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INTRODUCTION
Overview

OVERVIEW

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:
e The Administrator’s Guide
¢ The training manuals for other TRAVERSE applications
¢ The Software Developer Kit

e 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:
e 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).

e If you would like to subscribe to the TRAVERSE Customer Support Program, please
call (1-800-320-3088)
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INTRODUCTION
About System Manager

ABOUT SYSTEM MANAGER

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.
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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.
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INTRODUCTION
Attachments

The Comments function is available from in TRAVERSE with the Attachments hot key-CTRL + 1

by default or by clicking on the Attachments icon L] inthe 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
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Attachments
¢ Service Director - General Equipment

e Service Director - Site EQuipment

Service Director - Service Contracts
¢ Service Director - Work Order Entry
¢ Service Director - Service Order Entry

e System Manager - Employees

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

H | K 1of60 b B [bs X [[A [Nt = REE T =

Attachments Screen

7
Attachment
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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.
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Attachments

. The selected setup or transaction ID will default into the Keywords field. Add more key
words if desired.

. Enter the Notes for the selected setup or transaction.

. Attach any Documents associated with this setup or transaction by click in on the Browse
button 7, and selecting the file to attach.

. 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



Attachments

1-10 System Manager



COMPANY SETUP

----------------------------------

Using the Company SetupMenu . ........................ 2-3
Company Information......... ... ... ... ... . ... 2-7
Period Conversion . .....coit it e 2-11
Business RUIES . ..ot 2-17
Bank ACCOUNtS . . .ot 2-41
Gainsand Losses AccountS. . ..ottt e 2-55
Description Iltems . ... i 2-59
Employees . ... e 2-67
Form Numbers. . ... e 2-73
Transaction Numbers ....... ... . i 2-77
Data Protection ........ .. i 2-81
Form Printers. ... ... e e e 2-83
Manage Attachments . ....... ... i 2-87
Import Layout Definition. ............. ... ... ... .. ..., 2-91
Import Map Definition ........... ... .. i 2-105
Import MappedData. .......... ... .. i 2-113
Manage Catalog. . ...t 2-135
UserDefaults . ..o e e 2-139
User Defaults-Admin. ......... ... .. ... 2-141

System Manager 2-1



2-2  System Manager



COMPANY SETUP
Using the Company Setup Menu

USING THE COMPANY SETUP MENU

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:
e A Chart of Accounts for your business.

e 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 charactersinanIDoracode: | “' &#* @ !.

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.
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Using the Company Setup Menu

e 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.

e Use descriptive IDs. For example, WINOO1 and WINOO2 are more descriptive than
000001 and 000002.

¢ |f 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,
WINOO1 and WINOQOS 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.
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Using the Company Setup Menu

¢ 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).

e 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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COMPANY SETUP
Company Information .

COMPANY INFORMATION

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

Systerp Manager <

= Company Setup
Perod Conversion
Business Rules
Bank Accounts
Gains and Losses Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Form Prirters
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Definition
User Defaults
User Defaults - Admin
Setup and Mairtenance
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Document Delivery
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Company Information
2. The Company Information screen appears.

Company Information Screen (General Tab)

| SM Company Information (3] |
HIK 4 1ofl p M |ba X @A 9 |Q D =2 B3 @ =

| Geneml | Defauts |

Company ID CPU |

Name Continental Products Unlimited

Address 1 4301 Dean La_kes Bl\ufd

Address 2

City/Region/Postal Code :Shakopee f :MN 4 553?‘3-_“

Country US.-'-\ . ] Company Logo

Phone (952)403-5700

Fax (952)-403-5570 C 0 M P U -I- E R
E-mail info@osas.com

e S PRODUCTS
Site Number 993999 -'ﬁ u U N I_ | M | T E D

Federal Tax ID 231675-1646

State Tax 1D 321679616-1354

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.
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Company Information

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).

0.0 0.0 0.0 0 0 0 000000 0000000000000 IOOINONNOONNONNNONNNONNNNNNYNONNONYNYNDYNIDYIONDY
NOTE: Refer to Microsoft Windows online help for more information on embedding
and linking objects.

0. 0.0 0 0.0 0 0 0 000000 0000000000000 NONIONNIONNOONNONNNONNNONNNNNNYNNNONYNYNDOYNIODYIOPNDY
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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Company Information

Defaults Tab

| SM Company Information |§| |
[=] 1ofl b W [ba X |[@ 9 |[& ® |52 @ 4
| General | |

Miscellaneous Defaults

Default Language ENG

Base Curency usD [l

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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COMPANY SETUP

Period Conversion

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

4

[= Company Setup
Company Information
Business Rules
Bank Accourts
Gains and Losses Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Form Printers
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Definition
User Defauts
User Defaults - Admin
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Document Delivery
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2. The Period Conversion screen appears.

Period Conversion Screen

| M Period Conversion (&3] | 3l
HIH 4 1of12 b M |b= XA [& 7 1 |53 @ AutoFll | Ful Expand Ful Colapse
Company ID CPMN Fiscal Year 2014 = Periods Per Year |12
: Period . Begin Date : End Date : Notes Close
.: 1. ‘1."1.!'2‘@14. 1.!'31!"2014 (]
.- Z 2112014 2282014 (]
: 3 2014 312014 s
4 4172014 413002014 (i
“ 5 512014 53152014 (]
: L] 6172014 6302014 s
¥ TH2014 T304 L]
" 8 12014 312014 (]
. 5 9152014 Sr3002014 (]
s|@m 10 101112014 103112014
: 11 111152014 1173002014 (]
12 1212014 123102014 (]

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.
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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

Starting Date 01/01/2010 ||

oK | | Camcel |

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

O 0 0.0 0 0 0 .0 0 0.0 0000000000000 0.0.000000000000000000000000000000000000000010
NOTE: Verify that the periods begin and end on the correct days to ensure no days
are missing in the Fiscal Year.

O 0 0.0 0 0 0 .0 0 0.0 0000000000000 0.0.000000000000000000000000000000000000000010

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

COMPANY SETUP
Period Conversion

H|KH 4 1012 p N |b2 X |[A D

CompanyID  |CPN

| Fiscal Year

& 7 =1 |53 { AdoFEl | Ful Expand Full Collapse

2014|:|| Periods Per Year |12

Begn Date |

End Date |NDTBS

11112014

113172014

4 |cose

A

2172014

20282014

e

< | App 1D

|l

"EY

BM
BR
oo
FA
GL

MB
MF
MP
MR

13 8¢%
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COMPANY SETUP
Period Conversion

Command Buttons

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

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.
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Business Rules

BUSINESS RULES

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.

e 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.

Search -

Cancel

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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Business Rules .

To set up Business Rules, follow these steps:

1. Select Business Rules from the Company Setup menu.

Business Rules Menu

| Systgm Mana_ger <

= Company Setup
Company Information
Perod Conversion
Bank Accounts
Gaing and Losses Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Fom Printers
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Definition
User Defaults
User Defaults - Admin
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Documert Delivery
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2. The Business Rules screen appears.

Business Rules Screen - Applications

| SM Business Rules £3| | =
Print | Search -

(= Business Rules

[} Application
AP - Accounts Payable

- MB - MFG - Bills of Material
- MP - MFG - Production
- MR - MFG - Routing & Resources

- PA - Payroll Send Email as HTML Yes
PO - Purchase Order Sender's Display Name Open Systems
PS5 - Point-of-Sale Sender's Email Address kenthe 1&hotmail com
50 - Service Director SMTP Port 587
Shp S
50 - Sales Order - am Sotinom
TP - TRAVERSE Foral Cover Page
Fax Humber
WM - Warehouse Management Fax Server
(3} Configuration Group Sender's Display Name
(- Role = Interface - Application
General Ledger Yes
[ Miscellanecus
Allow editing public views Mo
Allow Multiingual Yes
Alow Web Features Yes
Enable Document Archiving Yes
Enable Message Tracking Yes
GL Periods Per Year 12
Maintain User Log No
Post Gain/Loss Detail to General Ledger Mo
Preview Logs Yes
Wam About Mismatched Screen Layouts Yes v
_ | Defauits - Application
[ ey | [ ok | | Cancel

==

5 Defaults - Application

Login Password
Message Template File
Reply to Address

Bank Account 1D FNBOO1
AR - Accounts Receivable Location ID MNO001
BA - Banking Unit of Measure EA
BM - Bill of Materials/Kitting = Defaults - Import Mapping
BR - Bark Recongiliation Customer Pricing CustPrice
CF - Configurator IN trem Price }
- CF - Configurator Detauita Sicanices
-~ CM-CRM Defautt Mapplrfg Program Google
Default Shopping Cart Service BigCommerce
- DR - Requirements Planning Payment Provider OEHestPay
- FA - Fixed Assets Signature Service OEHost Pay
~GL - General Ledger = Email Settings
- HR - Human Resources Attachment Format FDF
- IM - Inventory Certfficate
- JC - Project Costing Enable S5L Yes
Login Name kenthe 1&@hotmail .com

kenthe 1&hotmail com

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 sighing 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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Business Rules

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

|- M Business Rules £ | =]
Print | Search -
(= Business Rules . 85 41 | k=]
- Aiphcation [ Fax Number |
- AP - Accounts Payable Fax Server
- AR - Accourts Receivable Sender's Display Name
-~ BA - Barking |E Interface - Application
BM - Bill of Materials/Kitting : General Ledger Yes
BR - Bank Reconciliation .EI Miscellaneous
CF - Configurator Allow editing public views No
CF - Configurator Allow Muttilingual Yes
Alow Web Features Yes
EhCoN Enable Document Archiving Yes
DR - Requirements Flanning Enable Message Tracking Yes
- FA - Fixed Assets GL Periods Per Year 12
- GL - General Ledger Maintain User Log No
- HR - Human Resources Post Gain/Loss Detail to General Ledger No
- IN - Inventary Preview Logs Yes
- JC - Project Costing | Wam About Mismatched Screen Layouts Yes
- MB - MFG - Bils of Materia {EL Mumcne bamaiting freciaion
WP - MFG - Production ionvers\on Factors 4
ours 3
- MR - MFG - Routing & Resources Percentage 2
- PA - Payrol Quartities 4
- PO - Purchase Order Rates 3
- PS - Peint-of-Sale Unit Costs 4
- 50 - Service Director | Unit Prices 4
T — .EI Print Preferences
30 - Sales Order Band Color 1 [ white
iy Band Color 2 [ PaleGreen
B Banded Rows Yes
WM - Warehouse Management | Print Report Criteria Yes
B Configuration Group |El Social Security
- Role | Mlow Editing of Sacial Securty Numbers Yes
Check History Register SSN Display None
Check Register SSN Display Last Four Digits
Check/Youcher SSN Display Last Four Digits
Eaming and Deductions Report 5N Display None
Employee Information List SSN Display None
Social Security Mumber Display Last Four Digits
| State Unemployment Report SSN Display Al
|8 TPS Settings
| AR Paymert Method (Open Edge) OpenEdge
AR Payment Method (Vantiv)
Archive Watermark Reprint
| Use Archive Yes ¥ |
|| Bank Account ID
| Aosy | | ok | | Cancel |
.
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
Apply
OK
Cancel

Print

Search
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Description

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

Save the changes and exit the business
rules function.

Close the business rules screen without
saving any changes.

Preview and print a business rules
report.

Search for values or words in business
rules.



Business Rules Report

COMPANY SETUP
Business Rules

Continental Products Unlimited

Business Rules List

appiication

SM - Bystam Managar

22T 755 AW

Group

Daecription

Detanits - Application
Hank Account ID
Locasan 1T
Ut o Mazsura
Doafauils - Sanvicas
Dt3u Mapgng Program
Payman Pravidar
Signatra Sanice
Eman Ssiings
Anacnmam Format
Carificaie
Snama B5L
Lagin Hama
Login Pazswand
Maszags Tamplais Fie
Fiaphy 10.Address
Sand Emall 35 HTML
Sanders DSy Name
Sandar's Emall AQirese
SMTP Port
SWTR Sarver Mame
Fax SatEngs
Cover Page
Fax Numbar
Fax Sanver
Sangers DiEpay Name
Imartaca - Application
Ganeal Laige
WEscaiansous
AROW BN PUDIC VISWS
Allow Multling ual
Ao Wb Fasires
Enabia Cooumanm Archiving
Enams Massag e Tracking
5L Perlode Per Year
Maimtin Usar Log

Agel ZanLoss Datal to Ganaral Ladgar

Praviaw Logs

Warn About Mismalched Screen Layouls

Wumeanic Formating Precision
Caomearsion Fackers
Haurs
Parcamags
Quaniias
Ralas
Unit Costs
UnitPrices

Currant Value

FRE001
KIND0D1

Ye&
icanina1notmall cam

|

kamna 1 Ehotmal.com

Opan SyEEms
kanthe | Ehotmail.cam

#

SMpENa.Com

FREER s

2000
1000

40000
3000

410000
410000

Drafauilt velue

Ng

N

21000
1000
3
240000
3.000
20000
20000

OPEN_5Y STEM $iKant Haitkamp
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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

| M Business Rules [ | (=]
Print
=8 Business Rules = | =

B Apdication B Interface - Application

=5 Conﬁgurahon Group e Dbl v
Auateta Accounts Receivable Yes
P Bank Reconciiation Yes
- Interface to Accounts Paya?}le Bil of Materials/iting e
- Interface to Accounts Receivable P s =
- Interface to Bank Reconcdiliation

3 X : Inventory Yes

- Interface to Bfll of Materials /Kitting . e S
Inherce to |xed Assets e e
= Interface to General Ledger MFG - Routing Resources =
- Interface to Inventory . Payrol IN
- Interface to MFG - Prod%.lchon Project Costing e
- Interface to MFG - Routing & Resources Service Director Yes
- Interface to Payroll System Manager =
- Interface to Project Costing
- Interface to Purchase Order
- Interface to Sales Order
- Interface to Service Director
- Post Detail to General Ledger
- Post Without Printing Journals
- Lge Batch Processing

- Role

MFG - Production
spy | | ok | | cance
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Print

(=} Business Rules
lE;l-- Application
= Configuration Group
- Audit Data
- GL Accounts
- Interface to Accounts Payable
- Interface to Accounts Receivable
- Interface to Bank Reconcdiliation
- Interface to Bill of Materials /Kitting
- Interface to Fixed Assets
- Interface to General Ledger
- Interface to Inventory
- Interface to MFG - Production
- Interface to MFG - Routing & Resources
- Interface to Payroll
- Interface to Project Costing
- Interface to Purchase Order
- Interface to Sales Order
- Interface to Service Director
- Post Detail to General Ledger
- Post Without Printing Journals

each of the interface to applications listed.

COMPANY SETUP
Business Rules

1. Use the Interface to selections to turn on or off the interfaces to the other applications

. 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.

. 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

Accounts Payable
Accounts Receivable
Inventory

‘Warehouse Management

® Lse Batch Processing

- Role

| Accounts Payable
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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

Print

(=} Business Rules

li:l-- Application
[+ Configuration Group s v
- Audit Data
i Accounts Receivable Yes
- GL Accounts
I 5P Inventory Yes
- Interface to Accounts Payable Project Costing e
- Interface to Accounts Receivable L =
- Interface to Bank Reconcdiliation
‘Warehouse Management Yes

- Interface to Bill of Materials /Kitting
- Interface to Fixed Assets

- Interface to General Ledger

- Interface to Inventory

- Interface to MFG - Production

- Interface to MFG - Routing & Resources
- Interface to Payroll

- Interface to Project Costing

- Interface to Purchase Order

- Interface to Sales Order

- Interface to Service Director

- Post Detail to General Ledger

- Lge Batch Processing

- Role

| Accounts Payable

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

| SM Business Rules [£3] | []]
Print | Search -

=+ Business Rules
E} Application

B Configuration Group Yes

.. Archive Yes

- Audit Data Accounts Receivable Yes

- GL Accounts Fixed Assets Yes

. Interface to Accounts Payable Invertory ‘Yes

- Interface to Accounts Receivable MFG - Production No

- Interface to Bank Reconciliation Poil.'rt-of—SaIe. Yes

- Interface to Bill of Materials/Kitting Pru]e_ct Co.stmg Yes

Service Director Yes

- Interface to Fixed Assets

- Interface to General Ledger

- Interface to Inventory

- Interface to MFG - Production

- Interface to MFG - Routing & Resources

- Interface to Payroll

- Interface to Project Costing

- Interface to Purchase Order

- Interface to Sales Crder

- Interface to Service Director

- Post Without Printing Joumals

- |Use Batch Processing

- Role

Miscellaneous

[ Ay | [ ok | | Cancel |

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
|_SM Business Rules |§3|_| [52]
Print | Search -
(= Business Rules
lf;l-- Application ]
- Configuration Group | BM - Aud Bil of Material Yes
- Archive |EB Customer
2 Audit Data | AR - Audit Customer Yes
- GL Accounts |E Defaults - Transaction Entry
- Interface to Accounts Payable | AP - Audit Transactions Yes
- Interface to Accounts Receivable ’;‘g 2 xjg g:lnsadions Iﬁ
k. - ers es
- Interface to Bfank Hecohallatloh 5D - Audt Orders Yes
- Interface to Bill of Materials/Kitting S0 - Audit Orders Yes
- Interface to Fixed Assets B Miscellaneous
- Interface to General Ledger [0 B At Toamscions Yes
- Interface to Inventory CM - Audit Contact Yes
- Interface to MFG - Production FA - Audit Fixed Assets Yes
- Interface to MFG - Routing & Resources HR - Audt Individual Yes
- Interface to Payroll IN - Audit ftems Yes
] g JC - Audit Estimates No
- Interface to Project Costing - :
- Interface to Purchase Order i M Froects Y
JC - Audit Transactions And Time Ticket Entry Na
- Interface to Sales Order PA- Audit Employee Yes
- Interface to Service Director |El Vendor
- Post Detail to General Ledger | AP - Audit Vendor Yes
- Pogt Without Printing Joumals
- Use Batch Processing
- Role
[ Bill of Material Maintenance
| Aoy | | oK | | Cancel |

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

| M Business Rules [£3] - | =]

Print | Search -
= Business Rules
li} Application

E}- Configuration Group = 00-000-1000

- Archive AP - COGS Account 00-000-5000

- Audit Data AP - Discounts Account 00-000-9030

= Gl unts AP - Inventory Account 00-000-1200

- Interface to Accounts Payable AR - COGS Account 00-000-5000

- Interface to Accounts Receivable AR - Discounts Account 00-000-4300

- Interface to Bank Reconciliation A= Bnance Uhiags Aocout 00-000 4400

g i i AR - Inventory Account 00-000-1220

- Interface to Bill of Materials/Kitting AR - Misc Cash Rept Credt 00-000-9000

- Interface to Fixed Assets AR - Sales Account 00-000-4000

- Interface to General Ledger IN - AP GL Offset Account 00-000-6050

- Interface to Inventory IN - AR GL Offset Account 00-000-4000

- Interface to MFG - Production IN - Material Expense Account 00-000-6840

.. Interface to MFG - Routing & Resources ME - Standard Cost Adjustments Accourt 00-000-1290

.. Interface to Payroll MP - Default Undefined Inventory Account 00-000-1230

.. Interface to Project Costing MP - GL Scrap Offset Account 00-000-5200

PA - Accrual 00-000-2100

e to Puchae Onder PA- Advance EIC Payments 01-000-6200

- Interface to Sales Crder PA - Cash 00-000-1000

- Interface to Service Director PA - Eamings 00-D00-6110

- Pogt Detail to General Ledger PA - Employer Costs 00-000-6210

- Post Without Printing Joumals PA - Employer Taxes 00-000-6210

.. Use Batch Processing PO - AP Accrual Account 00-000-6050

&) Role PO - Expense Accrual Accourt 00-000-5110

PO - IN Acerual Account 00-000-1290

PO - Landed Cost Expense Account 00-000-5100

PO - Project/Job Accrual Account 00-000-5030

5D - COGS Account 00-000-5030

5D - Expense Account 00-000-6600

5D - Freight Accourt 00-000-5100

5D - Inventory Account 00-000-1200

SD - Misc Account 00-000-5110

SD - Sales Account 00-000-4100

E Defaults - Miscellanecus
JC - Customer Deposit Account 00-000-1120
JC - Default Credit Account 02-000-9000

| | Defaults - GL Account
|
[ Ay | [ ok | | Cancel |

2-36 System Manager



COMPANY SETUP
Business Rules

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

|_9msinessR.ules |§3|_|

Print | Search -

[=}- Business Rules

lf;l-- Application

B- Configuration Group
ata

- GL Accourts

- Interface to Accounts Payable

- Interface to Accounts Receivable

- Interface to Bank Reconciliation
- Interface to Bill of Materials, Kitting
- Interface to Fixed Assets

- Interface to General Ledger

- |nterface to Invertory

- Interface to MFG - Production

- Interface to Payroll

- Interface to Project Costing

- Interface to Purchase Order
- Interface to Sales Order

- Interface to Service Director
- Post Detail to General Ledger
- Pogt Without Printing Joumals
- Use Batch Processing

- Role

Appy | | OK | | Cancel

- Interface to MFG - Routing & Resources

NEE

Payable
Accounts Receivable
Payroll
Poirt-of-5ale
Project Costing
Purchase Order

B Miscellanecus
System Manager

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.

otherwise, select No.

. Select Yes for each application with which you want to use the archiving functionality;
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3. Select a command button:

Command Buttons
Name Description

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

Save the changes and exit the business

OK .
rules function.

Close the business rules screen without

Cancel .
saving any changes.

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.
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Business Rules - Roles Screen

|\ sMBusiness Rules @I_|

Print | Search -

=+ Business Rules

I?J Application
lt"l Configuration Group

2-R

Apply

IN -
E| Defaults - Transaction Entry

| AP-

|E Miscellaneous
AP -
AP -
AR -
AR -

- Print Online Invoice/Credit Documents

- Allow Cost Ovenide During Entry

- Production Order Type

- Show Cost on Report

- Show Cost on Screen

- Prompt to Update Linked Information

- Post Without Printing Joumals

Use Attention Colors
Allow Online Checks

Allow Posting Without Creating ACH File
Post Without Printing Jounals

Display Unit Cost on Line tems

Post Without Printing Joumnals

IN - Show Cost on Sales Transaction Entry

JC -

FO -
FO -
50-
50 -
5D -
5M -
50-
50-
50-
50-

Post Without Printing Joumnals
Allow Editing of Landed Costs
Allow Online Purchase Orders
Allow Editing After Online Invoice
Display Cost

Post Without Printing Joumnals
Allow editing public views
Adjust Commission Rate

Print Online Acknowledgement
Print Online Packing Lists

Print Online Picking Slips

WM - Post Without Printing Joumnals

|E Sales Rep Portal
TP
|E Social Security

- Allow Editing of Social Security Numbers
- Check History Register SSN Display

- Check Register SSN Display

- Check /Voucher SSN Display

- Eaming and Deductions Report SSN Dis None
- Employee Information List SSN Display
- State Unemployment Report SSN Displa Mone

Quantity Display Mode

[ Defauits - Attention Colors

Production Pick Slip
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No

None
No

None
None

None

None

COMPANY SETUP

Business Rules

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

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.

members of the selected Role (Group).

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

. Select the options according to how you want the functions to act for the Users that are
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5. Select a command button:

Command Buttons

Name
Apply

OK

Cancel

2-40 System Manager

Description

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

Save the changes and exit the business
rules function.

Close the business rules screen without
saving any changes.



BANK ACCOUNTS

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:

e Account ID and Name.
e Bank Name and Address.

e GL Cash Account.

e Currency (if you use multi-currency).

e 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

System Manager

P

(= Company Setup
Company Information
Period Conversion
Business Rules
Gains and Losses Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Fom Printers
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Definition
User Defaults
User Defaults - Admin
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Document Delivery

COMPANY SETUP

Bank Accounts
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2. The Bank Accounts screen appears.

