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Introduction

Welcome to OSAS

Welcome to the Sales Order application for OPEN SYSTEMS
Accounting Software® (OSAS®). Sales Order helps you
account for orders you take from customers. Sales Order
encompasses the capabilities of Accounts Receivable; you can
record sales you made to customers and orders that have not
been paid. Sales Order lendsits tracking capabilities to other
applications associated with tracking assets (Inventory, for
example).

Sales Order represents an asset; when you take orders from
customers, the orders (when goods are shipped and invoices
are posted) are expressed as gains to your source of revenue
and losses to the assets the customers bought. For example,
when you sell goods, the order represents aloss to inventory;
when you apply invoices to the order, it represents again to
your capital.

Sales Order plugs into Resource Manager, the foundation of
OSAS. Consult the Resource Manager guide for more
information on basic OSAS functionality and details on how
Resource Manager works within the OSAS system.
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CHAPTER 1 e Introduction

About This Guide

Conventions

Inquiry

1-2

Maint

This guide describes the functions that make up the Sales Order application and
gives details on how Sales Order fitsinto your existing business workflow. This
guide is divided into these sections:

Chapter 1 introduces OSAS and the Sales Order application, and describes
the basics of the Sales Order system and how to navigate around OSAS.

Chapter 2, Installation and Conversion, details how to install Sales Order
using Resource Manager and how to create or convert the datafilesit
requires.

Chapter 3, Getting Started, gives information and checklists on the steps you
need to perform to set up Sales Order.

Chapters 4 through 12 contain function descriptions organized by menu.
These chapters mirror the order that appears on the Sales Order menu.

The Appendixes contain supplementary material not directly related to Sales
Order functionality.

The Index is atopical referenceto theinformation in the rest of the chapters,
and concludes this guide.

This guide uses the following conventions to present information.

When the Inquiry or Maintenance commands (or both) are available for afield,
the Inquiry and Maint flags appear in the margin. See page 1-24 and page 1-28
for more information on these commands.

When you see the phrase “use the Proceed (OK) command” in this guide, press
Page Down in either text or graphical mode to continue. In graphical mode, you
can aso click OK to proceed.

Sales Order



The Sales Order System

Use the Sales Order system to account for orders you take from customers. Sales
Order encompasses the capabilities of Accounts Receivable; you can record sales
you made to customers and orders that have not been paid. Sales Order lends its
tracking capabilities to other applications associated with tracking assets
(Inventory, for example).

Sales Order represents an asset; when you take orders from customers, the orders
(when goods are shipped and invoices are posted) are expressed as gains to your
source of revenue and losses to the assets the customers bought. For example,
when you sell goods, the order represents a loss to inventory; when you apply
invoices to the order, it represents a gain to your capital.

Application Interaction

Sales Order needs Accounts Receivable to work properly. The two applications
can stand alone as one, but you get optimal use from them when you interface

them with other applications.

Accounts Bank
Receivable * Reconciliation
3 General
" Ledger
A
I Y
Sales Order M | tory -
Joh Cost
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Interfacing applications means that the information you enter in one application
can be transferred to and used in other applications, reducing data entry time and
the number of errors that might creep in along the way.

Menu Structure

1-4

The Sales Order menu structure is similar to that of Accounts Receivable and
other OSAS applications: functions appear roughly in order of use.

These Sales Order menus and functions are identical with those in Accounts
Receivable: Open Invoices and Codes Maintenance.

Sales Order shares some A ccounts Receivable menus with some of itsown
functions: Information Inquiry, Daily Work, Transaction Reports, History
Reports, Periodic Processing, File Maintenance, and Master File Lists.

The Sales Order Information Inquiry menu has one additional function: Orders.

The Transactions and Change Batches functions on the Sales Order Daily
Work menu are dightly different from their Accounts Receivable counterparts.
The Copy Recurring Orders function replaces the Copy Recurring Entries
function in Accounts Receivable. The Release Scheduled Blankets function is
unique to Sales Order. For a description of the rest of the functions on the menu,
see the Accounts Receivable User’s Manual.

The Sales Order Shipping Reports menu contains many functions unique to
Sales Order. Use these functions to produce forms for warehouse control and
shipping, and reports that help you ship your orders more efficiently.

The Sales Order Transaction Reports menu has two additional functions: Open
Order Report and Blanket Order Report. Produce the Open Order Report to see
which orders still need payment. Produce the Blanket Order Report to see the
status and remaining amounts of the blanket orders you have on file.

Two functions on the Sales Order Transaction Reports menu differ from the
Accounts Receivable functions: Print Invoices and Post Transactions. Usethe
Print Invoices function to print an invoice or aquote for an order. When you post
transactions in Sales Order, unposted transactions in the batch can remain there,
or you can move them to a new batch.

Sales Order



The Sales Order System Introduction « CHAPTER 1

The History Reports menu contains two new functionsin Sales Order. Use the
Shipping Efficiency Report and the Customer Shipping Efficiency Report to help
you analyze your effectiveness in shipping orders in accordance with your
customers' requests.

The Purge Selected Files function on the Sales Order Periodic Processing
menu replaces its counterpart in Accounts Receivable.

The Sales Order File Maintenance menu has three additional functions:
Recurring Orders, Edit Sales Order Number, and Shipping Label Setup.

The Recurring Orders function in Sales Order replaces the Recurring Entries
function in Accounts Receivable. The purpose is the same: to establish arecord
of atransaction that you know ahead of time will come in regularly.

Use the Edit Sales Order Number function to reset the next number for system-
generated sales order numbers.

Use the Shipping Label Setup function to design your shipping labels.
The Sales Order Master File Lists menu has one additional function: Recurring

Orders List. Useit to produce alist of recurring orders entered in the Recurring
Orders function.

File Information

Sales Order

Sales Order makes use of several Accounts Receivable files (see the Accounts
Receivable User’s Manual). Sales Order files are described below.

The SOTDxxx and SOTHxxx (Open Order) files store records for orders and
returns entered through the Transactions function before they are posted. If
Sales Order interfaces with Inventory, this function updates serialized and
nonserialized item balances and costsin the INVExxx (Items) and INLDxxx (Item
Location Detail) files. The SOTHxxx file stores header information; the
SOTDxxx file stores line-item, header, and order totals information.
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The SOBLxxx and SOBHxxx (Blanket Order) files store records for blanket
orders, much as the SOTDxxx and SOTHxxx files store regular orders. The
SOBHxxx file stores header and totals information about blanket orders; the
SOBLxxx file stores line-item information about blanket orders. You can release
new ordersto the SOTDxxx and SOTHxxx files based on the blankets at any time
using the Transactions or Release Scheduled Blankets functions.

The SORHxxx and SORLxxx (Recurring Order) files store records for recurring
orders, which are not real orders until you copy them to the SOTDxxx and
SOTHxxx files. The SORHxxx file stores header and totals information about
recurring orders; the SORLxxx file stores recurring order line-item information.

The SODExxx (Additional Descriptions), SORDxxx (Recurring Additional
Descriptions), and SOBDxxx (Blanket Additional Descriptions) files stores
additional descriptions you assign to line items when you enter orders, recurring
orders, and blanket orders, respectively. Thisfileisused only if you elect to use
additiona descriptionsfor line items when you enter ordersin the Resource
Manager Options and Interfaces function.

The SOKTxxx (Kit Detail) and SOBKxxx (Blanket Kit Detail) files stores such
information as quantities and components from the Bill of Material /Kitting
application if it interfaces with Sales Order.

The SOLSxxx (Lot and Serialized Item) file stores serial numbers and lot
numbers associated with line itemsin an order.

The SOBSxxx (Blanket Schedule) file stores the scheduled ship quantities and
dates for a scheduled blanket order. The information in thisfileisused in
conjunction with the Release Scheduled Blankets function to create new orders
based on the contracted dates.

The SOSLxxx (Picking Slips Restart) file stores information for reprinting
picking slips. When you use the Picking Slips function to print a picking slip,
thisfile is updated with the slip number. Thereafter you can reprint that dip.

The SOPLxxx (Packing Lists Restart) file stores information for reprinting

packing lists. When you use the Packing List function to print a packing list, the
file is updated with the list number. Thereafter you can reprint that list.

Sales Order
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The SOLHxxx and SOLLxxx (Bills of Lading) files store records for hills of
lading forms, which are created based on the information stored in the SOTDxxx
and SOTHxxx filesfor each order you print bills of lading formsfor. The
SOLHxxx file stores header information for the bills of lading, including address,
collection and emergency data; the SOLLxxx file stores line-item information for
the bills, including the contents of the shipment.

The SOLCxxx (Billsof Lading Hazardous Materials) file stores hazardous
material codes associated with the line itemsin the SOLLxxx file, if any.
Hazardous materials codes can be copied directly from the Inventory filesif
Sales Order interfaces with Inventory.

The SOKHxxx (Kit History) file stores history information from the Bill of
Materia g/Kitting application if it interfaces with Sales Order.

File Interaction

Sales Order

The Sales Order system tracks money committed and owed to you by customers.
When you enter and post orders, information isretained in or distributed to the
appropriate files to keep the information up to date, make the information
available through reports, and keep the system in balance.

File Maintenance

Most of the Sales Order system is already set up when you set up the Accounts
Receivable system, but you must make a few modifications.

Use the Recurring Orders function to enter recurring orders, or orders that you
know will comein regularly. The information is kept in the SORHxxx,
SORLxxx, and SORDxxx files.

Use the Tables function to make adjustments to values (accounts, finance
percentages, and so forth) that are to be used throughout the system. The
information is kept in the SOTB file.

If you elected to have the system generate sales order numbers in the Resource

Manager Options and Interfaces function, use the Edit Sales Order Number
function to change the number the system assigns to the next sales order.
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Use the Shipping Label Setup function to design your shipping labels. This
information is stored in the SOLB file.

Daily Work

You can create an order one of these ways: copy arecurring order from the
SORHxxx and SORLxxx files, release a blanket order from the SOBHxxx and
SOBLxxx files, or enter the information through the Transactions function. In
any case the new order information is stored in the SOTDxxx and SOTHxxx files.

If you do not want an order to be copied to the SOTDxxx and SOTHxxx files
after a particular date, you can specify a cutoff date in the recurring order record.
If you specify acutoff date when you copy recurring orders, those with the cutoff
date before the one you specify are not copied.

The Copy Recurring Orders Log, which is produced when the orders are copied,
shows the new order numbers, line-item information, customer 1Ds, and
individual and total amounts of the orders that were copied.

You can create three types of blanket orders. An on-demand blanket is an order
to purchase set quantities of items at a specific price over a period of time. A
dollar amount blanket is a standing order to purchase any items up to afixed
total amount. A scheduled blanket is an order that lists fixed quantities of
specific items to be delivery on specified dates.

Any of these blanket order types can be set up, maintained, and released through
the Transactions function. Scheduled blankets can also be released using the
Release Scheduled Blankets function. You can stop blankets from being
released by entering a close date in the blanket order header.

Produce the Scheduled Blankets Report to detail the upcoming scheduled
shipments for scheduled blanket orders based on the scheduled ship datesin the
blankets. Then release the orders you need to ship.

When you enter an order, you must do one of these things: enter details about the
order (header and line-item information), or verify the order to show which items
have been shipped and which are to be backordered. The header information is
stored in the SOTHxxx file; line-item detail is stored in the SOTDxxx file.

Sales Order
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Sales Order

An order goes through several stages, any one of which can be the order’s first
stage. The Transaction Type selection screen takes all the possibilitiesinto
account.

When you enter details about a new order without doing any other task, the order
has new status. You must gtill verify the order to show what was shipped and
what is to be backordered.

When you enter or edit an order, you can enter 10 lines of additional information
about each lineitem if you elected to enter additional descriptive text inthe
Resource Manager Options and Interfaces function. The text is stored in the
SODExxx file and prints on picking dips (if you want), packing lists, invoices,
and credit memos.

When you enter details about an order and print the picking dip, the order has
picked status. When you enter the fact that goods have been sent—at that point
or at alater time—the order has verified status.

In addition to regular orders, you can enter miscellaneous credits. To the system,
amiscellaneous credit is an order with a negative value. The information is
entered the same way and is kept in the same files as a regular order, but the
figures are credited instead of debited. Use miscellaneous credits to enter
customer returns or to cancel out debitsthat are too large—for example, because
the person entering the order information made a mistake. You can create
miscellaneous creditsthat apply to blanket orders automatically using the blanket
order entry tasks in the Transactions function.

You can use the Price Quote option on the Transaction Type selection screen to
enter information as though it were an order but not have it actually be an order.
You use a price quote to cite dollar amounts to customers. If a customer decides
to pursue the transaction, you can mark the information in the SOTDxxx and
SOTHxxx files as an actual order.

After you enter an order, the relationship between the SOTDxxx and SOTHxxx
files, the ARCRxxx file, and the ARINxxx file is the same as that of the
comparable filesin Accounts Receivable. The SOTDxxx and SOTHxxx files
store the open orders (including transactions, independently of how much money
was paid). The ARCRxxx file stores money received; when you post, the
ARINxxx and ARCUxxx files collect and reconcile information.
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When you enter aline item for a serialized inventory item or for alot item, the
serial numbers or lot numbers associated with the line item are stored in the
SOLSxxx file. When you post averified order with serial numbers, those number
are cleared from the SOLSxxx file.

Producing Reports and Shipping Orders

After you have entered the transactions for the day, produce picking slips for new
and changed orders. Information and statuses for picking slips are kept in the
SOTDxxx and SOTHxxx files. Next, produce the Requested Ship Date Report to
see alist of the orders you need to ship based on the requested ship dates you
entered on the orders. Use this report to plan for and execute shipments against
your orderson file. You can then ship the orders and verify them.

To resolve questions about shipping orders, you can use the Backorder
Allocation Report and the Order Fulfillment Report to check for adequate stock
tofill the orders onfile.

After you verify the orders you have shipped, print shipping labels, packing lists,
bills of lading, and invoice or credit memo forms where necessary. Information
and statuses for shipping labels, packing lists, and invoices are kept in the
SOTDxxx and SOTHxxx files. Information for the bills of lading is stored in the
SOLHxxx, SOLLxxx, and SOLCxxx files.

Note: You can also produce picking dlips, packing list and invoices and credit
memos online for a customer if you elected to print these forms online in the
Resource Manager Options and Interfaces function.

You should also produce these journals and reports before you post:

¢ Producethe Sales Journal and the Miscellaneous Credits Journal to check for
errors and to use as part of the audit trail. The Sales Journal showsthe
transactions entered through the Transactions function; the Miscellaneous
Credits Journal shows the transactions entered through the Miscellaneous
Credits option in the Transactions function. Thisinformation comes from
the SOTDxxx and SOTHxxx files.

¢ Produce the Open Order Report to view several kinds of itemsin the

SOTDxxx and SOTHxxx files: returned items, backordered items, items that
were not verified, and items that were verified but not posted.

Sales Order



The Sales Order System Introduction « CHAPTER 1

Sales Order

Produce the Blanket Order Report to see the status and remaining amounts
for the blanket orders on file.

Produce the Backorder Allocation Report for alist of orders that can be
filled after items are received in Inventory. You can fill the orders based on
the order dates, customers, sales reps, or order numbers. Thisinformation
comes from the SOTDxxx and SOTHxxx files.

Posting Orders

When you post transactions, several files are affected:

Verified orders and returns are moved from the SOTDxxx and SOTHxxx
filesto the ARINxxx file. If you post an order with serialized items, the order
is cleared from the SOLSxxx file and theitems’ status becomes sold.

Sold seria numbers and lot information about sold items are deleted from
the SOLSxxx file.

Information from the SOTDxxx and SOTHxxx files updates the ARSRxxx,
RMTXxxx, ARCUxxx, ARHIxxx, and ARHSxxx files.

Information stored in the SOLLxxx, SOLHxxx, and SOLCxxx files are
cleared for shipped orders.

Information from the SOTDxxx file pertaining to blanket orders updates the
SOBLxxx and SOBSxxx files. Posted totals are a so updated in the
SOBHxxx file, and expired and fulfilled blanket orders are closed.

History Reports

Produce the Shipping Efficiency and Customer Shipping Efficiency Reports to
analyze your success in meeting the ship dates you customers have requested.

Periodic Work

If your files becometoo large, you can clear some datafrom them. Usethe Purge

Selected Files function to purge the SORHxxx and SORLxxx files of recurring
orders with a cutoff date before the date you specify, and to remove older orders
with a quote status from the SOTDxxx and SOTHxxx files.

1-11
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Productivity Reports

Sales Order includes a number of productivity reports in Microsoft Excel®
format. These reports connect directly to your OSAS data viathe ODBC/JDBC
driver (included with OSAS 7.5) and allow you to use spreadsheet tools to
mani pul ate the data as you want and produce charts and graphs to visualize
trends.

The spreadsheet reports are listed on the Productivity Reports menu. Double-
click areport name to automatically launch Excel or any other spreadsheet
program capable of opening an Excel-formatted spreadsheet to open the report.
Use the selection boxes to filter the information that appearsin the report, or use
the tool s within your spreadsheet software to create charts and graphs from the
report’s data.

1-12 Sales Order



Starting OSAS

In Windows

In Other
Operating
Systems

Using
Parameters

Sales Order

OSAS runs on an operating system supported by 150 MB of permanent storage
and 4 MB of RAM. You may need additional space or memory, depending on the
size of your datafiles and the operating system you use. Consult your reseller for
more information.

To start OSAS on acomputer running Windows, double-click the OSAS shortcut
on the desktop or access the program from the Start menu.

To start OSAS on an operating system other than Windows, enter osas at the
operating system prompt. If your operating system has graphical capabilities, you
can aso use the OSAS shortcut to start OSAS.

You can use the -u, -c, -a, and -t parameters in OSASS shortcut properties or after
the osas command so that the system automatically uses the appropriate user 1D,
company ID, and access code to save time logging in.

In Windows, open the OSAS shortcut’s properties and enter these parameters
after the path in the Target field (as in the example below; be sure to use the
correct directories for your system).

C:\basis\bin\bbj.exe osasstrt.txt -q -tTOO0 -cD:\osas70\progrm\config.bbx - -
uSam -aapple -cH

Note: In Windows, the -u, -c, and -a parameters must follow the separation dash.

In other operating systems, enter the parameters after the osas command, asin
this example:

osas-t T2 -c B -a apple

Note: You can enter these parametersin any order, but you must leave a space
between the parameter mark (-t, -c, or -a) and the parameter itself.

Refer to the Resource Manager guide for more information on these parameters.
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Logging In

After you start OSAS, the login screen appears.

IEX 0545 Login = |
/g\)AS ’
T OPEN SYSTEMS® decounting Software
Uszer ID Sam
Company D H  Builders Supply -
oK

Tologinto OSAS, enter your User ID, the Company ID you want to work with,
and your Access Code. If you want to save your access code so that you do not
need to enter it again, select the Save Password? check box (or enter Y in text
mode) to save your information. Finally, click OK or press Enter to login.

This screen appears only after you have set up users and access codes for the
OSAS system.

Access Codes

1-14

Access codes limit use of the system and protect sensitive information. Each
code alows access to specific applications, menus, and functions. If you cannot
select amenu or function, your access code is not authorized for it. Use the
Access Codes function in Resource Manager to set up access codes.

To change access codes, select Access code from the File menu, click the

Access Code button on the toolbar, or press F4 on the main menu. When the
Access Code box appears, enter the access code to change to and press Enter.

Sales Order
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Workstation Date

To change the workstation date, select Workstation date from the File menu,
click the Change Date button on the toolbar, or press F6.

ﬂSetWorkstaﬁon Date =] & =
e g T i
2xzea@an]? ¢ @@ oK (Anin

Wiorkstation Date 12/28/2007 75

When the Workstation Date box appears, use the button or your keyboard to enter
the date and press Enter.

Sales Order 1-15






Navigating OSAS

OSAS menus and functions are available in two modes: graphical and text. The
graphical mode allows both keyboard and mouse commands and uses data entry
fidlds and buttons similar to those found in any graphical software program. The
text mode presents information in a simpler text format and uses keyboard
commands to access functions and move around the screen. If you use an
operating system that does not have graphical capabilities, the text mode is the
only mode available.

You can use either text or graphical function screens independently of the main
menu. For example, you can use text function screens while using the graphical
main menu, and vice versa. Select GUI Functions from the Modes menu or press
Shift+F6 to toggle between the text and graphical modes for function screens.

When available, press Shift+F5 to switch between graphical and text menu
modes, or press Shift+F6 to switch between modes on function screens. You can
also use the Resource Manager Defaults function to select the default mode to
use for the main menu and function screens.

In text mode, use the Page Up, Page Down, arrow, and Enter keysto move
between menus, select and enter functions, and move around function screens.
When alist of commands appears at the bottom of a function screen, press the
highlighted letter to use a command. These methods also work in graphical
mode, or you can use the mouse to click on fields and command buttons.

Graphical Mode

If you're familiar with other graphical software programs, you'll find it easy to
navigate around the OSAS graphical mode, which uses buttons, toolbars, text
entry boxes, and menus to help you move through your tasks.

Sales Order 1-17
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Navigating OSAS

Graphical
Main Menu

1-18

Main Menu

If you use BBj in graphical mode, the main menu is availablein two flavors:
graphical and MDI. To switch between the two styles, press Shift+F5. If you use
Visual PRO/5, the graphical main menu is the only graphical menu available.

The graphical main menu is shown below.

ﬂ T000 - OPEM SYSTEMS(R} Accounting Software

Purchase Order with Landed Cost
OSAS Web B2B

Sales Crder

Resource Manager

=l = =
File Views Tools Favorites Other User Help
G Ler 2 @ @A S
H  Builders Supply - F
/QDAS :
T OPEN SYSTEMS® Accounting Sofrware
Main Menu General Ledger - 2007 Journal Transactions
Bills of Materials/Kitting Infarmation Inguiry Transactions
Bank Reconciliation ournal Transactions Copy Recurring Entries
Payroll with Direct Deposit Reports GL Journal
Fixed Assets Productivity Repaorts GL Activity Report
seneral Ledger Periodic Processing dit Transactions
General Report Writer File Maintenance Post to Master
Inventary Statement Maintenance
Joh Cost Master File Lists

|Company H |Terminal T000 |10/04/2007 [10:32 AM

You can move around the graphical menu in these ways:

e Click an application to view that application’s menu. Click a menu item to
view its functions. Double-click a function name to enter that function.

To exit from the graphical menu, click a different application or menu name

or press Tab to return to the main menu.

To exit from OSAS, click the Close box in the upper-right corner of the

screen, press F7, or select Exit from the File menu.

Sales Order
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MDI Main
Menu

Sales Order

The MDI menu centralizes all OSAS functionality in one location: applications
appear as tabs at the top of the screen, their menus and functions appear in a
navigation pane on the left side of the screen, and function screens appear in the
large pane on the right. Using this menu, you can open more than one function
screen at atime and move or minimize screens as needed. However, you cannot
open two functions that lock the same datafile at the same time.

Bl osas7s (E=1|EE |
File Views Tools Other User Window Help o o )
C5 S ? @ B &  CompanyD [H Builders Supply T Date: 10/05/2007 User ID: scottm
ayrol - 2007 | Assets| Ledaer - 2007 [ General Rw | Inventory | Job Cost | 0SAS Web B2B [ Orders | Purchasing | Payables | Receivables | Resource Mar|
¥ 2007 Edit Transactions =
Tt Commands Edit Modes Other Scroll Commands Help
Copy Recurring Entries _
6L Journal R X = @ ‘ @ @ | ? @ | aae oK. Abandon
GL Activity Report
Edit Transactions
EosEllifacte GL Account Debit Credit Reference Pd Cflw
Description Date S Alle
401000 11838.80 AR 12
SALES 12/0372007 AR )
501000 6934.94 AR 12 [+
COST OF SALES 12/03/2007 AR )
100000 1238825 AR 12 )
CASH SALES 12/03/2007 AR &)
203500 549.45 AR 12 ]
SALES TAX 12/03/2007 AR )
104400 6593494 AR 12 =
INVENTORY 12/03/2007 AR ] B
104200 25039.40 AP 12 7]
AJP LINE ITEMS 12/03/2007 AP &
Entry 000001
-——-- Balance ——-
00
Enter=zdit J l allocate | l Goto J
[ Company H [ 10182007 | Terminal To00 | OVR

You can move around the MDI menu these ways:

e Toview an application’s menus, click that application’s tab.

*  Toview the functions a menu contains, click the menu name. The menu
expandsto list the functionsit contains. Click the function name to enter the
function. The function screen appears in the right pane.

¢ Toexit from amenu, click adifferent menu name or application tab. To exit

from OSAS, click the Close box in the upper-right corner of the screen,
press F7, or select Exit from the File menu.
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Function Screens

Graphical screens contain the same functionality as text screens, presented in a
graphical format that includes easy access to commands via the mouse.

EX Tax Locations =l & |
LCommands Edit Modes Other Scroll Commands Help
2¥xizne @n|ze[08 0K
Tax Location M 4 MName Minnesota Sales Tax
Tax Level 1 Tax ID 23-B76182734
Authority MR Tax on: Freight? Misc?
Tax Lishility Acct 203300 Tax Refundable Acct 203800
Class  Description Sales Tax Purch Tax Tax Collected Tax Paid
a0 Consumer Goods 6.500 6.500 1307.00 0a @
01 Resale Sales 0.000 0.000 .00 .00 @
02 Exempt Sales 0.000 0.000 0o 0o E]
03 IndiAgr Prod. 0.000 0.000 .00 .00
04 Intzrstate Comm 0.000 0.000 .00 .00
05 Motor “ehicles 0.000 0.000 .00 .00
06 Food Products 0.000 0.000 .00 .00
07 Clothing 0.000 0.000 .00 s} E]
03 Gasoline 0.000 0.000 .00 s} @
09 Services 0.000 0.000 .00 .00 @
Total 1307.00 00
Calculated 1307.01 00
QOverfShort -0 00
[ Enter = edit ] [Iax Loc] [ First ] [ Last ] [ Mext ] [ Prew ] [ Wiew ] [ Header ] Goto Class
|company H [10/04/2007 |Terminal T00O [OVR

You can move around the screen in these ways:

¢ Usethe mouse or press Tab to move from field to field.

buttons to move from lineto linein scrolling regions.

Use the scroll

e If ascreen appears prompting for the kind of information to enter or

maintain (such as on File Maintenance or Transactions
appropriate option and click OK to continue.

screens), select the

¢ PressPage Down if prompted to move to the next section.

¢ Click Header when it appears to return to the screen’s header section.

¢ PressF7 to exit the screen and return to the main menu
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Menus

Both the graphical main menu and graphical function screens contain drop-down
menus that give you access to additional commands without using the function
keys. While you can use the function keys to access commands in graphical
mode, you may find it easier to access command through these menus.

To access a menu’s commands, click a menu title. The commands for that menu
appear, followed by any associated hot key combinationsin brackets < >. To use
acommand, click the command name or press the hot key combination.

Refer to the Resource Manager guide for more information on the menus
availablein OSAS and their commands.

OSAS gives you quick access to commands relating to the screen you're using
viaashortcut menu. The commands that are available depend on the function and
the field you are currently using. To use these commands, click the right mouse
button and select the command from the menu that appears.

On the main menu, the shortcut menu gives you access to commands that help
you manage your Favorites menu, switch between sample and live data, perform
certain setup tasks, and view function information. On function screens, this
menu helps you access help documentation, move around the function screen,
work with EIS dashboards, and so on.

The Other Commands (or F4) menu is available on both graphical and text
menu and function screens and gives you access to additional utilities and
commands not directly related to the function you’ re currently using. Among
other things, these commands open calculators or allow you to view or enter
additional information. In text mode, press F4 twice on the menu or once on
function screens to access this menu.

Consult Appendix A in the Resource Manager guide for more information on the
commands available on the Other Commands menu.

The Information (or Shift+F2) menu is available in some graphical or text
function screensin certain applications and gives you access to additional
information about a customer, vendor, item, job, bill of material, or employee.
The commands available on the Information menu are determined by the
applications you have installed, and can include:
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e Genera Information
e Comments

e History

«  Documents

e Address Lookup

Not all of the commands above appear on every Information menu; instead,
commands are available only as they are relevant to the task you are performing.
For example, if you are entering a transaction in Accounts Receivable, you can
access comments or documents about items or customers but not about
employees or vendors.

Consult Appendix A in the Resource Manager guide for more information on
how to use the functions on the Information menu.

The Favorites menu gives you quick access to the OSA S functions you use most
by allowing you to add selections for entire menus or particular functionsto a
custom menu. After you’ ve set up the menu, select Change to Favorites from
the graphical Favorites menu or press F2 to access the functions.

The Favorites menu saves you time by eliminating the need to switch between
applications. You can add functions from several different applications to the
Favorites menu and access them al there rather than switching between
applications on the main menu to access the functions you need.

To add afunction to the Favorites menu, select the function you want to add and
press F10. Press F2 to switch to the Favorites menu to confirm that your
selection was added.

To remove afunction from the menu, select the function on the Favorites menu
that you want to remove and press F10 again.
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Toolbars

Aswith menus, graphical screens aso contain toolbars that give you fast access
to the most frequently used OSA S commands. The toolbar for the main menu
differs dightly from that of function screens.

Main Menu The toolbar for the main menu is shown below. Click abutton to access that
Toolbar command.
Access Command Calendar Toggle
Code Help Favorites
m\? s-d«x. 2 &
Workstation Application Calculator Call a BBj/Pro5
Date Versions Program
Function The toolbar for function screensis shown below. Click a button to access that
Screen command.
Toolbar
File Start Paste Calendar Online
Maintenance Over Documentation

PH s BER ?@ &A@

Delete Copy  Calculator Field Address
Help Mapping

Date Fields

G If you use BBj in graphical mode, click the Calendar button when it appears next
to date fields to open a calendar so that you can select the date you want to enter
into that field.
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Browse

If you use BBj in graphical mode, you can use the Browse button when it
appears next to fields to navigate to directories and files and automatically enter
file pathsinto that field. Click the Browse button to open the Select Directory/
File screen, then navigate to the directory or file and click Open to automatically
enter the file path in the field.

Inquiry

The Inquiry command helps you look up and select valid entries for fields that
are connected to master file records. For example, when you use the Inquiry
command in aBatch ID field, OSAS|lists al batches you have set up so that you
can select the one you want to enter in that field. When the Inquiry button
appears next to afield, you can either click the button or press F2 to open the
Inquiry screen and search for valid entries.

Maintenance

The Maintenance command allows you to enter or edit master file records on the
fly from within functions. For example, you can use the Maintenance command
to add anew customer or item from within the Transactions function. The
Maintenance command is available when the Maintenance button appears on the
toolbar. Click the button or press F6 to open the File Maintenance function
associated with that field and enter or edit a new master file record.

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command to view a map of that address. This command
combines address information with the URL and search variablesin the Resource
Manager Web Setup function and the Map Lookup ID in the Company Setup
function to direct your web browser to a mapping website and generate the map.

Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to
your workstation’s web browser in the Resource Manager Defaults function.
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The OSAS text mode is available on all operating systems. If you use OSAS on
an operating system that does not have graphical capabilities, the text mode isthe
only mode available. In text mode, all screens are presented in an easy-to-use
textual interface that you navigate through using keyboard commands.

Main Menu

The text main menu is shown below.

X 0545 To00 [E=H Eol(E=5|

Settings Edit Print Help

11/27 /2007 Company H - Builders Supply 4:25 M

Main Menu

Eills of Materials/Kitting_

TO00l—————  0PEN S3S¥3TEMS (R) Accounting Software

When you select an application, the application’s menu is superimposed over the
main menu. Selecting an entry on an application menu opens afunction screen or
asubmenu.

You can move around the text main menu in these ways.

e Usethe arrow keys to move the cursor up and down to highlight the
application you want. Then press Enter to select it.
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*  Pressthefirst letter of the application you want to move the cursor to the
first application beginning with that letter. Continue to press the |etter key or
the down arrow until the application you want is highlighted, then press
Enter to select it.

e Usethe mouseto click an application to view that application’s menu.

e Tomoveto the first application on the menu, press Home. To moveto the
last application on the menu, press End.

¢ Onan application menu, press Page Up to move to the menu immediately
behind it. If you are several levels away from the main menu, you can return
to the main menu by pressing Page Up repeatedly or by pressing Tab once.

e Toexit from OSAS, pressF7.

Function Screens

Like the text menu, OSA S text function screens can be used on all operating
systems and in combination with graphical menus.

Settings Edit Print Help

Orders

Sales Order



Navigating OSAS Introduction « CHAPTER 1

Other
Commands

Information
Menu

Sales Order

You can move around the screen these ways:
e PressEnter or the down arrow to move from field to field.

¢ Touseacommand that is listed in the command bar, press the highlighted
letter.

¢ Usehot key commandsto accessinformation screens or to toggle commands
on and off. Refer to Appendix B in the Resource Manager guide for more
information on these commands and their corresponding hot keys.

e If ascreen contains more than one section, press Page Down when
prompted to move to the next section.

e If amenu appears prompting you for the kind of information to enter or
maintain (such as in the example and on Transaction and File Maintenance
screens), select the appropriate option and press Enter.

¢ To exit the screen and return to the menu, press F7.
Menus

Like the graphical mode, the text mode also includes menus that give you access
to commandsthat open additional utilities, show additional information about the
task at hand, or set up a custom menu that contains frequently-used commands.

Refer to Appendix A in the Resource Manager guide for full details about the
menus availablein OSAS.

The Other Commands (or F4) menu gives you access to additional utilities and
commands not directly related to the function you' re currently using. In text
mode, press F4 twice on the menu or once on function screens to access this
menu. See page 1-21 for more information on this menu.

The Information (or Shift+F2) menu gives you access to additional information
about a customer, vendor, item, job, bill of materia, or employee. In text mode,
this menu is available when the Info flag appears at the bottom of afunction
screen.

1-27



CHAPTER 1 ¢ Introduction Navigating OSAS

Favorites
Menu

1-28

The commands on the menu are available only as they are relevant to the task
you are performing. For example, if you are entering atransaction in Accounts
Receivable, you can access comments or documents about items or customers
but not about employees or vendors. See page 1-21 for more information.

