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TRAVERSE System Manager helps you set up applications and companies. It enables you to 
create Currency Exchange Rates; define Country Codes and Input Masks; set up sales and use 
taxes; and maintain user and error logs and audit data.

After you install System Manager, you can use it to install other applications, modify how each 
application works, and specify how the overall system operates.

System Information

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

• The Administrator’s Guide

• The training manuals for other TRAVERSE applications

• The Software Developer Kit 

• Online help

Customer Support

Open Systems Holdings Corp. has a strong commitment to customer service and product 
quality. If you need help using any Open Systems products, 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).

• If you would like to subscribe to the TRAVERSE Customer Support Program, please 
call (1-800-320-3088)
System Manager 1-3
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Company Setup

Use the Company Setup functions to set up and maintain information about Companies, set up 
your Period Conversion table, Business Rules, Bank Accounts, Gains and Losses Accounts, 
Items (if Inventory is not installed), and Employees, if payroll is not installed, Form Numbers, 
Transaction Numbers, Data Protection, Form Printers, Manage Attachments, Import Mapped 
Data, and Manage Catalog for searches.

Setup and Maintenance

Use the Setup and Maintenance functions to set up information that will be used for the 
selected company in other applications, such as Application Menus, Country Codes, 
Currencies, Exchange Rates, Mapping Programs, Changing IDs, Message Tracking setup, and 
Payment Services.

Master Lists

Use the Master Lists functions to produce lists of system specifications you set up in the 
Company Setup and Setup and Maintenance functions.

Tax Setup

Use the Tax Setup functions to set up and maintain sales tax rate information and to produce 
lists of the tax and tax rate information.

System Audit

Use the System Audit functions to view information that the whole TRAVERSE system database 
audits, like transaction changes in the audit explorer, invalid GL accounts and an error and user 
log.

Document Archive

The SM Manage Documents function allows you to manage archived documents, including 
reprinting, purging, and exporting archived documents. You can also manage archived 
documents using the SM Manage Document Delivery function.
System Manager 1-5
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Document Delivery

The Document Delivery functions offer you the flexibility to queue up documents (email or fax) 
to send them on demand instead of being sent automatically as they are printed or processed, 
allowing you to review them before delivery. You can also configure unique delivery settings 
for each form.
1-6 System Manager



. .
 . 

.I N T R O D U C T I O N
Attachments
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A T T A C H M E N T S

The Comments function is available from in TRAVERSE with the Attachments hot key-CTRL + I 
by default or by clicking on the Attachments icon  in the toolbar on specific screens. Use 
the Attachments screen to record any information that you like. You can also produce a list of 
comments. See Managing Attachments (page 2-87) for a complete explanation of the 
Attachments function.

The Attachments button is available on the following screens in the Setup and Maintenance 
and transaction menus for the applications listed:

• Accounts Payable - Vendors

• Accounts Payable - Transactions

• Accounts Receivable - Customers

• Accounts Receivable - Transactions

• Accounts Receivable - Cash Receipts

• CRM - Contacts

• CRM - Tasks

• CRM - Activities

• CRM - Opportunities

• CRM - Campaigns

• CRM - Define Communications

• Fixed Assets - Assets

• Human Resources - Individuals

• Inventory - Items

• Manufacturing Production - Production Orders

• Payroll - Employee Information

• Project Costing - Projects

• Purchase Order - Transactions

• Purchase Order - Order Requests

• Sales Order - Orders
System Manager 1-7



INTRODUCTION
Attachments1
• Service Director - General Equipment

• Service Director - Site Equipment

• Service Director - Service Contracts

• Service Director - Work Order Entry

• Service Director - Service Order Entry

• System Manager - Employees

The Attachments button will be on the far right of the toolbar for these functions:

Attachments Screen

Click the Attachments button to enter comments or attach documents relating to this 
selected setup or transaction.

1.  Select the Priority for the comment and attachment; Regular, High or Low.

2.  Select the Status for the Notes and Attachment; Public or Private.

3.  Select the Expires date for the Notes. 

Attachments 
Button
1-8 System Manager
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4.  The selected setup or transaction ID will default into the Keywords field. Add more key 
words if desired.

5.  Enter the Notes for the selected setup or transaction.

6.  Attach any Documents associated with this setup or transaction by click in on the Browse 
button , and selecting the file to attach.

7.  You may use the Embeded Document to place a document into the attachment. This means 
the document will be stored within the database and will not require a folder to be shared 
to view the document.
System Manager 1-9
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Setup procedures include assigning name and address information about Companies, set 
company options including the number of GL periods in a year, and set default company 
information, codes and IDs, and, if Bank Reconciliation is not installed, entering initial Bank 
Account balances. Follow the setup procedures carefully; the choices you make determine 
how the system operates.

The field descriptions in this chapter assume you are entering information for the first time. 
Refer to the Task Summary section of each function if you are editing information.

Preparing to Use the Company Setup Functions

Set up one Company and its GL periods before you use the Setup and Maintenance functions. 

Gathering Your Information

First, gather and organize your accounting data. You need the following information:

• A Chart of Accounts for your business.

• Bank addresses, account numbers, and balances.

Setting Up IDs and Codes

IDs and codes tell the system how to identify each Item, Customer, Vendor, etc... on file. The 
system uses these identifiers to organize information.

Suggestions for Defining IDs and Codes

When you assign IDs and codes, establish a format that makes sense for your business and use 
it consistently. The following suggestions may help you to establish a useful format:

• Do not use these characters in an ID or a code: | “ ’ & # * @ !.

Be careful when using special characters as Microsoft reserves some characters for 
programming purposes. It is recommended that you DO NOT use special characters in 
IDs and Codes.

• To prevent organization problems, use zeros to make all IDs the same length. If IDs 
are divided into more than one part, the parts should be the same length in every ID. 
Do not use spaces to divide IDs into more than one part. For example, use ACE-01 
and ACE-11 instead of ACE-1 and ACE-11 or ACE 01 and ACE 11.
System Manager 2-3
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• If you use letters in IDs, use either all uppercase or all lowercase letters so that the 
IDs can be sorted correctly. See How IDs and Codes Are Sorted in the General 
Information guide.

• Use descriptive IDs. For example, WIN001 and WIN002 are more descriptive than 
000001 and 000002. 

• If you want to sort items by a particular attribute-name or group-put the attribute in 
the ID. For example, to organize customers by name, put the first characters of the 
name of the customer in the customer ID. 

To make sure that you can insert new setup information into a sequence, use a combination of 
letters and numbers that leaves room in the sequence for later additions. For example, 
WIN001 and WIN005 leave room for three IDs in between. 

Use the functions on the Company Setup menu for the following tasks:

• Set up name and address information about Companies, set default company 
information using the Company Information function (page 2-7).

• Specify the beginning and ending dates for accounting periods and to open and close 
accounting periods for General Ledger and for applications interfaced with General 
Ledger using the Period Conversion function (page 2-11).

• The Business Rules function centralizes and standardizes the options and interface 
controls for each of the TRAVERSE applications (page 2-17). 

• Use the Bank Accounts function sets up Bank Account IDs to specify the Bank 
Accounts for checks and cash receipts. Use the System Manger Bank Accounts if 
Bank Reconciliation is not installed; otherwise, you can use the Bank Reconciliation 
Bank Accounts function to set up bank accounts. For information about defining 
bank account IDs, see the Bank Accounts function (page 2-41).

• Use the Gains and Losses Accounts function to specify the Accounts to which to post 
the realized and unrealized gains and losses amounts that result from fluctuating 
exchange rates. This function is available and appears on the menu only if you use 
multi-currency with this Company (page 2-55).

• Use the Description items function to define Item IDs for applications if Inventory is 
not installed. For information about Description Items, see the Description Items 
function (page 2-59). 

• Use the Employees function (page 2-67) to set up Employee information such as 
Name, Address, Social Security Number, Birth Date, Phone, E-mail address, and 
Emergency Contact if Payroll is not installed. If Payroll is installed, use the Employee 
Information function on the Payroll Setup and Maintenance menu. See the Payroll 
Training Manual for more information.
2-4 System Manager
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• Use the Form Numbers function to define the next number to use for the desired 
form (page 2-73).

• Use the Transaction Numbers function to define the next system generate 
Transaction/Order number for the different functions (page 2-77).

• Use the Data Protection function to toggle data encryption for a Company. Enabling 
data protection will encrypt sensitive data and make it unreadable by any 
application outside of TRAVERSE (page 2-81).

• Use the Form Printers function to print multiple copies of forms for each 
application. You can select a different printer for each copy (page 2-83).

• Use the Manage Attachments function to view attachments from Accounts Payable, 
Accounts Receivable, Payroll, Purchase Order, CRM, Manufacturing Production, 
Service Director, and Sales Order transactions. You can also delete Attachments that 
are no longer applicable (page 2-87).

• Use the Import Layout Definition function to create an import layout format for 
importing data from a file created by another system into TRAVERSE (page 2-91).

• Use the Import Map Definition function to assign fields defined in the Import Layout 
Definition function to a field in the TRAVERSE destination table(s) (page 2-105).

• Use the Import Mapped Data utility to verify ASCII files before importing them into 
GL Transactions, BR Cleared Transactions, and IN Physical Counts Entry using the 
Import button(page 2-113).

• Use the Export Layout Definition function to define, in detail, the layout of the 
export definition file (page 2-117).

• Use the Manage Catalog function to initialize the global search functionality and set 
permissions for the search catalogs (page 2-135).

• The User Defaults maintenance screen allows each TRAVERSE User ID to have set 
defaults upon login. For example, users can assign their default Batch Code(s), 
Location ID, and Bank ID (page 2-139).

• Use the User Defaults - Admin function to have administrators set defaults for users 
used throughout the system for Batch ID, Location, and Bank ID (page 2-141).

Install all applications before you use the Company Setup functions.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  For information on adding a company and creating data files, see the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Administrator’s Guide.
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Use the Company Information function to set up Company information--such as the Name 
and Address, Tax IDs, E-mail, Internet, Default Language, and Base Currency.

Select the General or Defaults tab to enter Company information.

To set up the Company Information follow these steps:

1.  On the System Manager menu select Company Setup and then Company Information.

Company Information Menu
System Manager 2-7
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2.  The Company Information screen appears.

Company Information Screen (General Tab)

Specify the Company ID to work with, and maintain the Company’s general information.

1.  Select the Company ID with which to work.

2.  Enter the company’s Name and Address information.

3.  Enter the company’s City, Region, and Postal Code. Use the Country Codes function (page 
3-13) to set up Postal Code masks and Telephone number masks.

4.  Select the company’s Country.

5.  Enter the company’s Phone number. Use the Country Codes function (page 3-13) to set up 
Postal Code masks and Telephone number masks.
2-8 System Manager
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6.  Enter the company’s Fax number. Use the Country Codes function (page 3-13) to set up 
Postal Code masks and Telephone number masks.

7.  Enter the company’s E-mail address. If you click in this field, TRAVERSE launches the default 
e-mail application, which defaults the listed e-mail address in the Send To field.

8.  Enter the company’s Internet address. This field is a hyperlink. If you click one time in this 
field, TRAVERSE launches the default internet browser and opens the web page for the URL 
address entered in this field.

9.  Enter the Site Number assigned to your company by Open Systems, Inc.

10.  Enter the company’s Federal Tax ID number and State Tax ID number.

11.  Paste, link, or embed a picture in the Company Logo box. 

Adding a company Logo

To add a company logo, follow these steps:

1.  Select the Company Logo picture box on the General tab by clicking in the box to select the 
logo box.

2.  Use the appropriate option:

• Select Load to insert an object. The Insert Object dialog box appears.

• Paste an existing graphic object into the picture box using any of the Microsoft 
Windows paste commands (CTRL + V, the Edit menu Paste command, or a right 
mouse button Paste command in Microsoft Windows). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  Refer to Microsoft Windows online help for more information on embedding 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . and linking objects.

When designing a logo to place into the Company Logo field, the recommended size of the 
image saved is 300 X 400 pixels. This makes the logo just wider than tall and fits appropriately 
into the field and thus on the forms that include logos. The recommended format for the logo 
would be to save the image as a .jpeg file.
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Defaults Tab

Specify the Miscellaneous Defaults using the Defaults tab.

1.  The company’s Default Language is displayed.

The Default Language is determined when the company is created using the Server 
Manager New Database function. This field cannot be edited.

2.  Select the company’s Base Currency. 

The Base Currency is determined when the company is created using the Server 
Manager New Database function.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P E R I O D  C O N V E R S I O N

Use the Period Conversion function to specify the General Ledger accounting periods for a 
Company and to close (or open) accounting periods by application. 

After you close an accounting period, transactions (Invoices, Payments, Cash Receipts, and so 
forth) cannot be posted to a closed GL period. Instead, a warning message is displayed. You 
must then either edit the Transactions’ period to post to an open period, or reopen the GL 
accounting period to post them. For all applications other than GL you will be allowed to post 
to a closed period, but you will be given a warning message and you will be allowed to 
continue.

To set up the Period Conversion, follow these steps:

1.  Select Period Conversion from the Company Setup menu.

Period Conversion Menu
System Manager 2-11



COMPANY SETUP
Period Conversion2
2.  The Period Conversion screen appears.

Period Conversion Screen

3.  The Company ID is displayed for the periods you want to specify or modify. The number of 
accounting periods the Company uses appears. Use the Business Rules function (page 2-17) 
to change the number of accounting periods. Once you have set up 1 GL Account you are 
not allowed to change the number of Periods Per Year.

An extra period is always added to the number of fiscal periods you use for your 
Company. This extra period is added with the intent of using that extra period for your 
year end clearing and closing entries only. This period will not be assigned Beginning 
and Ending Dates. This period is not visible in the Period Conversion function but it is 
there.

4.  Select the Fiscal Year with which to work, or if the Year is not listed type the Year into the 
field.

5.  Enter the Beginning Date, using / or - between the day, month, and year.

6.  Use the default Ending Date or enter a new one.
2-12 System Manager



. .
 . 

.C O M PA N Y  S E T U P
Period Conversion
. 

7.  Select Auto Fill. For each accounting period, the suggested Starting Date, month, day, and 
year are displayed. Type in the actual period Starting Date for period 1 and click OK.

Period Conversion - Auto Fill Screen

8.  Check the box to Copy Previous Year Values if you would like to duplicate your period setup 
from the previous year.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  Verify that the periods begin and end on the correct days to ensure no days 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . are missing in the Fiscal Year.

9.  Select the check box of the accounting period you want to close. Clear the box to open an 
accounting period. Close application accounting periods that post to General Ledger, then 
close the General Ledger accounting period. You cannot post Transactions (Invoices, 
Payments, Cash Receipts, and so forth) to closed GL accounting periods. 

Checking the box for a period will close the period for all applications. Clearing the box 
will open the period for all applications.

10.  Click the Plus + sign next to a period to display the App IDs you have installed. Select or 
clear the check box for each App ID you want to open or close.

Click the Full Expand button to expand each period’s applications. Click Full Collapse 
to collapse the applications for all periods.
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Period Conversion Screen - Expanded
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Command Buttons

Task Summary

To close an Accounting Period for an application, follow these steps:

1.  Change to the Company ID whose period you want to close.

2.  Select the Fiscal Year with which to work.

3.  Select the check box of the Application and Period to close.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You cannot post to a closed GL period. If you close a General Ledger period, 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . you cannot post from any application to General Ledger for that period.

To open a closed Accounting Period for an application, follow these steps:

1.  Change to the Company ID whose period you want to close.

2.  Select the Fiscal Year with which to work.

3.  Clear the box of the Application and Period to open.

Name Description

Auto Fill Estimate the beginning and ending month, day, and year for 
each period. If you have more than twelve periods set up, it 
divides 365 by the number of periods and creates periods 
based on those dates.

Full Expand Expand each period’s applications

Full Collapse Collapse each period’s applications
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . B U S I N E S S  R U L E S

The Business Rules function centralizes and standardizes the options and interface controls for 
each of the TRAVERSE applications. It also gives an increased level of security, and allows you 
to set role-specific values for many configured options.

Default values are displayed in a normal weight font. When you change one of the defaults, 
your selection will display in a bold font.

Overview

Clicking on Business Rules opens a window which gives you access to three interfaces:

• Application. This interface allows you to change options and configurations 
separately for each TRAVERSE application. Users of versions prior to 10.5 will 
recognize many of the options formerly found in the Options and Interface functions 
on each application’s Setup and Maintenance menu. 

• Configuration Group. This allows you to control the inter-application interfaces in 
one convenient menu. See below for a detailed explanation of the interface settings.

• Role. This allows you to control the role-specific permissions for several functions, 
giving you greater security by limiting or expanding the access to higher functions as 
you see fit.

• Search. The Search button will allow you to search for values or business rule terms 
and display all results that meet the search criteria entered.

Application Menu

The Application menu allows you to change options and configurations for each TRAVERSE 
Application.

See the Setup and Maintenance section of each application’s Training Manual for an 
explanation of the application menu options for each TRAVERSE program.

Configuration Group Menu

The Configuration Group function allows you to control the interfaces between applications.

Depending on the applications you have purchased, the Configuration Group function allows 
you to define how applications work with and share data with each other.
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Role Menu

The Role function provides you with the flexibility to set commonly-used permissions based 
upon assignable Roles.

The Roles are assigned to Groups that contain individual Users in the Server Manager and 
System Manager Administration menu, to govern the functions they can use throughout 
TRAVERSE.

Application Menu

Use the Business Rules function to define application interfaces and general information 
about System Manager functions and other TRAVERSE applications and functions. 

To set up business rules for the System Manager application, select Business Rules from the 
System Manager menu. Choose the System Manager option from the Application section of 
the menu.

Search

Use the Search button to search all business rules for entered values or words in the business 
rules descriptions.

Click the Search button to see the search menu.

Enter your search value and the records that meet the search criteria as you type will be 
displayed.

Select the Application(s) that have the searched values to view the results of the search.

Select Search and Cancel to clear your search results.
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To set up Business Rules, follow these steps:

1.  Select Business Rules from the Company Setup menu.

Business Rules Menu
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2.  The Business Rules screen appears.

Business Rules Screen - Applications

Use the Business Rules, Application setup to specify the company’s setup options, numeric 
formatting preferences, and number of general ledger periods in a year.

Defaults - Application

1.  Enter the Company’s default Bank Account ID.

2.  Enter the Company’s default Location ID for Inventory.

3.  Enter the company’s default Unit of Measure for non-Inventory Items.
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Defaults - Import Mapping

4.  Select a default Customer Pricing import Map ID to use when importing Customer Pricing 
information.

5.  Select a default IN Item Price import Map ID to use when importing Item Price information.

Defaults - Services

6.  Select your company’s default Mapping Program. Any time you click the View Map button 
within TRAVERSE, the Default Mapping Program you enter here launches.

For the View Map button to be activated you must say Yes to the Allow Web Features 
option in the Miscellaneous section of these Business Rules.

7.  If you utilize the online shopping cart functionality, select your company's Default Shopping 
Cart Service.

8.  Select your default Payment Provider, if you have the TRAVERSE Payment System or Point 
of Sale or Customer Portal application installed and activated: Vantiv or OEHostPay (Open 
Edge).

9.  Select your default Signature Service to allow you to capture signatures in the TRAVERSE 
Payment Service, or Point of Sale application with credit card payment. This functionality 
requires a separate subscription from OpenEdge. Select the payment service for this 
functionality (OEHostPay) from the drop-down list: Vantiv or OEHostPay.

Email Settings

Enter Email Settings to enable TRAVERSE to use e-mail for individual document delivery to 
Customers, Vendors, and Employees. For more on document delivery, see the Accounts 
Payable Training Manual, the Account Receivable Training Manual, or the Payroll Training 
Manual.

10.  Attachment format - Select the format for your attachments, for your document delivery 
for your Vendor, Customer, and Payroll forms. The selections are Image and PDF. This is just 
a default and can be changed for each document for each Vendor, Customer, and 
Employee.

11.  Certificate - Enter your Certificate file path and name. The Certificate is used to digitally 
sign the PDF documents created. Digitally signing documents ensures authenticity and 
prevents tampering, as PDF documents can be altered otherwise.
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12.  Enable SSL: Select Yes if you want to enable Secure Sockets Layer (SSL); otherwise, select 
No.

Secure Sockets Layer, is a protocol developed by Netscape for transmitting private 
documents via the Internet. SSL uses a cryptographic system that uses two keys to 
encrypt data - a public key known to everyone and a private or secret key known only 
to the recipient of the message. Both Netscape Navigator and Internet Explorer 
support SSL, and many Web sites use the protocol to obtain confidential user 
information, such as credit card numbers. By convention, URLs that require an SSL 
connection start with https: instead of http:.

13.  Login Name - Enter your login name to your SMTP server; this is your username to log into 
your ISP email service.

14.  Login Password - Enter your password to your SMTP server; this would be your password 
to log into your ISP email service.

15.  Message File template - If you are using a template file for your emails that you send to 
your Vendors, Customers, and Employees, enter the path and file name of the template.

16.  Reply to address - Enter the email address you want your Vendors, Customers, and 
Employees to reply to, if they have questions on the form that was sent to them using 
email.

17.  Send Email as HTML - Select Yes if you want your document delivery emails sent to your 
Vendors, Customers, and Employees in HTML format. Select No if you want them sent in 
plain text format.

18.  Sender's Display Name - Enter the name you want displayed when you send your forms to 
your Vendors, Customers, and Employees using email as the delivery method.

19.  Sender’s Email Address - Enter the email address you want displayed on the emails sent to 
your Vendors, Customers, and Employees with the forms attached.

20.  SMTP Port - Enter the port number of your SMTP email server.

21.  SMTP Server name - Enter the internal address of your SMTP email server, or the IP 
address of your SMTP email server.

Fax Settings

Enter Fax Settings to enable TRAVERSE to use a fax server for individual document delivery to 
Customers, Vendors and Employees. For more on document delivery, see the Accounts 
Payable Training Manual, the Accounts Receivable Training Manual, and Payroll Training 
Manual. 

22.  Cover Page - Enter the path and file name of your fax cover page, if you are using one.
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23.  Fax Number - Enter your Fax Number. This will let your Vendor, Customer, or Employee 
know the fax number to which they can return faxes, if they have questions on the faxed 
form.

24.  Fax Server - Enter your Fax Server name if you have a faxing software installed that 
requires a dedicated fax server, such as Winfax. If you leave this empty the fax server will 
default to the local host.

25.  Sender's Display Name - Enter your Company name, or the name of the person you want 
displayed as who sent the form by fax to your Vendor, Customer, or Employee.

Interface - Application

26.  Select Yes to interface to General Ledger. This will allow you to select General Ledger 
account numbers where applicable. General Ledger Account numbers must be set up 
before they can be selected.
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Business Rules - Application Screen

Miscellaneous

27.  Select Yes to Allow editing public views, will allow you to indicate who has permissions to 
manage interactive views that have been published to the public. Select No, to prevent 
users from managing interactive views that have been made public.

28.  Select Yes to Allow Multilingual features to be activated. Use the multilingual feature to 
access installed languages for TRAVERSE forms and reports. When this is selected you will 
have an option to print reports in the installed languages.

29.  Select Yes to Allow Web Features if you want the View Map button (see Company 
Information - Defaults - Services section for more information) and the Online Shipment 
Tracking function (see the Sales Order Training Manual for more information) to be 
available.
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NOTE:  You must have Internet access to use these features. If you don’t have 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Internet access or prefer that your users not access these features, do not select Yes.

30.  Enable Document Archiving: Select Yes to enable archiving of select documents; 
otherwise, select No. If enabled, documents such as Invoices, Vouchers, Checks, and 
Purchase Orders will be archived in the database when they are initially printed. You can 
then reprint the original document from the Manage Document Delivery function.

31.  Select Yes in the Enable Message Tracking field to enable message tracking in your email 
software. See Message Tracking Setup (page 3-45) for more information on this function.

32.  Enter the number of GL Periods Per Year the company uses. A company can have up to 
367 GL accounting periods per year.

33.  Select Yes to Maintain User Log. Use the Audit Explorer function on the System Audit 
menu to view or print the User Log.

34.  Select Yes if you want to Post Gain/ Loss Detail To General Ledger (that is, one entry per 
invoice) when you post gains and losses. Select No if you want to post one summarized gain 
or loss amount per Account to General Ledger when you post gains and losses. This option 
is available only if multi-currency is installed.

35.  Select Yes to Preview Logs to automatically preview processing logs after the process has 
been completed. Select No to not preview the log, but just save it as a .pdf file to view using 
the Activity screen.

36.  Select Yes if you want to Warn About Mismatched Screen Layouts, to warn you if you 
have made changes to the screen layout with a version of the Design Studio that does not 
match the current version of TRAVERSE. 

When the Business Rule is set to Yes, if you have custom screen layout (made with 
Design Studio), that the system deems incompatible with the core software, it will 
provide a warning to the user. This is rare, but could be caused by Open Systems 
updating certain properties of objects. Generally, the mismatch will not cause a 
problem, but you may not reap the benefits of a change that was made.

For instance; if a field was moved from one tab to a different tab on the base product, 
you would not see that change if you have a custom screen designed.

If you do have a mismatch, you would need to redo the Design Studio changes to 
incorporate any updates with your custom screen layout.
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Numeric Formatting

37.  Enter the number of decimal places to keep for Conversion Factors for your Inventory 
Items with multiple Units of Measure with conversion factors for alternate Units of 
Measure.

38.  Enter the number of decimal places to keep for Hours you enter time for your payroll 
transactions, Project Cost Time Tickets and manufacturing Production Orders.

39.  Enter the number of decimal places to use when displaying Percentages.

40.  Enter the number of decimal places to keep for Quantities for your Inventory and Non-
Inventory Items that are stored in Inventory, and for your Purchase and Sales Transactions.

41.  Enter the number of decimal places to keep for Rates for your Payroll, Project Cost and 
Manufacturing rates for your Employees earnings, Billing Rates, Costs, and Assembly Time 
costs.

42.  Enter the number of decimal places to keep for Unit Costs for the Unit Cost of your 
Purchases, and the COGS of your Sales Transactions.

43.  Enter the number of decimal places to keep for Unit Prices for the Unit Price of your Sales 
Items in AR and SO Transactions.

Print Preferences

44.  Select the Band Color 1 to use when viewing/printing banded rows in a report, journal, or 
list.

45.  Select the Band Color 2 to use when viewing/printing banded rows in a report, journal, or 
list.

46.  Select whether to default to use Banded Rows when viewing/printing applicable reports, 
journals, or lists.

47.  Select whether to include the Print Report Criteria and other options used to generate the 
report, journal, or list.
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Social Security

The Social Security field controls security editing and display functions for Social Security 
Numbers.

48.  Select Yes in the Allow Editing of Social Security Numbers field to allow editing of Social 
Security Numbers in Payroll and System Manager Employees in TRAVERSE. If you select No 
you will be allowed to enter the Social Security Number when adding the Employee ID, but 
once the number has been saved you will no longer be allowed to edit it.

If you would need to edit the Social Security Number, change the selection to Yes, edit 
the Social Security Number and change the selection back to No, once you have 
finished.

49.  You can also set specific Social Security Number display settings for the Check History 
Register, Check Register, Check/Voucher, Earning and Deductions Report, Employee 
Information List, and State Unemployment Report. See the Social Security Number Display 
option for details on the selections and how they display and print.

50.  For the Social Security Number Display settings, set the value to control the printing and 
display of Social Security Numbers on checks and vouchers and setup and interactive views 
screens for Employees, depending on the amount and level of security required. 

• You can choose to print All Social Security Numbers, to display and print the whole 
number.

• The Last Four Digits only, to have the last four digits display and print, and the rest 
to show as X’s. 

• None to have the number displayed and printed as all X’s.

TPS Settings

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You must set up an External Payment Method, and then select the AR 
Payment Method for either OpenEdge or Vantiv/Worldpay. If you do not select a 
value for one of these AR payment methods, external-type credit card payments will 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . not function correctly.

