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Introduction

Welcome to OSAS

Welcometo the Landed Cost application for OPEN SYSTEMS
Accounting Software® (OSAS®). Landed Cost helps you
account for orders you place with vendors. Landed Cost
encompasses the capabilities of Accounts Payable; you can
record purchases you made from vendors and orders you have
not yet paid. Landed Cost lends its tracking capabilities to
other applications associated with tracking assets (Inventory
for example).

The Landed Cost functionality added to Purchase Order
enables you to distribute indirect cost of international shipping
to Inventory items. These costs include import duties, tariffs,
taxes, shipping costs, brokerage fees, and customs fees.

This guide covers Purchase Order functions that have been
enhanced to support landed cost functionality. Refer to the
Purchase Order Guide for more information on the Purchase
Order application.

Purchase Order represents a liability when you place orders
with vendors. The orders (when goods are received and
invoices are applied) are expressed as |0sses to your source of
revenue and gains to the assets you paid for. For example,
when you receive goods for an order, the order represents a
gain to inventory; when you apply invoices to the order, it
represents aloss to your capital.
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CHAPTER 1 ¢ Introduction

Landed Cost 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.

Landed Cost shares some Accounts Payable menus with some of its own
functions. Refer to the Accounts Payable Guide for questions on these shared
menus, or for questions on functions not covered in this manual.

About This Guide

Conventions

Inquiry

1-2

Maint

This guide describes the functions that make up the Landed Cost application and
gives details on how Landed Cost fits into your existing business workflow. This
guide isdivided into these sections:

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

Chapter 2, Installation and Conversion, details how to install Landed Cost
using Resource Manager and how to create or convert the datafiles it
requires.

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

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

The Index is atopical reference to the information 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 1-16 and page 1-20
for more information on these commands.

Landed Cost



Introduction « CHAPTER 1

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 also click OK to proceed.

Landed Cost 1-3






Starting OSAS

In Windows

In Other
Operating
Systems

Using
Parameters

Landed Cost

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 data files and the operating system you use. Consult your reseller for
more information.

To start OSA'S on a computer 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 also use the OSA S shortcut to start OSAS.

You can use the -u, -c, -a, and -t parameters in OSAS shortcut properties or after
the osas command so that the system automatically uses the appropriate user I1D,
company 1D, 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 (asin the example below; be sure to use the
correct directories for your system).

C:\basis\bin\bbj.exe osasstrt.txt -q -tTOO -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.

1-5



CHAPTER 1 ¢ Introduction Starting OSAS

Logging In

After you start OSAS, the login screen appears.

IEX 0545 Login = |
T OPEN SYSTEMS® decounting Saffware
Uszer ID Sam
Company D H  Builders Supply -
oK

Tolog into 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 log in.

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

Access Codes

1-6

Access codes limit use of the system and protect sensitive information. Each
code allows 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.

Landed Cost



Starting OSAS Introduction « CHAPTER 1

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 O g O e
2xiEeama] ? @] @@ oK ) An

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.

Landed Cost 1-7






Navigating OSAS

OSAS menus and functions are available in two modes: graphical and text. The
graphical mode alows both keyboard and mouse commands and uses data entry
fields 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 modeis the
only mode available.

You can use either text or graphical function screensindependently 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 keys to 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 a so 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.

Landed Cost 1-9



CHAPTER 1 ¢ Introduction

Navigating OSAS

Graphical
Main Menu

1-10

Main Menu

If you use BBj in graphical mode, the main menu isavailable in 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
File Views Tools Favorites Other User Help

=)@ Ed

Gl @er ? @A s &

H  Builders Supply

Main Menu

Bills of Materials/Kitting

Bank Reconciliation

Payroll with Direct Deposit

Fixed Assets
seneral Ledger

General Report Writer

Inventary

Joh Cost

Purchase Order with Landed Cost

OSAS Web B2B

Sales Order

Resource Manager

-

OSAS:

T OPEN SYSTEMS® Accanting Software

General Ledger - 2007 Journal Transactions

Infarmation Inguiry
ournal Transactions

Reports

Productivity Repaorts
Periodic Processing
File Maintenance
Statement Maintenance
Master File Lists

Transactions
Copy Recurring Entries
GL Journal

GL Activity Report

dit Transactions

Post to Master

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

You can move around the graphical menu in these ways:

»  Click an application to view that application’s menu. Click a menu item to
view itsfunctions. 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.

Landed Cost
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MDI Main
Menu

Landed Cost

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 data file at the same time.

B osas7s (E=E HoB (=)
File Views Tools Other User Window Helg
TR S ? B B B CompanyD [H Buiders Supphy - Date: 10/05/2007 User ID: scattm
Payral - 2007 | Assels| Ledger - 2007 | Geneial Rw [ Inventory | Job Cost [ 0SAS Web BB [ Ordeis | Purchasing | Payables | Receivables | Resource Mar|
Information Ineuiry B 2007 Edit Transactions [= =
Journal Transactions -
e E i Commands Edit Modes Other Scroll Commands Help i _ »
Copy Recurring Entries
6L Journal thz‘ﬁ‘n‘ ?Q‘Q@ Ot
GL Activty Report
Ecit Transactions
GL Account Debit Credit Reference Pd Ciw
Description Date Sic Alle
401000 11838.80 AR 12
SALES 12/03/2007 AR JEi]
501000 6934.94 AR 12 JEi] B
COST OF SALES 12/03/2007 AR JEi]
100000 12388.25 AR 12 JFi|
CASH SALES 12/03/2007 AR Fi|
203800 543.45|A/R 12 =
SALES TAX 12/03/2007 AR £
104400 6934.94 AR 12 JEi]
INVENTORY 12/03/2007 AR e B
104200 25039.40 AP 12 JEi]
AP LINE ITEMS 12/03/2007 AP JEi]
Entry 000001
--—--- Balanceg -
.00
Enter=edit ” allocate ‘ [ Goto I
| company 1 | 100572007 | Terminal Tooo | ovR

You can move around the MDI menu these ways:

* Toview an application’s menus, click that application’stab.

*  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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Navigating OSAS

1-12

Function Screens

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

EX Tax Locations [l & |
Commands Edit Modes Other Scroll Commands Help
2xiz | e @n[?¢ |08 oK
Tax Location MR 3 Name Minnesota Sales Tax
Tax Level 1 Tax ID 23-BT6152734
Autharity M Tax an: Freight? Misc?
Tax Liahility Acct 203800 Tax Refundahble Acct 203800
Class  Description Sales Tax Purch Tax Tax Collected Tax Paid
aa Consumer Goods 6.500 6.500 1307.00 0a @
01 Resale Sales 0.000 0.000 0o 0o @
02 Exempt Sales 0.000 0.000 0o 0o E]
03 InciAgr Prod 0.000 0.000 0o 0o
04 Interstate Comm 0.000 0.000 oo oo
0S5 Mator Vehicles 0.000 0.000 0o als}
08 Food Products 0.000 0.000 0o oo
07 Clothing 0.000 0.000 0o 0o E]
08 Gasoline 0.000 0.000 0o 0o E]
09 Services 0.000 0.000 0o 0o @
Tatal 1307.00 00
Calculated 1307.01 00
QOveriShart -0 00
[ Enter = et ] [Iﬁx Loc] [ Eirst ] [ Last ] [ Mext ] [ Prev ] [ Wiew ] [ Headsr ] Goto Class
|company H [10/0472007 |Terminal T00D [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 line to line in scrolling regions.

. Use the scroll

» 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

Landed Cost
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Shortcut
Menu

Other
Commands
Menu

Information
Menu

Landed Cost

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 commandsin 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
a command, click the command name or press the hot key combination.

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

OSAS gives you quick access to commands relating to the screen you' re using
viaashortcut menu. The commands that are avail able 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 cal culators or allow you to view or enter
additional information. In text mode, press F4 twice on the menu or once on
function screensto 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:

1-13
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Favorites
Menu

1-14

»  General Information
*  Comments

e History

»  Documents

e AddressLookup

Not all of the commands above appear on every Information menu; instead,
commands are available only asthey 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 OSAS 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 all 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 a function from the menu, select the function on the Favorites menu
that you want to remove and press F10 again.

Landed Cost
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Toolbars

As with menus, graphical screens also contain toolbars that give you fast access
to the most frequently used OSAS commands. The toolbar for the main menu
differs dlightly from that of function screens.

Main Menu Thetoolbar for the main menu is shown below. Click a button to access that
Toolbar command.

Access Command Calendar Toggle

Code Help Favorites

Jostmand
/\E“’/ L

Workstation Application Calculator Call a BBj/Pro5
Date Versions Program
Function Thetoolbar for function screens is shown below. Click a button to access that
Screen command.
Toolbar
File Start Paste Calendar Online
Maintenance Over Documentation

X rs | B @ ? 2 & @@

Delete Copy Calculator Field Address
Help Mapping

Date Fields

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.