The Favorites menu allows you add the OSAS menus or functions you use most
frequently to a custom menu. After you' ve set up the menu, select Change to
Favorites from the graphical Favorites menu or press F2 to access the functions.

To add afunction to the Favorites menu, select the function you want to add
from the main menu and press F10. To remove a function from the menu, select
the function on the Favorites menu that you want to remove and press F10 again.
See page 1-22 for more information on this menu.

Commands and Flags

Both the text menu and text function screens et you use commandsto drill down
to more information, change companies or access codes, switch to sample data,
and perform tasks related to the function you are using. These commands are
analogous to the commands contained on drop-down menus in graphical mode.

You access commands by pressing the hot key combination for the command you
want to use. If you're working with a keyboard that lacks function keys (labeled
with an F followed by a number) or if you' re working with an emulator in UNIX
(which can cause function keys to become unavail able€), press the appropriate
aternate key combination to access the command.

Refer to Appendix B in the Resource Manager guide for alist of dl OSAS
commands and their associated hot keys.

Not all commands are available for every function or field; when acommand is
available, aflag appears at the bottom of the function screen. Common flags
include Quick, Info, Maint, Inquiry, and Verify.

¢ TheQuick flag remindsyou that you are using the Quick Entry mode to skip
fidlds that are not required. Press Ctrl+F to toggle quick entry on and off.

¢ Whenthe Info flag appears, press Shift+F2 to access the Information menu

to access additional information about a customer, vendor, item, job, bill of
material, or employee. See page 1-21 for more information on this menu.
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¢ When the Maint flag appears, press F6 to launch the appropriate File
Maintenance function to edit a master file record or enter anew one “on the
fly.” When you finish, press F7 to return to the function you were using.

¢ Whenthe Inquiry flag appears, press F2 to use the Inquiry command to look
up additional information and select valid entries for the field you are in.

*  The Verify flag reminds you that you are using verification. When this flag
appears, you must provide verification when you press Page Down or use
the Proceed (OK) command. Press Ctrl+V to toggle verification on and off.

Command Bar
The command bar appears at the bottom of function screen and gives you access

to commands that alow you to move around the screen, add or edit information,
change settings for selected lines, or select output devices.

Enter = edit, Append, Header, Totals, View, Online, Next trans

The commandsthat are available depend upon the function you are using, and are
analogous to the command buttons available on graphical screens. Pressthe
highlighted key to use acommand.

Messages

M essages appear at the bottom of the screen when a command is unavailable or
when OSAS needs information to continue.

Verification
{_ Press <Pgln> to proceed

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command menu to view amap of that address. This
command combines address information with the URL and search variablesin
the Resource Manager Web Setup function and the Map Lookup ID in the
Company Setup function to direct your web browser to a mapping website and
generate the map.
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The Address Mapping command is available when the Map flag appears at the
bottom of the screen. To view a map of the first address on the screen, press
Shift+F4. To view a map of the second address (if present), press Shift+F5. The
second command is not available when there is only one address.

Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to

your workstation's web browser in the Resource Manager Defaults function.

All OSAS applications contain a variety of reports to help you view and analyze
your business data. Each report function includes a selection screen that allows
you to select the range of information to include in the report, which appearsin
alphabetical order when the report is produced. After you select the information
to include, use one of these options to output the report:

e Sdect Printer (or enter P in text mode) to send the report to a printer, then
select the printer to use.

e Select Print Preview (or enter R) to view the report in a preview window,
from which you can print the report later. This option isonly available on
Windows or graphical Linux workstations running BB;j.

e Select File (or enter F) to save the report to afile, then change the directory
path and file name (followed by the .txt extension), if necessary. Directory
paths and file names must be less than 35 charactersin length.

Note: To preserve formatting, view the reports you save to atext filewith a
fixed-width or monospaced font (Courier or Lucida Console, for example).

e Intext mode, enter S to view the report directly in an OSAS function screen,
then select whether to view it in Standard or Compressed width.

e When available, select Email (or enter M) to e-mail the report, then enter the

e-mail address to sent the message to, the subject for the message, and
whether to include the report as an attachment to the message.
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Generally, reports or forms that make up part of your audit trail cannot be
e-mailed. You also must set up your e-mail system in Resource Manager
before you can e-mail reports.

Note: To preserve formatting, view e-mailed reports (or attachments) with a
fixed-width or monospaced font (Courier or Lucida Console, for example).

Consult the Resource Manager guide for more information about reports.
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Installation and Conversion

Installation

Before You Install Sales Order

Make sure your system meets these minimum requirements
before you install Sales Order.

The Sales Order system needs a minimum of 6 megabytes (6
Mb) of disk space to work correctly with programs, sample
data, data dictionaries, system files, and graphics files. Having
more disk space available is necessary for the data files you
will create and maintain.

The OSAS system requires at |east one megabyte (1 Mb) of
main memory to run. More memory may be necessary in
certain environments and operating systems.

Installing Sales Order

Sales Order requires the OSA S Accounts Receivable
application to work. Use the Install Applications function in
Resource Manager (see the Resource Manager User’s Guide)
toinstall Accounts Receivable (if it is not already installed)
and Sales Order. If you are installing Accounts Receivable and
Sales Order at the same time, the Install Application function
installs them in the correct order.
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Setting up Sales Order

Once you have installed Accounts Receivable and Sales Order on your system,
you must prepare your datafiles for everyday use.

You can preparefiles for use with Accounts Receivable and Sales Order in one of
two ways. you can create and set up your files manually on anew system, or you
can convert your old files when you upgrade from an earlier version. To create
files on anew system, use the Data File Creation function on the Company
Setup menu in Resource Manager (see the Resource Manager User’s Guide).
For instructions on converting your files, see“Conversion” on page 2-3.

If you plan to use General Ledger, Inventory, Bank Reconciliation, or Job Cost

with Accounts Receivable and Sales Order, you must set up those applications
before you set up Accounts Receivable and Sales Order.
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If you use an earlier version of OSAS Sales Order, you can convert your files
from the older version to the current version. When you convert Sales Order, the
system automatically prompts you to convert Accounts Receivable aswell.

When you are ready to convert files, use the Data File Conversion function on
the Company Setup menu in Resource Manager (see the Resource Manager
User’s Guide) to upgrade Sales Order datafiles. You can upgrade from version
3.2, 4.xx, 5.xx, or 6.xx. If you want to convert to version 7.5 from aversion
earlier than 3.2, contact a client support representative.

You must install the new version of both Accounts Receivable and Sales
Order before you convert files. You can replace and update the programs
properly only by using the Install Applications Resource Manager function.

Tax classes, locations and groups are kept in Resource Manager (the
RMCDxxx, RMTXxxx and RMGCxxx files). If you are converting Sales
Order from aversion previous to 5.0, and you want Sales Order to use the
tax information from the earlier version, use the Data File Creation function
on the Resource Manager files first. The Accounts Receivable conversion
then moves the information from the old files to the new ones.

Before you convert an application’s files, make note of the version number
of the application you are converting. The Data File Conversion function
has no way of determining thisinformation.

Because tables are a so converted when you convert datafiles, any changes
made (including those in Options and Interfaces) since theinitial set up
may belost. Check table settings and verify options and interfaces selections
after converting al companies. If you need to reconvert a company, either
reset your options after conversion or back up the xxTB files beforehand.
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Consider Your Setup

Converting

Before you try to convert your version of Sales Order to the current version,
consider the exact setup of your system. Since OSAS code can be customized,
modifications to your system might be lost if you install a new version of a
program or update afile. If you are not sure whether your system is ready for
conversion, consult your value added reseller.

If you are converting from version 6.5x to 7.5, no conversion is necessary. You

should still use the Data File Conversion function to copy datafilesfrom the old
data directory to the new directory, however.

to Version 7.5

Before you convert an application’sfiles, back up your datafiles.

Select Data File Conversion from the Resource Manager Company Setup
menu. The Data File Conversion screen appears.

m Data File Conversion =NICHL X
Commands Edit Modes Other Help
» XK EE|E @B @& | ? & |@@' OK Abandon
Select directory an which to create files.
data
Enter directory that contains the files to be converted
C:\osasES\data U
Do you want source files erased after conversion? ]
Do you want conversion to pause if a problem is found?
Appl Description Wersion Appl Description Version
GL General Ledger 6.50
IN Inventory 6.50
Jo Job Cest 6.50
BR Bank Reconciliation 6.50
S0 lEJ Sales Order B6.50
Company H | 111872007 Terminal TOODO | OVR
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The system displays all valid OSAS data paths. Select the destination
directory where your new datafiles will reside.

Enter the path (drive and directory) that has the files you want to convert.
You cannot enter the same path as the path you selected as the destination.

If you want source filesto be erased after conversion, select the box (or enter
Y in text mode); if not, clear the box (or enter N in text mode).

If you want the conversion process to pause if aproblem occurs, select the
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).
The system considers file corruption or evidence of data not converting
correctly a problem.

Enter SO in the Appl column; Sales Order appears.

Enter your earlier version number of Sales Order, and press Enter. (You can
determine the version by looking at the copyrights screen when you start
OSAS, or in most versions, by using the Information (Shift+F2) command
on the menu screen.)

If datafilesalready exist for Sales Order in the intended destination path, the
SO data files exist. Do you want this task to erase them? prompt appears.
If you want to erase the existing files and convert the files from the version
in the source path, select Yes (or enter Y in text mode); if not, select No (or
enter N in text mode). If you elect not to erase existing files, you must
change your directory choices so that no conflict exists.

Accounts Receivable and its version number appear automatically. You must
convert the AR datafiles aswell in order to use Sales Order. If datafiles
aready exist for Accounts Receivable in the intended destination path
because you already converted them, the AR data files exist. Do you want
this task to erase them? prompt appears. If you want to erase the existing
files and reconvert the files from the version in the source path, select Yes
(or enter Y in text mode); if not, select No (or enter N in text mode).

To begin the conversion, use the Proceed (OK) command.
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10. The Do you want a printout of error log after each application? prompt
appears. If you want the error log to be produced after files are converted for
each application, select Yes (or enter Y in text mode); if you want the log to
be produced after files for all applications are converted, select No (or enter
N in text mode). If you are converting only Sales Order files, your answer to
this prompt makes no difference.

11. If aproblem occurs and you indicated that you want the system to pause
when a problem occurs, a prompt aerts you. To stop the conversion process,
select Yes (or enter Y in text mode). To let the conversion run its course and
investigate later, select No (or enter N in text mode).

12. When the processis finished, the files are converted. Select the output
device to produce the error log. See “ Reports’ on page 1-30 for more
information on output devices.

After conversion finishes and the error log is produced, the main menu—uwith
Sales Order added—appears.
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Setup

Introduction

Most of the Sales Order system is already set up sinceit relies
on the Accounts Receivable system. Use the functions
explained in this chapter to complete tasks designed
specifically for the Sales Order system.

If you need to use atask on any menu in Sales Order and you

cannot find the function or table description in this chapter, see
the Accounts Receivable User’s Manual.
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Setup Considerations

After you have installed the software for the first time or after you have upgraded
the software, you must set up the system. Follow the setup procedures carefully;
the choices you make determine how the system operates.

To properly set up the Sales Order system, you need to gather and organize your
accounting data. You need the following information:

e achart of accounts for your business
e salesand receipt cycles

e previous-year and current-year sales, returns, and receipts histories
organized by customer

Codes and IDs

When you set up the system, you assign codes and IDs to tell the system how to
identify each item on file. The system uses these identifiers to organize the
information in reports and inquiry windows.

The system arranges code characters in aparticular order. In the following list,
codes and I1Ds are sorted from lowest to highest, with dashes representing blank

spaces.
————— 0
————— 1
————— z
————— a
————— 01
__a___
000000
000001

1
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The organization of these codes illustrates the following principles:

e Thesystem reads codes from left to right until it finds something other than a
blank space.

¢ Itemsthat make up acode are always listed alphabetically. The items are
listed in this order for each position:

blank spaces

characters (-, *, /, and so forth)
numbers (0-9)

uppercase letters (A-Z)
lowercase |etters (a—z)

Alphabetical rules are not intuitive when numbers are involved. Numbers are
sorted asif they were letters: When the first characters of severa IDs are
compared, the ID with the smallest first character is placed first in thelist. If the
first character of the IDs is the same, the second characters are compared and the
ID with the smallest second character is placed first in thelist. Thiscomparisonis
made for each character in the range of IDs until the IDs are clearly in
alphabetical order.

If you use numbers for IDs, pad them with zeros so that they are all the same
length and numeric rules can hold true. For example, in alphabetical sorting 1D
112 comes before ID 60, since anything that starts with 1 comes before anything
that starts with 6 alphabetically. If ID 60 were ID 000060 and ID 112 were ID
000112, ID 000060 would be listed first, since 060 is less than 112 a phabetically
and numerically.

When you assign | Ds and codes, establish aformat that makes sense for your
business and use it consistently. The following suggestions may help:

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

¢ If youuselettersin IDs, use either al uppercase or al lowercase letters so
that the IDs can be sorted correctly.
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Use descriptive IDs. For example, WINOO1 and WINOO2 are more
descriptive | Ds than 000001 and 000002. However, if you already use a
numbered system, you might want to stick with it.

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

To ensure that you can insert new itemsinto a sequence, use a combination
of letters and numbers that leaves room in the sequence for later additions.
For exampl e, setting up two consecutive IDs of WIN0O1 and WINQOS leaves
room for three customersin between.






Setup Checklist and Functions

Follow the steps below to set up the Sales Order system. Each stepisexplainedin
this section.

1. Set upthe options and interfaces.

Build the tables.

Build the SORHxxx and SORLxxx (Recurring Order) files.
Build the SOBHxxx and SOBLxxx (Blanket Order) files.
Enter initial balances.

Set up access codes.

Set up a backup schedule.

Noarc®DN

Options and Interfaces

Sales Order

An application can be interfaced to work in conjunction with other applications.
Sales Order can interface with Genera Ledger, Inventory, Job Cost, Bank
Reconciliation, and Bill of Materialg/Kitting.

Sales Order does not have the same interfaces as Accounts Receivable. You must
set up the Sales Order options and interfaces in addition to the Accounts
Receivable options and interfaces.

General Ledger
When Sales Order interfaces with General Ledger, posting in Sales Order makes

entries in the GLIRxxx (Journa) file for transactions that affect the ledger (such
as sales tax and freight).
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Inventory

When Sales Order interfaces with Inventory, sales order transactions update the
guantities in use and committed in the Inventory item records, and posting in
Sales Order updates the item stock quantities, dates, balances, and Inventory
transaction history.

Job Cost

When Sales Order interfaces with Job Cost, posting in Sales Order updates
billing information in the Job Cost job and phase records. When you enter
invoices, refer to the Job Cost Jobs and Phases List for customer | Ds and contract
numbers.

Bank Reconciliation

When Sales Order interfaces with Bank Reconciliation, deposits for cash receipts
update the BRTRxxx (Transactions) file.

Bill of Materials/Kitting

When Sales Order interfaces with Bill of Material gKitting, you can sell kitson
line itemsfor an order. Kits are groups of items that are sold as a combined unit.
When you sell akit, you can edit the kit to adjust its components, if necessary.
Selling a kit has the same effect on Inventory that selling each of the individual
components has. Kits can carry their own pricing in Inventory, and they can be
printed on invoices and picking dlips as asingle item, or with the component
detail.

Options and Interfaces screen

3-8

Select Options and Interfaces from the Resource Manager Company Setup
menu. The Options and Interfaces screen appears and lists the name of the
company with which you are working.

Specify whether the Options table isshared or owned. (See the Resource

Manager User’s Manual for information about Optionstables.) Then enter SO as
the application ID.

Sales Order
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Sales Order

The Sales Order Options screen appears.

n Sales Order Options [F=nECH <=
Commands Edit Modes Other Scroll Commands Help
Frl Pt 5 ‘ 2 ‘ @ & ‘ ? @ ‘ Q@ oK Abandon

Description Value

=
Interface to Inventory? YES
Interface to Job Cost? YES B
Interface to Bank Rec? YES

Interface to Bill of Materials/Kitting? YES

Use Transaction Batching? YES

System Generated Batch Nurnbers? MNO

System Generated Order Numbers? YES

Use Additional Descriptions? YES

Copy Additional Description fram Inventary? YES

Keep Detail Sales History? YES

Keep Additional Description History? YES

Keep Surmmary Sales History? YES

Keep Detail Kit History? YES

Allow Cust Lavel Changs During Order Entry? YES E]

Allow Expired Credit Card in Payment Entry? YES
Display Quantities and Quantity Breaks During Line Entry? YES

Option (001 of 045)
Enter = Toggle ] I Goto I [ Write ]
| companyn | oanacoor | Terminai Tooo | ovR

Press Enter to toggle between YES or NO to indicate whether you want to
interface Sales Order with General Ledger, Inventory, Job Cost, Bank
Reconciliation, and Bill of Materialg/Kitting.

These interface options work independently of each other. You can respond
to them with any combination of Ys and Ns.

Press Enter to toggle between YES or NO to indicate whether you want to
use transaction batching. You can use batching to group invoices, credits,
and receipts for printing and posting. You can determine how to set up the
batches (for example, by time or by workstation). If you use batches, a user
can post transactionsin one batch while another user can add or edit
transactions in a second batch.

Toggle between YES or NO to indicate whether you want the system to
generate batch numbers.
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4. Toggle between YES or NO to indicate whether you want the system to
generate order numbers. If you select YES, you cannot override the order
numbers the system assigns.

5. Toggle between YES or NO to indicate whether you want to enter up to 10
lines of additional text for each line item on invoices, miscellaneous credits,
and recurring entries.

6. Toggle between YES or NO to indicate whether you want to use additional
descriptions stored in Inventory. If Sales Order is not interfaced with
Inventory, or if you do not use additional descriptions, thisoption is set to
NO and you cannot change it.

7. Toggle between YES or NO to indicate whether you want to keep detail sales
history. If you select NO, you cannot calculate commissions for sales reps or
print the Detail History Report.

8. Toggle between YES or NO to indicate whether you want to keep additional
description history. If you do not use additional descriptions, thisoption is
set to NO and you cannot change it.

9. Toggle between YES or NO to indicate whether you want to keep summary
sales history. If you select NO, you cannot print summary history reports.

10. Toggle between YES or NO to indicate whether you want to keep detail kit
history.

11. Toggle between YES or NO to indicate whether you want to be able to
change a customer’s price level when you enter orders.

12. Toggle between YES or NO to indicate whether you want to be able to enter
an expired credit card as payment for a transaction.

13. Toggle between YES or NO to indicate whether you want quantities and
quantity breaks to appear when you enter line items.

14. Toggle between YES or NO to indicate whether you want the unit cost of
inventory items to appear when you enter line items.
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Sales Order

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

Toggle between YES or NO to indicate whether you want to use shipment
tracking numbers for shipped, invoiced, or returned orders. You can use
tracking numbers to view order status on shipping company websites.

Toggle between YES or NO to indicate whether you want to print picking
dlipsonline. If you select NO, you can print picking slips only in a batch.

Toggleto YES if you want to use plain paper picking slips. Toggleto NO if
you want to use forms.

If you elected to use forms for picking dlips, toggleto LASER, 8 1/2 x 11, or
STANDARD to indicate the type of picking slip form you use.

Toggle between YES or NO to indicate whether or not you want to include
kit components in picking slip sorts.

Toggle to PlainPaper, 8 1/2 x 11, or LASER to indicate the type of packing
list form you use.

Toggle between YES or NO to indicate whether you want to print packing
listsonline. If you select NO, you can print packing lists only in a batch.

Toggle between YES or NO to indicate whether you want to print invoices
online. If you select NO, you can print invoices only in a batch.

Toggleto YES if you want to use plain paper invoices. Toggleto NO if you
want to use forms.

If you elected to use formsfor invoices, toggle to LASER, 8 1/2 x 11, or
STANDARD to indicate the type of invoice form you use.

Toggle between YES or NO to indicate whether you want to allow e-mail
invoices for customers.

Toggle between YES or NO to indicate whether you want to create user-
document links for e-mailed invoices.
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27.

28.

29.

30.

31

32.

33.

34.

35.

36.

37.

38.

Toggle between YES or NO to indicate whether you want to use
prenumbered invoice forms. If you select YES, the system overwrites
invoice numbers you enter. If you select NO, the system uses the invoice
numbers you enter.

Toggleto YES if you want to use plain paper for statements. Toggle to NO if
you want to use forms.

If you elected to use forms for statements, toggle to LASER, 8 1/2 x 11, or
STANDARD to indicate the type of statement form you use.

Toggle between YES or NO to indicate whether you want to allow e-mail
statements for customers.

Toggle between YES or NO to indicate whether you want to create user-
document links for e-mailed statements.

Toggle to DETAIL, SUMMARY, or NONE to indicate whether you want to
produce bills of lading with full line-item detail, with a summary of all the
line items, or no hills of lading forms.

If you elected to use hills of lading, toggle between 8 1/2 x 11 or PlainPaper
to indicate the type of bill of lading form you use.

Toggle between YES or NO to indicate whether you want to be able to print
bills of lading directly from the Shipping Labels function.

Toggle between YES or NO to indicate whether you want the system to
generate the numbers for blanket orders.

Toggle between YES or NO to indicate whether you want to be able to post
data without printing reports.

Toggleto YES if you want to post line-item detail to General Ledger. Toggle
to NO if you want to post only summary information.

Toggle between YES or NO to indicate whether you want to print the
company name and address on plain paper forms.

Sales Order
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Tables

Sales Order

39.

40.

41.

42,

Toggle between YES or NO to indicate whether you want to age invoices
onlinein the ARCUxxx (Customer) file. If you select NO, the invoices are
aged when you post.

Toggle between YES or NO to indicate whether you want to apply creditsto
oldest items first for statements. If you select NO, unapplied credits are
applied to the current bucket.

Toggle between Last 4, Hide All, or Show All to define how bank account
and credit card numbers are displayed.

When you finish selecting options, pressW to save your entries. Then exit to
the Options and Interfaces screen. Select another application whose options
and interfaces you want to change, or exit to the Resource M anager
Company Setup menu.

Tables store information relating to the system, data, options, and default
settings.

Use tables only to enter and store data. Do not delete lines or rearrange the
account descriptions. The system looksfor information by the position of the
linesin the table. For example, in the ARGLxxx table, the system always
treats the account on the first line as the cash receipts account and the
account on the second line as the discount account.

Many of thetablesyou use in the Saes Order system were set up in the Accounts
Receivable system. However, you must set them up again in Sales Order because
the applications do not share this data. Tablesin Sales Order are stored in the
SOTB file. Tablesin Accounts Receivable are stored in the ARTB file.

You can set up the ARGLxxx, ARPDxxx, DUNxxx, FINCHxxx, FORMxxx, and
LABEL tables for individual companies and/or all companiesthat are in the
system. You can set up one table for all companiesthat are alike, and you can set
up one table for each company that is different.

You must enter OWN in the Option Table Type field on the Options and
Interfaces screen to be able to set up company-specific tables.
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For example, you can set up table ARGL for companies that post sales order
transactions to the same general ledger accounts; and you can set up table
ARGLAO01 for company A01, ARGLBO1 for company B0O1, and so forth if those
companies post sales order transactions to different accounts.

These tables are identified by afour-character or five-character prefix and a
three-character suffix. The prefix is the table name—ARGL for General Ledger
accounts, for example. For company-specific tables, the suffix isacompany ID.
Generic system-wide tables do not have suffixes. If you delete a company-
specific table, that company uses the generic table. For example, if you delete
table ARGLAO1, company A01 uses the ARGL table.

The DFxxxx table (Defaults) and each Quick-Entry table (QCxxxx, QNXXxX,
QRxxxx, QSxxxx, and QVxxxx) isidentified by atwo-character prefix and a
four-character suffix. The prefix is the table name—DF for Defaults, QS for
Quick-Entry Shipped Orders, and so forth. The suffix isaterminal ID or a
company ID (system-wide tables do not have suffixes).

Five different quick-entry tables are set up and used in Accounts Receivable (see
the Accounts Receivable User’'s Manual). You must set up new tables specifically
for Sales Order, because the only Tables file considered in Sales Order isthe
SOTB file. Two tables pertain to the Transactions function: QH1xxxx (used for
the fields on the left side of the header screen) and QH2xxxx (used for the fields
on the right half of the header screen).

You can set up the Defaults and Quick-Entry tables for the following situations:

e Assign each tableto a particular terminal. For example, you can assign table
DFT001 to terminal TOOL.

¢ Assign each tableto all terminalsin aparticular company. For example, you
can assign table DFA to all terminalsin company A.

e Set up each table as ageneral table for several companiesto use. For

example, you can set up table DF for the companies that use the same
defaults.

Sales Order
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If you have three companies—A01, B0O1, and CO1—you might want the
terminalsin companies A01 and BO1 to share table DF. You might want company
C01 to have some of its terminal s use a set of defaults specific to each one, while
other terminal s share values that are common among themselves but specific to
company CO1.

Companies A01 and BO1 can share table DF; no table has the label DFA or DFB.
Company CO01 can have table DFC, to be used for the terminals in company CO1
that do not need their own set of defaults. Each terminal in company CO1 that
needs its own set of defaults can have its own table; for example, terminal TOO01
has table DFTO001.

The system treats all terminals with the same ID the same way, so you may
want to make sure that each terminal 1D is unique. For example, if you have
two T0O01 terminals, one in company AO1 and one in company CO1, the
DFTO001 table applies to both terminals regardless of the fact that they are in
different companies.

When you enter or edit transactions, the system first triesto find atable with a
terminal suffix specific to your terminal. If it cannot find one, it looks for atable
for the company in which you are working. If it cannot find one, it uses the
system-wide table. For example, if you are using quick entry to enter an invoice
for company AQ1 on terminal TOO1, the system first looks for QH1TOO1. If it
cannot find QH1T001, it looks for QH1A. If it cannot find QH1A, it usesthe
system-wide table QH1.

If the system cannot find any applicable table (perhaps because the system-wide
table was accidentally deleted), an error message appears and you must rebuild
the table.

Recurring Orders

Sales Order

If some individual customers or groups of customers regularly have the same
billing requirements, you can set up the invoicesin the SORHxxx SORLxxx, and
SORDxxx files and then copy them to the SOTDxxx, SOTHxxx, and SODEXxxx
fileswhen they come due.
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Group Codes

When you set up customer records, you assigned a group code to each customer.
Use the group codes to set up recurring orders for groups of customers. For
example, if you bill group code 4 customers $50 every month, you enter *4 in the
Sold To field. The asterisk indicates that the entry is a group recurring order.

Run Codes

The run code is a unique number that you assign to each recurring order. You
copy recurring orders to the SOTDxxx and SOTHxxx files by run codes.

If you do not want to copy an entry to the SOTDxxx and SOTHxxx files after a
particular date, enter a cutoff date for it.

You can use the Purge Selected Files function (see page 8-3) on the Periodic
Maintenance menu to purge entries from the SORHxxx and SORLxxx files by
cutoff dates. Entries with a cutoff date before the date you specify are purged
from the SORHxxx and SORLxxx files.

Blanket Orders

3-16

If some of your customers have sent blanket orders for which you must ship
merchandise over aperiod of time, you can set up the invoices in the SOBHxxx
SOBLxxx, SOBKxxx, SOBSxxx and SOBDxxx files and then copy them to the
SOTDxxx, SOTHxxx, and SODExxx files when the customer requests shipments
against the blanket.

Blanket Types

You can set up three types of blanket orders. An on-demand blanket is an order
to purchase set quantities of items at a specific price over a period of time. A
dollar amount blanket is a standing order to purchase any items up to afixed
total amount. A scheduled blanket is an order that lists fixed quantities of
specific items to be delivered on specified dates.

Sales Order
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Any of these blanket order types can be set up, maintained and released through
the Transactions function. Scheduled blankets can also be released using the
Release Scheduled Blankets function. You can stop blankets from being
released by entering a close date in the blanket order header.

Blanket Reports
Produce the Blanket Order Report to list all blankets and to review your entries

for completeness. You can check the scheduled shipments you set up by printing
the Scheduled Blankets Report.

Initial Balances

Sales Order

After you have set up the tables and recurring orders, build the ARINxxx (Open
Invoice) file to set up initial customer balances.

You can use the summary method, the detail method, or a combination of the
summary and detail methods to set up the initial customer balances and open
orders.

Summary Method

The summary method is quicker than the detail method, but it does not provide
complete sales history.

The summary method consists of the following steps:

1. Enter the unpaid finance charges and outstanding invoice amounts for the
current period and the four aging periods, and enter credit and payment
history (see the Accounts Receivable User’s Manual).

2. UsetheBuild Open Invoice File function (see the Accounts Receivable
User’s Manual) to build an invoice for each unpaid finance charge, current

amount due, and balance in an aging period.

3. Select the New Order option in the Transactions function to enter the open
orders.
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Detail Method

The detail method provides complete sales history, but it is more time-consuming
than the summary method.

The detail method consists of the following steps:

1

Enter the invoices, open orders, returned goods, and cash receipts for the
current year, and post them to the appropriate periods. Select the Shipped
Order option in the Transactions function to enter the invoices and the New
Order option to enter open orders.

Use the Post Transactions function to post the transactions for shipped or
verified orders. (The Accounts Receivable User’s Manual has more
information about posting.)

Cdculate finance charges on overdue invoices (see the Accounts Receivable
User’s Manual). The customer records are updated with these amounts.

Combination Method

The combination method, ablend of the summary and detail methods, isless
time-consuming than the detail method and providesafully operational ARINxxx
file, but it does not provide complete sales history.

The combination method consists of the following steps:

1

Use the Customers function (see the Accounts Receivable User’s Manual)
to enter summary balancesfor transactions that are no longer outstanding for
the current period and for each aging period, and to enter credit and payment
history. (Do not include balances you will enter in step 3.)

Use the Build Open Invoice File function (see the Accounts Receivable
User’s Manual) to build one invoice for each unpaid finance charge, current
amount due, and balance in an aging period.

Enter the invoices and open orders. Select the Shipped Order option in the

Transactions function to enter invoices and the New Order option to enter
orders.

Sales Order
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4, Post the transactions to the ARINxxx file.

5. Cdculate finance charges on overdue invoices. The customer records are
updated with these amounts.

Access Codes

Sales Order

To safeguard your system, prevent access by unauthorized people. Use the
Resource Manager Access Codes function to set up access codes on your
system. You can set up access codes for the Sales Order system itself, for menus
in the system, and for individual functions. To control users' accessto menus and
functions, you can set up an access code for each user or group of users that
performs the same functions.

A Code for Each Company

Access codes are company-specific. When you set up an access code for a user,
the code is assigned the company you are using.

Because the codes are company-specific, you must set up a code for each
company a user needs to access. You can use the same code for each company so
that the user does not need to remember different codes. For example, you can set
up the access code CHARM for companies A01, BO1, and CO1 so that a user can
use the same code for each company.

What Should Be Protected

Because of the sensitive nature of some of theinformation in the Sales Order data
files and reports, you should limit access to the functions that provide
confidential information or are sensitive to change. For maximum security,
protect the Sales Order application itself, each of the Sales Order menus, and the
individual functions.

After you have set up your access codes, print alist of the codes and storeitina
safe place.

For more information about access codes, see the Resource Manager User’s
Manual.
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Plan a backup schedule before you begin day-to-day operations.

You can lose files because of disk drive problems, power surges and outages, and
other unforeseen circumstances. Protect yourself against such an expensive crisis
by planning and sticking to a backup schedule.

Backing up Data Files

Back up your Sales Order data files whenever they change—every day or every
week—and before you run these functions:

Copy Recurring Orders
Post Transactions

Purge Selected Files

Purge Customer Comments

e o o o

Use the Backup function on the Resource Manager Data File Maintenance
menu to back up files or programs.

You must back up al the filesin the data path for a particular list of
companies at once to ensure that you have up-to-date copies of the system
files. Do not try to use operating system commands to back up only a few
filesthat have changed; if you do, your system may not work after you
restore them. The Backup function backs up all the datafiles for a specified
company in a data path at one time.

Backing up Programs

Once amonth or so, back up your programs. Even though these files do not
change, your backup media can be damaged or deteriorate, so it paysto have a
fresh copy in storage in case you need it.

Backup Media

Keep more than one set of backupsin case one set is bad or damaged. Rotate the
sets of backup media, keeping one set off-site.

Sales Order
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Information Inquiry

Introduction

Sales Order shares some Accounts Receivable menus with
some of its own functions: Information Inquiry, Daily Work,
Transaction Reports, History Reports, Periodic Processing,
File Maintenance, and Master File Lists. Refer to the
Accounts Receivable User’s Manual for questions on these
shared menus, or for questions on functions not covered in this
manual.
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Orders

Use the Orders function to view information in the SOTDxxx and SOTHxxx
(Open Order) files.

Orders Screen

Select Orders from the Information Inquiry menu. The Orders screen appears.

A Orders =l =@ ==
Commands Edit Modes Other Scroll Commands Information Help
Foo e e ‘ B R ‘ ] ‘ 7 @ ‘ [e e oK. Abandon
OurOrd No 00000012 4| Batch ID 4| Ord Date 4| Status |Al
Invoice No = Customer % Inv Date & | Loc ID | MNo0O1
Customer PO = PO Date l13]
Our Ord Invaice No Cust ID Loc ID Ord Date Status Order Total
Batch ID Custamer PO PO Date Inv Date
00000012 ACEDO1 1MNO001 12428/2007 MNew 380.55
000001
New search ] [ Sort ” Header HQrder line delail“ Totals I Goto tRacking
| companyn | 12280007 | Terminai Tooo | ovR
Field Description
Our Ord No Enter the sales order number you want to view, press

Enter to look at all orders, or enter apartial order
number to search for using the * or ? wildcard
characters.
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Field Description

Invoice No Enter the invoice number associated with the order
you want to find, press Enter to look at all invoices,
or enter apartial invoice number to search for using
the * or ? wildcard characters.

Customer PO Enter the customer’s purchase order number
associated with the order you want to find, press
Enter to look at all PO numbers, or enter apartial PO
number to search for using the * or ? characters.