51.  Select an AR Payment Method ID for OpenEdge, as applicable.

52.  Select an AR Payment Method ID for Vantiv/Worldpay, as applicable.

53.  If you want to save a PDF copy of the receipts to the database (archive the receipts), select 
Yes to Use Archive, and enter text for the Archive Watermark.

54.  Click Print to preview and print a report showing your selected business rules.
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55.  Select a command button:

Command Buttons

Name Description

Apply
Save the changes you have made to the 
business rules functions. The screen 
will remain open. 

OK Save the changes and exit the business 
rules function. 

Cancel Close the business rules screen without 
saving any changes.

Print Preview and print a business rules 
report.

Search Search for values or words in business 
rules.
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Business Rules Report
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Configuration Group Menu

The Configuration Group function allows you to control the interfaces between Applications.

Depending on the Applications you have purchased, the Configuration Group function allows 
you to define how Applications work with, and share data with each other.

Default values are displayed in a normal weight font. When you change one of the defaults, 
your selection will display in a bold font.

Business Rules - Configuration Group Menu - Interfaces
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1.  Use the Interface to selections to turn on or off the interfaces to the other applications 
each of the interface to applications listed.

2.  Select the interfaces application with which you want to work. When you select one of the 
Interface to applications you will see the applications that application can interface with.

3.  Select Yes or No to turn on or off the interface to each of the applications listed. This will 
allow the applications to interface with each other, to select ID’s from the interfaced 
application, post transactions to the interfaced application and make journal entries to 
applications that interface to GL.

Business Rules - Configuration Group Menu - Use Batch Processing
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1.  Use the Use Batch Processing section to indicate you want to use batches for transactions 
in the applications that have batches.

2.  Select Use Batch Processing and the applications that use batch processing will be 
displayed in the box at the right.

3.  Select Yes or No to indicate if you want to use batches in each application or have all 
transactions in that application go to the default ###### batch.

If you have multiple users entering Transactions, Printing Invoices or Purchase Orders, 
Printing Journals, and Posting Transactions at the same time, you will want to say Yes 
to the Use Batch Processing for those applications that have multiple users using those 
functions simultaneously.

The printing Invoices and Purchase Orders, printing Journals, and Posting Transactions 
are single user functions. Batches selected in these selection screens are locked until 
the function is finished. All other users will not be able to select those batches in any 
other function.

If you have only one user that prints Invoices, Purchase Orders, prints journals and 
posts transactions you can say No to Use Batch Processing. If you do not use batch 
processing all users will be locked out of the functions listed when another user is 
using the Print Invoices or Purchase Orders, Printing Journals and Posting 
Transactions.
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Business Rules - Configuration Group Menu - Post Without Printing 
Journals

1.  Use the Post Without Printing Journals section to determine if you want to allow users to 
Post Transactions for the listed applications without first printing the required journals to a 
file or printer.

2.  Select Post Without Printing Journals and the applications that require printing of journals 
prior to posting will be displayed in the box at the right.
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3.  Select Yes or No to set the printing requirements for each of the applications listed.

The selections for all the applications listed should be set to No, so you are required to 
print the required journals to a file or printer prior to posting. These journals are your 
audit trail to check the accuracy of your transactions.

Business Rules - Configuration Group Menu - Post Detail to General 
Ledger

1.  Use the Post Detail to General Ledger selections to determine the applications that are 
interfaced to GL that you want to post in detail or in summary.

2.  Select Post Detail to General Ledger and the applications that are interfaced to General 
Ledger will be displayed in the box at the right.

3.  Select Yes or No for each application to determine the applications you want to post in 
detail or summary to General Ledger.

Yes will post one entry for each Account ID for each transaction in the applications for 
which you selected Yes. This will give you a very detailed GL Journal with many entries. 
You will be able to drill down on each entry in your GL Transaction View, and see the 
originating transaction that made the entry.
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No will post one entry for the total amount for each effected Account ID for each 
batch selected to be posted. If you do not use batching then you will get one entry for 
the total amount of each effected Account ID for all transactions being posted. This 
will give you a very summarized GL Journal with fewer journal entries than the detail 
method. You will be able to drill down on each entry in your GL Transaction View and 
see the originating transactions listed that made the entry.

If you have the Multi-currency application installed you will not be able to post in 
summary for Accounts Payable or Accounts Receivable. These applications will always 
post in detail because of the gains and losses that must post in detail to General 
Ledger.

Business Rules - Configuration Group Menu - Audit Data

1.  Use the Audit Data section to determine the applications you want to track changes that 
have been made to Transactions entered into the application or Projects entered.
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2.  Select Audit Data and the applications that you can audit data in will be displayed in the box 
at the right.

3.  Select Yes or No for each application listed to determine if you want to track changes that 
have been made to the Transactions, Work Orders, Vendors, Customers, BOMs, Fixed 
Assets, or Projects that have been entered into the listed applications.

The changes to the Transactions, Work Orders, Vendors, Customers, BOMs, Fixed 
Assets, and Projects will be listed in the Audit Explorer on the System Audit menu.

Business Rules - Configuration Group Menu - GL Accounts
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1.  Use the GL Accounts section to set up default GL Accounts for each application that 
requires default GL Accounts to be set up to use in Transactions in that application.

2.  Select GL Accounts and the required default GL Accounts will be displayed in the box at the 
right.

3.  Enter or select the Account ID you want as the default Account for each selection listed.

Business Rules - Configuration Group Menu - Archive

Enable the document archiving functionality by selecting Yes for the System Manager 
application in the Miscellaneous section. You must set this field to Yes before you can activate 
the archiving functionality for the applications listed in the Archive section.

1.  Use the Archive section to select whether or not to activate the archiving functionality of 
the listed applications. 

2.  Select Yes for each application with which you want to use the archiving functionality; 
otherwise, select No.
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3.  Select a command button:

Command Buttons

Role Menu

The Role function provides you with the flexibility to set commonly-used permissions based 
upon assignable Roles.

Default values are displayed in a normal weight font. When you change one of the defaults, 
your selection will display in a bold font.

The Roles are assigned to Groups that contain individual Users in the Server Manager or 
System Manager Administration menu, to govern the functions they can use throughout 
TRAVERSE.

Name Description

Apply
Save the changes you have made to the 
business rules functions. The screen 
will remain open. 

OK Save the changes and exit the business 
rules function. 

Cancel Close the business rules screen without 
saving any changes.
2-38 System Manager



. .
 . 

.C O M PA N Y  S E T U P
Business Rules
. 

Business Rules - Roles Screen

1.  Use the Roles function to set normal Role specific options for each application.

2.  Expand Roles and select a server Role, also called a Group you set up for this Company in 
Server Manager or System Manager Administration Menus, and added Users.

3.  The options that can be set as Role specific functions are displayed in the box on the right.

4.  Select the options according to how you want the functions to act for the Users that are 
members of the selected Role (Group).
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5.  Select a command button:

Command Buttons

Name Description

Apply
Save the changes you have made to the 
business rules functions. The screen 
will remain open. 

OK Save the changes and exit the business 
rules function.

Cancel Close the business rules screen without 
saving any changes.
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Use the Bank Accounts function to set up Bank Accounts. If you have the Bank Reconciliation 
application installed, this interface is also accessible from the Bank Reconciliation Setup and 
Maintenance menu.

You can specify this information for each Bank Account:

• Account ID and Name.

• Bank Name and Address.

• GL Cash Account.

• Currency (if you use multi-currency).

• Account number the bank assigned to your company.

To add a Bank Account ID, follow these steps:

1.  From the Company Setup menu select Bank Accounts.

Bank Accounts Menu
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2.  The Bank Accounts screen appears.

Bank Accounts Screen - General Tab

3.  Select or enter the Bank Account ID.

4.  If you enter a new bank account ID by selecting the New Record icon , there is an option 
to use the Copy From field that will copy information from an existing bank account.

5.  Enter the Bank Name and Account Description.

6.  Select the Account Type: General or Credit Card.

The bank account type will effect the fields that are displayed on the Bank tab. The 
bank Account Type will also effect the bank accounts available for selection when 
printing Payroll checks. The Account Type will effect the tab names displayed in Bank 
Reconciliation.

You must have Accounts Payable installed to select the bank Account Type as a Credit 
Card bank. This is because a Vendor is assigned as the Vendor to pay when using the 
Credit Card Bank to pay Accounts Payable invoices.

7.  Enter the name of the Contact person with whom you speak when you have questions 
about the account.

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

10.  Select the bank’s Country code. The default comes from the System Manager Company 
Information function.

11.  Enter the bank’s Postal Code. Use the System Manager Country Codes function to set up 
International Prefixes, International Prefix Masks, Postal Code Masks, and Telephone 
Number Masks.

12.  The bank’s International Prefix appears. See the step 11 for setup information.

13.  Enter the bank’s Phone number. See the step 11 for setup information. 

14.  Enter the bank’s Fax number. See the step 11 for setup information.

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

16.  Enter the bank’s Email address. If you click in this field, TRAVERSE launches your default 
email application, which defaults the listed email address in the Send To field.

17.  Enter the bank’s Internet address. This field is a hyperlink. If you click one time in this field, 
TRAVERSE launches your default internet browser, and opens the web page for the URL 
address entered in this field.

Bank Accounts Screen - Bank Tab - General Type
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1.  Select the Reconciliation Import ID to use if you have set up a Reconciliation Import file.

This field will only be visible when the Bank Reconciliation Business Rule to Allow 
Reconciliation Import is set to Yes.

2.  Enter the account number the bank assigned to your company in the Our Account Number 
field.

3.  If you use multi-currency, select the Currency ID to assign to the Bank Account. If you 
interface Bank Reconciliation with General Ledger, the currency you select here must 
match the currency of the GL Account selected below.

If you do not use multi-currency, this field does not appear.

4.  Enter the General Ledger Account updated by transactions posted to the account in the GL 
Account field.

5.  Select the Check Layout of your check, based upon the order in which the check and stubs 
appear on your printed checks: Check/Stub/Stub, Stub/Check/Stub, Stub/Stub/Check, and 
Check/extended stub.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  Checks printed through Payroll must use the Check/Stub/Stub or 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Check/extended stub format.

6.  Select the Check Format for your check printing: 

• Format 1 is a standard TRAVERSE format used in the United States. 

• Format 2 is a format that is compliant with the Canadian Payment Association (CPA) 
requirements.

7.  Enter the nine digit Routing Code to use with this bank, if you are going to be creating an 
ACH file for Accounts Payable or Payroll payments.

8.  Check the box if you are going to Use MICR printing. You will need to have a printer 
compatible with MICR printing. The PCL6 version of the printer driver should be used for 
check printing to ensure the best possible layout alignment.

9.  Enter the Fraction to print on the check. The Plain Text ACH (also known as the ABA 
Number) is used if the check is damaged and the MICR line cannot be read. The format is 
123-456/7890, with the number of digits varying by bank.

10.  Enter the next check sequence number you want to use in the Next Check Number field. 
This number is updated when you print checks.

Use this box if you need to enter a check number less than that displayed in the Print 
Checks screen’s First Check Number field. If you need to enter a check number greater 
than the number displayed in the First Check Number field on the Print Checks screen, 
enter the larger number in that field on the Print Checks screen.
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11.  Enter the Next Voucher Number to print when using direct deposit or electronic 
payments. This number is updated when you print vouchers.

Use this field if you need to enter a voucher number less than that displayed in the 
Print Vouchers screen’s First Voucher Number field. If you need to enter a voucher 
number greater than the number displayed in the First Voucher Number field on the 
Print Vouchers screen, enter the larger number in that box on the Print Vouchers 
screen.

12.  Select the AP Positive Pay setup you want to use for this bank. Use the Export Definition 
setup in System Manager, to define the positive pay file that will be output from the 
Accounts Payable Positive Pay function.

13.  Select the PA Positive Pay setup you want to use for this bank. Use the Export Definition 
setup in System Manager, to define the positive pay file that will be output from the Payroll 
positive pay function.

Bank Accounts Screen - Bank Tab - Credit Card Type

1.  Select the Reconciliation Import ID to use if you have set up a Reconciliation Import file.

This field will only be visible when the Bank RBusiness Rule to Allow Reconciliation 
Import is Yes.

2.  Enter the credit card number for the credit card to be used with this bank, in the Our 
Account Number field.
System Manager 2-45



COMPANY SETUP
Bank Accounts2
3.  If you use multi-currency, select the Currency ID to assign to the Bank Account. If you 
interface Bank Reconciliation with General Ledger, the currency you select here must 
match the currency of the GL account selected below.

If you do not use multi-currency, this field does not appear.

4.  Enter the Credit Card Expiration Date for the credit card used with this Bank Account.

5.  Select the Vendor ID for the Vendor you want to use as your Credit Card Vendor.

GL Account balance detail for Credit Card Bank Accounts will use the General Ledger 
Account from the Vendor setup. The Account set up for the selected Vendor ID will act 
as a Credit Card Payables Account. An open invoice will be created for this Vendor 
when payments are posted for the Credit Card Bank. A payment must be processed to 
make a check to pay this Credit Card company using the Accounts Payable, Pay 
Invoices menu functions.

Bank Accounts Screen - Balance Tab

The Balance tab is only active if you have installed the Bank Reconciliation application. For 
more information, see the Bank Reconciliation Training Manual. You can enter Bank Currency 
Balances, but the GL Account Balance will show as 0 because Bank Reconciliation is not 
interfaced to GL to pull in the Account Balance.
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Fields on the Balance tab are updated when you post payments, post transactions, void checks 
in Bank Reconciliation and applications interfaced with Bank Reconciliation, and by the 
General Ledger Post To Master function if Bank Reconciliation interfaces with General Ledger.

1.  If Bank Reconciliation does not interface with General Ledger, enter the GL Account 
Balance.

• If Bank Reconciliation does not interface with General Ledger, enter the GL Account 
Balance for the Bank Account. The value is updated when you Post Transactions in 
Bank Reconciliation and Post Payments, Post Transactions, and Void Checks in 
applications that interface with Bank Reconciliation.

• If Bank Reconciliation interfaces with General Ledger, you cannot enter or edit GL 
Account Balance information. The balance is calculated from posted General Ledger 
Accounts.

2.  Enter the Bank Currency Balance. 

If you use multi-currency, enter this balance in terms of the currency that you selected 
for this Bank Account on the General tab.

The Bank Currency Balance is updated each time a transaction or payment is posted 
that will affect the Bank Account balance.

3.  If Bank Reconciliation interfaces with General Ledger, the difference between the GL 
Account Balance and the Bank Account’s balance appears in the Variance box.

This variance can have several causes: excluding unposted GL journal entries, making 
manual GL entries, or turning off interfaces in other TRAVERSE applications.

4.  Last Statement Balance and Last Statement Date for the Bank Account are displayed. 
These fields are updated when you clear transactions.

5.  If you use multi-currency and the Bank Account uses a currency other than the base 
currency, select the Base Currency check box to view the Bank Account’s balances in terms 
of your Company’s Base Currency (calculated using the Exchange Rate noted below) 
instead of in the Bank Account’s currency.

6.  If you use multi-currency, the most recent daily currency Exchange Rate that was set up in 
System Manager, appears in the Exchange Rate list box.

7.  If you do not use multi-currency, the Base Currency check box and the Exchange Rate box 
do not appear.
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Bank Accounts - ACH Tab

The ACH tab is only active if you have the Banking application installed. The information on this 
tab has been moved from the Payroll, Payroll Information, Company Bank tab to the Bank 
Accounts setup.

If you have Banking installed, follow the steps below to set up your company's bank 
information for creating the ACH file when paying AP, Cash Receipts from AR, and Payroll 
checks.

1.  Select the information to include in the ACH file you send to your bank in the Print Field on 
ACH File field:

• Select Federal Tax ID to include your company’s Federal Tax ID number.

• Select Co Bank to include your company’s routing code.

• Select Fed Reserve Bank to include the Federal Reserve Bank routing code.

Contact your bank if you are unsure which option to use.

2.  Enter the 9 digit Federal Reserve Routing Code if you selected Fed Reserve Bank in the Print 
Field on ACH File field.

3.  The Last Processed On date appears. This date is updated when you post checks and 
vouchers.
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4.  Select the Default AP File Format for the default ACH format to output when outputting AP 
payments to ACH.

5.  Select the Default PA File Format for the default ACH format to output when outputting PA 
direct deposits to ACH.

6.  Select the Default AR File Format for the default ACH format to output when outputting AR 
withdrawals to ACH.

The default standard formats for the AP, PA, and AR files are:

• ADV - Automated Accounting Advice - This Standard Entry Class Code represents an 
optional service provided by ACH Operators that identifies automated accounting of 
ACH accounting information in machine-readable format to facilitate the 
automation of accounting information for Participating DFIs.

• CCD -Corporate Credit or Debit - Can be used to consolidate and sweep cash funds 
within an entity's controlled accounts, or make/collect payments to/from other 
corporate entities.

• PPD - Prearranged Payment and Deposit Entry -This is used for credit transactions 
such as direct deposit of payroll, pension, dividends, as well as debit transactions 
such as payment of utility bills, mortgages, loans and other recurring payments.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  You can set up custom ACH Export Layout Definitions using the System 
Manager Export Layout Definition function. You will see custom export definitions 
with the Function ID selected as ACH. See the System Manager Training Manual for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on setting up Export Layout Definitions.

7.  Enter the Default File Name of the ACH file you want to create in the Default File Name 
field. TRAVERSE appends your company ID to the file name, as an extension, automatically.

Use wildcards to put the application ID and workstation date and time in the file 
name:

• ?: Use the question mark to put the application ID into the file name.

• *: Use the asterisk to put the date and time into the file name.

An example of the file setup with the wildcards is as follows:?_DDEPOSIT_* will output 
the file like this PA_DDEPOSIT_201705221114.CPU

8.  Select the destination path for the file in the Default Folder field. Click the Browse  
button to build this path while you navigate to the desired folder. The path for the ACH file 
appears in the Default Folder field.

9.  The default folder and file name are displayed in the Sample File field.
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10.  Enter the Security Code For File Transfer, if your bank expects your ACH file to begin with 
one. If your bank does not require a Security Code, leave this field blank.

11.  Enter the required length of the Security Code for your bank in the Pad Security Code To A 
Length Of field. If your code is shorter than the required length, the system adds the 
required number of spaces to your Security Code. The maximum length you can enter is 94.

Task Summary

To add a Bank Account ID, follow these steps:

1.  Select the New Record icon  from the toolbar. A blank screen appears.

2.  Enter the required information. The required information is the Bank ID, Bank Name, 
Country, Currency, and GL Cash Account.

3.  Select the Save icon  on the toolbar to save your changes.

To edit a Bank Account ID, follow these steps:

1.  Select the Bank Account ID. Information about the Bank Account ID appears.

2.  Edit the Bank Account ID information.

3.  Select the Save icon  on the toolbar to save your changes.

To delete a Bank Account ID, follow these steps:

1.  Select the Bank Account ID. Information about the Bank Account ID appears.

2.  Select the Delete hot key (F3) or the Delete button .
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Producing a Bank Accounts List

Use the Bank Accounts List function to produce a list of Bank Accounts. Bank Accounts are set 
up in System Manager, Setup and Maintenance, Bank Accounts function.

To produce a Bank Accounts List, follow these steps:

1.  Select Bank Accounts List from the Master Lists menu.

Bank Accounts List Menu
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2.  The Bank Accounts List screen appears.

Bank Accounts List Screen

3.  In the Data Filter section, enter any selection criteria you would like to use to run the 
report. Leave the filter blank to include all available data.

4.  Select the sort by criteria: Bank Account ID or GL Account.
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5.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Using Reports 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 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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Bank Accounts List
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Use the Gains and Losses Accounts function to specify the Accounts to which to post the 
realized and unrealized gains and losses amounts that result from fluctuating exchange rates. 
This function is available only if you use multi-currency with this company.

Because several days or weeks can elapse between the time you enter an invoice and the time 
you enter its corresponding payment, TRAVERSE converts currency amounts using the most 
current daily exchange rate (or the rate you enter) as you make those entries. In doing so, 
TRAVERSE automatically tracks the Gains or Losses that result from fluctuating exchange rates. 
When you post transactions or payments or complete period-end processing, TRAVERSE 
creates entries in the realized and unrealized Gains and Losses Accounts you specify in this 
function, to record those Gains and Losses.

Realized Gains and Losses represent the additional funds you received or lost due to 
fluctuating exchange rates for completely resolved transactions (that is, those with zero 
balances). These are the actual values that are recorded as you post transaction information.

Unrealized Gains and Losses are the funds that your company would receive or lose if all 
transactions were complete at that moment. TRAVERSE creates temporary unrealized Gains 
and Losses entries to balance accounts and close the books during period-end processing. 
These entries are automatically reversed in the next period so that your account balances are 
correct and to make way for the realized Gains and Losses that will be recorded as you post 
information during normal processing.

Use the Default account record to set up default Accounts to use for all currencies. When you 
post Gains and Losses, amounts are posted to the Accounts you specify here regardless of 
which foreign currencies they are in. Use the Currencies records to set up separate realized 
and unrealized Gains and Losses accounts for each foreign currency you use.
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Working With Gains and Losses Accounts

Follow these steps to specify default Accounts to which to post all foreign currency Realized 
and Unrealized Gains and Losses:

1.  Select Gains and Losses Accounts from the Company Setup menu.

Gains and Losses Accounts Menu 

2.  When the Gains and Losses Accounts screen appears, make sure the Default record is 
available.

Gains and Losses Accounts Screen
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3.  Select the accounts to use for Realized and Unrealized Gains and Losses.

TRAVERSE automatically posts Gains and Losses amounts to these Accounts when you 
post transactions or payments and when you perform period-end processing.

4.  Close the screen to save your changes and return to the menu.

Follow these steps to set up sets of Realized and Unrealized Gains and Losses Accounts for 
each foreign currency you use: 

5.  Select the Currency ID, then select the Accounts to use for that Currency.

TRAVERSE automatically posts Gains and Losses amounts to these Accounts when you 
post transactions or payments and when you perform period-end processing for this 
currency.

6.  Repeat the previous step for the remaining foreign currencies you use, then close the 
screen to save your changes and return to the menu. 

Gains and Losses Account Setup in SM

You can just set up one set of Accounts for Gain/Losses from all foreign currencies, or you can 
have different accounts for each foreign currency if you want.

Name Name NameAcct Id NameAccount Description

NameSec 
on Inc 
Stmt

Name
Acct 
Type

Name
Debit/
Credit

Realized Gains 00-000-4030

00-000-4031

00-000-4032

Realized Gains Acct(Dollar)

Realized Gains Acct(Euro)

Realized Gains Acct(Peso)

Other 
Income

715 Credit

Losses 00-000-5300

00-000-5301

00-000-5302

Realized Losses Acct(Dollar)

Realized Losses Acct(Euro)

Realized Losses Acct(Peso)

Other 
Expenses

815 Debit

Unrealized Gains 00-000-9040

00-000-9041

00-000-9042

Unrealized Gains 
Acct(Dollar)

Unrealized Gains Acct(Euro)

Unrealized Gains Acct(Peso)

Other 
Income

715 Credit
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Producing a Gains and Losses Accounts List

Use the Gains and Losses Accounts function to produce a list of the Gains and Losses Accounts 
you defined in the Gains and Losses Accounts function on the Company Setup menu.

To produce a Gains and Losses Accounts List, follow these steps:

1.  Select the Print Preview button  to preview the list of Gains and Losses Accounts.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

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

Gains and Losses Accounts List

Losses 00-000-9050

00-000-9051

00-000-9052

Unrealized Losses 
Acct(Dollar)

Unrealized Losses Acct(Euro)

Unrealized Losses Acct(Peso)

Other 
Expenses

815 Debit

Name Name NameAcct Id NameAccount Description

NameSec 
on Inc 
Stmt

Name
Acct 
Type

Name
Debit/
Credit
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Use the Description Items function to set up Item IDs that you purchase or sell if Inventory is 
not installed. If Inventory is installed, use the Inventory Items function to set up Inventory 
Items. If you install Inventory after setting up Description Items, see the Inventory Training 
Manual for information on converting Description Items to Inventory Items. You can select 
Description Items in transactions, but quantities are not tracked. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  When you select these items in other modules you are allowed to change the 
Unit Cost and Price. These changes WILL NOT effect the costs and prices you enter 
here. The cost and price amounts you enter are fixed approximate costs and prices 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . for the Item.

You can specify this information for each Item:

• Item ID and Description.

• Tax Class.

• Unit, Unit Cost, and Unit Price.

• GL Expense, Sales, COGS, and Inventory Accounts.
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To set up Description Items, follow these steps:

1.  Select Description Items from the Company Setup menu.

Description Items Menu

2.  The Description Items screen appears.

Description Items Screen
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3.  Enter the Item ID as you wish it to be displayed.

4.  Enter a short Description of the Item ID.

5.  Enter an Additional Description of the Item ID. This is used as a longer description that will 
not fit into the Description field. This can be used for manufacturer part ID’s, special 
instructions, or specific information pertaining to the Item.

6.  Enter the Tax Class of the Item ID. See Tax Class setup on (page 4-5) for more information 
on setting up Tax Classes.

7.  Enter the Unit of measure for the Item ID.

8.  Enter the Unit Cost of the Item ID. This is how much it cost you to purchase the Item. This 
will not get updated when posting purchases.

9.  Enter the Unit Price of the Item ID. This is how much you want to sell the Item. This will not 
get updated if changed on a sale transaction.

10.  Enter the GL Expense Account.

11.  Enter the GL Sales Account.

12.  Enter the GL COGS Account.

13.  Enter the GL Inventory Account.

Task Summary

To add an Item ID, follow these steps:

1.  Select the New Record icon  from the toolbar, or press CTRL + Insert. A blank screen 
appears. 

2.  Enter the Item ID, Description, and other required information. The required information is 
Item ID, Unit of Measure, Tax Class and all the GL Account IDs.

3.  Select the Save icon  on the toolbar to save your changes.

To edit an Item ID, follow these steps:

1.  Select the Item ID. Information about the Item appears.

2.  Edit the Item information.

3.  Select the Save icon  on the toolbar to save your changes.

To delete an Item ID, follow these steps:

1.  Select the Item ID to delete. 

2.  Select the Delete hot key(F3) or the Delete Record button  in the tool bar.
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Producing a Description Items List

Use the Description Items List function to produce a list of Description Items. Description 
Items are set up in the Description Items function.

To produce a Description Items List, follow these steps:

1.  Select Description Items List from the Master Lists menu.

Description Items List Menu
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2.  The Description Items List screen appears.

Description Items List Screen

3.  In the Data Filter section, enter any selection criteria you would like to use to run the 
report. Leave the filter blank to include all available data.

4.  Select the check box to Print Additional Descriptions for the Item IDs selected. Clear the 
check box if you do not wish to display those descriptions.

5.  Select the check box if you want to print the report in Banded Rows format, which 
highlights lines in the report in alternating bands of color (or gray on monochrome 
printers). This makes wide reports easier to read. You can define your default preference 
for the Banded Rows Format on the System Manager Business Rules. You can then override 
your default choice when you print the report.
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6.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Using Reports 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 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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System Manager 2-65



COMPANY SETUP
Description Items2
2-66 System Manager



. .
 . 

.C O M PA N Y  S E T U P
Employees
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . E M P L O Y E E S

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, and the Manufacturing suite of 
applications 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 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . history, or calculate taxes, or print checks. It is reference information only. 

To work with Employees, follow these steps:

1.  Select Employees from the Company Setup menu.

Employees Menu
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2.  The Employees screen appears:

Employee Screen

3.  Click the New Record button  on the tool-bar to open a blank Employee record.

4.  Enter all of the general information such as Name, Address, Social Security Number, Birth 
Date, Phone, Email address, and Emergency Contact if Payroll is not installed. If Payroll is 
installed, use the Employee Information function on the Payroll Setup and Maintenance 
menu. Use the Employee List function from the Master Lists menu to print a report of all of 
your Employees.