Bank Accounts Screen - General Tab

| 5MBank Accounts I§|_| (=]
W 4 105 p M b= X A & @ = |52 @ =Y
Bank Account ID | FNBO01 | Copy From

| General | Bank | Balance | ACH |
Bank Mame First Nat!on_ Bank of_MinneapoIis

Account Description First Mation Bank - I'v'ipls

Contact Sam Elliot

Address 1 One Financial Center

Address 2 683 Third A\renue. Suite 100

City Minneapolis

Region MN Country | USA ||
Postal Code 55111-0001 Phone  |(612)-227-1355

Intl Prefix 011 | Fax 1202271400

Email .infogmosas.com i Intemet  |www.osas.com

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.
ﬁ BA 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

|_SM Bank Accounts [£3] _| =]
=] | 1oi5 b M P X @ A& ® = (B @ .
Bank Account ID | FNBOO1 |aas Copy From

| General | Bank | Balance | ACH |

Reconciliation Imp 1D |

Our Account Number 345-5958-29

Currency ID usp AP Posttive Pay WellsFargo ||
GL Account 010001000 1259) PA Posttive Pay WellsFargo ||
Check Layout Check/stub./stub (Gl || Use MICR

Check Format Format 1 |

Routing Code 111111118

Fraction 541/93258

Next Check No 16565__

MNext Voucher No 10031
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1.

y¥ge 3
4.
5.
6
@Br
@Ba 8

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.

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

. 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.

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

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.

. Select the Check Format for your check printing:

e 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.

. 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.

. 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.

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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COMPANY SETUP
Bank Accounts

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

H|H 4 505 p bz X | [A

Bank Account ID | WFVISA |aas

| General | Bank: | Balance | ACH |
Reconciliation Imp 1D
Our Account Number 475413345855
Cumrency 1D uso
Check Layout
Check Format
Routing Code
Fraction
Next Check No

Next Voucher No

||

Credit Card Expiration Date

Wendor ID

12/31/2020 |+

VISA |eas)

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.
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$£€ 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.
ﬁ BA 4. Enter the Credit Card Expiration Date for the credit card used with this Bank Account.
ﬁ BA 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

|- sM Bank Accounts 3] | 5]
HH 4 1e5 b M|k X |3 & ® = |Ea @ b
Bank Account ID |FNBOO1 |mna Copy From
| Genera | Bank |

GL Account Balance -106.603.23|
Bank Cumency Balance 424 31767 |
Variance ' 317.714.38
Last Statement Balance -39.444.88
Last Statement Date 7/31/2017 =

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.

e |f 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.

y¥ge

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.

yhge

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.

y¥ge

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

| M Bank Accounts I§|_| (=]
B 4105 p M|k XA & @& = |G @ =
Bank Account ID | FNBOO1 | Copy From

[ General || Bank || Balance |\ iCH |
Print Field on ACH File Co Bank 5]

Federal Reserve Routing Code 000000000 || Exclude Batch Offset (Balancing) Record

Last Processed On

Default AP File Format CCD |5l

Default PA File Format FFD |

Default AR File Format CCcD 5]

Defauit File Name / prefix ?_DDEPOSIT_®

Default Folder C:\Documents |eas)
Sample File C:\Documents'X_DDEPOSIT_201708220810.CPU

Security Code For File Transfer {(One Line of 54 Characters Maximum)

Pad Security Code To A Length Of 0|

ﬁ BA 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:

e 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 DFls.

¢ 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.

e 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:

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

System Manager 2-49



Bank Accounts
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 |7 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 |4 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 X -
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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

Systerp Manager I3

Company Setup
Setup and Maintenance
[=] Master Lists
Application Menus List
Cumency Exchange Rates List
Description ftems List
Employee List
Mapping Program List
Tax Setup
System Audit
Administration
Document Archive
Document Delivery
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2. The Bank Accounts List screen appears.

Bank Accounts List Screen

|- &M Bank Accounts List i3] |
& Print | [[2)Ouput ~ | (=1 Send | (& Preview

e

Reset

Data Filter
And

Sort By

Bank Account ID

GL Account

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

Name
Reset
Preview
Output
Send

Print

COMPANY SETUP
Bank Accounts

Description

Set all fields to their defaults.

Preview the report on your monitor.

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

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

Print the report.

NOTE: Refer to the Using Reports section in the General Information guide for more
details on print options and selections when previewing the report.
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Bank Accounts List

Continental Products Unlimited
Bank Accounts List
Sorted By Bank Account

ReportFilter
Include Unposted GL Journal Entries in Balance Yes
Bank Acct 1D FNBODIE Account TypeGenaral

MName First Nation Bank of Minnaapolis
Description First Mation Bank - Mpls - Euros
Contact Sam Eliiot
Address 1 One Financial Center
Address 2 683 Third Avenue, Suite 100
City Minnespolis

Account No. 245-2652-37
Currency 1D EUR
GL Account 02-000-1002

Region MN Postal Code55111-0001 Country USA
Phone {(612)-227-1359 Intl Prefiz D11
Fax (812}-227-1400 Last Statement Date
Email Last Statement Balance 0.00
Internet Current GL Balance 0.00
Check Layout Stubicheck/stub Check Format Format 1
Routing Code 111911118 Fraction
Use MICR Mo
Mext Check No D Next Voucher No
AP Positive Pay
Print Field on ACH File Federsl Tax |D Exclude Batch Offset Record No
Federal Reserve Routing Code D00000000 Last Processed On
Default File Name/Prefix
Default Folder
Security Code For File Transfer Pad Security Code [i]
EUR Total Statement Balance 0.00
GL Balance 0.00
Bank Acct ID FHNBIO1Y Account TypeSsenars!
Name First Nation Bank of Minnespolis Account No. 245-5702-51
Description First Mation Bank - Mpls - Yen Currency 1D JPY
Contact Sam Elliot GL Account 02-000-1004
Address 1 One Financisl Center
Address 2 683 Third Avenus, Suite 100
City Minnespolis
Region MHN Postal Code55111-0001 Country USA
Phone {612)-227-1383 Intl Prefiz D11
Fax (§12)-2ZT-1400 Last Statement Date
Email Last Statement Balance (1]
Internet Current GL Balance o
Check Layout Check Format Format 2
Routing Code 111111118 Fraction
Use MICR Ma
Mext Check No D Next Voucher No
AP Positive Pay
Print Field on ACH File Fedarsl Tax 1D Exclude Batch Offset Record Mo
Federal Reserve Routing Code D00000000 Last Processed On
Default File Mame/Prefiz
Default Folder
Security Code For File Transfer Pad Security Code (1]
JPY Total Statement Balance [+
GL Balance (1]

Y2010 2:13 PM
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GAINS AND LOSSES ACCOUNTS

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

| System Manager |

|| & Company Setup
Company Information
Period Conversion
Business Rules
Bank Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Pratection
Fom Printers
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Definition
User Defautts
User Defautts - Admin
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Adminigtration
Document Archive
Document Delivery

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

Gains and Losses Accounts Screen

| 5M Gains and Losses Accounts (23] |

H W 4 103 b M|k X A 9 |[A @ = |Ba @

| Cumrency 1D Realized Gains Account Realized Losses Account Unrealized Gains Account Unrealized Losses Account
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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.

NameSec | Name | Name
on Inc Acct | Debit/
Name Name | NameAcctld | NameAccount Description Stmt Type | Credit
Realized Gains 00-000-4030 | Realized Gains Acct(Dollar) Other 715 | Credit
00-000-4031 | Realized Gains Acct(Euro) Income
00-000-4032 | Realized Gains Acct(Peso)
Losses | 00-000-5300 | Realized Losses Acct(Dollar) | Other 815 | Debit
00-000-5301 | Realized Losses Acct(Euro) Expenses
00-000-5302 | Realized Losses Acct(Peso)
Unrealized | Gains 00-000-9040 | Unrealized Gains Other 715 | Credit
00-000-9041 | Acct(Dollar) Income
00-000-9042 | YUnrealized Gains Acct(Euro)
Unrealized Gains Acct(Peso)
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NameSec | Name | Name
on Inc Acct | Debit/
Name Name | NameAcctld | NameAccount Description Stmt Type | Credit
Losses | 00-000-9050 | Unrealized Losses Other 815 Debit
00-000-9051 | Acct(Dollar) Expenses
00-000-9052 | Unrealized Losses Acct(Euro)
Unrealized Losses Acct(Peso)

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

Continental Products Unlimited
5M Gains and Losses Accounts

| Curmency ID
DEFALLT 0 00 0
EUR 'mm 020005300
JPY 020004510 020005310 2000 02000052
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DESCRIPTION ITEMS

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 ltems. You can select
Description Items in transactions, but quantities are not tracked.
.0 0.0 0 0.0 0 00000 0000000000000 0000000000000 00000000000000000000000000010
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.
.0 0.0 0 0 0 0 0 0 000 0000000000000 000000000INIONINONNONONONNNONNONNNNOINNONNNONYNOYNDOYNIDIYODNDY
You can specify this information for each Item:
e I[tem ID and Description.
e Tax Class.
¢ Unit, Unit Cost, and Unit Price.

e 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

[ System Manager <

[z Company Setup
Company Information
Period Conversion
Business Rules
Bank Accounts
Gains and Losses Accounts

Employees
Form Numbers
Transaction Numbers
Data Protection
Form Frinters
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Definition
Manage Catalog

Setup and Maintenance

Master Lists

Tax Setup

System Audit

ministration

ocument Archive

Document Delivery

2. The Description Items screen appears.

Description Items Screen

| M Description Items. £ |

HIH 4 1of6l b M (b= X (@A 9 |[Q @ = |Ba @&
ltem D E;ﬁ.CCUIZ |_| Tax Class
Description g;f'-'.ubarnobile Adapter 1l Linit
Additional Description | 3 Unit Cost

Unit Price

General Ledger Account Defaults

Expense Accourt 000005000 =]

Sales Account 010014010

COGS Account (010015010

Inventory Account ;blODDIZE»O I|

2-60 System Manager

Each

[

42,0000/

55.6100|



10.
11.
12.
13.

COMPANY SETUP
Description Items

. Enter the Item ID as you wish it to be displayed.

Enter a short Description of the Item ID.

. 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.

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

Enter the Unit of measure for the Item ID.

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.

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.

Enter the GL Expense Account.
Enter the GL Sales Account.
Enter the GL COGS Account.

Enter the GL Inventory Account.

Task Summary

To add an Item ID, follow these steps:

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

appears.

. 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.

. Select the Save icon |4 on the toolbar to save your changes.

To edit an Item ID, follow these steps:

Select the Item ID. Information about the Item appears.

. Edit the Item information.

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

To delete an Item ID, follow these steps:
Select the Item ID to delete.

Select the Delete hot key(F3) or the Delete Record button X 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

| System Manager ¢

Company Setup

Setup and Maintenance

[= Master Lists
Application Menus List
Bank Accounts List
Cumency Exchange Rates List
Description tems List
Employee List
Mapping Program List

Tax Setup

System Audit

Administration

Document Archive

Document Delivery
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2. The Description Items List screen appears.

Description Items List Screen

|| 5M Description Items List [¢3] | (=]
2 Print |[[0)Output ~|(=1Send | [J Preview | Reset
Data Filter "7

(%)

And

View Report Layout

|| Additional Description |»| Banded Rows

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

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.

NOTE: Refer to the Using Reports section in the General Information guide for more
details on print options and selections when previewing the report.
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Description Items

Description Items List

Continental Products Unlimited

Description ltems List

Page 1

Report Filter

Print Additional Description Yes

ftem ID Tax Class Unit Unit Cost  Expense Account Sales Account
Description Unit Price  COGS Account Inventory Account
ACCO12 1 Each 42.0000  00-000-5000 01-001-4010
Automobile Adapter 55.6100  01-001-5010 01-000-1230
ACCO16 1 Each G88.0000  00-000-5000 01-001-4010
Display Upgrade Kit 9219200 071-001-5010 01-000-1230
ACCO017 1 Each 3215000  00-000-5000 01-001-4010
IntelliStation 4174100 01-001-5010 01-000-1230
ACCO019 1 Each 15.0000  00-000-5000 01-001-4010
Mouse—Ergonomical 24.0000  01-001-5010 01-000-1230
ACC030 1 Each 100.0000  00-000-5000 01-001-4010
Matural Ergonomical Keyboard Design 150.0000  071-001-5010 01-000-1230
BATO13 1 Each 42.0000  00-000-5000 01-001-4010
External Battery Charge/Discharger 56.9500  01-001-5010 01-000-1230
BATO14 1 Each 27.5000  00-000-5000 01-001-4010
Auxiliary Battery 36.8500  01-001-5010 01-000-1230
BATO15 1 Each 60.0000  00-000-5000 01-001-4010
Battery Pack - NiMH 90.0000  01-001-5010 01-000-1230
CABO10 1 Each 67.5000  00-000-5000 01-001-4010
Cellular ConnectionCable 90.4500  01-001-5010 01-000-1230
CABO32 1 Each 36.0000  00-000-5000 01-001-4010
CD ROM Cable Fast SCSI-2 (Duplex) 482400  01-001-5010 01-000-1230
CAS004 1 Each 12.5000  00-000-5000 01-001-4010
Portable Computer Slipcover 16.7500  01-001-5010 01-000-12320
CAS005 1 Each 1425000  00-000-5000 01-001-4010
Portable Carrying Case 190.8500  01-001-5010 01-000-1230
CASD06 1 Each 280.0000  00-000-5000 01-001-4010
Portable Computer Briefcase 375.2000  01-001-5010 01-000-1230
CDo01s 1 Each 225.0000  00-000-5000 01-001-4010
External X Speed CD-ROM Drive 3685000 01-001-5010 01-000-1230
DIS011 1 Each 46.0000  00-000-5000 01-001-4000
3.5"Floppy Disk Drive (PCMCIA) 60.9700  01-001-5000 01-000-1230
HARDZE 1 Each 906.0000  00-000-5000 01-001-4000
2.1 Gigabyte Fast SCSI-2 Hard Drive 1.217.3900  01-001-5000 01-000-1220

3/9/2010 2:25 PM

OPEN_SYSTEMSikenthe
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COMPANY SETUP
Employees .

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

| System Manager

<

[= Comparny Setup
Company Information
Period Conversion
Business Rules
Bank Accounts
Gains and Losses Accounts
Description tems
Fom Numbers
Transaction Numbers
Data Protection
Fom Printers
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Defintion
Manage Catalog
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Documert Delivery
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2. The Employees screen appears:

Employee Screen

| SM Employees [£3] | =]
HH 43041t b W X |[A9 |3 D=5 4kl
Employee ID | aMK [ Status | Active i)
Last Name Kely
First Name | Ann Marie
Middle Init M Work Phone | (952)-403-5700 Extension
Address 1 1234 10th Ave Work Email | info@osas.com
Address 2 Home Email | AMKely@gmail. com
City Shakopee Intemet
Region MM Country |USA Bl Emergency Contact
Mame Richard Kelly
Postal Code | 55379-
Work Phone | (952)-448-2850
Phone No (952)-403-5700
T Home Phone  |(952)-445-8214
55 No HOOXK-0000
Relation Husband
Bith Date 8/5/1971 [

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

System Manager 4
Company Setup

Setup and Maintenance

) Master Lists

Application Menus List
Bank Accounts List
Cumency Exchange Rates List
Description tems List
Mapping Program List

Tax Setup

System Audit

Administration

Document Archive

Document Delivery
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2. The Employee List screen appears.

Employee List Screen

|\ M Employee List I§I_|
i:za Print L[_n'llin]OLrtert v ||=1Send ||J Preview | Reset

(=]

Data Filter W7 [&]
And
Sort By Report Layout

Employee ID || Banded Rows

Last Name
55N

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

Name
Reset
Preview
Output
Send

Print

COMPANY SETUP
Employees

Description

Set all fields to their defaults.

Preview the report on your monitor.

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

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

Print the report.

NOTE: Refer to the Using Reports section in the General Information guide for more
details on print options and selections when previewing the report.
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Employee List

Continental Products Unlimited
Employee List
Sorted by Employee ID

ReportFilter
AME Kelly, Ann Mariz M
Address 1 555 State Street NW Work Phone (352)-402-4444
Address 2 Apt 5 Extension 28
City Minnaspolis Work E-mail
Region MM Home E-mail
Postal Code 553561 Internet
Country USA Emergency Contact Name Jake Helly
Fhone Mo [§12)-333-2222 Contact Work Phone (§12)-333-2222
55 No 20000000 Contact Home Phone (§12)-333-2222
Birth Date 4/3/1380 Contact Relation Spouss
AWS Smith, Andrew W
Address 1 1510 Fairway Lans SW Work Phone (352)-403-5555
Address 2 Extension 4%
City 5t. Paul Work E-mail
Region MM Home E-mail
Postal Code 54320 Internet
Country USA Emergency Contact Mame Stacy
Fhone No  [612)-444-2277 Contact Work Phone (651)-533-3333
S5 Mo 000000 Contact Home Phone {(§12)-444-2222
Birth Date 3/3/1250 Contact Relation Spouss
LK Kline, Lauriz
Address 1 E231 Znd Awe 5 Work Phone (372)-443-2333
Address 2 Extension 43
City Dasllss Work E-mail
Region TX Home E-mail
Postal Code 75201 Internet
Country USA Emergency Contact Mame Kzvin Smith
Fhone Mo [572)-321-3213 Contact Work Phone (372)-525-B833
55 Mo RO 000 Contact Home Phone (372)-231-2312
Birth Date B5/2/1872 Contact Relation Brother
TDM Masters, Taylor D
Address 1 516th S5th Ave 5 Work Phone {252)-123-1323
Address 2 Extension 2
City Minneapolis Work E-mail
Region MM Home E-mail
Postal Code 55432 Internet
Country USA Emergency Contact Mame Kris Wagner
Fhone No [§12)-432-4324 Contact Work Phone (352)-123-2144
58 Mo RO Contact Home Phone (352)-582-4434
Birth Date 5/3/1867 Contact Relation Sister
TES Smith, Terry E
Address 1 58th Ave 5 Work Phone {303)-352-1111
Address 2 &pt 10 Extension 4%
City Denver Work E-mail
Region CO Home E-mail
Postal Code BDZID Internet
Country USA Emergency Contact Mame Jason Smith
Phone No [302}-521-234 Contact Work Phone  (303)-210-598%
55 Mo DOO00-000 Contact Home Phone  (203)-212-3232
Birth Date 2/3/1355 Contact Relation Brother

Y010 2:25 FM *** End of Report **
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COMPANY SETUP

Form Numbers

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

[ System Manager

4

= Comparty Setup
Company Information
Period Conversion
Business Rules
Bank Accounts
Gains and Losses Accounts
Description kems
Employees
Transaction Numbers
Data Protection
Form Printers
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Definition
User Defaults
User Defaults - Admin
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Document Delivery
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2. The Form Numbers screen appears:

Form Numbers Screen

| M Form humbers [¢3] | %]

H KW 4112 p M|k XA & @ = |52 @
[ Form ID [ Next No. i [ Locked By | Locked Date

S s | |

| AR INVOICE
.ﬂrln\rc
BACCDochMum
| BANK:FNBOO1
| PAChecks
Po Order
| PROF IV

| |spmnvorce
| 50 InvoICE
|50 Pack
50 PICK

BN R s

L]

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 |4 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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Form Numbers .

ApCheck

Continental Products Unlimited
SM Form Numbers

AR INVOICE

Arlmve

BACCDocNum

BAMK:FNBDD1

ojmam

PAChecks

Po Ordar

PROF INV

SO INVDICE

A
Fin.————wﬁg
ojo

SO INVOICE

S0 PACK

SOPICK

Ooja|Eoio|no

=]
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COMPANY SETUP
Transaction Numbers .

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

| System Manager

<

[=] Comparty Setup
Company Information
Period Conversion
Business Rules
Bank Accounts
Gains and Losses Accounts
Description tems
Employees
Form Numbers
Data Protection
Fom Printers
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Defintion
User Defautts
User Defaults - Admin
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Adminigtration
Document Archive
Documert Delivery
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2. The Transaction Numbers screen appears:

Transaction Numbers Screen

|\ 5w Transaction humbers (53] |
HIK 4 1of18 p M (b X (A 9 |[§ @ = |Ba @
[ Funcion ID NedID
:
| |ARTRANS
=i
.
| |INTRaNS
| | mnxrer
JacHisT
| scTRans
| [P
| MpReg
|| PoTRANS
| |socn
| |spEa
| |spTRANS
| sown
| | soBLANKET
| |soTRaNS
-

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 |2 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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0.0 0.0 00000000 0000000000000 0000000000000000000000000000000000000000010
NOTE: Refer to the Reporting section in the General Information guide for more

details on print options and selections when previewing the report.
0.0 0.0 0 0000000000000 0000000000000 000000000000000000000000000000000000

Transaction Numbers List

Continental Products Unlimited Page 1 !
SM Transaction Numbers I
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COMPANY SETUP

Data Protection

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

| System Manager

<l

[= Comparty Setup
Company Information
Period Conversion
Business Rules
Bank Accounts
Gains and Losses Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Fom Printers
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Defintion
User Defautts
User Defautts - Admin
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Documert Delivery
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2. The Data Protection screen appears:

Data Protection Screen

| sMData Protection [£3] |

p ok | Activity | Reset

WARNING

Changing the data protection applied for a company will physically modify sensitive data.
Enabling data protection will encrypt this data and make it inaccessible outside the TRAVERSE environment.

All users must exit TRAVERSE during this process.

Data Protection |Disablec |:i'

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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COMPANY SETUP

Form Printers

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

=l

[ Systerp Manager

(=] Company Setup
Company Information
Perod Conversion
Business Rules
Bank Accounts

Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Manage Attachments
Import Mapped Data
Impart Map Defintion
Import Layout Definition
Export Layout Definition
User Defaults
User Defaults - Admin
Setup and Maintenance
Master Lists
Tax Setup
System Audt
Administration
Document Archive
Document Delivery

Gains and Losses Accounts
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2. The Form Printers screen appears.

Form Printers Screen

| sM Form Printers 3 5]
WM 4 14014 p M [»= X B 9 |[Q & = |2 @
Printers are listed based on current workstation name and configuration,
| Forms Copy Text | Order | Printer [ Tray | Active
| AP Check ' ' 1 Dell 5350dn Laser Print... Tray 2 ' 5]
AP ChkSave 1 Dell 5350dn Laser Print... Tray 1 s
1 AP Voucher 1 Dell 5350dn Laser Print... Tray 1 [ne]
| ARINVOICE 1 hp deskjet 940c ™
AR STMT 1 hp deskjet 940c ]
| PO ORDER 1 Lexmark X1100 Series [
|50 ACK 1 hp deskjet 840c =]
.SO PACK 1 hp deskjet 940c s
.SO FACK Office 2 Dell 5350dn Laser Print... Tray 1 [sel
SOPICK 1 hp deskjet 940c [
1 SOPICK Office 2 Dell 5350dn Laser Print... Tray 1 [
| 50INVOICE 1 Dell 5350dn Laser Print.. ™

SO QUOTE 1 Dell 5350dn Laser Print... Tray 1 [»#]

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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MANAGE ATTACHMENTS

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

System Manager <||

= Company Setup
Company Information
Period Conversion
Business Rules
Bark Accounts
Gains and Losses Accourts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Form Prirters
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Definition
User Defaults
User Defaults - Admin
Setup and Mairtenance
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Document Delivery
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2. The Manage Attachments screen appears.

Manage Attachments Screen

| M Manage Attachments [¢3| | =]
. { 1ofd b MWk X |EA 9 |Q & =By @ |[(bpot - |idviews ~ @
Apply Filter 2 2]
And
: Priority :Status User . Entry Date . Expires Filz Name : Keywords : Comment : Document ... .
B Public kent 511/2018  12/31/2019  C:\Document.. At003 Tax Exempt | AP Edit Regist..
Reguiar Public kert 9/19/2018 Am047 ARATBRepott.
|| Reguiar Pubiic kert 9/19/2018 Atm053 Document pf
Regular Public ket 9/19/2018 Axi040 ARATBRepot.

w

. 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.

