select the Label Type to delete: MP - Production and/or MP - ByProduct.
	5. Select the Execute button to execute the purging of label history for the selected label type.



	MFG - Production
	Purge Shop Floor Entries
	1. Select Purge Shop Floor Entries from the MFG - Production, Production Orders menu.
	Purge Shop Floor Entries Menu
	2. The Purge Shop Floor Entries screen appears.

	Purge Shop Floor Entries Screen
	3. Select or enter the date to Delete Activity Prior To.
	4. Select the Transaction Type to delete: Login Activity and/or Time Activity Posted.
	5. Select the Execute button to execute the purging of shop floor transaction history for the selected transaction type.



	Inventory
	Inventory Purge
	1. Select Inventory Purge from the Inventory, Periodic Processing menu.
	Inventory Purge Menu
	2. The Inventory Purge screen appears.

	Inventory Purge Screen
	3. Use the filter area to select the fields and values you want to search for. Click Apply Filter to display data from your selections.
	4. Select the Delete Zero Quantities to delete the quantity records for those lots that have a zero quantity.
	5. Select the Purge check box next to the lots you would like to purge. Click the Select All button to select all lots displayed, or Unselect All to unselect all lots displayed.
	6. Select the Purge button on the toolbar to purge all selected lots.