Task Summary

Editing an Employee record 

1.  Select an employee record to edit from the Employee ID field. 

2.  Edit the fields as necessary. 

3.  Click the Save  button, on the tool-bar, to save any changes made to the Employee. 

Deleting an Employee record 

1.  Select an employee record to delete from the Employee ID field. 

2.  Click the Delete  button, on the tool-bar, to delete the selected Employee record.
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Producing an Employee List

Use the Employee List function to produce a list of current Employees. You can also view 
individual records in the Employees function on the Company Setup menu.

To produce an Employee List, follow these steps:

1.  Select Employee List from the Master Lists menu.

Employee List Menu
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2.  The Employee List screen appears.

Employee List Screen

3.  In the Data Filter section, enter any selection criteria you would like to use to run the list. 
Leave the filter blank to include all available data.

4.  Select a method to Sort By: Employee ID, Last Name, or Social Security Number.

5.  Select the check box if you want to print the report in Banded Rows format, which 
highlights lines in the report in alternating bands of color (or gray on monochrome 
printers). This makes wide reports easier to read. You can define your default preference 
for the Banded Rows Format on the System Manager Business Rules. You can then override 
your default choice when you print the report.
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6.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Using Reports 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 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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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . F O R M  N U M B E R S

Use the Form Numbers function to define the next number to use for the desired form.

To work with Form Numbers, follow these steps:

1.  Select Form Numbers from the Company Setup menu.

Form Numbers Menu
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2.  The Form Numbers screen appears:

Form Numbers Screen

3.  The Form ID is displayed for the forms available to edit the form number.

4.  Edit the Next No. field as necessary by entering the next number to use for the desired 
Form ID. 

5.  Use the Locked check box to lock or unlock the Form ID.

6.  If the Form ID is currently in use the Locked By and Locked Date will be populated with the 
user and date the form was in use.

7.  Close the screen to save any changes made to the Form ID.

Producing a Form Numbers List

Use the Form Numbers function to produce a list of the batch codes you defined in the Batch 
Codes function on the Setup and Maintenance menu.

To produce a Form Numbers List, follow these steps:

1.  Select the Print Preview button  to preview the list of Form Numbers.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Use the Transaction Numbers function to define the next system generate order number for 
the different functions.

To work with Transaction Numbers, follow these steps:

1.  Select Transaction Numbers from the Company Setup menu.

Transaction Numbers Menu
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2.  The Transaction Numbers screen appears:

Transaction Numbers Screen

3.  The Transaction ID is displayed for the transaction functions available to edit the next 
Transaction number.

4.  Edit the Next ID. field as necessary by entering the next number to use for the desired 
Transaction ID. 

5.  Close the screen to save any changes made to the Transaction ID.

Producing a Transaction Numbers List

Use the Transaction Numbers function to produce a list of the Transaction Numbers you 
defined in the Transaction Numbers function on the Company Setup menu.

To produce a Transaction Numbers List, follow these steps:

1.  Select the Print Preview button  to preview the list of Transaction Numbers.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your 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.

Transaction Numbers List
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . D A T A  P R O T E C T I O N

Use the Data Protection function to toggle data encryption for a company. Enabling data 
protection will encrypt sensitive data and make it unreadable by any application outside of 
TRAVERSE. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  All users should exit TRAVERSE before applying this function.

To work with Data Protection, follow these steps:

1.  Select Data Protection from the Company Setup menu.

Data Protection Menu
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2.  The Data Protection screen appears:

Data Protection Screen

3.  Change Company to the Company for whom to encrypt data from the Company field in the 
File menu at the top of the screen. 

4.  Select whether to Enable or Disable data encryption for the current company from the Data 
Protection field. 

5.  Click the OK button to apply the selected Data Protection to the current company.
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Use the Form Printers function to print multiple copies of Invoices, Picking Slips, Checks, 
Vouchers, Check Remittance, Purchase Orders, and many other available forms. You can select 
a different printer for each copy. This function is workstation specific. You must set up the 
Form Printers for each workstation.

To work with Form Printers, follow these steps:

1.  Select Form Printers from the Company Setup menu.

Form Printers Menu
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2.  The Form Printers screen appears.

Form Printers Screen

3.  Select the Forms ID and description from the drop down list of available Forms.

4.  Enter the Copy Text to print on the form for example, “Customer”. This will print as a water 
mark diagonally through the center of each copy of the form.

5.  Enter the Order in which to print the copy. The numbers must be sequential and unique for 
each copy. For example Customer Copy 1, Office Copy 2 etc... they however can be to the 
same printer. If the numbers are not sequential the multiple copies of the form will not 
print.(If you leave each copy default to 1)

6.  Select the Printer from which to print. You can select a different printer for each copy. The 
printers displayed will be the printers you have set up in Windows on the workstation.

7.  Select the Tray for the selected printer from which you want this form to use the paper, to 
print this form. This selection only applies if the printer has multiple trays.
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8.  Select the Active check box to print the copy; or clear the active check box to not print that 
copy of the form.

9.  Go to the next row to add your next form with the printer from which to print the form.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  To print multiple copies of the same form add multiple rows of the same 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . form with the Order number different for each copy record of the form.
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Use the Manage Attachments function to view Attachments from Accounts Payable, Accounts 
Receivable, Purchase Order, Manufacturing Production and Bills of Material, Service Director, 
and Sales Order transactions. You can also delete Attachments that are no longer applicable.

To work with Manage Attachments, follow these steps:

1.  Select Manage Attachments from the Company Setup menu.

Manage Attachments Menu
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2.  The Manage Attachments screen appears.

Manage Attachments Screen

3.  Select the range of Filter Criteria to include in the list or attachments to manage. Leave the 
Filter Criteria blank to include all records available.

4.  Select the Priority of the Attachment: Regular, High and Low. 

You can use this later as filter criteria when you use the Manage Attachments function 
again.

5.  Select the Status of the Attachment: Public or Private. 

You can use this later as filter criteria when you use the manage attachments function 
again.

6.  The User id of the user that originally entered the Attachment record is displayed.

7.  The Entry Date the Attachment was set up is displayed.

8.  The date the Attachment Expires is displayed from the Expiration Date that was entered 
when the Attachment was set up.

9.  The File Name is displayed. View the File Name or edit it to point to the correct File Name. 
Double click the blue hyper link to open the file.
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10.  The Keywords are displayed. This by default will be the Customer ID, Vendor ID, Employee 
ID, BOM, or transaction for which the Attachment was entered. Accept the Keywords or 
edit them to match what you want.

11.  The Comments that were entered at the time the Attachment was set up is displayed. 
View the Comments or edit the Comments.

12.  The Document Name is displayed if you have embedded the document into the 
Attachments function. Double click the blue hyper link to open the file.

Producing a Manage Attachments List

Use the Manage Attachments function to produce a list of the Attachments.

To produce a Manage Attachments List, follow these steps:

1.  Select the Print Preview button  to preview the list of Attachments.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Manage Attachments List
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Use the Import Layout Definition function to create an import layout format for importing 
data from a file created by another system into TRAVERSE. This format tells the TRAVERSE 
system where information is located in the file, whether default values should be used when 
null or empty fields are encountered. The data you import must be from an ASCII file in 
Comma Delimited, Comma-Quote Delimited, Fixed Length Field, or Fixed Length Record 
formats.

The import functions supplied by TRAVERSE are:

• Accounts Payable Transactions

• Accounts Receivable Transactions

• Bank Rec Cleared Transactions

• Bank Rec Transactions

• CRM Contacts

• General Ledger Transactions

• Inventory Physical Inventory counts

• Inventory Item Prices

• MFG Bills of Material

• MFG Production Activity

• Payroll Transactions

• Sales Order Transactions

• Sales Order Customer Pricing

The files from which you are importing data must be ASCII files in one of the following comma-
delimited or flat file formats:

• Comma Delimited: Use this format when the fields in the file from which you are 
importing data, are separated by commas. This is the format used when saving an 
Excel spreadsheet as a .csv format file.

• Comma-Quote Delimited: Use this format when fields are separated by commas 
and each field is also enclosed by quotation marks to allow for commas within the 
field’s contents.
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An example of such a field would be a single field for city and state within an 
address, such as “Minneapolis, MN.” Importing this data using only the comma-
delimited format may result in the data being read as two fields (due to the comma 
in the field’s contents), instead of one, resulting in field mismatches. If this field is 
imported using the comma quote delimited format, it is read correctly as a single 
field.

• Fixed Length Field: Use this format when records are separated by a return 
character and the fields within the record are all the same width.

• Fixed Length Record: Use this format when all records in the file are the same width 
and the fields within records are the same width.

An example of this format would be a file in which each record is 50 characters 
wide and contains five fields, each 10 characters wide. The records in such a file 
would follow one another end on end every 50 characters, instead of being 
separated by return characters.

Before you start entering information into the Import Layout Definition function you need to 
know exactly how you are going to be laying out your source file. It works best to set up your 
source file you will be importing first, then design the layout definition to match your source 
file.

To set up Import Layout Definition files, follow these steps:

1.  Select Import Layout Definition from the Company Setup menu.

Import Layout Definition Menu
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2.  The Import Layout Definition screen appears.

Import Layout Definition Screen

3.  Click the New Record button , on the toolbar, to open a blank Import Layout Definition 
record. 

4.  Enter a new ID for the Import Layout in the Layout ID field. 

5.  Select a Layout ID in the Copy From field, to copy information from an existing Layout ID. 
This box appears only for new Layouts.

6.  Enter a Description for the Import Layout ID in the Description field. 

7.  Select the structure of the source file from the File Type field:

• Delimited - Use this format when the fields in the file from which you are importing 
data are separated by commas, tabs, or spaces. This is the format used when saving 
an Excel spreadsheet as a .csv format file.

• Fixed Width: Use this format when all records in the file are the same width and the 
fields within records are varying widths. The record length will be an accumulation of 
the total of all the field widths.
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8.  Enter, if applicable, the number of rows to initially skip, such as column headings or file 
headers, when importing data in the Skip Rows field.

9.  Select, if applicable, a character to separate fields from the Field Separator field:

• Comma - Use the comma separator if you have your file saved as a .csv file or you 
have a text file with the fields separated by a comma.

• Tab - Use the tab separator if you have designed your file with a tab as the separator 
between the fields within a record.

• Space - Use the space separator if you have your file designed with a space between 
your records. Be careful using the space separator if you have addresses, names and 
so forth that naturally have a space between words or names.

• None - Use the none separator if you are designing a fixed width file. The fields are 
separated by the width entered into the column detail area.

10.  Select, if applicable, a character to separate rows from the Row Separator field:

• CR - Use the CR (carriage return) row separator when you have used your enter key 
to go to the next record in a text file, or you have gone to the next row in an excel 
spreadsheet and saved the file as a .csv type.

• CRLF - Use the CRLF (carriage return + line feed) row separator with a combination 
of a carriage return and line feed. Most DOS/Windows based text files use a CR+LF 
combination to identify the end of a line of text within a file. Similar to the old style 
typewriter that required the linefeed to advance the paper to the next line and the 
carriage return to move the page back to the left edge.

• LF - Use the LF (line feed) row separator if you have put a line feed at the end of your 
record. A linefeed is a non-printable character that is generally associated with text 
output.

• None - Use the none row separator when you have a continuous text file. You may 
have a delimited or fixed width file that has no row separators, so when the import 
reaches the last field or character in the record it will go to the next record 
automatically.

11.  Select, if applicable, a special character to enclose text that may include the field delimiter 
from the Text Qualifier field:

• None - Use the none text qualifier if you have no values in the records that might 
have a field separator value within a field. 
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Example: If you have a delimited file with a comma as your field separator and you 
have numbers with the comma (,) as the thousands separator, the import would see 
the comma as a field separator and go to the next field for the value after the 
comma. As a result of this your data would come in one field off because your 
number would be divided into 2 fields. 

Use none when you are designing a fixed width file.

• Quote - Use the quote (“ “) text qualifier if you have values in your records that 
contain your field separator. 

Example: If you have a delimited file with a comma as your field separator and you 
have numbers with the comma (,) as the thousands separator (10,245.62), the 
import would see the comma as a field separator and go to the next field for the 
value after the comma. As a result of this your data would come in one field off 
because your number would be divided into 2 fields. You would use the quotes 
around the values that have your field separator within the record (“10,245.62”), to 
tell the import that the value within the quotes is one record, and ignore the field 
separator within the quotes.

• Apostrophe - Use the apostrophe, also sometimes called “single quotes”, (‘ ‘) text 
qualifier if you have values in your records that contain your field separator.

Example: If you have a delimited file with a comma as your field separator and you 
have numbers with the comma (,) as the thousands separator (10,245.62), the 
import would see the comma as a field separator and go to the next field for the 
value after the comma. As a result of this your data would come in one field off 
because your number would be divided into 2 fields. You would use the apostrophe 
around the values that have your field separator within the record (‘10,245.62’), to 
tell the import that the value within the apostrophes in one record and ignore the 
field separator within the apostrophes.
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12.  Enter or browse to the file you are using as your import file in the Filename field.

Filename Browse Screen

• Browse to the folder that contains the file to import.

• Select the file and click Open or double click the file to return the path and file name 
to use for the import layout definition.

• Click the Get Fields to populate your column setup area with the fields from your 
source file. You must have column headings to make this function to work properly.

13.  Use the data Filter, if applicable, to build conditions to filter the rows of imported data. 
See the Filtering Across All Columns section in the General Information guide for more 
details on filtering.

14.  Enter a number for the order of the value within the source data in the Sequence field. 
This will be your field or column number within your source file. 

The easiest way to identify the field number is to print out your source file and 
number manually at the top, your fields or columns. Then when you are setting up 
each field you can easily identify the field number.

15.  Enter a description for the field in the Description field. 
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16.  Select the type of value to process from the source data using the Type field:

• Raw Text - The Raw Text type will be the most commonly used data type for setting 
up your Import Layout. Data that is going to be imported into TRAVERSE as it is 
displayed in the source file needs to be set up as Raw Text.

• Text - The Text type would be used when you are importing Text values that would 
be a constant value brought into TRAVERSE.

• Number - The Number type would be used when you are importing numeric values 
that would be a constant or calculated value brought into TRAVERSE.

• DateTime - The DateTime type would be used when you are importing date values 
that would be a constant date value brought into TRAVERSE.

17.  Enter the character width of the value, if values have a fixed length, in the Width field. 

When you use a Fixed Width type file the total record width will be an accumulation of 
the width of each of the fields you set up. 

When a Fixed Width file is used and you set the Field Width, you must fill the unused 
characters within the record with a Fill Character to make sure the record is filled to 
satisfy the field width. The most common fill characters are a 0 or a 9.

18.  Enter a constant value or an available function in the Value field.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The Value determines the content of any non-Raw Text column. To view the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . available functions, click the View Functions button.

When setting up a translate value you must set up the field to be translated and also a 
record for the translate function. In the record for translation enter a different name 
in the Description with the type of Text. Then in the value use the XLATE function and 
enter the translation values into the Extended field.

View Functions Screen
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Function Syntax Description

LEN =LEN([FieldId]) Returns the numeric length the 
identified field value.

TRIM
=TRIM([FieldId]) Removes leading and trailing spaces 

from the identified field value. Returns 
a text value.

SUBSTRING =SUBSTRING([FieldId], start, 
length)

Returns the subset of text characters 
from the identified field value.

CONVERT =CONVERT([FieldId]) Converts the identified field value to 
the field type of the current field.

ISNULL =ISNULL([FieldId1],[FieldId2]) Replaces a null (or empty string) value 
with the identified replacement value.

NULLIF =NULLIF([FieldId1],[FieldId2]) Returns a null when the value of field 1 
matches the value of field 2.

ROWID =ROWID() Returns the sequential id of the source 
data.

GETDATE =GETDATE() Returns the current session date 
(workstation date).

XLATE

=XLATE([FieldId])Extended: 
val1;xlate1;val2;xlate2

 Translates the value of the 
identified field using a set of 
key/value pairs provided in the 
Extended properties of the field 
definition. 

MM-DD-YYYY”)
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PARSE

=PARSE([FieldId], “mask”) Evaluates the contents of the 
identified field using a preset mask 
to specify positional attributes of 
the field value.

Number Mask: Uses the '#' 
character to identify a numeric 
value position. The right-most 
position of the mask can be used 
to identify a special “sign” 
identifier by using a value other 
than a '#'.

Example: =PARSE([RawValue], 
“#,###.##”)

Date Mask: Uses the following 
characters to identify the parts of 
a masked date value

M = Month

D = Day

Y = Year

h = Hour

m = Minute

s = Second

Example: =PARSE([RawDate], “

ARITHMETIC
=([FieldId1] + 1.25)

=([FieldId1] + [FieldId2])

General arithmetic operations and 
string concatenation are also 
supported as a definition.

Function Syntax Description
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19.  Enter, if applicable, the values required for the selected Value in the Extended field.

Values would be entered into the Extended field if the value coming into TRAVERSE 
would be different than the value in the source file. For example: Your bank may have 
a code for deposits, checks, transfers and adjustments as D, C, T and A, where 
TRAVERSE values for these would be 2, -1, -3 and 4. You would use the syntax of 
D;2,C;-1,T;-3,A;4 to show the source value and the TRAVERSE value.

Example: To translate the Trans Type field for a Bank Reconciliation Import file. 
Enter your transaction type in the list of fields, such as Type. In the Type field use 
Raw Text. Leave the rest of the fields as defaults. Add another record for the 
translation, such as TypeXlate. Use Text in the Type field and this syntax in the Value 
field: =XLATE([Type]), where Type is the name of your transaction type field. In the 
Extended field enter your translation values like this D;2,C;-1. Where D in the file is 2 
in TRAVERSE and C in the file is -1 in TRAVERSE.

When setting up the Import Map Definition, select the translate field to be imported 
and not your field in the file.

20.  Click the Extended Info button to enter your values to translate from your file value to the 
correct value in TRAVERSE.

21.  Click the Save button , on the toolbar, to save the new Import Layout Definition.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The values in the Field Separator, Row Separator and Text Qualifier fields are 
only default, and the most common, values for each of the fields. You may use any 
character for each of these values by typing that character into the field and saving 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the record. The value must be a visible character.
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Task Summary

To create an Import Layout Definition, follow these steps:

1.  Click the New Record button , on the toolbar, to open a blank Import Layout Definition 
record. 

2.  Enter a new ID for the Import Layout in the Layout ID field. 

3.  Enter a Description for the Import Layout in the Description field. 

4.  Select the structure of the source file from the File Type field. 

5.  Enter, if applicable, the number of rows to initially skip, such as column headings or file 
headers, when importing data in the Skip Rows field. 

6.  Select, if applicable, a character to separate fields from the Field Separator field. 

7.  Select, if applicable, a character to separate rows from the Row Separator field. 

8.  Select, if applicable, a special character to enclose text that may include the field delimiter 
from the Text Qualifier field. 

9.  Select, if applicable, the default value to use when reading data from the Filename field. 

10.  Enter a number for the order of the value within the source data in the Sequence field. 

11.  Enter a description for the field in the Description field. 

12.  Select the type of value to process from the source data using the Type field. 

13.  Enter the character width of the value, if values have a fixed length, in the Width field. 

14.  Enter a constant value or an available function in the Value field.

15.  Enter, if applicable, the values required for the selected Value in the Extended field. 

16.  Click the Save button , on the toolbar, to save the new Import Layout Definition. 

To edit an Import Layout Definition, follow these steps:

1.  Select an Import Layout Definition to edit, from the Layout ID field. 

2.  Edit the fields as necessary. 

3.  Click the Save button , on the toolbar, to save any changes made to the Import Layout 
Definition. 

To delete an Import Layout Definition, follow these steps:

1.  Select an Import Layout Definition to delete, from the Layout ID field. 

2.  Click the Delete button , on the toolbar, to delete the selected Import Layout Definition. 
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3.  Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.

Producing an Import Layout Definition List

Use the Import Layout Definition function to produce a list of the import definitions you 
defined in the Import Layout Definition function on the Company Setup menu.

To produce an Import Layout Definition, follow these steps:

1.  Select the Print Preview button  to preview the list of Import Layout Definitions.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Import Layout Definition List
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Use the Import Map Definition function to assign fields defined in the Import Layout 
Definition function to a field in the TRAVERSE destination table(s).

The Import Maps are based on TRAVERSE programs called Assemblies. Some Assemblies are 
provided with the software, but it is also possible for you to create custom Assemblies for 
specific purposes.

The Assemblies currently offered in this version of TRAVERSE allow you to import into the 
following function:

• Accounts Payable Transactions

• Accounts Receivable Transactions

• Bank Rec Cleared Transactions

• Bank Rec Transactions

• CRM Contacts

• General Ledger Transactions

• Inventory Physical Inventory counts

• Inventory Item Prices

• MFG Bills of Material

• MFG Production Activity

• Payroll Transactions

• Sales Order Transactions

• Sales Order Customer Pricing
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Assembly and Class List

Below is a table that will indicate what Assembly and Class to use for each of the import 
mappings:

Import Assemblies and Classes

Import Function Assembly Class

AP Transactions TRAVERSE.Import.APTransaction TRAVERSE.Import.AccountsPayable.
TransactionImport

AR Transactions TRAVERSE.Import.ARTransaction TRAVERSE.Import.AccountsReceivab
le.TransactionImport

Bank Rec Cleared 
Trans

TRAVERSE.Business.BankRec TRAVERSE.Business.BankRec.Cleared
TransImport

Bank Rec 
Transactions

TRAVERSE.Business.BankRec TRAVERSE.Business.BankRec.Transac
tionImport

CRM Contacts TRAVERSE.Business.CRM TRAVERSE.Business.CRM.ContactIm
port

General Ledger 
Transactions

TRAVERSE.Business.GeneralLedger TRAVERSE.Business.GeneralLedger.T
ransactionImport

Physical 
Inventory

TRAVERSE.Business.PhysicalInventory TRAVERSE.Business.Inventory.Physic
alCountImport

Inventory Item 
Pricing

TRAVERSE.Import.INItem TRAVERSE.Import.INItem.ItemPriceI
mport

MFG BOM TRAVERSE.Import.MfgBom TRAVERSE.Import.Manufacturing.As
semblyHeaderImport

MFG Production 
Activity

TRAVERSE.Import.MfgProduction TRAVERSE.Import.Manufacturing.Pr
oductionActivityImport

Payroll 
Transactions

TRAVERSE.Business.PATransaction TRAVERSE.Business.Payroll.TimeTick
etImport

Sales Order 
Transactions

TRAVERSE.Import.SOTransaction TRAVERSE.Import.SOTransaction.SO
TransactionImport

Sales Order 
Customer Pricing

TRAVERSE.Import.Pricing TRAVERSE.Import.Pricing.CustomerP
ricingImport
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To set up Import Map Definition files, follow these steps:

1.  Select Import Map Definition from the Company Setup menu.

Import Map Definition Menu
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2.  The Import Map Definition screen appears.

Import Map Definition Screen

3.  Click the New Record button , on the toolbar, to open a blank Import Map Definition 
record. 

4.  Enter a new Import Map Definition in the Map ID field. 

5.  Enter a Description for the Import Map Definition in the Description field. 

6.  Select a Map ID in the Copy From box to copy information from an existing Map ID. This box 
appears only for new Map ID.

7.  Select an Assembly containing an integration engine enabled Class from the Assembly field.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The Assembly selected contains Class and Schema information. For example; 
an Assembly used to import AR Transactions may contain two Classes, one used to 
import basic information for the header of the transaction, and a different Class to 
import the detailed line Items of a transaction. Within each class, the schema will 
provide information about the fields that are available in TRAVERSE for that type of 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . record. 

8.  Select an Import Class within the identified Assembly from the Class field. 
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9.  Select a Schema to use as the destination of imported data from the Schema ID field.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Clicking the Plus + icon, if applicable, in the Schema ID field allows you to 
view the schema properties and fields. The Property field lists property values that 
exist for the given Schema ID. The Field lists field values that exist for the given 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Import Layout. 

10.  Select an Import Layout to use for the source data information, from the Layout ID field. 

11.  Select the field to be imported into from the Property list, within the Schema ID fields, and 
select the Field that matches, from the Field list in the Layout ID.

12.  Click the Save button , on the toolbar, to save the new Import Map Definition. 

Task Summary

To create an Import Map Definition, follow these steps:

1.  Click the New Record button , on the toolbar, to open a blank Import Map Definition 
record. 

2.  Enter a new Import Map Definition in the Map ID field. 

3.  Enter a Description for the Import Map Definition in the Description field. 

4.  Select an Assembly containing an integration engine enabled Class from the Assembly field.

5.  Select an import Class within the identified Assembly from the Class field. 

6.  Select a Schema to use as the destination of imported data from the Schema ID field.

7.  Select an import layout to use for the source data information from the Layout ID field.

8.  Select the field to be imported into from the Property list, within the Schema ID fields, and 
select the Field that matches, from the Field list in the Layout ID.

9.  Click the Save button , on the toolbar, to save the new Import Map Definition. 

To edit an Import Map Definition, follow these steps:

1.  Select an Import Map Definition to edit from the Map ID field. 

2.  Edit the fields as necessary. 

3.  Click the Save button , on the toolbar, to save any changes made to the import map 
definition. 
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To delete an Import Map Definition, follow these steps:

1.  Select an Import Map Definition to delete, from the Map ID field. 

2.  Click the Delete button , on the toolbar, to delete the selected Import Map Definition. 

3.  Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.

Producing an Import Map Definition List

Use the Import Map Definition function to produce a list of the Import Map Definitions you 
defined in the Import Map Definition function on the Company Setup menu.

To produce an Import Map Definition, follow these steps:

1.  Select the Print Preview button  to preview the list of Import Map Definitions.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Import Map Definition List
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I M P O R T  M A P P E D  D A T A

Use the Import Mapped Data utility to verify ASCII files before importing them into GL 
Transactions, BR Cleared Transactions, IN Physical Counts Entry and the other valid imports, 
using the Import button.

To work with Import Mapped Data, follow these steps:

1.  Select Import Mapped Data from the Company Setup menu.

Import Mapped Data Menu
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2.  The Import Mapped Data screen appears.

Import Mapped Data Screen

3.  Select the Map ID to import from, the Map ID field. 

4.  Select the ASCII file to view from the File Name field. 

5.  Click Read Data to read the data from the source file.

6.  Click Verify Data to display the data in the source file and the data that will be written into 
TRAVERSE.

7.  The data from the source file is displayed in the top half of the screen and can not be edited.

8.  The data that will be written into TRAVERSE is displayed in the bottom half of the screen 
and you may edit the data that causes errors.

9.  Once errors have been corrected, click Import Data to write the data into the TRAVERSE 
tables used in the Import Map Definition.
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Command Buttons

The Map ID and format for the data to be imported, mapped to the fields in the table into 
which to import the data, will be set up using the Import Layout Definition function.

Name Description

Import Data Begin importing the mapped data.

Activity Display the Activity Log form to view change 
batch activity.

Reset Set all fields to their default values. 

Read Data View the mapped data.

Verify Data Verify the integrity of the imported data.
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Use the Export Layout Definition function to define, in detail, the layout of the Export 
Definition file. These files can be exported from within TRAVERSE to a local folder or a shared 
network folder. The export files are used for things like electronic fund transfer, direct deposit, 
positive pay files sent to your bank for check verification, magnetic media for income tax 
purposes, labels, and released orders.

Export Layout Definitions can be set up for multiple file types. The types of files to be exported 
available from TRAVERSE are: ACH, Positive Pay, 1099 Magnetic Media, W2 Magnetic Media, 
Warehouse Management Labels, and Warehouse Management Released Orders.

The export files can also be output in various formats. The formats that can be output are: 
Block, Delimited, Fixed Width, and XML.

To set up Export Layout Definition files, follow these steps:

1.  Select Export Layout Definition from the Company Setup menu.

Export Layout Definition Menu
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2.  The Export Layout Definition screen appears.

Export Layout Definition Screen

3.  Click the New Record button , on the toolbar, to open a blank Export Layout Definition 
record. 

4.  Enter a new ID for the Export Layout Definition in the Layout ID field. 

5.  Select the Function ID for the type of export file that will be generated. The Function ID will 
be used with the Assembly and Class to associate it with the screen used to generate the 
export file: ACH, POSPAY, TEN99, W2MAGMED, W2MAGMED_C, WMLABEL, 
WMRELORDER.