Inquiry | Batch ID Enter the batch number for the orders you want to
view, or press Enter to search all batches.

Inquiry | Customer Enter the ID of the customer to whom the order you
want to view belongs, or press Enter to view orders
for al customers.

Ord Date Enter the date of the order you want to view, or press
Enter to view orders for al dates.

Inv Date Enter the invoice date associated with the order you
want to view, or press Enter to view ordersfor al
invoice dates.

PO Date Enter the purchase order date associated with the
order you want to view, or press Enter to view orders
for all PO dates.

Status The system tracks ordersin terms of the following
statuses, which indicate where an order isin the work
cycle: New, Picked, Verified, Returned, Invoiced,
Backordered, or Quote. Select one of these statuses,
or press A to view all statuses.

Inquiry | Loc ID Enter the location ID for the order you want to view,
or press Enter to view ordersfor al locations. The
Inquiry (F2) command isavailableif Sales Order
interfaces with Inventory.
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Commands
Use the commands to work with the orders listed on the screen:
¢ PressN to search for anew saesorder.

¢ PressSto sort the orders adifferent way—by our order number, by customer
purchase order number, by invoice number, by customer 1D, by our order
date, by customer purchase order date, by invoice date, by status, or by
location ID. Then select the sort option you want to use.

* PressH to view header information for the selected order. Press Enter to
return to the Orders screen.

e PressO toview line item detail for the selected order. See “Order Inquiry
Screen” on page 4-6 for more information.

e PressT toview totalsfor the selected order. See“Totals” on page 4-7 for
more information.

e PressGtogotoaparticular lineitem, then enter the batch and order number.
This command appears only if there is more than one screen of line items.

e PressR to view shipment tracking information for the selected order. This
command is available only if you chose to use tracking numbers in the
Options and Interfaces function (page 3-7). See “ Tracking Numbers’ on
page 4-8 for more information.

Sales Order 4-5



CHAPTER 4 ¢ Information Inquiry Orders

Order Inquiry Screen

When you press O on the Orders screen to view line item detail for the selected
order, this screen appears:

EA Order Inquiry [l @ ==
Commands Edit Modes Other Scroll Commands Information Help
g )= | 2 | @B A 7 @ ‘ A QA oK Abandon
Soldto:  ACEDO1 ACE BUILDERS Loz ID Batch 1D 000001
Ship ta: MN00D1 Trans Ma 00000012
(Mew )
ltern/Job 1D Gty Ordered Units Unit Price Ext Price
Description Qty Shipped
1.0000 PKG 330.5488 =
Electrical Package @
Entry { 001 of 001)
Subtaotal Freight-+Misc Sales Tax Prepayment Net Due
380.55 .00 .00 .00 380.55
Enter = order inguiry “ Wiew item detail ][ Totals Gota Kit Serial Lot

| CompanyH | 12/28/2007 | Terminal TOOD |OVR

Use the commands to work with the line items on the screen:

¢ PressEnter to return to the Orders screen.

e PressV toview and expanded summary of the selected lineitem. More
information about the line item appears on the Item Detail Information

screen. Press Enter to return to the Order Inquiry screen.

e PressT toview totasinformation. See “ Totals” on page 4-7 for more
information.

¢ Press G to go to a specific lineitem, then enter the line item number. This
command is only available when there is more than one screen of lineitems.
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Totals

Press K to view kit detail information for the selected line item. This
command is available only when the line item is kitted.

Press S to view serial information for the selected line item. This command
is available only when the line item is serialized.

Press L to view lot information for the selected lineitem. This command is
available only when the line item is | otted.

The Totals Information screen appears when you press T to view order totals.

ﬂ Totals Information ol = |-
Commands Edit Modes Other Information Help
2xr|na|mn]-e|0e ] r—
Subtotal 380.55
Freight .00 Tax Class
Miscellaneous Chgs .00 Tax Class
Sales Tax .00
Invoice Total 380.55
Payment 1 .00 Method
Payment 2 .00 Method
Net Due 380.55
[ Enter = Order Line Inguiry H Tax H Payments I

Use the commands to return to the Orders screen or view additional information:

L]

Sales Order

Press Enter to return to the Orders or Order Inquiry screen.
Press T to view sales tax information for the order.

Press P to view prepayment information for the order.
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Tracking Numbers

The Tracking Number Detail screen appears when you press R on the Orders
screen to view shipment tracking information for a selected order.

H Tracking Number Detail [ = =
Commands Edit Modes Other Scroll Commands Help
» K 1= | B | ] | 7 & | aQa OK Abandon

Method Ship Via Tracking Mumnber
Federal Exp 2nd-Day 1265654654 1565465
2
a
-
3
&

Entry ( 001 of 001 )

[ Done ] [ Launch Browser ] Goto

To view a shipment’s status, select the shipping method and press L to launch
your web browser. OSAS automatically directsit to the shipment tracking
website for the selected method using the tracking number and the URL you
entered in the Shipping Methods function.

Note: You must enter the path to your workstation’s web browser in the Resource
Manager Defaults function before you can use the Launch Browser command.
See the Resource Manager Guide for more information.

Click Done to return to the Orders screen.

Refer to the Accounts Receivable User’s Guide for more information about
shipping methods and shipment tracking websites.
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Sales Order

Daily Work

Introduction

Sales Order shares some Accounts Receivable menus with
some of its own functions: Information Inquiry, Daily Work,
Transaction Reports, History Reports, Periodic Processing,
File Maintenance, and Master File Lists. Refer to the
Accounts Receivable User’s Manual for questions on these
shared menus, or for questions on functions not covered in this
manual.
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Transactions

Use the Transactions function to enter new orders, shipped orders, and
miscellaneous credits into the SOTDxxx and SOTHxxx (Open Order) files;
change and verify orders; issue price quotes and convert price quotes to new

orders; and enter, maintain, and release blanket orders.

You can print picking slips online for a new order, or print a packing list or an
invoice online for a shipped order if you selected these options in the Resource
Manager Options and Interfaces function.

You can print invoices online for any customer, even if the customer record does
not specify that the customer receive invoices.

Transaction Type Selection Screen

Sales Order

Sdlect Transactions from the Daily Work menu. The Transaction Type selection
screen appears over the Orders and Header |nformation screens.

I:IH£I|-W|\

LIE,

hID
Jrder
D

to:

ﬂ Transaction

Type

Commands Edit Modes Other Help

=)= =

bl (2l (1B

Shipped Crder

Change COrder

Verify Order
Rep 1 Miscellaneous Credits
Rep 2 Price Quote
) Blanket Order
Code
Desc TYOE ALCIOET ST Oare
% .0 Days Met Days GL Period

Ma
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Select the type of transaction you want to add or edit:
e Select New Order to enter an order you just received and need to fill.

¢ Sdlect Shipped Order to enter an order with itemsthat have been sent to the
customer.

¢ Select Change Order to edit an order regardless of its status (add, delete,
and edit line items; delete entire orders; reprint online picking dips or
invoices).

e Select Verify Order to change an order from new or picked statusto verified
status.

¢ Sdect Miscellaneous Credits to issue credit to customers for returned
goods.

e Select Price Quote to produce professional quotes for your customers.
e Select Blanket Order to set up, maintain, or release blanket orders for your
customers. See “Blanket Orders Selection Screen” on page 5-35 for

instructions on working with blanket orders.

The option you select determines which statuses are assigned to the orders.

Sales Order
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Order Status

The system tracks ordersin terms of the following statuses, which indicate where
an order islocated in the work cycle:

e New status meansthat you entered the order but did not print a picking slip.
e Picked status means that you entered the order and printed a picking slip.

« A new or picked order is given Verified status when you select the Verify
Order option to enter shipped and backordered quantities for line items.
When you verify an order, you can print an invoice for the order, transfer the
amount ordered to the amount shipped, and create a backorder for the
quantity of each item that cannot be shipped.

e The status of the order becomes Invoiced when you print an invoice for a
verified order.

e Anorder isgiven Returned status when you enter a miscellaneous credit.

e A verified order is given Backordered status when you backorder some of
the line items and post the order. The backordered line items are copied to
the record of the items backordered to be shipped at alater date.

When you verify an order or enter an order as Shipped, you can backorder
items for verified or shipped orders. When you post, shipped quantities for
both verified and shipped orders are posted, and the backordered quantities
are moved into the ordered field with zero quantity shipped.

e A price quote is not an order and is assigned Quote status. It isentered like
an order, so you can determine and quote to the customer the price of an
order. Retail prices and costs for inventory line items appear, so you can
make sure that you profit on the order. Until the customer places the order,
this record is not involved in any calculation. When the customer accepts
your proposal, you can convert the quote to a live order.

Sales Order 5-5



CHAPTER 5 ¢ Daily Work Transactions

Orders Header Information Screen

After you make your selection from the Transaction Type selection screen, the
header screen appears.

E Header Information EI =l @
Commands Edit Modes Other Information Help

LI LEIEEEY:

Batch ID 000001 @l

Cur Order Mo 016 LY Date 12/28/2007 Status  New

Loc ID MNO0D1 E] MINNEAPOLIS WAREHOUSE

Sold to: ACEDD1 Ship to: 000001

ACE BUILDERS Bill Meyers

1588 SE 31ST STREET Receiving

1588 SE 31st Street

PADUCAH KY 286557865 US  |Paducah Ky [a] [20855 Us

SalesRep1 GPD |%| Percent 100.0 Ship Method ﬁ]

Sales Rep 2 m Percent 0 Ship Via FEDEX

Cust Level ACEDD1 @ Pick Slip Na.

Terms Code  |2PCT @ Requested Ship Date @]

Terms Desc 2/10,n/30 Type Reg Actual Ship Date

Terms% 2.0 Days 10 MNet Days 30 GL Period 12

Order No Taxable? ]

Ord Date 2] Tax Group MM E]

Inv Mo Date 3] Description Minnesota

Information about serialized and lotted items applies only if Sales Order
interfaces with Inventory. See the Inventory User’s Manual for information
about how to change the status of a serialized item.

If you are changing an order, you can change information that pertains to the
entire order. You can change any field, but you cannot change the customer ID in
the Sold to field for verified and invoiced orders. If you are changing or
verifying an order that has seriaized items, the status of theitemsisin Use.

To delete an order that has no serialized items, use the Delete (F3) command. If
you delete an order that has seriaized items, theitems’ status becomes Available.
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If you are entering a new order, you are not prompted to enter serial numbers for
aserialized item. If you are entering a shipped order that has serialized items, the
status of the itemsisIn Use.

Field Description
Inquiry | Batch ID If you are changing or verifying an order, you are not
Maint | prompted to enter a batch ID.

If you elected to use transaction batching in the
Resource Manager Options and Interfaces function,
press Enter to use the current batch number or enter a
different batch number for the order. If you elected to
have the system assign the batch numbers, you can
use the Maintenance (F6) command to generate a
new batch number.

Inquiry | Our Order No Thisfield isfor al orders.

If you elected to have the system generate sales order
numbers in the Resource Manager Options and
Interfaces function, the order number appears and
you cannot changeit. If you elected to assign sales
order numbers manually, enter the order number.

Date If you are entering the first order or return in agroup,
the workstation date appears; otherwise, the date you
assigned to the last order or return appears. If
necessary, change the date to indicate when the order

was placed.
Status The status that appears depends on which option you
selected from the Transaction Type selection screen.
Inquiry Loc ID If you entered a default location ID when you set up
Maint the company, that 1D appears. Press Enter to accept

the default location, or enter a different location ID.

If you did not enter a default location 1D, enter the ID
of the location for lineitemsin the order. The Inquiry
(F2) and Maintenance (F6) commands are available
if Sales Order interfaces with Inventory.
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Field
Inquiry . Sold to
Maint
Inquiry Sales Rep 1/Percent
Maint
Inquiry Sales Rep 2/Percent
Maint
Inquiry | Cust Level
Maint

5-8

Description

Enter the ID of the customer to whom you are selling
goods or entering credits. Use the Maintenance (F6)
command to open the Customers function to add or
edit information. (You cannot use the Maintenance
command to delete customer records.) After you enter
the ID, the customer’s name and address appear.

For a customer that is on credit hold, a message
appears after you enter the ID. For anew order or a
guote, you can continue entering the order (press
Enter to remove the message), but you cannot verify
it. For a shipped order for a customer on credit hold,
you cannot continue entering the order.

If you entered a default sales rep when you set up the
company, that sales rep appears. Accept the ID of the
sales rep who usually sells to the customer, or enter a
different ID.

Next, enter the percentage of the sale on which you
want to base the sales rep’s commission, or press
Enter to base the commission on 100 percent of the
sale. If you are returning goods, enter the percentage
the sales rep received on the original order.

If you entered a second default sales rep when you set
up the company, that sales rep appears. Accept thislD
or press Enter to skip thisfield.

Next, enter the percentage of the sale on which you
want to base the sales rep’s commission, or press
Enter to skip thisfield. The sum of the two
commission percentages cannot exceed 100.

If you assigned a customer level in the customer
record, that level appears. Accept it, or enter a
different customer level. The Inquiry (F2) and
Maintenance (F6) commands are available if Sales
Order interfaces with Inventory.
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Field
Inquiry Terms Code
Maint

Order No

Order Date

Inv No

Inv Date
Inquiry Ship to
Maint

Sales Order

Description

Accept the current terms code, or enter a different
code. Use the Maintenance (F6) command to open
the Terms Codes function to add or edit terms code
information. After you enter the code, the description
and percent for the payment terms of the order appear.

Enter the customer’s purchase order number to
identify the order, or press Enter to skip thisfield.

If you enter a purchase order number that has already
been used for that customer, the system will display a
warning message.

If you entered an order number, enter the date the
customer placed the order.

If you assigned an invoice number to the transaction,
enter the number.

If you print the invoice online for shipped orders, the
number you enter hereis used for the invoice number.
If you use the Print Invoices function instead, a
different number is assigned to the invoice.

If you entered an invoice number, enter the invoice
date.

If you entered a default ship-to address when you set
up the customer record, that ship-to ID and address
appear. You can also use the Maintenance (F6)
command to open the Ship-to Addresses function to
enter or edit addressinformation. Accept the current
ship-to ID or enter a new one. After you enter the
code, the address appearsiif that code isin the
ARSAXxxx (Ship-to Address) file.
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Inquiry |
Maint l

5-10

Field

Ship Method

Ship Via

Pick Slip No

Requested Ship
Date

Actual Ship Date

GL Period

Description

You can skip the Ship to field and still enter shipping
information in the fields immediately following it.
Enter information in these fields if the ship-to codeis
not on file (or if you do not want it on file) but you
want to enter shipping information for the transaction.
You can enter four lines of address information, a
city, state, zip or postal code, and country code. The
Inquiry (F2) and Maintenance (F6) commands are
available at the State and Country Code fields.

Enter the code for the shipping method. The shipping
method code is a shortcut for entering the ship via
information in the next field.

If you entered a shipping method code or if a method
is specified in the ship-to 1D, the means of shipment
appears. Accept it, or enter adifferent means.

If the shipping method code or ship-to ID you entered
is not on file, enter the means of shipment.

If you assigned a picking slip number to the order,
enter it or press Enter to skip thisfield. The picking
dip number is auseful way of keeping track of goods
shipped from more than one location.

Enter the date the customer requested shipment or
press Enter to skip thisfield. If you are changing an
existing order, and you enter a new requested ship
date, you can change the requested ship datesin all
line items to match the new date or leave the lineitem
requested ship dates asthey are.

Enter the date the order was shipped. If the order has
not been shipped, press Enter to skip thisfield.

Press Enter if you want to post the transaction to the
current period, or enter adifferent period.
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Inquiry |
Maint |

Sales Order

Field

Taxable?

Tax Group

Description

Description

If you enter an order in one period but shipitina
different period, the period is adjusted accordingly.

If any part of the order is taxable, select the box (in
text mode, enter Y); if not, clear the box (or enter N).

Enter the group where the tax is to be applied—even
if the transaction is not taxable. Use the Maintenance
(F6) command to open the Tax Groups function to
edit tax group information (see the Resource
Manager User’'s Manual). After you enter the tax
group, the description of the group appears.

Accept the current description of the tax group.

If you are adding an order, the Line Item Entry screen appears. if you are
changing an order, the Orders screen appears.
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Line Item Entry Screen

The Line Item Entry screen appearsif you:

« enter anew or shipped order, miscellaneous credits, or a price quote and
have finished entering header information.

e usethe Append command to add an item to the list.

e usethe Edit command to edit an item in the list. If you use this command,
the Line Item Entry screen istitled Edit Line instead of Append Line.

H Append Line EI = @

Commands Edit Modes Other [nformation Inventory Lookups SO Commands Help
» K= | B | B & | ? & | aa oK Abandon

. Entry 001
Itern/Job/Kit ITEM ¥ Loc D MMNOO01 m Cust D ACE0D1 Order No 00000015
D 100 [a] GL Code A -
Desc Elsctrical Package _ Sales Acct  |401000 (]
Sls Cat Pt [a] Req Ship @ coesaAcet |s0i000 B
Tax Class 03 |E 000 % PricelD  |BULD |EJ Inv Acct 104400 EJ
Units
Crdered 1.0000 | |PKG |EJ Price 380.5488 Ext Price 380.55
Shipped Cost 343.5500 | Ext Cost 34355
Backaord 0000 ‘Wi(lbs) 758.0000 ) ExtWt 758.0000
Field Description
Inquiry | Item/Job ID/Kit Select the type of the item you want to sell. Enter K to

sell akitted item (if Sales Order interfaces with Bill
of Materialg/Kitting), J to bill for ajob or phase (if
Sales Order interfaces with Job Cost), or I if you are
selling an inventory, noninventory, or service item.

Inquiry | Loc ID Press Enter to accept the default location ID or enter
Maint adifferent location from which you sell thisitem.

The Inquiry (F2) and Maintenance (F6) commands
are available if Sales Order interfaces with Inventory.

Inquiry | ID Enter the ID of theitem, kit or job. If you entered a
Maint job ID, you can then enter aphase ID for that job.

Desc The description of the item or job appears.
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Field

Additional Desc

Inquiry Sls Cat
Maint
Inquiry Tax Class
Maint

Req Ship

Inquiry | Price ID

Inquiry | GL Code
Maint |

Sales Order

Description

If you elected to enter additional descriptions about
line items when you enter invoices in the Resource
Manager Options and Interfaces function, the
Additional Description Lines window appears when
you press Enter in the Desc field. Enter up to 10 lines
of additional text or press Enter to skip thisfield.

When you finish entering text, press Enter at a blank
line. Thetext is saved and you are returned to the
line-item entry screen.

The sales category refersto aninventory item. Enter a
sales category, or press Enter to skip thisfield. The
Inquiry (F2) and Maintenance (F6) commands are
available if Sales Order interfaces with Inventory.

If the order isfor one customer, the salestax code you
assigned in the customer record appears. If the order
isfor agroup of customers, thisfield is blank.

Accept the current value, or enter adifferent value.
The Inquiry (F2) and Maintenance (F6) commands
are available if Sales Order interfaces with Inventory.

If you entered a requested ship date on the order
header, that date appears. Press Enter to accept it, or
enter the date the customer requested shipment.

Enter the price ID for the item. The Inquiry (F2)
command is available if Sales Order interfaces with
Inventory.

The GL code identifies the pairs of general ledger
sales and cost-of-goods-sold (COGS) accounts to use
for aline of an entry. The codes are set up in the GL
Codes function.
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Field
Inquiry Sales Acct/COGS
Mant |  Acct/inv Acct
Ordered
Inquiry Units
Maint
Shipped

5-14

Description

If you entered a GL code in the DFxxxx table, that
code appears. The Inquiry (F2) and Maintenance
(F6) commands are available if Sales Order interfaces
with Inventory.

If Sales Order interfaces with Inventory, the account
numbers come from the IN item location files. If you
entered a GL code, the sales and COGS accounts
appear. The inventory account appears from the
ARGLXxxx table.

Accept each account number, or enter different
account numbers. The Inquiry (F2) command is
available if Sales Order interfaces with General
Ledger.

Enter the number of unitsthat were ordered. (If
Purchase Order isinstaled, you can use the Shift+F3
command to generate a purchase requisition from
information stored in Purchase Order’s Generate
Orders function.)

Enter the unit the item is sold by—for example,
EACH if it issold individually. The Inquiry (F2) and
Maintenance (F6) commands are available if Sales
Order interfaces with Inventory. (If Purchase Order is
installed, use the Shift+F3 command to generate a
purchase requisition from information stored in
Purchase Order’s Generate Orders function.)

If you are entering a quote or a new order, you cannot
enter anything in thisfield until the order is copied.
Otherwise, enter the number of items that were
shipped. (If Purchase Order isinstalled, usethe
Shift+F3 command to generate a purchase requisition
from information stored in Purchase Order’s
Generate Orders function.)
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Sales Order

Field

Backord

Price/Cost

Cost

Wt

Ext Price/Ext Cost

Description

If you are entering a quote or a new order, you cannot
enter anything in thisfield until the order is shipped;
if not, enter the number of backordered items. (If
Purchase Order isinstalled, use the Shift+F3
command to generate a purchase requisition from
information stored in Purchase Order’s Generate
Orders function.)

Enter the item’s unit price.

The unit cost of the item appears. If thisisa
miscel laneous credit or noninventory item, enter the
unit cost of the item.

Enter the weight of one unit of the item. The weight
must be entered in the same unit of measure for al
items (for example, in pounds).

Theitem’s total price (the quantity times the unit
price), total cost (the quantity times the unit cost), and
total weight (the quantity times the unit weight)

appear.

The quantity used in the calculation is the Quantity
Ordered for quotes and new and picked orders, and
the Quantity Shipped for verified and invoiced
orders.

When you use the Proceed (OK) command to save entries for orders with a
status other than New, one of these screens appear:

« If youareentering aserialized item, the Serial Number Entry screen appears.
See “Entering Serial Numbers” on page 5-16 for more information.

« If you are entering a lotted item, the Lot Number Entry screen appears. See
“Entering Lot Numbers’ on page 5-18 for more information.
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e If you are entering a serialized and lotted item, the Seria/Lot Number Entry
screen appears. See “Entering Serial and Lot Numbers” on page 5-20 for
more information.

« If you are entering a kit, you can choose to edit the kit detail, in which case
the Kit Detail screen appears. See “Entering Kit Line Items” on page 5-23
for more information.

« If you are entering a standard inventory, honinventory, or serviceitem or job,

the Orders screen appears. See “Orders Screen” on page 5-24 for more
information.

Entering Serial Numbers

If you entered a serialized item ID for an order with a status other than New, this
screen appears when you use the Proceed (OK) command in the Append/Edit

Line screen:
Serial Number Entry ol = =
Lommands Edit Modes Other Scroll Commands Help
2xuz|ne|mn][-e|/0e o
ltern ID 101 Electrical Package-S
Loc ID CA0001 OAKLAND WAREHOUSE
Units PKG Requested Qty 1.0000
Serial Number Unit Cost Unit Price
Serial Number (000001 of 000001 ) .0000 528.5400
[Emmcen | [ oo ] [ oo

The screen showsthe item ID, description, location, unit, and requested quantity
you entered on the Append/Edit Line screen, then lists the serial numbersyou
entered for the item and the unit cost and unit price for each serial number. The
extended cost and extended price of the item appear in the lower-right corner of
the screen, while arunning total of the serial numbers you enter appearsin the
lower-left corner.

Use the commands to work with the serial numbersin the list:
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Inquiry |

Sales Order

Press Enter to edit the selected serial number. The Edit Serial Number
screen appears.

Press A to add a serial number. The Append Serial Number screen appears.

Press G to go to a specific serial number in the list. This command appears
only when there is more than one screen of items.

Press D to exit from the screen.

Adding or Editing Serial Numbers

If you have seridlized items, the Append or Edit Seriadd Number screen appears
when you add or edit a serial number on the Serial Number Entry screen.

E Append Serial Number ol @ =
Commands Edit Modes Other Help
2xu|mwema2e |0

Serial No B54654321654654

l

Cost

Orig Qty 0000
Price 5285400

Fullfill Gty
Backord Qty
Comment

1. Enter the serial number of each unit. You must enter an available seria

number (as indicated by a status of A in the Serial Number Lookup screen
when you use the Inquiry (F2) command).

To return items, enter in-use items (as indicated by a status of | in the Serial
Number Lookup screen). The status of those items then becomes available.

Theorigind, fulfilled, and backordered quantities appear. The fulfilled
quantity isalways 1 for serialized items—you must enter a serial number for
each unit.

Use the Requested Qty value and the running total on the Serial Number
Entry screen to determine how many serial numbers you need to enter.

The cost of the serial item appears for order entry and cannot be changed. If
this is a miscellaneous credit, enter the cost of the item being returned.

5-17



CHAPTER 5 ¢ Daily Work Transactions

4. If Sales Order interfaces with Inventory, the system calculates the price of
theitem and entersit in the Price field. Press Enter to accept this price or
enter adifferent price.

5. Enter acomment about theitem, if necessary.

6. UsetheProceed (OK) command to save your changes and enter a serial
number for another unit.

7. Usethe Exit (F7) command to return to the Serial Number Entry screen
when you have entered serial numbers for all unitsfilled or returned.

If you enter fewer serial numbers than the original quantity requested and
then use the Exit (F7) command, a message informs you that the quantity
shipped will be adjusted to a new value. Select Cancel (or press PgDn in
text mode) to return to the Append/Edit Serial Number screen to enter
another serial number or use the Proceed (OK) command to change the
quantity shipped to the new value and backorder the remaining quantity.

Entering Lot Numbers

If you entered alotted item ID for an order with a status other than New, this
screen appears when you use the Proceed (OK) command in the Append/Edit

Line screen:
EX LotEntry E=SEcE =<
Commands Edit Modes Other Scroll Commands Help
2xnm|na|mu][ze |00 oK
ltern ID 800002 Wallpaper - Traditional
Loc 1D MNO00D1 MINNEAPOLIS WAREHOUSE

Units ROLL Requested Qty 1.0000

Lot Number COrdered Quantity Fulfilled Gty Ext Cost

274D2201

CIEEN TN T

Lot Murnber (000001 of 000001 ) 1.60

[ Enter = Edit ] I Append I

(]
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Inquiry |

Sales Order

The screen shows the item ID, description, location, unit, and requested quantity
you entered on the Append/Edit Line screen, then lists the lot numbers you
entered for the item, the ordered and fulfilled quantity, and the extended cost for
each lot number. The extended cost of the item appears in the lower-right corner
of the screen, while arunning total of the ot numbers you enter appearsin the
lower-left corner.

Use the commands to work with the lot numbersin the list:

¢  Press Enter to edit the selected |ot number. The Edit Lot Number screen
appears.

¢ Press A to add alot number. The Append Lot Number screen appears.

e Press G to goto aspecific lot number in the list. This command appears only
when there is more than one screen of items.

e PressD to exit from the screen.
Appending or Editing Lot Numbers

If you have lotted items, the Append or Edit Lot Number screen appears when
you add or edit alot number on the Lot Number Entry screen.

E Append Lot Number [l @ =
Commands Edit Modes Other Help
2xu|mwema2e |08
Lat No 27402202 (3]

Orig Qty 10000, Cost 16000 | Ext Cost 1.60
Fullfill Qty

Backaord Qty

Comment

1. Enter theitem’slot number.

2. Enter the quantity of thislot ordered by the customer in the Orig Qty field.

3. TheCost of thelotted item appears for order entry and cannot be changed. If
this is a miscellaneous credit, enter the cost of the item being returned.

4. Enter the quantity of the lot you shipped in the Fulfill Qty field.
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5. Enter the backordered lot quantity in the Backord Qty field.
6. Enter acomment about theitem, if necessary.

7. Usethe Proceed (OK) command to save your changes and enter alot
number for another item.

8. UsetheExit (F7) command to return to the Lot Number Entry screen after
you enter all lot numbers for all unitsfilled or returned.

Note: If you enter fewer [ot number quantities than the original quantity
requested and then use the Exit (F7) command, a message informs you that
the quantity shipped will be adjusted to anew vaue. Select Cancel (or press
PgDn in text mode) to return to the Append/Edit Lot Number screen to enter
another lot number or use the Proceed (OK) command to change the
quantity shipped to the new value and backorder the remaining quantity.

Entering Serial and Lot Numbers

If you entered a serialized and lotted item 1D for an order with a status other than
New, this screen appears when you use the Proceed (OK) command in the
Append/Edit Line screen:

n Lot/Serial Number Entry [l = =]
Commands Edit Modes Other Scroll Commands Help
2xrm|ne|mo][ze |00 oK
Item 1D 700500 Series Number
Loz ID MNO0002 MINNEAPOLIS WAREHOUSE Units EA
Lots Mo 120195 % | Lot Qty 1.0000 Total Qty 1.0000
Serial Number Unit Cost Unit Price
Mumber (000001 of 000001 ) 2.2500 5.8500
[ Enter = Edit I [ Append ] [ Goto I [ Lot Number ] [ Done I
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Inquiry |

Sales Order

The screen shows the item ID, description, location, unit, and requested quantity
you entered on the Append/Edit Line screen, then lists the serial numbers you
entered for the item and the unit cost and unit price for each item. The extended
cost and extended price of the item appearsin the lower-right corner of the
screen, while arunning total of the serial/lot numbers you enter appearsin the
lower-left corner.

Use the commands to work with the seria/lot numbersin the list:

¢ PressEnter to edit the selected serial/lot number. The Edit Serial/Lot
Number screen appears.

¢ Press A to add a seria/lot number. The Append Serial/L ot Number screen
appears.

e Press G to go to aspecific serial/lot number in the list. This command
appears only when there is more than one screen of items.

¢ PressD to exit from the screen.
Appending or Editing Serial and Lot Numbers
If you have serialized and lotted items, the Append or Edit Serial/Lot Number

screen appears when you add or edit a serial number on the Serial/Lot Number
Entry screen.

n Append Lot/Serial Number =lE =g
Commands Edit Modes Other Help
2>z me|mn|[*9 |00

Serial No
Crig Qty
Fullfill Gty
Backord Gty
Comment

211000 [a]
Cost 22500
Price 5.8500

1. Enter the serial number of the item. The lot number to which that serial
number is assigned in inventory appears.

2. Theorigind, fulfilled, and backordered quantities appear. The fulfilled

quantity is always 1 for serialized and lotted items—you must enter a seria
number for each unit in the lot.
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Use the value in the Requested Qty field and the running total on the Serial
Number Entry screen to determine how many seria numbers to enter.

The Cost of the serial item appearsfor order entry and cannot be changed. If
this is a miscellaneous credit, enter the cost of the item being returned.

If Sales Order interfaces with Inventory, the price of the item is calculated by
the system and appearsin the Price field. Press Enter to accept this price or
enter adifferent price.

Enter acomment about the item, if necessary.

Use the Proceed (OK) command to save your changes and enter a serial
number for another serialized and lotted item.

Use the Exit (F7) command to return to the Serial/Lot Number Entry screen
when you have entered serial and lot numbersfor al items.

If you enter fewer serial and lot numbers than the original quantity requested
and then use the Exit (F7) command, a message informs you that the
quantity shipped will be adjusted to anew value. Select Cancel (or press
PgDn in text mode) to return to the Append/Edit Serial Number screen to
enter another serial number or use the Proceed (OK) command to change
the quantity shipped to the new value and backorder the remaining quantity.
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Entering Kit Line Items

Sales Order

If you are adding or editing akitted line item, the Edit Kit? prompt appears when
you approve your entries on the Line Item Entry screen. If you choose to edit the
kit, this screen appears:

X Kit Detail e -
Commands Edit Modes Other Scroll Commands [nformation Help
2x | na|mn|[-o|0e o
Loc ID Compaonent ID/Description Quantity Units Unit Cost
1.0000 EA =]
Furnace @
MNOOD1 200200 1.0000 EA 227.5300 B
Water Heater
MNOOD1 200300 1.0000 EA 429.9500
Air Conditioner B
MNOOD1 200400 1.0000 EA 127.4000 E]
Water Softener @

Kit Entry (001 of 006 )

[ Enter = edit ] [ Append ] [ Goto ]

The screen lists the location, component ID and description, quantity, unit, and
unit cost of each item used in the kit.

Use the commands to work with the components listed:

¢ PressEnter to edit the selected kit component. The Edit Component screen
appears.

¢ Press A to add a component to the kit. The Append Components screen
appears.

¢ Press G to go to a specific lineitem, then enter the line number. This
command is available only when there is more than one screen of lineitems.

When you finish entering or editing information about the kit, use the Exit (F7)
command to return to the Orders screen.
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Appending or Editing Kit Components

The Append/Edit Components screen appears when you add or edit a component
on the Kit Detail screen.

ﬂ Edit Components [ @ =)
Commands Edit Modes Other Information [nvento s Help
QXE_|‘E|HQ‘°@‘QQ Abandaon
Loc ID VINDOD b
Compenent ID | 200100 b
Description Furnace
Quantity 1.0000
Units EA ﬁ]
Unit Cost 379.4400
Inquiry | 1. Enter thelocation ID of the component. If you are editing a component, you
Maint | cannot change this value.
Inquiry | 2. Enter the component ID. If you are editing a component, you cannot change
Maint | this value. The component’s description appears.

3. Enter or edit the quantity used in the kit.

Inquiy | 4. Enter or edit the component’s unit of measure.
Maint

5. Thecost of the serial item appears for order entry and cannot be changed. If
thisisamiscellaneous credit, enter the cost of the component being returned.

6. UsetheProceed (OK) command to save your changes and return to the Kit
Detail screen.

Orders Screen

The Orders screen is divided into these sections:

¢ Information from the header screen is summarized at the top of the screen.
¢ Theline-item entry area (or scroll region) isin the middle of the screen.
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e Order totals appear at the bottom of the screen.