Landed Cost 1-15
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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, OSASlists 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 Mai ntenance command
to add a new customer or item from within the Transactions function. The

M aintenance 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.

Landed Cost
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Text Mode

Landed Cost

The OSAS text mode is available on all operating systems. If you use OSAS on
an operating system that does not have graphical capabilities, thetext modeisthe
only mode available. In text mode, all screens are presented in an easy-to-use
textua interface that you navigate through using keyboard commands.

Main Menu

The text main menu is shown below.

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

Settings Edit Print Help

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

Main Menu

Eills of Materials/Eitting_

TO00l—————  0PEN S¥S3TEM:Z (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 a function screen or
a submenu.

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

*  Usethe arrow keys to move the cursor up and down to highlight the
application you want. Then press Enter to select it.

1-17
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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 mouse to click an application to view that application’s menu.

e Tomoveto thefirst application on the menu, press Home. To move to the
last application on the menu, press End.

e On an 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 Toexitfrom OSAS, pressF7.

Function Screens

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

Settings Edit Print Help

Orders

Landed Cost
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Other
Commands

Information
Menu

Landed Cost

You can move around the screen these ways:
*  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 access information 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.

» |If asscreen contains more than one section, press Page Down when
prompted to move to the next section.

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

* Toexit the screen and return to the menu, press F7.

Menus

Like the graphical mode, the text mode al so 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 1-13 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 material, or employee. In text mode,
this menu is avail able when the Info flag appears at the bottom of afunction
screen.

1-19
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Favorites
Menu
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The commands on the menu are available only asthey 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. See page 1-13 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 afunction from the menu, select
thefunction on the Favorites menu that you want to remove and press F10 again.
See page 1-14 for more information on this menu.

Commands and Flags

Both the text menu and text function screens et you use commands to 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
anal ogous 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 anumber) or if you' re working with an emulator in UNIX
(which can cause function keysto become unavailable), press the appropriate
alternate key combination to access the command.

Refer to Appendix B in the Resource Manager guide for alist of all 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
fieldsthat are not required. Press Ctrl+F to toggle quick entry on and off.

*  When theInfo 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 1-13 for more information on this menu.

Landed Cost
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Maint I

Inquiry |

Landed Cost

*  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.

*  Whentheinquiry flag appears, press F2 to use the Inquiry command to look
up additional information and select valid entries for the field you arein.

*  The Verify flag reminds you that you are using verification. When thisflag
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 allow 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 commands that are available depend upon the function you are using, and are
anal ogous to the command buttons available on graphical screens. Pressthe
highlighted key to use a command.

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 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.

1-21
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Reports

1-22

The Address Mapping command is available when the Map flag appears at the
bottom of the screen. To view amap of the first address on the screen, press
Shift+F4. To view amap 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 alows
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 optionsto output the report:

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

»  Select Print Preview (or enter R) to view the report in a preview window,
from which you can print the report later. Thisoption 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 |ess than 35 charactersin length.

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

* 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.

*  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 Landed Cost

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

The Purchase Order system needs a minimum of eight
megabytes (8 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 least one megabyte (1 Mb) of
main memory to run. More memory may be necessary in
certain environments and operating systems.

Installing Purchase Order

1. Usethelnstall Applications function in Resource
Manager to install Accounts Payable. If you areinstalling
Accounts Payable and Purchase Order at the same time,
install Accounts Payablefirst, then select Yes (or enter Y
in text mode) at the Install Another Application? prompt.

2. Install the current version of Purchase Order.

2-1
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See the Resource Manager guide for more information about the Install
Applications function.)

Setting up Landed Cost

2-2

Once you have installed Accounts Payable and Purchase Order on your system,
you must prepare your data files for everyday use.

You can prepare files for use with Accounts Payable and Purchase Order in one
of two ways: you can create and set up your files manually on a new system, or
you can convert your old files when you upgrade from an earlier version. To
create files on anew system, usethe Data File Creation function on the Resource
Manager Company Setup menu (see the Resource Manager 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 Payable and Purchase Order, you must set up those applications
before you set up Accounts Payable and Purchase Order.
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If you use an earlier version of OSAS Purchase Order, you can convert your files
from the older version to the current version.

When you are ready to convert files, use the Data File Conversion function on
the Resource Manager Company Setup menu (seethe Resource Manager User’s
Manual) to upgrade Purchase 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.

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 datafiles from the old
data directory to the new directory, however.

When you convert Purchase Order, the system automatically prompts you to
convert Accounts Payable as well.

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

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

Because tables are also converted when you convert data files, any changes
made (including those in Options and Interfaces) since the initial set up
may be lost. Check table settings and verify your options and interfaces
selections after converting all companies. If you need to reconvert a
company, either reset your options after conversion or back up the xxTB files
before converting.
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Conversion

Consider Your Setup

Before you convert your version of Purchase 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 Open Systems software provider.

Converting to Version 7.5

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

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

ﬂ Data File Conversion I=NECI. X
Commands Edit Modes Qther Help
2xzee@n|2e 0@ [ ok [ Abandon |
Select directory on which to create files.
2 ../datal
Enter directory that contains the files to be converted.
C:\osasB5\data u
Do you want source files erased after conversion?
Do you want conversion to pause if a problem is found?
Appl Description Version Description Version
GL General Ledger 6.50
IN Inventory 6.50
Jo Job Cost 6.50
BR Bank Reconciliation 6.50
PO m Purchase Order B.50

| companyH [ 11182007 | Terminal Tooo [ovR

1. Thesystem displaysall valid OSAS data paths. Select the destination
directory where your new data files will reside.
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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 pauseif a problem occurs, select the
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).
The system considersfile corruption or evidence of data not converting
correctly a problem.

Enter LC in the Appl column; Purchase Order with Landed Cost appears.

Enter your earlier version number of Purchase Order, and press Enter. You
can determine the version by looking at the copyrights screen when you start
the old version of OSAS, or in most versions, by clicking the Application
Versions tool button (or pressing Shift+F2 in text mode) on the menu
screen.

If datafilesalready exist for Purchase Order in the intended destination path,
the PO 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 Payable and its version number appear automatically. You must
convert the AP data filesas well in order to use Purchase Order. If datafiles
already exist for Accounts Payable in the intended destination path because
you already converted them, the AP 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).

Usethe Proceed (OK) command to begin the conversion process.
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10.

11

12.

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 Purchase Order files, your
answer to this prompt makes no difference.

If a problem occurs and you indicated that you want the system to pause
when a problem occurs, a prompt alerts 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).

When the process finishes, the files are converted. Select the output device
for the error log. See “ Reports’ on page 1-22 for more information on output
devices.

After conversion finishes and the error log is produced, the main menu—
with Purchase Order with Landed Cost added—appears.
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Setup

Introduction

Most of the Landed Cost system isalready set up sinceit relies
on the Accounts Payable system. Use the functions explained
in this chapter to do tasks designed specifically for the
Purchase Order system.

If you need to use atask on the File Maintenance menuin

Purchase Order and cannot find the function or table
description in this chapter, seethe Accounts Payable Guide.
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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 will operate.

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

» achart of accounts for your business

»  purchasing and payment cycles

» identification and credit information about your vendors

* previous-year and current-year purchase, return, and receipt history by
vendor

Codes and IDs

Landed Cost

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 identifiersto organize the
information in reports and inquiry windows.

The system arranges code charactersin a particular order. In the following list

codes and |Ds are sorted from lowest to highest, and dashes represent blank
spaces.
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000000
000001

1
The organization of these codes illustrates the following principles:

»  Thesystem reads codesfrom left to right until it finds something other than a
blank space.

* Iltemsthat make up a code are always listed a phabetically. The items are
listed in this order for each position:

blank spaces

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

uppercase |etters (A—Z)
lowercase |etters (a—2)

Alphabetical rules are not intuitive when numbers are involved. Numbers are
sorted as if they were letters: when the first characters of several IDs are
compared, the ID with the smallest first character is placed first in the list. If the
first character of the IDs is the same, the second characters are compared and the
ID with the smallest second character isplaced first in the list. This comparison is
made for each character in the range of IDsuntil the IDs are clearly in
alphabetical order.

If you use numbers for IDs, pad them with zeros so that they are al the same
length and numeric rules can hold true. For example, in a phabetical 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 1D 112 were ID
000112, ID 000060 would belisted first, since 060 is less than 112 alphabetically
and numerically.

When you assign IDs and codes, establish aformat that makes sense for your
business and use it consistently. These suggestions may help:
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To prevent organization problems, use zerosto make all IDsthe 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 you use lettersin IDs, use either all uppercase or all lowercase letters so
that the IDs can be sorted correctly.