6.  Select a Layout ID in the Copy From field, to copy information from an existing Layout ID. 
This box appears only for new Layout IDs.

7.  Enter a Description for the Export Layout Definition in the Description field. 
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8.  Select the structure of the export file from the File Type field:

• Delimited - Use this format when the fields in the file from which you are exporting 
data will be separated by commas, tabs or spaces. This is the format used when 
saving an Excel spreadsheet as a .csv format file.

• Fixed Width: Use this format when all records in the file are the same width and the 
fields within records are varying widths. The record length will be an accumulation of 
the total of all the field widths.

• XML: Short for Extensible Markup Language, designed especially for Web 
documents. It allows designers to create their own customized tags, enabling the 
definition, transmission, validation, and interpretation of data between applications 
and between organizations.

You would typically use this file format if you were transmitting the file using the 
internet. 

• Block: Use this format if you want to have your file set up similar to the standard 
ACH file. Each record consists of blocks of data that are 94 characters long. Each 
block of data will consist of a specified number of records in a block.

Typically a record will consist of 940 characters, or 10 blocks of 94 characters. You 
will enter a Fill Character to fill in the blank spaces that are not used for each field 
in the records. A block typically consists of 10 records. For example; if you have a 
file with 6 records you will get an additional 4 records that consists completely of 
9’s to fill the block of 10 records.

9.  If you selected Block as your File Type, enter your Blocking Factor. This will be how many 
records you want to have in each block of data when you output your file. If you have fewer 
records than the amount that will fill the blocking factor, record lines will be added with the 
fill character you enter when setting up your block fields. Typically this fill character is a 9. 

10.  Select, if applicable, a character to separate fields from the Field Separator field:

• Comma - Use the Comma separator if you have your file saved as a .csv file or you 
have a text file with the fields separated by a comma.

• Tab - Use the Tab separator if you have designed your file with a tab as the separator 
between the fields within a record.

• Space - Use the Space separator if you have your file designed with a space between 
your records. Be careful using the space separator if you have addresses, names and 
so forth that naturally have a space between words or names.

• None - Use the None separator if you are designing a fixed width file. The fields are 
separated by the width entered into the column detail area.
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11.  Select, if applicable, a character to separate rows from the Row Separator field:

• CR - Use the CR (carriage return) row separator when you have used your enter key 
to go to the next record in a text file, or you have gone to the next row in an excel 
spreadsheet and saved the file as a .csv type.

• CRLF - Use the CRLF (carriage return + line feed) row separator with a combination 
of a carriage return and line feed. Most DOS/Windows based text files use a CR+LF 
combination to identify the end of a line of text within a file. Similar to the old style 
typewriter that required the line feed to advance the paper to the next line and the 
carriage return to move the page back to the left edge.

• LF - Use the LF (line feed) row separator if you have put a line feed at the end of your 
record. A line feed is a non-printable character that is generally associated with text 
output.

• None - Use the none row separator when you have a continuous text file. You may 
have a delimited or fixed width file that has no row separators, so when the export 
reaches the last field or character in the record it will go to the next record 
automatically.

12.  Select, if applicable, a special character to enclose text, that may include the field delimiter 
from the Text Qualifier field:

• None - Use the None text qualifier if you have no values in the records that might 
have a field separator value within a field. 

Example: If you have a delimited file with a comma as your field separator and you 
have numbers with the comma (,) as the thousands separator, the import would see 
the comma as a field separator and go to the next field for the value after the 
comma. As a result of this your data would come in one field off because your 
number would be divided into 2 fields. 

Use None when you are designing a fixed width file.
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• Quote - Use the Quote (“ “) text qualifier if you have values in your records that 
contain your field separator. 

Example: If you have a delimited file with a comma as your field separator and you 
have numbers with the comma (,) as the thousands separator (10,245.62), the 
import would see the comma as a field separator and go to the next field for the 
value after the comma. As a result of this your data would come in one field off, 
because your number would be divided into 2 fields. You would use the quotes 
around the values that have your field separator within the record (“10,245.62”), to 
tell the import that the value within the quotes is one record and ignore the field 
separator within the quotes.

• Apostrophe - Use the Apostrophe, also sometimes called “single quotes”, (‘ ‘) text 
qualifier if you have values in your records that contain your field separator.

Example: If you have a delimited file with a comma as your field separator and you 
have numbers with the comma (,) as the thousands separator (10,245.62), the 
import would see the comma as a field separator and go to the next field for the 
value after the comma. As a result of this your data would come in one field off 
because your number would be divided into 2 fields. You would use the apostrophe 
around the values that have your field separator within the record (‘10,245.62’), to 
tell the import that the value within the apostrophes is one record and ignore the 
field separator within the apostrophes.

13.  Enter or browse to the file you are using as your export file in the File Name field.
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Filename Browse Screen

• Browse to the folder that you want the file to be exported.

• Select the file and click Open or double click the file to return the path and file name 
to use for the Export Layout Definition.

14.  Select an Assembly containing an integration engine enabled Class from the Assembly 
field.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  The Assembly selected contains Class and Schema information. For example; 
an Assembly used to export AP Pay Invoices may contain two classes, one used to 
export information to an ACH file, and a different class to export positive pay 
information. Within each Class, the schema will provide information about the fields 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . that are available in TRAVERSE for that type of record. 

15.  Select an export class within the identified Assembly from the Class field. 

16.  Enter a number for the order of the value within the export data in the Sequence field. 
This will be your field or column number exported to your file. 
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17.  Select the Record Type you want to use for each field in the file to be output:

• Block: You must set up one Block record when you are setting up a block file. This 
record is used to fill the remainder of the records in the Blocking Factor number of 
records. When setting up the block record fields you will leave the field values blank 
and just fill in the Fill Length and Fill Character. Typically the fill length will be 94 and 
the fill character will be 9. This will add records of 94 characters of 9’s for the 
remaining number of records to fill the blocking factor.

• Detail: Use the Detail record type selection for the detail section of your file. This 
usually is where you will have the majority of the information. You typically will have 
all the columns you are going to have in your output file in the detail record type.

• Footer: Use the footer record type when you want to group your footer total 
records by a specific field from your detail section. For example; if you want to have 
a check total by Bank ID you would select Footer as the record type and then Bank ID 
as your Group Value. Then when you are setting up the fields for your Footer record, 
you would select the field value you want totaled, in this example, Check Amount.

• Header: Use the Header record type when you want to group your records into 
specific groups and have sorting by columns in these groups. For example; if you 
want to have your file grouped by Bank ID and then Account number you would 
select Header for the record type and for the field value you would need to have 
Bank ID in the field value for that Header record. To then sort by Account Number 
you would add a second Header record and select Account Number for your field 
value for that Account Number Header record.

18.  Enter or edit the Description for the record Type field.

This usually will be what you will have in each Detail section of your file. Examples of 
the record type descriptions would be Data Detail and Totals. 

19.  Select the Group Value for the Header and Footer record types.

The Group Value you select will be the field in the output file you want your records 
grouped by when it is output, and you are going to be generating totals. A typical 
group value might be Bank ID, so you can get check totals and a check count by Bank 
ID.

When you select Header as your record type you will select the Group Value for the 
field you want to sort and group your records by, using a Header.

20.  Enter or edit the Header/Tag. This is used for the XML file output type to have a Header 
Tag entered into the output file for the Header of your record. A typical Header/Tag would 
look like this <BankID>. This will start the Header section of the file.
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21.  Enter or edit the Footer/Tag. This is used for the XML file output type to have a Footer Tag 
entered into the output file for the Footer of your record. A typical Footer/Tag would look 
like this <CheckTotal>. This will start the Footer section of the file.

Export Definition - Field Detail

Once you have your Records set up you will then need to set up your fields. Typically you will 
have a Header, Detail, and Footer records, and multiple fields within the records. Each field 
you set up will be a column in your output file. Enter the fields in the order in which you want 
your output file to be set up.

To enter the detail of each field, click the Plus (+) next to the record Sequence and Field you 
want to add or edit, and follow these steps:

1.  Enter a number for the order of the value within the export data in the Sequence field. This 
will be your field or column number within your export file. 

2.  Enter the Description of the field being added.
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3.  Select the Field Value you want put in to the field you have selected. The Field Value 
selections will depend on the Assembly and Class you select when setting up the export file.

4.  Select the Type of field you are adding: Text, Number and DateTime.

5.  Enter the Multiplier value you want the value to be multiplied by to give you the correct 
formatting. A block type file will by default assume that you have multiplied all values by 
100. In other words there are no decimal places in a block file, it is assumed when you are 
using this type of file that you have two decimal places in all your numbers.

6.  Enter the Format in which you want the field value to be displayed. This field is only 
available for the Number and DateTime type fields.

7.  Elect how you want to Fill Justify the records in this field: Left or Right.

8.  Enter the number of characters you want as a Fill Length for a Block type file. This will be 
the number of characters this field will use when filling the Block type record. For the Block 
record you will need to enter 94 into this field.

9.  Enter the Fill Character to use to fill in any blank characters in a Block type file. This typically 
will be 9. If you have a record that does not use all the characters in the field, the rest of the 
field will be filled in with 9s. Also the Block record that will fill in the remaining blocking 
factor records will be records filled in with all 9s.

10.  Enter or edit the Header/Tag. This is used for the XML file output type to have a header tag 
entered into the output file for the Header of your record. A typical Header/tag would look 
like this <BankID>. This will start the Header section of the file.

11.  Enter or edit the Footer/Tag. This is used for the XML file output type to have a Footer tag 
entered into the output file for the Footer of your record. A typical Footer/Tag would look 
like this <CheckTotal>. This will start the Footer section of the file.

12.  To translate data from the file into a value that the recipient of the file will understand (for 
example, Trans Type), enter the values to translate into the Extended field. 

Example: In the Wells Fargo positive pay file output the Transaction Code is 
translated as 0;320;1;370. Which means that TRAVERSE uses 0 and 1 for transaction 
types, and Wells Fargo translates those values as 320 and 370.

13.  Click the Save button , on the toolbar, to save the new Export Layout Definition.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The values in the Field Separator, Row Separator and Text Qualifier fields are 
only default, and the most common, values for each of the fields. You may use any 
character for each of these values by typing that character into the field and saving 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the record. The value must be a visible character.
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Producing an Export Layout Definition List

Use the Export Layout Definition function to produce a list of the Export Layout Definitions 
you defined in the Export Layout Definition function on the Company Setup menu.

To produce an Export Layout Definition, follow these steps:

1.  Select the Print Preview button  to preview the list of Export Layout Definitions.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Export Layout Definition Examples

ACH Export Layout Definition Example Page 1
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ACH Export Layout Definition Example Page 2
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Magnetic Media Export Layout Definition Example Page 1
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Magnetic Media Export Layout Definition Example Page 2
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Magnetic Media Export Layout Definition Example Page 3
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Magnetic Media Export Layout Definition Example Page 4
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Magnetic Media Export Layout Definition Example Page 5
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Positive Pay Export Layout Definition Example
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Use the Manage Catalog function to initialize the global search functionality and set 
permissions for the search catalogs.

To work with the Manage Catalog, follow these steps:

1.  Select Manage Catalog from the Company Setup menu.

Manage Catalog Menu
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2.  The Manage Catalog screen appears.

Manage Catalog Screen - Catalogs Tab

3.  Select the check box to Select the Catalog you want to build or refresh.

4.  Select the Catalog Option you will be doing:

Build - will build the Catalog of tables in which to look, to search for the entered 
search criteria. The current Catalog will search for Customer information.

Refresh - once the Catalog has been built you can refresh the Catalog if anything has 
changed since the Catalog has been built.

5.  The catalog Description, Catalog Type, Last Value, and Last Run are displayed and cannot 
be edited.

Manage Catalog Screen - Permissions Tab

Use the Permissions tab to select the Groups for which to grant permissions, to search within 
the available catalogs.
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1.  Select the Catalog for which to grant permissions.

2.  The Group Name set up for the company are displayed in a list.

3.  Select the check box next to the Group Name for which you want to grant permissions to 
use this catalog.

4.  Go back to the Catalogs tab and click Build Catalog to build or refresh the selected 
Catalog(s).

Using the Global Search function

Use the global search function to search for values within the whole TRAVERSE system, for the 
catalogs built.

Currently the only catalog available is for Customer information. This means you can enter 
information from the Customer records, to search TRAVERSE for values that meet your search 
criteria.

The Global Search box is located in the upper right corner of your TRAVERSE window.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  For the global search to function, you must have the Full Text Search function 
installed on your SQL server. Contact TRAVERSE Support for details on installing this 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . feature.

Global Search Box

1.  Enter search criteria into the Search... field on the toolbar.

If you enter the full Customer ID, Name, Region etc... you will get results for that 
Customer, Region etc...

To use wildcards you must use quotes ““ around the value and the * as the wildcard. 
For example to search for customer Alt008 using just the first 3 characters you would 
enter “Alt*”.

2.  Press Enter to view the results of your search.
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Global Search Results Screen

3.  Double click on a record to drill down to see the detail history record for that search record.
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The User Defaults maintenance screen allows each TRAVERSE User ID to have set defaults 
upon login. For example, users can assign their default Batch Code(s), Location ID, and Bank ID.

To work with User Defaults, follow these steps:

1.  Select User Defaults from the Company Setup menu.

User Defaults Menu
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2.  The User Defaults screen appears.

User Defaults Screen

3.  The Type field will display User to indicate the defaults are for the currently logged in user.

4.  The User ID of the currently logged in user is displayed.

5.  Select a User ID to Copy From if desired.

6.  Select the Application from the list for which you want to set the defaults.

The list of Applications will vary depending on the Applications installed.

7.  Enter or select the Defaults you wish to set.

The available Defaults will vary depending on the Application selected.

8.  Click the Save button , on the toolbar, to save the user defaults.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . U S E R  D E F A U L T S  -  A D M I N

The User Defaults - Admin maintenance screen allows you to set defaults for Users, and TPS 
Workstation.

The User Defaults maintenance selection allows Admins to set each TRAVERSE User ID to have 
set defaults upon login. For example, users can assign their default Batch Code(s), Location ID, 
and Bank ID.

To work with User Defaults - Admin, follow these steps:

1.  Select User Defaults - Admin from the Company Setup menu.

User Defaults - Admin Menu
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2.  The User Defaults - Admin screen appears.

User Defaults - Admin Screen - User ID

3.  Select the Type of defaults you would like to set: User, SD Service Zones, SD Order 
Category, or TPS Workstation.

4.  Select the User ID, SD Service Zone, or SD Order Category, or enter a Workstation ID, for 
which you would like to set defaults.

5.  Select a User ID to Copy From if desired.

6.  If you selected User ID, select the Application from the list for which you want to set the 
defaults.

The list of Applications will vary depending on the Applications installed.

7.  Enter or select the Defaults you wish to set.

The available Defaults will vary depending on the Application selected.
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User Defaults - Admin Screen - Workstation - Vantiv

User Defaults - Admin Screen - Workstation - Open Edge
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8.  Select Workstation from the Type list.

9.  Enter a Workstation ID to identify the Workstation you are overriding.

Once you have saved the Workstation, you will see it in the list and may edit the 
available fields.

10.  If you wish to copy a Workstation, select the Workstation from the Copy From list.

11.  Select the TPS service you are using and wish to override settings from the Applications 
list.

12.  Enter the information you wish to override from the Payment Service Integration settings.

You must enter information into at least one field to save the Workstation. The 
information you enter into the fields will be used in replacement of the information 
entered into the Payment Service Integration setup.

13.  Click the Save button , on the toolbar, to save the user defaults.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . M E N U

Preparing to Use the Setup and Maintenance Functions

Set up one Company and its GL Period Conversion before you use the Setup and Maintenance 
functions. 

Setting Up IDs and Codes

IDs and codes tell the system how to identify each item on file. The system uses these 
identifiers to organize information.

Suggestions for Defining IDs and Codes

When you assign IDs and codes, establish a format that makes sense for your business and use 
it consistently. The following suggestions may help you to establish a useful format:

• Do not use these characters in an ID or a code: | “ ’ & # * @ !.

Be careful when using special characters as Microsoft reserves some characters for 
programming purposes. It is recommended that you DO NOT use special charac-
ters in IDs and Codes.

• To prevent organization problems, use zeros to make all IDs the same length. If IDs 
are divided into more than one part, the parts should be the same length in every ID. 
Do not use spaces to divide IDs into more than one part. For example, use ACE-01 
and ACE-11 instead of ACE-1 and ACE-11 or ACE 01 and ACE 11.

• If you use letters in IDs, use either all uppercase or all lowercase letters so that the 
IDs can be sorted correctly. See How IDs and Codes Are Sorted in the General 
Information guide.

• Use descriptive IDs. For example, WIN001 and WIN002 are more descriptive than 
000001 and 000002. 

• If you want to sort items by a particular attribute-name or group-put the attribute in 
the ID. For example, to organize customers by name, put the first characters of the 
name of the customer in the customer ID. 

• To make sure that you can insert new items into a sequence, use a combination of 
letters and numbers that leaves room in the sequence for later additions. For 
example, WIN001 and WIN005 leave room for three IDs in between. 
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Use the following functions on your Setup and Maintenance menu to set up information used 
in other areas of your TRAVERSE software.

• Use the Application Menus function to maintain the TRAVERSE main menu. You can 
add, delete, and rearrange items on the menu as well as hide items (page 3-5).

• Use Country Codes to determine international dialing prefixes, the formatting for 
Phone numbers, and Postal Codes. For information about defining Country Codes, 
see the Country Codes function (page 3-13).

• Use Currency to define currency symbols, symbol placements, decimal precision, 
decimal points, and thousand separators. If you are not using the multi-currency 
feature, use the Currency function to verify your Currency information. For 
information about defining currencies, see the Currency function (page 3-19).

• Use Currency Exchange Rates to specify the Exchange Rate of one currency to 
another. For example, if $1.00 US is equal to $1.25 Canadian, the Currency Exchange 
Rate is 1.25. For information about defining Currency Exchange Rates, see the 
Currency Exchange Rates function (page 3-25).

• Use the Mapping Programs function to view and enter information about the 
Mapping Program your company uses. Several mapping programs are already set up 
for you (page 3-35).

• Use the Change IDs function to change an ID from one value to another (page 3-43).

• The Message Tracking Setup allows you to determine which Outlook Exchange 
folders are subject to search when using the Message Tracking Function from the 
global toolbar. For more information on Message Tracking Setup, see (page 3-45).

• Use the Payment Services function to configure settings for Payment Services for 
TRAVERSE desktop, TRAVERSE Point of Sale, or TRAVERSE Portal. Your selected 
Payment Service provider allows you to accept credit card or other online payment 
options. Contact your software provider for assistance, if necessary. For more 
information on Payment Services setup, see (page 3-53).

• Use the Shopping Cart Integration Services to integrate with e commerce platform 
BigCommerce. This third-party Shopping Cart application give users a complete 
online shopping experience that ties directly to the TRAVERSE backoffice. For more 
information on Shopping Cart Integration Services setup, see (page 3-63).

• Use the Payment Service Integration function to set up the payment service settings 
for the TRAVERSE Payment System to process credit cards. For more information on 
Payment Service Integration setup, see (page 3-79).
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Use the Application Menus function to maintain the TRAVERSE Main menu. You can add, 
delete, and rearrange items on the menu.

To work with Application Menus, follow these steps:

1.  Select Application Menus from the Setup and Maintenance menu.

Application Menus Menu
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2.  The Application Menus screen appears.

Application Menus Screen

3.  Select the Application with which to work. Select Main Menu to work with applications.

4.  Select the Menu with which to work. 

The parent ID of the menu is displayed in the Menu ID. The parent ID is a 3 digit 
number for the Application and will add 2 digits for each menu level, this is system 
generated.

5.  Enter a Description of the menu as you want it to appear on the Main menu. The menu 
number is displayed.

6.  Select the Type of item: 

• Form - Open a normal form. 

• Report - Open a report. 

• Comment - Display a message. 

• Menu - Access sub menus below the current menu. 

• Document - Open a file outside of TRAVERSE. 

• URL - Open a website address. 
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• View - Open an interactive view. 

• Dashboard - Open a TRAVERSE dashboard.

You can only select Menu for the first two levels of the menu. You can select any of the 
other types for the third level.

7.  The Menu ID will be displayed, this is a system generated number.

8.  Enter the Document path and file name, or URL, if a Type of Document or URL is selected.

9.  Enter the Assembly Name of the menu item, if a Type other than Menu is selected.

10.  Enter the Plugin Name of the menu item, if a Type other than Menu is selected.

11.  Enter the Order number that represents the order of the menu item on the Main menu.

12.  Enter the Application to use when opening the menu selection. This is used at the third 
level of menus. 

13.  Select the check box if you want to Hide the item on the menu; otherwise, clear the check 
box.

14.  Select the Menu Type for the menu: 

• Company - if the program to be launched is within the normal company database 
(for example CPU).

• Payroll - if the program to be launched is a payroll program.

• System - if the program to be launched is within the system database (SYS).

Task Summary

To hide an Application Menu item, follow these steps:

1.  Select the Application. To hide an application, select Main Menu.

2.  Select the Menu. (Skip this step if you selected Main Menu above.)

3.  Select the Hide check box of the menu item to hide.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you hide a menu selection it will be hidden for all companies and all 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . workstations and users.

To display a hidden Application Menu item, follow these steps:

1.  Select the Application. To display a hidden application, select Main Menu.

2.  Select the Menu. (Skip this step if you selected Main Menu above.)

3.  Clear the Hide check box of the menu item to display.
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To add an Application Menu item, follow these steps:

1.  Select the Application. To add an application, select Main Menu.

2.  Select the Menu. (Skip this step if you selected Main Menu above.)

3.  Add the menu item Description, the Type of object, the Document, the Assembly Name, 
the Plugin Name, the Order on the menu, the Application when applicable, and the Menu 
Type. The Menu Number will automatically be assigned for you.

To edit an Application Menu item, follow these steps:

1.  Select the Application. To edit an application, select Main Menu.

2.  Select the Menu. (Skip this step if you selected Main Menu above.)

3.  Edit the menu item Description, the Type of object, the Document, the Assembly Name, 
the Plugin Name, the Order on the menu, the Application when applicable, and the Menu 
Type. The Menu Number will automatically be assigned for you.

To delete an Application Menu item (or see Hiding menu items above), follow these 
steps:

1.  Select the Application. To delete an application, select Main Menu.

2.  Select the Menu. (Skip this step if you selected Main Menu above.)

3.  Select the Menu Item to delete.

4.  Select the Delete hot key (F3) or the Delete Record button  on the tool bar.
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Producing an Application Menus List

Use the Application Menus List function to produce a list of the TRAVERSE Main menu items. 
Menus are set up in the Application Menus function.

To produce an Application Menus List, follow these steps:

1.  Select Application Menus List from the Master Lists menu.

Application Menus List Menu
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2.  The Application Menus List screen appears

Application Menus List Screen

3.  In the Data Filter section, enter any selection criteria you would like to use to run the list. 
Leave the filter blank to include all available data.
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4.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Using Reports 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 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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Use the Country Codes function to set up and maintain Country Codes, International Dialing 
Prefixes, International Dialing Input Masks, Postal Code Input Masks, and Phone Number Input 
Masks. The Country Code is a required field for Company Information and from that Country 
Code the default will be set for the Country Code when setting up Customers, Vendors and 
Ship To Addresses.

To work with Country Codes, follow these steps:

1.  Select Country Codes from the Setup and Maintenance menu.

Country Codes Menu
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2.  The Country Codes screen appears.

Country Codes Screen

3.  Enter or select the Country Code. This needs to be a 3 digit country code. Most counties 
have a Country Code already entered into TRAVERSE.

4.  Enter the Country Description or name.

5.  Enter the Country’s Intl Prefix Mask. See Input Masks (page 3-15) for information.

6.  Enter the Country’s Intl Prefix number.

7.  Enter the Country’s Phone Mask.

8.  Enter the Country’s Postal Code Mask.

9.  Select the PostNet check box, if you would like to have the predefined PostNet bar code 
print on your Invoices, Purchase Orders and Checks.

10.  Enter the two digit ISO Code to identify the country in compliance with ISO standards.
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11.  Enter the three digit ISO Code (Numeric) to identify the country in compliance with ISO 
standards.

The list of country codes can be found here: https://www.iso.org/obp/ui/#search

Task Summary

To add a Country Code, follow these steps:

1.  Select the New Record icon , from the toolbar, or press CTRL + Insert. A blank record 
appears. 

2.  Enter the Country Code, Description, and other information.

To edit a Country Code, follow these steps:

1.  Select the Country Code to edit. 

2.  Edit the Country Code information.

To delete a Country Code, follow these steps:

1.  Select the Country Code to delete.

2.  Select the Delete hot key (F3) or the Delete Record button  in the toolbar.

Input Masks

Input masks specify how data is entered and displayed in text box fields. The input mask can 
contain one to three parts, separated by semicolons. 

• The first part is the Input Mask itself. 

• The second part should be either blank or 1 in TRAVERSE so that the input mask is 
not stored in the table. (A 0 in the second part stores the mask in the table; the table 
field must be long enough to store the mask and the data.) 
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• The third part specifies the character that TRAVERSE displays for spaces in the input 
mask. You can use any character; to display a space, use a space enclosed in 
quotation marks (“ ")

Sample Input Masks

Character Description

L Letter (A-Z, entry required)

0 Digit (entry required)

9 Digit (entry not required)

A Letter or digit (entry required)

a Letter or digit (entry not required)

C Any character or space (entry not required)

# Any character or space (entry not required)

< Causes all following characters to be converted to lowercase

> Causes all following characters to be converted to uppercase

Other characters The literal characters

Password Any character typed in the text box is displayed as an asterisk 
(*); not recommended as an input mask

Field Description

(###) ###-
####;1;"_"

Input mask for an American phone number. For example; 
(888) 888-8888, with an underline for spaces in the input 
mask. All digits are not required. The area code is in 
parentheses and followed by a space. There is a dash between 
the three- and four-digit main phone number.

00000-9999 Input mask for an American zip code number. For example; 
55344-7903, with an underline for spaces in the input mask. 
The first five digits are required, the last four digits are not 
required. There is a dash between the first five digits and the 
last four digits.
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Producing a Country Codes List

Use the Country Codes function to produce a list of the Country Codes you defined in the 
Country Codes function on the Setup and Maintenance menu.

To produce a Country Codes List, follow these steps:

1.  Select the Print Preview button  to preview the list of Country Codes.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

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

>CCCC CCC Input mask for an English postal code.For example; TN11 8DR, 
or WC1E 8WW, with an asterisk for spaces in the input mask. 
All characters are optional and can be numbers or letters. All 
letters are uppercase. There is a space between the first four 
characters and the last three characters.

>L#L #L# Input mask for a Canadian postal code. For example, K1A 8R7 
without any character for spaces in the input mask. The 
characters alternate letter and number. There is a space 
between the first three characters and the last three 
characters.

Field Description
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Country Codes List
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Use the Currency function to set up currencies for TRAVERSE. If you do not use multi-currency 
(that is, you do not have the TRAVERSE multi-currency in your product key for this company), 
use this function to verify that your company’s Base Currency is set up correctly.

When the SYS database is set up, most of the world’s currencies are entered as Currency IDs 
with the formats set up.

When you set up a Currency, you can specify the following information:

• Currency ID

• Number of decimal digits

• Decimal Character

• Thousands Separator

• Currency Symbol

• Symbol Placement

To work with the Currency function, follow these steps:

1.  Select Currency from the Setup and Maintenance menu.

Currency Menu
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2.  The Currency screen appears.

Currency Screen

3.  Click the New Record button  on the tool-bar. A blank record appears.

4.  Enter the Currency ID.

5.  Enter a Currency ID Description.

6.  Enter the number of digits to the right of the decimal character in the Number of Decimal 
Digits field.

7.  Enter the Decimal Character to use for the decimal point.

8.  Enter the Thousands Separator character for the Currency ID.
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9.  Enter the Currency Symbol.