Orders = o %
Commands Ecit Modes Other Scroll Commands Information Help
R X (= | - | @B A ? @ ‘ Q@ OK. Abandan
Sald to ACEDD1 ACE BUILDERS Loc ID Batch ID 000001
Ship to 000001 Bill Meyers MNO0001 Crder Mo 00000021
Mew )
ltern/Job 1D Qty Ordered Units Unit Price Ext Price
Description Qty Shipped
200 1.0000 PKG 0000 | =)
Heating/Cooling P 0000 @
1800002 2.0000 |ROLL 1.5840 3.17 E]
‘Wallpaper - Tradi 0000
700500 1.0000 |EA 5.8500 5.85
Series Mumber 0000
Entry ( 001 of 003 )
Subtotal Freight+Misc Sales Tax Frepayment Net Due
9.02 .00 .00 .00 9.02
[ Enter=edit ] [ Append ][ Header ] [ Totals ] [ Wiew ] Goto
Online Picking Slip Pack [Becalculate Prices ] [ Mext Transaction ] [ Ship Tracking ]
| companyH | 121282007 | Terminai ToOD |OVR

Commands
Use the commands to work with the line itemsin the order:

¢ PressEnter to edit the selected line item. (You cannot change the Loc ID and
Item ID fields.)

*  PressA to add alineitem to the end of thelist.

¢ PressH toreturn to the header screen. When you return to the header screen,
you do not lose line item and totals entries, because these entries are saved.

e PressT to enter or edit totals associated with the order. See “ Totals
Information” on page 5-45 for more information.

¢ PressV toview more details about the selected line item. Additional
information, such as the General Ledger account, quantities ordered and
shipped, and price and cost information, appears on the View Line screen.
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e PressG to go to aspecific lineitem. This command is available only when
there is more than one screen of lineitems.

e Press O to print picking slips, invoices, or quotes online. Thiscommand is
available only if you elected to print online forms in the Resource M anager
Options and Interfaces function. See “Online Picking Slips” on page 5-30
and “ Online Invoices or Quotes’ on page 5-32 for more information.

e PressP to print packing lists online after an order is shipped and has verified
or invoiced status. This command is available only if you elected to print
online packing lists in the Resource Manager Options and Interfaces
function. See “Online Packing Lists’ on page 5-34 for more information.

e PressL to convert aprice quoteinto alive order with new status. This
command is available only for price quotes.

¢ PressR to recaculate prices on any order that is not invoiced, then select
Yes (or enter Y in text mode) when the Recalculate Prices? prompt
appears. This command is not available for invoiced transactions.

Use this command to recal cul ate prices when you make changes or when
global price changes occur.

¢ PressN to finish with the transaction on the screen and return to the
Transaction Type sel ection screen.

e Press S torecord shipment tracking numbers for orders with a status of
returned, invoiced, or shipped/verified. See page 5-27 for more information.

Thiscommand is available only if you chose to use tracking numbersin the
Options and Interfaces function (page 3-7) for orders with the above status.
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Tracking Number Detail

The Tracking Number Detail screen appears when you press S on the Orders

screen to view, enter, or edit shipment tracking numbers for invoiced, returned, or

shipped orders.
A Tracking Number Detail o) B -
Commands Edit Modes Other Scroll Commands Help
P> K = | [} | B @& | 7 & | a a oK Abandon
Method Ship Via Tracking Numnber
FED2 Federal Exp 2nd-Day 1z65684654687644

Y
=

(eees

Entry ( 001 of 001 )

[ Enter=edit ] [ Append ] [ Done ] [ Launch Browser ] Goto

Select a command to work with shipping methods and tracking numbers:

¢ PressEnter to edit the selected line, then change the shipping method and
edit the Tracking number.

¢ Press A to add anew line, then select the shipping method and enter the
shipment tracking number.

¢ PressD to return to the Orders screen.

e PressL tolaunch your web browser and direct it to the shipping company’s

website to track the shipment.

Before you use this command, make sure you have entered the path to your
web browser in the Resource Manager Defaults function and have set up the

shipping company’s website information using the Shipping Methods
function. Refer to the Accounts Receivable User’s Manual for details.
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Inquiry

Maint

Inquiry

Maint

5-28

Totals Information

The Totals Information screen appears when you press T on the Orders screen to
work with the transaction’s totals.

X Totals Information == =4
Commands Edit Modes Other Information Help
%XEE‘E\‘E‘?@‘@@ 0K Abandon
Subtotal 9.02
Freight 546.00| Tax Class LS
Miscellaneous Chgs 4500 Tax Class LS

Sales Tax

Invoice Taotal

Payment 1 500.00| Method  [cHK [a]
Payment 2 00| Method LY
Nst Dus 100.02

The screen lists the order subtotal, calculated sales tax (if the transaction is
taxable and if you assigned it atax group), invoicetotal, and net amount due.

1. Enter any shipping chargesto add to the order in the Freight field.

2. Select thetax class for the freight charge. You can enter avaluein thisfield
only if the order istaxable and you elected to tax freight in the associated tax
location. See the Resource Manager guide for more information on tax
locations.

3. Enter any miscellaneous charges to apply to the order (for example,
handling).

4. Enter the tax class for the miscellaneous charges. You can enter avauein
thisfield only if the order is taxable and you elected to tax miscellaneous
chargesin the associated tax location. See the Resource Manager guide for
more information on tax locations.
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5. When you press Enter to move from the miscellaneous charge Tax Class
field, the Sales Tax Information screen appears.

Inquiry

Maint

EX Sales Tax Information =& =4
Commands Edit Modes Other Help
%XE§|E|-|?®|@@ OK Abandon
Tax Location Tax Amount
CA 109193  Tax Loc Class
Tax Adjustment 37.00 A b CIOIE

Sales Tax

1128.93

Inquiry

Maint

Sales Order

Enter the amount of the tax adjustment (if necessary), and select the tax class
for the adjustment. You cannot change the tax location. Press Enter to
recal culate the sales tax and return to the Totals Information screen.

Theinvoice tota is reca culated based on the freight, miscellaneous, and tax
adjustment amounts you enter.

Enter the amount of the prepayment, if any, in the Payment 1 field, then
select the method of payment codein the Method field. The Prepayment
Entry screen appears and lists the information set up for that payment
method in the customer’s record.

H Prepayment Entry 1 (o= =
Commands Edit Modes QOther Help
IR ILEIEEA LY
Payrent Armount 500.00 Method CHK Check
Bank ID FNB001 1st National Bank
Batch/Dep # 000001
Check # B5464

The fields on this screen change depending on the payment method. For
example, if the payment method is a credit card, the screen lists the
customer’s credit card number, expiration date, and authorization code.
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Inquiry

Maint

If you entered a check payment type, enter the check number. If you entered
acredit card payment type, enter or edit the card number, card holder’s
name, expiration date, and authorization number. If you entered a write-off
or other payment type, enter amemo to identify the payment. Press Enter to
return to the Totals Information screen.

7. If you received more than one form of payment on this order, enter the

second prepayment amount and the corresponding method of payment code.
When the Prepayment Entry screen appears, enter or edit the appropriate
information for the payment method as prompted.

8. Thetotal amount of the invoice (less any prepayments) appears in the Net

Due field. Use the Proceed (OK) command to return to the Orders screen.

Online Picking Slips
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If you elected to print picking slips online in the Resource Manager Options and
Interfaces function, press O on the Orders screen to print apicking slip for anew
or picked order, then select Yes (or enter Y in text mode) when the Print Online
Picking Slip? prompt appears. The Online Picking Slips screen appears.

E Online Picking Slips [ @ =
Commands Edit Modes Other Help
%@xtg‘g‘n@‘?@\@@ oK Abandan

Slip # 000015

Print Additional Descriptions? ]

Frint Kit Detail? Component |

Company H 1242812007 Terminal TO0O | OVR
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You cannot print a picking slip for a customer that is on credit hold.

Enter the number you want to print on the slip, or accept the number that
appears if you entered a shipping number when you entered the order. The
shipping number on the order is updated by the slip humber you enter. The
system dateis used for the picking dip.

If you want the picking dip to include the additional descriptions, select the
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).

If you want the picking dip to include kit information, press K. If you want
to print component information, press C. If you want to print both kit and
component information, press B.

Select the output device to produce the slip. See “Reports’ on page 1-30 for
more information on output devices.

If you elected not to print picking slips on plain paper in the Resource
Manager Options and Interfaces function, the Print Alignment? message
appears when you select Printer or Print Preview as the output device.

If you do not want to print alignment characters to make sure that the forms
arelined up, select No (or enter N in text mode). If you want to print these
characters, select Yes (or enter Y in text mode). This step does not apply and
this prompt does not appear if you elected to print picking slips on plain
paper.

If you elected to print alignment characters, the Is Form Aligned? message
appears after the alignment characters print. Adjust the form and select No
(or enter N in text mode) if the form is not aligned to reprint the characters.
Repeat this step until the form is aligned. Select Yes (or enter Y in text
mode) if theform is aligned to print the picking slip.

After the picking slip prints, the Reprint Picking Slip? prompt appears.
If the picking dlip printed correctly, select No (or enter N in text mode). The

Transaction Type selection screen appears. Enter a new transaction, or use
the Exit (F7) command to return to the Daily Work menu.
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If the picking dip did not print correctly (or if you want to reprint the dip),
select Yes (or enter Y in text mode). The cursor return to the Slip No field.
Reprint the picking slip following the above procedures.

Online Invoices or Quotes
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If you elected to print invoices or quotes online in the Resource Manager
Options and Interfaces function, press O on the Orders screen to print ainvoice
or aquote for a shipped order or a price quote, then select Yes (or enter Y in text
mode) when the Print Online Invoice/Price Quote? prompt appears. The Online
Invoicing screen appears.

ﬂ Online Quotes [=] = =)
Commands Edit Modes Other Help
ﬁ»mtg|g|a@|?®|@@ ok ][ Abandon |
Invoice No (00002081
Message for Invoice
Thank You for your arder.
Frint Additional Descriptions? i
Frint Kit Detail? v

Status Bar | companyH [ 127282007 | Terminai Toon | ovR

1. Enter the invoice or quote number, or accept the current number. If you are
printing an invoice or a quote to which you did not assign a number, the
system date is used as the date.

2. Enter or edit the message to print on the invoice or price quote.

3. If youwant the form to include the additional descriptions, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).
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If you want the invoice or quote to include kit detail, select the box (or enter
Y in text mode); if not, clear the box (or enter N in text mode).

If you elected not to print invoices on plain paper in the Resource M anager
Options and Interfaces function, the Print Alignment? field appears. If you
want to print alignment characters, select the box (or enter Y in text mode); if
not, clear the box (or enter N in text mode).

Thisfield does not appear and this step does not apply if you elected to print
invoices on plain paper.

Select the output device to produce the form. See“Reports” on page 1-30 for
more information on output devices.

If you elected to print alignment characters, the Is Form Aligned? message
appears after the alignment characters print. Adjust the form and select No
(or enter N in text mode) if the form is not aligned to reprint the characters.
Repeat this step until the form is aligned. Select Yes (or enter Y in text
mode) if the form is aligned to print the picking slip.

After the form prints, the Reprint Invoice/Quote? prompt appears.

If the invoice or quote printed correctly, select No (or enter N in text mode).
The Transaction Type selection screen appears. Enter a new transaction, or
use the Exit (F7) command to return to the Daily Work menu.

If the invoice or quote did not print correctly (or if you want to reprint the

form), select Yes (or enter Y in text mode). The cursor return to the Slip No
field. Reprint the invoice or quote following the above procedures.
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Online Packing Lists

If you elected to print packing lists online in the Resource Manager Options and
Interfaces function, press P on the Orders screen to print a packing list for a

verified or shipped order, then select Yes (or enter Y in text mode) when the Print
Online Packing List? prompt appears. The Online Packing List screen appears.

IEX Online Packing List [=Rlcn <=
Commands Edit Modes Other Help
%}‘E§|ﬁ|ﬂ@|?@|@@ OK HAbandun‘
Print Additional Descriptions? i
Print Kit Detail? Component -

| companyH | 122872007 | Terminai Tooo | ove

1. If youwant the packing list to include additional descriptions, select the box
(or enter Y in text mode); if not, clear the box (or enter N in text mode).

2. If you want the packing list to include kit information, press K. If you want
to print component information, press C. If you want to print both kit and
component information, press B.

3. Sdlect the output device to produce the list. See “Reports’ on page 1-30 for
more information on output devices.

5-34 Sales Order



Transactions

Daily Work ¢ CHAPTER 5

Online Invoice Totals Screen

The Online Invoice Totals screen appears when you finish entering orders and
printing invoices and exit from the Orders screen. When you finish viewing
invoicetotals, press F7 to exit to the Daily Work menu. The invoice numbers and
dates are updated for the invoices you printed online.

Blanket Orders Selection Screen

When you select Blanket Order from the Transaction Type selection screen
(page 5-3), asecond Transaction Type selection screen appears listing the actions

you can take with blanket orders.

Transaction Type
Commands Edit Modes Other Help

= =

= % gg‘ﬁ,‘ﬂ@

? & ‘@@I 0K, [ Abandon

Transaction Type
@ New Blanket Order
Edit Blanket Order
Release Blanket
Credit Blanket

Select the action you want to perform:

e Select New Blanket Order to enter a blanket order you have just received.

¢ Select Edit Blanket Order to change a blanket order.

e Select Release Blanket to release a shipment against a blanket order. See
“Releasing Blanket Orders’ on page 5-46 for more information.

e Select Credit Blanket to issue credit to customers for returned goods

shipped through a blanket order.

The option you select determines what statusis assigned to the blanket order.

Sales Order
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Order Status

The system tracks ordersin terms of the following statuses, which indicate where

the order islocated in the work cycle:

e New status meansthat you entered the blanket order, but have not yet

released orders againgt it.

¢ In Process status meansthat you have released orders against the blanket

order.

¢ Closed status means that you have satisfied the entire blanket, the blanket
has passed its expiration date, or you have manually closed the blanket. No
orders can be released from a closed blanket.

Blanket Orders Header Screen

After you make your selection from the Blanket Transaction Type selection

screen, the header screen appears.

EX Blanket Orders [=] @ [
Commands Edit Modes Other Information Help

zxzleema/elee
Blanket Mo 00000004 %| LocID MMNO001 @ MINNEAPOLIS WAREHOUSE

Blanket Type ' Scheduled ~ | Close Date B

Contract Date 1202812007 Status New

Sold to: ACEDO1 B Ship to: oooao1 4]

ACE BUILDERS Bill Mayers

1588 SE 31ST STREET Receiiing

1585 SE 31st Street

PADUCAH KY 286557865 us Paducah Y m 28F55 us @
Sales Rep 1 GFD m Percent 100.0 Ship Methad m

Sales Rep 2 m Fercent 0 Ship Via FEDEX

Cust Level ACEQD1 (3]
Terms Code 2PCT Requested Ship Date @]
Terms Desc 2/10,n/30 Type Reg Last Release Date
Terms% 2.0 Days 10 Met Days 30

Order Na Taxahle? El

Ord Date 3] Tax Group MM E]

Description Minnesota
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This screenis nearly identical to the Orders Header Information screen
(page 5-6). Descriptions of the fields unique to this screen are below; refer to
“Orders Header Information Screen” on page 5-6 for descriptions of shared

fields.

Field

Inquiry | Blanket No

Blanket Type

Contract Date

Close Date

Expire Date

Sales Order

Description

If you are editing, releasing or issuing credit against
an existing order, or if you are adding a blanket order
and you €elected not to have the system generate
blanket order numbers, enter the blanket number.

If you are adding a blanket order and you elected to
use system-generated blanket order numbers, a
number appears and cannot be changed.

Enter the type of blanket you want to add:

To set up ablanket for afixed dollar amount of any
items over a period of time, enter D or select Dollar
Amount.

To set up ablanket for afixed quantity of certain
itemsto be shipped upon request, enter O or select On
Demand.

To set up ablanket that requests fixed quantities of
specific items to be shipped on specific dates, enter S
or select Scheduled.

Enter the date this blanket order becomes active.

When you have satisfied the entire blanket, the
blanket passes its expiration date, or you no longer
want to release orders against this blanket, enter a
close date. The status of the order changesto Closed.
Orders cannot be released from a closed blanket.

If the blanket expires on a given date regardless of
any quantities released againgt it, enter the expiration
date.
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Field Description

Contract Amount If you are working with a Dollar Amount blanket,
enter the total dollar amount covered by the blanket.

Status The status of the blanket order appears.

Last Release Date When you release an order from the blanket and post
that order, the last release date is updated
automatically. PressEnter to accept this date.

If you are adding a blanket order, one of these screens appears after you enter all
header information, depending on the blanket type you sel ected:

e If you are entering an On-Demand or Scheduled Blanket, the Blanket Line
Item Entry screen appears

e If you are entering a Dollar Amount blanket, the Blanket Transaction Type
selection screen reappears.

If you are editing, releasing or returning a blanket, the Blanket Order Detail
screen appears.

Blanket Line Item Entry Screen

5-38

The Blanket Line Item Entry screen appearsif you:
e enter anew blanket order of type On-Demand or Scheduled.

e usethe Append command on the Blanket Order Detail screen to add an
item.

¢ usethe Edit command on the Blanket Order Detail screen to edit an itemin

thelist. If you use this command, the Blanket Line Item Entry screenistitled
Edit Line instead of Append Line.
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EX 4ppend Line [ @ 2]
Commands Edit Modes Other Scroll Commands Information Inventory Lookups SO Commands Help
» K 1= | B R | B @& | 7 @ | [ e 0K Abandon
Entry 001
ftemsiit  |[ITEM Loc ID MNDOD1 9| CustiD ACE0D1 Blanket No 00000004
ID 200100 q GL Code q
Desc Furnace Sales Acct 401000 b
Sls Cat 1[4 Req Ship COGS Acet 501000 q
Tax Class 0o s 000 % Price ID BUILD % Inv Acct 104400 %
Units
Crderad 0000 EA %| Price 08 | Ext Price 1434.28

Wi(lbs) 00| Ext Wit 2503.2000
Orders in Process from Blankets 0000 Non-Blankets .0000
Ship Date Ship Guantity Units Ext Wt Ext Price Status
01/01/2008 2.0000 EA 1251.6000 717.14 | Pending

717.14 Pending

MR ERED

Shipment (002 of 002 )

I Enter = edit ] [ Append I Goto [ Line I I Done I

The screen is divided into three sections:. the top section lists information about
the item you are adding or editing, the middle (page 5-42) lists the quantity used
in orders including the item, and the bottom (page 5-42) lists quantity and
amount information for shipments released against the blanket.

Use the fieldsin the top half of the screen to enter item information.

Field Description

Item/Kit Select the type of the item you want to sell. Enter K or
select Kit to sell akitted item (if Sales Order is
interfaced to Bill of Materialg/Kitting), or enter | or
select Item if you are selling an inventory,
noninventory, or serviceitem.

Inquiry | Loc ID Press Enter to accept the location ID or enter a
Maint different location from which you want thisitem sold.

The Inquiry (F2) and Maintenance (F6) commands
are available if Sales Order interfaces with Inventory.
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Inquiry
Maint

Inquiry
Maint

Inquiry
Maint

Inquiry |

Inquiry
Maint

5-40

Field

Additional Desc

Sls Cat

Tax Class

Req Ship

Price ID

GL Code

Description

Enter the ID of theitem or kit you want to sell. The
item’s description appears.

If you elected to enter additional descriptions about
line items when you enter invoices in the Resource
Manager Options and Interfaces function, the
Additional Description Lines window appears when
you press Enter in the Desc field. Enter up to 10 lines
of additional text, or press Enter to skip thisfield.

When you are finished entering text, press Enter at a
blank line. Thetext is saved and you are returned to
the line-item entry screen.

The sales category refersto aninventory item. Enter a
sales category, or press Enter to skip thisfield. The
Inquiry (F2) and Maintenance (F6) commands are
available if Sales Order interfaces with Inventory.

If the order isfor one customer, the salestax code you
assigned in the customer record appears. If the order
isfor agroup of customers, this field is blank.

Accept the current value, or enter adifferent value.
The Inquiry (F2) and Maintenance (F6) commands
are available if Sales Order interfaces with Inventory.

If you entered a requested ship date on the order
header, that date appears. Press Enter to accept it, or
enter the date the customer has requested shipment.

Enter theitem’sprice ID. The Inquiry (F2) command
isavailableif Sales Order interfaces with Inventory.

The GL code identifies the pairs of General Ledger
sales and cost-of-goods-sold (COGS) accounts to use
for aline of an entry. The codes are set up in the GL
Codes function.
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Field

Inquiry Sales Acct/COGS
Mant |  Acct/inv Acct

Ordered

Units

Price

Wt

Ext Price/Ext Wt

Description

If you entered a GL code in the DFxxxx table, that
code appears. The Inquiry (F2) and Maintenance
(F6) commands are available if Sales Order interfaces
with Inventory.

If SO interfaces with Inventory, the account numbers
come from the IN item location files. If you entered a
GL code, the sales and COGS accounts appear. The
inventory account appears from the ARGLxxx table.

Accept each account number, or enter different
account. The Inquiry (F2) command is availableif
Sdales Order interfaces with General Ledger.

Thetotal quantity of items shipped for shipments
entered or released against the blanket appears. Enter
or edit the shipments in the bottom section of the
screen to change this value.

The units shipped for shipments entered or released
against the blanket appears. Enter or edit the ordersin
the bottom section of the screen to change this vaue.

Enter or edit the item’s unit price.

Enter or edit the weight of one unit of theitem. The
weight must be entered in the same unit of measure
for al items (for example, in pounds).

The extended cost and weight for all orders released
against the blanket appear.

Press Enter in the Wt field to switch to the bottom section of the screen to enter
shipments against the blanket order.

Sales Order
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Iltem Order Information

The middle section of the screen contains information about all transactions
involving theitem ID. When you enter or edit aline item for ablanket order, the
system scans the SOTDxxx (Open Order) and SOBLxxx (Blanket Order) filesto
determine which transactions involve the selected item.

The Orders in Process from Blankets field lists the quantity of the selected
item included in orders rel eased from blankets in the system. The Non-Blankets
field lists the quantity of the selected item included in non-blanket or regular
sales transactions. Use this information to plan shipments of your inventory
items.

Adding or Editing Shipments

Use the bottom section of the screen to add or edit shipments to release against
the blanket order. If you are working with an on-demand blanket order, enter the
quantity of the selected item to release against the order, aong with its units. If
you are working with a scheduled blanket order, this section lists the ship date,
guantity, units, extended weight and price, and status of each shipment including
the selected item that has been entered or released against the order. No
information is listed in this section of the screen until after you tab out of the
Wt(lbs) field in the top section.

Shipments for scheduled blanked orders are assigned a status of either Pending
or Released. A Pending statusindicates that the shipment is entered but is not
yet released againgt the blanket as an order. A Released status indicates that the
shipment was released against the blanket.

Select Release Blanket on the Blanket Orders sel ection screen (page 5-35) to
release shipments against both on-demand and scheduled blankets and create a
new order for these shipments, then select Change Orders on the Transaction
Type selection screen (page 5-3) to edit these released orders.

If you are working with a scheduled blanked order, select a command to work
with the shipment lines:

*  PressEnter to edit the selected line. Edit the ship date, quantity, and unit of
measure, then press Enter to return to the Append/Edit Line screen.
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e Press A to add a shipment line to the end of the list. Enter the ship date,
guantity, and select the unit of measure, then press Enter to return to the
Append/Edit Line screen.

¢ Press G to go to a specific shipment line. This command is available only
when there is more than one screen of line items.

e PressL to return to the top section of the screen to edit item information.

*  PressD to return to the Blanket Order Detail screen.

Blanket Order Detail Screen

The Blanket Order Detail screen isdivided into these sections:
¢ Information from the header screen is summarized at the top of the screen.
e Theline-item entry area (or scroll region) isin the middle of the screen.

¢ The order totals appear at the bottom of the screen.
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X Blanket Orders = = ==
Commands Edit Modes Other Scroll Commands Information Help
Ead o e | 2 | =] | ? @ ‘ e e Y 0K Abandan
Blanket No 00000004 Scheduled Loc D MN00O1 Status New
Sald to: ACE001 ACE BUILDERS
Ship to: 000001 Bill Meyers
ltern/kKit 1D Gty Ordered Units Unit Price Ext Price
Description
Furnace
Entry ( 001 of 001 )
Posted Total Freight+Misc Sales Tax Subtotal Released Total
.00 .00 .00 .00 .00
Enter = ed\t] [ Append ] [ Header ] [ Totals ] [ Wiew ] Goto Release

| companyH [ 12282007 | Terminai Toon |ovR

The screen liststhe blanket order number you entered on the blanket order header
screen and shows additional information (dates and customer, for example) about
the order. Order totals appear at the bottom of the screen.The scroll region lists
al itemsincluded in the blanket order aong with the quantity ordered by the
customer and the quantity released in shipments.

Use the commands to work with the information on the screen.

*  PressEnter to edit the selected blanket line item. Use this command to enter
release quantities before releasing a dollar-amount or on-demand blanket.

¢ PressA toadd alineitem to the end of thelist of lineitems. Usethis
command to enter release quantities for items not previoudy released on a
dollar-amount blanket.

¢ PressH to return to the blanket order header screen (page 5-36). When you

return to the header screen, you do not lose line item and total s entries
because these entries were saved previously.
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Press T to enter or edit totals associated with the order. See “ Totals
Information” on page 5-45 for more information.

Press V to view an expanded summary of the selected line item. Additional
information about the line item, such as the general ledger account and
description, quantities ordered and shipped, and price and cost information,
appears on the View Line screen. Press any key to return to the Blanket
Order Detail screen.

Press G to go to a specific lineitem, then enter the line item number. This
command is available only when there is more than one screen of line items.

Press R to release shipment quantities from this blanket and create a new
salesorder. Thiscommand isavailable only if you selected Release Blanket
Order from the blanket order selection screen (page 5-35). See “Releasing
Blanket Orders’ on page 5-46 for more information.

Press N to finish with this blanket order and return to the blanket order
selection screen.

Totals Information

Sales Order

When you press T to work with the transaction totals, the Blanket Totals
Information screen appears.

Totals Information ol & =
Commands Edit Modes Other Information Help
25 mamn|[2o|0e (i) oncon)
Tax
Criginal Posted Released Class
Taxable Subtotal .00 .00 .00
Montaxable Subtotal 1434.28 .00 .00
Fraight .00 .00 .00
Miscellaneous Chgs .00 .00 .00
Sales Tax .00 .00 .00
Total 1434.28 .00 .00
Press any key... Remaining Total 1434.28
5-45
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The totalsin the Original column present the original blanket order totals for on-
demand and dollar-amount blankets.

The totalsin the Posted column present the totals you rel eased to sales orders,
shipped, and posted.

The totalsin the Release column present the totals that are currently entered for
release. These totals represent the total amounts of the resulting sales order when
you use the Release command on the Blanket Order Detail screen. After you
release the order, these totals return to zero. Later, when you post the resulting
order, the Posted totals are updated.

Press any key to return to the Blanket Order Detail screen.

Releasing Blanket Orders

5-46

You can release orders against blanket orders in one of two ways. use the
Release command on the Blanket Order Detail screen or use the Release
Scheduled Blankets function on the Daily Work menu. The Release command
allows you to select the shipment to release while the Release Scheduled
Blankets command releases shipments for several blanket orders at one time.
See “ Release Scheduled Blankets” on page 5-53 for information on this function.

When you release orders, the system converts the scheduled shipment
information you entered for the blanket (see page 5-38 for entering scheduled
shipments) into a new sales order for that item. You can then edit this sales order
as you would any sales order by selecting Change Order on the Transaction
Type selection screen (page 5-3).

Follow these steps to release a scheduled shipment against a blanket order using
the Release command on the Blanket Order Detail screen:

1. Select Release Blanket from the blanket order selection screen.

2. Enter the blanket order number on the header screen and use the Proceed
(OK) command to proceed to the Blanket Order Detail screen (page 5-43).

Sales Order
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3. Select thelineitem for which you want to release shipments and press R.
The Release Blanket screen appears.

ﬂ Release Blanket [l = =

Commands Edit Modes QOther [nformation Help

%XE§|E\|-|?@|QQT—-:E':::'

Release shipments scheduled on or before 12/28/2007] \E]
Batch ID oo00o2 [a]

Order Number 00000026

Order Date 1282007 (=]

GL Period 12

4. The current workstation date appears. Shipments with a scheduled date
before this date are released. Edit this date, if necessary, or press Enter to
continue to the next field.

Inquiry | 5. Select the batch ID for which to release shipments.

The blanket order number you entered on the header screen appears and
cannot be changed.

6. The current workstation date and corresponding GL period appear. Change
thisdate and period, if necessary. This date becomesthe order date when you
create the order.

7. Usethe Proceed (OK) command to release the shipment and create the

order. The status of shipment lines for that item in the blanket order changes
from Pending to Released.

Crediting Blanket Orders

Select the Credit Blanket option on the Blanket Order selection screen to apply
credit to a customer who is returning goods ordered via a blanket order.

Follow these steps to credit returned goods against a blanket order:
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1. Select the Credit Blanket option on the Blanket Order selection screen
(page 5-35). The Blanket Order Header screen (page 5-36) appears.

2. Enter the blanket order number for which you want to credit returned goods,
then use the Proceed (OK) command to proceed to the Blanket Order Detail
screen (page 5-43).

3. Usethe Blanket Order Detail screen to enter returned items, edit total
amounts, and release orders against the blanket. See page 5-43 for more
information.

4. Complete salesinformation for orders released against the blanket using the
Transactions function.
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Copy Recurring Orders

Use the Copy Recurring Orders function to copy ordersin the SORDxxx and
SORHxxx (Recurring Order) filesto the SOTDxxx and SOTHxxx (Open Order)
files when the recurring orders come due. The orders are copied as new orders
and are treated like any other transaction—you can change them and print a
picking slip, a packing list, and an invoice for them.

Before you copy recurring orders, print the Recurring Orders List and back up

your datafiles. Refer to the Accounts Receivable User’s Manual for information
on printing this master list.

Copy Recurring Orders Screen

Select Copy Recurring Orders from the Daily Work menu. The Copy Recurring
Entries screen appears.

ﬂ Copy Recurring Orders == o <=
Commands Edit Modes Other Help

SRR LEIETAEY [0k [Abasden]

Run Code From 1

Thru 15
GL Period 12
Cutoff Date 12282007 [CE|
First Order No 1000002
Batch ID 000001 (3]

Company H | 12/28/2007 | Terminal TOOD | OVR
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Inquiry

Maint

5-50

Enter the range of run codes whose recurring orders you want to copy.

Press Enter to copy the orders to the current period, or enter a different
period (1-13).

When you entered recurring orders, you might have entered cutoff dates for
them. Accept the system date as the cutoff date, or enter a different date.
(The ship date on the order is updated with the system date.) Orders that
have cutoff dates before the date you enter here are not copied to the
SOTDxxx and SOTHxxx files.

If you elected to assign sales order numbers in the Resource Manager
Options and Interfaces function, enter the first order number to use for the
recurring orders. To prevent organization problems, enter leading zerosto
right-justify the numbers.

If you elected to have the system generate sales order numbers, the number
of thefirst order to which the recurring orders are copied appears and cannot
be changed.

Enter the batch ID to which to copy the orders. Use the Maintenance (F6)
command to open the Batch Control function to add or edit batch IDs.

Thisfield does not appear if you elected not to use batching in the Resource
Manager Options and Interfaces function.

Select the output device to produce the Copy Recurring Orders Log. See
“Reports’ on page 1-30 for more information on output devices.

After the entries are copied and the log is produced, the Daily Work menu
appears.

Sales Order
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Copy Recurring Orders Log

12/28/2007 Builders Supply
3:42 PN Copy Recurring Orders Log
Cutoff Date 12/28/2007 Run Code 1 thru 15

Batch ID 000001

From To Customer order
Ord No  Ord No Entry Description D Imount
00004603 00000026 001 Electrical Package LOS001 4519.08
00004603 00000026 002 Pluwbing Package LOSO01 12515.21
00004603 00000026 00F Exterior Panels LOS001 12757.27
00004603 00000026 004 Interior Door LOS001 271.18
00004603 00000026 959 (Subtotal, Tax, Freighe, Mise.) LOSO01 30062 .70

4 lines copied. Grand total 30062.70

End of Report

PAGE

1

Sales Order
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Release Scheduled Blankets

The Release Scheduled Blankets function locates unreleased shipment lines for
blanket orders and creates sales orders for these shipments automatically.

You muse enter shipments for blanket orders before you can release them. See
“Blanket Line Item Entry Screen” on page 5-38 for more information on entering

shipments.

Release Scheduled Blanket Screen

Sales Order

Select Release Scheduled Blankets from the Daily Work menu. The Release
Scheduled Blankets screen appears.

ﬂ Release Scheduled Blankets [=] =@ )
Commands Edit Modes Other Help
%xt§|%|ﬂ@|?®|@@ oK Abandon

Batch 1D

First Order Number

Crder Date

GL Period

000001

Release blanket orders with shipments scheduled on or befare

12/28/2007

12

12202007 (=]

| companyH [ 12282007 | Terminai Toon | ovR

1. Enter the date on or before which date to release blanket orders.

5-53



CHAPTER 5 ¢ Daily Work Release Scheduled Blankets

Inquiry 2. Select the batch ID to which to release orders.
Maint

3. If you elected to assign sales order numbers in the Resource Manager
Options and Interfaces function, enter the first order number to use for the
orders. To prevent organization problems, enter leading zerosto right-justify
the numbers.

If you elected to have the system generate sales order numbers, the number
of the first order to which the orders are released appears and cannot be
changed.

4. The current workstation date and corresponding GL period appear. Change
this date and period, if necessary. The date you enter is used as the order date
when the order is created.

5. Sedlect the output device to print the Release Scheduled Blanket Orders Log.
See “Reports’ on page 1-30 for more information on output devices.

After the orders are created and the log produced, the Daily Work menu
appears.
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Tracking Numbers

Usethe Tracking Numbers function to quickly enter shipment tracking numbers
for invoiced, shipped, or returned transactions without having to enter the
Transactions function itself. You can also use this function to view shipment
status via a shipping company’s tracking website, if you entered that company’s
website information in the Shipping Methods function.

Note: This function is available only if you chose to use tracking numbersin the
Options and Interfaces function (page 3-7).

Shipment tracking numbers are saved in the SOTRxxx (Tracking Number) file.