Use descriptive IDs. For example, WINOO1 and WINOO2 are more
descriptive I 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 vendors by name, put the first
characters of the name in the vendor ID.

To ensure that you can insert new items into a sequence, use a combination
of letters and numbers that leaves room in the sequence for later additions.
For example, setting up two consecutive |Ds of WINOO1 and WINQO5 leaves
room for three vendorsin between.
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Follow the steps below to set up the Purchase Order system. Each step is
explained in this section.

1. Set up the options and interfaces.

Build the tables.

Build the POSHxxx (Ship-to Address) file.
Enter initial balances.

Set up access codes.

Set up a backup schedule.

o0k~ wN

Options and Interfaces

Landed Cost

An application can be interfaced to work in conjunction with other applications.
Purchase Order can interface with General L edger, Inventory, Job Cost, and Bank
Reconciliation.

General Ledger

When Purchase Order interfaces with General Ledger, posting in Purchase Order
makes entriesin the GLIRxxx (Journal) file for transactionsthat affect the ledger
(such as sales tax, freight, miscellaneous expenses).

Inventory

When Purchase Order interfaces with Inventory, purchase order transactions
update the quantities and costs in the INVExxx (Items) file.
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Job Cost

When Purchase Order interfaces with Job Cost, posting in Purchase Order
updates Job Cost-related information in the Job Cost job and phase records.
When you enter invoices, refer to the Job Cost Jobs and Phases List for vendor
IDs and contract numbers.

Bank Reconciliation

When Purchase Order interfaces with Bank Reconciliation, you must specify the
ID of the bank account for the checks that are written. Summary disbursement
entries are created for each check in the BRTRxxx (Transactions) file in Bank
Reconciliation for the bank ID.

Options and Interfaces Screen

Select Options and Interfaces from the Resource Manager Company Setup
menu. The Options and Interfaces screen appears.
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The name of the company you are working with appears. Specify whether the
Optionstableisshared or owned. (See the Resource Manager guide for
information about Options tables.) Then enter LC asthe application ID. The
Purchase Order Options screen appears.

X Purchase Order with Landed Cost Options [= ] & 3l
Commands Edit Modes Other Scroll Commands Help
Eradl (bt 165 | [} | B @& | 7 @ | [ e Y OK Abandon

Description Walue

nteface with General Loggor? v J§
Interface with Inventary? YES @
Interface with Job Cost? YES (2]
Interface with Bank Recaonciliation? YES

Use transaction batching? YES

System generated batch numbers? YES

Auto-generate purchase order numbers? YES

Use additional descriptions? YES

Copy additional descriptions from Inventory? YES

Do you want to use requested ship dates on ling items? YES

Use vendar name for GL Description in transactions? YES

Warn on Duplicate PO Number Usags? YES

Default Vendor ID to next transaction? YES

Methad of Payment Credit Card Number Display Last 4

Fost transactions in detail or summary? Detail E]

Fost Material Requisition credits to IN item accounts? YES @

Fost Without Printing Reports? YES E]

Cption ( 001 of 034 )
Enter = Toggle ] [ Goto ] I Write I
| companyH [ 117292007 | Terminai Tooo | ovR

1. PressEnter to toggle between YES or NO to indicate whether you want to
interface Purchase Order with General Ledger, Inventory, Job Cost and Bank
Reconciliation.

Theinterface options work independently of each other; you can set
interfaces in any combination.

2. PressEnter to toggle between YES or NO to indicate whether you want to
use transaction batching to group orders and returns by user, by entry period,
or by any other method that applies to your operations.

3. Toggle between YES or NO to indicate whether you want the system to

assign numbers to new batches automatically. (You can select YES only
when you elect to use transaction batching.)
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4. Toggle between YES or NO to indicate whether you want the system to
automatically generate purchase order numbers.

5. Toggle between YES or NO to indicate whether you want to be able to enter
1to 10 lines of additional descriptionsfor line items. If you select NO, the
PODExxx (Additional Descriptions) fileis not used.

6. Toggle between YES or NO to indicate whether you want additional
descriptions entered in Inventory to be copied to aline item during order
entry. You can select YES only if Purchase Order interfaces with Inventory
and you el ected to use additional descriptions.

7. Toggle between YES or NO to indicate whether you want to enter requested
ship dates when you enter line items.

8. Toggle between YES or NO to indicate whether you want to use the vendor
name for the description when you post transactions to Genera L edger.

9. Toggle between YES or NO to indicate whether you want the system to warn
you when a duplicate PO number is entered in order entry.

10. Toggleto YES or NO to indicate whether or not you want the Vendor 1D
used in atransaction to default to the next transaction in Purchase Order.

11. Toggle between Last 4, Hide All, and Show All to choose credit card number
display in method of payment screens.

12. Toggle between Detail or Summary to indicate whether you want to post
transactions in detail or summary.

13. Toggle between YES or NO to indicate whether you want material
requisitions to be posted to inventory item accounts.

14. Toggle between YES or NO to indicate whether you want to be able to post
batches of transactions for which the Purchases Journal, Returns Journal,
and Receipts and Invoices Journal have not been printed.

15. Toggle between YES or NO to indicate whether to post all invoices as Held
by default when you post.
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16.

17.

18.

19.

20.

21.

22

23.

24,

25.

26.

27.

Toggle between YES or NO to indicate whether you want to alow posting
transactions without printing checks.

Toggle between YES or NO to indicate whether you want to keep history
information for each line item of each purchase. If you select NO, the
APHIxxx (Detail History) fileis not used.

Toggle between YES or NO to indicate whether you want to keep additional
description history. If you select NO, the PODExxx file and the APRDxxx
(Recurring Additional Descriptions) file are not used.

Toggle between YES or NO to indicate whether you want to keep purchase
history.

Toggle between YES or NO to indicate whether you want to keep payment
history.

Toggle between YES or NO to indicate whether you want to keep receipt
history.

Toggle between YES or NO to indicate whether you want to keep Landed
Cost history.

Toggle between YES or NO to indicate whether you want to be able to print
online checks during order entry. If you select NO, the APCHxxx (Checks)
fileisnot used.

Toggle among PREPRINTED, BLANK STUB, CANADA, or LASER to
indicate whether you want to print checks on preprinted stubs, blank stubs,
laser forms, or in compliance with the Canadian Payment Association (CPA)
reguirements.

Toggle between YES or NO to indicate whether you want to print the
company ID on check stubs.

Toggle between YES or NO to indicate whether you want to be able to print
online purchase orders during order entry.

Toggle between YES or NO to indicate whether you want to print the
company name and address on plain paper purchase orders.
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28.

29.

30.

31.

32.

Toggle among PLAIN, STANDARD, 8 1/2 x 11, or LASER to select the type
of purchase order forms you want to use.

Toggle between Last 4, Hide All, and Show All to choose how 1099
recipient IDs are displayed.

Toggle between YES or NO to indicate whether you want to alow e-mailed
purchase ordersto vendors.

Toggle between YES or NO to indicate whether you want to create a user
document link for e-mailed purchase orders.

When you are finished selecting options, press W to save your entries. Then
use the Exit (F7) command to return to the Options and I nterfaces screen.
Select another application whose options and interfaces you want to change,
or use the Exit (F7) command to return to the Resource Manager Company
Setup menu.
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Information Inquiry

Introduction

Landed Cost shares some Accounts Payable menus with some
of its own functions: Information Inquiry, Daily Work, File
Maintenance, and Master File Lists. Refer to the Accounts
Payable Guide for questions on these shared menus, or for
questions on functions not covered in this manual.

Some Landed Cost functions are unchanged from regular
Purchase Order menus: Detail History and Receipt History.
Refer to the Purchase Order Guide for questions on these
shared menus, or for questions on functions not covered in this
manual.
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Purchase Orders

Usethe Purchase Orders function to view transactions in the POOHxxx and
POORxxx (Open Order) files.