You can enter some currency symbols directly by holding down the Alt key while 
pressing the correct ANSI key sequence. Common currencies and their associated key 
sequences are listed below.

To change the Currency Symbol, Symbol Placement, Decimal Character, and 
Thousands Separator, use the Windows Regional & Language Options dialog box 
within the Windows Control Panel. 

10.  Select the currency Symbol Placement to determine where the Currency Symbol will be, in 
relation to the numbers, before or after the numbers.

11.  Close the screen to save your changes and return to the main menu. 

Task Summary

To add a Currency, follow these steps:

1.  Select the New Record icon , from the toolbar or press CTRL + A. A blank record 
appears. 

2.  Enter the Currency ID, Description, and Other Information.

To edit a Currency, follow these steps:

1.  Select the Currency ID to edit. 

2.  Edit the Currency information.

To delete a Currency, follow these steps:

1.  Select the Currency ID to delete. 

2.  Select the Delete hot key (F3), or select the Delete Record icon  from the toolbar. 

Currency Symbol Key 
Sequence

Pound 
Sterling

£ Alt+0163

Euro € Alt+0128

Yen ¥ Alt+0165
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To delete a Currency, the Currency can’t be used anywhere in TRAVERSE, Customers, 
Vendors, Bank Accounts, or GL Account IDs.

Producing a Currency List

Use the Currency function to produce a list of the Currencies you defined in the Currency 
function on the Setup and Maintenance menu.

To produce a Currency List, follow these steps:

1.  Select the Print Preview button  to preview the list of Currencies.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Use the Currency Exchange Rates function to set up Currency Exchange Rates. This function is 
available if you use multi-currency with this company.

Since Currency Exchange Rates can change daily, TRAVERSE lets you record both Daily and 
Periodic rates.

• Daily rates are used to convert invoice and payment values in transactions as you 
enter them; when you enter an invoice or payment, the system automatically 
converts that value to your Company’s Base Currency using the most current daily 
exchange rate.

• Periodic rates are used to convert account balances for financial statements and the 
like. These rates represent the average exchange rate for a given period. When you 
view account balances and print statements, the system converts those balances to 
your Company’s Base Currency using the periodic rate from the period you specify. 
This rate also is used in the Unrealized Gains and Losses functions in AR, AP and GL 
to compare the exchange rate entered into the transaction and the period exchange 
rate to see how much of a gain or loss you would get if you finished open invoices 
and transactions at period’s end.

To set up Exchange Rates, you need the following information:

• Currency from which you are converting (for example, US Dollar)

• Currency to which you are converting (for example, Japanese Yen)

• Exchange rate (for example, 110 ¥ = $1 USD)

• Date the exchange rate goes into effect

Currency Exchange Rates change regularly. Whenever an exchange rate that you are using 
changes, you must set up the new exchange rate. Currency Exchange Rates are stored in 
transactions and cash receipts when they are saved. Changing the exchange rate or adding a 
new one does not change the rate already saved in transactions, cash receipts, or history files.
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To add a Currency Exchange Rate, follow these steps:

1.  Select Currency Exchange Rates from the Setup and Maintenance menu.

Currency Exchange Rates Menu

2.  The Currency Exchange Rates screen appears with the Daily Rates tab displayed.

Currency Exchange Rates Screen - Daily Rates Tab

3.  The company's Base Currency appears.
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4.  Select the currency to exchange to, in the To Currency list box. Existing exchange rate 
information appears.

5.  The current workstation date appears as the Effective Date From which to list exchange 
rates. Change it, if necessary. Exchange rates from the date you enter and onward are listed 
on the Daily Rates and Periodic Rates tabs.

6.  To add an exchange rate to the Daily Rates tab:

• Enter the Currency Exchange Rate (the number of “to currencies” it takes to make 
one of the “base currency.” For example; approximately £0.571 GBP equal $1.00 
USD) in the Exch Rate box. 

The Exchange Rate of 0.571 is calculated by calculating 1/1.75 = .0571

• Enter the Date when the exchange rate is effective. When you click on the Date list 
box, a calendar appears. Select the date to use as the exchange Date, or enter the 
Date.

• Enter any Comments about the rate.
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To add a periodic exchange rate to the Period Rates tab:

1.  Select the Period Rates tab and the period rates tab appears.

Currency Exchange Rates Screen - Period Rates Tab

• Enter the Currency Exchange Rate in the Exch Rate box.

• Enter the Fiscal Year and Fiscal Period for which the Currency Exchange Rate is 
effective.

• Enter any Comments about the rate.

Close the window to save and return to the main menu. 
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Edit a Currency Exchange Rate

While you can edit Currency Exchange Rates, exchange rate information is stored when 
transactions and cash receipts are saved. Editing Currency Exchange Rates does not change 
stored rates.

To edit a currency exchange rate, follow these steps:

1.  The company's Base Currency appears. Select the currency to exchange to, from the To 
Currency list box.

2.  Edit the exchange rate information on either the Daily Rates or Period Rates tabs.

3.  Close the screen to save your changes and return to the main menu.

Task Summary

To add a Currency Exchange Rate, follow these steps:

1.  The Base Currency for the company to exchange from, is displayed.

2.  Select the To Currency, for which to exchange. Existing exchange rate information is 
displayed.

3.  Enter the Exchange Rate and Date for the rate to be used.

4.  Enter any Comments about the Exchange Rate.

To edit a Currency Exchange Rate, follow these steps:

1.  The Base Currency for the company to exchange from, is displayed.

2.  Select the To Currency for which to exchange. Existing exchange rate information is 
displayed.

3.  Edit the Exchange Rate information.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:   While you can edit Currency Exchange Rates, exchange rate information is 
stored when transactions and cash receipts are saved. Editing Currency Exchange 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Rates does not change stored rates.

To delete a Currency Exchange Rate, follow these steps:

1.  The Base Currency for the company to exchange from, is displayed

2.  Select the To Currency for which to exchange. Existing exchange rate information is 
displayed.

3.  Select the Exchange Rate information to delete.
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4.  Select the Delete hot key (F3), or the Delete Record button  on the toolbar.

Producing a Currency Exchange Rates List

Use the Currency Exchange Rates List function to produce a list of currency exchange rates 
you set up in the Currency Exchange Rates function.

This list is available and appears on the menu only if you use multi-currency with this company.

Follow these steps to print the list:

1.  Select Currency Exchange Rates List from the Master Lists menu.

Currency Exchange Rates Menu
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2.  The Currency Exchange Rates List screen appears.

Currency Exchange Rates List Screen

3.  In the Data Filter section, enter any selection criteria you would like to use to run the list. 
Leave the filter blank to include all available data.
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4.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Using Reports 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 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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Currency Exchange Rates List
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Use the Setup and Maintenance menu Mapping Programs function to enter information 
about the Mapping programs your company uses, such as directory paths or URLs, search 
variables, or holding characters. Several popular Internet mapping programs are already set up 
for you.

To use the Mapping Programs, follow these steps:

1.  Select Mapping Programs from the Setup and Maintenance menu.

Mapping Programs Menu
System Manager 3-35



SETUP AND MAINTENANCE
Mapping Programs3
2.  The Mapping Programs screen appears.

Mapping Programs Screen

View Mapping Program Information

3.  To view information about the mapping programs that have already been set up in System 
Manager, select the name in the Mapping Program drop down list field. The Path used to 
access the program and the program’s search variables appear.

These search variables define how the mapping program is built to display maps based 
on location information (entered in the fields at the bottom of the screen.) You should 
not change these variables unless the mapping website changes how it builds pages.

4.  The Holding Character is the special character used by the mapping program as a 
placeholder. For example; MapQuest uses%20 to represent a space. 

Test a Mapping Program

1.  To test a mapping program, select the Mapping Program name.

2.  Enter your company’s address information in the fields at the bottom of the screen and 
click Test.
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3.  System Manager launches your Internet browser and displays the page indicated by the 
URL address in the Path box.

Task Summary

To add a Mapping Program, follow these steps:

1.  Click the New Record button  on the toolbar. A blank Mapping Programs screen 
appears.

2.  Enter the Mapping Program’s name and Description, then enter the Path used to access 
the program. This path can be a URL for an Internet web site or a conventional file path 
(such as D:\Programs\MapIt.exe) for mapping programs located on a network or a CD-
ROM.

3.  Enter the search variables and holding character for your mapping program in the 
remaining boxes in the top section. If the mapping program is an Internet web site, use the 
web site to enter a site to locate, then examine the resulting URL to identify the variables 
used by that site. For other mapping programs, consult the program documentation to 
identify the variables to use.

4.  To test the Mapping Program, enter address information in the fields at the bottom of the 
screen and click Test.

To delete a Mapping Program, follow these steps:

1.  To delete a Mapping Program, select the name in the Mapping Program field and press the 
Delete hot key (F3) or select the Delete Record icon , in the toolbar.

2.  When the confirmation message appears, click Yes to delete the mapping program or No to 
return to the Mapping Programs screen.
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Producing a Mapping Program List

Use the Mapping Program List function to produce a list of mapping programs available. 
Mapping program information is set up using the Mapping Programs function.

To produce a Mapping Programs List, follow these steps:

1.  Select Mapping Programs List from the Master Lists menu.

Mapping Programs List Menu
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2.  The Mapping Programs List screen appears.

Mapping Programs List Screen

3.  In the Data Filter section, enter any selection criteria you would like to use to run the list. 
Leave the filter blank to include all available data.

4.  Select the check box if you want to print the report in Banded Rows format, which 
highlights lines in the report in alternating bands of color (or gray on monochrome 
printers). This makes wide reports easier to read. You can define your default preference 
for the banded rows format on the System Manager Business Rules. You can then override 
your default choice when you print the report.
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5.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Using Reports 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 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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Mapping Programs List
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Use the Change IDs function on the Setup and Maintenance menu to easily change IDs within 
applications from one value to another. To use the function, select the ID Type to change, 
enter the old and new values, then click OK to begin processing. Since this function represents 
a global change, make sure all users are out of the TRAVERSE system before you begin 
processing to avoid errors.

To use the Change IDs function, follow these steps:

1.  Select Change IDs from the Setup and Maintenance menu.

Change IDs Menu

2.  The Change IDs screen appears.

Change IDs Screen
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3.  Select the ID Type you want to change throughout TRAVERSE. You can change Item ID, 
Customer ID, Vendor ID, Department ID, Employee ID, Sales Rep ID, Bank Account ID, GL 
Account ID, and Fixed Asset ID.

4.  The system automatically checks for users in the same company on the system and does 
not let you proceed if it finds users in that company entering data.

5.  In the From/To section, build a list of the values you want to change by selecting the old 
value from the From drop down list and entering the new unique value in the To box.

6.  Continue entering old IDs and new IDs until you specify all of the values you want to change.

7.  Click Reset to clear the information you enter and begin again or close the Change ID screen 
without processing any changes.

8.  To begin processing your changes, click OK.

9.  Should there be users in the system entering data when you process your changes, they 
may receive error messages since you are making a global change.

10.  Another message appears asking if you wish to continue. Click Yes to begin processing. 
Click No to return to the Change IDs screen without processing.

11.  When the system finishes a message box appears: Change IDs completed successfully. 
Click OK. You are returned to the Change IDs screen.

12.  When the process is completed the Completed check box will be marked to indicate the 
records that have successfully changed.
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Use the Message Tracking Setup function to set up email folders to search for emails sent and 
received from Contacts, Customers, or Vendors in the TRAVERSE system. If the option to Use 
Message Tracking is set to YES in SM - Business Rules (page 2-17), a new TRAVERSE Toolbar 
button can be used to open a list of any stored messages that are related to any email address 
found on the current screen (Customer, Vendor, Contact, etc.) Clicking on an item in the list 
will open the user's email program and display the message and any attachments.

The Message Tracking Setup allows you to determine which Outlook Exchange folders are 
subject to search when using the Message Tracking Inquiry Function  from the global 
toolbar. This function allows you to search Outlook folders easily for any keyword.

O u t l o o k  2 0 1 6
Outlook 2016 has the Exchange Cdo installed and activated, so nothing needs to be done to 
activate the Message Tracking.

O u t l o o k  2 0 0 7 / 2 0 1 0
1.  Download the ExchangeCdo.msi from Microsoft 

http://www.microsoft.com/downloads/details.aspx?familyid=2714320d-c997-4de1-986f-
24f081725d36&displaylang=en

2.  Install it per the instructions on the website above.

To use the Message Tracking Setup function, follow these steps:

1.  Select Message Tracking Setup from the Setup and Maintenance menu.

Message Tracking Setup Menu
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2.  The Message Tracking Setup screen appears.

Message Tracking Setup Screen

3.  This screen displays the MAPI folders detected by the Message Tracking Inquiry function. To 
add folders to the search list, click the Browse button and select them.

4.  The Folder List dialog box allows you to choose which of your MAPI folders you would like 
to search in the Message Tracking Inquiry function. 

Folder List Screen

5.  To include a folder in the search, select the check box next to the folder’s name. When you 
have selected the folders you want to include, close the screen.
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6.  A confirmation message asking if you want to Save Changes is displayed.

Folder List Confirmation

7.  Click Yes to save your changes.

8.  The folders that were checked to search will show in the setup screen.

Message Tracking Setup Screen

9.  Folders may also be added\edited in this form by simply typing into the form.
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10.  To use the Message Tracking go to a screen that has at least one email address on it.

Customer Screen

11.  Click on the Search Email button on the TRAVERSE toolbar .

12.  You may get a warning that a program is trying to access your email.

Message Tracking Setup - Office Warning

13.  Check to Allow access for how ever long you wish. Click No to Exit the Message Tracking 
viewer.
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14.  Messages containing email addresses that match the email address(es) listed on the 
current screen are shown.

Message Tracking - Email List
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15.  Double click on the gray box next to the message for which you want more information. 
The line will expand to show you the Recipients and Attachments if applicable.

Message Tracking - Email List Expanded

16.  Click on the magnifying glass  in the upper left corner of the Recipients/Attachments 
area to zoom. This will display only the Recipients/Attachments.

Message Tracking - Email List Tab Details
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17.  Click the X in the upper left corner of the grid, to close the Recipients/Attachments 
window and go back to the email list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If CDO is not installed or installed incorrectly you will get an error 91 when 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . trying to browse to select folders in SM - Setup - Message Tracking setup.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you encounter errors while attempting to set up the Message Tracking, or 
executing the search, contact your Exchange administrator to resolve the issues. All 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . necessary add-ins may not automatically be installed.
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Use the Payment Service settings function to configure settings for payment services for 
TRAVERSE Point of Sale or TRAVERSE Portal. Your selected Payment Service provider allows 
you to accept credit card or other online payment options. Contact your software provider for 
assistance, if necessary.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  The provider definitions must be loaded into the system database to enable 
use of this function. TRAVERSE includes a few default providers. Contact your 
software provider for assistance if you wish to add provider definitions into the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . system database. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  All information displayed on the screens below are examples of what may be 
entered into the fields. Do not use this information when setting up your payment 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . services.

If you are using Point of Sale, and you want to prompt for a signature for non-credit card, or 
“on-account”, orders, see the signature capture information (page 3-58).

To set up a Payment Services, follow these steps:

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

Payment Services Menu
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2.  The Payment Services dialog box appears.

Payment Services Screen Blank

3.  Select a payment provider from the Payment Service field drop-down list. The fields 
available are dependent on the Payment Service you select.
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XWeb

Payment Services Screen (XWeb)

4.  Enter your Company's ID as provided by the payment processor into the XWeb ID field.

5.  Enter the Authorization Key your payment processor supplied into the Auth Key field.

6.  If applicable, enter the Terminal ID for the current terminal into the Terminal ID field.

7.  Edit the Specification Version, if necessary, in the Spec Version field.

8.  Select your Industry from the Industry field drop-down list: Retail, Restaurant, Ecommerce, 
and Moto.

9.  In the Duplicate Mode field drop-down list, select CHECKING_ON if you would like the 
provider to detect duplicate transactions, otherwise select CHECKING_OFF.
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10.  The Status Request Mode field setting is determined by the payment provider. 

• Select POLL for a real-time check on the payment approval status. 

• The PERSIST_UNTIL_COMPLETE option is the default mode, which will send a 
response to the payment provider when an approval, timeout, termination, or 
transaction complete event occurs.

11.  If you use TRAVERSE Point of Sale and you want to use signature capture functionality for 
your payment services, mark the Prompt for Signature check box.

When you mark the check box to Prompt for Signature, you must select a Signature 
Service in the Business Rules to be able to capture a signature for the Payment 
Service.

12.  If you are set up for auto-settlement with your payment processor, mark the Auto-Settle 
Batch check box.

13.  If you are set up for partial payment approvals, mark the Enable Partial Approvals check 
box.

14.  Enter the transaction URL for your settlement provider into the Transaction URL field.

15.  Enter the URL for the payment processing service in the Service URL field.

16.  The Hosted Form URL and Hosted Form Params should be set as needed for your 
gateway. Edit these values only if necessary.

17.  Click Update to save the changes you have made.

18.  If your payment provider has given you an additional authorization key, repeat the above 
process for the additional key.

Contact your software provider for assistance, if necessary.
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Paypal

Payment Services Screen (Paypal)

1.  Enter your partner information as provided by the payment processor into the Partner 
field.

2.  Enter the Vendor information as provided by your payment processor into the Vendor field.

3.  Enter your user name and password, as required by your payment processor, into the User 
and Password fields.

4.  Enter the end point web address as provided by your payment processor into the End Point 
URL field.

5.  Enter the host web address payment processor into the Host URL field.

6.  Click Update to save the changes you have made.

Contact your software provider for assistance, if necessary.
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XWebHostPay

Payment Services Screen (XWebHostPay)

1.  Enter your Company's Account Token in the Account Token field.

2.  If you use TRAVERSE Point of Sale and use signature capture functionality for your Payment 
Services, mark the Display Captured Signature check box to display the signature captured 
by the signature pad.

When you mark the check box to Display Captured Signature, you must select a 
Signature Service in the Business Rules to be able to capture a signature for the 
Payment Service.

3.  Enter the payment page web address for your payment provider into the Payment Page 
URL field.

4.  Enter the web address for the non-payment page in the Transactions URL field.

5.  Enter the web address for setup requests in the Setup Requests URL field.
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6.  Enter the web address for transaction status inquiries in the Transaction Status Query URL 
field.

7.  Click Update to save the changes you have made.

Contact your software provider for assistance, if necessary.

Vantiv

Payment Services Screen (Vantiv)

1.  Enter your Company's ID as provided by the payment processor into the Account ID field.

2.  Enter the Account Token your payment processor supplied into the Account Token field.

3.  If applicable, enter the Application ID for the current terminal into the Application ID field.

4.  If applicable, enter the Acceptor ID for the current terminal into the Acceptor ID field.

5.  If applicable, enter the Terminal ID for the current terminal into the Terminal ID field.
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6.  If applicable, enter the Lane ID for the current terminal into the Lane ID field.

7.  Enter the Transaction URL for your settlement provider into the Transaction URL field.

8.  Enter the URL for the reports from the payment service in the Reports URL field.

9.  Enter the URL for the payment processing service in the Service URL field.

10.  The Hosted URL should be set as needed for your gateway. Edit these values only if 
necessary.

11.  Enter the path that contains the TriPOS.config file into the TriPOS Config File Path field.

12.  Enter the URL path for the TriPOS server into the TriPOS Server URL field.

13.  Enter the Developer Key provided by Vantiv, when the TriPOS software is installed.

14.  Enter the Developer Secret provided by Vantiv, when the TriPOS software is installed.

15.  Select the Test Mode check box, if you have been supplied with a test account and credit 
card numbers, from your payment provider. If you have a live account with active credit 
card numbers, leave the check box clear.

16.  If you want to use signature capture functionality for your payment services, mark the 
Prompt for Signature check box.

When you mark the check box to Prompt for Signature, you must select a Signature 
Service in the Business Rules to be able to capture a signature for the Payment 
Service.

17.  Click Update to save the changes you have made.

18.  If your payment provider has given you an additional authorization key, repeat the above 
process for the additional key.

19.  Click Update to save the changes you have made.

Contact your software provider for assistance, if necessary.

20.  Select a command button:

Command Buttons

Name Description

Update Update the payment service settings with 
the values you just edited. 

Delete Delete the payment service selected. 
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Reset Set all fields to the most recent values 
entered.

Name Description
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S H O P P I N G  C A R T  I N T E G R A T I O N  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . S E R V I C E S

TRAVERSE can integrate with e commerce platform BigCommerce. This third-party Shopping 
Cart application give users a complete online shopping experience that ties directly to the 
TRAVERSE backoffice. BigCommerce can handle coupons and discounts, as well as send emails 
with tracking information to end-Customers to notify them of the shipment.

Using a standard TRAVERSE synchronization process, this application will allow for automation 
of the ordering and payment process from the web store through the TRAVERSE backoffice, 
and communicate the shipment process from the backoffice to the web store. For more 
information, see the Advanced Shopping Cart Integration Services section.

The basic workflow includes two-way synchronization for Customers and orders. Item 
synchronization is one direction: TRAVERSE to BigCommerce. You have the option to disable 
each of these individually through the Process Shopping Cart function on the SO Transactions 
menu.

You have a choice of workflow scenarios when using BigCommerce:

• You can enter all data in BigCommerce. In this case, BigCommerce would handle the 
Item listing, Pricing, Customer list, etc. Orders flow to TRAVERSE for processing and 
shipping status updates.

• You can manage all data in TRAVERSE. Items, Pricing, and Customers are maintained 
in TRAVERSE; only orders would be processed through the shopping cart. TRAVERSE 
would upload Items, Customers, and Pricing details to BigCommerce. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  Lotted and Serialized Items will not be sent to BigCommerce if the Order 
Management setting is 'BigCommerce' (online), as BigCommerce has no way to 
handle Lot or Serial Numbers. Any Orders for Lotted or Serialized Items will need to 
be handled solely in TRAVERSE, or customized to handle them the way the Customer 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . specifies.

You have the option to manage data in either TRAVERSE or BigCommerce. The organization 
decides which system is the primary system for maintaining data, while allowing exceptions to 
the rule when an Order or Product needs to be entered through the secondary system to 
complete the process. Regardless of the system chosen to manage data, orders should be 
entered in BigCommerce. For more information, see the Advanced Shopping Cart Integration 
Services section.

In the System Manager Business Rules, in the SM Defaults – Services section, set the Default 
Shopping Cart Service to 'BigCommerce'.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you don’t see the Shopping Cart Integration Services menu in the System 
Manager, Administration, Groups, Menu Permissions function, go to Application 
Menus, select System Manager, Setup and Maintenance and uncheck the Hide check 
box for Shopping Cart Integration Services. Enter 2 into the Parameters field to 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . activate the BigCommerce selection.

To set up a Shopping Cart Integration Services, follow these steps:

1.  Select Shopping Cart Integration Services from the Setup and Maintenance menu.

Shopping Cart Integration Services Menu
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2.  The Shopping Card Integration Services dialog box appears.

Shopping Cart Integration Services Screen Blank

3.  Select 'BigCommerce' from the Name drop-down list. 

4.  Once you select 'BigCommerce', the screen will display a number of data entry fields 
required for the integration to function properly. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  You must have a BigCommerce account created to obtain the credentials 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . required for TRAVERSE.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The values displayed below are for Open Systems testing purposes. Each 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . value must be obtained from BigCommerce with the account obtained.
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Shopping Cart Integration Services Screen

5.  Enter the associated API credential provided by BigCommerce in the Consumer Secret Key 
field.

6.  Enter the associated API credential provided by BigCommerce in the Store Host URL field.

7.  Enter the associated API credential provided by BigCommerce in the Store Secret Token 
field.

8.  Mark the New Customers check box to allow new Customers to be created during the 
Customer synchronization process from Customers entered into BigCommerce.

9.  Mark the Updated Customers check box to allow updates to existing Customers during the 
Customer synchronization process.
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10.  Enter a Customer ID Prefix if you would like to indicate Customers created via your 
BigCommerce site/store. This value is appended to the beginning of the Customer ID from 
BigCommerce when the Customer is created in TRAVERSE during synchronization, and 
allows you to see at a glance which Customers were entered through BigCommerce.

11.  Enter an AR Customer Template ID to use when synchronizing a Customer you create via 
your BigCommerce site/store. Because TRAVERSE has different requirements than 
BigCommerce when creating Customer records, the template contains default values that 
fill in the required fields in TRAVERSE, including Term Code, Group Code, Currency ID, Tax 
Group ID, etc. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  Create a generic Customer template for best results.

12.  Enter an AR Guest Customer ID to use when synchronizing an order placed as a guest login 
via your BigCommerce site/store. This TRAVERSE Guest Customer will include default 
Customer information.

Be cautious about using a Guest Customer. If you have many Customers placing orders 
using the Guest Customer, your open invoices and history for this Guest Customer can 
grow large very quickly and be very hard to manage and evaluate.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  Create a generic Customer template for best results.

13.  Mark the Push New Inventory Items check box to allow new Inventory Items to be created 
as products in BigCommerce during the Item synchronization process.

14.  Mark the Push Updated Inventory Items check box to allow existing Inventory Items to be 
updated in BigCommerce during the Item synchronization process.

15.  The Template Inventory Item ID field is not applicable at this time. 

16.  Mark the Push Updated Orders check box to allow existing Sales Orders in BigCommerce 
to be updated during the Order synchronization process. For more information, see the 
Advanced Shopping Cart Integration Services section (page 3-75).

17.  Enter an Inventory Location ID for quantity tracking, pricing, and creating Sales Orders.

Items in this Location will be available to be pushed into BigCommerce during the Item 
synchronization process. This will be the only Inventory Location used for these Items 
in BigCommerce.

18.  Enter a default Inventory Sales Category to use when creating a BigCommerce product by 
synchronizing a TRAVERSE Item that does not have a Sales Category.
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The Sales Category is not required in TRAVERSE Inventory Item setup, however it is 
required in the BigCommerce products.

19.  Enter a default SO Transaction Batch Code. The Batch Code will be used by Orders created 
by the synchronization process. It is best to have a unique Transaction Batch Code for the 
Orders brought into TRAVERSE from BigCommerce.

20.  Enter a default SO Cash Receipt Batch Code. The Batch Code will be used by the payment 
record created by the synchronization process. It is best to have a unique Receipts Batch 
Code for the Cash Receipts brought into TRAVERSE from BigCommerce.

21.  Enter your AR Store Credit Payment Method. This is the TRAVERSE Payment Method 
recorded when a Customer who orders through BigCommerce pays with store credit.

22.  Enter your AR Gift Certificate Payment Method. This is the TRAVERSE Payment Method 
recorded when a Customer who orders through BigCommerce pays with a gift certificate.

23.  Enter your AR Coupon Payment Method. This is the TRAVERSE Payment Method recorded 
when a Customer who orders through BigCommerce pays with a coupon.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  The previous Payment Methods must be set up in the Accounts Receivable 
Payment Methods function, using the Other Payment Type with a GL Account that is 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . for the appropriate type of payment. (Not your Cash Account)

24.  Enter your AR Other Payment Method. This is the TRAVERSE payment method recorded 
when a Customer who orders through BigCommerce pays with other payment methods 
such as Credit Card, Check, or Cash.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  BigCommerce handles the credit card payments. TRAVERSE will capture this 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . as Cash.

25.  Enter your Tax Class Mapping (Value array; i.e. {0=0&1=3}). This maps the TRAVERSE Tax 
Class (first number) to the BigCommerce Tax Class (second number).

26.  Select the destination for your Customers and Customer updates when synchronizing from 
the Customer Synch Direction drop-down list; TRAVERSE or BigCommerce. See the 
Manage Customers section in the Advanced Shopping Cart Integration Service section 
(page 3-73) for more information.