Follow these steps to enter tracking numbers:
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Tracking Numbers

1. Select Tracking Numbers from the Daily Work menu. The Tracking

Numbers screen appears.

H Tracking Numbers ==
Commands Edit Modes Other Scroll Comnmands Help
ol 3 e | B R | =] | 7 & @@ oK Abandon

Our Ord No 00000027 4 Status  Invoiced

Cust ID ACED01 ACE BUILDERS

Method Ship VIA Tracking Mumber

Federal Exp 2nd-Day 1244554655465 @
Entry { 001 of 001 )
Enter = edit H Append ] [ Header ” Launch Browser I Goto
| CompanyH | 120282007 | Terminal T | OVR

[ Inquiry | 2.
Maint |

3. Sdlect acommand:

Select the order number for which to enter shipment tracking information
and use the Proceed/OK command to move to the screen’s scrolling region.

¢ PressEnter to edit the selected line. The Tracking Number Detail screen

appears.

¢ PressA to add anew shipment method and tracking number to the order.
The Tracking Number Detail screen appears.

¢ PressH to return to the Our Ord No field to enter anew order number
for which to enter tracking information.
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¢ PressL tolaunch your web browser and direct it to the shipping
company’s tracking website. When you use this command, OSAS
combines the tracking number with the URL addressyou entered for the
shipping method to open the website so that you can view order status.

Refer to the Accounts Receivable User’s Guide for more information on

entering website information for shipping companiesin the Shipping
Methods function.

Tracking Number Detalil

The Tracking Number Detail screen appears when you enter a new shipping
method and tracking number for an transaction or when you edit an existing one.

HAppend Line (= = =
Commands Edit Modes QOther Help

%XE§|E\|-|?@|@@ OK Abandon

Method FED2 E
ShipVia  Federal Exp 2nd-Day

Tracking | 1zB54559846578

Inquiry | Sdl ect the shipping method, then enter the tracking number for the shipment. Use
the Proceed/OK command to save your changes.
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Change Batches

The Change Batches function allows you to manually change the batch ID for a
single order or an entire batch of orders that has not been posted. If you did not
elect to use transaction batching in the Resource Manager Options and
Interfaces function, you cannot use this function.

Change Batches Screen

Select Change Batches from the Daily Work menu. This screen appears.

E Change Batches =] @ =)
Commands Edit Modes Other Help
'}?XE‘E‘H@‘?@‘@@ oK Abandon
Change
@ Order Mo
Batch 1D
Old Batch ID 000002 [a]
Order No goooooto [4]
New Batch ID 000001 1

Copy Orders with Status of Al

[ companyn | oamecoo7 | Terminai Tooo | ovR

1. Select thetype of change you want to make. You can copy asingle order to a
new batch or you can move all orders from one batch to another.

Inquiry | 2. Enter the batch number from which you want to move the order or orders.
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Inquiry | 3. If you selected to move a single order, enter the order number you want to
move.
Inquiry | 4. Enter the batch number to which you want to move the order or group of
" Maint I orders. Use the Maintenance (F6) command to open the Batch Control

function to add or edit batch IDs.

5. If moving more than asingle order, use the Copy Orders with Status of
function to choose to copy All orders, or choose to only copy orderswith a
New, Picked, Verified, Returned, Invoiced, Backordered, or Quote status.

6. PressPgDn to copy the orders. After the orders are moved, the Daily Work
menu appears.
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Batch Control

Usethe Batch Control function to inquire about the status of your batches, to set
up new batches, and to maintain existing batches. If you did not elect to use

transaction batching, you cannot use this function.

Select Batch Control from the Daily Work menu. The Batch Control screen

appears.

ﬂ Batch Control o] @ ==
Commands Edit Modes Other Help
?@XEE|E|B@|?@|@@ | oK || Abandon

Batch ID 00000 )

Description  Daily Batch

Permanent?

Term User Name

Lock Flag Status | Released

Cash Receipts Journal

Unprinted -
Mot Applicable hd
Unprinted -

| companyH [ 12280007 | Terminai Tooo | ovR

Inquiry | 1. Enter the batch ID with which you want to work in the Batch 1D box. If you
Maint | elected to use automatic batch number generation in the Options and

Interfaces function, you can create anew batch ID by using the Proceed

(OK) command.

Sales Order

5-61



CHAPTER 5 ¢ Daily Work Batch Control

2. If aterminal ID appearsinthe Lock Flag box, the batch is or was produced
or posted on that terminal. Do not change it unless you need to release a
locked batch.

3. Enter adescription of the transactionsin this batch in the Description text
box.

4. Enter the status of the batch: H if itison hold, or R if it has been released. If
you place the batch on hold, you can print or post it, but you cannot enter or
edit transactionsin it.

5. Check the Permanent? box to make the keep the batch from being deleted
upon processing.

6. Toggletheyear to Current or Last to set the GL year for this batch.

7. For each report listed, toggle the report status.
The report status begins as Not Applicable. When you enter purchases or
miscellaneous debits, the status automatically changes to Unprinted. When
you print the report, the status automatically changes to Printed. If you then

add or change transactions, the status automatically changes to Reprint.

8. If you selected abatch that isin use, theterminal ID and the user name of the
person entering transactions are displayed.

A maximum of 20 terminal |Ds can appear at one time.

After you save the information, enter information about a different batch 1D, or
exit to the Daily Work menu.

5-62 Sales Order



CHAPTER 6

Picking Slips 6-1
Shipping Labels 6-5
Packing List 6-7
Bills of Lading 6-9
Backorder Allocation Report
6-17
Requested Ship Date Report
6-21

Scheduled Blanket Report 6-23
Order Fulfillment Report  6-25

Sales Order

Shipping Reports

Picking Slips

A picking slip lists the items and quantities that are needed to
fill an order. If an entire order cannot befilled, the stockroom
worker can write on the picking slip the quantity of each item
that must be backordered. Then the origina order is verified
against the picking slip.
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Picking Slips Screen

Select Picking Slips from the Shipping Reports menu. The Picking Slips screen

6-2

appears.
H Picking Slips [o] @ ==
Commands Edit Modes Other Help
?XE‘E‘H@‘?@‘QQ 0K Abandon
Has Sales Order Entry Been Completed? =
Batches to Print: 1

Frint Picking Slips for
@ New Orders
Backorders
Lost Orders

A List of Orders

First Slip Number to Print 105

Last Good Slip Number (f Restat) | (000000

Print Additional Descriptions? &
Print Kit Detail? Component -

Company H | 12/28/2007 Terminal TOOO | OVR
| | | |

If you have entered all the sales orders, select the check box (or enter Y in
text mode); if not, clear the check box (or enter N in text mode). If you have
not entered all sales orders for this print run, exit to the menu and enter them
before you print.

Select the batches you want to print when the Batches to Print screen
appears. You can enter multiple batchesin a single print run.

If you elected not to use batch processing in the Resource Manager Options
and Interfaces function, the Batches to Print screen does not appear.

Select the type of orders for which you want to produce picking slips. To
reprint picking slips you printed online, select A List of Orders. (You will
select the orders for which to print dipslater; see step 9 for details).

You cannot print picking dlips for quotes or returned goods.
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Sales Order

You can print picking slips for orders from customers that are on credit hold
only if you elect to print picking slips for alist of customers. A warning
message appears, but you can still print the picking slips.

Enter the number of the first picking dip.

If you are reprinting picking dips (for example, because the printer
jammed), enter the number of the last form that printed correctly. If you want
to start over, press Enter.

Each batch of picking slipsistemporarily stored in the SOSLxxx (Picking
Slips Restart) file. If you want to reprint a batch of picking slips, you must
reprint that batch before you print any other dips. In addition, you must use
the same options you originally used to print the slips. For example, if the
printer jammed while you were printing slips for new orders, print slips for
new orders before you print slips for other orders.

If you want to print additional descriptive text on the picking slips, select the
check box (or enter Y in text mode); if not, clear the check box (or enter N).

If you want the picking dlip to include kit information, press K. If you want
to print component information, press C. If you want to print both kit and
component information, press B.

Select the output device to produce the slips. See “ Reports” on page 1-30 for
more information on output devices.

If you select Printer or Print Preview as the output device and you elected
not to print plain paper forms in the Resource Manager Options and
Interfaces function, alignment characters print on the first form and the Is
Form Aligned? message appears. |f the alignment characters are not
centered in the alignment box (or if the characters are not aligned in the grid
on laser forms), adjust the form and select No (or enter N in text mode) to
print the alignment form again. Continue this procedure until the form is
aligned; then select Yes (or enter Y in text mode) to print the dips.
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9. If youare printing picking dipsfor alist of orders, the Print Picking Slipsfor
aList of Orders window appears. Enter the number of the first order for
which you want to print a picking slip and press Enter. When you press
Enter, another box appears. Continue entering order numbers, then use the
Proceed (OK) command to print the picking slips for the selected orders.

After the dips print, the Shipping Reports menu appears.

Picking Slip

< PICEING SLIPD>>
BUILDERS SUFPPLY
4301 DEAN LAKEZ ELVD.
SHAKCOPEE MW 55379
Batch # 000001

Picking Slip No 105
Order Nao. Order Date Loc ID Ship Date Req'd Ship Date Customer P.O.# Ship Via Page Mo
00000018 1z/z8/07 Ca0oo1 1
ACEOOL
Ship To: ACE BUILDERS Sold To: ACE BUILDERS

1568 SE 315T STREET 1586 SE 315T STREET

PADUCAH EY 28655-7865 PADUCAH KY Z8655-7865
Ent. Item No/Description/Serial No Ein Units oty. Ordered oty. Shipped oty. Backordered
oo1 10z E-10 PEG 1.0000

Electrical Package-L
Includes Electrical Outlets and
Breaker Box

No Lot Nuwbers listed.

6-4 Sales Order



Shipping Labels

Use the Shipping Labels function to print shipping labels with the format you
set up in the Shipping Label Setup function.

Shipping Labels Screen

Select Shipping Labels from the Shipping Reports menu. The Shipping Labels
screen appears.

n Shipping Labels =& ==
Commands Edit Modes Other Help
2%z w8 @029 00
Shipping Label ID 1x4 (3]
4" x 4" label
Order Number 00000027 B
Mumber of Labels 1

| CompanyH | 12282007 | Terminal TOOD |OVR

Inquiry | 1. Accept the current label 1D, or enter adifferent ID.
Inquiry | 2. Enter the order number for the shipping label you want to print. The name

and address appear in the middle of the screen for verification. If you do not
enter an order number, you must manually enter the name and address.
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Enter the number of labels you want to print.

Select the output device to produce the [abels. See “Reports’ on page 1-30
for more information on output devices.

If you selected Printer or Print Preview as the output device, you are
returned to the Shipping Labels screen to select whether to print an
alignment character. If you want to print an alignment form, select the check
box (or enter Y in text mode); if not, clear the box (or enter N).

If you elected to print an alignment character, the Is the form aligned?
message appears after the alignment form prints. If the formis not aligned
correctly, adjust the form and select No (or enter N in text mode) to reprint
the form. Repeat this process until the form is aligned, then select Yes (or
enter Y in text mode) to print the labels.

After the labels are printed, one of these things happens:

If you elected to print bills of lading from shipping labels in the Resource
Manager Options and Interfaces function, aPrint Bill of Lading? message
appears. Select Yes (or enter Y in text mode) to proceed to the Bill of Lading
selection screen (page 6-9). Select No (or enter N in text mode) to return to
the Shipping Labels screen.

If you did not elect to print bills of lading from shipping labels, the Shipping
Reports menu appears.

Shipping Labels

6-6

VIs0o0l Z03-555-3642
VISA

2347 WEST VIRGINIA AVE
EUITE 10ZE

DOVER DE 14003-Z347

TIznol Z03-EEE-364Z
VISA

2347 WEST VIRGINIA AVE
EUITE 1l0zZE

DOVER DE 14003-2347
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Packing List

Use the Packing List function to print packing lists for orders generated through
the Transactions function with verified or invoiced statuses. Packing lists are

similar to picking slips, but they include the quantity shipped and backordered.
Packing List Screen

Select Packing List from the Shipping Reports menu. The Packing List screen
appears.

E Packing List o] @ ==
Commands Edit Modes Other Help
» K E‘E‘ﬂ @ ‘ ? @ ‘QQ Ok, Abandaon

Has Sales Crder Entry Been Completed?

Batches to Print: 1
Frint Packing Lists for
@ Verified Orders
Verified and Invoiced Orders
A List of Orders

Print Additional Descriptions? V]
Print Kit Detail?

Component

=

[ companyn | 12280007 | Terminai Tooo | ovR

If you have entered all sales orders, select the check box (or enter Y in text
mode); if not, clear the check box (or enter N in text mode). If you have not
entered all sales orders, return to the menu and do so before proceeding.

Sales Order
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Packing List

Select the batches you want to print when the Batches to Print screen
appears. You can select multiple batches to print in the same print run.

If you elected not to use batch processing in the Resource Manager Options
and Interfaces function, the Batches to Print screen does not appear.

Select the type of orders for which you want to produce packing lists. To
reprint packing lists you printed online, select A List of Orders.

If you want to print additional descriptive text on the packing lists, select the
check box (or enter Y in text mode); if not, clear the check box (or enter N in
text mode).

If you want the packing list to include kit information, press K. If you want
to print component information, press C. If you want to print both kit and
component information, press B.

Select the output device to produce the lists. See “ Reports’ on page 1-30 for
more information on output devices. After the lists print, the Shipping
Reports menu appears.

Order No.
0ooooo1?

Order Date Loc ID Ship Date Req'd Ship Date Customer P.O.# Ship Via Page Mo
12/28/07 Ca0001 1z/28/07 1
ACEOOL
Ship To: ACE BUILDERS Sold To: ACE BUILDERS
1586 SE 31ST STREET 1588 SE 31ST STREET
PADUCAH KY 2B655-7865 PADUCAH KY 28655-7865
. Item No/Description/Serial No Units  Oty. Ordered Oty. Shipped Oty. Backordered
101 FEG 1.0000 1.0000

Electrical Package-3
Inzludes Electrical Cutlets and

Breaker Box

Serial Numbers :

554565465465

<< PALCEKING LIST?>»*»
BUILDERS SUFFLY
4301 DEAN LAKES BLVD.
SHAKOPEE MN 55379
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Bills of Lading

Use the Bills of Lading function to print shipping documents for any order with
verified or invoiced statuses.

The bills of lading documents can be printed from the Shipping Reports menu
or from within the Shipping Labels function.

Bills of Lading Selection Screen

Sdlect Bills of Lading from the Shipping Reports menu. The Bill of Lading
selection screen appears over the Bills of Lading and Header Information

screens.
Bill of Lading (= & =
Commands Edit Modes Other Help
th§|@|ﬂ@ ?@|@»@ 0K Abandon
Bill of Lading
@ MNew Bill of Lading
Edit Bill of Lading

Select the type of action you want to perform. You can enter a new bill of lading
or you can edit an existing bill of lading.

After you make your selection, the Header Information screen appears.

Sales Order 6-9



CHAPTER 6 * Shipping Reports

Bills of Lading

Header Screen

The information you enter in the Header |nformation screen prints on the bill of

lading.
ﬂ Header Information E = @
Commands Edit Modes Other Information Help
ﬁxt§|ﬂ|ﬂ@|?@ ae oK Abandon
B/L Number 00432424 4| CustomeriD  ACE001 ACE BUILDERS
Order Number  |p0000012 % | Terms 2 Pct 10 Days MNet 30
Location 1D MNO0D01 MINNEAPOLIS WAREHOUSE
Ship To: 000000 CCD
ACE BUILDERS Amount |oo
1588 SE 31ST STREET Fee i}
Collect Fee?
Remit To
PADUCAH KY 28655-7865 us
Routing
Carrier Cver the Foad Inc Ship Date 12/28/2007
Carrier Mo KBB65465464 Collect Freight?
Vehicle ID 1286 Placards Supplied?
Emer. Phone () - Declared Value 2000.00
Ext Per carton
Field Description
Inquiry | B/L Number Enter a number to identify the bill of lading. If you

Order Number

Inquiry |

Customer ID/Terms/
Location ID

6-10

areediting abill of lading, enter the number or use the
Inquiry (F2) command and select a number from the
list that appears.

Enter the order number for which you want to print
the bill of lading. Theinformation from the order you
choose is used to build the bill of lading information
in either summary or detail, depending on the option
you chose in the Resource Manager Options and
Interfaces function.

The customer information appears. Use the
Transactions function (on page 5-3) to edit this
information.

Sales Order
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Field Description

Ship to The shipping information appears. Use the
Transactions function (on page 5-3) to edit this
information.

Routing Enter the routing information for the freight shipped.

Carrier Enter the name of the freight carrier.

Carrier No Enter the carrier’s identification number, if available.

Vehicle ID Enter an ID for the carrier’svehicle that transportsthe

Sales Order

Emer. Phone/Ext.

COD: Amount/Fee/
Collect Fee/Remit To

Ship Date

Collect Freight?

Placards Supplied?

Declared Value/per

shipment, if available.

Enter the contact number for the shipment. If the
shipment is a hazardous material, you must enter an
emergency contact number.

If the shipment is COD, enter the COD information.

The shipping date appears. Use the Transactions
function (on page 5-3) to modify the ship date.

If the carrier must collect the freight charges on
delivery, select the box (or enter Y in text mode); if
not, clear the box (or enter N in text mode).

If placards are issued with the shipment, select the
box (or enter Y in text mode); if not, clear the box (or
enter N in text mode).

Enter the declared value of the shipment.

Usethe Proceed (OK) command to save your entries. The Bills of Lading screen

appears.
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The Bills of Lading screen lists the contents of the shipment documented by this

bill of lading.
B Eills of Lading [ B )
Commands Edit Modes Other Scroll Commands Information Help
» K 1= | 2 ‘ B & ‘ 7 @ ‘ e e oK Abandon
BiL Mo 00432424 Cust ID ACE0D1 ACE BUILDERS
Order No 00000012 Ship To 000000 coD
Description Qty Ordered Units Hi Weight
Assorted Materials 1.0000 ] 753.0000 tbs @
Electrical Package 3.0000 |PKG ] 564.0000 lbs E]
(o (o)
0
0
0
0
0
(= (a]
= 3
= =
Entry { 001 of 002 )
COD Amount COD Fee Total Charges Frt Charges Total Weight
.00 .00 .00 .00 1322.0000
Enter=edit ] [ Append ] I Header ] [ Rebuild I [ Erint ] Goto
| companyH | 121282007 | Terminal TOOD |OVR

Field

B/L No/Cust ID/
Order No./Ship To/
COD

Description
Qty Ordered Units

HM

Ext Wt

Description

Information from the Header screen appears.

The description of the item or job appears.
Enter the number of units the shipment contains.

If the freight contains hazardous material, the box is
selected (or Y appearsin text mode).

The extended weight appears.

Sales Order
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Field Description
COD Amount/CD Freight and COD amounts and charges appear. The

Fee/Total Charges/  total weight of the shipment appears as well.
Fit Charges/Total

Weight

Commands

Use the commands to work with the line items on the screen:

Press Enter to edit the selected lineitem. The Edit Line Item screen appears.

Press A to add aline item to the end of thelist. The Append Line Item screen
appears.

Press H to return to the header screen. When you return to the header screen,
you do not lose the line-item and totals entries, because these entries are
aready saved.

Press R to rebuild the bill of lading from the original order (losing any
changes you' ve made to the line items). The bill of lading will be recreated
automatically.

Press P to print abill of lading, then select the output device from the Output
Information screen that appears.

Press G to go to a specific lineitem, then enter the line number. This
command appears only if there is more than one screen of line items.

Press N to finish with the current transaction and return to the selection
screen (page 6-9).
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Edit/Append Line Item Screen
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The Edit/Append Line Item screen appears when you edit an existing line item or

add aline item to the list on the Bills of Lading screen.

A Edit Line tem = & [
Commands Edit Modes Other Scroll Commands Information Help
%Xt§|%|ﬂ@|?@|@@ OK Abandon
Qty Shipped 3.0000 Wi 554.0000
Units PKG Rate/Class
Desc Electrical Package Charges o
Hazardous?
HM Code Description

M) [ r]rr|M

Entry { 000 of 000 )

Enter=edit Append Done Rebuild

Field Description

Qty Shipped Enter the quantity shipped.

Units Enter the unit of measure for the item.

Desc Enter a description for the item.

Hazardous? If the freight is hazardous, select the box (or enter Y
in text mode); if not, clear the box (or enter N in text
mode). If the line contains hazardous material, you
can enter the codes after you save the line item.

Wt. Enter the weight for each unit of the item.

Rate/Class Enter the shipping rate or class.

Charges Enter any charges attached to the item.

Sales Order
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If the line item contai ns hazardous materials, enter the hazardous material codes
associated with the contents of the line item in the scroll region at the bottom of
the screen.

Use the commands to work with the items in the scroll region:

¢ PressEnter to edit ahazardousitem. The Edit Hazardous Waste Code screen
appears.

¢ PressA to add ahazardous item to the end of thelist. The Append Hazardous
Waste Code screen appears.

e PressD to return to the Bills of Lading screen.

e PressR to rebuild the entry from the original sales order. The hazardous
waste codes for the line item are re-created and reappear.

Edit/Append Hazardous Waste Code Screen

Inquiry |

Sales Order

The Edit/Append Hazardous Waste Code screen appears when you edit an
existing hazardous line item or add a hazardous line item to the Edit/Add Line
[tem screen.

“ Append Hazardous Waste Code =l & =4

Commands Edit Modes QOther Information Help

2xtz|pe|mo| 2 &[@® ok (s

HM Code ER1008 B
Description Boron triflugride, Boron trifluoride, compressed

Select the ERG hazardous materials code in the HM Code field. If Sales Order
interfaces with Inventory, you can use the Inquiry (F2) command to select the
code from alist. The description appears; edit it if necessary.

Use the Proceed (OK) command to save your entry and return to the Edit/

Append Line item screen. Press D when you are finished adding hazardous
material codesto thislineitem to return to the Bills of Lading screen.
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Backorder Allocation Report

Sales Order

Produce the Backorder Allocation Report to determine which backorders can be
filled with items that have been received in Inventory.

The report shows how the backorders can be filled based on how you organize
the report. For example, you might have 30 backorders for item 100, but you only
have received 25 in Inventory. If you organize the report by customer ID, the
backordersfor the first customer in therangeisfilled first, then the backorder for
the second customer, and so forth until the 25 items are allocated.

If Sales Order does not interface with Inventory or if a backordered item is not
set up in Inventory, backordered lines for the item are listed because the system
cannot discern the quantity available.

Follow these stepsto print the Backorder Allocation report:
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Inquiry |

6-18

1. Select Backorder Allocation Report from the Shipping Reports menu. The

Backorder Allocation Report screen appears.

E Backorder Allocation Report EI = @
Commands Edit Modes Other Inventory Lockups Help
zxz|me@a|2e|ee [ o) [Aoanaon]
Customer ID From ACEQO1 EJ Print By:
Thu  KANODT [a] ® Order Date
Loc ID Fram CADDO1 |‘1| () Customnar
Thru  TX0OO1 (3] ) Sales Rep
[tem 1D From EJ 1 Order Number
Thru |E]
Order Nurnber From ﬁ]
Thru BJ Print Kit Detail? &1
Sales Rep ID From EJ
Thru @
Batches to Print: 0
[ companyn | 12280007 | Terminai Tooo | ovr

Enter the range of customers, locations, items, order numbers, and sales reps
you want to include in the report. Enter values into a combination of these
fiddsto print only the items that match that criteria on the report, or leave
the boxes blank to print all items.

Sdlect the batches you want to print. You have this option only if you elected
to use batching in the Resource Manager Options and Interfaces function.

Select the order in which you want to print the report. The report is
organized first by location, then by item, and then by your selection here.

If you want to print kit detail in the report, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

Select the output device. See “Reports’ on page 1-30 for more information.
After the report is produced, the Shipping Reports menu appears.

Sales Order
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Backordered Items

If the inventory-on-hand quantity is zero for a backordered item, the report does
not list the item.

The available quantity is shown in base units regardless of the line item’s unit of
measure. Thisvalueisthe item’s on-hand quantity minus its in-use quantity.

If, while filling backorders, the system reaches an on-hand quantity of zero, it
partialy fills a backorder. The remaining backorders are allocated a quantity of
Zero.

The balance avail able isthe avail able quantity minus the allocated quantity. If the
backordered quantity is more than or the same as the available quantity, the
balance available is zero.

The amount in the Ext Price column is the order unit price times the allocated
guantity. Base units are used in the calculation of the three values. The amount is
rounded to two decimal places. You can use the amounts in the Ext Price column
along with theitem, location, and report totals to forecast the revenue you receive
by filling the backorders.
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Backorder Allocation Report

Backorder Allocation Report

End of Report

GRAND TOTAL

12/28/2007 Builders Supply PAGE 1
9:1z PH Backorder Allocation Report
By Location/Item/Order Date
Loc. ID Location Description
Item ID Item Description Base Unit Qty. Avail. Base Price Bin #
Order Date Eatch Order Mo Repl Rep2 Heme On Backorder Allocated Ext. Price Line #
HNOOoO1 HINNEAPOLIS WAREHOUSE
800002 Wallpaper - Traditional FOOT 3600.0000 .1800 M-1
12/28/2007 000001 0O0O00DZ1 GPD ACE BUILDERS 3z.0000 3z.0000 .00 002
Item 800002 Total 3z.0000 .o
Balance Available 3568.0000
Location MNOOO1 Total .o
HNO0OZ HINNEAPOLIS MANUFACTURING
700500 Series Number Ed §.0000 5.8500 E-2§
12/28/2007 000001 0O0O00DZ1 GPD ACE BUILDERS 1.0000 1.0000 .00 003
Item 700500 Total 1.0000 .o
Balance Available 7.0000
Location MNOOOZ Total .o

6-20

Sales Order



Requested Ship Date Report

The Requested Ship Date Report function prints out a report listing orders
based on the ship dates requested by your customers. Use the report to help plan

your shipments and to help you identify problemsin delivery of itemsto your
customers.

Requested Ship Date Report screen

Select Requested Ship Date Report from the Shipping Reports menu. The
Requested Ship Date Report screen appears.

ﬂ Requested Ship Date Report =l = =]
Commands Edit Modes QOther Inventory Lookups Help
?5/E§|3|ﬂ@|?@|@@ 0K HAbandun‘
Customer ID From ACEODT ‘E| Batches to Print 1
Thiu | SUNODI [a]
Loc ID From CADD01 ‘ E\| Include
Thu  Doomt (A New 7
Req Ship Date From \ﬂ_’| Backorderad Ei
Thru = Picked
Item/Job Fram

Verified

Invaiced

[=]=]

Thru

Print

[tems with Blank Req. Ship Dates?
Kit Detail? v

| companyH | t2rsmoo7 | Terminaitooo | ove
Inquiry | 1. Enter the range of customers you want to include in the report.
Inquiry | 2. Enter the range of locations you want to include in the report.
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Requested Ship Date Report

3. Enter the range of requested ship dates you want to include in the report.

Inquiry | 4. Enter the range of item/job IDs you want to include in the report.

5. Select the batches you want to print. You have this option only if you elected
to use batching in the Resource Manager Options and Interfaces function.

6. Select the check box (or enter Y in text mode) for each order status you want
to include in the report. To exclude a status, clear its check box (or enter N).

7. If you want to print items with blank requisition ship dates, select the check
box (or enter Y in text mode); if not, clear the check box (or enter N).

8. If youwantto print kit detail in the report, select the check box (or enter Y in

text mode); if not, clear the box (or enter N in text mode).

9. Sdect the output device to produce the report. See “Reports’ on page 1-30
for more information on output devices. After the report is produced, the

Shipping Reports menu appears.

Requested Ship Date Report

08/15/2005 Builders Supply Page 1
5:20 AM Pequested Zhip Date Report

Batch Cust. ID & MName Item ID Loc. ID Qty. Ordered Unit=s Status Aot Ship
Order Line Customer PO Number PO Date Ttem Descriphion Qey. Shipped

Requested Ship Date 07/15/2005

000001 SUNOD1 SUNSHINE HOMES, THC. 350 MHOOO1 3.0000 Ea Hew

00000012 001 385930 Entry Door -0oao

000001 SUNOD1 SUNSHINE HOMES, THC. 350 MHOOO1 3.0000 Ea Picked

00000013 001 385930 Entry Door -0oao

000001 SUNOD1 SUNSHINE HOMES, THC. 450 MHOOO1 10_0000 Ea Picked

00000013 002 385930 Slide by Windeow 24" x <0" -oooo

oooool SUNOOD1 SUNSHINE HOMES, INC. 450 MHOOOL1 25.0000 Ea Picked

00000013 003 385930 Slide by Windew 30" X <0" -oooo

Bequested Ship Date 08/25/200%5

oooool LOS001 LOS ANGELES CONSTRUCTION CO. 200400 MHOOOL1 S.0000 Ea Hew 08/z5/Z005
oooooool o0l Water Softener -oooo

oooool LOS001 LOS ANGELES CONSTRUCTION CO. 201 MHOOOL1 3.0000 Ea Hew 08/z5/Z005
oooooool o0z Befrigerator - White -oooo

oooool LOS001 LOS ANGELES CONSTRUCTION CO. s00002 MHOOOL1 1z._0000 ROLL Hew 08/z5/Z005
oooooool 003 Wallpaper - Traditional -oooo

oooool LOS001 LOS ANGELES CONSTRUCTION CO. 200 MNOOOL F.0000 EA Hew 0g/zZE/Z008
oooooool o004 Pefrigerator - Black -oooo

oooool LOS001 LOS ANGELES CONSTRUCTION CO. 700500 MNOOOL F.0000 EA Hew 0g/zZE/Z008
oooooool  o0g Series Humber -oooo

End of Report



Scheduled Blanket Report

The Scheduled Blanket Report function prints out areport listing shipments of
blanket orders scheduled for arange of dates you specify. Use the report to
forecast your shipping and inventory requirements for fulfilling blanket orders.

Follow these steps to print the Scheduled Blanket Report:

1. Select Scheduled Blanket Report from the Shipping Reports menu. The
function screen appears.

A Scheduled Blanket Report [ & =]
Commands Edit Modes Qther Help
2xi=|ne|mn|-e|ee [ ok [Fbandon)
Customer ID From  ACEDO1 [a] Status:
Thru  TENOOT [a] New
Blanket Mo From 00000001 [ q,| In Process
Thru 00000004 % Closed
Ship Date Fram |@ New and In Process
Thru |@ @ All Statuses

| company H [ 12/282007 | Terminal Tooo | ovR

Inquiry | 2. Enter therange of customersyou want to includein the report, locations, and
requested ship dates you want to include in the report.

3. Select the status(es) of the blankets you want to include in the report.
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4. Select the output device. See “Reports’ on page 1-30 for more information
on output devices. After the report is produced, the Shipping Reports menu

appears.

Scheduled Blanket Report

Requested Date 02/01/07 Total

1z/15/07 00000003 TENOO1 001 902 moool Ea Z.0000 429.9100
00z 910002 MNODO1 EA 2.0000 576.9900

Elanket No. 00000003 Total
00000004 ACEOO1 00z 100 MNOOo1 PEG Z2.0000 380.5500

Elanket No. 00000004 Total

Requested Date 12/15/07 Total
01/01/08 00000004 ACEOO1 001 200100 Mmoool EAL 2.0000 358.5700

Blanket No. 00000004 Tatal

Requested Date 01/01/08 Total

01/15/08 00000003 TENOO1 001 S0z Mmoool Er 3.0000 429.2100
0oz 910002 MNOOo1 EL 3.0000 576.9900

Elanket No. 00000003 Total

Requested Date 01/15/08 Total

12/26/2007 Builders Supply Page 1
9:17 PH Scheduled Blanket Report
Req. Date  Elanket No. Cust. Line Item ID Location Units Quantity Unit Price Extended Price
0z/01/07 00000004 ACEOD1 001 200100 Mmoo01 EL 2.0000 358.5700 717.14
Blanket No. 00000004 Total 717.14

3020.70
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Order Fulfillment Report

The Order Fulfillment Report function generates and prints reports showing
your ability to satisfy the items needed to fill acustomer’s order. You cannot print
this report if Sales Order does not interface with Inventory.

Order Fulfillment Report Screen

When you select Order Fulfillment Report from the Shipping Reports menu,
this screen appears:

Order Fulfillment Report EI = @I
Commands Edit Modes QOther Help
2xcne|mn|-e|eae
Req Ship Date From Include:
Thru New
Backordered
Order No From |0D00DO12 (a] Picked B
Thu 00000018 (8]
Frint By
Customer D From  |ACEQD1 (8] @ Order Number
Thru | TENODI (8] = Customer ID
Location ID From m
Thru E Print
Fulfillable ltems @
Batches to Print 1 Unfulfillable ltems @]
| companyH | 12082007 | TerminaiTono | OVR
Inquiry | 1. Enter the range of requested shipment dates, order numbers, customers, and

locations you want to print on the report. Enter values into a combination of
boxes to sdlect specific items to print on the report, or leave the boxes blank
to print al items.
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Select the batches you want to print. You have this option only if you elected
to use batching in the Resource Manager Options and Interfaces function.

Select the status of the orders you want to include in the report. For each
status (new, backordered, or picked), select the check box (or enter Y in text
mode) to include orders with that status in the report, or clear the check box
(or enter N in text mode) to exclude orders with that status.

Select the order in which you want to print the report.

If you want to print line items from the order that can be fulfilled based on
existing inventory quantities, select the check box (or enter Y in text mode).
If you want to exclude these items from the report, clear the check box (or
enter N in text mode).

If you want to print line items from the order that cannot be fulfilled based
on existing inventory quantities, select the check box (or enter Y in text
mode). If you want to exclude these items from the report, clear the check
box (or enter N in text mode).

Select the output device to produce the report. See “ Reports’ on page 1-30

for more information on output devices. After the report is produced, the
Shipping Reports menu appears.