Purchase Orders Screen

Select Purchase Orders from the Information Inquiry menu. This screen

appears.
H Purchase Orders El!ﬁ!
Commands Edit Modes Other Scroll Commands Help
2 lclin= | B R | @ B | ? & | Q@ oK Abandon
Batch D |~ Vendor Y Invoice No
PO No = % Loc ID MNOOD1 % Receipt No
PO date i3] Req Date [#| Status All
Ship Via |~
PO No PO Date Vendor Loc 1D Req Date Status Ship Via
00000032 1212112007 PLADO1 MNOOO1 New
00000034 1212112007 ELLOO1 MMNOOO1 Goods Revd
100000036 1212112007 ACE001 MMNOOO1 ReturnDM B
100000037 1212112007 CLEOD1 MMNOOO1 ReturnDM
00000038 1212112007 JOHO01 MMNOOO1 ReturnDM
Goto Enter = ling items ] [ New search ] [ Sort ] [ “iew header detail ]
| companyH [ 12/282007 | Terminal Toon | ovR
Field Description
Inquiry | Batch ID Enter the batch ID that you want to work with, or use

the Inquiry (F2) function to select the batch ID.
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Field Description
Inquiry | PO No Enter the number of the purchase order you want to
view. You can use wildcards (* or ?).
PO Date Enter the purchase order date, or press Enter to skip
thisfield.
Ship Via Enter the shipping method. You can use wildcards (*
or ?).
Inquiry | Vendor Enter the vendor 1D from whom you are ordering
goods, or press Enter to skip thisfield.
Inquiry | Loc ID Enter the ID of the location for which you are

purchasing the items, or press Enter to skip thisfield.
The Inquiry (F2) command is available if Purchase
Order interfaces with Inventory.

Req Date Enter the requested ship date for the order, or press
Enter to skip thisfield.

Invoice No Enter the invoice number for the goods you ordered.
You can use wildcards (* or ?).

Receipt No Enter the receipt number for the goods you ordered.
You can use wildcards (* or ?).

Status The system tracks ordersin terms of the following
statuses, which indicate where an order isin the work
cycle: New, Printed, Goods Rcvd, Invc Rcvd
(invoice received), Returned, Returned DM (debit
memo), and Cancelled. Select a status to view
purchase orders with that status. Select All to view all
purchase orders regardless of status.

Commands
Use these commands to work with the information in the scroll region:

* PressG togoto aspecific lineitem, then enter the line number. This
command is available only when there is more than one screen of items.
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* PressEnter to view lineitemsfor the selected order. The Line Items screen
appears.

* PressN to search for anew purchase order.

» PressS to sort the ordersin a different way—by purchase order number,

purchase order date, vendor 1D, location ID, requested date, order status, or
ship via. Then select the sort option you want to use.

* PressV to view header information for a selected line item.

Line Items

The Line Items screen appears when you press Enter on the Purchase Orders

screen to view line item detail for a selected order.

H Purchase Order Inquiry - Line ltems El’ﬁ|@
Commands Edit Modes Other Scroll Commands Help
i clin= | [ -} | @ B | ? & | A @ OK Abandon
Vendor D PLADO1 PLASTICS & METAL FABRICATO Batch 000001 Order No 00000032
Ship-to ID Loc D MNOOO1 Status New
Item ID GQuantities Units Unit Cost
Description Ord/Rcvlinv Status Extended Cost
Last Invoice
250 10.0000 CS 13428700 E]
Exterior Panels .0000| OPEN 13428.70 @
.0000 0o ||(4]
300 4.0000| EA 22.0100
Interiar Door .0000| OPEN 53.04
.0000 0o
350 4.0000| EA 226.9900 B
Entry Doaor .0000 | OPEN 907.96 E]
.0000 00 @
Entry ( 001 of 005 )
Order Totals (Memao)
Subtotal Sales Tax Freight/Misc Disc/Prepaid Total
72282 .56 4336.95 .00 .00 76619.51
.00 .00
Got Header ] [ Totals I [ Wiew ] I Receipt detail ] [ Invoice detail ] [ lAnded detail

Use these commands to work with the line items:

* PressG togo directly to aparticular line item, then enter the line number.
This command is available only when there is more than one screen of items.
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»  PressH to return to the Purchase Orders screen.
» PressT to view order totals for the line. The Order Totals screen appears.

*  PressV toview detailed information about the selected line. The View Detail
screen appears.

» PressR toview receipt detail. The Receipt Detail screen appears.

* Pressltoview invoice detail. The Invoice Detail screen appears.

* PressA toview landed cost detail. The Landed Cost Detail screen appears.
Order Totals

The Order Totals screen appears when you press T on the Line Items screen and
lists order subtotals, charges, payments, and current and posted invoice amounts.

BDrdarTotals (Memo) EI = @

Commands Edit Modes Other Help
» K= | B R | B @& | ? & | aa QK Abandon

Order Class Curr Invd Posted Invd Wariance

Sub Total 72282.56 .00 .00 72282 .56
Freight .00 00 .00 .00
Misc .00 00 .00 .00
Sales Tax 4336.95 00 .00 4336.95
Tatal 76619.51 00 .00 76619.51
Prepay .00 00 .00 .00
Method of Payment
Discount .00 00 .00 .00
Net 76619.51 .00 .00 76619.51
Press any key... View sales tax breakdown
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Press V to view sales tax information for the order. The Sales Tax Information

screen appears.

H Sales Tax Information (memo)

=l ==

Commands Edit Modes Other Help

2xuz|ne|ma|-e|aa

Tax Loc

CA 4336.95 00 .00 4336.95

Tax Adjust .00 Tax Loc Class

Sales Tax 4336.95 00 .00 4336.95

Press any key...

Press Enter to return to the Order Totals screen, then press Enter again to return

to the Line Items screen.

Receipt Detail

The Receipt Detail screen appears when you pressR on the Line Items screen

and lists receipt information about ordered items.

H Purchase Order Inquiry - Receipt Detail

==l
Comrmands Edit Modes Other Scroll Commands Help
Eradt (oo 165 | 2 | B @& | 7 & | [« e oK Abandon
Item ID 100 Electrical Package Units PKG
Batch 000001 PO No 00000034 Line Status OPEN Loc D MNOOO1
Receipt Date Per  Status Quantity Unit Cost Extended Amt
122102007 12 Open B

Entry (

o001

of 001 )

[ Gotao H Header ][ Ling item ] serial Detail

Use these commands to work with receipt detail items:
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» Press G togodirectly to a particular line item, then enter the line number.
This command is avail able only when there is more than on screen of items.

»  PressH to return to the Purchase Orders screen.

e PressL to return to the Line Items screen.

* PressD toview seria/lot detail. If you entered alotted item, the command is
labeled Lot Detail, if you entered a serial item, the command is labeled
Serial Detail.

* Press A toview landed cost detail for the purchase order.

Invoice Detail

The Invoice Detail screen appears when you press | on the Line Items screen and
lists invoice information about ordered items.

'ﬂ Purchase Order Inquiry - Invoice Detail (=R
Commands Edit Modes Other Scroll Commands Help
2 lcelin= | B R | @ B | ? & | @@ 0K Abandon
Itern 1D 100 Electrical Package Units PKG
Batch 000001 PO Mo 00000036 Line Status  OPEN Loc ID MNOOO1
Invoice Date Per Status Quantity Unit Cost Extended Amt
122102007 12 Open =

Entry ( 001 of 001 )

(o}

[ Header I [ Line item ] I Totals ] serial Detail

Use these commands to work with receipt detail items:
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Press G to go directly to a particular line item, then enter the line number.
This command is avail able only when there is more than on screen of items.

Press H to return to the Purchase Orders screen.

Press L to return to the Line Items screen.

Press T to view invoice totals. The Order Totals screen appears (page 4-6).
Press D to view serial/lot detail. If you entered alotted item, the command is

labeled Lot Detaiil, if you entered a serial item, the command is labeled
Serial Detail.

Landed Cost Detail

The Landed Cost Detail screen appears when you press A on the Line Items and
Receipt Detail screen.

A View Landed Cost Detail [= ] & ==
Commands Edit Modes Other Scroll Commands Help
2 K = | [} | @ & | ? & | Q@ 0K Abandon
Extended Cost 3412.95
Line  Description Lvl GL Account Type Yol§ Amount Added
=
001 Customs Fes 1 504000 Cost ] 10.0000 10.0000 e
002 Cartage 1 |504000 Weight |§ 0125 60.2813 :
003 Tariff 2 (504000 Cost % 4.0000 139.3293
004 Broker Fee 3 (504000 Cost % 1.5000 54.3384|
=
3
>
Landed Cost 3676.90
Lines{ 001 of 004 )
Enter = edit Goto line
| companyH [ 12:282007 | Terminai Toon | ovR

See “Edit or Append Line Screen” on page 7-5 for more information about
editing Landed Cost detail.
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Daily Work

Introduction

Usethe Daily Work functions to record orders you received
from a vendor.

If you ordered goods from a vendor that is not associated with
arecurring order, use the Enter Orders function. If the vendor
isassociated with arecurring order, use the Copy Recurring
Orders function. The information about recurring ordersis
copied to the POORxxx and POOHxxx (Open Order) files.

If you enter an order by mistake, you can use the Enter
Returns function to cancel it. When you have the orders that
you want, you can produce the Open Order Report and the
Purchases and Returns Journals to verify the information you
entered.

When you have verified that everything is correct, usethe Post
Transactions function to send the information to the
appropriate files.