27.  Select where you want to maintain your Orders and updates to those Orders from the 
Order Management drop-down list; TRAVERSE or BigCommerce. See the Manage Orders 
section (page 3-75) in the Advanced Shopping Cart Integration Service section for more 
information.
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A D V A N C E D  S H O P P I N G  C A R T  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I N T E G R A T I O N  S E R V I C E S

TRAVERSE integrates with e commerce platform BigCommerce, offering a method of 
associating online shopping carts with a TRAVERSE installation, thus providing a fully-
integrated online shopping experience that ties directly to the ERP back-end. By using 
BigCommerce, you can create a near-seamless integration between online (Shopping Cart) and 
offline (TRAVERSE) platforms. BigCommerce can handle coupons and discounts, as well as 
send emails with tracking information to end-Customers to notify them of the shipment.

Using a standard TRAVERSE synchronization process, this application will allow for automation 
of the ordering and payment process from the web store through the TRAVERSE back-office, 
and communicate the shipment process from the back-office to the web store. Other 
applications can be installed via the BigCommerce store, such as ShipperHQ, which does 
freight estimation, and will alter charges on an Order.

BigCommerce works with various TRAVERSE applications, such as Accounts Receivable, 
Inventory, CRM (Customer Relations Management), and Sales Order.

BigCommerce allows Customers to use multiple shipping addresses per order, as well as a 
guest login. CRM can be integrated with BigCommerce, which facilitates marketing and other 
programs.

Requirements

Before you begin setting up the shopping cart service in TRAVERSE:

• You must be on TRAVERSE base build 17342 or higher.

• You must install the Solution Store item. This should be completed prior to any 
customizations. Contact your software distributor for more information.
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• You must have an active BigCommerce account.

Functionality

• The basic workflow includes two-way synchronization for Customers and Orders. 
You have the option to disable each of these individually through the Process 
Shopping Cart function on the SO Transactions menu.

• Item synchronization of Inventory Items is one-way from TRAVERSE to 
BigCommerce. A BigCommerce product can be created from TRAVERSE Inventory 
Items automatically through the Item synchronization process using the Process 
Shopping Cart function on the SO Transactions menu.

• Other applications can be installed via the BigCommerce store, such as ShipperHQ, 
which does freight estimation and will alter charges on an order.

• BigCommerce can send emails with tracking information to end-Customers to notify 
them of the shipment.

• BigCommerce can also handle coupons and discounts.

Workflow Scenarios

You have the option to manage data in either TRAVERSE or BigCommerce. Your organization 
decides which system is the primary system for maintaining data, while allowing exceptions to 
the rule when an Order or Product needs to be entered through the secondary system to 
complete the process.

E x c e p t i o n s :
• New orders have to be entered in BigCommerce.

• If you need to track the quantity of a Product, you need to enter the product as an 
Inventory Item in the IN Items function in TRAVERSE first, then the Items need to be 
passed to BigCommerce as Products using the Process Shopping Cart function on the 
SO Transaction menu.

For the Items to synchronize, the Item ID and SKU must match. The Description is 
used in BigCommerce as the Product displayed and the Additional Description is 
displayed for the Products as well.
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Configuration

To configure the interaction between TRAVERSE and BigCommerce:

• In the System Manager Business Rules, in the SM Defaults – Services section, set the 
Default Shopping Cart Service to 'BigCommerce'.

• In the System Manager Setup and Maintenance menu, open the Shopping Cart 
Integration Services screen. Select 'BigCommerce' from the Name drop-down list. 
Once you select 'BigCommerce', the screen will display a number of data entry fields 
required for the integration to function properly. You will need to have a 
BigCommerce account in order to obtain the credentials required for TRAVERSE.

Synchronization Rules

The data synchronized between BigCommerce and TRAVERSE is dependent on the applications 
installed in TRAVERSE, as well as the selection of what to sync:

• If all options are selected in the SO Process Shopping Cart function, the order of 
synchronization is Product, Customer, Order. 

• If Inventory is installed and the Synchronize Items option is selected, Items that have 
been added or updated since the last synchronization will be added or updated to 
BigCommerce as required.

• If a Product is entered in BigCommerce, and that Product is added to a Sales Order 
(via BigCommerce), the Product will be treated as a Non-Inventory Item in TRAVERSE 
when the Order is synchronized.
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To manually synchronize TRAVERSE and BigCommerce, use the Process Shopping Cart 
function on the SO Transactions menu in TRAVERSE. Select the options to process 
(synchronize). Add a comment if needed, then use the OK button to run the 
synchronization process.

Initial Setup Synchronization

P r o d u c t
If you want to use the Inventory Items from TRAVERSE in BigCommerce (BC) Orders, you need 
to create these Items as products in BC using the SO Process Shopping Cart function (select 
the Push New Inventory Items check box in the configuration settings and select the Items 
option in the SO Process Shopping Cart).

As part of the initial setup, a number of fields will be pushed into BigCommerce (BC) from 
TRAVERSE to support the Product in BigCommerce. A new Product will be created in BC if the 
TRAVERSE Item does not already exist in BC. The Product will be updated in BC if the TRAVERSE 
Item does exist in BC.

In order for a new product to be created in BC, the TRAVERSE Item must be defined in the 
Location ID that is specified in the configuration settings.

• The price of the BC product is set to the Base Price of the sales Unit of Measure of 
the TRAVERSE Item.

• The BC product sales Unit is determined in order of default Sales Unit, Default Unit, 
and Base Unit. This means if an IN Item has a Default Sales Unit of Measure, that Unit 
will also be the BC Product Sales Unit. If not, the IN Default Unit will be the BC 
Product Sales Unit. If the IN Default Unit does not exist, then the IN Base Unit will be 
the BC Product Sales Unit.
3-72 System Manager



. .
 . 

.S E T U P  A N D  M A I N T E N A N C E
Advanced Shopping Cart Integration Services
. 

• IN Price Break (assigned to the Sales Unit at the Location ID specified in the 
configuration settings) is linked to BC Bulk Pricing.

• Price Structures can be maintained in either TRAVERSE or BC. However, Promotions 
are maintained in both systems. Be sure to confirm how the promotion is calculated 
in each system; the calculation could differ between systems.

• Some BC fields do not exist in TRAVERSE. Changes to those fields should be made 
through BC.

C u s t o m e r
The most common way of setting up Customers in BigCommerce (BC) is by populating BC 
Customers from TRAVERSE Customers. You can choose to exclude certain Customers when 
you do the initial synchronization to load Customers into BC.

Once the initial synchronization has been completed to bring the TRAVERSE Customers into 
BigCommerce, the normal Customer Synch Direction is TRAVERSE. This means that when a 
new Customer is added to BigCommerce it will be pushed to TRAVERSE during the sync 
process.

As part of the initial setup, a number of fields will be pushed into BigCommerce from 
TRAVERSE Customers to support the Customer in BigCommerce. To push TRAVERSE Customers 
to BC, set the Customer Synch Direction to 'Big Commerce'. A new Customer will be created in 
BC if the TRAVERSE Customer does not already exist in BC. The Customer will be updated in BC 
if the TRAVERSE Customer does exist in BC.

In order for a new Customer to be created in BC, the AR Customer must be Active, have a 
unique email address, and must have a value in the Attention field.

If a new BC Customer has an email address that matches an existing Customer email address in 
TRAVERSE, and the Customer Synch Direction is set to 'TRAVERSE', that Customer is skipped 
during the synchronization process.

Data Management

You configured BigCommerce on the SM Setup and Maintenance Shopping Cart Integration 
Services screen. Your selections on that configuration screen determine, among other things, 
how you will manage Products, Customers, and Orders as they pertain to BigCommerce (BC).

M a n a g e  P r o d u c t s
If you need to make changes to products, use TRAVERSE to manage the Item. The 
corresponding product will be updated in BC at the next sync. If a BC Product is updated, those 
updates will NOT transfer to TRAVERSE during the synchronization process. Item 
synchronization is one direction only: TRAVERSE to BC.
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M a n a g e  C u s t o m e r s
The Customer Synch Direction setting determines how you manage Customers. The option 
you choose, either ‘TRAVERSE‘ or ‘BigCommerce’, indicates the destination system for new 
Customers and Customer updates.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  BC and TRAVERSE each have fields unique to that application. In other words, 
a TRAVERSE Customer record may have a Terms value, but the BC Customer record 
does not. The BC Customer record may have a custom field the TRAVERSE record 
does not. For fields that exist in only one application, any changes you make will not 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . be updated to the other application.

CUSTOMER SYNCH DIRECTION = ‘BIG COMMERCE’ 
This option indicates the destination system for new Customers and Customer updates is BC, 
and you will maintain Customers through TRAVERSE. During the synchronization process, 
changes you have made to Customers in TRAVERSE since the last synchronization will be 
updated to BC if the Customer is linked to a Customer in BC. If the Customer does not exist in 
BC, a new Customer will be created in BC during the synchronization process.

• If a Customer is Inactive in TRAVERSE, it will not be updated in BC.

• If you delete a Customer in TRAVERSE, that customer will NOT be deleted in BC.

• If you make changes to a Customer in BC, you will need to manually make those 
changes in TRAVERSE; the changes will NOT be updated by the Customer 
synchronization process.

CUSTOMER SYNCH DIRECTION = ‘TRAVERSE’ 
This option indicates the destination system for new Customers and Customer updates is 
TRAVERSE, and you will maintain Customers through BigCommerce. During the 
synchronization process, changes you make to Customers in BC will be updated to TRAVERSE if 
the Customer is linked to a Customer in TRAVERSE. If the Customer does not exist in 
TRAVERSE, a new Customer will be created in TRAVERSE during the synchronization process.

• Values from the default Customer Template specified in the configuration will be 
copied when creating a new Customer in TRAVERSE.

• If you delete a Customer in BC, that Customer will NOT be deleted in TRAVERSE.

• If you make changes to a Customer in TRAVERSE, you will need to manually make 
those changes in BC; the changes will NOT be updated by the Customer 
synchronization process.
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M a n a g e  O r d e r s
The Order Management setting determines how you manage Orders. Regardless of the Order 
Management setting, you must create new Orders in BigCommerce (BC) if you use the 
shopping cart feature. Orders entered in BC are passed to TRAVERSE during the 
synchronization process. Orders will be added to TRAVERSE if: 

• They are not already imported (linked) to TRAVERSE AND

• The status of the BC Order is one of the following: Awaiting Payment, Awaiting 
Fulfillment, Awaiting Shipment, Awaiting Pickup, Partially Shipped, Shipped, or 
Completed

By default, Orders are imported to TRAVERSE with a status of 'New'. Orders in any other status 
(Refunded, Canceled, Declined, Manual Verification Required, or Disputed) will not be 
imported to TRAVERSE unless customized to do so.

A TRAVERSE field, Order State, exists at the table level and is not exposed by the user 
interface. The Order State field allows the system to track a Sales Order’s relationship to BC, 
and is changed only during the synchronization process. 

ORDER MANAGEMENT = ‘TRAVERSE’ (OFFLINE) 
This option indicates you will maintain Orders and any updates to Orders in TRAVERSE. You will 
ship Orders using TRAVERSE. Status updates will be made in TRAVERSE and sent to 
BigCommerce as an update to the Order during the synchronization process. Any changes 
made to an Order in BC after the Order has been created in BC will need to be manually 
updated in TRAVERSE.

Sample workflow: 

• Customer places an Order on the BigCommerce website.

• Enters payment in FULL.

• NEW order is created in BC with a status of 'Awaiting Fulfillment'. When 
synchronized to TRAVERSE, a new Sales Order is created in TRAVERSE with a status 
of ‘NEW’. Order State of Sales Order is ‘Offline’.

• The Sales Order is managed in TRAVERSE, including Picking, Packing, and Shipment 
(including tracking number entry, if applicable). An Online Invoice is generated in 
TRAVERSE.

• The Sales Order updates (synchronizes with) the BC Order. The BC Order Status is set 
to ‘Shipped’ or ‘Completed’. The Order State is 'Completed'.

• The Sales Order and Cash Receipt are posted in TRAVERSE. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  You cannot post the Sales Order until the Order State = 'Completed'.
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ORDER MANAGEMENT = ‘BIG COMMERCE’ (ONLINE) 
This option indicates you will maintain orders and any updates to orders in BigCommerce. You 
will ship orders using BigCommerce. Status updates will be made in BigCommerce and sent to 
TRAVERSE as an update to the order during the synchronization process. Any changes made to 
an order in TRAVERSE after the order has been created in TRAVERSE will need to be made 
manually in BC.

In TRAVERSE, when working with online orders from BC, you will not be able to:

• Print online invoices for linked SO transactions from TRAVERSE (linked SO 
transactions are skipped during batch invoice printing from TRAVERSE).

• Verify linked SO transactions from TRAVERSE.

• Edit a linked SO transaction and Cash Receipt of the transaction.

• TRAVERSE users can post the SO transaction and Cash Receipt only if the Order State 
is 'Internal' or 'Completed'.

Status updates will be made in BC and sent to TRAVERSE based on the information below:

• Orders in TRAVERSE will be set to 'Verified' if the order in BC has been updated to 
'Shipped' or 'Completed'.

• Orders in TRAVERSE will be Voided/Deleted if the order in BC has been updated to 
'Canceled' or 'Declined'.

Sample workflow -- BC synchronized with TRAVERSE before the Order is shipped through BC: 

• A Customer places an Order on the BigCommerce website.

• Entered the payment in FULL.

• A NEW order is created in BC and synchronized to TRAVERSE where the order is 
created with a status of ‘NEW’. The Order State of the Sales Order is ‘Online’. The 
TRAVERSE order is read-only.

• Order Picking, Packing, and Shipment are managed in BC, including the tracking 
number entry and email shipped notice. The Order is completed in BC. NO online 
invoice can be generated in TRAVERSE.

• The Completed BC order updates (synchronizes with) TRAVERSE. The Sales Order 
status set to ‘Verified’. The Order State of the Sales Order is 'Completed'.

• The Sales Order and Cash Receipt are posted in TRAVERSE. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  You cannot post the order until the order state = 'Completed'.
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Sample workflow -- BC synchronized with TRAVERSE after the order is shipped through BC: 

• The Customer places an Order on BigCommerce website.

• Entered payment in FULL.

• A NEW order is created in BC.

• Order Picking, Packing, and Shipment are managed in BC, including tracking number 
entry and email shipped notice. The Order is completed in BC. NO online invoice can 
be generated in TRAVERSE.

• The Completed BC order is synchronized with TRAVERSE. A Sales Order is created in 
TRAVERSE with a status of ‘Verified’. The Order State of the Sales Order is 
'Completed'.

• The Sales Order and Cash Receipt are posted in TRAVERSE. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  You cannot post the order until the Order State = 'Completed'.

NOTES: 

• BigCommerce does not recognize Backorders.

• Sales Reps are not tracked in BC.

• Serialized or Lotted Items will not be sent to BC as BC has no way to handle Lot or 
Serial Numbers. Any Orders for Lotted or Serialized Items will need to be handled 
solely in TRAVERSE or customized to handle them the way the Customer specifies.

C o u p o n s / D i s c o u n t s
All coupons/discounts in BC are added as payments when the Order is synchronized to 
TRAVERSE. The shipping discounts are the exception to this rule. Shipping discounts (Free 
Shipping and Dollar Off) are deducted from the Freight amount in TRAVERSE and not added as 
payments in Traverse.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  Any coupons/discounts added to the BC Order after the Order has been 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . imported to TRAVERSE will need to be manually added to TRAVERSE.

If an Order managed in BC must be refunded or changed, the refund or edit must be done from 
within BC. Likewise, if the Order is managed in TRAVERSE, the refund or edit must be done in 
TRAVERSE.
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Use the Payment Service Integration function to set up the payment service settings. 

1.  Select Payment Service Integration on the System Manager Setup and Maintenance 
menu.

Payment Service Integration Menu

To enter a new payment service, enter the name of the payment service in the Name field. If 
you are editing settings for an existing service, select the service from the Name drop-down 
list. Once you select a service provider, the screen will display a number of data entry fields 
required for the integration to function properly.
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2.  The Payment Service Integration screen appears.

Payment Service Integration Screen - Open Edge (Global Payments)

3.  Use OEHostPay for the Name of the OpenEdge payment service. 

4.  Enter your company's ID as provided by the payment processor into the XWeb ID field.

5.  Enter the authorization key your payment processor supplied into the Auth Key field.

6.  If applicable, enter the terminal ID for the current terminal into the Terminal ID field.

7.  Enter the URL for the payment processing service in the Payment Page URL field.

8.  Enter the transaction URL for your provider into the Transactions URL (Non-Payment page) 
field.

9.  Enter the URL for setup requests to the payment processor in the Setup Requests URL field.

10.  Enter the URL for transaction status queries in the Transaction Status Query URL field.

11.  Use the Update button on the toolbar to update the payment service settings with the 
values you entered/edited.
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Payment Service Integration - Vantiv/Worldpay

1.  In the Name field, select/enter Vantiv for the Vantiv/Worldpay setup.

2.  Enter your company's account ID as provided by the payment processor into the Account ID 
field.

3.  Enter your company's account token in the Account Token field. Click the square button on 
the right side of the field to show the account token value.

4.  Enter the application ID in the Application ID field, the Application ID for TRAVERSE is 5328.

5.  Enter the acceptor ID in the Acceptor ID field.

6.  If applicable, enter the terminal ID for the current terminal into the Terminal ID field.
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7.  If applicable, enter the lane ID for the current terminal into the Lane ID field. The Lanes are 
used for EMV machines to link to the port or computer the EMV machine is plugged into.

8.  Enter the transaction URL for your settlement provider into the Transaction URL field.

9.  Enter the report URL for your settlement provider into the Report URL field.

10.  Enter the services URL for the payment processing service in the Services URL field.

11.  The Hosted URL should be set as needed for your gateway. Edit these values only if 
necessary.

12.  Select a Market Code from the drop-down list that most accurately describes the service; 
Default, Retail, or DirectMarketing.

13.  Select the check box to Allow Partial Approvals to approve a portion of the payment prior 
to processing the TRAVERSE transaction.

14.  Select the check box to Check For Duplicate Transactions when entering payments into 
transactions. The process will check for duplicate Customer ID, Amount, and Credit Card 
Number.

15.  Enter the TriPOS server URL for the payment processing service in the TriPOS Server URL 
field.

16.  Enter the TriPOS cloud URL for the cloud payment processing service in the TriPOS Cloud 
URL field.

17.  Enter the developer key your payment processor supplied into the Developer Key field.

18.  Enter the developer secret into the Developer Secret field.

19.  If TRAVERSE runs in the cloud or users access TRAVERSE via Remote Desktop, mark the 
Use Cloud check box; otherwise, if TRAVERSE runs directly on client computers, leave the 
check box blank. 

20.  The Test Mode field setting allows for testing the configuration. Mark the Test Mode 
check box to test payment processing. Clear the check box to enable payment processing 
for Customers. 

21.  Select the check box to Allow Debit cards to be used along with credit cards. Otherwise, 
clear the check box to allow credit cards only.

22.  Select the check box to Allow Manual Entry of the credit card number and amount into 
the transaction. Otherwise, clear the check box to use the EMV machine exclusively to enter 
the credit card number and amount.

23.  Select how you want to use signature capture functionality for your payment services, 
select the Prompt for Signature level; Always, Never, or Use Threshold.
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24.  Enter the Threshold Amount to use when you want to require a signature above a dollar 
amount. Enter 0 if you are not using the threshold, or you do not have a threshold amount.

25.  Select the Lane Manager button to set up Lane IDs to be used with your cloud EMV 
machines. The Lane Manager will be used only if you are using the Cloud version of the 
Vantiv/Worldpay setup with EMV machines set up through the cloud.

26.  When you click the button the Lane Manager screen will appear:

Lane Manager Screen

• Enter the Acceptor ID, or accept the number defaulted.

The Acceptor ID will default from the Acceptor ID entered into the Payment Service
Integration screen. A different Acceptor ID can be used for multiple locations for
the same company. An Acceptor ID will need to be obtained from
Vantiv/Worldpay.
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• To add a new Lane, select the New record button  on the toolbar, and the New 
Lane screen will be displayed.

• The Acceptor ID is displayed and cannot be edited.

• Enter the Lane ID, Terminal ID, the EMV's Serial Number, Model Number, and 
Description.

• You will receive an Activation Code when the EMV machine is plugged into the 
network, enter this Activation Code.

• Use the scroll bar to see the buttons. Click OK and the Request ID and Response 
Code will populate and the new Lane will be saved.

• Click the Refresh Status button on the Lane Manager screen to refresh the status of 
the EMV cloud credit card readers displayed.

• Close the Lane Manager screen to return to the Payment Service Integration screen.

27.  Use the Update button on the toolbar to update the payment service settings with the 
values you entered/edited.
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To accumulate tax for the authorities to which you pay sales tax, follow these steps:

1.  Set up or modify Tax Classes (page 4-5) so that they conform to your tax regulations.

2.  Set up Tax Locations (page 4-9) for individual tax authorities (for example, a state, a 
province, or a national government). 

3.  Set up Tax Location Groups, which may be a single tax authority or a group of tax 
authorities. For example: a state and a city sales tax. If you have tax on tax, select the Tax 
Location levels that are taxed by another tax location in the Tax Groups Detail dialog box. 
For more information on tax on tax, see the Tax Location Groups function (page 4-23).

4.  Assign the Tax Location Group to Customers, Recurring Entries, or Ship-To Addresses in 
Accounts Receivable. See the Accounts Receivable Training Manual for more information.

5.  Assign the Tax Location Group to Accounts Payable Vendors for Purchase Order purchases 
taxes. See the Accounts Payable and Purchase Order Training Manuals for more 
information.

6.  Use the Tax Analysis View (page 4-45) function to view tax detail from Sales Orders and 
Purchase Orders for tax reporting.

TRAVERSE uses Tax Location Groups to assign tax rates to transactions. If you have only one 
sales tax authority, a Tax Location can also be a Tax Location Group.
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Tax Classes are types of goods or services that are taxed at a set rate. Set up Tax Classes before 
setting up Tax Locations and Tax Location Groups. You must have at least one Tax Class set up.

The following list contains examples of standard tax classes:

• consumer goods

• resale goods

• exempt sales

• industry/agriculture production

• interstate commerce

• motor vehicles

• food products

• clothing

• gasoline

• others 

To set up a Tax Classes, follow these steps:

1.  Select Tax Classes from the Tax Setup menu.

Tax Classes Menu
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2.  The Tax Classes screen appears.

Tax Classes Screen

3.  Select the New Record toolbar button . A blank record appears. 

4.  The Tax Class number will assign the next available number.

5.  Enter the Description of the Tax Class.

Task Summary

To edit a Tax Class, follow these steps:

1.  Position the cursor in the field to edit.

2.  Change the value in the field.

Producing a Tax Classes List

To produce a Tax Classes List, follow these steps:

1.  Select the Print Preview button  to preview the list of Tax Classes.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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The Tax Locations function on the Tax Setup menu is separated into three tabs to clearly 
present location and rate information. Use the Amounts tab to view posted taxable and non-
taxable totals and enter adjustments, if necessary.

To set up a Tax Locations, follow these steps:

1.  Select Tax Locations from the Tax Setup menu.

Tax Locations Menu
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2.  The Tax Locations screen appears with the General tab displayed.

Tax Setup - Tax Locations Screen - General Tab

1.  Select or enter the Tax Location ID and enter the Name of the Tax Location.

2.  On the General tab, select a Tax Level. 

The Tax Level determines which level the Tax Location has in the Tax Location Group. 
Level 1 is the primary level for a state or national tax; level 5 is the lowest level for a 
city tax or other subsidiary tax.

3.  Enter a Tax Authority. A Tax Authority is a group of Tax Locations. For example; you might 
use MN for Tax Locations that the state of Minnesota regulates.

4.  In the Tax Liability Acct list, select the GL Account for which to post sales tax liabilities.

5.  In the Tax Refundable Acct list, select the GL Account for which to post sales tax refunds.

6.  Select the Use Expense Account from Line Items when Purchasing check box, to use the GL 
Account used when invoicing in Accounts Payable/Purchase Order. Clear the check box to 
use the existing Tax Expense Account for the Tax Class.

7.  Enter the Tax ID number that you use when reporting to the Tax Authority.

8.  Select the Tax on Freight check box to calculate tax on freight for any transaction; 
otherwise, clear the check box.
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9.  Select the Tax on Misc check box to calculate tax on miscellaneous charges for any 
transaction; otherwise, clear the check box.

10.  When adding a new Tax Location ID, select a Default Expense Account to use for the Tax 
Classes.

11.  Click Add as Tax Group to make the Tax Location a Tax Location Group.

12.  Click the Save button, on the tool-bar, to save any changes made to the Tax Location. 
Select one of the other tabs to add additional information.

Tax Setup - Tax Locations Screen - Rates Tab

Use the Rates tab to define the tax for sales and purchases of the various Tax Classes. The Tax 
Classes and their descriptions appear and are unavailable.

1.  If the Class is taxable, enter the Sales Tax Percent of the Class, or use the current value.

2.  If the Class is taxable, enter the Purch Tax Percent of the Class, or use the current value.

3.  Enter the Refundable Percent of the tax that is refundable for collection expenses.

4.  Select the GL Tax Expense Account. This Account will be debited, at the time of posting, for 
the tax amount of all purchased Items that are taxed.

If you checked to box on the General tab to Use Expense Account from Line Items 
when Purchasing, this account will not be used for the tax expense. The account 
entered on each line Item would have the tax expense posted to it.
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5.  Click the Detail  button next to the Class information to open the Tax Rate Detail dialog 
box. This allows you to optionally enter detailed information for a Tax Class.

Tax Rate Detail Dialog Box 

Using this function, you can set maximum tax amounts and “up to” taxable sales amounts. 

1.  Choose Gradient or Total from the Method drop down list:

• The Gradient method can apply multiple tax rates to a sale, purchase, or refund. For 
example; if the above tax was applied to a sale of $6,000, using the Gradient method 
the first $100.00 would be charged no tax, the next $4,999.99 would be charged the 
1.5% tax rate, and the last $1,000 would be charged at the 4% tax rate.

• The Total method applies a single tax rate to each item in a Sale, Purchase, or 
Refund. For example; if the tax above was applied to an Item in a sale of $100.00, 
using the Total method the entire amount would not be taxed. An item that had a 
price from $100.01 to $4999.99 would be taxed at a rate of 1.5%. An item that had a 
price of $5000.00 or more would be taxed at a rate of 4%.

2.  Enter the Amounts Through to indicate the levels of the tax rate for the Gradient or Total 
amounts.

Enter amounts is stages to calculate the tax at the desired rates for the amount steps 
of the tax calculation. If there is a rate that is above all others with no limit enter 
99,999,999.99, or an amount you know will be more than any sale.

3.  Enter the Sales Tax amount to correspond to the Amounts Through row.

4.  Enter the Purchase Tax amount to correspond to the Amounts Through row.

5.  Enter the Refundable Tax amount to correspond to the Amounts Through row.
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Tax Locations Screen - Amounts Tab

The fields on the Amounts tab update when you post sales and returns (credit memos), from 
Accounts Receivable and Sales Order, and purchases and returns (debit memos) from 
Accounts Payable and Purchase Order. The fields on this tab are view-only. You may use the 
Adjust button to make adjustments.

The amount of Taxable Sales, Nontax Sales, Taxable Purch, Nontax Purch, Tax Refundable, 
Tax Collected, and Tax Paid appears for the Tax Location. 

The Total Tax collected and Total Tax paid, as well as the total Calculated Tax from Taxable 
Sales and the difference between the Tax Collected and the Calculated Tax, is displayed in the 
Over/(Short) total field.

Click the Plus (+) next to the tax Class, to expand the view to see the transactions that make up 
the amounts for the Class summary.
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Tax Locations Screen - Amounts Tab - Expanded

Click on a blue amount in any of the columns to bring up the Tax Locations transaction drill 
down screen.

Tax Locations - Amounts Tab - Drill Down Screen
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Command Buttons

Tax Locations - Adjustments Screen

On the Amounts tab of the Tax Locations screen, click the Adjust button to enter an 
adjustment. 