)]

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

~N

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

(o]

. 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:

3

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

by | s
{Regular Public
fﬂggmar I Public
ERe;;Jar Public:
-Regliai Pusic

8/18/2018 9:38 AM
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IMPORT LAYOUT DEFINITION

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:
e Accounts Payable Transactions
e Accounts Receivable Transactions
e Bank Rec Cleared Transactions
e Bank Rec Transactions
e CRM Contacts
e General Ledger Transactions
¢ Inventory Physical Inventory counts
e Inventory Item Prices
e MFG Bills of Material
e MFG Production Activity
¢ Payroll Transactions
e 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

COMPANY SETUP
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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

K 4 4cf9 b M [P X |[A 9| Ga @
Layout ID [

Description GL Transaction Import

File Type Delimited |#]| Skip Rows 1
Field Separator |JCOMMAY |*| Row Separator |{CRLF} || TextQualifier {QUOTE} |=]
Filename C\Documents\TRAV 11\GL\GL Edit Transactions csv |22 | Get Fields. |
And
Filter
P
Sequence Description Type Width Value Extended Extended Info
2 AccountlD RawText o | |
3 DebitAmount RawText o | |
4 CreditAmount RawText 1] | |
5 Description RawText o | |
& Reference RawText 1] | )
7 Date RawText 0 | |
8 Period RawText o | |
9 Accrual RawText 01 I )
10 CashFlow RawText 01 | |
# I |
#4444 4| Record 1of 10 [ohi][ibe ][] =][a ] ) [5¢

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.

System Manager 2-93



Import Layout Definition

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:

e 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.

e 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.

e 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

+» Find File B Y
1 <« Local Dis... » Documents » w | Search Documents »
Organize + MNew folder BEE ~ [N 9

{12 OSASAPATB.xlsx
ﬂ_“ QSASGLTrialBaladsx
# A% 0SASPrchOpOrdadsx
#  [7J|PA_DDEPOSIT_201707110304.CPU
[| Documents  # J|PA DDEPOSIT 201707110305.CPU
-
L g

3 Quick access
[ Desktop

‘ Downloads
[&] Pictures JlPA_DDEPOSIT_201707111506.CPU

j PA_DDEPOQSIT_201707111508.CPU

e Local Disk (C3)
= PmitReg.xl
Comp Setup q_ e
b |=| PosPay.ot
it T
i i [ Trizl Balancexdsx

Master Lists l_-l W2REPORT

PON
#@& OneDrive
D_I This PC
@ Metwerk = =

Eleaaes || v| All Files(*) w

¢ 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.

e 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:

e 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.

e 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 areaOora9.

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

0.0 0 0 0 00000000000 0000000000000 000000000000000000000000000000000000010
NOTE: The Value determines the content of any non-Raw Text column. To view the

available functions, click the View Functions button.
.0 0.0 0 0.0 0 000000000 000000000000 000 0000000000000 00000000000000000000010

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

r

Functions @ ]

D | Syntax Type
XLATE A= (Xpa) (LI (A3 (TI (Ele)\ (S0, 2550 v, 255)\s10,2551)S Custom
PARSE ~=(P|p) (&3] (RIN(S|S)(Ele)\(\{0,265)\[vad1 266} 1\s{0,255),\5{0,255)".{1,265)"={0,265))S Custom
ISNULL A= (1[)(S|5)(NIm) (U (LI (LIT\ (540, 2651 w1, 26531110, 265}, 140, 266} [val1 2661[\s{0,2560)S  Custom
NULLIF A= (NI (UJu) (LI (LI (10 (FPV01s40, 265} w1, 265)\1\s{0, 255}, 140,266} [wad 1 265)]\s{0,2551)S  Custom
ROWID ~=(RIr}(Ole) (WIWIII[ (Dld) (10,2651 Custom
GETDATE *=(Glg)(Ele)(TI(DId) (A2 (TI(El)\(s{0,2651)5 Custom
LEN *=(LINME|e}N[n)Ws{0, 255}~ Pd={\d+) 7\l 1, 2550 ])\s{0, 265 (\s{0, 2565} (([+/%T\s{0,255)\d+(... Standard
TRIM A=(TIH(RIF MM\ (510, 2653\[vwi1, 255} 10, 265})S Standard
SUBSTRING A=(5]s)(Uu)(BIb)(SIS)TIHRIA NI (Gla)\(\s{D, 266} [vad1,265)\]\s{0, 255} \s{0, 265)\d+\s{0, 2 Standard
CONVERT ~=(C|) (0o} (NIn) (V) (Ele) (RIF(TIH(={0, 265} [vad 1,266} J\s{D, 255}) 7\5{0, 25515 Standard
ARITHMETIC 7=\(18{0,255) (- P+ (=) 7| \[vad 1, 255}\])\s40, 2653 (([+-/% T80, 255} (- 7+ (. \k+)?\[oi1,256)\])\s{... Standard
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LEN
TRIM

SUBSTRING
CONVERT
ISNULL
NULLIF
ROWID

GETDATE

XLATE
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Syntax

=LEN([FieldId])

=TRIM([FieldId])

=SUBSTRING([Fieldld], start,

length)

=CONVERT([FieldId])

=ISNULL([FieldId1],[FieldId2])

=NULLIF([FieldId1],[FieldId2])

=ROWID()

=GETDATE()

=XLATE([Fieldld])Extended:
vall;xlatel;val2;xlate2

Description

Returns the numeric length the
identified field value.

Removes leading and trailing spaces
from the identified field value. Returns
a text value.

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

Converts the identified field value to
the field type of the current field.

Replaces a null (or empty string) value
with the identified replacement value.

Returns a null when the value of field 1
matches the value of field 2.

Returns the sequential id of the source
data.

Returns the current session date
(workstation date).

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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Function Syntax Description

=PARSE([Fieldld], “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],

“# HHH )
PARSE

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], “
=([Fieldld1] + 1.25) General arithmetic operations and

ARITHMETIC =([Fieldld1] + [FieldId2]) string concatenation are also

supported as a definition.
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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 Cin 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.

.
5] AddExtensionForm @
Walues From Values To
>
| oK | canca

21. Click the Save button |E , on the toolbar, to save the new Import Layout Definition.

O 0 0.0 0 0 0 0 0 0000000000000 000000000000000000000000000000000000000000000
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.

2-100 System Manager



COMPANY SETUP
Import Layout Definition

Task Summary

A

10.
11.
12.
13.
14.
15.
16.

To create an Import Layout Definition, follow these steps:

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

Enter a new ID for the Import Layout in the Layout ID field.
Enter a Description for the Import Layout in the Description field.
Select the structure of the source file from the File Type field.

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.

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

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

Select, if applicable, the default value to use when reading data from the Filename field.
Enter a number for the order of the value within the source data in the Sequence field.
Enter a description for the field in the Description field.

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

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

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

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

Click the Save button (4 , on the toolbar, to save the new Import Layout Definition.
To edit an Import Layout Definition, follow these steps:

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

. Edit the fields as necessary.

. Click the Save button [id , on the toolbar, to save any changes made to the Import Layout

Definition.
To delete an Import Layout Definition, follow these steps:

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

. Click the Delete button x , 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 |2 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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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.
Transactionlmport

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
tionlmport

CRM Contacts

TRAVERSE.Business.CRM

TRAVERSE.Business.CRM.Contactlm
port

General Ledger
Transactions

TRAVERSE.Business.GeneralLedger

TRAVERSE.Business.GeneralLedger.T
ransactionlmport

Physical
Inventory

TRAVERSE.Business.Physicallnventory

TRAVERSE.Business.Inventory.Physic
alCountlmport

Inventory Item
Pricing

TRAVERSE.Import.INItem

TRAVERSE.Import.INItem.ltemPricel
mport

MFG BOM

TRAVERSE.Import.MfgBom

TRAVERSE.Import.Manufacturing.As
semblyHeaderlmport

MFG Production
Activity

TRAVERSE.Import.MfgProduction

TRAVERSE.Import.Manufacturing.Pr
oductionActivitylmport

Payroll
Transactions

TRAVERSE.Business.PATransaction

TRAVERSE.Business.Payroll.TimeTick
etlmport

Sales Order
Transactions

TRAVERSE.Import.SOTransaction

TRAVERSE.Import.SOTransaction.SO
Transactionlmport

Sales Order
Customer Pricing

TRAVERSE.Import.Pricing

TRAVERSE.Import.Pricing.CustomerP
ricinglmport
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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

I System Manager <

= Comparty Setup
Company Information
Period Conversion
Business Rules
Bank Accounts
Gains and Losses Accounts
Description kems
Employees
Form Numbers
Transaction Numbers
Data Protection
Form Printers
Manage Attachments
Import Mapped Data
Import Layout Definition
Export Layout Definition
User Defaults
User Defaults - Admin
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Document Delivery
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2. The Import Map Definition screen appears.

Import Map Definition Screen

EET—————

H H 4405 pF MH=X|3A 2|1 = | B3 @
MapID  [GLTran| =

Desaription GL transaction import

Assembly | TRAVERSE.Business.GeneralLedger |7|

Class TRAVERSE.Business.Generalledger. TransactionImport .\__v_.i-
| [ schemali [ Layout 1D ‘
| N -
| 2] Propety | Fietd
> [Acatid ] AccountiD 1
I CreditAmount Fgn Credit Amount
IL Debit AmountFgn DebitAmount
| -En(ryData Date
| | Description Description
|| Reference Reference
: | FiscalPeriod Period
| TransDate Date
:-*‘
l
4,44 4| Record 1of 1 [k | e | o i o ot |26 £

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.

.0 0.0 0 0 0 0.0 0000000 000000000000 000000000000000000000000000000000000000
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.

.0 0.0 0 0.0 0 0 0 00000 0000000000000 00000000000N0ONINONINIONNIONNIONNINNINONOINDOONONDONONDONDNNONDY
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.

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

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

Select an Assembly containing an integration engine enabled Class from the Assembly field.
Select an import Class within the identified Assembly from the Class field.

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

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

©® N o v B W N

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 (4 , 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 x , 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 |2 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

Continental Products Unlimited Page 1
SM Import Map Definiion

{MapID  ADPPayD1
| Description ADP Payrall

! tasembly TRAVERSE Business. GeneralLadoer

Cass TRAVERSE.Business. GenerslledgerTas
| | SchemalD Layout ID
R = |—— w/. ADPPayll1
i “Propety  Feid
3 tetid fectid
 MocateTn Alocate'n
CashRow CashPow
 CriRecon b Recor
Sourcelode SourceCode
Trang[ate Trasliste
Debit AmourtFgn Debit Amourit
Reterence Fference
Descrption Diemcxiption:

o A Becord 1oF L o b oW R = e wn X0
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COMPANY SETUP
Import Mapped Data .

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

| System Manager

=

(=] Company Setup
Company Information
Period Conversion
Business Rules
Bank Accourts
Gains and Losses Accounts
Description tems
Employees
Form Mumbers
Transaction Numbers
Data Protection
Form Printers
Manage Atachments
Import Map Definition
Import Layout Definition
Export Layout Definition
User Defaults
User Defaults - Admin
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Document Delivery
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2. The Import Mapped Data screen appears.

Import Mapped Data Screen

‘ SM Import Mapped Data @I_|

P Import Data | Activity | Reset | Read Data Verify Data
Map ID =

File Mame |C:'\Documents\TRAV 11YGL\GL Edit Transactions.csv |zeef]

| Acctld CreditAmou... 'Currencyld | DebitAmou... | ExchRate | SourceCode | EntryDate TransDate Description Reference FiscalYear Fiscal ’g
» | 000003000 500 i [ 1 110427720010 10/27/2010  Ins Payment... Ins Payment o |l
010001100 200 0 1 10/27/2010 10/27/2010  ONACCOLL. A0S 0 L
| 010001100 0 200 1 10/27/2010  10/27/2010  43/Depos A0S 0 |
|o10001100 63209 [} 1 10/27/2010 10/27/2010 0611000000 A0S 0 L
010001100 15795 [} 1 10/27/2010  10/27/2010  0331000000... At00S 0
| 010001100 26592 [} 1 10/27/2010 10/27/2010 (331000000 Ar00S 0
| 010001100 208551 [} 1 10/27/2010  10/27/2010  (331000000... At00S 0
| 010001100 251621 0 1 10/27/2010 10/27/2010 (325000000 At00S 0
| 010001100 107.49 [} 1 10/27/2010 1072772010 0325000000... AtO0R 0 o
21l i ") TN
I Credilﬂlﬁount I Dat.)ri.‘.\muurrl I I‘\.cd\d“ I QéddMuu I Cumencyld I D;ab'rtﬁmuu... I I.Emdﬂ%{ate I S‘uumeCud“e Transld EntryDate ;ﬁansDa‘le Des& :E
»| 500 0 000003000 500 USD 0 1M1 3779ma%-2d... /272010 10/27/2010  Ins Pa
| 200 0 010001100 200 USD 0 1 M c6%d0cEd... 10/27/2010 10/27/2010 ONAC |
0 200 010001100 0 USD 200 1M de38dd0dD.. 10/27/2010 10272010 4370 |
68209 0 010001100 68209 USD 0 1 M S420d910b.. 10/27/2010  10/27/2010 06110 |
15795 0 010001100 15795 USD [} 1 M 87eSalS6<.. 10/27/2010 10/27/2010 03310
26592 0 010001100 26592 USD 0 1 M 3al150cea.. 10/27/2010 10/Z7/2010 03310
206551 0 010001100 2065.51 USD 0 1M af7a8335a.. 10/27/2010  10/Z7/2010 03310
291621 0 010001100 291621 USD 0 1 M Zdddelche. 10/27/2010 10/27/2010 03250
107.49 0 010001100 107.49 USD 0 1M fo7icabdZ.. /27/2000 /272010 03250 |
e = E— e - e e ———

Select the Map ID to import from, the Map ID field.
Select the ASCII file to view from the File Name field.

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

o v~ W

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

N

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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Name

Import Data

Activity

Reset
Read Data

Verify Data

COMPANY SETUP
Import Mapped Data

Description
Begin importing the mapped data.

Display the Activity Log form to view change
batch activity.

Set all fields to their default values.
View the mapped data.

Verify the integrity of the imported data.

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.
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EXPORT LAYOUT DEFINITION

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
T

| System Manager 4

= Compary Setup
Company Information
Period Conversion
Business Rules
Bank Accounts
Gaing and Losses Accounts
Description kems
Employees
Form Numbers
Transaction Numbers
Data Protection
Form Printers
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
User Defaults
User Defaults - Admin
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Document Delivery
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2. The Export Layout Definition screen appears.

Export Layout Definition Screen

| M Expart Layout Defnition [£3] | =]
B 4 1018 b M|k X |[A & @ =1 |52 @
Layout ID _ [pea]
Function ID | ACH ||
Description | ADV
File Type |Block ] Blocking Factor 10
Field Separator | |#| Row Separator {CRLF} |# Text Qualifier i
File Name | |
Assembly | TRAVERSE Business. Paylnvoice || Class TRAVERSE Business.AccountsPayabie. CreateACH |+
Sequence | Type | Description | Group Value [ Header [ Footer
> R o ovrreser 3
=] 2 Header Company/Batch Header 5
3 Detal ADV Entry Detail (Credit)
=] 5 Footer Company/Batch Control 8
6 Footer File Control 9
7 Block Blocking Block
|
4|44 4| Record 1of 6 || |1 ki | = i | 36

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.

e 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:

e 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.

e 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.

e 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

¥3 Find File m Y
1| <« Local Dis.. * Documents » w | D Search Documents »
Organize » New folder BEE ~ [MH 0

5 OSASAPATE.dsx

" .
# Quick access 4% 0SASGLTrialBaladsx

I Desktop * {2 05ASPrch0pOrd.dlsx
¥ Downloads #  [Z|PA_DDEPOSIT_201707110304.CPU
[Z] Documents  # 7|PA_DDEPOSIT_201707110305.CPU
] Pictures #+ [|PA_DDEPOSIT_201707111506.CPU
£ LocalDisk (C) # IJPA_DDEPOSIT_?_DT?07111503.CPU
Comp Setup I.:!_:- PmtReg.xlsx
6 |E| PosPay.ot
1t T
e [ Trial Balancexdsx
Master Lists l_-l W2REPORT
PO
4@ OneDrive
& This PC
|? Metwork = >
File name: | v| |AnFilest) v

¢ 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.

O 0 0.0 0 0000000000000 0000000000000 0000000000000000000000000000000000010
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.

O 0 0.0 0 0 0 0.0 000000000000 00000000000000000000000000000000000000000000010

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.

e 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 <BanklID>. 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

|- s Export Layout Defintion (23] |

B H 42012 b M= X |9 [ =1 |EBa@
Function ID ACH e
Layout ID ADVO |
Description ADV wfOffset
File Type Block |l Blocking Factor [ 10
Field Separator [ |v‘| Row Separator .{CRLF} |4 TextQualifier [ 2]
File Mame | |
Assembly TRAVERSE.Business.PayInvoice |ssw| Class =TRAVER5E.Business.AccountsPayab‘le‘CreabeACH 2]
Sequence | Type Description Group Value Header | Footer =
B 1 Header ADV File Header ]
| FieldList | 4
o| Sequence | Description | Field Value | Type | Mutiplier | Format | Fil Justify | Fill Len Fil Chara.. | Header | Footer Extended
» S S R 7 7 N S I S S N N
2 PriorityCode 0 Text 1.0000000... Left =
3 Immediate Destination [ImmediateD... Text 1.0000000... Right 10
4 Immediate Crigin [ImmediateCni... Text 1.0000000... Right 10
5 File Creation Time (HHMM)  [FieCreation... Text 1.0000000... yyMMddH... Right 100
6 File Id Modifier [FileldModifier] Text 1.0000000... Left 1
7 Record Size 094 Text 1.0000000... Left 3
8 Blocking Factor [BlockingFac... Number 1.0000000... # Right /i
9 Format Code 1 Text 1.0000000... Left 1
10 Immediate Destination Name [mmediateD... Text 1.0000000... Left 23
11 Immediate Origin Name [ImmediateOri... Text 1.0000000... Left 23
12 Reference Code ADV FILE Text 1.0000000... Left 8
|
| 2 Header Company/Batch Header 5
@ 3 Detail ADV Entry Detail {Credit) |
|4 | 4| Record 1of 12 o] i [ || = o] | 60

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.

.0 0.0 0 0 0 0 000000000000 0000000000000 00000000000000000000000000000000010
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 |2 to preview the list of Export Layout Definitions.

2. The Preview Report screen appears.

3. Select the Print button |4 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

Continental Products Unlimited
SM Export Layout Definition

Fape .

P o
1 : vCo .
|

e b HIIIHI!IIII
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EHH‘IEH!IIII

ACH Export Layout Definition Example Page 1
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ACH Export Layout Definition Example Page 2

Continental Products Unlimited

m
M Export Layout Definition 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

Continental Products Unli
SM Export Layout Definition

Page mm
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Magnetic Media Export Layout Definition Example Page 3

Continental Products Unlimited
5SM Export Layout Definition
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I N

EHHIIIHI!IIII
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Magnetic Media Export Layout Definition Example Page 4

Continental Products Unlimited

: HE"HIHIIHHIIII
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Magnetic Media Export Layout Definition Example Page 5

Continental Products Unlimited

SM Export Layout Definition Page.3
S | Type | Descrigtion | G ok I Hetier I i
Seperc= | Dmoighion | RedVehe | Type | Mifiger | Foomet [ et Leng Pl Oewecter|  Hester | Fooler | Exented |
4B 1 Tee 10000000 Le 19
5/ Paye= Riecord Cou =COUNT([Seque Number | 10000000 2 Zgn A1
& Bak 2 Tex 1.0000000 L=t Fr]
7 Sequence Number  =COUNT([Saque Number 1.0000000 2 Right | 80
- Tet "1.0000000 = | =
9 Blank & T 10000000 L= 2
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Positive Pay Export Layout Definition Example

SM Export Layout Definrtion

1|Header ransmission Hesder 10
1 stant |dantier o at 1.0000000 ft 5
3RID Identifer D= =t 1.0000000 ft 3
5/3pace axt 1.0000000 Laft 1
7] ny ARP Inp MPANY ARP Text 1.0000000 ft 2
1703 3 xt 1.0000000 ft 3
3 ntNumber  [[AccountMumber [Tesxt 1.0000000 Right 1
Deatail tail
1{Check SeralNurmb [CheckNumbeq [Text 1.0000000 ht 1
3 nt Number  [[Accounthiumber [Taxt 1.0000000 ht 1
5 nt [CheckAmoun] [Mumber | 100.00000# ight 1
1 =xt 1.0000000 L=ft i
3|Detail Record Cou UNT{[Seque [Number | 1.0000000 % ht 5
5Total Amount UM{[Chadd imber 100.00000|% ight 1
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Manage Catalog

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

| System Manager

<

[=] Comparty Setup
Company Information
Period Conversion
Business Rules
Bank Accounts
Gains and Losses Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Fom Printers
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Definttion
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Adminigtration
Document Archive
Documert Delivery
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2. The Manage Catalog screen appears.

Manage Catalog Screen - Catalogs Tab

| M Manage Catalog [£3] ‘ =]
b Execute  Reset | Clear

‘ Catalogs |Ee(missions |

[ Sel‘eded Action Description | Cata‘lng Type | \;ast .\n"alue [ Last Run 1 Scheduled

> I buid Sales Customer 4/11/2018 11:53:14 AN @
ERT Sales History e 4/11/2018 11:53:14 AM =
[ Build Purchase Vendor 4/11/2018 11:53:15 AM =

i), Build Purchase History Vendor 4/11/2018 11:53:15 AM [,

= Build AR Transaction History Customer 4/11/2018 11:53:15 AM =

[ Build PS Transaction History Customer 4/11/2018 11:53:15 AM |

[ Build PC Biling History Customer 4/11/2018 11:53:15 AM =

[ Build 5D Invoice History Customer 4/11/2018 11:53:16 AM =]

44| Record 10f 8 | ok |||

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

1]

T—————

| Catalogs | Permissions |

Catalog |Sales [~
Selected Group Name
> Admin

M4 4| Record 1of 1 |kl

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

Search...

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*”.

“alt*"

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

[-Goboisenn 5|
Countfsoarc ot 24

CustiD= ARDOS BIIToID= AKDDS Narne~ Akos Servers Company Contact= Wendy Sevemson Atn= Jon Dalmark Addrt~
TransID= 00000027 InvoiceNo= InvoiceDate= 20170814 PONo

CustID= Alt008 BillToID= Alt008 Name= Altos Servers Company Contact= Wendy Severnson Attn= Jon Dalmark Addri=
TransID= 00000028 InvoiceNo= InvoiceDate= 20170714 PONo=

CustID= Alt008 BillToID= Alt008 Name= Altos Servers Company Contact= Wendy Severnson Attn=Jon Dalmark Addri=
TransID= 00000032 InvoiceNo= InvoiceDate= 20170826 PONo=

CustID= Alt008 BillToID= Alt008 Name= Altos Servers Company Contact= Wendy Sevemson Attn=Jon Dalmark Addri=
TransID= 00000036 InvoiceNo= InvoiceDate= 20150409 PONo= 67598775

CustID= Alt008 BillToID= Alt008 Name= Altos Servers Company Contact= Wendy Severnson Attn=Jon Dalmark Addri=
TransID= 00000038 InvoiceNo= InvoiceDate= 20150602 PONo= 87689

CustID= Alt008 BillToID= Alt08 Name= Altos Servers Company Contact= Wendy Sevemnson Attn=Jon Dalmark Addri=
TransID= 00000003 InvoiceNo= 030100000003 InvoiceDate= 11-09-2014 PONo=

CustID= Alt008 BillToID= Alt008 Name= Altos Servers Company Contact= Wendy Severnson Attn=Jon Dalmark Addri=
TransID= 00000015 InvoiceNo= 110400000015 InvoiceDate= 07-15-2017 PONo= 86

CustID= AKOOB BillToID= Alt008 Name= Altos Servers Company Contact= Wendy Sevemson Attn= Jon Dalmark Addr1=
0000017 InvoiceNo= 110400000017 InvoiceDate= 07-15-2017 PONo=

CustID= Alt008 BillToID= Alt008 Name= Altos Servers Company Contact= Wendy Severnson Attn= Jon Dalmark Addr1=
TransID= 00000027 InvoiceNo= InvoiceDate= 20170814 PONo=

CustID= Alt008 BillToID= Alt008 Name= Altos Servers Company Contact= Wendy Severnson Attn=Jon Dalmark Addri=
TransID= 00000028 InvoiceNo= InvoiceDate= 20170714 PONo=

CustID= Alt008 BillToID= Alt008 Name= Altos Servers Company Contact= Wendy Sevemnson Attn=Jon Dalmark Addri=
TransID= 00000032 InvoiceNo= InvoiceDate= 20170826 PONo=

CustID= Alt008 BillToID= AltD08 Name= Altos Servers Company Contact= Wendy Severson Attn=Jon Dalmark Addri=
TransID= 00000036 InvoiceNo= InvoiceDate= 20150409 PONo= 67598775

CustID= Alt008 BillToID= Alt008 Name= Altos Servers Company Contact= Wendy Severnson Attn=Jon Dalmark Addri=
TransID= 00000038 InvoiceNo= InvoiceDate= 20150602 PONo= 87689

CustID= Altd08 BilToID= Alt008 Name= Altos Servers Company Contact= Wendy Severson Attn= Jon Dalmark Addri=
‘TransID= 00000003 InvoiceNo= 030100000003 InvoiceDate= 11-09-2014 PONo=

CustID= Alt008 BillToID= Alt008 Name= Altos Servers Company Contact= Wendy Severnson Attn= Jon Dalmark Addr1=
TTransID= 00000015 InvoiceNo= 110400000015 InvoiceDate= 07-15-2017 PONo=

3. Double click on a record to drill down to see the detail history record for that search record.
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COMPANY SETUP

User Defaults

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

| System Manager

<

[=] Comparty Setup
Company Information
Period Conversion
Business Rules
Bank Accounts
Gains and Losses Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Fom Printers
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Defintion
User Defautts - Admin
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Adminigtration
Document Archive
Documert Delivery
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2. The User Defaults screen appears.