Landed Cost shares some Accounts Payable menus with some
of its own functions: Information Inquiry, Daily Work, File
Maintenance, and Master File Lists. Refer to the Accounts
Payable Guide for questions on these shared menus, or for
questions on functions not covered in this manual.
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Some Landed Cost functions are unchanged from regular Purchase Order menus:
Generate Orders, Copy Recurring Orders, Change Batches, and Batch
Control. Refer to the Purchase Order Guide for questions on these shared
menus, or for questions on functions not covered in this manual.

5.2 Landed Cost



Enter Orders

Landed Cost

Usethe Enter Orders function to:

» enter new orders for which you have not yet received goods.

» enter new orders for which you have received goods but not invoices.

» enter new orders for which you have received both goods and invoices.
You can enter orders for inventory items (taking serialized or lotted items
into account as necessary) and noninventory items. However, Purchase
Order must interface with Inventory before you can enter orders for lotted,
serialized, or lotted/serialized items.

* edit and cancel orders.

»  enter thereceipt of goods when part or al of an order arrives before an
invoice.

» apply aninvoice when it arrives after the ordered goods.

* enterthereceipt of goods and invoicesthat arrive at the sametime (including
serialized and lotted items).

If Purchase Order interfaces with General Ledger and last—year files exist,
you must select the year you are entering transactions for when you enter
transactions into an empty file. All the transactions you enter afterward
default to the year you selected until you post.

You can enter the goods when you enter the order, or you can enter the order first
and enter the fact that you received the goods later. You can enter al the goods at
once or enter some goods at one time and other goods at another.

If you purchase items from your own company for internal use or for jobs, use
the Enter Material Requisitions function to enter these orders.
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You can assigh an invoice to the order (enter the amount due) when you enter the
order, or enter the order first and assign the invoice later. You can assign the
entire cost to the order at once or some of the cost at one time and another part of
the cost at another.

The status assigned to each order and each line item aerts you (and the system)
where the order and each line item fall in the Purchase Order work cycle. An
order can have one of four statuses: New, Goods Received, Invoice Received,
and Printed. A line item can have one of three statuses: Open (unposted),
Cancelled, or Completed (posted).

Usethe Edit Orders option to change order information without updating the
order status (for example, to add or delete line items or correct order quantity
mistakes you discover after you have entered the order) and to cancel orders.

You can cancel an order in these ways:

*  Usethe Edit Orders option to delete the order from the system. When you
post orders, the deleted order is erased from the POOHxxx and POORxxx
files.

» If youwant an audit trail that is more detailed than the Open Order Report
and the order you want to cancel has been posted, enter areturn to back out
the order (see “Enter Returns” on page 5-49). To cancel an order that has not
been posted, enter areturn for the order with Invoice Received status so that
it is posted at the same time as the return.

You can assign Cancel status only to orderswith New or Printed status.

You can cancel alineitem only if the quantity received is zero and you have not
applied an invoice against it. To cancel aline item, change the status of thelineto
Cancelled when the lineitem is on the screen.

Cancel an order only when you know that you will not receive goods. A
cancelled order istreated like an order that never existed. If you cancel an
order and then claim credit by returning goods that (according to the
system’s records) were never purchased, you distort val ues throughout your
Inventory and Purchase Order systems.

Landed Cost
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Transaction Type Selection Screen

Select Enter Orders from the Daily Work menu. The Transaction Type selection
screen appears on top of the Transactions and Header Information screens.

hiD 000001 [a] vear Date |09/11/2007 FH| Status New
hase Ordepdt —
tion ID 5 Transaction Type =2

Commands Edit Modes Other Help

dor ID Bredt [ KE‘@‘H @ ‘ ? @|@@| oK || Abandon

@ Enter New Orders
Enter Goods Received Orders
Enter Goods Received/Invoiced Orders
Edit Crders

s Code Receive Goods

et Apply Invaices

Receive Goods and Invoices

Requested Ship Date

Select the type of action you want to perform:

*  Select Enter New Order to enter new order information. You enter vendor
information first in the Header Information screen that appears, then you can
enter the line items ordered.

» Select Enter Goods Received Orders to enter theitems ordered and their
receipt information at the same time.

» Select Enter Goods Received/Invoiced Orders to enter lineitem, receipt,
and invoice information all a once. The system uses the invoice totalsto
calculate costs.

»  Select Edit Orders to make changes to orders on file. Depending on what

changes you made to the order you are editing and the status the order has,
you might be able to receive goods, apply invoices, both, or neither.
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e Select Receive Goods, Apply Invoices, or Receive Goods and Invoices
for orders that have been entered. If you receive goods for an order, the
status of the order changes to Goods Received and the memo totals screen
appears. If you apply an invoices to an order, the status of the order changes
to Invoice Received and the invoice totals screen appears.

Entering and Editing Orders

5-6

When you enter anew order, the status of the lineis Open. When you edit an
order, you can change the line item status to Cancelled or Completed. You can
change the status of aline item to Completed in two ways:

*  Manually change the status. The quantities received and invoiced must be
equal.

»  Post the order. The system changes the status of each line item whose
quantitiesreceived and invoiced are equal and whose quantities received and
invoiced are equal to or greater than the quantity ordered to Completed.

An order may be complete even though the vendor has invoiced you for more
items than you received. In this situation, you can do one of these things:

» If you do not want to assign a cost to the extraitems, enter an invoice for the
extra quantity, and enter 0 as the unit cost. If Purchase Order interfaces with
Inventory, an Inventory bucket is created for the item with a unit cost of 0.

» If youwant to assign a cost to the extra items, enter the invoi ce number you
want to edit. Then change the quantity to match the number of invoiced
items.

When the status of each lineitemin an order is Completed, the order is removed
from the system when you post.

You can cancel alineitem only if the quantity received is zero and you have not
applied an invoice to the line item.

Before you edit or cancel orders or line items, print the Purchases Journal (see

page 6-11) and the Returns Journal (see page 6-13) so that you have the correct
order numbers.
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After you edit or cancel orders, produce the Open Order Report (see page 6-7),
the Purchases Journal (see page 6-11), and the Returns Journal (see page 6-13) to

make an audit trail. This step is especially important if you cancelled some
orders.
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Entering Header Information

After you select an option from the selection screen, the Header Information
screen appears.

Enter Orders

ﬂ Header Information [o] = =)
Commands Edit Modes QOther Information Help
2xi=zne|lan|/e|ee
Batch ID o| Year 2007 Date |12/21/2007 Status Goods Revd
Purchase Order No LY
Location ID LY BALTIMORE WAREHOUSE
Vendar ID A Ship-to ID: (3]
I INET! RECEIVING
MILLWORK LUMBER & CABINETS
330 S0.3RD ST
HOUSTOM, TX 34242-0333
HOUSTON TX A A |(342420333
Terms Code APOD04 Type Reg FOB
Terms Desc 2/10,n/30
Terms % 20 Days 10 Met Days 30 Ship Via FEDEX
Tax Group CA E Crdered By JOHN
Motes Received By SANDRA
Requested Ship Date | {2/28/2007
Field Description

Inquiry | Batch ID
Maint |

5-8

Enter the batch ID. Use the batch 1D to group orders
by purchasing agent, by time entered, or in any other
way that fits your operations.

You can print and post batches of purchase orders
while others are working with different batches at the
same time.

If you have entered previous orders, the batch ID you
entered previously appears to speed dataentry.

If you are editing an order, you may leave the batch 1D
blank and look up the order by the order number.

Landed Cost
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Inquiry |

Inquiry |

Landed Cost

Field

Purchase Order No

Date

Status

Loc ID

Description

If you are entering an order for the first time and you
elected in the Resource Manager Options and
Interfaces function to have the system generate
purchase order numbers for you, the number appears
and you cannot change it.

If you did not elect the option, or if you are working
with an existing purchase order, enter the purchase
order number you want to view or edit.

To delete the entire order, use the Delete (F3)
command.

If you are entering the first order in agroup, the system
date appears; otherwise, the date you assigned to the
last order appears. Accept the current date, or enter a
different date.

The status that appears depends on which option you
selected on the selection screen. You cannot change
this status.

If you entered a default location ID when you set up
the company, that ID appears. If you change the ID of
the location for which you are purchasing the items,
the description of the location appears for verification.

If you did not enter a default location ID, enter the ID
of the location for which you are purchasing the items.
The Inquiry (F2) command is available if Purchase
Order interfaces with Inventory.

If Purchase Order does not interface with Inventory,
you can skip thisfield.
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Enter Orders

Inquiry |
Maint |

Inquiry |
Maint |

Inquiry |
Maint |
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Field

Vendor ID

Terms Code

Tax Group

Notes

Description

Enter the ID of the vendor from whom you are
ordering goods. Use the Maintenance (F6) command
to open the Vendors function to edit or enter vendor
information. You can change a vendor 1D only for
orderswith new status. After you enter the ID, the
vendor’s name and address appear.