Sales Order
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Order Fulfillment Report

1z/za/z007 Builders Supply Page 1
9:22 PH Order Fulfillment Report

Cust ID Customer Nawe

Batch ID Order No. Line Item ID Loc ID Description Units Qry. Ordered Qty. Available Fill?
ACEDOL LCE BUILDERS Partial Shipments? Yes

[alulu]ulup} 00oo0ols 001 100 MNOOD1 Electrical Package PEG 1.0000 5.0000 Yes
ooooo1 o0o0o0o01s 001 102 CAD001 Electrical Package-L PEG 1.0000 1.0000- Mo
ooooo1 00o00o0o01s 001 102 MNOOO1 Electrical Package-L PEG 1.0000 2.0000- No
LOosS001 LOS AMNGELES CONSTRUCTION CO. Partial Shipments? Yes

ooooo1 o0ooo0oze 001 100 MNOOO1 Electrical Package PEG 10.0000 5.0000- No
ooooo1 ooooooze 00z 150 MNOOO1 Plumbing Package PEG 10.0000 &.0000 Yes
ooooo1 00poooze 003 250 MNOOO1 Exterior Panels cs 5.0000 £217.0000 Yes
[ulufululup} 00oo00z6 004 300 MNOOO1 Interior Door EA 5.0000 13.0000 Yes
End of Report

Sales Order
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Print Invoices

Open Order Report
Blanket Order Report
Sales Journal

Post Transactions

Sales Order

7-3
7-11
7-15
7-17
7-21

Transaction Reports

Introduction

Sales Order shares some Accounts Receivable menus with
some of its own functions: Information Inquiry, Daily Work,
Transaction Reports, History Reports, Periodic Processing,
File Maintenance, and Master File Lists. Refer to the
Accounts Receivable User’s Manual for questions on these
shared menus, or for questions on functions not covered in this
manual.
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Print Invoices

Sales Order

Use the Print Invoices function to print an invoice or aquote for an order you
entered in the SOTDxxx and SOTHxxx (Open Order) files. Thisfunctionis
useful when you want to print invoices, quotes, or both for several transactions at
once.

You can aso print the invoice or quote when you enter the transaction. See
“Online Invoices or Quotes’ on page 5-32 for more information.

Produce the Sales Journal before and after you print invoicesto keep track of
invoice numbers. The invoice information in the ARINxxx (Open Invoice) file
should match the invoice information in the SOTDxxx and SOTHxxx files so that
you can apply correct payment when an open invoice customer makes a payment
toward a particular invoice. If you elected to use prenumbered invoices in the
Resource Manager Options and Interfaces function, this function reassigns
invoice numbers but not credit memo numbers; the Sales Journal includes both.
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Print Invoices Screen

Select Print Invoices from the Transaction Reports menu. This screen appears.

ﬂ Print Invoices ol @ (==
Commands Edit Modes Other Help

eI LR Y (05 (Abanden)

ls Sales Order Entry Completed? i
Batches to Print 1

Invaice Date 12202007 (=]
First Invaice No 00002083
Last Good Invoice No (If Restart) 00000000

Print
@ Invoices

Quotes
All

Message for All Invoices:

Thank You for your order.

Print Additional Descriptions? F
Print Kit Detail? F
Print Copies of E-Mailed Invoices? v

Status Bar | companyn | 12280007 | Terminai Tooo | ovR

1. If youarefinished entering Sales Order transactions, select the check box (or
enter Y in text mode); if not, clear the check box (or enter N in text mode). If
you have not finished entering transactions, exit to the Transaction Reports
menu and do so before printing invoices.

2. Select the batch numbers you want to print. You can select multiple batches
to print at once. You cannot select batches if you did not elect to use
transaction batching in the Resource Manager Options and Interfaces
function.

3. Enter the date you want to print on the invoices, credit memos, or quotes.

This date is used to age invoicesif you elected to use online aging in the
Resource Manager Options and Interfaces function.
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Sales Order

10.

11.

Whether or not you print invoices determines how invoices are aged. The
invoice header date is used for aging only if you do not print invoices. If you
print invoices, the invoice date you enter here is used for aging, regardless of
the header date. Quotes are not aged.

If you assigned numbers to the invoices or quotes, enter the number from
which you want to start printing. If you did not assign numbers, enter the
number of thefirst form you are going to use.

If you are reprinting invoices or quotes, enter the number of the last form
that printed correctly. If you are reprinting and you use prenumbered
invoices or quotes, produce the Sales Journal after you print all the invoices
and quotes so that you have a record of the numbers.

Select the type of forms you want to print. You can print invoice forms,
quotes, or both.

If you want all invoices or quotes to have a message, enter one.

If you want to print additional descriptions on the invoices or quotes, select
the check box (or enter Y in text mode); if not, clear the check box (or enter
N in text mode).

If you want to print kit detail on the invoices or quotes, select the check box
(or enter Y in text mode); if not, clear the check box (or enter N in text
mode).

Select the output device. See “Reports’ on page 1-30 for more information
on output devices.

If you select Printer or Print Preview asthe output device and if you elected
not to print invoices on plain paper in the Resource Manager Options and
Interfaces function, a form containing only alignment characters prints. If
the Xs are not centered on the alignment box (or if the Xsare not aligned in
the grid on laser forms), adjust the form and select No (or enter N in text
mode) at the verification message to reprint the alignment form. Repest this
procedure until the form is aligned; then select Yes (or enter Y in text mode)
to print the forms.
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If acustomer’s purchase order number is longer than 8 characters, arow of
asterisks (*) printsin the Order Number column, and the entire order
number is printed directly below the row of asterisks. To align the form so
that the customer’s purchase order number can be seen, make sure that only
the bottom of the alignment character (X) printsin the upper part of the
alignment box in the form’s right-hand corner.

12. If you selected Printer or Print Preview as the output device, select the
output device to print the invoices log. (If you selected File, thislog appears
after theinvoice formsin thefile.) After the forms and log are produced, the
Transaction Reports menu appears.
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Invoice Log

Sales Order

Pun Totals:
Taxahle
Non-Taxable
Tax

Freight
Hisc

Total Bales

Prepaid EAmount
Total Credit Sales

Invoices Printed:

£33z,
14769,
2EZ4.
_nao

.oo
47346

El-
70
ng-

26—

_no
4F346.

S6-
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Print Invoices

Invoice

Su

S CASHTX
O CASHSALES-DALLAS, TX

uifder’s
PPIY

o- or

550
Millwork Package

300

Interior Door

330
Entry Door

00
Thank you for your order.

BUILDERS SUPPLY
4301 DEAN LAKES BLVD.

SHAKOPEE MN 55379

8327.08

a3

a3

o< ©TIW

INVOICE

PAGE 1

INVOICE DATE  12/21/2007
INVOICE NO 12670204

CASH SALES-DALLAS, TX

2.0000

2.0000

2.0000

2.0000

TOTAL DUE

14345010

313810

5261310

Subtatal

00

8327.98

102.76

105226

8327.08

§327.08
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Credit Memo

Su

o-d oroom

100

150

300

Intericr Door

uifder’s
PRIy

CASBHTX
CASH SALES-DALLAS, TX

Electrical Package

Plumbing Package

0n

Thank you for your arder.

BUILDERS SUPPLY

4301 DEAN LAKES BLVD.

SHAKOPEE MN 55379

374028

a3

a3

PEG

o4 T—I®

00

CREDIT MEMO

INVOICE DATE
INVOICE NG 12670210

PAGE 1

CASH SALES-DALLAS, TX

2.0000

3.0000

20000

3.0000

TOTAL DUE

4756860

1317.3840

51.3810

Subtotal :

0n

12/21/2007

3740.28

263477

154.14

3740.28

37T40.28
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Open Order Report

The Open Order Report lists unposted orders and returns.

Open Order Report Screen

Select Open Order Report from the Transaction Reports menu. The Open
Order Report screen appears.

H Open Order Report ol @ ===
Commands Edit Modes Other Help
zxz|ne/@a|2e]ee [ oK )] Avandon]
Customer 1D From  ACEOO1 E Print by:
Thru GREDDT |ﬂ @ Customer ID
Location 1D From  CADOO1 |ﬂ Invoice Number
Thru | MNOOOT [a] ltem/JobdKit ID
ftemAJob/Kit ID From (3] ") Status
Thru E
Batches to Print 1 Addl Description Format Mons -
Print Kit Detail? )
Status: -
) Mew
Picked
Werified
Credited
Backordered
* Quoted
@ All Orders
[ companyH | 12282007 | Terminai Tooo | ove
Inquiry | 1. Enter the range of customers and locations for which you want to list

unposted orders or returns.
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Inquiry |

7-12

Enter the range of items, jobs, or kits from unposted orders or returns you
want to include in the report. The Inquiry (F2) command is available for
itemsif Sales Order interfaces with Inventory, for jobs if Sales Order
interfaces with Job Cost, and for kits if Sales Order interfaces with Bill of
Materia g/Kitting.

Select the batch numbers you want to print. You can select multiple batches
to print at once. You are not prompted for batch selection if you did not elect
to use transaction batching in the Resource Manager Options and
Interfaces function.

Select the status of the orders you want to include in the report. If you elect
tolist all orders, al orders except quoted orders are listed.

When an order has line items with backordered quantities, the items become
backordered only when you post. Unposted backordered items appear in the
report with averified status.

Select the order in which you want to print the report. You can organize the
report by status only if you list al the orders in the SOTHxxx and SOTDxxx
(Open Order) files.

If you want to print additional detail on the report, select the format in which
to print that information. Select None to keep from printing additional detail
on thereport, Short to print the short additional description, or Long to print
the extended additional description.

Select the Print Kit Detail ? check box (or enter Y in text mode) to kitted item
component information in the report. Clear this check box (or enter N in text
mode) if you do not want to print this information.

Select the Print Tracking Numbers? check box (or enter Y in text mode) to
include shipment tracking numbers on the report; clear it (or enter N in text
mode) if you do not want to print this information.

Thisoptionis available only if you elected to enter tracking numbersin the

Options and Interfaces function and if you selected Invoice Number asthe
Print by option.
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9. Select the output device to produce the report. See “ Reports’ on page 1-30
for information on output devices. After the report is produced, the
Transaction Reports menu appears.

Open Order Report

12/28/2007 Builders Supply PAGE 3
9:26 PN Open Order Report
By Customer
order Entry cust ID Order Date JIK Job/Phase or Loc/Item ID Quantity Units Quanticy Awount
Batch Status  Rep 1 Req. Date Description Available
Invoice Rep 2 Ship Date
0oooo0ze 001 Los001 08/11/07 I MNOOO1 100 5.0000- PEG Original 10.0000 4519.08
ooooo1 PICEED GFPD Electrical Package Ordered 10.0000 4519.08
Shipped 0000 .00
ooz I MNOOO1 150 §.0000 PEG Original 10.0000 12515.21
Flurbing Package Ordered 10.0000 12515.21
Shipped 0000 .00
003 I MNOOO1 250 217.0000 CS Original 5.0000 12757.27
Exterior Fanels Ordered 5.0000 12757.27
Shipped 0000 .00
004 I MNOOO1 300 13.0000 EL Original 5.0000 271.18
Interior Door Ordered 5.0000 271.18
Shipped 0000 .00
Totals for Custower LO3001 Criginal 30062.72
Ordered 30062.72
Shipped .00
Grand Totals Original 36045.34
Ordered 36045.34
Shipped 4840.97
Backord .oo
End of Report

Sales Order
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Blanket Order Report

Use the Blanket Order Report function to list the blanket orders on file by
blanket number or customer ID.

Blanket Order Report Screen

Sedlect Blanket Order Report from the Transaction Reports menu. The Blanket
Order Report screen appears.

Blanket Order Report

=lE ==
Commands Edit Modes Other Help
2> e ne|man[-¢|ee oK) [Abandon]
Customer ID From  ACED01 |E| Status
Thru  TENOOY [a] @ New
Bllanket No Frem 0000000 [a] In Process
Thru 00000004 (a) Closed
New and In Process
Blanket Type All = All Statuses
Sort By
@ Custorner
Blanket Mo

Scheduled, On-demand, Dollar amt, All

| companyH | 121282007 | Terminal TOOD |OVR

Inquiry | 1. Enter the range of customers and blanket orders you want to include in the
report.

2. Select thetype of blanket orders you want to print.

3. Select the status of the blanket orders you want to include in the report.
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Blanket Order Report

Blanket Order

Select the order in which you want to print the report.

Select the output device. See “Reports’ on page 1-30 for more information
on output devices. After the report is produced, the Transaction Reports
menu appears.

Report

12/28/2007 Builders Supply Page 3
9:31 PN Elanket Order Report
Line IK Loc ID Item ID Sales Agor. Units  Original Quy. Unit Price Ext. Price Tax Class
Description COGS Amot. Released Qty.
Inv. Acct. In Process Qoy.
Posted Qty.
001 I MNOOO1 200100 401000 Ei 4.0000 358.5708 1434.28 00
Furnace 501000 0000 .00
104400 .0000 .00
.0000 .00
o0z I MNOOO1 100 401000 PRG 2.0000 380. 5488 761.10 03
Electrical Package s01000 .0ooo .00
104400 .0ooo .00
0000 .00
Order Total Our Blanket # Miscellansous Freight Subtotal Sales Tax Total
00000004 Original .oo .oo 2195.38 .oo 2195.38
Released .oo .oo .oo .oo .oo
In Process .oo .oo .oo .oo .oo
Posted .oo .oo .oo .oo .oo
Customer ACE0O1 Total Miscellansous Freight Subtotal Sales Tax Total
00000004 Original .oo .oo 2195.38 .oo 2195.38
Released .oo .oo .oo .oo .oo
In Process .oo .oo .oo .oo .oo
Posted .oo .oo .oo .oo .oo
GRAND TOTAL Miscellansous Freight Subtotal Sales Tax Total
Original .oo .oo 3z980.72 .oo 3z980.72
Released .oo .oo .oo .oo .oo
In Process .oo .oo .oo .oo .oo
Posted .00 .00 .00 .00 .00
End of Report



Sales Journal

Print the Sales Journal before you post transactions to check for mistakes and
omissions and to use as an audit trail of sales transactions. If you find incorrect

transactions in the Sales Journal, use the Transactions function to edit or delete
them.

The Sales Journal includes cost information, but the unit cost of nonserialized

itemsis only an estimate. The current cost updates it (based on your costing
method) when you post.

Sales Journal Screen

Select Sales Journal from the Transaction Reports menu. The Sales Journal
screen appears.

n Sales Journal =& =4
Commands Edit Modes Other Help
2 iz e mn|:o |00 P ——
Customer ID Fram ACE0O1 \E| Addl Description Format MNone ~
Thru TENDD1 13
Print Kit Detail? 7l
Batches to Print 1
Print By:
@ Batch/Order No
Customer 1D

Invoice Mumber
GL Pd/Sales Account
Loc ID/tem Mo or Job/Phase

Print
@ Line Detail
Transaction Totals
Break Totals

Company H | 12/28/2007 Terminal TOOO | OVR
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Inquiry | 1. Enter the range of customers whose transactions you want to includein the
journal.

2. Select the batch numbers you want to print. You can select multiple batches
to print at once. You cannot select batchesto print if you did not elect to use
transaction batching in the Resource Manager Options and Interfaces
function.

3. Select the order in which you want to organize the journal.

4. Select the amount of detail you want to print in the journal.

5. Select the output device. See “Reports’ on page 1-30 for more information
on output devices. After thejournal is produced, the Transaction Reports
menu appears.

If the Sales Journal does not include some invoice numbers, you probably
printed multiple-page invoices or credit memos. The number of an invoice

that is a continuation of a previous one is skipped. Invoice numbers are not
reassigned for credit memos.
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Sales Journal

12/28/2007 Builders Supply Page 1
9:35 PI Sales Journal
By Batch/Order No.

Batch Cust. ID JIE Job/Phase or Loc/Item No. Rep 1 Sales Acct. Units  Qty. Ordered Unit Price Ext. Price Tax Class
our Ord# Inve. No. Description Rep 2 COGS Acct. oty. Shipped Unit Cost Ext. Cost

Line Ship Date Inv. Acct. oty. Backord

000001 ACEOOL I MNOOO1 100 GPD 401000 PKG 1.0000 380.5488 380.55 03
00000012 Electrical Package 501000 1.0000 343.5500 343.55

001 12/28/2007 104400 .0000

Cust. Our Ord# Rep 1 Inv. Date Per Tx Grp Freight Subtotal Sales Tax Inv. Total FPuc. Puc. kmount
Bateh  Inve. No Rep 2 ord. Date Fiscellansous

Ship To Order No Terms Desc. Ship Date

ACEOO1 00000012 GPD 12/28/2007 12 MM .oo 380.55 .oo 380.55 .00
000001 000020851 .00 .og
1z/z8/2007
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Post Transactions

Sales Order

When you post transactions, several things happen:

Verified orders and returned goods are moved from the SOTDxxx and
SOTHxxx (Open Order) files to the ARINxxx (Open Invoice) file.

Cash receipts are moved from the ARCRxxx (Cash Receipts) file to the
ARINxxx file.

The ARCUxxx (Customer), ARSRxxx (Sales Rep), RMTXxxx (Tax
Locations), ARINxxx (Open Invoice), ARHIxxx (Detail History), and
ARHSxxx (Summary History) files are updated.

Inventory, General Ledger, Bank Reconciliation, and Job Cost are updated if
Sales Order interfaces with these applications.

The Accounts Receivable User’s Manual illustrates how files are updated
and which accounts are debited and credited.

You can produce four posting logs when you post transactions:

The Post Deposits L og shows the amounts posted to your bank accounts and
contains information from the SOTDxxx and SOTHxxx files.

The Post Inventory Items Log shows the detail of inventory line items and
contains information from the INVExxx (Items), INLDxxx (L ocation Detail),
SOTDxxx, and SOTHxxx files.

The Post Sales Order Log shows the amounts posted to the ARINxxx and
ARCUxxx files, the amounts posted to the General Ledger accounts, the
balance, and the total posted to the JOBSxxx file; and it contains
information from the SOTDxxx and SOTHxxx files.
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e The Post Cash Receipts L og shows the cash receipt amounts posted to the
ARINxxx and ARCUxxx files and the general ledger accounts that are
affected, and it contains information from the ARCRxxx file beforeit is
cleared by posting.

Before Posting

Before you post, back up all of your datafiles. Backing up your data files before
you post is an important practice. Unforeseen problems, such as a power surge or
failure, can interrupt the post and result in the loss of data.

Post Transactions Screen

Sedlect Post Transactions from the Transaction Reports menu. The Post
Transactions screen appears.

n Post Transactions =@ ==
Commands Edit Modes Other Help
2>z me|mn|[*9 0@
Have You Backed Up Your Data Files?
Batches to Post 1

Post To
@ Current Fiscal Year (2007 )

Last Fiscal Year ( 2006 )
Age All Customers? [l
Print Zero-Balance Post Logs?

Unposted Qrders and Backorders:
@ Leave in Current Batchies)
~) Move to Mew Batch

Company H | 12/28/2007 Terminal TOOO | OVR
| | | |

1. If you have backed up your datafiles, select the check box (or enter Y in text
mode); if not, clear the box (or enter N in text mode). If you have not backed
up your files, return to the menu and do so before you post.
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Select the batch numbers you want to post. You can post multiple batches at
one time. You have this option only if you elected to use batch processing in
the Resource Manager Options and Interfaces function.

Select the fiscal year to which you want to post the transactions. If Sales
Order does not interface with General Ledger, or if you did not create last-
year datain General Ledger, you must post to the current-year files.

If you want to age customer invoices in the file during posting, select the
check box (or enter Y in text mode); if not, clear the check box (or enter N in
text mode). If you elect to age all customers, the ARCUxxx file is updated,
and the AR Analysis Report is updated if you kept summary history. If you
elect not to age all customers, the post takes less time.

Select the action you want to take for unposted orders and backorders. If you
elect to move them to adifferent batch, afield appears where you can enter
the new batch ID.

Select the output device to produce the posting log. See “ Reports” on

page 1-30 for more information on output devices. After thelog is produced,
the Transaction Reports menu appears.
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Post Transactions

Post Transaction Log

1z/z8/2007 Builders Supply
9:38 PI 50 Post Transactions
Terminal: TOOO

Batches Posted:

ulnlululuk

Posted to CURRENT YEAR (2007)

1z/za/z2007
9:38 PM

Builders Supply
POST INVENTORT ITEMS

Batch Tran No. LN TP Invoice Loc. Item ID or Job/Phase
(Lot Nurbers) (Serial Nunbers)

000001 00000012 001 IN 00000012 MWOOO1 100
TRANSACTION TOTAL
TOTAL OF LOT/SERIAL ITEHMS
TRANSACTION TOTAL
000001 00000017 001 IN 00000017 CAO0O001 101
554565465465
TOTAL OF LOT/SERIAL ITEHMS
TRANZACTION TOTAL
000001 00000021 001 IN 00000015 MMOOO1 200
MMO001 200100
MMO001 z00zoo
MMO001 200300
MMO001 200400
MO001 200500
MO001 200600
TOTAL OF ALL COMPONENTS
274DZ2201
274DZ2Z02Z
TOTAL OF LOT/SERIAL ITEHMS
TOTAL OF LOT/SERTIAL ITEMS
TRANSACTION TOTAL
Q00001 00000025 001 IN 000000ZS MWOOO1 300
TRAMNZACTION TOTAL
000001 00000027 001 IN 00000027 MMOOO1 100

TRAMNSACTION TOTAL

BATCH 000001 TOTAL

oty. Shipped

1.0000

1.0000
1.0000

1.0000
1.0000
1.0000
1.0000
1.0000
1.0000
1.0000

.00oo
.00oo

4.0000

11.0000

Page A- 1
Page B- 1
Unit Unit Cost Extended Cost
PEG 343.5500 343.55
343.55
.oo
.oo
PEG .0000 .oo
PEG .0ooo .00
.oo
.oo
PEG
EL 379.4400 379,44
Ed 227.5300 227.53
Ed 42,9500 429.95
Ed 127.4000 127.40
EL 47.5000 47.50
EL 75.1500 75.15
1286.97
ROLL 1286.9700 .oo
ROLL 1286.9700 .oo
.oo
.oo
1286.97
Ed 22.0100 58.04
55.04
PEG 343.5500 3779.05
3779.05
5497.61

7-24

Sales Order



CHAPTER 8

Shipping Efficiency Report 8-3
Customer Shipping Efficiency

Report

Sales Order

8-7

History Reports

Introduction

Sales Order shares some Accounts Receivable menus with
some of its own functions: Information Inquiry, Daily Work,
Transaction Reports, History Reports, Periodic Processing,
File Maintenance, and Master File Lists. Refer to the
Accounts Receivable User’s Manual for questions on these
shared menus, or for questions on functions not covered in this
manual.
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Shipping Efficiency Report

The Shipping Efficiency Report function creates areport that helpsyou analyze
your effectiveness at meeting the requests for shipping your customers made

when they placed their orders.

Thisreport is organized by date. To analyze your shipping efficiency by
customer, use the Customer Shipping Efficiency Report (see page 6-7).

You cannot print this report if you did not elect to save detail history in the
Resource Manager Options and Interfaces function.

Shipping Efficiency Report screen

Sales Order

Select Shipping Efficiency Report from the Shipping Reports menu. The
Shipping Efficiency Report screen appears.

Shipping Efficiency Report (E=H | Ech(>c
Commands Edit Modes Qther Inventory Lookups Help
%xz§|g|a|?®|@@ [ ok | Abandon |
Act Ship Date From ﬁ
Thru |ﬁ|
Req Ship Date From |ﬁ|
Thru |ﬁ|
Customer 1D Fram ACEDD1 1
Thu  |LOSO01 (8]
Location ID From CADOOT |Q‘
Thu | Tx0001 [a]
[temiJob Fram @
Thru 1
Print Buy:

@ Actual Ship Date
Requested Ship Date
Customer ID
Item/Location

Company H 1112812007 Terminal TOO0 OvR
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Inquiry |
Inquiry |
Inquiry |

8-4

Enter the range of actual shipping dates for the shipments you want to
analyze.

Enter the range of requested shipping dates for the shipments you want to
analyze.

Enter the range of customers you want to include in the report.

Enter the range of locations you want to include in the report.

Enter the range of items or jobs you want to include in the report.

Leave any of these fields blank to select all vaues.

Select the order in which you want to print the report.

Select the output device to produce the report. See “Reports’ on page 1-30

for more information on output devices. After the report is produced, the
History Reports menu appears.

Sales Order



Shipping Efficiency Report

History Reports « CHAPTER 8

Shipping Efficiency Report

11/28/2007 Builders Supply Page z
G:41 AM Shipping Efficiency Report

By Actual Ship Date
Lotual Lverage hverage Shipments  ---- Early Days —---— On-Time ---- Late Days ----
Ship Date Early Date Late Date Total No. Nurber Lverage Nurdber Nuriber hverage Efficiency &
04/02/2008  04/02/2008  04/02/2008 1 o .oo 1 0 .00 100.0000
03/17/2008  03/17/2008  03/17/2008 1 o .oo 1 0 .00 100.0000
03/03/2008  03/03/2008  03/03/2008 1 o .oo 1 0 .00 100.0000
03/01/2008  03/01/2008  03/01/2008 1 o .oo 1 0 .00 100.0000
02/22/2008  02/22/2006 02/22/2008 1 o .oo 1 0 .00 100.0000
02/05/2008 02/05/2008  02/05/2008 1 0 .oo 1 0 .00 100.0000
01/26/2008 01/26/2008 01/26/2008 1 0 .oo 1 0 .00 100.0000
01/25/2008 01/25/2008  01/25/2008 1 0 .oo 1 0 .00 100.0000
01/24/2008 01/24/2008  01/24/2008 1 0 .oo 1 0 .00 100.0000
01/21/2008 01/21/2008 01/21/2008 z 0 .oo z 0 .00 100.0000
12/28/2007  12/28/2007  12/28/2007 H 0 .oo H 0 .00 100.0000
12/21/2007  12/21/2007  12/21/2007 1 0 .oo 1 0 .00 100.0000
12/17/2007  12/17/2007  12/17/2007 z 0 .oo z 0 .00 100.0000
12/03/2007  12/03/2007  12/03/2007 1 0 .oo 1 0 .00 100.0000
12/01/2007  12/01/2007  12/01/2007 1 0 .oo 1 0 .00 100.0000
11/06/2007  11/06/2007  11/06/2007 1 0 .oo 1 0 .00 100.0000
11/03/2007  11/03/2007  11/03/2007 1 0 .oo 1 0 .00 100.0000
10/04/2007  10/04/2007  10/04/2007 1 0 .oo 1 0 .00 100.0000
10/02/2007  10/02/2007  10/02/2007 1 0 .oo 1 0 .00 100.0000
09/18/2007  09/18/2007  0S/13/2007 1 0 .oo 1 0 .00 100.0000
09/10/2007  09/10/2007  09/10/2007 1 ] .oo 1 o .00 100.0000
09/07/2007  09/07/2007  09/07/2007 3 o .oo 3 0 .00 100.0000
09/02/2007  09/02/2007  09/02/2007 1 o .oo 1 0 .00 100.0000
08/26/2007  OB/26/2007  08/26/2007 1 o .oo 1 0 .00 100.0000
08/17/2007  08/17/2007  08/17/2007 1 o .oo 1 0 .00 100.0000
08/15/2007  08/15/2007  08/15/2007 z o .oo z 0 .00 100.0000
07/26/2007  07/26/2007  07/26/2007 1 o .oo 1 0 .00 100.0000
07/18/2007  07/18/2007  07/19/2007 1 o .oo 1 0 .00 100.0000
07/15/2007  07/15/2007  07/15/2007 1 o .oo 1 0 .00 100.0000
07/14/2007  07/14/2007  07/14/2007 1 o .oo 1 0 .00 100.0000
07/11/2007  07/11/2007  07/11/2007 d o .oo d 0 .00 100.0000
07/08/2007  07/08/2007  07/09/2007 1 o .oo 1 0 .00 100.0000
07/07/2007  07/07/2007  07/07/2007 1 o .oo 1 0 .00 100.0000
07/05/2007  07/05/2007  07/05/2007 1 o .oo 1 0 .00 100.0000
overall 107 6 1.83 101 0 .00 100.0000
End of Report
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Customer Shipping Efficiency Report

The Customer Shipping Efficiency Report function creates a report that helps
you analyze your effectiveness at meeting the requests for shipping your
customers made when they placed their orders.

This report is organized by customer. To analyze your shipping efficiency by
date, use the Shipping Efficiency Report (see page 6-3).

You cannot print this report if you did not elect to save detail history in the
Resource Manager Options and Interfaces function.

Customer Shipping Efficiency Report screen

Select Customer Shipping Efficiency Report from the Shipping Reports
menu. The Customer Shipping Efficiency Report screen appears.

H Customer Shipping Efficiency Report ’E| = @
Commands Edit Modes Other Inventory Lookups Help
2x=|es|an|-el[ae
Customer ID From ACEDD1 @
Thu  TENOOY B
Req Ship Date From [ﬁ]
Thru [ﬁ]
Item 1D From E
Thru @
Lacation ID From CADOD1 m
Thu | TX00O1 (3]
Print:
@ Detail
) Summary
Company H 1112812007 Terminal TOOO OVR
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Inquiry | 1. Enter the range of customers you want to include in the report.

2. Enter the range of reguested shipment dates for the shipments you want to
includein the report.

Inquiry | 3. Enter the range of items you want to include in the report.
Inquiry | 4. Enter the range of locations you want to include in the report.

Leave these fields blank to include all valuesin the report.
5. Select whether you want to print the report in detail or in summary.
6. Select the output device to produce the report. See “Reports’ on page 1-30

for more information on output devices. After the report is produced, the
History Reports menu appears.
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Customer Shipping Efficiency Report

12/28/2008 Fuilders Supply Page 4
G:a4 AN Detail Customer Shipping Efficiency Report
Invoice Requested Aetual Difference
Item ID Description Loc. ID Ship Date Ship Date In Days Efficiency %
&30 Steel Supports MNOOO1 11/z5/z008 11/23/2008 2
Total for Invoice 12670064 100.0000
100 Electrical Package MMOoo01 1z2/z0/z008 lz/20/2008 o
300 Interior Door MNOOO1 ilz/zo/zo08 1z/z0/2008 o
350 Entry Door MNOOO1 ilz/zo/zo08 1z/z0/2008 o
450 Flide by Window 24" x 40" MNOOO1 ilz/zo/zo08 1z/z0/2008 o
460 Slide by Window 30" X 407 oicululuby 1z/20/2008 1z/z20/2008 o
600 Standard Tindow 24" X 407" oicululuby 1z/20/2008 1z/z20/2008 o
Total for Invoice 12670074 100.0000
100 Electrical Package MNOOO1 iz/z1/zoo07 1z/z1/z2007 o
1s0 Plumbing Package MNOOO1 iz/z1/zo07 1z/z1/z2007 o
300 Interior Door oicululuby 1z/z21/2007 1z/z21/z2007 o
550 Millwork Package oicululuby 1z/z21/2007 1z/z21/z2007 o
600 Standard Tindow 24" X 407" oicululuby 1z/z21/2007 1z/z21/z2007 o
100 Electrical Package MNOOO1 iz/z1/zoo07 1z/z1/z2007 o
Total for Invoice 12670201 100.0000
SERVICE CHARGE MNOOO01 1z/z21/2007 1z/z21/z2007 o
Total for Invoice 12670206 100.0000
Heating/Cooling Package MNOOO1 07/11/2007 07/11/2007 o
Total for Invoice 24889003 100.0000
Heating/Cooling Package oicululuby 1z/17/2007 1z/17/2007 o
Total for Invoice 24889014 100.0000
Heating/Cooling Package MNOOO1 0g/0z/2008 09/0z/2008 o
Total for Invoice 24889022 100.0000
Heating/Cooling Package MMNOOO1 1z/08/2008 1z/08/2008 [u]
Total for Invoice 24889030 100.0000
Total for Custower ACEOOL 100.0000
GRAND TOTAL 100.0000

End of Report
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Purge Selected Files

Sales Order

9-3

Periodic Processing

Introduction

Sales Order shares some Accounts Receivable menus with
some of its own functions: Information Inquiry, Daily Work,
Transaction Reports, History Reports, Periodic Processing,
File Maintenance, and Master File Lists. Refer to the
Accounts Receivable User’s Manual for questions on these
shared menus, or for questions on functions not covered in this
manual.

9-1






Purge Selected Files

Use the Purge Selected Files function to delete history from the SORHxxx and
SORLxxx (Recurring Order), ARHIxxx (Detail History), ARHSxxx (Summary
History), ARINxxx (Open Invoice), SOHTxxx (Tracking Number History),
SOTRxxx (Tracking Number), and SOTDxxx and SOTHxxx (Open Order) files.

Purge Selected Files Screen

Sales Order

Select Purge Selected Files from the Periodic Processing menu. The Purge

Selected Files screen appears.

ﬂ Purge Selected Files [l = =
Commands Edit Modes Other Help
bred [l (2 | B3 | [0} | ? & | Q@ OK || Ahandcml

Have you backed up your data files?

Remave:
Recurring Entries with Cutoff Dates Befors
Detail History for Invoices Dated Befors
Summary History Before Period/Fiscal Year
Paid Invoices with Period/ear Before
Guotes with Dates Before
All quotes for Customer ID
Closed Blankets with Closed Dates Before

1250007 (09
121502007 [
1)1 2007

1|4 2007

12152007 (9
ACE0D1 (3]
1252007 (09

| CompanyH [ 120282007 | Terminal ToD0 | OVR

1. If you have backed up your datafiles, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode). If you have not backed
up your files, return to the Periodic Processing menu and back up your

files before continuing.
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Enter the date of the recurring orders you want to purge. Recurring orders
with cutoff dates on or before the date you enter are purged.

Enter the date of the invoices for which you want to purge detail history.
Detail history for invoices dated on or before the date you enter are purged.

Enter the period and year of the summary history you want to purge.
Summary history before the period and year you enter are purged.

Enter the date of the paid invoices you want to purge. Paid invoices dated on
or before the date you enter are purged.

Enter the date of the quotes you want to purge. Quotes dated before the date
you enter are purged.