User Defaults Screen

| 5M User Defaults [£3] | =]
HIH 4000 p Hliba X| QA9 |B &= |B@
Type Use( = User ID kent Copy From _|
- Application 8 feza | | E
- AP - A(munispayale El Defaults
EETTrrES— | g FrB001
- BM - Bill of Materials/Kitting Location 1D MNOO0O1

- BR - Bank Recondliation
- DR - Requirements Planning

Receipt Batch Code
Transaction Batch Code

GL - General Ledger
- IM - Inventory
- IC - Project Costing
- MB - MFG - Bills of Material
- MP - MFG - Production
- PA - Payrall
- PO - Purchase Order
- 5D - Service Director
- 50 - Sales Order
-+ WM - Warehouse Management

Bank ID

The Type field will display User to indicate the defaults are for the currently logged in user.
The User ID of the currently logged in user is displayed.

Select a User ID to Copy From if desired.

o vk~ w

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 |4 , on the toolbar, to save the user defaults.
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COMPANY SETUP
User Defaults - Admin

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

| System Manager

<

[= Comparty Setup
Company Information
Period Conversion
Business Rules
Bank Accounts
Gains and Losses Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Fom Printers
Manage Attachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Defintion
User Defautts
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Documert Delivery
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2. The User Defaults - Admin screen appears.

User Defaults - Admin Screen - User ID

| 5MUser Defaults - admin 23] | €3
HIKH 4000 b Mibe X | @9 | B &= |EBa@
Type User Ill User ID :‘l_est. |_| Copy From I_j_'_‘jl(
=+ Application > : -k | El
- AP —A(munmpayale H Defaults
3 AR - Accounts Receivable Bank 1D FNBOO1
- BM - Bill of Materials/Kitting Location 1D MNO0O01
- BR. - Bank Recondiation Receipt Batch Code B
- DR, - Requirements Planning Transaction Batch Code B

GL - General Ledger
- IM - Inventory
- IC - Project Costing
- MB - MFG - Bills of Material
- MP - MFG - Production
- PA - Payrall
- PO - Purchase Order
- 5D - Service Director
- 50 - Sales Order
-+ WM - Warehouse Management

Transaction Batch Code

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 1D, 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

|| 5M User Defaults - Admin [£3] | =]
| 4000 p M bs X |29 |@ @ = |53 B

Type |Warkstation st Workstation | workstation1 Copy From |
=2l | =

= Settings

.- TPS10005 - Open Edge Aeceptor D 3928908
Account 1D 1051597
Account Token

Allow Debit

Allow Manual Entry

Allow Partial Approvals

Application 1D

Check For Duplicate Transactions

Developer Key

Developer Secret

Device Type

Lane ID 2

Market Code

Print Mode

Prompt for Signature

Teminal 1D

Test Mode

Threshold Amourt

TPOS Server URL

Use Cloud

(= Application

0004 - Vantiv

Print Mode

User Defaults - Admin Screen - Workstation - Open Edge

|| 5M User Defaults - Admin [¢3]- | =]
H K 4000 pF Wik X|E@ 9|0 &= |52 @8
Type |Workstation ] Workstation @yorkstatlgrﬂ Copy From 7
= Application ==
i~ TP510004 - Vantiv T Settings
Auth Key
Device Type NONE
Print Mode DEMO
Teminal 1D 80022533
XWeb 1D 800000001356
Terminal 1D
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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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Using the Setup and Maintenance Menu

USING THE SETUP AND MAINTENANCE
MENU

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 charactersinanIDoracode: | “’ &#* @ |.

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.

e 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.

e Use descriptive IDs. For example, WINOO1 and WINQOO2 are more descriptive than
000001 and 000002.

e |f 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.

e 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, WINOO1 and WINOQOS 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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APPLICATION MENUS

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

| System Manager <||

Company Setup

[l Setup and Maintenance
Country Codes
Cumency
Cumency Exchange Rates
Mapping Programs
Change IDs
Message Tracking Setup
Payment Services
Shopping Cart Integration Services
Payment Service Integration

Master Lists

Tax Setup

System Audit

Administration

Document Archive

Document Delivery

System Manager 3-5



SETUP AND MAINTENANCE
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2. The Application Menus screen appears.

Application Menus Screen

|- M Appiication Menus 53] ‘

=8 Tof12 b M b X A -

- Main Menu
£ Portal
- Accounts Payable
i - Interactive Views
Transactions
Transaction Joumals

Management Reparts

Productivity Reports
- Periodic Processing

Setup and Maintenance

L Master Lists
£ Acounts Receivable
£ Bank Reconciiation
2. Bill of Material
E-CAM

£ Requirements Plarning
B} Fixed Assels

- General Ledger

[ Inventory

B MFG - Bils of Material
B MFG - Production

Description Type
b4l Change Invoice Status 2l

Hold/Release Invoices Form

| Prepare Payments ~ Fom
Select Payables Form
Edi Register Form
Print Checks Forn

Payment Vouchers  Forn
Create Postive Pay File Fom

| Create ACH Fle Fom
| |Paymert Register  Fomn
|| Post Payments Forn
|| Void Paymerts Fon

£ MFG - Routing and Resources

&) Corfigurator

£ Payrol

&) Point-of-Sale
B} Project Costing
E- Purchase Order
£} Sales Order

B} Service Dirsctor

[ Warehouse Management

&} System Manager
- Dashboard

B3 [ | Language -

| tenu 1
1050401
1050402
1050403
1050404
1050405
1050406
1050413
1050411
1050412
1050407
1050408
1050408

Document

| Assembly Name

TRAVERSE Client. Paylnvoice d
TRAVERSE Client. Paylnvoice d
TRAVERSE Client. Paylnvoice d
TRAVERSE Client Paylnvoice d
TRAVERSE Report Paylnvoice

TRAVERSE Client APChecks di
TRAVERSE Client. APChecks dll
TRAVERSE Client. Paylnvaice.di
TRAVERSE Client.Paylnvaice.d

TRAVERSE Report Paylnvoice...

TRAVERSE Client.Paylnvoice di
TRAVERSE Client. Paylnvoice di

| Plugin Name
Changelnvoice StatusPlu
HoldReleaselnvoicesPlugin
PreparePaymentsPlugin
Select PayablesPlugin
EdtRegisterPlugin
PrintCheck BatchPlugin
PaymentVouchersPlugin
PosttivePayPlugin
CreateACHPIugin
PaymentRegisterPlugin
PostPaymentsPlugin
VoidPaymentsFlugin

10 AP
20 AP
30 AP
40 AP
50 AP
60 AP
63 AP
65 AP
&7 AP
70 AP
80 AP
90 AP

| order [mpp [Hide [MenuType | Parameter

Company
Company
Company

| Company

Company
Company
Company
Company
Company
Company

Company

| Company

Replaced

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:

e 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.
e 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:

e 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.
e 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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A W N

To add an Application Menu item, follow these steps:

. Select the Application. To add an application, select Main Menu.
. Select the Menu. (Skip this step if you selected Main Menu above.)

. 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:

. Select the Application. To edit an application, select Main Menu.
. Select the Menu. (Skip this step if you selected Main Menu above.)

. 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:

. Select the Application. To delete an application, select Main Menu.
. Select the Menu. (Skip this step if you selected Main Menu above.)
. Select the Menu Item to delete.

. 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

| System Manager <||

Company Setup
Setup and Maintenance
= Master Lists
Bank Accounts List
Cumency Exchange Rates List
Description kems List
Employee List
Mapping Program List
Tax Setup
System Audit
Administration
Document Archive
Document Delivery
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Application Menus

2. The Application Menus List screen appears

Application Menus List Screen

| SM Application Menus List [£3] |
i Print |[[0)Output - | [=3Send | |3 Preview | Reset
Data Filter W7

And

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

Name
Reset
Preview
Output
Send

Print

SETUP AND MAINTENANCE
Application Menus

Description

Set all fields to their defaults.

Preview the report on your monitor.

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

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

Print the report.

NOTE: Refer to the Using Reports section in the General Information guide for more
details on print options and selections when previewing the report.
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Application Menus

Application Menus List

Continental Products Unlimited Fage 1
Application Menus List

ReportFilter

Description Type Ohject Hide Order

AP Accounts Payable

AP Interactive Views
Wendor View Form frmAplngend Ne 10
Cpen Invoice View Form frmApinglnve Na 20
Detail History View Farm frmApingHistDil Mo 30
Summary History View Form frmAgingSumHist No 40
Aged Trial Balance View Farm frmApi ngbgedTrialBal No 50
Payment History View Form new for Vi1 No (]

AP Management Reports
Aged Trial Balance Report Form frmapTrisiBalanceRpt No 10
AP Analysis Report Form frmApApanatysisFpt No 20
Cash Flow Report Farm frmApCashFlowRpt Mo 30
Open Invoice Report Form frmApOpeninvoiceR pt Mo 40
Payments History Repont Form frmApPaymiHistRpt No 50
Furchsse Analysis Report Form frmApPurchassfnalysisRpt No &0
Wendor Activity Report Form frmApVendoractivity R pt Mo T
Vendor Analysis Report Farm frmApVendoranalysisRpt No 80
Wendor Detail History Report Form frmApVendorDetailHistR pt No 20
Vendor Purchase Histary Repont Form frmApVendorPurchHistR pt Mo 100

AP Master Lists
Batch Codes Form frmApBatchCodeRpt Yes 10
< Form frmApClassCodeRpt Yes 20
Distribution Codes List Form frmApDistCodeRpt es 30
Division Codes List Form frmApDiwCodeRpt as 40
Priority Godes List Farm frmApFriortyCod=R pt Was 50
Recurring Entries List Form frmApRecurEntryRpt No (4]
Terms Codes List Form frmApTermsCodeR pt Yes T
Wendor List Farm frmAgVendorListRpt Ne 5
‘Wendor Detail List Farm frmApVendarDtRpt Mo 80
Vendar Labels Form frmApWendorLatelsRpt No 20
1052 Fisld Indicators List Form frmApTendSFiskdIndicatorRpt e 100
1052 Form Codes List Form frmApTendSFormCodesRpt e 110

AP Pay Invoices
Change Invoice Status Form frmApChglnvcStat No 10
Hold'Release Invoices Form frmApHoldR=IMain Ne 20
Prepare Payments Form frmApPrepChk Mo 30
Select Payables Farm frmApSelPayMain No 40
Edit Register Faorm frmApEditRegister No 50
Frint Checks Eorm frmApPrintChecks Mo &0
Payment Youchers Form frmApFrintVouchers No 62
Create Positive Pay File Form frmEmPosFayExpont Mo &5
Create ACH File Farm frmApCresteACHFile Mo a7
Payment Register Form frmApCheckRagister No TO
Gains and Losses Jowmnal Farm frmApGainsLossJrmiRpt Wes TS
Post Payments Form frmapFmtFost Mo 80
Void Paymants Form frmApVoldC hecks No =0

HYHAD 2:06 PM
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SETUP AND MAINTENANCE
Country Codes

COUNTRY CODES

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

System Manager <||

Company Setup
= Setup and Maintenance
Application Menus

Currency
Currency Exchange Rates
Mapping Programs
Change IDs
Message Tracking Setup
Payment Services
Shopping Cart Integration Services
Payment Service Integration
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Document Delivery
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Country Codes

2. The Country Codes screen appears.

Country Codes Screen

| M Country Codes I§I_|

WM 4 1or200 b Wb X | e | |52 @
[ Country Code | Country Desci... | infl Prefix Maske | It Profix [ Phone Mask
[THA THAILAND [ [
Tk TAJIKISTAN
| TKL TOKELAU
TKM TURKMENISTAN
|TLs EAST TIMOR
|ToN TONGA
TTO TRINIDAD AND ...

ITun TUNISIA

TUR TURKEY

TTuv TUVALU
[ TAIWAN

TZA TANZANIA, UNI...

|uGa UGANDA

|UKR UKRAINE

[ um UNITED STATE... ###-d 011
uRy URUGUAY
USA UNITED STATES sttt 011
uzB UZBEKISTAN
|vaT VATICANCITY S...
veT SAINT VINCENT...

VEN VENEZUELA
|vaB VIRGIN ISLAND...
VIR VIRGIN ISLAND...
[vnm VIETNAM

vuT VANUATU

WLF WALLIS AND FU...
WS SAMOA

YEM YEMEN

halls ¥1IGOS! AVIA

[ Postal Code Mask

(REHHES-REEE HHRRHERE

(FHEHES-RREE HHHER-HERR

PostNet

: 150 Code

um

us

[ 150 Code Numeic)

581

840

%[ |

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.

L 0 N oo u Bk

Enter the Country Description or name.

Enter the Country’s Intl Prefix number.
Enter the Country’s Phone Mask.

Enter the Country’s Postal Code Mask.

print on your Invoices, Purchase Orders and Checks.

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

Select the PostNet check box, if you would like to have the predefined PostNet bar code

10. Enter the two digit ISO Code to identify the country in compliance with ISO standards.
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Country Codes

11. Enter the three digit ISO Code (Numeric) to identify the country in compliance with I1SO
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 x 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.

e The first part is the Input Mask itself.

e 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
guotation marks (“ ")

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

Sample Input Masks

Field Description
(H#HE) HitH- Input mask for an American phone number. For example;
Hi# 1" " (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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Field Description

>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.

SL#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.

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 |4 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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Country Codes

Country Codes List

281
B840

um
us

Continental Products Unlimited
SM Country Codes

[#55]-555-558 | zesseosaas

HEE)BEEEER  spess sesd

B 1 E 4 H H H E £
1k m : 1 E THHHBHHHBP <

1172892018 4:01 PM
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CURRENCY

$£€ 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:

e Currency ID

Number of decimal digits

Decimal Character

Thousands Separator
e Currency Symbol
¢ Symbol Placement
To work with the Currency function, follow these steps:

1. Select Currency from the Setup and Maintenance menu.

Currency Menu

| System Manager <||

Company Setup

[= Setup and Mairntenance
Application Menus
Courtry Codes
Cumency Exchange Rates
Mapping Programs
Change IDs
Message Tracking Setup
Payment Services
Shopping Cart Integration Services
Payment Service Integration

Master Lists

Tax Setup

System Audit

Adminigtration

Document Archive

Document Delivery
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2. The Currency screen appears.

Currency Screen

| sMcurency [e3] |
H K 4 1of104 p P (b= X A @9 |[& & = |Ba @& |
| Cumrency 1D | Description | Mumber of Dec... | Decimal Character | Thousands ... | Cumency Symbol I Symbol Placement | Sample !§

T T A A S R 778
~ |amMD Ameria Dram ol . AMD 18 H . 00A. .
 |anG Netherands A.. 2, NAF 1 NAF £.442224,00
" |aRs Argertina Peso i s 51 sEaEol |3
 |aTs Austrian Schill... 2. 85 1 55 #2100
) Australizn Dollar 7l 3 51 i 00

| awG Aruban Forin 2. AWG 51 AWG #2...
 |Bam Bosnian Conv... il AZM 18 HHHH00A .

| BDT Bangladesh T... 2. Bt. $1 Bt. #5100

- BEF Belgium Franc 0 BEF $1 BEF #.H#H0
 |eaL Bulgaria Lev 2, v 15 st 00 Iv

i EHD Bahraini Dinar L BD %1 BD #3550,
BE Bermudian Dol... 2. s 51 SHAH0 |
 BND Brunei Dolar o 3 51 S B 00
 |eoB Bolivian Bolvi... 2. Bs s BstL##.00
|BRL Brazilian Real o0 Rs 51 RS .00
 |esp Bahamian Dollar 2. s 81 it 00

~ |pwe Botswana Pula ol P 51 PH.£HH.00
 |ezp Belize Dollar 2. $ 51 i 00

" |cap Canadian Dollar i s 51 i 200
|cHF Swiss Franc 2. SFr 1 SFr #2800 |
ewe Chilean Peso 0 3 51 S0

eny Chinese Rerm... 2. Y 51 Y 52,00

-~ |cop Colombian Peso o0 s 51 i 00
 |cre Costa Rican C... 2. ¢ 1 ¢ #2800
~Jeup Cuban Peso 2n s 1 S HHHE00
lcre Cypriot Pound 2, £ 51 £41.24,00
ez Caech Kouna L Ke 18 sk <
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.

N

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.

Currency Symbol Key
Sequence
Pound £ Alt+0163
Sterling
Euro € Alt+0128
Yen ¥ Alt+0165

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. o

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.
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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 |2 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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SETUP AND MAINTENANCE :
Currency .
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NG
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CURRENCY EXCHANGE RATES

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:
e Currency from which you are converting (for example, US Dollar)
e 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

System Manager <

Company Setup

[= Setup and Maintenance
Application Menus
Courtry Codes
Currency
Mapping Programs
Change IDs
Message Tracking Setup
Payment Services
Shopping Cart Integration Services
Payment Service Integration

Master Lists

Tax Setup

System Audit

Administration

Document Archive

Document Delivery

2. The Currency Exchange Rates screen appears with the Daily Rates tab displayed.

Currency Exchange Rates Screen - Daily Rates Tab

|94Currmchm1angeRaiaes|§||
o H 4 Tof7 p M|+ X |[A 9 |[& @ = B @

Base Cumency |EISD7i
To Cumency _‘EUR Il.l.g
Effective Date From 01/05/2010 [ |

Exch Rate | Date Commert

0.8300000000 02/20/2010
0.8100000000 02/15/2010
0.7500000000 01/31/2010
0.5000000000 01/20/2010

[ 0.8900000000 01/15/2010
! 0.8700000000 01/05/2010
I

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:

e 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.

3 March 2010

4 February 2010

sun Mon Tue Wed Thu

x 1 2 3
7 8 9 10
4 15 16 17
28 2 1\ M

28 1 2[ 3 4 5

F

Clear

e Enter any Comments about the rate.

4
11
18
25

Fri 5at

1 {20
% 27
5 g
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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

| SM Currency Exchange Rates [£3] |

H K 4 6of12 p M (b X A 9 [ @ = |Ba @
Base Cumency USD 1
To Cumency ELR I:i.'
Effective Date From 01/05/2010 |+
[ Dy Rates | & :
! Exch Rate Fiscal Year Fiscal Period Comment
! 0.2800000000 2009 1
0.8500000000 2009 2
[ 0.2600000000 2009 3
| 0.5000000000 2009 4
| 0.2100000000 2009 5
B oo 209 ‘
|| 0.8500000000 2009 7
0.2600000000 2009 8
0.2300000000 2009 ]
0.8100000000 2009 0
0.2000000000 2009 A
0.2300000000 2009 12

¢ Enter the Currency Exchange Rate in the Exch Rate box.

e Enter the Fiscal Year and Fiscal Period for which the Currency Exchange Rate is
effective.

e 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.

.0 0.0 0 0 0 0 0 0 00 0000000000000 00000000000000000N0NNNNNNIONNIONNNINONOINDOONONDONDONDONDNONDY
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 x 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.

yhge
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

| System Manager <
Company Setup
Setup and Maintenance
) Master Lists

Application Menus List
Bank Accounts List
Currency Exchange Rates List
Description tems List
Employee List
Mapping Program List

Tax Setup

System Audit

Administration

Document Archive

Document Delivery
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2. The Currency Exchange Rates List screen appears.

Currency Exchange Rates List Screen

|\ sm Currency Exchange Rates List [c3] |

5]
i Print | [ Output ~ | (=1 Send | [& Preview | Reset
Data Filter W
And

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

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.

NOTE: Refer to the Using Reports section in the General Information guide for more
details on print options and selections when previewing the report.
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Currency Exchange Rates List

Continental Products Unlimited Page 1
Currency Exchange Rates List
Report Filter
Currency From  Currency To Exchange Rate Effective Date Motes
usD
EUR OLEZ000D0000
EUR 08400000000
EUR 0.8200000000
EUR 0.BOO00D0I00
EUR LB 100000000
EUR O.TTO00D0000 i
Everage U BTTGEeaeeT  Win 0.7 7000000 Wax LE:EN ]
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MAPPING PROGRAMS

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

| Systerp Manager ||

Company Setup

[=] Setup and Maintenance
Application Menus
Country Codes
Cumency
Cumency Exchange Rates
Change 1Ds
Message Tracking Setup
Payment Services
Shopping Cart Integration Services
Payment Service Integration

Master Lists

Tax Setup

System Audit

Administration

Document Archive

Document Delivery
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2. The Mapping Programs screen appears.

Mapping Programs Screen

|_SMMappingPrograms |§T|
HI K 4 l1ofsa p M |p X (A 9 [[& Ea @

Mapping Program | Expedia [ase]

Description Expedia.com

Path http:/fwww.expedia.com/pub/agent. di?gscr =mcst
Address |Bstrtl=

City |Brity1=

State Sstnm1=

Postal Code &zipcl=

Additional Info |&nty1=4

Holding Characters

Address 4301 Dean Lakes Blvd
City |5hakopee

State MM

Postal Code 155379

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\Maplt.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

| System Manager <||

Company Setup

Setup and Maintenance

E] Master Lists
Application Menus List
Bank Accounts List
Cumency Exchange Rates List
Description ftems List
Employee List

Tax Setup

System Audit

Administration

Document Archive

Document Delivery
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2. The Mapping Programs List screen appears.

Mapping Programs List Screen

|| M Mapping Program List [£3| | =]

i Print |[[J]Output ~ | (=1 Send | [& Preview | Reset
Data Filter W

(%)

And

Report Layout

|»| Banded Rows

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

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.

NOTE: Refer to the Using Reports section in the General Information guide for more
details on print options and selections when previewing the report.
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Mapping Programs List

Mapping Programs .

Report Filter

Continental Products Unlimited
Mapping Program List

Mapping Program
Description

Path

Address

City

State

Postal Code
Additional Info
Holding Char

Mapping Program
Description

Path

Address

City

State

Posctal Code
Additional Info
Holding Char

Mapping Program
Description
Path

Address

City

State

Postal Code
Additional Info
Holding Char

Mapping Program
Description

Path

Address

City

State

Posctal Code
Additional Info
Holding Char

200 2:33 PM

Expedia
Expedia.com
i e pedis. com/pub/agent diifgscr=mest

Google Maps
hitp:/fmaps.google. com/maps?