To enter avendor you plan to deal with only once,
enter TEMP and then the vendor’s name and address.
The system assigns each temporary vendor an ID that
consists of a“+” sign and afive-digit number. ThisID
prints in the Purchases Journal. Temporary vendors
that have balances of zero are removed from the
APVExxx (Vendor) file when you do periodic
maintenance.

Enter the terms code. If you use the Maintenance (F6)
command, the Terms Codes function opens where
you can enter or edit terms code information. See the
Accounts Payable User’s Manual for information
about thisfunction. After you enter the terms code, the
description and the percent for the payment terms of
the transaction appear.

Enter the vendor’s tax group. Use the Maintenance
(F6) command to open the Tax Groups function to
enter or edit tax group information. See the Resource
Manager User’'s Manual for information about this
function.

Enter up to two lines of notes to associate with the
order. The notes print on the purchase order form.
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Inquiry |
Maint |

Landed Cost

Field

Ship-to ID

FOB

Ship Via

Ordered By

Received By

Requested Ship Date

Description

Enter the ID of the address to which you want the
order delivered. Use the Maintenance (F6) command
to open the Ship-to Addresses function to enter or
edit shipping addresses. If the shipping address is on
file, the name and address appear after you enter the
ship-to ID. If the shipping addressis not on file, enter
the name and address.

Enter the free-on-board terms, or press Enter to skip
thisfield. Thisterm usually indicates who pays for the
shipment of the goods or the insurance on the
shipment. Common entries are destination (the
vendor pays) and shipping point or origin (you pay).
Another common entry is the name of a city, meaning
that the vendor paysto move the goods to that city and
you pay to move it beyond that point.

If you entered a ship-to ID that ison file, the shipping
method appears. Accept it or enter a different shipping
method.

If you entered a ship-to ID that isnot on file or if you
did not enter an ID, enter the shipping method, or press
Enter to skip thisfield.

Enter aname or description identifying the person who
placed the order.

If the goods have been received, enter a name or
description identifying the person who received them.

Enter the date you want the vendor to ship the order.
Thisdate is used in the Open Order Report to forecast
receipts.
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Enter Orders

If you add, edit, or cancel an order or alineitem, pay attention to the transaction
totals. The system puts the entire payment balance in the Payment 1 field when a
quantity, a cost, or an amount is changed. If the calculated discount is different
from the cash discount, a screen appears where you can elect to automatically use
the calculated amount.

When you save the header information, the Append Line screen appearsif you
are entering a new order (see “Entering or Editing Line Items” on page 5-12 for
more information). If you are working with an existing order with line items, the
Transactions screen appears (page 5-42).

Entering or Editing Line Items

Theline item entry screen appearsif you selected the Enter New Orders, Enter
Goods Received Orders, or Enter Goods Received/Invoiced Orders option on
the Transaction Type selection screen, or when you press Enter or A on the
Transactions screen.

EX Append Line [ @ =]
Commands Edit Modes Other Information [nventory Lookups Help
» K = | B2 | @ B | ? & | @@ 0K Abandon
- Entry 002
Line Status | Cpen Tax Class (00  [R] Job/Phase ID & q
temiD 200100 [a] Cost Code A
Description |Furnace GL Account 104400 IE‘
GL Desc INVENTORY - FINISHED GOODS
Landed Cost ID Chinalmport [
Goods Qty Units Invoice Qty Unit Cost Ext Cost
Ordered 1.0000 |EA @ 379.4400 379.44
Total Recd .0000 .0000
Bal Due 1.0000 1.0000
Invd Ext Cost
Current .0000 .0000 .00
Pasted .0000 .0000 .00
Landed Cost 419.35

5-12

Landed Cost



Enter Orders Daily Work ¢ CHAPTER 5

If you are editing alineitem, this screen istitled Edit Line. If you are adding a
lineitem, this screenistitled Append Line.

Field Description

Line Status When you add aline item, the status of thelineisopen
and you cannot change it. When you edit or cancel a
line item, you can change the status of the line to
Open, Completed, or Cancelled.

Open status means that the lineitem was ordered but
not received. Completed status means that the line
item was ordered and received. Cancelled status
means that the order was cancelled (as though no order

had been entered).
Inquiry | Item ID If Purchase Order interfaces with Inventory and you
Maint ] are ordering an inventory item, enter the item number,

or press Enter to skip thisfield. If you use the
Maintenance (F6) command, the Items function
opens where you can enter or edit item numbers. (See
the Inventory User’s Manual for more information.)

If Purchase Order does not interface with Inventory,
enter the item number, or press Enter to skip thisfield.

Desc If Purchase Order interfaces with Inventory and you
entered anitem I D, the description of the item appears.
Accept it, or enter a different description.

If Purchase Order does not interface with Inventory or
if you did not enter anitem 1D, enter a description.

Additional If you elected to use additional descriptionsin the

Descriptions Resource Manager Options and Interfaces function,
you can enter up to 10 lines of information. If you also
elected to use Inventory additional descriptions, the
item’s additional descriptions (if any) appear from
Inventory.
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Inquiry |
Maint |

5-14

Field

GL Desc

Landed Cost ID

Requested Ship Date

Tax Class

Description

If you elected to post summary information to General
Ledger in the Resource Manager Options and
Interfaces function, thisfield is skipped.

If you elected to post detailed information to General
Ledger in the Resource Manager Options and
Interfaces function, enter a description to identify the
order, or press Enter to skip thisfield.

If you elected to use the vendor name as the GL
description in the Resource Manager Options and
Interfaces function, the vendor name appears. Press
Enter to use the name, or enter a different description.

If Purchase Order interfaces with General Ledger, the
description you enter appearsin the Description
column of the GLIRxxx (Journal) file when you post
the order. If you do not enter a description, the invoice
number and item description appear in the Description
column of the GLIRxxx file when you post.

To apply aLanded Cost calculation to the purchase
order, select the Landed Cost ID. You can set up
Landed Cost ID definitions with the Landed Cost
function in File Maintenance (see “Landed Cost” on

page 7-3).

Thisfield appears only if you elected to use requested
ship dates on line itemsin the Resource Manager
Options and Interfaces function. Enter the requested
ship date for the order.

Enter the tax class for the line item. If you use the
Maintenance (F6) command, the Tax Classes
function opens. See the Resource Manager User’s
Manual for information about this function.

You cannot change thisfield if an invoice has been
applied against the line.

Landed Cost
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Inquiry |
Maint |

Inquiry |
Maint |

Inquiry |
Maint I

Landed Cost

Field

Job/Phase ID

Cost Code

GL Account

Description

Enter the ID of the job and phase affected by the order,
or press Enter to skip these two fields. The Inquiry
(F2) and Maintenance (F6) commands are availableif
Purchase Order interfaces with Job Cost.

You cannot change these fields if goods have been
received against the line.

If Purchase Order interfaces with Job Cost and you
enter valuesin these fields, the system treats the
ordered item as related to ajob, and does not update
the quantity on hand in Inventory.

If you entered ajob ID and Purchase Order interfaces
with Job Cost, select a cost code to assign to the item.
The Inquiry (F2) and Maintenance (F6) commands
are available.

If you entered ajob ID and Purchase Order does not
interface with Job Cost, enter a cost code or press
Enter to skip thisfield.

If Purchase Order interfaces with Job Cost and you
entered ajob ID, the WIP account from the DFxxxxxx
table appears. If Purchase Order does not interface
with Job Cost or if you did not enter ajob ID, the
account number is selected in this order:

1.If you assigned an account number in thevendor’s
record, that number appears.

2.1f Purchase Order interfaces with Inventory and you
entered an item 1D, the inventory account from the
item location appears.

3.If Purchase Order does not interface with Inventory
or if thelineisfor anoninventory item and no account
number is entered in the vendor record, the inventory
account from the DFxxxxxx table appears.
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Field Description

Accept the current account number, or enter adifferent
account number. The Inquiry (F2) and Maintenance
(F6) commands are available if Purchase Order
interfaces with General Ledger.

Ordered Goods Qty  Enter the number of unitsyou are ordering. If Purchase
Order interfaces with Inventory and you entered an
item 1D, the quantity on order in the item record is
increased by the quantity you enter here (unless you
entered ajob ID).

If the vendor is set up for the item, Purchase Order
uses the last ordered quantity as the default.

Inquiry | Units If Purchase Order interfaces with Inventory and you
Maint I entered an item ID, accept the current base unit of

measure, or enter an aternate unit of measure. The
Inquiry (F2) and Maintenance (F6) commands are
available if Purchase Order interfaces with Inventory.