To purge al quotes for a specific customer, enter that customer ID.

Enter the date of the closed blankets you want to purge. Blanket orders with
Close Dates before the date you enter are purged.

Leave any of thesefields empty if you do not want to purge that type of data.

To purge the files and return to the Periodic Processing menu, use the
Proceed (OK) command.

Sales Order



CHAPTER 10

Recurring Orders 10-3
Tables 10-15
Edit Sales Order Number 10-25
Shipping Label Setup 10-27

Sales Order

File Maintenance

Introduction

Sales Order shares some Accounts Receivable menus with
some of its own functions: Information Inquiry, Daily Work,
Transaction Reports, History Reports, Periodic Processing,
File Maintenance, and Master File Lists. Refer to the
Accounts Receivable User’s Manual for questions on these
shared menus, or for questions on functions not covered in this
manual.
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Recurring Orders

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

After you set up the recurring orders, use the Copy Recurring Orders function to
copy them to the SOTDxxx and SOTHxxx (Open Order) files when they come
due.

To save time, you can copy a group of recurring orders to the SOTDxxx and
SOTHxxx filesinstead of entering each transaction each time you send the bill.
By assigning each order arun code, you can process these groups of orders on
different schedules—monthly, bimonthly, or whatever fits your company’s needs.

Recurring Orders Selection Screen

Sales Order

Select Recurring Orders from the File Maintenance menu. The Transaction
Type menu appears over the Recurring Orders and Header Information screens.

ﬂTransactlon Type E = @
Commands Edit Modes Other Help
P [l (2 E\‘ﬂ@ ?@‘@@ oK. Abandaon

Select

The Recurring Orders Transaction Type selection screen offers two choices:
Recurring Orders and Edit Recurring Orders. The only difference between the
two functions is that when you create a recurring order, you create data; when
you edit a recurring order, you work with existing data. After you make your
selection, the Recurring Orders header screen appears.

10-3
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Recurring Orders

Recurring Orders Header Screen

After you make your selection from the Recurring Orders selection screen, the

header screen appears.

X Edit Recurring Orders =@ =4
Commands Edit Modes Other Information Help
“}?‘XEE‘@‘H‘?Q‘@@ ok |[ Abandon |
Rec Order No Date |pg/1p2007 (] Status  New
Loc ID
Sold ta ACEQD1 (a] Ship to 000001 (4]
ACE BUILDERS Bill Meyers
1588 SE 31ST STREET RECEIVING
1588 SE 31st Street
PADUCAH KY 28655-7865 us Paducah KY 28655 us
Sales Rep 1 GFD ﬁ| Percent 100.0 Ship Method FEDZ ﬁl
Sales Rep 2 ﬁ| Percent 0 Ship Via Federal Exp 2nd-Day
Cust Lavel ACEDD1 Pick Slip No.
Terms Code JPCT [s]
Terms Desc 2/10,n/30 Type Reg

Terms% 20 Days 10 Met Days 30

Ord No 5456 Taxable? [l
Ord Date 12012007 [ Tax Group MN (3]
Run Code 0s Cutoff Date 12/21/2008 @| Description Minnesota
Field Description
Inquiry | Rec Order No Enter a number that identifies the recurring order.
Date The date the order was set up appears. Press Enter to
accept that date, or enter a different date.
Status New always appears for recurring orders.
Inquiry Loc ID If you entered alocation ID when you set up the

Maint

10-4

company, that ID appears. If you change the location
ID, the location’s description appears for verification.

If you did not enter a default location ID, enter the
location ID for line itemsin the order. (The Inquiry
(F2) and Maintenance (F6) commands are available
if Sales Order interfaces with Inventory.)

Sales Order
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Inquiry
Maint

Inquiry
Maint

Inquiry |
Maint |

Inquiry
Maint

Inquiry |
Maint |

Sales Order

Field

Sold to

Sales Rep 1/Percent

Sales Rep 2/Percent

Cust Level

Terms Code

Description

If the recurring order isfor one customer, enter the ID
of the customer. The customer’s name and address

appear.

If the recurring order is for a group of customers,
enter an asterisk (*) and the customers' group code.
(You assigned group codes when you set up customer
records.)

If you entered a customer ID in the Sold to field, the
ID of the sales rep who usually sells to the customer
appears. Accept it, or enter adifferent ID.

Next, enter the percentage of the sale on which you
want to base the sales rep’s commission, or press
Enter for acommission of 100 percent of the sale.

Enter the ID of the second sales rep receiving a
commission on the sale, or press Enter to skip this
field.

If you entered an ID, enter the percentage of the sale
on which you want to base the salesrep’s
commission. The sum of the two percentages you
entered cannot exceed 100.

Accept the current customer level, or enter adifferent
customer level. The Inquiry (F2) and Maintenance
(F6) commands are available if Sales Order interfaces
with Inventory.

The terms code describes the terms of the payment.
(Itisset up in the Terms function.)

Accept the current terms code, or enter a different
code. Use the Maintenance (F6) command to open
the Terms function to add or edit terms codes. After
you enter the terms code, its description appears.

10-5
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Recurring Orders

Inquiry

Maint

10-6

Field

Ord No

Ord Date

Run Code

Cutoff Date

Ship to

Description

To identify the transaction, enter the sales order
number or the customer’s purchase order number. To
skip thisfield, press Enter.

If you entered an order number, enter the order date.

You copy recurring orders by run code to the
SOTDxxx and SOTHxxx files. Use the same run code
for orders that you copy on the same basis. For
example, you could use 01 for orders you copy on the
first day of each month, 15 for the fifteenth day of
each month, and so on.

Enter the run code to which the order belongs.

Enter the date after which the recurring order is not to
be copied to the SOTDxxx and SOTHxxx files, or
press Enter to skip this field if the recurring order is
valid indefinitely.

Enter the shipping address code for one customer or
for agroup of customers. Use the Maintenance (F6)
command to open the Ship-to Addresses function to
add or edit addresses (see the Accounts Receivable
User’s Manual).

If you enter acode for one customer and the codeisin
the ARSAxxx (Ship-to Address) file, the address

appears.

If you enter acode for agroup of customers, the
associated shipping addressis used for the customers
in the group with the same shipping address code
when you copy the order. If the code is not valid for a
customer, no address is used when you copy the
order.

Sales Order
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Field
Inquiry | Ship Method
Maint

Ship Via

Pick Slip No

Taxable?
Inquiry | Tax Group
Maint

Description

Description

Enter a notation for the shipping method—for
example, AIR or TRAIN. Use the Maintenance (F6)
command to open the Ship-to Addresses function to
add or edit shipping methods (see the Accounts
Receivable User’s Manual).

If you entered a shipping address code that is on file,
the means by which the method is shipped appears.
Accept it, or enter adifferent shipping method.

Enter the picking slip number for the order.

Select the check box (or enter Y in text mode) if the
recurring order is taxable. Clear the check box (or
enter N in text mode) if it isnot.

Accept the current tax group, or enter a different tax
group for the customer. Use the Maintenance (F6)
command to open the Tax Groups function to add or
edit tax groups (see the Resource Manager User’s
Manual). After you enter the tax group, its
description appears.

The description of the item appears.

Use the Proceed (OK) command to save the header information. After you
approve the header information, the Line Item Entry screen appears.

Recurring Orders Line Item Entry Screen

The Recurring Orders Line Item Entry screen appears for one of these reasons:

¢ You are creating a recurring order and have finished entering header

information.

¢ You usethe Append command to add an item to the end of thelist.

Sales Order

10-7



CHAPTER 10 ¢ File Maintenance

Recurring Orders

Inquiry |
Maint l

Inquiry |
Maint |

10-8

¢ You use the Edit command to edit an itemin thelist. If you usethis

command, theLine
Line.

Item Entry screen istitled Edit Line instead of Append

¢ Youinsert alineitem into the order.

A Edit Line [o] @ [
Commands Edit Modes Other Information Help
2xu|ne|man][-e|ee
Entry 001
ltem ITEM Loc ID !
D 00 GL Code [a]
Desc Electrical Package Sales Acct 401000
Sls Cat F1 COGS Acct 501000
Tax Class ag@ .000 %  Price ID Inv Acct 104400
Units
Orderad 100.0000 | |PKG
Shipped .0000 Price 3805620 Ext Price 36055.20
Backord 0000 Cost 0000 Ext Cost 00
Field Descriptions
Field Description
Item/Job Item appears automatically. You cannot enter
recurring orders for jobs in the Recurring Orders
function.
Loc ID Thelocation ID appears.
ID Enter the ID of the item or job you want to include in
the recurring order. The Inquiry (F2) and
Maintenance (F6) commands are available if Sales
Order interfaces with Inventory or Job Cost.
If you entered ajob ID, you are prompted for a phase
ID after you enter the job ID.
Desc Enter a description of the recurring order.

Sales Order
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Inquiry
Maint

Inquiry
Maint

Inquiry |

Inquiry
Maint

Inquiry
Maint

Sales Order

Field

Additional Desc

Sls Cat

Tax Class

Price ID

GL Code

Sales Acct/COGS
Acct/Inv Acct

Description

If you elected to enter additional descriptive text
about line items when you enter invoicesin the
Resource Manager Options and Interfaces function,
the Additional Description Lines screen appears
when you press Enter in the Desc field. Enter up to
10 lines of additional text.

When you finish entering text, press Enter at a blank
line to save your text and return to the Line Item
Entry screen.

The sales category refersto aninventory item. Enter a
sales category, or press Enter to skip thisfield. The
Inquiry (F2) and Maintenance (F6) commands are
available if Sales Order interfaces with Inventory.

If the order isfor one customer, the salestax code you
assigned in the customer record appears. If the order
isfor agroup of customers, thisfield is blank.

Accept the current value, or enter adifferent tax class.

If Sales Order interfaces with Inventory, the price ID
assigned to the item appears. Press Enter to accept
the price ID or enter adifferent price ID.

The GL code identifies the pairs of general ledger
sales and cost-of-goods-sold (COGS) accounts to use
for aline of an entry. (The codes are set up in the GL
Codes function.)

If you entered a GL code in the DFxxxx table, that
code appears.

If you entered a GL code, the sales and COGS
accounts appears. The inventory account appears
from the ARGLxxx table.
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Field Description

Accept each account number. The Inquiry (F2) and
Maintenance (F6) commands are available if Sales
Order interfaces with General Ledger.

Ordered Enter the number of units ordered.
Inquiry | Units Enter the type of unit by which the item is sold—for
Maint | example, EACH if it is sold individually. The Inquiry

(F2) and Maintenance (F6) commands are available
if Sales Order interfaces with Inventory.

Price/Cost Enter the item’s unit price. If Sales Order interfaces
with Inventory, the unit cost appears.

Shipped You cannot enter anything in thisfield until the order
is copied.

Backord You cannot enter anything in thisfield until the order
is copied.

Ext Price/Ext Cost The order’stotal price (the quantity ordered times the
unit price) appears, and the order’s total cost (the
quantity ordered times the unit cost) appears.

Use the Proceed (OK) command to save the line item information. Next, enter
another line item or exit use the Exit (F7) command to exit to the Recurring
Orders screen. When you save thefirst line item, the totals are updated and your
entries are saved. You cannot use the Abandon (F5) command to cancel the
order. To delete the entire recurring order, use the Delete (F3) command on the
header screen.

10-10 Sales Order
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Recurring Orders Screen

When you exit from the Line Item Entry screen, this screen appears.

H Edit Recurring Orders

Commands Edit Modes Other Scroll Commands Information Help

%XE|IE‘H‘?®‘@"@"

Sald to ACE001 ACE BUILDERS Loc ID
Ship to 000001 Bill Meyers MNO00D1 Order No 00004600
Item Qty Ordered Units Unit Price Ext Price
Description
100.0000 PKG 380.5520
Electrical Package @
250 10.0000|CS 1410.0135 14100.14 B
Exterior Panels
300 5.0000 |EA 456720 228.36
Interiar Door
400 5.0000 |PKG §595.3905 4491.95
Interior Materials B
Entry { 001 of 004 )
Subtotal Freight+Misc Sales Tax Prepayment Net Due
56875.65 15.00 .00 .00 56890.65
Enter=edit ] [ Append I [ Header ] [ Totals ] [ Wiew ] Goto Recalc

| CompanyH | 12/28/2007 | Terminal TOOD |OVR

The Recurring Orders screen is divided into these sections:

¢ Information from the header screen is summarized at the top of the screen.
¢ Theline-item entry area (or scroll region) isin the middle of the screen.
e Order totals appear at the bottom of the screen.

Commands

Use the commands to work with the information on the screen:

¢  PressEnter to edit the selected line item. The Edit Line Item screen
(page 10-7) appears.

¢ PressAtoaddalineitemtotheend of thelist. The Append Line Item screen
(page 10-7) appears.

Sales Order
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Press H to return to the header screen. When you return to the header screen,
you do not lose lineitem and total s entries, because these entries are already
saved.

Press T to enter or edit totals associated with the recurring order. The Totals
Information screen appears

Press V to view an expanded summary of the selected line item. Additional
information about the line item, such as the Genera Ledger account and
description, appears on the View Line screen. Press any key to return to the
Recurring Orders screen.

Press G to go to a particular line item, then enter the line number. This
command appears only if there is more than one screen of line items.

Press N to enter a different recurring order. The Recurring Orders selection
screen (page 10-3) appears.

Totals Information Screen

The Totals | nformation screen appears when you press T on the Recurring Orders

screen to view order totals.

H Totals Information =l =@ =4
Commands Edit Modes Other Help
2>z memn|[*9 |00
Subtotal 56875.65
Freight 15.00 Tax Class
Miscellaneous Chgs 0o Tax Class
Sales Tax .00
Invoice Total 56890.65
Net Due 56890.65

The screen lists the order subtotal, calculated salestax (if the order istaxable),

and invoice total.

Sales Order
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Inquiry
Maint

Inquiry
Maint

Sales Order

Enter the freight charges to be added to the order in the Freight field, or press
Enter to skip thefield. If you enter afreight charge, if the order istaxable, and if
you indicated that freight is taxable in the Resource Manager Tax Groups
function, the freight’s tax class appears in the Tax Class field. Change this tax
class, if necessary.

Enter the miscellaneous charges to be added to the order in the Miscellaneous
Chgs field, or press Enter to skip the field. If you enter afreight charge, if the
order istaxable, and if you indicated that miscellaneous charges are taxablein the
Resource Manager Tax Groups function, the miscellaneous charges’ tax class
appearsin the Tax Class field. Change this tax class, if necessary.

You cannot change the calculated sales tax for recurring orders. To edit salestax,
use the Copy Recurring Orders function to create an order for the recurring
order record, then edit the order totals using the Transactions function. See
“Totals Information” on page 5-28 for more information on editing cal cul ated
sales tax amounts.

After you enter any freight and miscellaneous charges, the total amount of the
order (subtotal plus freight, miscellaneous, and sales tax amounts) appearsin the
Net Due field.

Use the Proceed (OK) command to save your changes and return to the
Recurring Orders screen.
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Tables

Use the Tables function to set up and maintain the Sales Order tables. Tables
store information about the system, data, options, and default settings.

Many Sales Order tables have the same name as Accounts Receivabl e tables, but
to use them in Sales Order, you must build them in Sales Order.

The following tables are related to Sales Order:

¢ ARGLxxx
¢ ARPDxxx
e DFxxxx

e DUNxxx
¢ FINCHxxx
¢ FORMXxx
e LABEL

e QCxxxx

e QHIxxxx
e QH2xxxx
e QNXXXX

e QRxXxxx

e QSXXXX

e QVXXXX

For more information about each of these tables, see their individual descriptions
in this section. For information about shareable, unshared, and terminal tables,
see page 3-3.

The OPTxxx (Options) tables store options and interfaces settings. Maintain

the information stored in this table through the Resource Manager Options
and Interfaces function, not through the table itself.

Sales Order 10-15
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Tables Screen

Inquiry |

Inquiry |

Select Tables from the File Maintenance menu. A blank Tables screen appears.

1. Toadd or change atable, enter the table ID. To set up a company-specific

table, enter the table ID plus the company ID. To set up a terminal -specific
table, enter the table ID plus the terminal ID. To delete the table, use the
Delete (F3) command.

If you entered a new table ID, the Copy From field appears. To copy a
company-specific or terminal-specific table, enter the table ID plus the
company or terminal 1D.

A set of tables comes with the sample company, Builders' Supply. You can
copy the sampletables for acompany and then change the appropriate fields.
To copy a sampletable, enter thetable ID.

Accept the displayed description of the table, or enter a different description.

The number of columns, the length of the columns, and the type of
characters you can enter—alphanumeric (A), numeric with two decimals
(N), numeric with three decimals (3), or numeric with four decimals (4)—
appear.

ARGLxxx Table

10-16

The ARGLxxx table stores the accounts to which cash receipts, discounts,
inventory, and finance charges are posted in the GLIRxxx (Journal) file.

Sales Order
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Sales Order

When you enter the table ID, the rest of the ARGLxxx table appears.

DESCRIPTICH

EX sote [=le =4
Commands Edit Modes Other Help
» K (= ‘ =N ‘ BE B ‘ T @ | @a OK Abandon
Table ID ARGL o Description GL Accounts Table
Number of Cols 2 Column Length 12 Type A -

/L NUMBER

CASH RECPTS
DISCOUNTS
INVENTORY
FIN CHEG

100000
404000
104400
80z000

Company H | 12/28/2007 Terminal TOOO | OVR

Field

Description

GL Number

Description

Sales Order posts to four accounts: cash receipts,
discounts, inventory, and finance charges. Accept
each account description, or change it.

The cash receipts account is used only if Sales Order
does not interface with Bank Reconciliation and if the
payment method record is missing. The inventory
account is used for noninventory items and when
Sales Order does not interface with Inventory.

For each account description, accept the General
L edger account number, or enter a different account.

Do not delete lines or rearrange field names. The
system looks for the defaults by their position in the
table; it treats the number on the first line asthe cash
recei pts account, the number on the second line asthe
discounts account, and so forth.
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ARPDxxx Table

10-18

The ARPDxxx tables stores a company’s current general ledger period, fiscal
year, and number of periods per year for posting and periodic history.

When you enter the table 1D, the rest of the ARPDxxx table appears.

EX sote ===
Commands Edit Modes Other Help
XK EE‘E‘- ‘ 7 & @@ OK Abandon
Table ID ARPDH by Description AR Periods Table
Mumber of Cols 3 Column Length 12 Type N ~
PERICD FISCAL YEAR # PERIODS/YE
1z.00 2007.00 iz.00
.00 .00 .oo
.00 .00 .00
.00 .00 .00
.00 .00 .oo
.00 .00 .00
.00 .00 .00
.00 .00 .oo
.00 .00 .00
.00 .00 .00
.00 .00 .oo
.00 .00 .00
.00 .00 .00
.00 .00 .00
Company H | 12/28/2007 Terminal TOOO | OVR
Field Description

Period (1.00-13.00)

Fiscal Year

# Periods/Yr (1.00-

13.00)

Enter the number of the current period. The period is
incremented when you perform periodic
maintenance.

Enter the current fiscal year. Thefiscal year is
incremented when you do year-end maintenance.

Enter the number of accounting periods your
company usesin ayear.

Sales Order
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DFxxxx Table

Sales Order

The DFxxxx table stores the default batch ID, distribution code, GL code, and
cash receipt invoice number that appear when you enter transactions.

When you enter the table 1D, the rest of the DFxxxx table appears.

EX sote (E=NEoE(Fx=|
Commands Edit Modes Other Help

%XKE‘E‘H@‘?@ @ @ OK |Abandon

Table ID DF b Description Defaults Table

Number of Cols 2 Column Length 12 Type A -

FIELD DEFAULT VALUE

BATCH/DEP ID 000002

DIST CODE 01

GL CODE R1

C/R INVOICE | DEPOSIT

Company H 1242812007 Terminal TO0O | OVR

Field Description
Field Thefields for which you can enter defaults appear.

Accept these field descriptions, or change them.

Do not delete lines or rearrange field names. The
system looks for the defaults by their position in the
table; it treats the number on the first line asthe
batch/department 1D, the value on the second line as
the distribution code, and so on.

Default Value For each field, enter the value that you want to appear
when you enter invoices, miscellaneous credits, and
cash receipts.
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DUNxxx Table

The DUNxxx table stores dunning messages for statements in the Statements
function (see the Accounts Receivable User’s Manual). These messages appear at
the bottom of a statement. You can change the message on that function screen or
in the DUNxxx table.

When you enter the table ID, the rest of the DUNxxx table appears.

B sote |E=HEch (>

Commands Edit Modes Other Help
@ Q OK Abandon

ﬁxtg‘eﬂah@

Table ID DUN A Description Dunning Messages Table
MNumber of Cols 1 Column Length 36 Type A -

Messages

Flease pay promptly.
Your account is past due.
Seriously past due. Please remit.

Legal action is imminent.

[ companyn | 12280007 | Terminai Tooo | ovR

Enter the messages for statements less than 30 days past due, from 31 to 60 days
past due, from 61 to 90 days past due, and from 91 days or more past due,
respectively, in the first four lines on the screen. The system assigned the
message on thefirst line to statements less than 30 days past due, the message on
the second line to statements from 31 to 60 days past due, and so on.

FORMxxx Table

The FORMxxx table storesinformation about forms: the type of form, the
number of thefirst form, and the message to appear on invoices.
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When you enter the table ID, the rest of the FORMxxx table appears.

B sote [l = ==
Commands Edit Modes Other Help

b ol EE‘E‘- ‘ 7€ @@ OK Abandon

Table ID v Description Form Wumber Table

Mumber of Cols E Column Length 12 Type A ~

Form Type Next Number From Message

Invoices 2081 Thank You fo |r your order

Company H | 12/28/2007 Terminal TOOO | OVR

Field Description
Form Type Enter the type of form whose information you want to

Next Number

Form Message (four
columns of A12)

adjust, or accept the current type.

Enter the number to be assigned to the next form, or
accept the current number.

Enter the message to be assigned with this type of
form, or accept the current message.

QCxxxx, QNxxxx, QRxxxx, QSxxxx, and QVxxxx Tables

Sales Order

The QCxxxx, QNxxxx, QRxxxx, QSxxxx, and QVxxxx tables have the same
layout and serve the same purpose: to store quick-entry stops for line item entry

if the Quick-Entry modeis activated (from the Modes pull-down menuin
graphical mode or by pressing Ctrl+F in text mode).
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¢ The QCxxxx table stores the quick-entry stops used by the Change Order
option in the Transactions function.

«  The QNxxxx table stores the quick-entry stops used by the New Order
option.

¢ The QRxxxx table stores the quick-entry stops used by the Miscellaneous
Credits option.

¢ The QSxxxx table stores the quick-entry stops used by the Shipped Order
option.

e The QVvxxxx table stores the quick-entry stops used by the Verify Order
option.

When you enter the table ID, the rest of the table appears. A QCxxxx tableis
shown below.

B sote EEEE
Commands Edit Modes Other Help
¥ K (= ‘ ® ‘ ] ‘ 7 & @@ OK Abandon
Table ID G A Description Quick Entry - Change
MNumber of Cols 2 Column Length 12 Type A -

FIELD DATA

Description
Addnl Descr
Sales Cat

Tax Class

Frice ID

GL Code

Sales Acct

COGE Acct

Inv Acct

Qry Ordered T

Units E
2ty Shipped E
oty Bkord

Unit Price E
Unit Cost E
Feq Ship

Weight

Company H 1242812007 Terminal TO0O | OVR

Sales Order
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Field Description

Field Thefieldsthat appear on the line-item entry screen
when you add or change line items are listed. Accept
these field descriptions, or change them.

Do not delete lines or rearrange the field descriptions.
The system looks for these fields by their position in
the table; it applies theinformation on thefirst line to
the description, the information on the second line to
the additional description, and so on.

Data If you want the cursor to stop at that field only when
you press Enter, enter E. If you want the cursor to
stop at that field when you press either Tab or Enter,
enter T. If you do not want the cursor to stop at that
field, leave the field blank.

QH1xxxx and QH2xxxx Tables

The QHxxxx tables store quick-entry stops used by the Transactions function
when you enter header information. The QH1xxxx table stores quick-entry stops
for the left side of the header screen, while the QH2xxxx table stores quick-entry
stops for the right side.
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Tables

When you enter the table ID, the rest of the table appears. A QH1xxxx tableis

shown below.
B sote [=l @ [
Commands Edit Modes QOther Help
%?XK;‘E.‘HE‘?@ (e et OK Abandon
Table ID ~H1 Description Quick Entry Table - Header #1
Number of Cols 2 Column Length 12 Type A -
FIELD DATA
Loc ID
Sold To: T
Sales Rep 1 E
Fep 1 Pct E
Sales Fep 2 E
Fep 2 Pet E
Cust Lewvel E
Terms Cods T
Order Number E
Order Date E
Invoice MNo. E
Invoice Date E
Company H | 12/28/2007 Terminal TOOO | OVR
Field Description
Field The fields that appear on the header screen when you
add or change transactions are listed. Accept the
current field descriptions, or change them.
Do not delete lines or rearrange the descriptions. The
system looks for these fields by their position in the
table; it applies the information on thefirst line to the
Loc ID field, theinformation on the second line to the
Sold To field, and so on.
Data If you want the cursor to stop at that field only when
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you press Enter, enter E. If you want the cursor to
stop at that field when you press either Tab or Enter,
enter T. If you do not want the cursor to stop at that
field, leave the field blank.

Sales Order



Edit Sales Order Number

Use the Edit Sales Order Number function to change the number the system
assigns to the next sales order. You can use this function only if you elected to

have the system generate sales order numbers in the Resource Manager Options
and Interfaces function.

Edit Sales Order Number Screen

Select Edit Sales Order Number from the File Maintenance menu. The Edit
Sales Order Number screen appears.

ﬂ Edit Sales Order Number o] @ =
Commands Edit Modes Other Help

EXINCEIEREY

—
111

0K || Abandan |

Sales Order Number:

| companyn | 12280007 | Terminai Toon | ovR

1. Enter the number you want the system to assign to the next sales order or

return. The system starts with this number and increments it by one when
you enter sales order transactions.
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2. Usethe Proceed (OK) command to save the number and exit to the File
Maintenance menu.

10-26 Sales Order



Shipping Label Setup

Use the Shipping Label Setup function to format your shipping labels before
you print them.

Shipping Label Setup Screen

Sdlect Shipping Label Setup from the File Maintenance menu. The Shipping
Label Setup screen appears.

Shipping Label Setup =] @ ==
Commands Edit Modes Other Help
2xz|ze|mo|ze|ee [0 ) (Fosmion]
Label ID 4x4 4
Description 4" x 4" label
Print Standard =
Label Width 4.0000 inches
Label Height 4.0000 inches (from top of one label to the top of the next)
Test Pattern?
Required Starting
Print? Rows Cols Row  Col
Return Address v 7 30 1 1
Pick Slip Mumber v 1 20 =] 1
COrder Number v 1 20 10 1
Ship Via v 1 20 11 1
Ship Date v 1 20 12 1
Label Count (399 of 299) v 1 10 14 1
Customer/Ship-to ID v 1 13 13 1
Phone Number v 1 13 13 15
D 7 30 17 4
Company H 1242812007 Terminal TO0O | OVR
Field Description
Inquiry | Label ID Enter the labdl ID.
Description Accept the current description, or enter a different

description for the label.
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Shipping Label Setup

Field

Print

Label Width

Label Height

Test Pattern?

Print?

Required Rows/Cols

Starting Row/Col

Description

Enter S to print the labelsin standard format. Enter C
to print the labels in compressed format.

Accept the current width, or enter a different width
for the labels (no smaller than 3 inches and no greater
than 8 inches).

Accept the current height, or enter a different height
for the labels (no smaller than 1.5 inches and no
greater than 11 inches).

If you want to print atest pattern with the required
and starting rows and columns at their current
settings, select the check box (or enter Y in text mode)
and select an output device to print the text pattern; if
not, clear the check box (or enter N in text mode) and
proceed with the rest of the fields.

For each type of information you want to print on the
labdls, select the corresponding check box (or enter Y
in text mode) for each type of information you want
to print on the labels. Clear the check box (or enter N
in text mode) to keep from printing this information.

For each type of information you elected to print on
the labels, enter the number of rows and columnsit
requires.

For each type of information you elected to print on
the labels, enter the row and column where you want
to begin printing it.

Use the Proceed (OK) command to save your entries and exit to the File

Maintenance menu.

10-28

Sales Order



CHAPTER11

Recurring Orders List 11-3 M aster F| Ie L|StS

Tables List 11-5
GL Account Audit Report  11-7

Introduction

Sales Order shares some Accounts Receivable menus with
some of its own functions: Information Inquiry, Daily Work,
Transaction Reports, History Reports, Periodic Processing,
File Maintenance, and Master File Lists. Refer to the
Accounts Receivable User’s Manual for questions on these
shared menus, or for questions on functions not covered in this
manual.
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Recurring Orders List

Produce the Recurring Orders List after you set up recurring order to make sure
that everything is correct in the SORHxxx and SORLxxx (Recurring Order) files
and to use as a reference before you copy recurring orders to the SOTDxxx and

SOTHxxx (Open Order) files. Produce a new list each time you add, change, or
delete recurring orders.

Recurring Orders List Screen

Sedlect Recurring Orders List from the Master File Lists menu. The Recurring
Orders List screen appears.

H Recurring Orders List

[E=3E=E
Commands Edit Modes Other Help
%XE|E\|B@|?@|QQ OK Abandon
Customer D From  ACEOD1 El
Thru KANDO1 i)
Print:
@ Line Detail

Transaction Totals
Break Totals

Print By:
@ Recurring Order Numnber
Customer ID
Run Code

| companyH [ 1228007 | Terminai Tooo | ovR

Inquiry | 1. Enter the range of customerswhose recurring orders you want to include in
thelist.
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Recurring Orders List

Select the amount of detail you want to includein thelist.

Select the order in which you want to print the list.

Select the output device to produce the list. See “ Reports’ on page 1-30 for

more information on output devices. After thelist is produced, the Master
File List menu appesars.

Recurring Orders List

1z/28/2007 Builders Supply PAGE 3
9:27 AN Recurring Orders List
By Recurring Order Number
Order No Cust ID IK Loc/Item ID Sales hect. Units  Oty. Ordered Unit Price Ext. Price Tax Class
Line No Fun Code Description COGE hect. oty. Shipped Unit Cost Ext. Cost
Ship Date Inv. hect.
00004620 KANOOL I MNOOO1 700 401000 SET 5.0000 1055.0925 5275.46 00
005 06 Cabinets 501000 .0000 .0000 .oo
104400
Cust ID Order No Order Date SR1 SR2 Tx Grp. Freight Subtotal Sales Tax Inv. Total
Ship To Fun Code Cutoff Date Terms Desc Mise.
KINDO1 6465 12/21/2007 JRH m .00 11259.59 .00 11259.59
06 08/30/2008 1/10,n/30 .00
SERVICE 71 I MNOOOL 401000 1.0000 43.0000 43.00 00
001 77 SERVICE CHARGE FOR USE OF SO0 501000 .0000 .0000 .oo
104400
Cust ID oOrder No Order Date SR1 SR2 Tx Grp. Freight Subtotal Sales Tax Inv. Total
Ship To Fun Code Cutoff Date Terms Desc Mise.
"1 .00 43.00 .00 43.00
77 Not on file .00
Grand Total Freight Subtotal Sales Tax Ext. Cost Ext. Price
Mise.
§5.00 129533.36 .00 .00 129604.36
.00
End of Report
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Tables List

Produce the Tables List to get information from a particular Sales Order table.

Thisfunction isvaluableif you plan to change atable and want alist to compare
it against.

Tables List Screen

Select Tables List from the Master File Lists menu. The Tables screen appears.

Tables List

E=mjEeE e
Commands Edit Modes Other Help
2xt|me mn|ze]|0e [ oK [Abonden]
Application  From S0 (%
Thru S0 (%

Table D  From |ARGL [a]

Thu | ARPDH

Suppress Blank Lines? [E]|

Page Break Per Takle? ¥

| CompanyH | 121282007 | Terminal TOOD |OVR

SO appears as the application ID. You cannot changeit.

Inquiry | 1. Enter the range of table IDs you want to include in the list.
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2. Most tables do not hold information in al lines. If you want the list to
include blank lines, select the box (or enter Y in text mode). If you want the
list to suppress blank lines, clear the box (or enter N in text mode).

3. If you want apage break between each table, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode).

4. Select the output device to produce the list. See “ Reports’ on page 1-30 for

more information on output devices. After thelist is produced, the Master
File List menu appesars.

Tables List

1z/z8/2007 Builders Supply Page 1
9:29 AM Takbles List
Sales Order
Table ID ARGL Deseription GL Accounts Table
No. of Columns 2 Column Length iz Type A&

DESCRIPTION G/L NUMBER

CASH RECPTS 100000
DISCOUNTS 404000
INVENTORY 104400
FIN CHRG §0z000

End of Report
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GL Account Audit Report

The GL Account Audit Report List shows Sales Order tables and data files with
invalid or missing GL account numbers.

Sample List

10/10/2007 Builders Supply Page 1

3:24 PH GL Account Audit Report

Lpplication Description Interfaced to GL?