Maplusst

Maplusst

hitp:/fwarw mapguest.com/maps/map.adp?
s=archtype=addressEformtype=searchEcountryid=US&addtohistory=Ecountry=
Baddress=

Beoity=

Bstate=

Bzipe
Ehistoryid

W20

Esubmit=Get+Map

Yahoo

fahoo! Maps

hitp:/fmaps.yahoo.com/pyfmaps. py "BF Cat=EPyt=Tmap&newFL=Use+Address+Below
Baddr=

Bosz=

3

i

Ecountry=us BG=t AN sp=Cet+Map

I

**2 End of Report**==*

OPEN_5YSTEM Skenthe
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CHANGE IDS

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

I Systerp Manager <||

Company Setup

= Setup and Maintenance
Application Menus
Country Codes
Cumency
Cumency Exchange Rates
Mapping Programs
Message Tracking Setup
Payment Services
Shopping Cart Integration Services
Payment Service Integration

Master Lists

Tax Setup

System Audit

Admiristration

Document Archive

Document Delivery

2. The Change IDs screen appears.

Change IDs Screen

| SM Change IDs [£3] |
P OK | [ Activity | Reset
ID Type Customer ID %] All users must be out of the current company before performing this process.
From To
Mod(32 Hom001
Burl56 Mpl001
12} [e

| 43 {43 | 40| Reecord 3 of 3 [k ||| || o ||| o | 36
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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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MESSAGE TRACKING SETUP

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 =i from the global
toolbar. This function allows you to search Outlook folders easily for any keyword.

Outlook 2016

Outlook 2016 has the Exchange Cdo installed and activated, so nothing needs to be done to
activate the Message Tracking.

Outlook 2007/2010

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
W

System Manager <||

[+ Company Setup

[=] Setup and Maintenance
Application Menus
Country Codes
Cumency
Cumency Exchange Rates
Mapping Programs
Change IDs
Message Tracking Setup
Payment Services
Shopping Cart Integration Services
Payment Service Integration

Master Lists

Tax Setup

System Audit

Administration

Document Archive

Document Delivery
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2. The Message Tracking Setup screen appears.

Message Tracking Setup Screen

| 5MMessage Tracking Setup [£3] |
HIH 4 l1of2 p M |k X | [ (& & | |53 [ | Browse

: InfoValue
| # Inbox
| Sent tems

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

| ._I__>i

| | --.-D.Traverse 10.1
| |:| Documentation
-] tnfo-Alerts
|2 D Traverse 10.5
|| +[ TRavERSE 11
L -] FlexPack
| -[[] Deleted Items
| -[¥] Inbox
| -] outbox —
| #| i-[¥]:5ent tems
| -] kent's calendar
|| +[ contacts
| -] Journal
| |:| Motes
| ~[] Tasks
~[] Drafts
| -] Junk E-mail
| &[] Sync Issues
L -] Us Holidays
I | -[] Birthday calendar
| -] Deleted Items
| [ calendar |

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

| SM Message Tracking Setup |§| |
H K 4 1of2 p M 4 X [[A 9 |[& @ =1 B @8 | Browse
- 2 Folder List L= F

”:K|

| . InfoValue
| # | Inbax
Sent ftems

| : Deleted Items
] [#] Inbox
_' -] outbox
| Sent Items
_' -[[] calendar
. |:| Contacts
_' ~[] Drafts
| -] Journal
_' -] Junk E-mail
. |:| MNotes
| -] Portal

- .: ~ " B
| TRAVERSE [

r/'- =
I | Save changes?
k. 4

[ e J[ N ][ canca |

| A —
| -] Internal Project |
\

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

| SM Message Tracking Setup. [£3] |
= N 1of2 b M (b X |[F @ & = |53 [ | Browse

| InfoValue
| > |Inbox

| | Sent tems

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

|\ 4 Custamers [£3] | (=]
HH 4 1064 p M [¥z X |[A [d @ =3 |E3 @ Contactlink | Age & _SAJEI
Customer ID |Aze001 = Copy From .E—
| General | Defauts | Baance | Payments | Sup-To
Name |Ace Hardware Stalus [Active =
Attertion [Jon Daimark ] BT )|
Address 1 658 Marschall Rd Cumency ID [usp
S Phane [is12r805-6782
Gy :Shakupee b [GEET
Region M Courtry [ G | koo o
Postal Cade [s5379___ Temtory ID Northem Intemet o523 com
Intemational Prefx |11 Ship Zone 1
Cortact | Wendy Sevemson
11. Click on the Search Email button on the TRAVERSE toolbar 4l .
MK 4 1of17 p M [P XA 94 & 0@ & =g

12. You may get a warning that a program is trying to access your email.

Message Tracking Setup - Office Warning

Microsoft Office Cutlook m

1] A program is trying to access e-mail address information
=/ storedin Qutlook, If this is unexpected, dick Deny and verify
your antivirus software is up-to-date.

For more information about e-mail safety and how you might
be able to avoid getting this warning, dlick Help.

[ Allow access for | 1 minute

[ Allow ] [ Deny ] [ Help ]

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

Gregg.Lukoskie@osas.com

Gregg.Lukoskie@osas.com

: u Sender

: > ~Gregg.b.|koskie@0...
| Keira.Dyckman@os...
Gregg.Lukoskie@o...
Keira.Dyckman@os...
Gregg.Lukoskie@o...
Gregg.Lukoskie@o...
Keira.Dyckman@os...
Gregg.Lukoskie@o...
Gregg.Lukoskie@o...
Gregg.Lukoskie@o...
Gregg.Lukoskie@o...
Gregg.Lukoskie@o...
Keira.Dyckman @os...
Gregg.Lukoskie@o...
Gregg.Lukoskie@o...
Gregg.Lukoskie@o...
Gregg.Lukoskie@o...
Gregg.Lukoskie@o...
Gregg.Lukoskie@o...

[ Receipients

Subject

| Received

Sent

Kent.Hettkamp @os...

RE: &t. Cloud Ortha...

6/16/2017 11:21 AM.

6/16/2017 11:21 AM |

Kent.Hettkamp @os...
Kent.Hettkamp @os...
Kent.Hettkamp @os...
Keira.Dyckman@os...
Keira.Dyckman@os...
Gregg.Lukoskie@o...
Kent.Hettkamp @os...
Kent.Hettkamp @os...
Kent. Hettkamp @os...
Kent.Hettkamp @os...
Kent.Hettkamp @os...
Kent.Hettkamp @os...
Keira.Dyckman@os...
Kent.Hettkamp @os...
Kent.Hettkamp @os...
Kent.Hettkamp @os...
Kent. Hettkamp @os...
Kent.Hettkamp @os...

0S5AS 7.6 FA demo...
RE: OSAS 76 FAd...
RE: OSAS 76 FAd...
RE: OSAS 76 FAd...
RE: OSAS 76 FAd...
RE: OSAS 76 FAd...
RE: OSAS 76 FAd...
RE: OSAS 76 FAd...
RE: OSAS 76 FAd...
RE: OSAS 76 FAd...
RE: OSAS 76 FAd...
Ama Marketing Gro...
RE: Ama Marketing...
RE: Ama Marketing...
RE: Ama Marketing...
PowerPoint for toda...
RE: PowerPoirt for ...
RE: PowerPairt for ...

7/6/2017 10:13 AM
7/6/2017 10:24 AM
7/6/2017 10:37 AM
7/6/2017 10:38 AM
7/6/2017 12:50 PM
7/6/2017 12:50 PM
7/6/2017 1:51 PM
7/6/2017 2:51 PM
7/6/2017 3:07 PM
7/6/2017 3:29 PM
7/20/2017 5:12 PM
7/31/2017 8:32 AM
8/2/2017 2:06 PM
8/2/2017 3:16 PM
8/2/2017 5:15 FM
8/8/2017 10:28 AM
8/8/2017 11:13 AM
8/10/2017 1:11 PM

/62017 10:13 AM
/62017 10:24 AM
7/6/2017 10:37 AM
/62017 10:38 AM
7/6/2017 12:50 PM
/62017 12:50 PM
7/6/2017 1:51 PM
7/6/2017 2:51 PM
7/6/2017 3:07 PM
/62017 3:23 PM
/2042017 5:12 PM
/3172017 8:32 AM
8/2/2017 2:06 PM
8/2/2017 316 PM
8/2/2017 5:15 PM
8/8/2017 10:28 AM
8/8/2017 11:13 AM
8/10/2017 1:11 PM

%

System Manager 3-49



Message Tracking Setup

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

Gregg.Lukoskie@ osas.com I} *
Gregg.Lukoskie@osas.com
: u Sender Receipients Subject Received | Sent @

| |B  Gregg Lukoskie®o... Kent Hetkamp@os... RE: St. Cloud Ortho... 6/16/2017 11:21 AM 6/16/2017 11:21 AM |
| Keira.Dyckman@os.. Kent Heitkamp@os... OSAS 7.6 FAdemo... 7/6/2017 10:13 AM  7/6/2017 10:13 AM
| > 20 Greag Likoskie@o... Kent. Heitkamp@os... RE:OSAS 7.6 FAG... 7/6/2017 1024 AM  7/6/2017 1024 AM |

| Recipients | Attachments |

= | Column
| # | Kent Heitkamp @osas.com
Keira. Dyckman @osas com

Keira.Dyckman®@uos... Kent.Hetkamp@os... Ama Marketing Gro... 7/31/2017 8:32 AM  7/31/2017 8:32 AM
Gregg.Lukoskie@o... Keira.Dyckman@os... RE: Ama Marketing... 8/2/2017 2.06 PM  8/2/2017 2:06 FM - |

| | M KeiraDyckman@os... Kent Heitkamp@os... RE:0SAS 7.6 FAd... 7/6/2017 10:37 AM  7/6/2017 10:37 AM
| |M  Gregg Lukoskie@o... Keira Dyckman@os... RE:OSAS 7.6 FAd... 7/6/2017 10:38 AM  7/6/2017 10:38 AM
| | M Gregglukoskie@o... Keira Dyckman@os.. RE:OSAS 7.6 FAd... 7/6/2017 1250 PM  7/6/2017 12:50 PM
| |M  Keira Dyckman@os... Gregg Lukoskie@o... RE:OSAS 7.6 FAd... 7/6/2017 1250 PM  7/6/2017 12:50 PM
| | M Gregglukoskie®o... Kent Hetkamp@os... RE:0SAS 7.6 FAd.. 7/6/2017 151 PM  7/6/2017 151 PM
| | Gregglukoskie@o... KentHetkamp@os... RE: OSAS 7.6 FAd... 7/6/2017 251 M 7/6/2017 251 PM
| | M Gregglukoskie®o... Kent Hetkamp@os... RE:0SAS 76 FAd.. 7/6/2017307PM  7/6/2017 3:07 PM
| | Gregglukoskie@o... KentHetkamp@os... RE: OSAS 7.6 FA... 7/6/2017329PM  7/6/2017 3:23 PM
| | Gregg.Lukoskie@o... KentHeitkamp@os... RE:OSAS 76 FAd... 7/20/20175:12FPM  7/20/20175:12PM | —

1]

|

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

Gregg.Lukeskic@osas.com B X Gregg.LukeskieBosas.com B X
‘Gregg.Lukoskie@osas.com Gregg.Lukoskie@osas.com
| Recpients | Attachments | | Recpients | Attachments |
| Column | x| column
| | Keira Dyckman@osas.com |image002.ng
image003 png
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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.
0 0.0 0 0 0 0 0 000000 0000000000000 000000000000000 000NN NN 00NN NNNNNYNYNYNDYNODYODNND
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

System Manager <||

Company Setup

[=] Setup and Maintenance
Application Menus
Country Codes
Cumency
Cumency Exchange Rates
Mapping Programs
Change IDs
Message Tracking Setup
Shopping Cart Integration Services
Payment Service Integration

Master Lists

Tax Setup

System Audit

Administration

Document Archive

Document Delivery
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2. The Payment Services dialog box appears.

Payment Services Screen Blank

| SM Payment Services |3 |

Update Delete Reset

Payment Service | |

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)

| M Payment services I§T|

<]}

Update Delete Reset

Payment Service XW;ab .| ]
XWeb ID |Hl‘lps.Mest.tSaecure.navk-chargewab.d\l |
Auth Key | |
Terminal ID |BD|]21495 |
Spec Version |XWebSecure3 (] |
o RETAILW\
Duplicate Mode |CHECKING_OFF ]
Status Request Mode POLL |
|| Prompt for Signature

|| Auto-Settle Batch

|+| Enable Partial Approvals

Transaction URL |hﬂps.Mest.tSeecure.navk-chargewsb.d\l |
Service URL |https:Mest.t3&ecure.net:2371 &éx-chargeweb.dll |
Hosted Form URL |hﬂps.//unhne 13secure net/hpf/hpf.aspx? |

Hosted Form URL Params |https:/ﬁmegmtor.t?»secure.net/hpl/hpfmob\le.aspm

Enter your Company's ID as provided by the payment processor into the XWeb ID field.
Enter the Authorization Key your payment processor supplied into the Auth Key field.
If applicable, enter the Terminal ID for the current terminal into the Terminal ID field.

Edit the Specification Version, if necessary, in the Spec Version field.

©® N o U &

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.

e 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)

| 5M Payment Services. |§7|7‘ =]
Update Delete Reset

Payment Service | Paypal i

Partner ‘Paypa\

Yendor ‘Open Systems

User ‘admin

End Point URL ‘https /pilot-payflowpro paypal com/’

Password ‘ ----- |

Host URL ‘https #payflowlink|paypal.com

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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Payment Services Screen (XWebHostPay)

=]

‘ SM Payment Services. Iél ‘

Update Delete Reset

Payment Service [XWebHostPay| o]

Account Token | |

|| Display Captured Signature

Payment Page URL |http5:/f’ws test paygateway com/HostPayService/v1/hostpay/paypage/ |

Transactions URL (Non-Payment page) [hitps://ws test paygateway com/api/v1 Aransactions |

Setup Requests URL |Mtps:/f’ws test paygateway com/HostPayService/v1/hostpayAransactions, |
|

Transaction Status Query URL |http5'/‘/ws test paygateway com,/HostPay Service/v1/hostpay.transactions,/status

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

7. Click Update to save the changes you have made.

Contact your software provider for assistance, if necessary.

Vantiv

A L

field.

Payment Services Screen (Vantiv)

| SM Payment Services (23| |

Update Delete Reset

Payment Service
Account ID
Account Token
Application ID
Acceptor ID
Terminal ID
Lane ID
Transaction URL
Report URL
Services URL

Hosted URL

||

[1014111

5328

3928999

[ooo00000011

[1

|hﬁp5:fﬁcert‘lransaction elementexpress.com/

|hﬁps:fﬁcertreporting.elementexpress com/

|http5:f‘fcersenrice Elementexpress.com/

|hﬁp5:ffcerrlransaction hostedpayments.com,

TriPOS Server URL |h1'tp :/Nocalhost 8080/

Developer Key

Developer Secret |

|| Test Mode

|| Prompt for Signature

Enter your Company's ID as provided by the payment processor into the Account ID field.

Enter the Account Token your payment processor supplied into the Account Token field.

If applicable, enter the Application ID for the current terminal into the Application ID field.

If applicable, enter the Acceptor ID for the current terminal into the Acceptor ID field.

If applicable, enter the Terminal ID for the current terminal into the Terminal ID field.
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If applicable, enter the Lane ID for the current terminal into the Lane ID field.

Enter the Transaction URL for your settlement provider into the Transaction URL field.

Enter the URL for the reports from the payment service in the Reports URL field.

L ©® N o

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 the payment service settings with

Update the values you just edited.

Delete Delete the payment service selected.
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Name Description

Set all fields to the most recent values

Reset
entered.
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SHOPPING CART INTEGRATION
SERVICES

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.

.0 0. 0.0 0 0 0 0 0 000 0000000000000 NOINONNOONNONNNONNONNNNNNYNNNONYNOYNDOYNIODYIONDY
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.

.0 0.0 0 0.0 0 00000 000000000000 0000000000000 000000000000000000000000000010
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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Company Setup

[= Setup and Mairtenance
Application Menus
Courtry Codes
Currency
Cumrency Exchange Rates
Mapping Programs
Change IDs
Message Tracking Setup
Payment Services

Payment Service Integration
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Document Delivery
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2. The Shopping Card Integration Services dialog box appears.

Shopping Cart Integration Services Screen Blank

|| M Shapping Cart Integration Services 23] ‘ ]
Update Delete Reset

Name ]

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.
0 0.0 0 0 0 0 0000000000 0000000000000 0000000000000000000000000000010
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

| M Shopping Cart Integration Services (3] ‘ &3
Update Delete Reset

Name Qi.é.C.o-mmerce I:I‘
Consumer Secret Key |ee¢3752gbns&z?a‘3ddlnfp&thq3rw |
Store Host URL |hﬂp5:f’;"store lknmrSdbg 3 mybic com |
Store Secret Token |esexxryy11fhst79€3’dﬁdddqu?3 |

|#| New Customers

|| Updated Customers

Customer ID Prefix |BC |
Template Customer ID |TEMF‘LATE |
Guest Customer ID |GUEST |

[s#| Push New Inventary ttems

|»| Push Updated Invertory tems

Template Inventory [tem ID |ITEM |

|%| Push Updated Crders

Location ID |MNDD[H
Sales Category |XX

Transaction Batch Code |BC-OHD
Cash Receipt Batch Code |BC-CSH

Gift Certificate Payment Method |EC-GC

|
|
|
|
Store Credit Payment Method |BC-STCR |
|
|
|
|

Coupon Payment Method |Caupon

Other Payment Method [BSOTHER

Tax Class Mapping |D=T

Customer Synch Direction :_THAVEHSE [E2]
Order Management fi'Flf\\u"EBSE I_‘_':!:

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.
.0 0.0 0 0.0 0 0 0 00000 0000000000000 00000000000NONNONINONNNIONNIONONNONOINDOONONDONDONDONDNONDY
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 ltem 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.

O 0 0 0 0 000000000000 .0.00020000 000000000000 0000000000000000000000000000010
NOTE: BigCommerce handles the credit card payments. TRAVERSE will capture this
as Cash.

O 0 0 0 0 000000000000 .0.00020000 000000000000 0000000000000000000000000000010

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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ADVANCED SHOPPING CART
INTEGRATION SERVICES

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.

—— s IR

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
Iltems automatically through the Item synchronization process using the Process
Shopping Cart function on the SO Transactions menu.

e Other applications can be installed via the BigCommerce store, such as ShipperHQ,
which does freight estimation and will alter charges on an order.

e BigCommerce can send emails with tracking information to end-Customers to notify
them of the shipment.

e 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.

Exceptions:
¢ 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:

e |f 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.

e 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.

| 50 Process Shopping Cart (23] | 3]
P OK | I Activity | Reset

Select Options to Process

|| Customers
| tems

|| Orders

Comments

Initial Setup Synchronization

Product

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.

e 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.
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¢ IN Price Break (assigned to the Sales Unit at the Location ID specified in the
configuration settings) is linked to BC Bulk Pricing.

e 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.

Customer

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).

Manage Products

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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Manage Customers

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.

0.0 0.0 0 0.0 0 0000000000000 00000 0000000000000 00000000000000000000000000010

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 = ‘TRAVERSFE’
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.

e |f 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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Manage Orders

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:

e They are not already imported (linked) to TRAVERSE AND

e 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:
e Customer places an Order on the BigCommerce website.
e Enters payment in FULL.

e 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.

e 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).

e Verify linked SO transactions from TRAVERSE.
¢ Edit a linked SO transaction and Cash Receipt of the transaction.

e 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:

e Orders in TRAVERSE will be set to 'Verified' if the order in BC has been updated to
'Shipped' or 'Completed'.

e 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:
e A Customer places an Order on the BigCommerce website.
¢ Entered the payment in FULL.

e 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.

e 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.

e 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:
e The Customer places an Order on BigCommerce website.
e Entered payment in FULL.
e A NEW order is created in BC.

e 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.

e 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'.

e 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.

e 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.

Coupons/Discounts

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.

0.0 0 0 0 00000000000 .0000000000000000000000000000000000000000000000000010
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.

0.0 0 0 0 000000000000 0000000000000 00000000000000000000000000000000000010
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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PAYMENT SERVICE INTEGRATION

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

| Systerp Manager <||

Company Setup

El Setup and Maintenance
Application Menus
Country Codes
Cumency
Cumency Exchange Rates
Mapping Programs
Change IDs
Message Tracking Setup
Payment Services
Shopping Cart Integration Services

Payment Service Integration
Master Lists
Tax Setup
System Audit
Administration
Document Archive
Document Delivery

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)

| M Payment Service Integration (53 ‘ =]
Update Delete Reset

Mame _OEHUS{PmI |5l
XWeb ID 300000001355

Auth Key |

Terminal ID |E’|}ﬂ22532

Transactions URL (Non-Payment page) |hﬂps://w5.test paygateway.com/api/v 1ransactions

Setup Requests URL |hﬂps://ws.test paygateway .com/HostPay Service v 1/hostpay.transactions/

|
|
|
Payment Page URL |Hﬂps.//w5.tesl paygateway.com,/HostPay Service/v 1/hostpay/paypage/ |
|
|
|

Transaction Status Query URL |hﬂps://w5.test paygateway.com/HostPay Service/v 1/hostpay transactions/status/|

Use OEHostPay for the Name of the OpenEdge payment service.

Enter your company's ID as provided by the payment processor into the XWeb ID field.
Enter the authorization key your payment processor supplied into the Auth Key field.
If applicable, enter the terminal ID for the current terminal into the Terminal ID field.

Enter the URL for the payment processing service in the Payment Page URL field.

©® N o v &~ W

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

SM Payment Service Integration [£3] |
Update Delete Reset

]

Lane Manager

Mame: yar;t-m _\i_l
Account ID [1051597 |
Account Token | ‘
Application 1D [9045 |
Acceptor ID [3928907 |
Terminal ID | 50 ‘
Lane ID | 1 ‘
Transaction URL |hﬂps //certtransaction elementexpress.com/’ ‘
Report URL |hﬂps //certreporting.elementexpress.com,” ‘
Services URL |Hltps //cerservice elementexpress.com. ‘
Hosted URL ||‘rﬂps //certtransaction hostedpayments com/ ‘
Market Code Dlred Marketing | ":.I

|| Mllow Partial Approvals

|| Check For Duplicate Transactions

TriPOS Server URL |hﬂp://'|oca\host9ﬂ80f

TriPOS Cloud URL |hﬂps /Ariposcert vantiv.com

Developer Key |Da§921?—dbe5~4d€—9?bd-dbdﬂ%bb2ed5

Developer Secret | 543 0055-e Tce-deb3-838b-Bebbbeb 24 1d4

|| Uge Cloud

|| Test Mode

|| Allow Debit

|| Allow Manual Entry
Prompt for Signature ;.t\_ley_er_

Threshold Amount

i

0]

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
the right side of the field to show the account token value.

field. Click the square button on

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

Lane Manager x

101 X3 a D@ Refresh Status

Acceptor ID |874767998

Lane ID TerminalID  Serial Num Model Nu Description Response .. Time Stamp  Status
’ 255 81427601 iPP320 IPP320 11/26/2018 1.  Unknown

e 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.

@ Lane [ ,’I

It

| | Acceptor ID _.3‘.::‘2.3907
| Lanem [ 2 |
Terminal ID 58

Serial Number 3314.27.51}1

Model Number _\PPjZD
Description :\F‘PBZD

Activation Code |121452

Request ID 5184a50-7254-42d8-8520-4ae Deef25d13

Response Code | 400 - Invalid activation code

£l

¢ The Acceptor ID is displayed and cannot be edited.

e 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.

e 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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Setting Up Sales and Use Tax

SETTING UP SALES AND USE TAX

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

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:
e consumer goods
¢ resale goods
e exempt sales
e industry/agriculture production
e interstate commerce
e motor vehicles
¢ food products
e clothing
e gasoline
e others
To set up a Tax Classes, follow these steps:

1. Select Tax Classes from the Tax Setup menu.

Tax Classes Menu

| System Manager |
Company Setup
Setup and Maintenance
Master Lists
[= Tax Setup

Tax Locations

Tax Location Groups

Tax Locations List

Tax Location Groups List

Clear Tax

Tax Rate Update

Tax Analysis View
System Audit
Administration
Document Archive
Document Delivery
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2. The Tax Classes screen appears.