If Purchase Order does not interface with Inventory or
if you are purchasing anoninventory item, EA appears.
Accept it, or enter the unit of measure by which you
order theitem; for example, you might enter Dz if you
measure the item by the dozen.

If Purchase Order interfaces with Inventory, messages
that help you make purchasing decisions appear at the
bottom of the screen when you enter the ordered
guantity and units. For example, a message might tell
you the quantity you usualy order for the item, the
guantity on order, and the quantity available for resale.
If the order will overstock the item or if you are not
ordering enough to replenish stock, a message states
that you are above a maximum or below a minimum.

After you have read the message, press Enter. Then
change the ordered quantity or units, if necessary.
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Field

Unit Cost

Ext Cost

Description

If the vendor is set up for the item, Purchase Order
uses the unit of measure you ordered as the defaullt.

If Purchase Order interfaces with Inventory and you
entered an item 1D, the last unit cost you paid for the
item appears, regardless of your choice of inventory
costing methods. Accept that unit cost, or enter a
different unit cost.

If Purchase Order does not interface with Inventory or
if you did not enter anitem 1D, enter the unit cost of
the item.

If the vendor is set up for the item in Inventory,
Purchase Order uses the last purchase cost for that
vendor as the default.

Accept the current extended cost (the quantity times
the unit cost), or enter adifferent extended cost. If you
change the extended cost, the unit cost is updated
accordingly.

These fields are updated and appear when you enter receipts and invoices:

Field

Total Rcvd Goods/
Invoice Qty

Bal Due Goods/
Invoice Qty

Current Goods/
Invoice Qty

Description

Thetotal quantity (posted and unposted) of goods you
received and applied invoices for appears.

The quantity yet to be recelved (Ordered Goods Qty
minus Total Rcvd Goods Qty) and invoiced
(Ordered Goods Qty minus Total Rcvd Invoice Qty)

appears.

The unposted quantity of goods you received and
invoiced appears.
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Field Description

Current Invd Ext The extended cost of the unposted invoices appears.

Cost Thisvalueisthe unit costs of the goods for which you
applied invoices multiplied by the quantity.

Posted Goods/ The posted quantity of goods you received and

Invoice Qty invoiced appears.

Posted Invd Ext The extended cost of the posted invoices appears.

Cost

If Purchase Order interfaces with Inventory and you ordered alotted item ID, the
Do you wish to order lots? prompt appears after you save the lineitem. If you
select Yes (or enter Y in text mode), the Lot Entry screen appears (see “Lot Entry
Screen” below for more information).

UsetheProceed (OK) command to save the information, then enter another line
item or use the Exit (F7) command to exit from the line item entry screen.

When you exit, the Transactions screen (page 5-42) appearsif you selected Enter
New Orders on the selection screen. The Receive Goods screen appearsif you
selected the Enter Goods Received Orders or the Enter Goods Received/
Invoiced Orders option on the Transaction Type selection screen. See
“Receiving Goods’ on page 5-25 for more information.

If you selected the Receive Goods, Apply Invoices, or Receive Goods and
Invoices option, the processis dlightly different since the system assumes you
have already entered the line items. See “ Receiving Goods” on page 5-25 and
“Applying Invoices” on page 5-35 for more information.
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Landed Cost Detail Screen

If you choose a Landed Cost definition to be applied to the purchase order, the
Landed Cost Detail screen appears after entering or editing alineitem for a

purchase order.
X Landed Cost Detail =mEch ===
Commands Edit Modes Other Scroll Commands Help
= 2 2 OK Abandon
2xtr|na[an][-e|/ee k] (bard
Extended Cost 22753
Line  Description Lyl GL Account Type Yol§ Amount Added
=
001 Customs Fes 1 5033-00 Cost § 10.0000 10.0000 [y
002 Cartage 1 |5043-01 Weight |§ 0125 4.0188 :
003 Tariff 2 |5035-00 Cost % 4.0000 9.6620
004 Broker Fee 3 [5037-00 Cost % 1.5000 37682|
=
=
=
Landed Cost 254.98
Lines{ 001 of 004 )
Enter = ed\t] [ Done Goto line
| companyn [ 1282007 | Termina T000 | OVR

You can use the Landed Cost Detail screen to edit details of the landed cost
calculation for the purchase order line item. Changes made to the landed cost
definition will apply only to that lineitem; they will not alter the original Landed
Cost ID.
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To edit aline of the Landed Cost Detail, highlight the line and press Enter. The
Edit Line screen appears.

A Edit Line =mEcE ===
Commands Edit Modes Other Help

%Xt§|ﬁ|ﬂ@|?®|@@ OK Abandon

Description Customs Fee
Level 1

6L Account 503300 (3]
Type Caost v
%/3 5 -
Amaount 10.00
Field Description
Description Enter the name for the landed cost you wish to
apply.
Level Choose a level to specify a basis for calculation.
You can use alevel as often as necessary as
follows:

» Level oneitems are calculated using the
extended cost as a base.

* Level twoitemsare caculated using the
extended cost plusthe level one calculation
values.

» Level threeitems are calculated using the
extended cost plusthelevel one plusthe level
two calculation values as the base, and so
forth.

GL Account Enter the GL Account to be adjusted for that
particular cost.

Type Choose whether you want to apply the Landed
Cost by Weight, Quantity, or Cost

%/$ Use the %/$ field to choose whether the amount of
the type should be applied as a percentage or
dollar amount.
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Field Description

Amount Depending on the Type you chose, use the
Amount field to enter the amount, percentage, or
weight per base unit

Lot Entry Screen

If you selected Yes (or entered Y in text mode) at the Do you wish to order lots?
prompt, the Lot Entry screen appears.

EX Lot Entry (=R |
Commands Edit Modes Other Scroll Commands Help
2xu|nwn|mn|[:e|ee oK
ltem 1D 200101 Furnace - Low Emission
Loc ID MDO0001 BALTIMORE WAREHOUSE
Units EA Requested Gty 1.0000
Lot Mumber Ordered Quantity Fulfilled Qty Ext Cost @
1212 5.0000 0000 1838.15 %
Lot Mumber (000001 of 000002 ) 3676.30 @
[Emwegn | [ dwme ] oo

Use these commands to work with the lot numbers on the screen:

*  PressEnter to edit the selected line.

*  PressA to add anew lot number.
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The Append/Edit Lot Number screen appears when you edit or add alot

number.
ﬂ Append Lot Number [ = =]
Commands Edit Modes Other Help
ILLILEIEA LY
Lot No 1212 @
Orig Qty 50000  Cost 367 6300 | Ext Cost 1838.15
Fullill Qty 0000
Backord Qty
Comment
Field Description
Inquiry | Lot No Enter the lot number for the item.
Orig Qty Enter or change the ordered quantity of the item.
Cost The cost of the item appears.
Ext Cost The extended cost of the item appears.
Fulfill Qty/Backord  You cannot change these quantities on anew order.
Qty
Comment Enter additional information about the item.

* Press G to go to aspecific line. Thiscommand is available only when there
is more than one screen of items.

»  PressD to exit from the Lot Entry screen.
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Transactions Screen

Landed Cost

The Transactions screen appears under several circumstances:

*  You save header information for an order that has line items.

* You exit from the line item entry screen after entering or editing orders.

* You exit from the Receive Goods screen without involving serialized items.
* You exit from the Apply Invoice screen without involving serialized items.
*  You exit from the Receive Serialized Goods Entry screen.

* You exit from any lotted/serialized entry screens.

EX Transactions [ & s
Commands Edit Modes Other Scroll Commands Information Help
» K 1= | B R | @ B | ? & | QA @ OK Abandon
Vendor ID - ACED01 ACE PLUMBING SUPPLY COMPAN Batch 000001 Order No 00000045
Ship-to ID Loc D MNOOO1 Status New
Item ID GQuantities Units Unit Cost
Description Ord/Rcvllnv Status Extended Cost
Last Invoice
Water Heater .0000 [Open 341295 @
0000 .000a | (4]
Crder Totals (Mema) Entry { 001 of 001 )
Subtotal Sales Tax Freight/Misc Disc/Prepaid Total
3412.95 136.52 .00 .00 3549.47
.00 .00
[ Header ] [ Totals ] [ Mext Trans I [ Online I
Rcv gds [ Append ] [ Wiew I [ Landed cost I Goto

| companyH | 12/282007 | Terminal TOOD | OVR

The Transactions screen is divided into these sections:

»  Header screen information is summarized at the top of the screen.
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Theline item scroll region appearsin the middle of the screen.
Memo totals appear at the bottom of the screen.

Commands

Use these commands to work with the information on the screen:

Press Enter to edit the selected line. See * Entering or Editing Line Items” on
page 5-12 for more information.

Press A to add aline item to the end of thelist. See “Entering or Editing Line
Items’ on page 5-12 for more information.