The Tax Location Adjust screen appears. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You can enter as many adjustments as you need, but you cannot edit existing 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . records.

1.  Select the Tax Class, the Description is displayed.

2.  Change the Date, if necessary, and enter the GL Period and Year.

3.  Enter the adjustment amounts for Taxable Sales and Nontaxable Sales.

4.  Enter the adjustment amounts for Tax Collected and for Tax Calc Sales from collected sales 
for the Tax Location.

5.  Enter the adjustment amounts for Taxable Purchases and Nontaxable Purchases for the 
Tax Location.

6.  Enter the adjustment amounts for Tax Paid and for the Tax Calc for purchases.

Name Description

Adjust Select to adjust the amounts in the 
selected column and class.
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7.  Enter the adjustment amount for Tax Refundable to the Tax Location.

8.  Click OK to save your adjustment, and return to the Tax Locations screen.

On the Amounts tab of the Tax Locations screen click the Refresh button , on the toolbar, 
to refresh the numbers displayed, and to show the amounts posted for the range of trans 
dates or GL periods/years selected.

1.  Click the Edit Filter button , in the lower right corner of the grid, to edit the dates 
filtered.

Tax Locations - Amounts Tab - Edit Filter Screen

2.  Select Trans Date from the blue text, select Is Between from the green text, and enter dates 
to display the amounts posted for that range of dates.

3.  You may also select Fiscal Year and Fiscal Period using the Plus next to the red And, in lieu 
of the Trans Date. 

4.  Use this filtering criteria to determine the information to include on the screen.

See the Filtering Across all Columns section in the General Information guide for 
details on using the Create Filter dialog box.

Task Summary

To add a Tax Location record, follow these steps:

1.  Click the New Record button , on the toolbar, to open a blank Tax Location record.

2.  Enter the Tax Location ID.

3.  Enter the name of the tax location in the Name text box.

4.  Select or enter a Tax Level. 

5.  Enter a Tax Authority.

6.  Select the GL account to post sales taxes, from the Tax Liability Acct drop down list.
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7.  Select the GL account to post sales tax refunds, from the Tax Refundable Acct drop down 
list.

8.  Select the Use Expense Account from Line Items when Purchasing check box to use the GL 
account used when invoicing in Accounts Payable/Purchase Order. Clear the box to use the 
existing tax expense account for the Tax Classes.

9.  Enter the Tax ID that you use when reporting to the authority.

10.  Select the Tax on Freight check box to calculate tax on freight for any transaction; 
otherwise, clear the box.

11.  Select the Tax on Misc. box to calculate tax on miscellaneous charges for any transaction; 
otherwise, clear the box.

12.  When adding a new Tax Location ID, select or enter a Default Expense Account to use for 
the Tax Classes from the Default Expense Acct. combo box.

13.  Click Add as Tax Group to make the tax location a tax group. See Tax Location Groups for 
more information.

14.  Enter information on the Rates and Amounts tabs as appropriate.

15.  Click the Save  button, on the tool-bar, to save the new Tax Location ID. 

To delete a Tax Location record, follow these steps:

1.  Select the Tax Location ID to delete, from the Tax Location ID drop down list.

2.  Click the Delete  button, on the tool-bar, to delete the selected Tax Location record.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  A Tax Location cannot be deleted from an existing Tax Location Group. A Tax 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Location Group cannot be deleted if it is associated with a Customer or Vendor.
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Use the Tax Locations List function on the Tax Setup menu, to print the list for your tax 
location amount for a range of dates or for a specific GL period and year.

This list can be used to get your tax totals when you are required to file you tax information 
with your tax authorities.

To produce a Tax Locations List, follow these steps:

1.  Select Tax Locations List from the Tax Setup menu.

Tax Locations List Menu
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2.  The Tax Locations List screen is displayed:

Tax Setup - Tax Locations List Screen

3.  In the Data Filter section, enter any selection criteria you would like to use to run the list. 
Leave the filter blank to include all available data.

4.  In the View section of the screen select: 

• Trans Date - to define a range of transaction dates you want to include in the report, 
or leave the From/Thru fields blank to include all.

• Fiscal Pd/Year - to enter a specific GL period and year that you want to include in the 
report.

5.  Select the check box to Include Transaction Detail, to print transaction detail showing the 
transactions that make up the values in each Tax Class.

6.  Select the check box to Include tax locations with zero activity. Clear the box to include 
only those locations that have had amounts posted to them.

7.  Select the check box to have a Page Break after Tax Location for one tax location per page 
on the list.
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8.  Select a command button:

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 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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Tax Locations List 
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Use the Tax Location Groups function to group Tax Locations into Tax Location Groups, which 
determine sales and use tax rates. 

• In Accounts Payable, assign Tax Location Groups to Vendors, Recurring Entries, and 
Transactions.

• In Purchase Order, assign Tax Location Groups to Ship-To Addresses and Purchase 
Orders.

• In Accounts Receivable, assign Tax Location Groups to Customers, Recurring Entries, 
Ship-To Addresses, and Transactions. 

• In Sales Order, assign Tax Location Groups to Recurring Entries and Sales Orders.

See the Tax Locations function (page 4-9) for more information about Tax Locations.

You can also use this function to set up tax on tax. Tax on tax means that taxing authorities 
charge tax on the selling price of goods or services, and taxes by another tax authority. When 
tax on tax is calculated, the first tax rate is calculated and subtotaled before the second tax 
rate is calculated and added for the total selling price.

Tax on tax is used primarily outside of the United States. Goods and services tax (GST) and 
provincial sales tax (PST) are examples of taxes that can require tax on tax capabilities. Contact 
your local tax authorities for more information, and see the Accounts Receivable Training 
Manual.

The following example shows how you can use Tax Location Groups:

Suppose that Minnesota has a state sales tax and Minneapolis has a city sales tax. Sales in 
Minneapolis incur two sales taxes: one owed to Minnesota and the other to Minneapolis. This 
situation requires a Tax Location Group that contains two tax locations: one for Minnesota and 
the other for Minneapolis.

The following example shows how you can use Tax Location Groups for tax on tax:

Suppose that Canada has a goods and serves tax (GST) and Quebec has a provincial state tax 
(PST), which also taxes the GST. When the tax location group is set up, Canada is the first-level 
tax location, and Quebec is the second-level tax location. In the Tax Group Detail dialog box, 
which appears after you select the second-level tax location, select Tax Level 1 to include the 
Canadian GST in Quebec’s PST. Sales with the Quebec tax location group ID incur a Quebec PST 
that is calculated on the goods and services total and on the GST.
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To set up a Tax Location Groups, follow these steps:

1.  Select Tax Location Groups from the Tax Setup menu.

Tax Location Groups Menu

2.  The Tax Location Groups screen appears.

Tax Location Groups Screen

3.  Enter the Tax Group ID of the Tax Location Group.

4.  Enter a Description of the Tax Location Group.

5.  Select the Reporting Method for the Tax Location Group: Separate or Combined. 

If you select Combined, you cannot print detail tax information on invoices or reports.
4-24 System Manager



. .
 . 

.S E T T I N G  U P  S A L E S  TA X
Tax Location Groups
. 

6.  Select the check box(es) for each level of tax you want to include in the prior level of Tax on 
Tax Level X to set up tax on tax. Clear the box to enter Tax Location Groups that do not use 
tax on tax.

7.  Select the Tax Location ID for each tax authority Level of the group. Only Tax Location IDs 
assigned to the level are displayed. Use the Tax Location function to assign Tax Location IDs 
to tax authority Levels.

Task Summary

To set up a new Tax Location Group, follow these steps:

1.  Use the Tax Classes function (page 4-5) to set up or modify Tax Classes.

2.  Use the Tax Locations function (page 4-9) to set up the tax rates for each authority to which 
you pay sales tax. For each Tax Class, enter initial amounts for Taxable Sales, Nontaxable 
Sales, and Tax Collected. These fields are updated when you post sales and returns (credit 
memos), from Accounts Payable and Sales Order, and purchases and returns (debit memos) 
from Accounts Payable and Purchase Order.

3.  Use the Tax Location Groups function to group one or more Tax Locations. When you post 
customer invoices, all the Tax Locations in the group are updated.

To add a Tax Group ID, follow these steps:

1.  Select the New Record icon , on the toolbar. A blank Tax Location Group record appears. 

2.  Enter the required information.

3.  Click the Save  button, on the tool-bar, to save the new Tax Group ID.

To edit a Tax Group ID, follow these steps:

1.  Select the Tax Group ID of the Tax Location Group to edit. 

2.  Edit the fields.

3.  Click the Save  button, on the tool-bar, to save the changes made to the Tax Group ID.

To delete a Tax Group ID, follow these steps:

1.  Select the Tax Group ID to delete. 

2.  Select the Delete hot key (F3), or the Delete Record button in the tool bar. The Tax Location 
Group can not be used in any other function in TRAVERSE when deleting.
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Use the Tax Location Groups List function to produce a list of Tax Group IDs.

To produce a Tax Location Groups List, follow these steps:

1.  Select Tax Location Groups List from the Tax Setup menu.

Tax Location Groups List Menu
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2.  The Tax Location Groups List screen appears.

Tax Location Groups List Screen

3.  In the Data Filter section, enter any selection criteria you would like to use to run the list. 
Leave the filter blank to include all available data.
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4.  Select a command button:

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 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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Tax Location Groups List
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . C L E A R  T A X

Use the Clear Tax function on the Tax Setup menu to clear tax through a specific date or 
through a specific Fiscal Period and Year.

Use the Clear Tax function to clear the accumulated sales and tax amounts from the tax 
location records at the end of the tax reporting period. You can clear sales tax for a range of 
taxing authorities and a range of tax locations or both.

Before you use this function, print the Tax Locations List.

To use the Clear Tax function, follow these steps:

1.  Select Clear Tax from the Tax Setup menu.

Clear Tax Menu
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2.  The Clear Tax screen appears.

Tax Setup - Clear Tax Screen

3.  Use the Data Filter to select the range of filter criteria from which to clear sales tax, or leave 
the data filter blank to include all available data.

4.  After the Tax Location List Printed, select the check box indicating you printed the Tax 
Location List.

5.  Select whether you want to Clear: Sales Tax, Purchase Tax, or Both.

6.  In the Clear Tax Prior To section of the screen: 

• Select the Fiscal Date option button to enter a specific Date through which you want 
to clear data.

• Select the Fiscal Period/Year option button and enter a specific Fiscal Period and 
Year through which you want to clear data.

7.  Enter any necessary Comments.

8.  Click OK to clear the tax. A confirmation box appears stating that the taxes were cleared 
successfully.
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9.  Select a command button:

Command Buttons 

A c t i v i t y  L o g
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Screen

Name Description

OK Begin processing. A message appears when taxes have 
been cleared successfully.

Reset Set all fields to their default.

Activity See a record of the occurrences of clearing tax.

Name Displays

Post Run The system assigned post run ID.

Run Time The date and time the clear tax was made.

Description The clear tax description. 

User ID The user who performed the clear tax. 

Comments The comments, if applicable, entered in the 
Comments field. 

Print Log Not available for this function.
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Use the Tax Rate Update function to update tax rate information stored in long-term 
transactions. The tax rates are replaced with current tax rate information from the Tax 
Location setup. 

The transaction types that will be updated are: AR Recurring Entries, SO Recurring Entries, 
Open Purchase Orders, and Open Sales Orders, and Quotes.

The list of transaction types that can be updated are limited to valid types based on the 
programs you have installed and their business rule interface settings.

To use the Tax Rate Update function, follow these steps:

1.  Select Tax Rate Update from the Tax Setup menu.

Tax Rate Update Menu
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2.  The Tax Rate Update screen appears.

Tax Rate Update Screen

3.  Use the Data Filter to select the range of filter criteria from which to update tax rates, or 
leave the data filter blank to include all available data.

4.  Choose the transaction types for which you would like to update the Tax Rate information: 
Open Purchase Orders or Open Sales Orders and Quotes. You may choose one or more of 
the available selections.

5.  Clicking the OK button will start the process. 

The function must read through all of the selected transactions to find transactions 
that use one of the tax locations selected, and the tax rate has changed. The tax rates 
for those transactions will be updated using the current values from the Tax Locations 
setup. Any transaction that has updated values must also have the transaction totals 
re-calculated.

6.  When processing is complete, the Tax Rate Update Log report appears.
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7.  Select a command button:

Command Buttons 

A c t i v i t y  L o g
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Screen

Name Description

OK Begin processing. A message appears when taxes have 
been cleared successfully.

Reset Set all fields to their default.

Activity See a record of the occurrences of clearing tax.

Name Displays

Post Run The system assigned post run ID.

Run Time The date and time the tax update was made.

Description The tax update description. 

User ID The user who performed the tax update. 

Comments The comments, if applicable, entered in the 
Comments field. 

Print Log Not available for this function.
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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.
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Tax Rate Update Log
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Using Interactive Views you can easily and quickly build and manipulate tables to display 
information. After selecting from the available criteria to display as filter fields, data items, 
column fields, or row fields, you can highlight columns and rows to have the selected rows and 
columns display as a graph below the table. To include multiple rows or columns in the graph, 
you can use the CTRL+ click (to select multiple rows or columns) and SHIFT+ click (to select all 
rows or columns between the first and second click) shortcuts, after selecting the first row and 
column. 

S o r t i n g  a n d  F i l t e r i n g
When you arrange the columns to your liking, you can sort, group, or filter the data by the 
column's contents. To sort and filter the data, right-click a column heading and use the 
functions outlined in the table below.

Button Name Select To

Sort Ascending

Sort the selected column’s data in ascending order.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You can also accomplish this task by 
clicking the column heading until  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . appears.

Sort Descending

Sort the selected column’s data in descending order.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You can also accomplish this task by 

clicking the column heading until  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . appears.

Clear Sorting Remove all sorting options and revert to the default view.
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Group By This 
Column

Group the identical entries from this column into a single 
group.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  If you group by column entry, you can 
right-click on the grouped column heading to 
select from the options outlined in this table, 
or choose Full Expand to expand all of the 
grouped entries, Full Collapse to collapse all 
of the grouped entries, or UnGroup to undo 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the grouped entry.

Column Chooser

Open the Customization window. With the Customization 
window open, you can click and drag columns to the 
window to remove them from the screen or click and drag 
columns from the window to place them back onto the 
screen.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  You can also remove a column from 
the form by clicking on the heading of the 
column and dragging it to the bottom of the 
screen and releasing it when your cursor 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . changes to an X.

Best Fit Adjust the selected column to resize the column for the 
best view of that column’s data.

Clear Filter Remove all filter options and revert to the default view.

Filter Editor See “Filtering Across All Columns” in the General 
Information guide for more information.

Best Fit (all 
columns)

Adjust all columns to resize for the best view all of the data 
at once.

Button Name Select To
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Using Interactive Views
. 

F i l t e r i n g  b y  a n  I n d i v i d u a l  C o l u m n
To create a filter for a single column, click the funnel icon that appears once you place the 
cursor in the associated column and then select a filter option from the drop down menu. 

From the drop down menu, you can also select from the entries in the selected column to 
group the column by the selected entry.

If you select (Custom), the Custom AutoFilter function appears. Select up to two filtering 
criteria for the selected column from the drop down menus, then enter a string of text or 
numbers to complete the condition and click OK.

S o r t i n g  a n d  F i l t e r i n g  P i v o t  C h a r t  D a t a
Right-click on the pivot table gray area or a field button when in Pivot Chart View for each 
application, to use the following functions: 

Select To

(Custom)
Enter criteria for filtering the selected column. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .NOTE:  View the following paragraph for additional information.

(Blanks) Display only entries with blank information in the selected column.
(Non 
blanks) Display only entries with information in the selected column.

Select To

Refresh the data in the tables.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Note: See instructions in the “Filtering Across All Columns” section for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . information on filtering.

Remove the selected criterion from the 
table.

Move the selected criterion to the beginning, 
left, right, or end of the list of criteria.

Open the PivotGrid Field List, then click and 
drag the applicable fields to the desired 
locations.

Close the PivotGrid Field List.

Select To
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. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . T A X  A N A L Y S I S  V I E W

Use the Tax Analysis View function to view tax detail from Sales Orders and Purchase Orders 
for tax reporting.

To use the Tax Analysis View, follow these steps:

1.  Select Tax Analysis View from the Tax Setup menu. 

Tax Analysis View Menu
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2.  The Tax Analysis View screen appears.

Tax Analysis View Screen

3.  Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to 
include all records. Click Apply Filter to populate the grid below.

The default time frame for the view is the beginning and end of the current year. 

4.  Use the Options button on the toolbar to select a different date range for the interactive 
view.

Tax Analysis View Screen - Options
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Tax Analysis View
. 

• Select Date in the Transactions area and enter a date range, or select Fiscal Pd/Year 
in the Transactions area and enter the From and Thru range by which to filter the 
records.

• Select a command button:

Command Buttons

5.  Refer to the Using the Individual 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 
Skills 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.

Name Description

OK

Activate the information in the Options 
dialog box. Once the Options dialog box is 
closed, click the Apply Filter button to apply 
the information entered.

Cancel Exit the Options dialog box without applying 
any selections.

Reset Reset all values to the defaults.
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.S Y S T E M  A U D I T,  A D M I N  A N D  D O C  M A N A G E M E N T
System Audit Menu
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . S Y S T E M  A U D I T  M E N U

The System Manager System Audit menu contains the Invalid GL Account List, Audit Explorer, 
and Activity functions. 

• The Invalid GL Account List function (page 5-5) consolidates functionality that was 
formerly spread into several different applications, allowing you to generate one 
customized, consolidated report.

• The Audit Explorer function (page 5-9) allows you to retrieve and sort audit data for 
Sales Orders, Work Orders, Production Orders, Purchase Orders, Projects, 
Customers, Items, and Vendors. This function also allows you to purge audit history 
to remove unnecessary entries.

• Use the Activity function (page 5-15) to view the activity record for any function that 
has generated an activity record. To view the log file, click the Preview Log  
button in the row of the desired function.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  Adobe Acrobat Reader is required to view log files.
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. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I N V A L I D  G L  A C C O U N T  L I S T

The Invalid GL Account List identifies and lists invalid General Ledger accounts, if they occur, in 
these applications: 

• Accounts Payable

• Accounts Receivable

• Bank Reconciliation

• Banking

• Bill of Materials/Kitting

• Configurator

• CRM

• Requirements Planning

• Fixed Assets

• General Ledger

• Inventory

• MFG - Bills of Material

• MFG - Production

• MFG - Routing & Resources

• Multicurrency Feature

• Not-for-Profit

• Payroll

• Project Costing

• Purchase Order

• Point-of-Sale

• Service Director

• System Manager

• Sales Order

• TRAVERSE Portal
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• Warehouse Management. 

Use the Invalid GL Account List function in the System Manager menu when you interface any 
of the above programs to General Ledger for the first time, after General Ledger Account 
changes (account deletions in particular), or when rollback errors occur in the Post 
Transactions function (rollback errors may indicate that General Ledger accounts are set up 
incorrectly). 

After viewing the results of the Invalid GL Accounts search, go to the indicated function and 
correct the invalid accounts and execute the Invalid GL Accounts again.

1.  To check for invalid GL accounts select Invalid GL Account List from the System Audit menu 
in System Manager.

Invalid GL Account List Menu
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.S Y S T E M  A U D I T,  A D M I N  A N D  D O C  M A N A G E M E N T
Invalid GL Account List
. 

2.  The Invalid GL Account List screen appears.

Invalid GL Account List Screen

3.  Select the Applications you want to check for invalid GL Accounts. If you want to have all 
applications selected, click the All button. 

4.  Click OK to start the search for invalid GL accounts.

5.  If one of your selected applications has Invalid GL Accounts the grid at the bottom of the 
screen will display the invalid Account records.
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6.  Select a command button:

Command Buttons

Invalid GL Accounts List

Name Description

OK Will start the search for invalid accounts

Reset Will reset all to the defaults

Preview Preview the list on your monitor.
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Audit Explorer
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A U D I T  E X P L O R E R

Use the Audit Explorer function to retrieve and sort audit data for Sales Orders, Work Orders, 
Production Orders, Purchase Orders, Vendors, Customers, Items, and Projects. The function 
also allows you to purge audit history to remove unnecessary entries.

The Audit Explorer also will track user activity if you have selected Yes to Maintain User Log in 
the Business Rules function.

To view audit data you must say Yes to the Audit Orders, Customers, Vendors, Items etc... 
option in the Business Rules function in the applications that have the Auditing option.

To view audit data, follow these steps:

1.  Select Audit Explorer from the System Audit menu.

Audit Explorer Menu
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2.  The Audit Explorer screen appears.

Audit Explorer Screen

Each Audit Explorer activity entry has a status field defining its status as an Updated, Deleted, 
or Inserted record.

3.  Use the Data Filter area to filter your data to get just the data you want to view. Once you 
have selected your filter criteria, click Apply Filter to view the data that meets your filtering 
criteria.

4.  Click the Plus (+) next to each function to expand the function to view more details. Click 
the Plus (+) on the next level to see more details again.

5.  Use the column chooser and column filters to view the data you want.
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Audit Explorer
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to filter, add, or take away columns from the grid screen.

P r i n t  A u d i t  D a t a
Follow the steps above to view audit data.

1.  Click the Preview button  to print the Audit Explorer information. 

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.
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Audit Explorer Report
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Audit Explorer
. 

P u r g e  A u d i t  D a t a
Follow the steps above to view audit data. To purge audit records for a company, you must be 
viewing that company’s information in the Audit Explorer screen.

1.  Select the Purge button from the toolbar of the Audit Explorer screen to open the Purge 
Audit Records dialog box.

Purge Audit Records Screen

2.  In the Data Filter section, enter any selection criteria you would like to use to run filter the 
purge. Leave the filter blank to include all available data.

3.  Select the Type of audit data you would like to purge by selecting the appropriate function’s 
check box. Click All to choose all of the functions. Click None to clear all functions.

4.  Click Execute to delete the audit records you have selected.

5.  Click Reset to clear all filtering and selections.
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Activity
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A C T I V I T Y

Use the Activity function to view the activity record for any function that has generated an 
activity record. To view the log file, click the Preview Log  button in the row of the 
desired function.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  Adobe Acrobat Reader is required to view log files.

To view Activity, follow these steps:

1.  Select Activity from the System Audit menu.

Activity Menu
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2.  The Activity screen appears.

Activity Screen

3.  The functions that generated an Activity record are listed. You can use the filtering and 
sorting functions in the column headings to filter and sort the data in the manner you want 
to view it.

4.  Click on the View Log button  to preview the log for the selected entry.

5.  Use the column chooser and column filters to view the data you want.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to filter, add, or take away columns from the grid screen.
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Activity
. 

P r i n t  A c t i v i t y
Follow the steps above to view Activity.

1.  Click the Preview button  to print the Activity information. 

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.
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Activity Report
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . U S I N G  T H E  A D M I N I S T R A T I O N  M E N U

The Payroll Year, Groups, and Users functions, previously only available via the TRAVERSE 
Server Manager, appear under the Administration menu. Use these menu selections to do 
some administration on the server from a client workstation, instead of using the Server 
Manager application on the server.

Use the following functions on your Administration menu to set up information used in other 
areas of your TRAVERSE software.

• Use the Payroll Years function (page 5-21) to add a new Payroll Year.

• Use Groups (page 5-23) to add new Groups to your company and select Users to be 
in the Groups. The Groups function is also where the menu permissions are 
maintained.

• Use Users (page 5-27) to set up Users that will be accessing TRAVERSE. Select the 
company databases the Users will be allowed to access.

• Use the User Mapping (page 5-31) function to assign your user ID’s to a Sales Rep, 
Customer, Vendor, or Employee record.
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Payroll Year
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P A Y R O L L  Y E A R

When you need to start a new year’s Payroll, select Payroll Year from the Administration 
menu in System Manager. The process also performs some year-end maintenance. You may 
leave as many Payroll years active as you wish. Deleting prior Payroll years is optional.

The Payroll Year function performs the following tasks:

• Changes the status of Employees that have been terminated in the current Payroll 
year, to Inactive.

• Updates Payroll with the new calendar year.

Each year of payroll information has separate records in the Employee History and 
Withholding History. 

To add a new Payroll Year, follow these steps:

1.  Select Payroll Year from the Administration menu.

Payroll Year Menu
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2.  The Payroll Year screen appears.

Payroll Year Screen

3.  The Company database you are currently using appears and cannot be edited. 

4.  The Year text box displays the sequential payroll year for the company. If you want to save 
the payroll year as a different one than the default, change it here.

5.  In the Copy Data box select the From Year for which to copy.

To ensure all Employees are updated correctly in your new year, select the most 
recent year available.

6.  Mark the Include Inactive/Terminated Employees check box if you want to copy inactive 
and terminated employees to the new year.

7.  Click OK to generate the new Payroll Year, copying from the selected Year. 

8.  Click Cancel to exit the Payroll Year screen without saving any changes.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . G R O U P S

Use Groups to add new Groups to your company and select Users to be in the Groups. The 
Groups function is also where the Menu Permissions are maintained.

Groups must be set up with Users assigned to the groups, to be able to assign menu 
permissions for all the Users within each Group.

TRAVERSE manages permissions by allowing an administrator to assign application and 
function access by Groups. Users can then be assigned to Groups, making it easy for the 
administrator to manage access based upon roles. You can then move Users between Groups 
and roles rather than having to manage the permissions for each individual User. If the 
function of a job changes, it is easier to change the permissions once for the Group and have 
the changes apply automatically to all group members.

To set up Groups follow these steps:

1.  Select Groups from the Administration menu.

Groups Menu
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2.  The Groups screen appears.

Groups Screen

3.  Click the New button to add a new Group. A blank Group screen appears.

4.  Enter the Group Name and check the users that will be part of this group. Click Apply to 
apply the changes. 

5.  After you click Apply, the Permissions button becomes active. Click on this to bring up the 
Menu Security Screen. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  You may not see any applications initially. You may need to setup the License 
Server and register your product ID before those applications will become available. 
If you do not see the menus, install License Manager, and then setup the group 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . security.
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. 

6.  The Menu Security screen appears.

Permissions Screen

7.  Mark the check box next to the Main Menu menus for which you want to give this Group 
access.

The menu permissions granted will cascade down from Main Menu to menu group to 
function. For example: if you mark the Main Menu check box, access will be granted 
to all menus below Main Menu. If you mark Accounts Payable, with Main Menu 
cleared, access will be granted to all menus in the Accounts Payable group. You may 
also mark each function individually.

8.  Use the Collapse icon (-) to collapse the menu groups.

9.  Use the Expand icon (+) to expand the collapsed menu groups.

10.  Select the Apply to save any changes made to the Menu Permissions.
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11.  Select OK to save the changes and exit the Menu Permissions screen.

12.  Select Cancel to exit the Menu Permissions screen without saving any changes.
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. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . U S E R S

When you create a User login, the new login is added to the available Users to in the Groups 
setup. You will select the check boxes in the Group setup for the Users to assign to the Group. 
If you have Groups already set up you can also assign the Users to Groups in the User setup.

To create a User login, follow these steps:

1.  Select Users from the Administration menu.

Users Menu
System Manager 5-27



SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT
Users5
2.  The Users dialog box appears.

Users Screen

3.  Click the New button to add a new User.

4.  Enter the User Name and Password if not using the Is Trusted option.

The User Name is not case sensitive when logging into TRAVERSE.

The Password is case sensitive when logging into TRAVERSE.
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5.  If you want to use the Is Trusted option, click on the Browse button . The User and 
Groups screen is displayed. Double click on the User you want to add. If using this option, 
you do not need to specify a password.

Domain Users Screen

6.  If you selected a domain user, the Domain and Group will display.

7.  Select the Is Active check box to allow this user login access to TRAVERSE.

8.  Select the Company or Companies to which this user will have access.

9.  Click Apply to apply the changes, and OK to close the User screen.

10.  Once the User is setup, you will need to create new Groups and assign the User to their 
Group with the appropriate menu permissions. 