Tax Classes Screen

| SM Tax Classes [£3] |
AW 4 1of10 b M [k X (A 9 |[d @ = |Ba @8
' ; Tax Class Description |
T e
[ ] 1 Resale Goods
2 Exempt Sales
| 3 Ind/Agr Prod.
[ 4 Interstate Comm.
5 Motor Vehicles
i & Food Products
7 Clothing
8 Gasoline

9 Other

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 |2 to preview the list of Tax Classes.
2. The Preview Report screen appears.

3. Select the Print button |4 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.

4-6 System Manager



SETTING UP SALES TAX
Tax Classes

Tax Classes List

T o

 dreoapones
e
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TAX LOCATIONS

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

System Manager <

Company Setup
Setup and Maintenance
Master Lists
[l Tax Setup
Tax Classes
Tax Location Groups
Tax Locations List
Tax Location Groups List
Clear Tax
Tax Rate Update
Tax Analysis View
System Audit
Administration
Document Archive
Document Delivery
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2. The Tax Locations screen appears with the General tab displayed.

Tax Setup - Tax Locations Screen - General Tab

| sMTaxLocations (¢ |
HK 4 1ofll b B [k X | [ & @ = |53 @8 | Adjust
Tax Location 1D [42] |z MName Arizona State
| General | Rates || Amounts |
Tax Level 1 [l |_ Add as Tax Group 3 |
Tax Authority AZ
Tax Lisbility Acct 010002020 [
Tax Refundable Acct |010002020 [E2]
|| Use Expense Account from Line Items when Purchasin
Tax D 123-45-678
|| Tax on Freight

|| Tax on Misc

Default Expense Acct |n=s|

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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Tax Locations

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 |4 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

H 4 6 ofll

Tax Location ID

| General | Bates _| Amourt |

| | Class Description

> m Consumer G...
1 Resale Goods
2 BExempt Sales
3 Ind/Agr Prod.
4 Interstate Co...
5 Motor Vehicles
6 Food Products
7 Clothing
8 Gasoline
9 Other

F M s

MN |

Sales Tax Per...

| 550
650
0.00
6.50
6.50
6.50
6.50
0.00
650
650

Name

Purch Tax Per...
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Refundable Per... | Tax Expense...

0.00 000002020
0.00 000002020
0.00 000002020
0.00 00002020
0.00 000002020
0.00 00002020
0.00 000002020
0.00 000002020
0.00 000002020
0.00 00002020

Minnesota State

B B N EN AN N N B

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.

. If the Class is taxable, enter the Purch Tax Percent of the Class, or use the current value.

2
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

Class |0 Consumer Goods Method |Gradient |
Amourts Through | Sales Tax Purchase Tax Refundable Tax
100.00 0.000 0.000 0.000
5.000.00 1.500 1.500 0.000
59,959.999.00 4.000 4.000 0.000
> M
[ | | Record 4 of (o ||| o =i | |

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.

e 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

HIH 4
Tax Location 1D MM |aee)

| General | Rates | Amourts |

Class &

. Taxable Sales .

Nontax Sales

308,148.89 85.90
E Cass: 3
105,810.79 0.00

(63 = [Trans Date] Between('1/1/201

6ofll b M X |3

| Table Puch |

0.00

0.00

SETTING UP SALES TAX
Tax Locations

23 [ | Adjust

MName

Nortax Purch

125,718.96

51,324.54

. Tax Refunda... .

Minnesota State

T Caeacil| Taxx Paid

0.00 20,029.69 0.00

0.00 6,877.70 0.00
|Edit Filter |

Total Tax 26,907.39 0,00
Calculated Tax 26,307.39 0.00
Cwer/{Short) 0.00 0.00

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

| 5M Tax Locations @I |

(= 6o0f1l p M [bu X [[A @ |[d @ =3 |Ea @ | Adjust
Tax Location 1D I':'IN Ijl Mame
A
| Class & | E
Table Sales | Nontax Sales | Taable Purch | NontaxPurch | TaxRefund.. | TaxCollected Tax Paid
»iE Class: 0
0.00 0.00 0.00 276.25 0.00 0.00 0.00
373.00 0.00 0.00 0.00 0.00 2454 0.00
2000 0.00 0.00 0.00 0.00 1.30 000 =
373.00 0.00 0.00 0.00 0.00 2454 0.00
0.00 0.00 0.00 510.00 0.00 0.00 0.00
0.00 0.00 0.00 220,00 0.00 0.00 0.00
0.00 0.00 0.00 7.700.00 0.00 0.00 0.00
0.00 0.00 0.00 22303.00 0.00 0.00 0.00
0.00 0.00 0.00 130.00 0.00 0.00 000
0.00 0.00 0.00 1.725.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00|
| 0.00 0.00 0.00 12,500.00 0.00 0.00 0.00
i_ s non non non 1N RG7 7R nnn nnn non|
[E3) B¢l [Trans Date] Between(12/1/2009, '3, |Edit Filter | | &
Total Tax [ 245.58) | 0.00|
Calculated Tax | 245.58) | 0.00|
Over/(Short) | 0.00| | 0.00]

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

i TaxCl... ! Period iYear EScur\:e ! Documert ... ! Reference ...
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Command Buttons

Name

Adjust

Description

SETTING UP SALES TAX
Tax Locations

Select to adjust the amounts in the

selected column and class.

Tax Locations - Adjustments Screen

Tax Location 1D MN

09

Taxable Purchases

Montax Purchases

Tax Paid

Tax Class 0 |#| |Consumer Goods
Date 05/05/2009 B

Period/ear 5/ 20
Taxable Sales 0.00
Nontaxable Sales 0.00
Tax Collected 0.00
Tax Calc Sales 0.00

| oK

Tax Calc
Tax Refundable

| | cancel |

0.00

0.00

0.00

0.00

0.00

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.

2
3.
4

Select the Tax Class, the Description is displayed.

. Change the Date, if necessary, and enter the GL Period and Year.

Enter the adjustment amounts for Taxable Sales and Nontaxable Sales.

for the Tax Location.

. Enter the adjustment amounts for Tax Collected and for Tax Calc Sales from collected sales

Enter the adjustment amounts for Taxable Purchases and Nontaxable Purchases for the

Tax Location.

Enter the adjustment amounts for Tax Paid and for the Tax Calc for purchases.

System Manager 4-15



Tax Locations

7.
8.

Enter the adjustment amount for Tax Refundable to the Tax Location.

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 4, 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 [itsii=r] , in the lower right corner of the grid, to edit the dates
filtered.

Tax Locations - Amounts Tab - Edit Filter Screen

Create Filter [ X

- [Trang Date] Is between 1412017 [ and 87242017

ok || cancedl || aApply |

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.

You may also select Fiscal Year and Fiscal Period using the Plus next to the red And, in lieu
of the Trans Date.

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

S o

To add a Tax Location record, follow these steps:
Click the New Record button » , on the toolbar, to open a blank Tax Location record.
Enter the Tax Location ID.
Enter the name of the tax location in the Name text box.
Select or enter a Tax Level.
Enter a Tax Authority.

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 |4 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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TAX LOCATIONS LIST

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

| System Manager <|
Company Setup
Setup and Maintenance
Master Lists
(=) Tax Setup
Tax Classes
Tax Locations
Tax Location Groups
Tax Location Groups List
Clear Tax
Tax Rate Update
Tax Analysis View
System Audit
Administration
Document Archive
Document Delivery
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2. The Tax Locations List screen is displayed:

Tax Setup - Tax Locations List Screen

| M Tax Locations List ISET| =]

i Print | [ Output - | =3 Send | & Preview | Reset

Data Filter W 2
And
View [ Include Transaction Detai Report Layout

Trans Date From [l . B . || Page Break after Tax Locafion

Fiscal PdfYear || Include tax locations with zero activity

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.

e 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

Name
Reset
Preview
Output
Send

Print

SETTING

Description
Set all fields to their defaults.
Preview the report on your monitor.

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

UP SALES TAX
Tax Locations List

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

Print the report.

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 Locations List

Tax Locations List

Continental Products Unlimited Page 1
Tax Locations List
Report Filter
Include tax Locations with Zero Activity Mo
Tax Location Name Tax Level Tax Authority Tax On Freight GL Account
AZ Arizona State 1AZ No 01-000-2020
Tax ID Tax On Misc Refundable Account
123-45-678 No 01-000-2020
Tax Class PurchTaxPct  RefTax Pct Taxable Sales Nontaxable Sales Tax Collected Taxable Purch  NontaxPurch Tax Refund
Expense Account Sales Tax Pct
1] 0.00 0.00 450,000.00 0.00 18,000.00 0.00 0.00 0.00 0.00
00-000-2020 4.00
450,000.00 0.00 18,000.00 0.00 0.00 0.00 0.00
Tax Location Name Tax Level Tax Authority Tax On Freight GL Account
CA California 1CA No 01-000-2020
Tax ID Tax On Misc Refundable Account
123-45-789 No 01-000-2020
Tax Class Purch TaxPct  RefTaxPct Taxable Sales Nontaxable Sales Tax Collected Taxable Purch  NontaxPurch Tax Pa Tax Refund
Expense Account Sales Tax Pct
1] 0.00 0.00 450.00 0.00 22.50 0.00 0.00 0.00 0.00
00-000-2020 5.00
3 0.00 0.00 1,057.08 0.00 52.85 0.00 0.00 0.00 0.00
00-000-2020 5.00
1,507.08 0.00 75.35 0.00 0.00 0.00 0.00
Tax Location Name Tax Level Tax Authority Tax On Freight GL Account
IL 1L No 01-000-2020
Tax ID Tax On Refundable Account
123-48-678 No 01-000-2020
Tax Class Purch Tax Pct  RefTaxPct Taxable Sales Nontaxable Sales Tax Collected Taxable Purch  NontaxPurch Tax Paid Tax Refund
Expense Account Sales Tax Pct
0 0.00 0.00 499.00 0.00 29.94 0.00 0.00 0.00 0.00
00-000-2020 6.00
3 0.00 0.00 1,057.08 0.00 63.42 0.00 0.00 0.00 0.00
00-000-2020 6.00
1,556.08 0.00 93.36 0.00 0.00 0.00 0.00

712010 2:32 PM

OPEN_SYSTEMS\kenthe
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TAX LOCATION GROUPS

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

| System Manager <|

Company Setup
Setup and Maintenance
Master Lists
= Tax Setup
Tax Classes
Tax Locations
Tax Location Groups
Tax Locations List
Tax Location Groups List
Clear Tax
Tax Rate Update
Tax Analysis View
System Audit
Administration
Document Archive
Document Delivery

2. The Tax Location Groups screen appears.

Tax Location Groups Screen

|| 5M Tax Location Groups &3/ |

= MW 4 6ofll p M (b= X |[@ 9 (4 @ =1 |Ba @

P o A|
Tax Group 1D _MN| [ =
Description |Minnesota State " Reporting Method ;Combined |
Level 1 MM o]
Level 2 [ |_\:_:!_ [ Tax on Level 1 =
Level 3 ﬁ ()|
Level 4 [ |:| Tax on Level 1 | Tax on Level 2 Tax on Level 3
Level B | :]:i_' |&] Tax on Level 1 | Tax on Level 2 r

<

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.
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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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TAX LOCATION GROUPS LIST

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

| System Manager <

Company Setup
Setup and Maintenance
Master Lists
= Tax Setup
Tax Classes
Tax Locations
Tax Location Groups
Tax Locations List
Clear Tax
Tax Rate Update
Tax Analysis View
System Audit
Adminigtration
Document Archive
Documert Delivery
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2. The Tax Location Groups List screen appears.

Tax Location Groups List Screen

| - M Tax Location Groups List [£3]. |

iz Print Lfn_l‘n] Output = | |=1Send |[J Preview | Reset
Data Filter W

.And

e

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

Name
Reset
Preview
Output
Send

Print

SETTING

UP SALES TAX

Tax Location Groups List

Description
Set all fields to their defaults.
Preview the report on your monitor.

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

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

Print the report.

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 Location Groups List

Continental Products Unlimited Psgs 1
Tax Location Groups List

Report Filier

Tax Group ID Descripfion
Reporting Method

AZ Arizona Stete
Combined

CA Csalifomia Stei=2
Combinad

1A lowa
Combined

IL llinos
Combinad

i Michigan
Combined

MN Minnesots Sieie
Combinad

MN-MPLS MN-Minnespok
Combined

ND Morth Dekots
Combinad

NT Mo Tax
Combined

sD South Dakots
Combined

Wil ‘Wisconsn
Combined

E/1E6/2009 9:10 AM
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LevelNo Tax Location D One Two Three Four
One AZ
Cne Ca
Cine 1A
Cne IL
Cine M
One NN
Cine MM-MPLS
Cne MDD
One NT
One sD
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CLEAR TAX

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

System Manager |
Company Setup

Setup and Mairtenance

Master Lists

[= Tax Setup

Tax Classes

Tax Locations

Tax Location Groups

Tax Locations List

Tax Location Groups List

Tax Rate Update

Tax Analysis View
System Audit
Administration
Document Archive
Document Delivery
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2. The Clear Tax screen appears.

Tax Setup - Clear Tax Screen

| SM Clear Tax [£3] |
P OK | [ Activity | Reset
Data Filter "W &
And
|| Tax Locations List Printed
Clear Clear Tax Prior To
(@ Sales Tax (&) Fiscal Date 3/12/2010 ||
(1 Purchase Tax () Fiscal Period/Year =1 | B3

(_)Both

Comments

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

Name

OK

Reset

Activity

Activity Log

SETTING UP SALES TAX
Clear Tax

Description

Begin processing. A message appears when taxes have

been cleared successfully.
Set all fields to their default.

See a record of the occurrences of clearing tax.

Use the Activity Log to view all post activity for administrative purposes.

Activity Log Screen

= Activity Log [ - ]
= BN 1ofd b W[k X |[[A (& B @
Post Run Run Time v Description User ID Comments Print Log
> 8/23/2017 2:26 PM SM Clear Tax kent [ \
20170823192625 8/23/2017 226 PM SM Clear Tax kent s |
20170823192606 8/23/2017 226 PM SM Clear Tax kent i |
20170823191120 8/23/2017 2:26 PM SM Clear Tax kent | |
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.
The comments, if applicable, entered in the
Comments .
Comments field.
Print Log Not available for this function.
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TAX RATE UPDATE

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
—

System Manager <||

Company Setup
Setup and Maintenance
Master Lists
= Tax Setup
Tax Classes
Tax Locations
Tax Location Groups
Tax Locations List
Tax Location Groups List
Clear Tax
Tax Analysis View
System Audit
Administration
Document Archive
Document Delivery
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2. The Tax Rate Update screen appears.

Tax Rate Update Screen

| SMTaxRate Update (3] |
P OK | [ Activity | Reset
Data Filter 7

And

(3

|| Open Purchase Orders

|| Open Sales Orders and Quotes

Comments

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
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.

Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Screen

[E] Activity Log -} - a x
= 103 b M X | @ @ Ba @
Post Run Run Time 7 Description User ID | Comments Print Log
> 6/5/2017 11:37 Al SM Tax Rate Update  kent [
20170605163706 6/5/2017 11:37 AM 5M Tax Rate Update kent | |
20170605163447 6/5/2017 11:34 AM 5M Tax Rate Update kent C |
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.
The comments, if applicable, entered in the
Comments

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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SETTING UP SALES TAX

Tax Rate Update

Continental Products Unlimited

Tax Rate Update Log

Page 1

Report Filter

Open Purchase Orders Yes Open Sales Orders and Quotes Yes
Comments

Transaction Type Transaction 1D Reference 1D Message

Open Sales Orders 00000043 AlDE Update successful.
‘Open Sales Orders 00000044 AltD0B Update successful.
Open Sales Orders 00000045 AlDDB Update successful.
Open Sales Orders 00000045 Aled08 Update successful.
Open Sales Crders 00000047 AlDDE Update successful.
Open Sales Orders 00000048 AltDDE Update successful.
‘Open Sales Orders 00000050 AlbD0B Update successful.
Open Sales Orders 00000051 AlDD8 Update successful.
Open Sales Orders 00000054 AlbD0B Update successful.
Open Sales Crders 00000055 AlDD8 Update successful.
Open Sales Orders 00000058 AlDDE Update successful.
Open Sales Orders 0aoooose Alnd08 Update successful.
Open Sales Orders 00000080 AlDDE Update successful.
‘Open Sales Orders 0ooo00a1 Aled08 Update successful.
Open Sales Orders 00000064 AlnDDB Update successful.
Dpen Sales Orders oaooooaT Aled0B Update successful.
Open Sales Crders 00000088 AlDDE Update successful.
Open Sales Orders 00000022 AtmODE3 Update successful.
Price Quotes 0ooo0021 MouD27 Update successful.

BS201T 1137 AM

*=* End of Report =*

OPEN_SYSTEMS\KentHeitkamp

System Manager 4-39



Tax Rate Update

4-40 System Manager



SETTING UP SALES TAX
Using Interactive Views

USING INTERACTIVE VIEWS

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.

Sorting and Filtering

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

5 Sort Ascending
Z
z) Sort Descending

Clear Sorting

Select To

Sort the selected column’s data in ascending order.

NOTE: You can also accomplish this task by
clicking the column heading until ..

appears.

Sort the selected column’s data in descending order.

NOTE: You can also accomplish this task by
clicking the column heading until .,

appears.

Remove all sorting options and revert to the default view.
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Button Name

Group By This
= Column

Column Chooser

Exl
Best Fit
=
Clear Filter
Frd
Filter Editor
o
Best Fit (all
columns)

4-42 System Manager

Select To

Group the identical entries from this column into a single
group.

0.0 0 0.0 0.0 0 0000000000000 0000000000000000010
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.

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.
0.0 0 0.0 0 0 0 0 0000000000000 000000000000000010

Adjust the selected column to resize the column for the
best view of that column’s data.

Remove all filter options and revert to the default view.

See “Filtering Across All Columns” in the General
Information guide for more information.

Adjust all columns to resize for the best view all of the data
at once.



Filtering by an Individual Column

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.

Select
(Custom)
(Blanks)

(Non
blanks)

To

Enter criteria for filtering the selected column.

SETTING UP SALES TAX
Using Interactive Views

NOTE: View the following paragraph for additional information.

Display only entries with blank information in the selected column.

Display only entries with information in the selected column.

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.

ltem Id

(Blanks)
(Man blanks)

F

Custom AutoFilter

S

Show rows where:

Location Id

equals

equals
does not egual
iz greater than
iz greater than or equal to

is less than
iz less than or equal to

Cancel

Sorting and Filtering Pivot Chart Data

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

% Refresh Data

To

Refresh the data in the tables.
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Select To

Remove the selected criterion from the
Hide table.

Move the selected criterion to the beginning,
Order left, right, or end of the list of criteria.

Open the PivotGrid Field List, then click and
drag the applicable fields to the desired

Show Field List .
locations.

AR Close the PivotGrid Field List.

NOTE: Note: See instructions in the “Filtering Across All Columns” section for more
information on filtering.
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TAX ANALYSIS VIEW

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

I System Manager <

Company Setup
Setup and Maintenance
Master Lists
[ Tax Setup
Tax Classes
Tax Locations
Tax Location Groups
Tax Locations List
Tax Location Groups List
Clear Tax
Tax Rate Update

System Audit
Administration
Document Archive
Document Delivery
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2. The Tax Analysis View screen appears.
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Tax Analysis View

Tax Analysis View Screen

SM Tax Analysis View (23] |

H | 4 0ci0 b P |pa X

Apply Filter %
And

5

| o e e e

i [
Bl [E0
ERT] =0

| 0 Total
B3
| 3Total

MN Tetal -
£ ND IED)
EED) (=0

) 0 Totdl
. Grand Tatal

|| Fscal Year
2 2ma
52015

= 2017

| 2017 Total
2018

| 2018 Total
B 2015

EET

£ 2018

& s

|=2ms

| TaxP.. || TaxR

& || Fiscal Period &

Grand Totel
|| Taxable Sales

0.00
2065491
20,654.91

4.745.05
108.640.55
0.00
113.389.60
148,781.03
482.36
9.960.67
10.443.03
15922406
21,82547
303200
0.00
303200
184.597.83

Nontax Sales

0.00

0.00
15.999.00
0.00
15.999.00
0.00

0.00
200.000.00
200.000.00
215.999.00
0.00

0.00

0.00
215.999.00
0.00

0.00
100.00
100.00
216.099.00

|4 7 od B3 @ [Beot - |4l Vews - @ | Options

Tax Collected
08
957.87
0.00
134257
134257
308.69
7.061.64
0.00
7.370.33
967077
31.35
64744
678.79
10.349.56
1.200.40
166.76
0.00
166.76
1.747.70

| Taxable Purch

| Montax Purch | Tax Paid

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
20.233.60
0.00
20.233.60
20,233 60
0.00
5.153.25
515325
25,386.85
0.00
0.00
0.00
0.00
25,386.85

(3%

| Tax Refundable

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

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

4-46 System Manager

=] Optici®

Transaction

[ ok

Fiscal Pd/Year

From

Thru

| | Cancel

1/1/2018 [

12/31/2018 (]

| | Resst




SETTING UP SALES TAX
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
Name Description

Activate the information in the Options
dialog box. Once the Options dialog box is

ok closed, click the Apply Filter button to apply
the information entered.

Cancel Exit the Optlons dialog box without applying
any selections.

Reset Reset all values to the defaults.

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.
.0 0.0 0 0.0 0 0 0000000000000 0000000000000 000000000000000000000000000000010
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.

System Manager 4-47



Tax Analysis View

4-48 System Manager



SYSTEM AuDIT, ADMIN AND DOC MANAGEMENT

----------------------------------

System AuditMenu. ........ ... 5-3

Invalid GLAccountList ............ i, 5-5

Audit Explorer . ... 5-9

ACTiVITY . o e 5-15
Using the AdministrationMenu. ......................... 5-19
Payroll Year. .. ... e 5-21
GrOUPS .« ettt et e e e e 5-23
USBrS. ottt e 5-27
User Mapping . ...cu it e e e 5-31
Using the Document Archive Menu. ...................... 5-35
Manage Documents ........ ... i e 5-39
Using the Document DeliveryMenu ...................... 5-45
SMTP Settings . ... e 5-49
Document Settings ....... .. i 5-53
Manage Document Delivery......... ..., 5-63
Manage QUeUE . ...t i ittt e 5-67

System Manager 5-1



_ SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT

5-2 System Manager



SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT
System Audit Menu

SYSTEM AUDIT MENU

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.

e 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.

e 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.

System Manager 5-3



_ SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT
System Audit Menu

5-4 System Manager



SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT

Invalid GL Account List

INVALID GL ACCOUNT LIST

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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e 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

| System Manager <||
Company Setup
Setup and Maintenance
Master Lists
Tax Setup
[=] System Audit
Invalid GL Account List
Audit Explarer
Activity

Administration
Document Archive
Document Delivery
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2. The Invalid GL Account List screen appears.

Invalid GL Account List Screen

| s Invalid GL Account List [63 |
b oK | Activity | Reset | Preview

Select Applications :

App
|*#| Accounts Payable
|*| Accourts Receivable
1%/ Banking
I Bil of Materials/Kitting
|*#| Bank Reconcilistion
[ CRM
|*| Digital Dashboard
|| Requirements Planning
1% Fixed Assets
|#| General Ledger
1%/ Inventory
|*#| Project Costing
|*| MFG - Bills of Material
|| Mutticumency Feature
|# MFG - Production
| MFG - Routing & Resources
%/ Payrol
1%/ Purchase Order
1%/ Poirt-of-Sale

|#| Service Director

k|

[

|7 MNone |

I

App 1D Table Name Figld Name Reference Value
by FA | [CP U] dbo thiPaDeduciCode EmpBxpenseAcct T

AP [CPU].dbo thlAp DistCode DepositGLAcct D001

: AP [CPULdbo thlAp DistCode DepositGLAcct 1001

AP [CPUL.dbo thlAp DistCode DepositGLAcct 1002

AP [CPU]dbo thlAp DistCode DepositGLAcct 1003

IN [CPU].dbo tblinStandardCostAdjust  GLAccount B

SM [CPU]dbo thiSmConfigValue ConfigValue 8450

Invalid GL Account List

1]

Account Number
8888

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.

screen will display the invalid Account records.