50 Sales Order Yes
File File Description Record Description Field Name GL Account  Reason
SORLH Recurring Order Lines Bat/Ord/Ln /00000001001 Sales Loct. 1 Not Found
SORLH Recurring Order Lines Bat/Ord/Ln /00000001001 COGE Aot Hissing
SORLH Recurring Order Lines Bat/Ord/Ln /00000001001 Inventory Acct. 100001 Inactive
SORLH Recurring Order Lines Bat/Ord/Ln 400000001/ 002 Sales Loct. 200000 Inactive
SORLH Recurring Order Lines Bat/Ord/Ln 400000001/ 002 COGE Aot Hissing
SORLH Recurring Order Lines Bat/Ord/Ln /00004600/001 Sales Loct. Hissing
SORLH Recurring Order Lines Bat/Ord/Ln /00004600/001 Inventory Acct. Hissing
SORLH Recurring Order Lines Bat/Ord/Ln /00004620/002 Sales Loct. Hissing
SORLH Recurring Order Lines Bat/Ord/Ln /00004620/003 Sales Loct. 1 Not Found
SOTDH Sales Order Lines Bat/Ord/Ln 000002/00000012/001 COGS Acct. 501100 Not Found
SOTDH Sales Order Lines Bat/Ord/Ln 000002/00000012/001 Inventory Acct. Hissing
SOTDH Sales Order Lines Bat/Ord/Ln 000002/00000012/002 Sales Acct. 100001 Inactive
SOTDH Sales Order Lines Bat/Ord/Ln 000002/00000012/002 COGS Acct. 501100 Not Found
SOTDH Sales Order Lines Bat/Ord/Ln 000002/00000012/002 Inventory Acct. 1213 Not Found
SOTDH Sales Order Lines Bat/Ord/Ln 000002/00000013/001 Sales Acct. 200000 Inactive
SOTDH Sales Order Lines Bat/Ord/Ln 000002/00000013/001 COGS Acct. 501100 Not Found
SOTDH Sales Order Lines Bat/Ord/Ln 000002/00000013/001 Inventory Acct. Hissing
Table Table Neme Row Coluwn  Description GL Account Reason
ARGL GL Accounts Table 3 z  INVENTORY Hissing

End of Report

Sales Order
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APPENDIXA

System Messages

Messages on the screen or in areport indicate an error or tell
you how to enter data or what is happening in the function you
are using. Self-explanatory messages are not listed.

If you cannot find a system message in this appendix, refer to
appendix A in the Accounts Receivable User’s Manual.

xx data files exist. Do you want this task to erase them?

The directory where you are creating files already hasfiles for
the selected application and company. To continue with the
conversion and erase the existing files, select the check box (or
enter Y in text mode). To create only the missing files (if any),
clear the check box (or enter N in text mode). To cancel the
operation, exit from the function.

(file name) does not exist. Cannot convert it.
One of thefileslisted in \xxDATA is not in your old data
directory. See Destination file (drive:/path/file name) not

found. No conversion.

Basic Error = nn Host Error = xxx Line =nnnn Program = XXXxXX
Basic Error =nn Line = nnnn Program = XXXXXX

A serious error has occurred. Write down the information that
appears and get help from a support technician.
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Cannot delete last line of order.

An order must have at |east one line item. You cannot delete the last line item, but
you can delete the entire order.

Cannot print slips for returns.

The order number you entered is for areturn. You cannot print picking slips for
returns.

Credit card expired.

The customer’s credit card number is expired. Press Enter to remove the
message. You can continue entering the transaction if appropriate.

Customer does not accept partial shipments.
The Partial Shipment flag in the customer’srecord is set to prohibit partial
shipments, indicating that the customer does not accept partial shipments. Press
Enter to remove the message. You can still ship the items.

Customer ID (ID) is not on file.
The customer ID you entered is not in the ARCUxxx file. Enter adifferent ID.

Customer (ID) is on credit hold. Cannot print picking slip.

You cannot print apicking slip online or in abatch for a customer that is on credit
hold.

Customer is on credit hold.

You cannot enter a shipped order or verify an order for a customer that ison
credit hold.

Date must be greater than previous date entered.

You must enter the aging period dates in chronological order in the Cash Flow
Report.
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Delete entire transaction?
To delete the entire transaction, use the Delete (F3) command.

Delete entry number n.
To delete the line item, use the Delete (F3) command.

Destination file (drive:/path/file name) not found. No conversion.
The file name or path you specified does not exist.

Disk drive not ready.
The system cannot access one of the disk drives to find the file for which it is
looking. Usually the door of the disk drive is open; check it. If closing the door
corrects the problem, press Enter; if not, consult your system administrator or
hardware support specialist.

Drive not available.

The system does not have the disk drive ID you entered. Press Enter and enter a
different ID. If this message appears when you enter the correct drive ID, get help
from a support technician.

Entry in process on terminal nnnn.

Another user is entering or editing a transaction in the batch you are working
with. You cannot process the batch while it isin use.

Field size is too large.
The line item’s amount makes one of the calculated amounts exceed the space
provided for it. Check the amounts you entered in the fields. If they are correct,
you must enter the transaction as two transactions to accommodate the total.

File unavailable (XXXXXXXX).

This message appears for one of these reasons:
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e Thefunction you are trying to access needs one or more files that are locked
by another user on your system. When afileis locked, other users cannot
access it during posts and other functions that need to keep the file intact.

e Thefunction you are trying to access needs one or more files that are not on
your system. Use the Options and Interfaces function on the Resource
Manager Company Setup menu to verify that the correct interfaces are
selected. If that does not correct the problem, get help from a support
technician.

¢ You are working with the wrong company. Return to the menu; then use the
Change Company (F3) command to enter the ID you want.

In any case, press Enter to get back to the menu, correct the problem, and select
the function again.

GL account (#) is amemo account.

You cannot use a memo account as the sales, COGS, or inventory account for a
lineitem.

GL account (#) is not in Master file.

The account number you entered is not in the GLMAxxx (Master) file. Enter the
correct account number; the Inquiry (F2) command is available.

Invalid date - mm/dd/yyyy.
Invalid date - dd/mm/yyyy.

The date you entered isinvalid, or the format you used isincorrect (for example,
American format in a European-format system). This message is usually
accompanied by one of two explanatory messages:

Month out of range (1 to 12)

or

Day out of range (1 to nn)

If you entered an invalid date, press Enter and enter avalid one. You can enter
datesin either format: 010101 or 01012001.
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Invalid entry.

Theinformation is not vaid in the field where you entered it. Check the data and
enter it again. Consult the user’s manual or use the Help (F1) command for
information.

Invalid number of periods in ARPDxxx table.

Thevalid number of periods you can enter in the ARPDxxx tableare 1, 4, 12, and
13.

Invalid Period Conversion table.

The CNVTxxx table for the company isinvalid. A common reason is that you did
not update the table with the corresponding data for the next period. Use the
Period Setup function to make adjustments (see the Resource Manager User’s
Manual).

Invalid year.
The fiscal year you entered isinvalid.
Item/Job (#) is not on file.

The item or job number you entered is not on file. Enter adifferent number; the
Inquiry (F2) command is available.

Job (#) not found.
Job (ID) is not on file.

The job number you entered is not on file in the Job Cost JOBSxxx file. Check
your records. Then enter ajob number that the Job Cost system recognizes, or
add the job number to Job Cost.

Mask format error use (mask).

You entered data that does not fit the predefined format for the field. Enter the
data again, using the predefined format.
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Maximum number of lines is 998.
Maximum number of lines reached. Cannot insert.

You cannot insert aline item if the transaction already has 998 line items.
Must be (within range).

You must enter avalue within the range specified in this message.
Must be greater than 0.

You must enter an invoice number that is greater than zero when you print
invoices.

Must build ARPDxxx table first.

You must build the table shown in this message before you can use the function.
Must enter (1-n).

You must enter avaue within the range specified in this message.
Must enter (value).

You must enter the kind of value specified in this message.
Net due days cannot be less than discount days.

The net due days must be equal to or greater than the number of discount days.
New batch ID cannot equal old batch ID.

You must enter aunique ID for the new batch number when you use the Change
Batches function (see the Accounts Receivable User’s Manual).

No more open invoices for (ID).
The customer does not have any more open invoices to scan.
No summary history for this period.

You selected a period whose summary history was either deleted or never kept.
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Open Invoice file not empty.

You cannot use the Build Open Invoice File function for acompany whose
ARINxxx (Open Invoice) file has been initialized and contains open invoices. If
you are using the wrong company, exit to the File Maintenance menu, changeto
the correct company, and then try the function again.

Over maximum of 999 sequences for this date and reference ID.

You can enter amaximum of 999 comments for a particular date and reference
ID.

Percentages cannot total more than 100.
The sum of the sales rep’s percentages cannot exceed 100.
Press Enter to adjust payment amount and return to menu.

You cannot exit to the menu until the remaining amount is zero. Press Enter to
adjust the payment amount and return to the menu, or use the up-arrow key to
return to the scroll region.

Printer busy.

You aretrying to use aprinter that isin use. Press Enter to continue with your
entry, and try to print later.

Record in use.
Another termina is using the record you are trying to access. Exit from the
function. Then try to access the record again when the other terminal is finished
withit.

Sales history is not implemented.

You cannot print the Detail History Report if you elected not to keep detail sales
history in the Resource Manager Options and Interfaces function.

Sales rep (ID) has current balance.

You cannot delete the record of a sales rep who has outstanding commissions.
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Sales rep (ID) is not on file.

You entered the ID of asales rep that is not set up in the ARSRxxx (Sales Rep)
file. Enter adifferent ID; the Inquiry (F2) command is available.

Summary history not available for this period.

You cannot print the report for this period because it does not have any summary
history. It might have been deleted from the ARHSxxx (Summary History) file,
or you might have elected not to keep summary history in the Resource Manager
Options and Interfaces function when this period was active.

Tax (ID) is not on file.

You entered atax ID that is not in the RMGCxxx (Group Code) file. Enter a
different ID; the Inquiry (F2) command is available.

There is no summary history for customer (ID) in (fiscal year).

You cannot print the report for this fiscal year because it does not have any
summary history. It might have been deleted from the ARHSxxx (Summary
History) file, or you might have elected not to keep summary history in the
Resource Manager Options and Interfaces function during this year.

Thru value cannot be less than From value.
Thru value must be greater than From value.

The vaue you entered in the Thru field is smaller than the value you entered in
the From field. Press Enter; then enter the correct valuein the Thru field.

Transaction is not on file.
Transaction number not found.
Transaction number not on file.
Transaction (#) not found.

The transaction number you entered is not in the SOTHxxx (Transaction) file.
Enter a different transaction number; the Inquiry (F2) command is available.

Transaction in process on terminal (ID).

Theterminal in this message is adding the transaction number. Assign a different
number to the transaction.
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Unable to execute program (program).

The system cannot run the program you selected from the menu. Make sure that
the current program is in the application’s program directory, and select the
function again.

Unable to load menu record (menu) from file (file).

The application’s menu record is not in the menu file, or the menu fileis missing.
Make sure that the application is properly installed and try again.

Unable to lock - file in use.

One of the function’sfilesislocked because another workstation on the system is
using it. Try the function again when no one elseisusing thefile.

Unable to open file.
Unable to open - file in use.

Thefile you aretrying to use is either corrupted or locked at another termina on
the system. Wait afew minutes and try again. If the condition continues, get help
from a support technician.

Unable to print to device.

The system cannot access the output device you are trying to use. Make sure that
the output deviceisonline.

Valid entries are (range).
Valid units are: n.

Enter one of the valid selections shown in this message.
Warning: customer is on credit hold.

The customer ison credit hold. Press Enter to remove the message; then continue
working with the customer 1D or enter a different customer ID.
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Warning: summary history not available for all comparisons.

Summary history is not available for all the comparisonsin the report. In each
column of the report where summary history is unavailable or insufficient, .00 *
prints.

You must build ARPDxxx table before (doing operation).
You must build the ARPDxxx table for the company before you can use the
Periodic Maintenance and Post Transactions functions. These functions rely
on being able to sort by period.

Your hard disk is full - unable to finish copying.
The system cannot finish converting your files because your hard disk isfull.

Delete unnecessary files, optimize your hard disk, or take other measuresto make
gpace. Then restore the backup you made before converting the files, and try

again.

A-10 Sales Order



APPENDIXB

Common Questions

These commonly asked questions about the Sales Order system
are divided into two categories: Installation and Order
Processing.

Installation

l installed Sales Order and now neither Accounts Receivable nor Sales Order shows up on
the menu. What happened?

When you install Sales Order, it is added to the Accounts
Receivable system without erasing anything. Accounts
Receivableis removed from the main menu, but Sales Order
does not appear on the main menu until you create Sales Order
files for the company.

When both Sales Order and Accounts Receivable are installed, which Tables file is used,
SOTBxxx or ARTBxxx?

The SOTBxxx fileis used. It holds all the tables you need for
Accounts Recelvable/Sales Order.
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Order Processing

I usually ship orders the day | enter them. Do | have to go through the two-step process of
entering and verifying them?

No. Use the Shipped Order option in the Transactions function so that you do
not have to verify the orders.

The items that are backordered for an order do not show up in the Open Order Report. Why
not?

Backorders are generated when you post to the ARINxxx (Open Invoice) file.
They show up in the Open Order Report after you post transactions. They are
assigned the original order number.

When | used the Miscellaneous Credits option to credit a customer’s account for returned
goods, | entered negative amounts so that the system would subtract the amounts from the
customer’s account. Now the customer’s balance is double what it was before. What
happened?

The Miscellaneous Credits option automatically reversesthe earlier transaction,
crediting instead of debiting. If you enter a negative amount for areturn, you are
adding the transaction to the customer’s accounts. Since returning goods creates
acredit, enter the amount as a positive amount.

What is the difference between the Verify Order and Change Order options in the
Transactions function?

Use the Verify Order option to change the status of the order to verified. You
cannot change the order status through the Change Order option.

How do | enter a miscellaneous credit in Sales Order?

Use the Miscellaneous Credits option in the Transactions function to enter a
miscellaneous credit.

How do | indicate that the terms are C.0.D. on an order?

Type COD in the ship-to address portion of theinvoice, or enter alinein the
TERMSxxx table with zeros for the percentage, days, and net due days.
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After copying recurring orders, | realized that one of the orders was incorrect. | used the Edit
Recurring Orders option to change the order, but when | verified and invoiced it, it was still
incorrect. What happened?

Use the Edit Recurring Orders option to change a recurring order before you
copy it to the SOTDxxx and SOTHxxx (Open Order) files. The changes you
make affect only the ordersin the SORHxxx and SORLxxx (Recurring Order)
files, not the SOTDxxx and SOTHxxx files.

When you copied the recurring order, a new order was created in the SOTDxxx
and SOTHxxx files. To change incorrect orders that were copied, usethe Change
Order option in the Transactions function. The changes you make affect only
the ordersin the SOTDxxx and SOTHxxx files, not the SORHxxx and SORLxxx
files.

How do | convert a price quote to a live order?

Sales Order

On the Orders or Change Orders screen in the Transactions function, pressL.
When you convert aquote to alive order (if Inventory isinterfaced), the
committed quantity for the inventory item isincreased by the ordered quantity of
the line items, and the order status changes from quote to new.
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GLOSSARY

account

accounting period

application

available

back up

backorder

committed

company

conversion

Sales Order

A storage unit of financial datain accounting, usualy
grouping related information under one account number or
account ID.

A period of timein accounting, used to provide distinct
units of time you can work with. For example, you might
want a report to include transactions done within a
particular accounting period.

A software package made up of several related programs
(functions) and files. Usually an application is named after
acommon accounting practice—for example, Accounts
Receivable, Inventory, or Payroll.

The status of an item when it isready for sae.

To make acopy of datafor archival purposes. For
example, you would want to back up a history file before
you purged history so that you could retrieve the data if
you had to.

A part of an order that could not be filled with the original
shipment.

Goods that are set aside for customer orders and reserved
for shipment.

In OSAS, abusiness record associated with its own files,
tables, and menu of applications.

The process of updating existing files, programs, or
applicationsto the current version. See also installation.
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GLOSSARY

field

file

function

general ledger

in use

installation

interface

journal

journal
entries

menu

picking slip

post

program

purge

Gl-2

A region on the screen that accepts input from the user; also, one element of
arecord in afile. On the screen, most fields are labeled.

A collection of records stored under a particular name. Function screens
often represent files, but you do not directly see afile. See also table.

A menu item that leads to afull screen. Most functions have a corresponding
program. See also program.

A record of accountsin terms of a chart of accounts and accounting periods.
The Genera Ledger application tracks the effects on accounts from
transactions entered in General Ledger and interfaced applications, and it is
updated by other applications interfaced with it.

The status of an item that has been sold but for which the invoice has not
been posted.

The process of adding an application to an existing system. See also
conversion.

To join to another application for the purpose of having information entered
in one application update information in another application’s files.

A chronological record of transactions.

Transactionsrecorded in ajournal.

A list of applications, functions, options, or other menus.

A list of the contents of a shipment—detailed contents, weight, and other
required information.

To transfer information from one place to another, usually at the end of the
day or at adistinct break in business.

A self-contained list of executable code, written and implemented to do a
task. Most programs are represented by afunction on a menu. See also

function.

To remove from the system. See also restore.

Sales Order
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record A unit of information that has other pieces of information assigned to it.
Each record isassigned an I D so that the file can sort information in terms of
record IDs.

restore To bring information back to its original place and condition. See also
purge.

serialized A system in which individual inventory items have unique serial numbers

inventory and are tracked individually by the system.

table A grid that holds records and is visible. See also file.

verify To match an order against the actual stock on hand to make sure that all

items can be shipped. Items that cannot be shipped are backordered.
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Sales Order

A

access codes
changing, 1-14
command, 1-14
company-specific information, 3-19
entering, 1-14
setting up, 3-19
what to protect, 3-19
Accounts Receivable
before you ingtall, 2-1
installation, 2-1
installing new version before con-
verting, 2-3
interfaces, 3-7
tables, 3-13
Additional Descriptions
file, 1-6
for line items, 3-10
specifying whether to keep history,
3-10
using those stored in Inventory, 3-10
Address Lookup, 1-24, 1-29
address mapping, 1-24, 1-29
addresses, 1-24, 1-29
aging invoices online, 3-13
aphabetica sorting, 3-4
appending
kit components, 5-24
ARGLxxx table
description, 10-16
setting up, 3-13
ARINxxx file, 3-17
ARPDxxx table
description, 10-18
setting up, 3-13
available status, 5-6

B

Backorder Allocation Report
function, 6-17
backordered items, 6-19, B-2
backordered status, 5-5
backup schedule
for datafiles, 3-20
for programs, 3-20
setting up, 3-20
Bank Reconciliation
interface with Sales Order, 3-8, 10-17
batch numbers
generating, 3-9
batching transactions, 3-9
Bill of MaterialgKitting
interface with Sales Order, 3-8
Bills of Lading, 6-9
Bills of Lading files
description, 1-7
Bills of Lading Hazardous Materials
file, 1-7
Blanket Additional Descriptionsfile
SOBDxxx file, 1-6
Blanket Kit Detail
file, 1-6
blanket line items
adding, 5-44
editing, 5-44
blanket order
release order, 5-45
Blanket Order files, 1-6
setting up, 3-16
Blanket Order Report
function, 7-15
sample, 7-16
Blanket Orders
header, 5-36

IX-1
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setting up, 3-16
blanket orders

editing

totals, 5-45

lineitem entry, 5-44

types of blankets, 3-16
Blanket Schedulefile

SOBSxxx file, 1-6
blanket statuses

closed, 5-36

in process, 5-36

new, 5-36
blanket totals

editing, 5-45

entering, 5-45
Browse, 1-24

C

cash receipts
posting, 7-21
closed status
blankets, 5-36
codes
access codes, changing, 1-14
setting up, 3-3
sorting, 3-3
combination method
initial balances, 3-18
commands
access code, 1-14
flags, 1-28
hot keys, 1-28
Proceed (OK), 1-2
company
assigning access codes, 3-19
tablesfor, 3-13
company name
printing on plain paper forms, 3-12
conversion
before converting, 2-4
setup considerations, 2-4
tax information, 2-3
converting to OSASversion 7.0, 2-4
Copy Recurring Orders

IX-2

function, 5-49
samplelog, 5-51
credit
issuing, 5-4
credit card
expired, 3-10
credit memos
printing, 7-4
credits
applying to current bucket, 3-13
applying to oldest items, 3-13
batching, 3-9
customer price level change, 3-10
cutoff date, 1-8
copying recurring entries, 3-16
purging recurring entries, 3-16

D

Daily Work menu structure, 1-4
datadictionaries, 2-1
Data File Conversion

function, 2-3, 2-4
Data File Creation

function, 2-2
datafiles

backing up, 3-20
datefields, 1-23
Defaultstable

description, 10-19

setting up, 3-14
Delete

lineitem, 5-4

orders, 5-6

tables, 10-16
detail kit history, 3-10
detail method

initial balances, 3-18
detail sales history, 3-10
DFxxxx table

description, 10-19

setting up, 3-14
dunning messages, 10-20
DUNXxxx table

description, 10-20
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setting up, 3-13

E

Edit Sales Order Number
function, 10-25
editing
kit components, 5-24
e-mail
invoices, 3-11
user-document link, 3-11
statements, 3-12
user-document link, 3-12
expired credit card, 3-10

F

F2 Inquiry
button, 1-24
flag, 1-29
F6 Maintenance
flag, 1-29
icon, 1-24
File Maintenance menu structure, 1-5
files
backing up, 3-20
purging, 1-5, 9-3
Sales Order, 1-5
FINCHxxx table
setting up, 3-13
flags, in text mode, 1-28
FORMXxxx table
description, 10-20
setting up, 3-13

G

Genera Ledger
interface with Sales Order, 3-7
general ledger period, 10-18
GL Account Audit Report, 11-7
graphical mode
drop-down menus, 1-21
function screens, 1-20
graphical main menu, 1-18

Sales Order

Inquiry button, 1-24
Maintenance icon, 1-24
MDI menu, 1-19
shortcut menu, 1-21
toolbars, 1-23

group codes
assigning to customers, 3-16
recurring orders, 3-16

H
hot keys, 1-28

IDs
setting up, 3-3
sorting, 3-3
in use status, 5-6, 5-7
Information Inquiry menu structure, 1-4
initial balances
combination method, 3-18
detail method, 3-18
setting up, 3-17
summary method, 3-17
in-process status
blankets, 5-36
Inquiry (F2)
button, 1-24
flag, 1-29
Install Applications
function, 2-1, 2-3
installing Accounts Receivable, 2-1
installing Sales Order, 2-1
and Accounts Receivable, 2-1, B-1
interfaces with Sales Order, 1-3
Bank Reconciliation, 3-8, 10-17
Bill of Materialg/Kitting, 3-8
Genera Ledger, 3-7
Inventory, 3-8, 10-17

Job Cost, 3-8
setting up, 3-9
Inventory

interface with Sales Order, 3-8, 10-17
invoiced status, 5-5
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invoices
aging online, 3-13
batching, 3-9
e-mail, 3-11
user-document link, 3-11
prenumbered forms, 3-12
printing, 7-3
onforms, 3-11, 3-12
on plain paper, 3-11
online, 3-11, 5-3, 5-26, 5-32
reprinting, 7-5
reprinting online, 5-4

J

Job Cost
interface with Sales Order, 3-8

K

Kit Detall
file, 1-6
history, 3-10
Kit History file, 1-7
kits
appending components, 5-24
editing, 5-24

including components in picking slips, 3-11

lineitems, 5-23

L

LABEL table
Ssetting up, 3-13
laser forms
invoice, 3-11, 3-12
packing list, 3-11
picking dip, 3-11
Statement, 3-12
launching
OSAS in other operating systems, 1-13
OSAS in Windows, 1-13
lineitems
adding, 5-4, 5-25, 6-13, 6-15
deleting, 5-4

IX-4

displaying unit cost, 3-10
editing, 5-4, 5-25
kits, 5-23
recurring orders, 10-7
viewing, 5-25, 5-45
Lot and Serialized Itemfile, 1-6
lot numbers
appending, 5-19
editing, 5-19
|otted items
entering, 5-18

M

main menu
graphical, 1-18
MDI, 1-19
navigating graphical, 1-18
navigating MDI, 1-19
navigating text, 1-25
text, 1-25
toolbars, 1-23
Maintenance (F6)
flag, 1-29
icon, 1-24
mapping, 1-24, 1-29
Master File Lists menu structure, 1-5
menus
Daily Work, 1-4
drop-down menus, 1-21
File Maintenance, 1-5
graphical main menu, 1-18
Information Inquiry, 1-4
Master File Lists, 1-5
MDI, 1-19
Periodic Processing, 1-5
Shipping Reports, 1-4
shortcut, 1-21
structurein Sales Order, 1-4
text main menu, 1-25
Transaction Reports, 1-4
messages
in text mode, 1-29
miscellaneous credit
definition, 1-9
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entering negative amounts, B-2
returned status, 5-5
modes
graphical, 1-17
text, 1-25

N

navigating
graphical function screens, 1-20
graphical main menu, 1-18
MDI menu, 1-19
text function screens, 1-27
text main menu, 1-25
to directories and files, 1-24
new status, 1-9, 5-5
blankets, 5-36

@)

online
aging, 3-13
invoicetotals, 5-35
invoices, 5-26
packing lists, 5-26, 5-34
picking dlips, 5-26
reprinting, 5-4
quotes, 5-26
Online Invoice Totals screen, 5-35
Open Invoicefile, 3-17
Open Order files, 1-5
Open Order Report
function, 7-11
sample, 7-13
Options
table, 10-15
Options and Interfaces
screen, 3-8
setting up, 3-7, 3-8
writing (saving) the specifications, 3-9
OPTxxx table, 10-15
order numbers
generating, 3-10
Orders
deleting, 5-4, 5-6

Sales Order

function, 4-3
header, 5-6
posting verified orders, 7-21
shipping, B-2
statuses, 5-5, 5-36
verifying, 1-9
OSAS
MDI menu, 1-19
modes, 1-17
graphical, 1-17
text, 1-25
setup considerations, 2-4
starting in other operating systems, 1-13
starting in Windows, 1-13

P

Packing List
function, 6-7
printing
onforms, 3-11
on plain paper, 3-11
online, 3-11, 5-3, 5-26, 5-34
Packing Lists Restart file, 1-6
Packing Lists screen, 5-34
Periodic Processing
menu structure, 1-5
purpose of, 1-11
picked status, 1-9, 5-5
Picking Slips
function, 6-1
including kit components, 3-11
printing
onforms, 3-11
on plain paper, 3-11
online, 3-11, 5-3, 5-26, 5-30
reprinting, 5-4, 5-32
Picking Slips Restart file, 1-6
Post Cash Receipts Log, 7-22
Post Deposits Log, 7-21
Post Inventory Items Log, 7-21
Post Sales Order Log, 7-21
Post Transactions
before posting, 7-22
function, 7-21
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Post Cash Receipts Log, 7-22
Post Deposits Log, 7-21
Post Inventory Items Log, 7-21
Post Sales Order Log, 7-21
samplelog, 7-24
posting, 10-18
cash receipts, 7-21
detail or summary information, 3-12
returned goods, 7-21
verified orders, 7-21
without printing reports, 3-12
posting orders, 1-11
Print Invoices
function, 7-3
printing
company name on plain paper forms, 3-12
credit memos, 7-4
invoices
onforms, 3-11, 3-12
on plain paper, 3-11
onlineg, 3-11, 5-3, 5-26, 5-32
packing lists
onforms, 3-11
on plain paper, 3-11
online, 3-11, 5-3, 5-26, 5-34
picking dips
onforms, 3-11
on plain paper, 3-11
online, 3-11, 5-3, 5-26, 5-30
quotes, 7-3
online, 5-26, 5-32
statements
on forms, 3-12
on plain paper, 3-12
Proceed (OK) command, 1-2
productivity reports, 1-12
programs
backing up, 3-20
Purge Selected Files
function, 9-3
purging
files, 9-3
recurring order entries, 3-16

IX-6

Q

QCxxxx table
description, 10-22
setting up, 3-14
QH1xxxx table
description, 10-23
screen, 10-24
setting up, 3-14
QH2xxxx table
description, 10-23
setting up, 3-14
QNxxxx table
description, 10-22
setting up, 3-14
QRxxxx table
description, 10-22
setting up, 3-14
QSxxxx table
description, 10-22
setting up, 3-14
guantity information
displaying for lineitems, 3-10
quick-entry stops, 10-22, 10-23
Quick-Entry tables
description, 10-21
setting up, 3-14
quote status, 5-5
guotes, 1-9
converting to live orders, 5-5, B-3
printing, 7-3
printing online, 5-26, 5-32
producing, 5-4
reprinting, 7-5
QVxxxx table
description, 10-22
setting up, 3-14

R

receipts
batching, 3-9

Recurring Additional Descriptions file
SORDxxx file, 1-6

Recurring Order files
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description, 1-6
setting up, 3-15
Recurring Orders
function, 10-3, 10-12
group codes, 3-16
line-item entry, 10-7
purging entries, 3-16
run codes, 3-16, 10-3
screen, 10-3
setting up, 3-15
totalsinformation, 10-12
Totals Information screen, 10-12
Recurring Orders List
function, 11-3
release blanket order, 5-45
reports
posting data without printing, 3-12
producing, 1-10
shipping, 1-4
transaction, 1-4
Resource Manager
Data File Conversion function, 2-3, 2-4
Data File Creation function, 2-2
Install Applications function, 2-1, 2-3
returned goods, 5-4, B-2
posting, 7-21
returned status, 5-5
right-click menu See shortcut menu, 1-21
run codes
recurring orders, 3-16, 10-3

S

Sales Journal
function, 7-17
sample, 7-19
Sales Order
before converting, 2-4
converting to version 7.0, 2-4
description, 1-3
files, 1-5
installation, 2-1
installing new version before converting, 2-3
interfaces, 1-3
Bank Reconciliation, 3-8

Sales Order

Bill of Materialg/Kitting, 3-8
Genera Ledger, 3-7
Inventory, 3-8
Job Cost, 3-8
menu structure, 1-4
setting up, 3-3
setup considerations, 2-4
system requirements, 2-1
screens
graphical function, 1-20
graphical main menu, 1-18
navigating graphical, 1-20
navigating text function, 1-27
OSASMDI menu, 1-19
text function, 1-26
text main menu, 1-25
seria and lot numbers
appending, 5-21
editing, 5-21
serial numbers
appending, 5-17
editing, 5-17
serialized and |otted items
entering, 5-20
seridized items
entering, 5-16
setting up
access codes, 3-19
backup schedule, 3-20
blanket orders, 3-16
checklist, 3-7
codes and IDs, 3-3
initial balances, 3-17
interfaces, 3-9
options and interfaces, 3-7
recurring orders, 3-15
tables, 3-13
shipment tracking numbers, 5-55
shipped status, 5-5
Shipping Label Setup
function, 10-27
Shipping Labels
file, 1-8
function, 6-5
sample, 6-6
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shipping orders, 1-10, B-2 onforms, 3-12
Shipping Reports menu structure, 1-4 on plain paper, 3-12
shortcut menu, 1-21 statuses, 5-5, 5-36
SOBDxxx file available, 5-6
setting up, 3-16 backordered, 5-5
SOBHxxx file, 1-6 in use, 5-6, 5-7
setting up, 3-16 invoiced, 5-5
SOBKxxx file, 1-6 new, 1-9, 5-5
setting up, 3-16 picked, 1-9, 5-5
SOBLxxx file, 1-6 quote, 5-5
setting up, 3-16 returned, 5-5
SOBSxxx file shipped, 5-5
setting up, 3-16 verified, 1-9, 5-5
SODExxx file, 1-6 summary method
SOKHxxx file, 1-7 initial balances, 3-17
SOKTxxx file, 1-6 summary sales history, 3-10
SOLBxxx file, 1-8
SOL Cxxx file, 1-7 T
SOLHxxx file, 1-7
SOLLxxx file Tables
description, 1-7 all companies, 3-13
SOL Sxxx file, 1-6 ARGLxxx, 3-13, 10-16
SOPLxxx file, 1-6 ARPDXxxX, 3-13, 10-18
SORHXxxx file assigning to aterminal, 3-14
description, 1-6 company-specific, 3-13
setting up, 3-15 copying, 10-16
SORLxxx file Defaults, 3-14
description, 1-6 deleting or rearranging information, 3-13
setting up, 3-15 DFxxxx, 3-14, 10-19
sorting DUNXxxX, 3-13, 10-20
aphabetical, 3-4 FINCHxxx, 3-13
codes and IDs, 3-3 for any situation, 3-14
SOSL xxx file, 1-6 FORMXxX, 3-13, 10-20
SOTDxxx file, 1-5 function, 10-15
SOTHxxx file, 1-5 individual companies, 3-13
starting OPTxxx, 10-15
OSAS prefix and suffix information, 3-14
in other operating systems, 1-13 QCxxxX, 10-22
in Windows, 1-13 QH1xxxx, 10-23
statements QH2xxxx, 10-23
applying credit to current bucket, 3-13 ONXXxX, 10-22
applying credit to oldest items, 3-13 QRXXxX, 10-22
e-mail, 3-12 QSXxxX, 10-22
user-document link, 3-12 Quick Entry, 3-14, 10-21
printing QVxxxX, 10-22
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setting up, 3-13, 10-23
system selection, 3-15

use of, 10-15
TablesList

function, 11-5

sample, 11-6
terminal

assigning tableto, 3-14
text mode

command line, 1-29

commands, 1-28

flags, 1-28

function screens, 1-26

main menu, 1-25

messages, 1-29
toolbars, 1-23

function screens, 1-23

main menu, 1-23

totals
editing, 5-25
entering, 5-25

invoices online, 5-35
recurring orders, 10-12
Tracking Numbers, 5-55
Transaction Reports menu structure, 1-4
Transactions
adding blanket line items, 5-44
adding line items, 5-25, 6-13, 6-15
batching, 3-9
editing
blanket line items, 5-44
lineitems, 5-25
totals, 5-25
entering blanket totals, 5-45
entering totals, 5-25
function, 5-3
kit lineitems, 5-23
lot numbers, 5-18, 5-19
Online Invoice Totals screen, 5-35
online invoices, 5-32
online packing lists, 5-34
Online Packing Lists screen, 5-34
online picking slips, 5-30
online quotes, 5-32
order statuses, 5-5, 5-36

Sales Order

printing
invoices online, 5-26
packing lists online, 5-26
picking slips online, 5-26
guotes online, 5-26
release blanket order, 5-45
serial and lot numbers, 5-21
serial numbers, 5-17
seridlized and lotted items, 5-20
seriadlized items, 5-16
shipment tracking numbers, 5-55
totalsinformation, 5-28, 5-45
tracking shipments, 5-55

U

unit cost
displaying for lineitems, 3-10

Vv

verified orders
posting, 7-21
verified status, 1-9, 5-5

w

workstation date, 1-15
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