Task Summary

To change User login properties, follow these steps:

1.  Select Users from the Administration menu.

2.  Select the User Name you wish to edit from the list.

3.  Make changes as needed.

4.  Click OK to save your changes. You are returned to the main window.

To delete a User login, follow these steps:

1.  Select Users from the Administration menu.

2.  Select the User Name you wish to delete from the list.
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3.  Click the Delete button. A message box appears asking if you are sure you want to delete 
the login.

4.  Click Yes to delete or click No to cancel the action. You are returned to the main window.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . U S E R  M A P P I N G

Use the User Mapping function to assign your User ID’s to a Sales Rep, Customer, Vendor, or 
Employee record.

This will either grant or take away access to CRM contact records within the Contact Access 
function.

Mapping users to Sales Reps will allow access to Customers in the Sales Rep portal.

Follow these steps to work with User Mapping:

1.  Select User Mapping from the Administration menu.

User Mapping Menu
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2.  The User Mapping screen appears.

User Mapping Screen

3.  Select the User ID you want to map to the Link Type selected.

4.  Select the Link Type for which to map the user. The selections are Customer, Vendor, 
Employee, or Sales Rep.

5.  Select the record for the Link ID for which to link this User ID. This value will change 
depending on the Link Type you selected.

6.  Click the Save button  to save the User Mapping.

Producing a User Mapping List

Print the User Mapping List to view and verify the contact status descriptions you entered in 
the System Manager, Administration, User Mapping function.

Follow these steps to print the User Mapping List:
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1.  Select the Print Preview button  to preview the list of User Mappings.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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User Mapping List
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U S I N G  T H E  D O C U M E N T  A R C H I V E  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . M E N U

The Document Archive menu consists of the Manage Documents function.

The Document Archiving functionality provides users the ability to archive generated 
documents to the database and to search and retrieve them. 

When printing documents from history, you have the option to retrieve archived copies 
instead of re-rendering from data in history tables. Transactions entered starting in build 
16316 will include archived copies, but when they do not exist for transactions entered before 
this build, documents will be re-rendered using history data.

You can manage archived documents using the SM Manage Document Delivery function or the 
SM Manage Documents function.

Set-Up Information

In order to utilize the Document Archiving functionality, you must set the System Manager 
Business Rule to Enable Document Archiving to Yes. If you set the rule to No, the Archive 
settings in the application's Business Rules will have no effect. 

Each application in which Document Archiving is available has an Archive section in its Business 
Rules: 

• Set the Use Archive business rule to Yes to archive documents, and allow you to 
reprint prior printed versions of that document. This also activates the Search 
Document feature, in the Activity window.

• For the Archive Watermark rule, enter the watermark text you would like to appear 
on the reprinted documents. This is only applicable if Use Archive is set to Yes.

In other words, if Use Archive is set to No, after users print an Invoice, Order, or Check Stub, 
they will not have the capability to reprint prior printed versions of documents, and the Search 
Document feature, in the Activity window, will be unavailable. There are still functions that 
allow users to reprint a document using data from the history files.

If the document was printed online or using batching with the document archiving feature 
enabled, the Business Rule Archive Watermark text will print. If the document was printed 
before build 16316, or if the Use Archive option is set to No, the Watermark Text for Reprinted 
Orders/Invoices will print.
System Manager 5-35



SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT
Using the Document Archive Menu5
Application Archive Business Rules screen 

If Use Archive is set to No, after printing an Invoice, Order, or Check Stub, or POS Receipt, users 
will not have the capability to reprint prior printed versions of documents and the Search 
Document feature, in the Activity window, will not be available. There are functions that allow 
users to reprint a document using data from the history files. You must set the Use Archive 
Business Rule to Yes in order to reprint prior printed versions of that document.

The following applications include an option to define if you would like to use document 
archiving and the Archive Watermark feature. 

• Accounts Payable

• Purchase Order

• Accounts Receivable (Note: Sales Order and Service Director use the AR business 
rule)

• Point of Sale

• Project Costing

• Payroll

Workflow

T r a n s a c t i o n s  
If the Business Rule to Use Archive is set to Yes, each time a user prints an Invoice, Check, or 
Voucher, or POS Receipt, a transaction activity record is saved. To view activity records, users 
can select the Activity or Search Document button on the toolbar to look for activity records 
based on specific information. Users can then reprint an activity record that includes the 
Archive Watermark text entered in Business Rules for that application.

If you use document delivery, that process also uses the same print functionality and treats the 
document as if it was being printed.

If you have a customized invoice, the system takes a snapshot of the invoice at the time of 
printing and stores it as an activity record. So if you change something (i.e. company name), 
when reprinting a prior activity record, the system will use the original company name.

This functionality exists in the following application functions:

• AP, Transactions, Transactions, Print Check

• AR, Transactions, Transactions, Print Invoice, Print TPS Receipt

• PO, Transactions, Transactions, Print Order 
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• SO, Transactions, Orders, Print Invoice, Print Acknowledgment, Print Packing Slip, 
Print TPS Receipt

• PA, Payday Work, Print Checks 

• PS, Print Invoices and Receipts

• PA, Payday Work, Print Vouchers 

• SD, Work Orders, Work Order Entry, Print

Notice when reviewing the PA Print Checks Activity Log, you are able to reprint a Check Stub 
for each Employee. 

P r i n t i n g  I n v o i c e s ,  C h e c k s ,  a n d  V o u c h e r s  u s i n g  B a t c h i n g  
The same functionality available in Transactions is also available when printing by batches in 
the following application functions:

• AP, Pay Invoices, Print Checks 

• AR, Transaction Journals, Print Invoices

• AP, Pay Invoices, Print Vouchers 

• SO, Transaction Journals, Print Invoices, Print Acknowledgment, Print Packing List

• PO, Transaction Journals, Print Orders 

• SD, Work Orders, Print Invoices

• PC, Billing, Print Invoices

I n t e r a c t i v e  V i e w s  
After a transaction is posted, users can reprint Orders, Check Stubs, and Invoices from history. 
The Print function displays all Document No records for that transaction and users can select 
which one they would like to reprint.

This functionality is available in the following views:

• PO, Detail History View, Print Order 

• AR, Open Invoice View, Print Invoice

• PO, Order View, Print Order 

• AR, Detail History View, Print Invoice

• PO, Order LC View, Print Order 

• AR, Transaction History View, Print Invoice
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• PA, Check History View, Print Check Stub 

• SO, Detail History View, Print Invoice

• SD, Order View, Print Invoice

If the document was printed online or using batching with the new document archiving feature 
enabled, the Business Rule Archive Watermark text will print. If the document was printed 
before build 16316, or if the Use Archive option is set to No, the Watermark Text for Reprinted 
Orders/Invoices will print.
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The SM Manage Documents function allows you to manage archived documents, including 
reprinting, purging, and exporting archived documents. You can also manage archived 
documents using the SM Manage Document Delivery function.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

NOTE:  You must select to use document archiving in the Business Rules function, as 
well as set the Archive business rules for each application in which you want to use 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . document archiving.

Follow these steps to work with Manage Documents:

1.  Select Manage Documents from the Document Archive menu.

Manage Documents Menu
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2.  The Manage Documents screen appears.

Manage Documents Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. Click Apply Filter to populate the grid with documents.

4.  To Print documents:

• Click the Document ( ) button in the Document column for the selected 
Document. The system will use your computer's default PDF viewer to open the 
document.

• You have the option to print the document via the PDF viewer.

5.  To Export documents:

• Select the Document(s) you want to export by marking the check box in the Select 
column. Use the Select All button to select all the documents, or the Unselect All 
button to clear all the check boxes.
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• Click the Export Documents button to export the selected documents. A browse 
window will appear.

Manage Documents - Export Document Browse Screen

Navigate to the location in which you want to save the document(s), then click OK. The 
document(s) will be saved as .PDF files in the location you specified. A notification 
window will appear when the export is complete.

6.  To Purge documents:

• Click the Purge button. The Purge Document window will appear.

Manage Documents - Purge Document Screen

• You have the Option to remove documents or remove document duplicates. Select 
an option from the drop-down list. 
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•Remove Documents will delete the documents Prior To the selected date.

•Remove Duplicates will delete duplicates of the document; only the latest 
version of the document will be retained.

• If you selected to Remove Documents, enter a date in the Prior To field. Documents 
that were generated before that date will be purged.

• Select the type(s) of documents you want to purge by marking the check box next to 
the Form ID column. To select all types of documents, click the All button. Click the 
None button to clear all the check boxes.

• Select a command button:

Command Buttons

• A notification window will appear when the purge is complete.

The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks 
all post activity for administrative purposes. The system assigns each post a run ID.

Name Description

Execute Purge the selected documents. 

Activity View the Activity Log for processing.

Reset Set all fields to their default values.
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Activity Log Dialog Box

7.  Select a command button: 

Command Buttons

Name Displays

Post Run The system assigned post run ID.

Run Time The date and time the purge was made.

Description The purge description. 

User ID The user who performed the purge. 

Comments The comments, if applicable, entered in the 
Comments field. 

Print Log Not available for this function.

Name Description

Export Documents Export the selected documents as a .pdf to a 
specific folder.

Activity Not available for this function.

Reset Set all fields to their default values.

Select All Select all listed documents.
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Unselect All Clear all check boxes.

Purge Open the Purge Document window.

Name Description
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Document Delivery Overview

The Document Delivery functions offer you the flexibility to queue up documents (email or fax) 
to send them on demand instead of being sent automatically as they are printed or processed, 
allowing you to review them before delivery. You can also configure unique delivery settings 
for each form.

Document Delivery gives you the ability to:

• Configure email server settings per document type (in addition to the default SMTP 
email settings in the System Manager Business Rules).

• Configure a document type's subject, SMTP settings, static attachments, and 
sending with or without user interaction (auto-send).

• Review the document types and settings associated with various contact types.

• Search the queue for documents that have not been sent, or that have been sent in 
prior print runs.

• Purge sent item history.

• Mark unsent documents as sent.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Basic document delivery will continue to function normally unless you set up 
the enhanced delivery options in the Document Settings function. This means 
existing users can continue using document delivery as they always have if they 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . choose not to implement the enhanced functionality.

Setup Information

You must first check your permissions in TRAVERSE Server Manager to display the menu item 
for Document Delivery. Upon saving you will notice that Manage Document Delivery 
(previously in Company Setup) will now be displayed within the menu item labeled Document 
Delivery.

Before using the enhanced Document Delivery functionality, you must first configure your 
SMTP Settings and Document Settings.
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S M T P  S e t t i n g s  
To configure your SMTP Settings, go into SM, Document Delivery, SMTP Settings. Here you can 
setup your SMTP information as desired. By default, the system will use the Email Settings 
configured in SM, Company Setup, Business Rules, Applications, SM-System Manager.

D e l i v e r y  S e t t i n g s  
Within Document Delivery, you can configure unique settings for each document type, 
including the Subject Line, Message Sender, and the Body Text to be included with the 
document. You can configure the settings for each document in SM, Document Delivery, 
Document Settings.

D e l i v e r y  S t a g i n g  
You have the flexibility to queue up documents (email or fax), and send them on demand 
rather than automatically sending them as they are printed or processed. Files and any static 
attachments will be stored and available via the Document Queue, where you can select the 
documents when they are ready to send. You can also use the Search Queue function, 
available from any pick screen, where all the documents will be displayed for sending or 
resending.

W o r k f l o w  
Once you have Document Delivery configured for each form, you can print the document, 
which will also email, fax, or queue up your document provided the Customer or Vendor 
Document Delivery information is configured.

Example: If you have a Form ID configured for the AR Invoice, when you print the 
Invoice, the system will either immediately email the Invoice (if you selected 
auto-send) or place the document in the queue.

1.  From the AR Transaction, click ‘Print > Invoice’

2.  Upon selecting ‘Print’, a pop-up ‘Print Status’ dialog box will appear indicating the Status 
(Sent or Queued)

If you cleared the Auto Send check box, the invoice will go into the Document Delivery Queue. 
From within the Print window, you have the option to access the queue via Search Document 
Queue. Alternatively, you can access the queue via SM, Document Delivery, Manage Queue.

Once you are in the queue, you can decide to edit a particular email by selecting the Edit 
function and modifying the Subject, Deliver To, or Display Name. When you are ready to send 
the document(s), simply select the desired documents and use the Send button. You also have 
the ability to Select All/Unselect All.

• Mark As Sent: Allows the user to mark a document as sent if they decide they do not 
want to send the document.
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• Purge: Purges the documents from the queue. Only documents that have been sent 
or marked as sent can be purged.

• Hide Sent: Filters the list to only show unsent documents.
System Manager 5-47



SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT
Using the Document Delivery Menu5
5-48 System Manager



. .
 . 

.S Y S T E M  A U D I T,  A D M I N  A N D  D O C  M A N A G E M E N T
SMTP Settings
. 
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The SMTP (Simple Mail Transfer Protocol) Settings function allows you to create SMTP Settings 
that you can use in the Document Settings function if you have multiple server configurations. 
If no SMTP settings exist in this screen, TRAVERSE will use the default SMTP settings you 
entered in the System Manager Business Rules (page 2-17).

Follow these steps to work with SMTP Settings:

1.  Select SMTP Settings from the Document Delivery menu.

SMTP Settings Menu

2.  The SMTP Settings screen appears.

SMTP Settings Screen

3.  Click the New Record button , on the toolbar, to open a blank SMTP Settings record.

4.  Enter an SMTP Name. This is the reference you will choose when configuring document 
settings.
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5.  Enter your SMTP Server name. This is the name used in email programs to send mail.

Some examples of common SMTP Server names are:

• smtp.live.com - for Microsoft Hotmail accounts.

• smtp.gmail.com - for Google Gmail accounts.

• smtp.mail.yahoo.com - for Yahoo email accounts.

6.  Enter the SMTP Port used for sending mail.

The most common SMTP Ports to use are: 25, 465, and 587

Consult your system administrator to determine the SMTP Port to use.

7.  Mark the Enable SSL check box if your email server uses the SSL secure transfer protocol. 

8.  Enter the User Name for the account used to send mail from the server.

The User Name will be the name or email address you use to log into the SMTP Server 
you indicated.

9.  Enter the Password for the user account. Click on the Browse button ( ) to open the 
password entry dialog box.

SMTP Settings - Password Screen

• Enter your Password to log into the account indicated in the User Name field.

• Click OK to set the password.

• Click Cancel to exit the Password dialog box without saving the Password.
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10.  If you marked the SSL check box, you need to enter the path to the SSL Certificate. Use the 
Browse button  to navigate to the SSL certificate.

SMTP Settings - SSL Certificate Browse Screen

• Browse to the SSL Certificate file and select the file.

• Click Open, or double click the file to insert the path and file name into the 
Certificate field.

• Click Cancel to exit the Open dialog box without connecting to a file.

11.  Enter the Sender's Name and the Sender's Email address.

• The Sender’s Name will display as the party the email came from when it is delivered 
to the recipient. 

• The Sender’s Email will show as the email address that sent the email when 
delivered to the recipient.

12.  Enter a Reply To email address, if applicable. This is the address to which the recipient's 
reply will be sent.

13.  Click the Save button , on the toolbar, to save the your SMTP Settings.
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Task Summary

To create a new SMTP Setting, follow these steps:

1.  Click the New Record button , on the toolbar, to open a blank SMTP Settings record.

2.  Enter information into the SMTP Name, SMTP Server, Enable SSL, User Name, Password, 
Certificate, Senders Name, Senders Email, and Reply To fields where appropriate.

3.  Click the Save button , on the toolbar, to save the your SMTP Settings.

To edit an SMTP Setting, follow these steps:

1.  Select the SMTP Name record you want to edit.

2.  Make changes as necessary.

3.  Click the Save button , on the toolbar, to save the your SMTP Settings.

To delete an SMTP Setting, follow these steps:

1.  Select the SMTP Name record you want to delete. You can only delete settings that are not 
in use.

2.  Click the Delete button , on the toolbar, to delete the selected SMTP Name.
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Use the Document Settings function to configure unique settings for each document type, 
including the Subject Line, Sender Information, Static Attachments, and the Body Text. You can 
also set the document type to send (email or fax) automatically when it is printed, or be sent to 
the Document Queue where you can review the documents before they are emailed or faxed.

Follow these steps to work with Document Settings:

1.  Select Document Settings from the Document Delivery menu.

Document Settings Menu
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2.  The Document Settings screen appears.

Document Settings Screen

3.  Click the New Record button , on the toolbar, to create a blank Document Setting 
record.

4.  Select a document type to configure from the Form ID drop down list.

The list of available Form IDs will depend on the applications you have installed.

The available Form IDs are:

• AP Voucher - Accounts Payable Voucher

• AR INVOICE - Accounts Receivable Invoice

• AR STMT - Accounts Receivable Statement

• PA Voucher - Payroll Voucher
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• PO ORDER - Purchase Order PO

• PO REQUEST - Purchase Order Request

• POApprvReq - PO Approved Request

• PROF INV - Project Costing Professional Invoice

• PS INVOICE - Point-of-Sale Invoice

• PS RECEIPT - Point-of-Sale Receipt

• SD INVOICE - Service Director Invoice

• SO ACK - Sales Order Acknowledgment

• SO INVOICE - Sales Order Invoice

• SO QUOTE - Sales Order Quote

• SO RMA - Sales Order RMAs

• TPS RCPT - Payment System Receipt

5.  If you want the document to send automatically without user interaction, mark the Auto 
Send check box. If you want to require user interaction before the document is sent, clear 
the check box.

When the check box is cleared the document will be sent to the Document Queue to 
manually send the document.

6.  Enter a Subject for the document. This value will appear in the subject line of the 
document. 

If this field is left blank, the system will use the subject from the Document Delivery 
setup for the Customer, Vendor, or Employee.

7.  If necessary, enter the path to a Fax Cover Page, or use the Browse button ( ) to navigate 
to the page file. Use the View button ( ) to view the page.

8.  Select an SMTP ID from the drop-down list. 

If you leave this field blank, the system will use the default email server settings in the 
System Manager Business Rules (page 2-17).

9.  If you want to send the email formatted as HTML, mark the Send as HTML check box. If you 
clear the check box, the email will be formatted as plain text.

To output the email in the format entered into the Body, without doing XML tags, 
uncheck the check box to send as plain text.
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To send as HTML with the formatting matching the Body, you must use XML tags to 
indicate the separate lines.

10.  Define the file name for the document in the Document Name field. You can use both 
static text and dynamic (merge) fields to create a file name. If no file name is defined, the 
default file name determined by the system will be used.

11.  If applicable, add static attachments in the Attachment field list. Use the Append button 
( ) to add a file to the list. Navigate to the attachment file using the Browse button ( ). 
Use the View button ( ) to view the page.

12.  In the Body section, create the body of the email or fax. 

• Enter any static text you want to appear. 

• To add dynamic fields to the body, double-click on the field you want to add from 
the information on the tabs on the right side of the screen. See the Document 
Settings Tabs section below for details on the tabs.

Dynamic fields are tied to the database, and change depending on the value of key 
fields such as Invoice Number or Customer ID.

Dynamic fields will always be placed after the last Dynamic field added. To move 
the Dynamic field to the next line, place your cursor in front of the Dynamic field 
and press Enter.

13.  Click the Save button , on the toolbar, to save the your Document Settings.
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Document Settings Tabs

On the SM Document Delivery Document Settings screen, tabbed sections contain options you 
can add to the document email template you create.

F i e l d s  T a b

Document Settings - Fields Tab

The Fields tab lists dynamic (merge) fields you can use in your delivery document. These fields 
represent actual values in the TRAVERSE database. When you add them to your template, 
when the email is generated, the value in those fields will be inserted into the email. To add a 
field to your email template, drag the field from the tab and drop it into the Subject field, the 
Body of the email, or the Document Name field. Dynamic fields are indicated by brackets.
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F o r m a t s  T a b

Document Settings - Formats Tab

The Formats tab holds formatting options you can use in the template to format various 
dynamic (merge) values including dates, amounts, or phone numbers. When the email (or fax) 
is generated, values will display according to the formatting options applied. To add formatting 
to a dynamic (merge) field, add a pipe | at the end of the name of the dynamic field, and then 
drag and drop the formatting option after the pipe, within the brackets:

Invoice Date: [InvoiceDate|LongDate] where InvoiceDate is the value from the database, and 
LongDate is the chosen format. This will appear: Invoice Date: Tuesday, December 5, 2017
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M i s c  F i e l d s  T a b

Document Settings - Misc Fields Tab

The Misc Fields tab holds dynamic (merge) fields you can add to the email template. These 
fields do not exist in the primary table used by the dynamic fields on the Fields tab. Add these 
fields by dragging a field from the tab and dropping it into the Subject field, the Body field, or 
the Document Name field.
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E x a m p l e :
The template is set up like this:

Subject: Invoice: [InvoiceNo] -- [InvoiceTotal|AmountBase]

Body: 

Hello!! [BillCustName]

Invoice Total: [InvoiceTotal|Amount]

Invoice Number: [InvoiceNo]

Invoice Date: [InvoiceDate|LongDate]

[*CompName]

The generated email will be:

Hello!! Altos Servers Company

Invoice Total: 106.50

Invoice Number: 35

Invoice Date: Tuesday, March 28, 2017

Continental Products Unlimited

Task Summary

To create a new Document Setting, follow these steps:

1.  Click the New Record button , on the toolbar, to create a blank Document Setting 
record.

2.  Select a document type to configure from the Form ID drop down list.

3.  If you want the document to send automatically without user interaction, mark the Auto 
Send check box.

4.  Enter a Subject for the document.

5.  If necessary, enter the path to a Fax Cover Page, or use the Browse button ( ) to navigate 
to the page file.
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6.  Select an SMTP ID from the drop-down list, if appropriate.

7.  Mark the Send as HTML check box, if appropriate.

8.  If applicable, add static attachments in the Attachment field list.

9.  In the Body section, create the body of the email or fax.

10.  Enter a Document Name if desired.

11.  Click the Save button , on the toolbar, to save the your Document Settings.

To edit a Document Setting, follow these steps:

1.  Select a document type to edit from the Form ID drop-down list.

2.  Make any necessary changes.

3.  Click the Save button , on the toolbar, to save the your Document Settings.

To delete a Document Setting, follow these steps:

1.  Select a document type to delete from the Form ID drop-down list. You cannot delete a 
document setting entry if it exists in the Document Queue.

2.  Click the Delete button , on the toolbar, to delete the selected Form ID.

Producing a Document Settings List

Use the Document Settings function to produce a list of the Document Settings you defined in 
the Document Settings function on the Document Delivery menu.

To produce a Document Settings List, follow these steps:

1.  Select the Print Preview button  to preview the selected Form ID.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Document Settings List
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . M A N A G E  D O C U M E N T  D E L I V E R Y

Use the Manage Document Delivery function to view Customer, Vendor, and Employee setup 
information for document delivery from Accounts Payable, Accounts Receivable, and Payroll. 
You can edit certain fields to change the information the document delivery uses to send via 
email or fax. See the Accounts Receivable, Accounts Payable, and Payroll Training Manuals for 
more information about setting up document delivery.

To work with Manage Document Delivery, follow these steps:

1.  Select Manage Document Delivery from the Document Delivery menu.

Manage Document Delivery Menu
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2.  The Manage Document Delivery screen appears.

Manage Document Delivery Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. Click Apply Filter to populate the grid with Contact Types.

4.  The Contact Type is displayed and cannot be edited. 

5.  The Contact ID is displayed and cannot be edited.

6.  The Document Type is displayed and cannot be edited.

7.  The Delivery Method is displayed and may be edited. Select a Delivery Method if 
appropriate: E-mail and Fax.

8.  The Display Name is displayed and may be edited.

9.  The Deliver To is displayed and may be edited.

10.  The Subject is displayed and may be edited.
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11.  The Attachment Format is displayed and may be edited. Select an Attachment Format if 
appropriate: Image and PDF.

Producing a Manage Document Delivery List

Use the Manage Document Delivery function to produce a list of the document delivery 
records you defined in the Customers and Vendors function on the Setup and Maintenance 
menu of Accounts Receivable and Accounts Payable.

To produce a Manage Document Delivery List, follow these steps:

1.  Select the Print Preview button  to preview the displayed Contacts with document 
delivery set.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Manage Document Delivery List
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . M A N A G E  Q U E U E

The Manage Queue function allows you to review documents that both need to be sent, and 
have been sent. 

When you configure a document using the Document Settings function (page 5-53) and mark 
the Auto Send check box, the system will deliver the document immediately. If you cleared the 
Auto Send check box, the system will place the document into the Document Delivery Queue. 

Placing documents into the queue 

When you print a document you have configured in the Document Settings function, in the 
Print window that opens, you have the option to access the queue using the Search Document 
Queue button to open the Search Document Queue screen, which allows you to search 
documents the Customer, Vendor, or Employee selected. The screen displayed will depend on 
the function from which you are printing the document.

Print Invoice Screen
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When you Print the document, a Print Status window will appear.

Print Status Screen 

When you close the Print Status window, the Document Queue screen will display showing all 
documents currently in the queue.

Document Queue Screen

If you want to edit the Subject, the Deliver To, and/or the Display Name of the document 
before you send it, click on the Edit button ( ) to open the Edit Document Queue dialog 
box. Click OK to save your edits and return to the Document Queue screen.

Edit Document Queue Screen

To send the document, mark the Select check box and click the Send button. You can remove 
sent documents from the queue by using the Purge function in the Manage Queue screen.
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To work with Manage Queue, follow these steps:

1.  Select Manage Queue from the Document Delivery menu.

Manage Queue Menu

2.  The Manage Queue screen appears.

Manage Queue Screen
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Managing documents in the queue 

1.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. Click Apply Filter to populate the grid with queued documents.

2.  If you want to edit the Subject, the Deliver To, and/or the Display Name of the document 
before you send it, click on the Edit button ( ) to open the Edit Document Queue 
dialog box. Click OK to save your edits and return to the Document Queue screen.

Manage Queue - Edit Document Queue

3.  Click the Document button ( ) to preview the document attached to the email.

4.  To send a document, mark the Select check box for the document, then click the Send 
button on the toolbar. The Document Delivery Status window will appear and display the 
delivery status of the document.

Manage Queue - Document Delivery Status Screen

5.  To mark a document as Sent if the Sent check box is clear, select the document(s), then click 
the Mark As Sent button. The Purge function will only remove sent documents from the 
queue.
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6.  Select a command button:

Command Buttons

Purge Button

To purge sent documents from the queue, the Sent check box must be marked. 

1.  Once the Sent check box is marked for each document you want to remove from the queue, 
click the Purge button. 

Name Description

Send Send the selected documents.

Reset Set all fields to their default values. 

Select All Mark the Select check box for all documents.

Unselect All Clear the Select check box for all documents.

Mark As Sent
Mark the selected documents as Sent. This 
allows the documents to be removed from 
the queue via the Purge function.

Purge
Removes documents from the queue. Only 
documents that have been sent or are 
marked as sent can be purged. 

Show All/Hide Sent Filters the list to show sent and unsent 
documents, or only unsent documents. 
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2.  The Purge Document Queue window appears. 

Manage Queue - Purge Document Queue Screen

3.  Select a date before which all sent documents will be removed from the queue in the Prior 
To field. 

This means any sent document with a Run Time before the Prior To date will be 
removed from the queue. 

4.  The Function List displays the Form ID(s) (document types) of any sent documents in the 
queue. 

5.  To purge all sent documents of a particular type, mark the check box for the Form ID. Use 
the All button to mark all check boxes. Use the None button to clear all check boxes.
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6.  Select a command button:

Command Buttons

The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks 
all post activity for administrative purposes. The system assigns each post a run ID.

Activity Log Dialog Box

Name Description

Execute Purge sent documents of the selected 
type(s).

Activity Open the Activity Log to view previous 
purging activity.

Reset Set all fields to their default values.

Name Displays

Post Run The system assigned post run ID.

Run Time The date and time the purge was made.

Description The purge description. 

User ID The user who performed the purge. 

Comments The comments, if applicable, entered in the 
Comments field. 

Print Log Not available for this function.
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