. If one of your selected applications has Invalid GL Accounts the grid at the bottom of the
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6. Select a command button:

Command Buttons

Name

OK

Reset

Preview

Description

Will start the search for invalid accounts

Will reset all to the defaults

Preview the list on your monitor.

Invalid GL Accounts List

Continental Products Unlimited
SM Invalid GL Account List

App ID
.SM
SM
SM
SM
.SM
SM
'SM
SM
SM
SM
SM
SM

5-8 System Manager

Table Name
[CPU].dbo thiSmTaxLoc
[CPU]dbo thiSmTaxLoc
[CPU].dbo tbiSm TaxLocDetail
[CPU].dbo.tbISmTaxLocDetail
[CPU].dbo. tbiISm TaxLocDetail
[CPU].dbo.tblSm TaxLocDetail
[CPU].dbo.tblSmTaxLocDetail
[CPU].dbo.tbiISm TaxLocDetail
[CPU].dbo tbiSm TaxLocDetail
[CPU].dbo.tbiSmTaxLocDetail
[CPU].dbo.tbISmTaxLocDetail
[CPU].dbo.tbiSm TaxLocDetail

GlLAcct
:TaxReoncl
ExpenseAcct
ExpenseAcct
ExpenseAcct
ExpenseAcct
ExpenseAcct
. ExpenseAcct
ExpenseAcct
[ ExpenseAcct
| ExpenseAcct
. ExpenseAcct

Field Name

Page 1

Reference Value

| Account Number
.010002021
.010002021
000002021
000002021
000002021
000002021
000002021
000002021
000002021
000002021
000002021
000002021



AUDIT EXPLORER

SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT

Audit Explorer

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

| System Manager

4

Company Setup
Setup and Maintenance
Master Lists
Tax Setup
=] System Audit
Invalid GL Account List
Activity
Administration
Document Archive
Document Delivery
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2. The Audit Explorer screen appears.

Audit Explorer Screen

| sM audit Explorer (3] | 2]
- 1af5173 b M A A9 & 1 |Ga @ | [yEwort - | Views - @ | Purge
Apply Filter %2 E3)]
And
: A
Function 2 =!
T | Date ¥ 3
: Function [ Object Key Value [ 1 PSS | Session [ Date ¥
»| B F AP
| |  © Date: 10/23/2018
APTransac... Insert TRAVERSE Business fAccountsPayable Transacti... Transld=0000... kent KENTHEITK.. 10/23/20189:15:1..

APTransac... Update TRAVERSE Business AccountsPayable Transacti... Transld=0000... kent KENTHEITK.. 5/27/2018 11:40:1..

APTransac... Insert TRAVERSE.Business. AccountsPayable Transacti... 1d=0 kent KENTHEITK.. 9/27/201811:40:1..

APTransac... Insert TRAVERSE Business AccountsPayable Transacti... Transld=0000... kent KENTHEITK.. 9/27/2018 11:254. .
E Date: 8/31/2018

APTransac... Insert TRAVERSE Business AccountsPayable Transacti... Transld=0000... kent KENTHEITK.. 8/31/2018 11:06:4. .

APTransac... Insert TRAVERSE Business AccountsPayable Transacti.. Transld=0000... kent KENTHEITK.. 8/31/2018 10:41:1..
E Date: 8/30/2018

APTransac... Insert TRAVERSE Business AccountsPayable Transacti... Transld=0000... kent KENTHEITK.. 8/30/20183:11:25 .

APTransac... Insert TRAVERSE.Business AccountsPayable. Transacti... Transld=0000... kent KENTHEITK... 8/30-2018 1.56:15 ...
B Date: 3/27/2018

APTransac... Insert TRAVERSE Business AccountsPayable Transacti... Transld=0000... kent KENTHEITK.. 372772018 11:01:5..

APTransac... Insert TRAVERSE Business fAccountsPayable Transacti... Transld=0000... kent KENTHEITK.. 3/27/2018 11:01:5..
E Date: 3/21/2018

APTransac... Insert TRAVERSE Business AccountsPayable Transacti... Transld=0000... kent KENTHEITK.. 3/21/2018 2:46:32 .

APTransac... Insert TRAVERSE.Business. AccountsPayable Transacti... Transld=0000... kent KENTHEITK... 3/21/2018 11:284..

APTransac... Insert TRAVERSE Business AccountsPayable Transacti... Transld=0000... kent KENTHEITK.. 3/21/2018 11:00:3...

B

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.

5-10 System Manager



SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT
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.

Print Audit Data

Follow the steps above to view audit data.
1. Click the Preview button |2 to print the Audit Explorer information.
2. The Preview Report screen appears.

3. Select the Print button |4 in the toolbar to print your list.
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Audit Explorer Report

1 [Function
Function: APTransaction

AFTransactio
Date: 5/27/2018
APTr=nsactio

AFTransactio
AFPTranssctio
Dare: 8/31/2018
s —
AFTransactio
Date: 8302018
AFTransactio
APTransactio
Date: 3/27/2018
APTransactio
APTransactio
Date: 3/21/2018
APTranssctio
AFTransactio
APTranssctio
Date: 3/13/2018
APTransactio
AFTransactio
Date: 9/25/2017
..'!\PTE nsactio

APTransactio

Insent

Updats

Insent

nsernt

Insert

nsan

Insernt

Insernt

Insert

Insent

Insert

Insen

Insert

Insant

Insernt

Insent

Insert

Function: AR Cash Recsipts

Date: 10/18/2018
AR CashRec

AR CashRec
AR CashRec
AR CashRec
AR CashRec
AR CashRec
AR CashRec
AR CashRec
AR CashRec
AR CashRec
AR CashRec
AR CashRec
AR CashRec
AR CashRec

TS 3:32 PM
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Update

Inzan

Insert

Updst=

Insent

Delete
Updsts

Insent

Insert

Updats
Insert

Delete
Updats

Insert

Inzen

s

TRAVEREE Business. ProjectCosting

Continental Products Unlimited
SM Audit Explorer

Object

TRAVERSE.Business. AccountsPaysble. Transa

.T RAVERSE Business. AccountsPayable Transz

TRAVEREE Business. AccountsPayable Transa

TRAVERSE Business AccountsPaysble Transa

TRAVERSE Business AccountsPaysble Transs
TRAVERSE Business.AccountsPaysble Transz

TRAVERSE . Business. AccountsPaysble. Transa

TRAVERSE Business AccoumtsPayable Transa

TRAVERSE Business AccoumsPayable Transa

-T RAVERSE Business. AccountsPayable Transa

TRAVERSE Business AccountsPayshle Transs

TRAVERSE Business. AccountsFayable Transz
TRAVERSE Business AccountsPaysble Transs

TRAVERSE Busiress AccourtsPayable Transa

TRAVERSE.Business. AccountsPaysble. Transa

TRAVERSE. Business. AccountsPaysble. Transz
TRAVERSE Business AccoumsPayable Transa

TRAVEREE Business. ProjectCosting. Deposit

TRAVERSE Business. AccountsReceivable Pay

Deposit
TRAVERSE Business AccountsReceivable Pay

.TRA‘-"ERSE. Busiress AccourtsReceivable Pay
TRAVERSE Business. AccountsRecsivable Pay
TRAVERSE.Business. ProjectCosting. Deposit

TRAVERSE Business. AccountsReceivable. Pay

TRAVERSE. Business. ProjectCosting. Deposit
TRAVERSE Business. AccountsReceivable. Pay

TRAVERSE Business. AccountsReceivable. Pay
TRAVERSE Business AccountsReceivable Pay

TRAVEREE Business. ProjectCosting. Deposit

TRAVERSE Business AccourtsRecsivable Pay

TRAVERSE Business. ProjectCasting. Deposit

| ey Nk | ver |

Trans|d=D000D | kent
Trans|d=00000  pant
14=0 kant
Trains | d=0000D | kant

Trans|d=D000D | kent

Trans|d=D0000 kant

Trans|d=D0D0D | kent

Trans|d=D0000 | kent

Trans|d=00000
Trans ] d={000

kent
kent

Trrans | d=0000D | kant

Trans|d=D0000 | kent

Trans|d=D000D | kent

Transld=D0000 | kant

1d=0 kent

Trans|d=D000D | kent

Trans|d=000DD | kent

ReptHeaderld= | kent

ReptDetsilld=D | kent

ReptHesder
-R:ptHaa-:erlc; kent
.R:ptDeiaiII-:=C-l
ReptDetailld=1
-R:ptHaa-:erlc; kent
-R:ptDaiaiII-:=C' . kent
R:piHaac:arI-:=.

RoptHeaderld
.R-ZMDEEi"C:'C'.
AcptDataile
ReoptHeaderld=
.R-:plDalaiIIc:C-
chiHaa-:erI-::.

KENTHEITKA

KENTHEITKA

KENTHEITKA
KEMTHEITHA

HKENTHEITHA

HKENTHEITHA

KENTHEITKA

KENTHEITKA

KENTHEITKA

| kENTHETIA |

KENTHEITKA

KENTHEITKA
KENTHEITHA

KENTHEITHA

KENTHEITKA

KENTHEITKA
KENTHEITKA

HKENTHEITKA

|keNTHETKA |
[kEenTHETIA

|kENTHETHA |
| KENTHEITHA |

KENTHEITKA

|kenTHETHA |
|kEnTHETKA |
|kenTHETKA |
|kENTHEITIA |
|kEnTHETRA |
| KENTHEITKA |
KENTHEITKA

KENTHEITKA

KENTHEITKA

Page 1

=

1WZH2018 9:

Q272018 11:40:18

WIZT2018 11:40:18

Q272018 11:25:45

BI312018 11:06:43

BI3172018 10:41:14

B22018 31125 F)
BI30F2018 1:58:15 P

272018 11:01:58
272018 11:01:59|

22018 2:46: 12 P

292018 11:00:33

132018 10:16:33
J32018 10:16:32

W2H2017 1:33:00 P|

W2S2017 1:44:10P|

1182018 9:00:1

101872018 8-

1182018 S:00: 14|

101872018 8:54.52|
/1872018 8:54:52|
10M8/2018 B:34:52
1011872018 8:54:11
10182018 8:54:11
1082018 8:54:11
101872018 8:53:06|
10182018 8:33:06|

10/18/2018 8:52:06
1182018 B:47:08
10M182018 8:4F:C'Sl
10F18/2018 B:47:05/

Kent_Heitlamp
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Purge Audit Data

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

&l
*

Purge Audit Records

} Execute | | Activity | Reset
Data Filter

And

()

| B | BR Cleared Transactions [ ar

Business Rules
EPEmployee

Federal Withhold History
FormMNumber

Leave History

ME Assembly Audit
MPOrder

| None |

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.

System Manager 5-13
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SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT

Activity

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 | -

desired function.

| button in the row of the

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

=

[ System Manager

Company Setup
Setup and Maintenance
Master Lists
Tax Setup
[ System Audit
Invalid GL Aceount List
Audtt Explorer
Activity
Administration
Document Archive
Document Delivery
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2. The Activity screen appears.

Activity Screen

| sMactvity [ |
= 10f918 b M | b X
: Description . Post Run
| AR Print Statemerts  20181205221515
| AR Periodic Mainten... 20181205221501
| AR Print Statemerts 2018120522142
AR Calculate Financ... 20181205220451
| SO Post Retumed ... 20181205214722
| AR Print Statemerts 2018120420010
AR Perodic Mairten... 20181204200042
| AR Print Statemerts  20181204195945
| AP Post Payments  201810231412820
| AP Prirt Checks 20181023141802
.a‘\P Prepare Payments 20181023141743
AP Post Transactions  20181023141531
| AP Post Paymerts  20181023141315
| AP Payment Vouchers 20181023141242
AP Prepare Payments 2018102314121
| AP Prepare Payments 2018102314111
| AR Post Cash Recei. . 20181018140027
| PC Deposits 20181018140014
| AR Post Cash Recei... 20181018135520
PC Deposits 2018101813541
| PC Deposits 20181018134705
| AR Post Cash Recei... 2018101713062
AR Post Cash Recsi... 2018101719051
| PC Deposits 20181017190416
| AR Post Cash Recei... | 20181017190337
| PC Deposits 20181017190237
| AR Post Cash Recei... 2018101718585

)

i_.;

: Bun Time v

12/5/2018 4:15 PM
12/5/2018 4:15 PM
12/5/2018 4:14 PM
12/5/2018 4:08 PM
12/5/2018 3:47 PM
12/4/2018 2:01 PM
12/4/2018 2:00 PM
12/4/2018 1:59 PM
10/23/2018 5:18 AM
1023/2018 9:18 AM
10/23/2018 5:17 AM
10/23/2018 9:15 AM
10/23/2018 5:13 AM
10/23/2018 9:12 AM
10/23/2018 9:12 AM
10¢23/2018 9:11 AM
10/18/2018 5:00 AM
10/18/2018 5:00 AM
10/18/2018 8:55 AM
10/18/2018 8:54 AM
10/18/2018 8:47 AM
10¢17/2018 2:06 PM
10/17/2018 2:05 PM
10/17/2018 2:04 PM
10/17/2018 2:03 PM
10/17/2018 2:02 PM
10/17/2018 1:58 PM

B @

| User ID
kent
kent
ket
kent
ket
kent
kent
kent
ket
kent
kent
kent
kent
kent
kert
kent
kent
kent
kent
kent
ket
kent
kent
kent
kent
kent
ket

SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT
Activity

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 | -

5. Use the column chooser and column filters to view the data you want.

| to preview the log for the selected entry.

B

o]

O 0 0 0 0 000000000000 000000000000 000000000000000000000000000000000000010
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.
0.0 0.0 0 0.0 0 0.0 000000000000 000000000 0000000000000000000000000000000000010
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Print Activity

Follow the steps above to view Activity.

1. Click the Preview button |2 to print the Activity information.

2. The Preview Report screen appears.

3. Select the Print button |4 in the toolbar to print your list.

Activity

System Manager 5-17
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Activity Report

Continental Products Unlimited
SM Activity Fomel

| Descrpgon PosRen | RenTme | UsD | HowD | Commews | Vewlog |
|AR Print Statements  {20181205221515 |12/5/20184:15PM | kent KENTHEI |
;AR Perioic Maintena  [20181205221501 [1zs208 41PN kemt [kenTHE!
AR Print Stmtements | 2016120522142% [1zs0184:14PM Jkem [kenTHES
AR Calculme Finance 2018120520451 1252018 408PM ket kenHE |
SD PostRetumsd e |Z012120S214722  [1ZS20ISIATEM kem [kenTHE! |
{AR Print Stetements 'iz;ms'fzbctzéoim 'ffzr-uz'ms ZO1PM [kent [kenTHEl
;f«F! Periadic Maintena Ezmsizmmz 512-‘4«'20132:00 FM :Inem TKENTH El
{AR Print Statements  |20181204185845 [12/4/2018 1:38PM  |kent RERIEEL|
E}«P Post Payments izmmcmm&zo [MMZN2018 218 AM  [kent [KenTHEI |
;ap Print Chacks ;20181623!41302 liozazorasisam  kem [keEnNTHE! |
APPrepme Fayments 20180234 1DZ220IESTAM  kent kenmhE |
E;«P Post Transactions |20181023141531 'Etmzz.rzma HISAM ket JkenTHE
EAF" PostPayments  [20181022141313 (1022018513 A0 |kent KENTHE! |
ﬁP Paymert Voucher E-zmsicéamz#z |izaz0tasizam  kem [kenrer |
|AP Prepare Payments [20181022141221 lozasnBe2AM  |kem [kenTHEL |
éAP Prepare Peyments |20181023141111 [zaanesiram kem [KENTHEI |
/4R Post Cash Receipt 2018101840027 [1oriaz0i85.00aM  kent lkenTrEn |
m Daposits 20181018140014 loramo1as00am  kem lkENTHE! |
E;AR Pos:iCashReceit 081018135520 10ME201EEI5AM  kent [kenTrE |
|PC Depesits |20181018135411 [1or1a20188:50 20 kem KENTHEI |
PC Deposits izmstmsmms loriszoieeazam kem [kentrer |
AR Post Cash Receipt Ezﬁtstmﬁm ;mrﬁ.rzmé ZO6FM  kem [kenTHE! |
EAR Past Cash Receipt |30181017190511 ;mft?:zoisz:os Pl .kem [kenTHE!
PC Deposits 201B1017150415 [0 z06rm  kem lkENTHE! |
AR Post Cash Receipt imswmmﬁ [onnz0tazoarm | kent lkenTHE |
F_*C Deposits éémsmmsm:r i Emfmzots Z02PM [kemt wenToE |
4R Past Gash Reseipt [20787017185851 Em-‘n.'zma 158FPM  |kent kenTHED
PG Deposts 20181017185842 1017/2018 1:38PM  kent KENTHEI
EAR Hold/Release Inva [20181017185333 lormzote 1:53Pm kemt lkenTHE!
;ﬂR Post Cash Racsipt Ezotammmr lori7oia 152PM  kem [KENTHEI |
PC Deposits Ez{nammm [rorinzois ae P kem KENTHEI |
{AR Post Transactions Ezms-:omssazxt loriuzoiezserm  kem [kentrer |
{Print Inveice |zover0r11ss80s foruzoia2s6Pm  kem [kenTHE! |
IPC Pest .BiIIi;'ags BI04 “jmrmzotas.t? A kem lkenThEl 7
PC Print Invoices [201810113401711 1Or11/20189:17 A |kemt KENTHEI |
PCTrarsferBilings  [20181011141616 101120188 16AM  kent IKENTHE! |
?«IR‘ Past Cash Receipt Ezmmmt_mzss émrefmias:sa a0 ken KENTHEI
PC Deposits Ezmstotitcmsz Eu:ﬂnf.m'z«:mz,s:tiAM kent [kenNTHE! |
PC Pamt éiuings Ezm'stmetm [1oraz018 105240 kemt [kENTHE! |
éPrim Invaice izmmc-::efaszas l1orsra018 10:52AM ket [kenTHE
Etznm 12:19PM Kent Heitiamp

5-18 System Manager




SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT
Using the Administration Menu

USING THE ADMINISTRATION MENU

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.

e 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.

e 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

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.

e 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

| System Manager <
Company Setup
Setup and Maintenance
Master Lists
Tax Setup
System Audit
[= Administration

Groups

Users

User Mapping
Document Archive
Document Delivery
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2. The Payroll Year screen appears.

Payroll Year Screen

| SM Payroll Year [£3] | =]
Payroll

Company CPU
Year 21}_17

Copy Data

From Year |EH{H ]

|| Include Inactive/Teminated Emplayees

[ ok | | cance |

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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GROUPS

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 assigh 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

| System Manager 4

Company Setup
Setup and Maintenance
Master Lists
Tax Setup
System Audit
[=] Administration
Payroll Year
Users
User Mapping
Document Archive
Documert Delivery
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2. The Groups screen appears.

Groups Screen

|- sM Groups (€3] |

Company ID |CPN

Group Mame |admin || |New | |Permissions
-USEFS
%] kenth
[#| KentHe
[
[ Mome |
[ apply | [ ok || Deete | | Cancel |

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.
O 0 0 .0 0 0000000000000 0000000000000 0000000000000000000000000000000000010
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6. The Menu Security screen appears.

Permissions Screen

[E] Menu Security

E‘" Main Menu Accounts Payable —> Setup and Maintenance
Accounts Payable Vendors

e SCHIE E [#|  Transaction Batch Codes

-[¥] Transactions

-[¥] Transaction Journals B {0 Lodes

[7] Pay Invoices [*|  Distribution Codes

.[#] Management Reports [*|  Division Codes
Periodic Processing I  Priority Codes
[#|  Recuming Entries
Master Lists #|  Tems Codes
Productiaty Reports #1099 Field Indicators
+ Accounts Receivable [ 1099 Form Codes

Bill of Materials Kitting
Bank Recondiliation
Configurator

#.[¥] CRM

| Dashboard

v| Requirements Planning
: Fixed Assets

:

I#|  Payment Batch Codes

General Ledger
Inventory

: Project Costing

t-[¥] MFG - Bills of Material

v| MFG - Production

v | MFG - Routing & Resources
3 Payroll

Purchase Crder
Point-of-Sale

Service Director

.; System Manager

v| Sales Order

Portal

e Warehouse Management

Groups

| [ Cancel |

access.

7. Mark the check box next to the Main Menu menus for which you want to give this Group

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.

5-26 System Manager



SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT
Users .

USERS

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 <

Company Setup
Setup and Maintenance
Master Lists
Tax Setup
System Audit
[= Administration
Payroll Year
Groups
User Mapping
Document Archive
Document Delivery
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2. The Users dialog box appears.

Users Screen

| smusers E3) |
User Name |piser i3 || | T |
Password "'*" |#] Is Active
Domain 1 || Is Trusted
Group
Company ] [Eais
Elce ] 2amin
» CPN 1| admin
[ crPu 1] Sales
1| CRM
[ PH2
[
| None |
[ popy | [ o | [ Deete | |

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

Users & Groups - OPEN_SYSTEMS n
Name Type E
Accounts.Payable User
Accounts Receivable User

.Acctg.System User
| ACS_backup User
ACS_Sales User
| ACS_Support User
| ACS Support User
: Adam.Brister User
| Adam Zabek User
ADFS_Svc User

Administrator User —|

If you selected a domain user, the Domain and Group will display.

6.
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:
Select Users from the Administration menu.
Select the User Name you wish to edit from the list.

Make changes as needed.

A wonhoe

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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USER MAPPING

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

| System Manager <

Company Setup
Setup and Maintenance
Master Lists
Tax Setup
System Audit
[= Administration
Payroll Year
Groups
Users
Document Archive
Documert Delivery
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2. The User Mapping screen appears.

User Mapping Screen
|- st User Mapping (63| =]
HIH 4 1d6 b Mtz X |2 9 |[Q &= BB
[ [ userD e [ ik 1D
| webmaster Sales Rep JSK
;Jim Customer Atm(47
| Greg Vendor Acelil
Mary Employee BOUDD1
| |John Sales Rep MSL

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 g 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 |4 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

Continental Products Unlimited
SMUser Mapping

|Sales Rep
ESEE Rep
;C.:sl':mar
-‘."er'cjor

fE"nployee
Sélﬁ Rep

Link Typ=

| Link ID
_CiJL

JEK

AmO47
Aoelln

BOUOD1
MsL
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USING THE DOCUMENT ARCHIVE
MENU

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:

e 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.
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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

e Purchase Order

Accounts Receivable (Note: Sales Order and Service Director use the AR business
rule)

Point of Sale

Project Costing

Payroll

Workflow

Transactions

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:
e AP, Transactions, Transactions, Print Check
e AR, Transactions, Transactions, Print Invoice, Print TPS Receipt

e 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
e 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.

Printing Invoices, Checks, and Vouchers using Batching

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

Interactive Views

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:

e 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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e 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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MANAGE DOCUMENTS

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.

.0 0.0 0 0 0 0 0000000000000 0000000000000 0000000000000000000000000000000010
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

System Manager <

Company Setup

Setup and Maintenance
Master Lists

Tax Setup

System Audit
Administration

[=) Document Archive

Manage Documents

Document Delivery
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2. The Manage Documents screen appears.

Manage Documents Screen

| M Manage Documents Ig_&|_| =]
P Export Documents | Activity | Reset = Select Al | Unselect Al | Purge
Apply Filter & ]
And
[ Select [ Form ID [ Reference [ Document Number [ Run Time [ Description | User ID [ Host 1D [ Comments [ Document ’E

B = TR 1525 ' '5/10/2017251FM AP PrntCh.. kent KENTHEIT I " 1=
[ [ AF Check Acelil 1655 9/5/2017 1:54 PM AP Print Ch... kent KENTHEIT... | | 1

= AP Check Acelil 1659 3/25/201811:38 AM AP Print Ch... kent KENTHEIT... | |

=) AP Check Acelll 1666 3/25/2018 11:56 AM AP Print Ch... kent KENTHEIT... | o

(=l AF Check Adv008 1667 3/29/2018 11:56 AM AP Print Ch... kent KENTHEIT... | |

[=l AP Check Adw008 1674 3/25/2018 1:46 PM AP Print Ch... kent KENTHEIT... | ol

=] AP Check Bin004 1526 5A10/2017 251 PM AP Print Ch... kent KENTHEIT... | |

[} AF Check Bin004 1660 3/29/2018 11:38 AM AP Print Ch... kent KENTHEIT... | |

= AP Check Bin(04 1668 3/25/201811:.56 AM AP Print Ch... kent KENTHEIT... | ol

[l AP Check Bin004 1675 3/25/2018 1:46 PM AP Print Ch... kent KENTHEIT... | |

= AP Check Bin004 1679 3/29/2018 1:50 PM AP Print Ch...  kent KENTHEIT. | |

[l AF Check Cab012 1527 5/10/2017 251 PM AP Print Ch... kent KENTHEIT... | o

[=l AP Check Cab(12 1656 5/5/2017 1:54 PM AP Print Ch...  kent KENTHEIT... | |

(] AP Check Cab012 1661 3/29/201811:38 AM AP Print Ch... kent KENTHEIT. | -

= AF Check Cab2 1669 3/29/2018 11:56 AM AP Print Ch... kent KENTHEIT... | |

(] AP Check Com{02 1528 5/10/2017 251 PM AP Print Ch... kent KENTHEIT... | |

= AP Check Com002 1662 3/25/2018 11:38 AM AP Print Ch... kent KENTHEIT... | )

[ AF Check Com{02 1670 3/29/2018 11:56 AM AP Print Ch... kent KENTHEIT... | |

= AP Check Com{02 1676 3/25/2018 1:46 PM AP Print Ch... kent KENTHEIT... | |

=) AP Check Com002 1680 3/25/2018 1:50 PM AP Print Ch... kent KENTHEIT... | o

&= AF Check Digi010 1529 5102017 251 PM AP Prnt Ch... kent KENTHEIT... | |

[=l AP Check Hdr07 1530 5/10/2017 251 PM AP Print Ch... kent KENTHEIT... | | ‘Z

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

Browse For Folder

=]

v E] Documents
Adobe Scripts
Custom Office Templates

> DonationCoder
OneMote Motebooks
OQutleok Files
Snagit

50L Server Management Studio
Visual Studio 2015

Make New Folder

Cancel

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:

e Click the Purge button. The Purge Document window will appear.

Manage Documents - Purge Document Screen

Purge Document
} Execute | ] Activity | Reset
Option |Remove Documents ([~ || Prior To 8/24/2017 |
Function List
Form 1D Descﬂptlun
(B Acec——— icooutsPalede
|| AP Voucher Accounts Payable Vouchers
-] AR INVIOICE Accounts Recsivable Invoices
|=| PACheck Payroll Checks
=] PAVoucher Payroll Vouchers
=l PO ORDER Purchase Order Po
|| PROF INV Project Costing Professional Invoice
=l PS5 INVOICE Fairt-of-Sale Invoice
|=I PS RECEIPT Paint-of-Sale Receipt
LI 5D INVOICE Service Director Invaice
[ SO INVOICE Sales Order Invoices

A

|N°ne|

¢ 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.

e Select a command button:

Command Buttons

Name Description
Execute Purge the selected documents.
Activity View the Activity Log for processing.
Reset Set all fields to their default values.

¢ 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.
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Manage Documents

[E] Activity Log ] [m] X
=N 1066 b B |be X |3 A 1 | Ba @
Post Run Run Time v | Description User ID | Comments Print Log
3 8/24/2017 944 AM  Purge Document kent (—
20170824144355 8/24/2017 9:43 AM Purge Document kent | |
20170824144349 8/24/2017 543 AM Purge Document kent & |
20170824144342 8/24/2017 9:43 AM Purge Document kent | |
2017082444336 8/24/2017 943 AM Purge Document kert | |
20170824144327 8/24/2017 9:43 AM Purge Document kent | |
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.
The comments, if applicable, entered in the
Comments .
Comments field.
Print Log Not available for this function.

7. Select a command button:

Command Buttons

Name

Export Documents

Activity
Reset

Select All

Description

Export the selected documents as a .pdf to a

specific folder.

Not available for this function.

Set all fields to their default values.

Select all listed documents.
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Name Description
Unselect All Clear all check boxes.
Purge Open the Purge Document window.
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USING THE DOCUMENT DELIVERY
MENU

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:

e 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.

e Search the queue for documents that have not been sent, or that have been sent in
prior print runs.

¢ Purge sent item history.

e Mark unsent documents as sent.

.0 0.0 0 0 0 0 0000 0000000000000 000000000000000000000000000000MD0P0P0NDOPPNP0NDOPDNDPNDONDNTONDY
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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SMTP Settings

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.

Delivery Settings

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.

Delivery Staging

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.

Workflow

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.

e 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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e 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.
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SMTP Settings

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
P

System Manager <
Company Setup
Setup and Maintenance
Master Lists
Tax Setup
System Audit
Adminigtration
Document Archive
= Document Delivery
Manage Queue
Manage Document Delivery
Document Settings

2. The SMTP Settings screen appears.

SMTP Settings Screen
| sMswTP settings (5] |
H K 444 p W= XA 9|3 ® =[50
| SMTP Name SMTP Server | SMTP Port | Enable 55L | User Name Passwaord | Certicate
: Hotmail smtp live.com 587 ) joe.user@hotm... "
Gmail smtp .gmail.com 587 [»] jane user@gma... *°
_Yahoo smtp mail yahoo... 587 ) fred user@yaho... *****

Senders Name
051 Accts Rec
05l Accts Rec
05l Accts Rec

| Senders Email Reply Ta
info@osas.com  info@osas com
info@osas.com  info@osas com
info@osas.com  info@osas com

3. Click the New Record button * , on the toolbar, to open a blank SMTP Settings record.

|4

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:
e smtp.live.com - for Microsoft Hotmail accounts.
e 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

Password I} X

| oK | | Cancel |

e 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

o Open = X
- v 4 [ » ThisPC » Documents » v @ | Search Documents ¥
Organize ~ New folder |2, i | o
Name Date modified Type Size
~ 3 Quick access
Adobe Scripts 2/16/2017 8:43 AM  File folder
[ Desktop - ) X
Custom Office Templates 2/16/201 v File folder
2
& Dol i DenationCoder 2/ File folder
=/ Documents * OneNote Notebooks 8 File folder
&= Pictures 4 Qutlook Files 2. File folder
‘i Local Disk (C)  # Snagit 3 File folder
Buttons S0L Server Management Studio 3/ File folder
Comp Setup Visual Studio 2015 6/ File folder
=L 11FPchpl.pdf 2/ Adobe Acrobat D.. 224 KB
Documents
% Default.rdp /. Remote Desktop ... 3KB
SellipandMant "L Java Printing.pdf 7/ Adobe Acrobat D... 73KB
& OneDrive "1 Remote Desktop Redirected Printer Doc.... 3/ Adobe Acrobat D... 40 KB
= SPPrintLog.pdf 3/ Adobe Acrobat D... S1KB
I This PC o .
[ ] warepoRT 7/ File 1 KB
¥ Metwork
< >
File name: ~

e 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.

e 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.

e The Sender’s Name will display as the party the email came from when it is delivered
to the recipient.

e 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 | d , 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 (4 , 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 x , on the toolbar, to delete the selected SMTP Name.
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DOCUMENT SETTINGS

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

System Manager <
Company Setup

Setup and Maintenance

Master Lists

Tax Setup

System Audit

Adminigtration

Document Archive

= Document Delivery
Manage Queue
Manage Document Delivery
SMTP Settings
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2. The Document Settings screen appears.

Document Settings Screen

| M Document Settings @I_|

B 4 4q5 b M b X |3 4 @ = |Ba @
Form ID S0 INVOICE [E.]
|#| Auto Send

Fax Cover Page

Subject Invoice

E-mail

SMTP ID |Hotmal [ (] Send as HTML
[CL.ISl.NﬂIT\E]
[Contact]
[Addr1]

[Addr2]
[City], [Region] [PostalCode]

Here is your Invoice. Your order has shipped and will be amiving shortly.
Please contact me with any guestions

Body Regards,
[Repid]

Document Name | Invaice - [InvoiceNo]

| File

Attachment

144, | 4| Record 0 of O |oks| () |dh) 1=

|| s

‘ Fields |.Ft.>rmais | Misc Fields |

Addr 1

Addr2

Attn

Batchld
Billaddr1
BillAddr2
Billattn
BillCity
BillContact
BillCountry
Bill Custld

Bill CustMName
BillEmail
BilFax
Billlnternet
BilllntiPrefis
BillPhone
BilPostalCode
Billkegion
City
Contact
Country
Currencyld
Custld
Custiame
CustomerPolNo
DiscAmt
DiscAmtFgn
DiscDueDate
Email
ExchRate

ks

k=l

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
e AR STMT - Accounts Receivable Statement
[ ]

PA Voucher - Payroll Voucher
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e PO ORDER - Purchase Order PO

e PO REQUEST - Purchase Order Request
e POApprvReq - PO Approved Request

* PROF INV - Project Costing Professional Invoice
e 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

e SO QUOTE - Sales Order Quote

e SO RMA - Sales Order RMAs

e TPS RCPT - Payment System Receipt

. 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.

. 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.

. 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.

. 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).

. 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
(j+]) to add a file to the list. Navigate to the attachment file using the Browse button (=] ).
Use the View button ( 2 ) 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.

Fields Tab
Document Settings - Fields Tab

[\ Filds | Formats || MiscFields |

4]
addr2 T
Attn

Batchld
BillAddr 1
BillAddr2
BillAttn

BillCity
|BillContact
|BillCountry
Bill Custld
BillCusthame
BillEmail
|BillFax
|Billlnternet
|BillintPrefix
|BillPhone
|BillPostalCode
|BillRegion
city

|Contact
Country
Currencyld
Custld
Custame
|CustomerPoNo
DiscAmt
DiscAmtFgn
DiscDueDate
Email
ExchRate

1€

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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Formats Tab

Document Settings - Formats Tab

| Fields ‘ Formats |Mi5cFieIds |

|AmountBase - #,##%.00

|BillPhone - Bill To Country format
|BillPost - Bill To Country format
Date -Mfd/fyyyy

DateTime - Mfdfyyyy h:mm tt
LongDate - dddd, MMMM d, yyyy
LongDateTime - dddd, MMMM d, yyy

|Rate - #,###.000
|ShipPhone - Ship To Country format
|ShipPost - Ship To Country format
|SaldPhone - Sold To Country format
|SaldPost - Sold To Country format
UnitCost - #,##%.,0000

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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Misc Fields Tab
Document Settings - Misc Fields Tab

*CompAddr2 |
FCompCity
FCompCountry
*CompEmail
FCompFax
FCompInternet
“CompMame
*CompPhone
*CompPostalCode
*CompRegion
*CurrDate
*CurrDateTime

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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Example:
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.

5-60 System Manager



SYSTEM AUDIT, ADMIN AND DOC MANAGEMENT
Document Settings

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 d , 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 x , 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 |2 to preview the selected Form ID.
2. The Preview Report screen appears.

3. Select the Print button |4 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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Page 1

Form ID
Auto Send
Fax Cover Page

| Subject
E-mail

SMTP ID

Body

attachment
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50 INVOICE

Invoice

Hotmail

[CustName]
[Contaci]
-

[Addr2]
[City]. [Region] [PestalCode]

Send as HTML

Here is your Invoice. Your arder has shipped and will be arriving shortly.

Flease contact me with any questions.

Regards.
[Replid]

Document Nams Invaice - imvaiceNo]

| File

M4 4| Record 0 of 0 b 8 s =<

BlFax
Bilinternet
BilintPrefix
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MANAGE DOCUMENT DELIVERY

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

System Manager <

Company Setup

Setup and Maintenance

Master Lists

Tax Setup

System Audit

Adminigtration

Document Archive

[=] Document Delivery
Manage Queue

Document Settings
SMTP Settings
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2. The Manage Document Delivery screen appears.

Manage Document Delivery Screen

‘ 5M Manage Document Delivery. [£3] | €3
4 [ 1d26 b M|k K@ & o 1| B3 @ [[Epot - | Views ~ @
Apply Filter " z
And
S
[ Contact Type [ Contact 1D [ Document T.. [ Delivery Met.. Display Name [ Deliver To [ Subject [ Attachment ...
N cusore: RN SOINVOICE  Evmail " Jon Dalmakk  kent heitkamp_..  Invoice PDF
: Customer Acell SO QUOTE E-mail Jon Dalmark kert heitkamp... Quote PDF
.Custnmer AltDD3 S50 QUOTE E-mail Jon Dalmark kent heitkkamp Quate PDF
.Custcme( Arg026 50 INVOICE E-mail Keiko kent heitkamp...  Invoice PDF
Customer Argl26 S0 QUOTE E-mail Keiko kent hetkamp... Quote PDF
Customer AtmO47 S0 INVOICE E-mail Frank Mitchell kent heitkamp... Invoice PDF L.
fCustomer AtmD47 S0 QUOTE E-mail Frank Mitchell kent heitkamp... Cuote PDF I
| Customer Moul27 S0 INVOICE E-mail Don Zander kent heitkamp... Invoice PDF
| Customer Moul27 SO GQUOTE E-mail Don Zander kert hetkamp... Cucte PDF
| | Customer Kdh001 50 INVOICE E-mail Test kent heitkamp... Invoice PDF
.Customer AD03 S0 ACK E-mail Jon Dalmark kent heitkamp... Order Acknowl... PDF
.\c"endor Acelll PO ORDER E-mail Julie Simon kent heitkamp... Purchase Order PDF
Vendaor Acelll PO REQUEST  E-mail Julie Simon kent heitkamp... PO Reguest PDF
Vendor Hdr07 PO ORDER E-mail Cassandra Wel... kent heitkamp... Purchase Order PDF 4
| | Vendar Hdr07 PO REQUEST  E-mail Cassandra Wel... kertheitkamp... PO Request PDF
Vendar Hdr07 PoApprvReq E-mail Cassandra Wel .. kent heiticamp PO Approval PDF
.\u"endur AdvD0B PoApprvReq E-mail Gabriella Scott  kent heitcamp... Purchase Crder PDF
| Vendor Adv008 PO REQUEST  E-mail Gabriella Scott  kent heitkamp... PO Request FDF
.\u’endor Bin004 PofpprvReq E-mail Thos. Boswell kent heitkamp... Purchase Order PDF
5

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.

The Contact Type is displayed and cannot be edited.
The Contact ID is displayed and cannot be edited.

The Document Type is displayed and cannot be edited.

N oo s

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:

3

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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Contact Type |  Gontact ID

Customer
:C ustomear
iCustomer
sCustomer
iCustomer
-C ustomer
Customer
iCustomer
iCustomer
\Customer
iCustomer
MWendor
Wendor
;\"err_\or
Mendor
Vendaor
Aendor
Wendor
Vendor
Wendor
“Wendor
Wendor
i¥endor
:C.i-sl-:vner
Wendor

iCustomer

AceDli
.Au:i':l'-
ARDDE
'Ar.;aze
'A:-;-:zs
:AI.TI‘:H?
.Al’n-'.\-ﬂ
MouldZ7
Moud27
.Kf_‘ hoD1
lAIll-D:lE
..»!r_e.’;ﬂ'-,
] .;!-«:i':)'-
HdrlT
.Hd 007
.H-:'rC\."IF
IkarDB
.Ar:\-DDE
.BirJC-'.\4
B0
.Ca b012
.Ca b012
.Ar:a(zﬂ';
lﬂw:eCL'-
.)!\C'UC'E
'huma

TG 2:27 PM
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DmnlatTvpe]Deivu‘med| Display Name I Delver To |

SOINVOICE
.SCI QUOTE
.SCI QUOTE
.SO INVOICE
-SDQUCIT E
.SD INVOICE
.SCIQUCIT E
ISD INVOICE
SO QUOTE
.59 INVDICE
.SD ACK

POORDER

FOREQUEST
.PCI ORDER
lPO REQUEST
.F\g&«ppNRx_
.P-:\kpprvRa:-
lP\"‘_.l REQUEST

PoApprvReg

POREQUEST
.PU‘*DDWRQQ
|roRECUEST
.PuﬁppNRE}
lAR INVIDICE
lPocRDER
-5:- INVOICE

_EenEH
E-mazil
E-mail

.Eqnan

.Enﬂaﬂ
E-mail

.E+neﬂ

.E<naﬂ

E-mail

E-mail
E-mail

E-mail

E-mail

E-mazil

E-mail

E-mazil

E-mail

E-mail

E-mail

E-mail
.E-m:-il
.E-mail
:E—rnail
E-mail

E-mail

E-mail

Jon Dalmark
IJor Daimark
IJor Dzlmark
.Kaiko

lKaik'J

.Fﬁl'k Mitchell
:Fmrk Mitchell
.D-:vr Zander

Don Zander
.Tai

lJ-:!r- Dzlmark
.J..'I'ES'rnor
.J.;IiaSifnor‘
.Ca»ssa ndra Wele
.Cassa ndra Wele:
ICéssa ndra Welkc
I-”._-Ebrellas-:-:ﬂi
lGabrieIla Scott
.Th:s. Boswell
|Thos. Boswell
.Malil\:a Brunfeld
.r-1aiil:f:— Brunfeld
:J.;IieSirnor

Jon Dalmark
.Gabriella Soott
.J-:|r‘ Dalmark

kent heitkamp@
-karl.r‘ai‘lke'np@ |
kent heitkamp@ [
-kerl.l'ai‘lkamp@ [
.ker-l.r‘ei‘lkzm;r@ |
kent heitkamp@ [
p———
kent heitkamp@ |
kent heitkamp@

-kart.l'ei‘tka'-np@ |
-keri.r'ei‘lksmp@ |
-ker.t.hei‘lkasrnp@ |
“kari.r'ei‘lk,a'np@"
kent heitkamp@ |
kent heitkamp@ |
kent heitkamp®@ |
kent heitkamp@ [
kert heitkamp®@ |
-ker-i.r'ei‘lkzmp@ |
lkent heitkamp@
-kert.hai‘tka‘.np@ |
[Pa————
kent. heitkamp@ |
.kart.rei‘tk,a‘.np@ [
-kerl.r‘ei‘lkaanp@ |
.ker.i.hei‘lkamp@ [
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Subject
Imwoice:
Quote
Quote
Inwoice
Quote
Inwoice:
Quote
Inwoice
Quote
Inwoice
Dr\éer Acknowiz
Punchase Order
PO Reguest
Purchase Ordar
PO Reguest
PO Approvsl
Purchase Order
PO Reqguest
Purchase Order
F.'-D Raﬂ st
Purchase Order
PO Request
Purchase Order
Irvoice
Purchase Ordar

Inwoice

Page 1

pamrs o

FDF
FDF
\PoF
lpor
\FoF
PDF
FDF
PDF
FDF
FDF
FDF
FDF
FDF
\POF
FDF
PDF
FDF
FDF

FOF

FOF
IFDF
FOF
FOF
FOF
lpoF

FOF
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MANAGE QUEUE

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

Print Invoice I} X
i Print L[?%n]Oulpul - | =1 Send gPreview Reset | [ Activity | Search Document | Search Documert Gueus

Report Currency Invoice Print

Date

3./24/201 714 |»| Additional Descriptions

Message 1002 [ || Federal Tax 1D

|| Print Kit Detail
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When you Print the document, a Print Status window will appear.

Print Status Screen

=] Print Status [® = O x
| Category Description Status
i Email kent heitkamp@osas.com Queued

When you close the Print Status window, the Document Queue screen will display showing all
documents currently in the queue.

Document Queue Screen

Document Queue [ x

b Send | Activity | Reset | Select Al | Unselect Al | Mark As Sent | Show All

| Select | Delivery Method | Subject Deliver To | Display Mame | Run Time Contact ID Document Number Sent Edit
N = B Invoice kert heitkamp @osas.com Jon Dalmark 8/24/20173.16.. AR08 16 ER=

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 (T - |) 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

Edit Document Queue I} x
0K

Subject |
Deliver To kent heitkamp @osas com

Display Mame |Jon Dalmark

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

| System Manager <

Company Setup

Setup and Maintenance

Master Lists

Tax Setup

System Audit

Administration

Document Archive

= Document Delivery
Manage
Manage Document Delivery
Document Settings
SMTP Settings

2. The Manage Queue screen appears.

Manage Queue Screen

| sMManage Queve [£3| |
P Send | 7] Activiy | Reset | Select All | Unselect All | Mark As Sent | Puge | Show Al
Apply Filter &2

And
| | Select |DocumentType | Delivery Method | Subject | Delver To | Display Name | Run Time | Contact ID | UserID | Host ID | Document Number | Key Value |sent | Edt | Document
5| ©  PoOmer Email  FPuchaseOrder  kenthetkamp@osas com Gabriela Scoft  7/3/2018 407 .. Adv008 kent KENTHEITKA... 00000030 TransiD = 00000... ()  [ween
|| @ soacx Emai Order Acknowle... ket hetkamp@osas.com Jon Dalmark  7/3/2018 408 .. At008 kent KENTHEITKA Transld = 00000.. [0 [ren |
B S0AK Email Order Acknowle... ket hetkamp@osas.com Jon Daimark ~ 7/3/2018 4:16 ... ALD0S kent KENTHEITKA Transld = 00000... | [ [ [-
[l S0INVOICE Emai Invoice kent heitkamp @osas.com Jon Dalmatk 12714201721 AD0B kent KENTHEITKA.. 18 Transld = 00000.. [T [ree ] |
[l SOINVOICE Emai Ihvoice kent heitkamp@osas.com Jon Delmatk ~ 7/3/2018.4:14 ... ADDB kent KENTHEITKA... 35 Transld =00000... | [ s [c

[
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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 (T - 1) 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

Edit Document Cueue B x

oK
Subject
Deliver To kent heitkamp Eosas com

Display Mame |Jon Dalmark

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

[ Document Delivery Status I} - ] had

: Document Type Category | Description Status

. B3 SO INVOICE ] Email ket heitkamp @osas .com Sent
| | S0 INVODICE Email kent heitkamp @osas .com Sent
|50 QUATE Email kent heitkamp@osas com Sent
| SO QUOTE Email kent heitkamp&@osas.com Sent

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

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 the selected documents as Sent. This
Mark As Sent allows the documents to be removed from
the queue via the Purge function.

Removes documents from the queue. Only
Purge documents that have been sent or are
marked as sent can be purged.

Filters the list to show sent and unsent

Show All/Hide Sent
/ documents, or only unsent documents.

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.
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2. The Purge Document Queue window appears.

Manage Queue - Purge Document Queue Screen

Purge Document Queue [i5 X
} Execute | [ Activity | Feset
PriorTo | 8/1/2018 |+

Function List

Form ID Description | | Al ‘
Purchase Order Po
|-l PofpprvReq F‘O Approved Request |loge_‘
= 50 ACK Sales Order Acknowledgements
|| S0 INVOICE Sales Order Invoices
1=/ 50 QUOTE Sales Order Guotes

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

Name Description
Purge sent documents of the selected
Execute
type(s).
Activity Operlw the A.ct.lwty Log to view previous
purging activity.
Reset Set all fields to their default values.

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

[E Activity Log -] - a x
=] 1062 b M b X | [@ A .Y
Post Run Run Time v | Description User ID | Comments
§ | 20170824204344 8/24/2017 3:43 PM Purge Document Queue  kent
20170824204337 8/24/2017 3:43 PM Purge Document Queue  kent
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.
The comments, if applicable, entered in the
Comments

Comments field.

Print Log Not available for this function.
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