Press R to enter receipts and apply invoicesto the selected line item. See
“Receiving Goods’ on page 5-25 for more information.

This command appears only if you selected the Enter Goods Received
Orders or the Enter Goods Received/Invoiced Orders optionson the
selection screen, or if you are editing a received order.

Press A to apply invoicesto received line items. This command is only
available (and the Append command is unavailable) when the order has a
status of Invoice Received.

Press H to return to the header screen. You do not lose the line item entries,
because you already saved them.

You cannot change the Purchase Order No, Status, Loc ID, and Vendor ID
fields, regardless of the status. For orderswith Goods Received and Invoice
Received status, you aso cannot change the Vendor ID field. You cannot
use the Delete (F3) command to delete an order if it has been received or
invoiced.

Press T to view the Totals/Payments screen.
For orders with New or Goods Received status, the Order Totals screen
(page 5-42) appears. For orders with Invoice Received status, the system

promptsyou to select order totals (O) or invoice totals (1); then the screen for
the total you selected appears.

Landed Cost
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* PressV toview information for the selected lineitem. Press any key to return
to the Transactions screen.

*  Press O to print a purchase order online. The Print Online Purchase Order
prompt appears. To print the order, select Yes (or enter Y in text mode); you
aretaken to the Print Orders function. To cancel the print instruction, select
No (or enter N in text mode).

» PressG togodirectly to a particular line item, then enter the line number.
This command is avail able only when there is more than one screen of line
items.

» PressN to return to the Transaction Type sel ection screen.

Receiving Goods

Landed Cost

You can receive goods for an order as many times as necessary. When you
receive goods for an order with New or Printed status, the status of the order
changes to Goods Received.

If you selected the Enter Goods Received Orders or Enter Goods Received/
Invoiced Orders option on the Transaction Type selection screen, the Receive
Goods screen appears after you exit the Append Line screen for each lineitem
you enter. An example of this screen appears on the next page, aong with its
field descriptions.

Receiving All Goods

If you selected the Receive Goods or Receive Goods and Invoices option on
the Transaction Type selection screen, the Receive All? or Receive & Invoice
All? message appears after you enter the order number on the Header

Information screen.

» If you have received all items in the order and you want to apply the same

receipt number to thoseitems, select Yes (or enter Y in text mode). When the
Enter Number screen appears, enter the receipt number and change the date
and period, if necessary. Use the Proceed (OK) command to continue. If the
order contains lotted or seriaized lineitems, additional screensappear where
you can enter the lotted and serialized numbers of the items you received.
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When you save the receipt information, the receipt number, date, and GL
period you entered are assigned to all open line items. The system also sets
the quantity received equal to the quantity ordered minus any quantity
received you entered previously.

If you did not enter areceipt for aline item, the entire quantity is received at
the purchase order cost. If you did not receive all the goodsfor aline item,
you can change the receipt to reflect only the quantity that was received.

» If you have not received all itemsin the order, or if you do not want to apply
the same receipt number to al line items, select No (or enter N in text mode).
The Transactions screen (page 5-23) appears. Press R to enter receipt
information for the line itemsin the order. The Receive Goods screen

appears.
Receive Goods Screen
This screen appears when you receive goods for an order or when you press R on

the Transactions screen to enter or edit receipt information for lineitems. The
screen’s title contains either (New) or (Edit), depending on the task you are

performing.
H Receive Goods (Mew ) [= ] & )
Commands Edit Modes Other Information Help
%xt§|ﬁ|ﬂ@|?®|@‘3 0K Abandon
Receipt No Date Period Quantity Unit Cost Ext Cost
65414 @ 12/28/2007 @ 12 5.0000 406.4744 2032.37
Landed Cost 220593
Field Description
Inquiry | Receipt No Enter the number of the receiving document, or press
Enter to skip thisfield.
Date Press Enter if you received the goods on the current
date, or enter adifferent date.
Period (1-13) Press Enter to post the receipt to the current period, or

enter a different period.
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Landed Cost

Field

Quantity

Unit Cost

Ext Cost

Landed Cost

Description

If thisisaseriaized or lotted item, the Quantity, Unit
Cost, and Ext Cost fields are not available. Use the
Proceed (OK) command to save the data; then skip to
“Receiving Serialized Goods’ on page 5-31 or
“Receiving Lotted/Serialized Goods” on page 5-32, or
exit to the Transactions screen (page 5-42) to cancel
the entire task.

For thefirst receipt of aline item, the ordered quantity
appears. For receipts after that, the remaining quantity
on order appears. Press Enter if you received the
current quantity, or enter the quantity you received.

If Purchase Order interfaces with Inventory, the lineis
for an inventory item, and no job isinvolved, the
quantity you receive decreases the inventory quantity
on order and increases the quantity available. If the
inventory item is purchased for ajob, the quantity you
receive decreases the inventory quantity on order and
the quantity committed; the quantity availableis not
affected.

The unit cost you entered for the item on the line item
entry screen appears. You can change the unit cost
only for thefirst receipt of goods for the line item.

If you do not know the unit cost of the received items,
enter the most accurate estimate possible so that a
large COGS adjustment in Inventory is not necessary.

The extended cost (the quantity times the unit cost)
appears. You can change the extended cost only for the
first receipt of goods for the lineitem. If you change
the extended cogt, the unit cost is updated accordingly.

The landed cost showsthe extended cost plusthe costs
applied by the landed cost calculation.
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Landed Cost Entry Screen

The Landed Cost Detail Screen will appear if you have applied alanded cost
calculation to the received good.

A View Landed Cost Detail =] & =]
Commands Edit Modes Other Scroll Commands Help
Eradt (ol 165 | B | B & | ? & | [« =1 OK Abandon
Extended Cost 203237
Line  Description Lvl GL Account Type Yol§ Amount Added
=
001 Customs Fes 1 5033-00 Cost § 10.0000 10.0000 e
-
002 Cartage 1 |6043-01 Weight |§ 0125 47.3750 o
003 Tariff 2 |5035-00 Cost % 4.0000 §3.5898
004 Broker Fee 3 [5037-00 Cost % 1.5000 32.6000(
=
3
>
Landed Cost 220593
Lines{ 001 of 004 )
Enter = edit Goto line
| companyH [ 127282007 | Terminai Toon | ovR

See “Edit or Append Line Screen” on page 7-5 for more information about
editing Landed Cost detail. Changes made to Landed Cost Detail within the Enter
Orders function apply only to the transaction; they are not written back to the
Landed Cost ID permanently.

Additional Screens

If the line item for which you are entering areceipt is lotted, serialized, or both,
additional screens appear where you can enter the lot and serial numbers for the
items received.

If you selected the Enter Goods Received Orders option on the selection
screen, the line item entry screen (page 5-12) appears after you save receipt
information for al lineitems. Enter the next line item, or exit to the Transactions
screen (page 5-42).

If you selected the Enter Goods Received/Invoiced Orders option, the Apply

Invoice screen (page 5-35) appears after you save the line item’s receipt
information.
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Landed Cost

Receiving Lotted Goods

If you are receiving a lotted line item, this screen appears:

H Receive Lotted Goods Entry ol = ==
Commands Edit Modes Other Scroll Commands Help
» K 1= | B | @ & ‘ ? @ ‘ @@ oK Abandon
Receipt Mumber Date 12/27/2007 GL Period 12
ltem 1D 200101 Qty Ordered 1.0000
Lot Number/Comment Qty Ordered Qty Received Unit Cost
1212 0000 5.0000 367.6300 B
(000001 «of 000002 )
Total 10.0000 367.6300
Ext Cost 3676.3000
[ Enter = edit ] [ Append ] [ Done ]

The receipt number, date, GL Period, item 1D, and quantity ordered you entered
for the order appear. The screen also lists arunning total of the items for which
you've entered lot numbers, the total, and the extended cost of the item. Totals
and extended costs are updated when you finish lineitem entry.

Use these commands to work with the lot numbers on the screen:

* PressEnter to edit the selected line€’s unit cost number or to add a comment.

*  PressA to add anew lot number.
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The Append/Edit Lot Number screen appears when you edit or add alot
number.

EX Append Lot Number =l = =]
Commands Edit Modes Other Help

2xz|ee|(@an]?€[@@ [ o | mwmm

Lot Mumber 1213

Quantity Received 5.0000
Unit Cost 367.6300
Comment

Inquiry | Enter the lot number and quantity for the item you received, then edit or
change the unit cost and comment, if desired. Use the Proceed (OK)
command to save your changes and return to the Receive Lotted Goods
Entry screen.

* Press G to go to aspecific line. Thiscommand is available only when there
is more than one screen of items.

* PressD to exit from the Receive Serialized Goods Entry screen.
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Receiving Serialized Goods

If you are receiving goods for serialized line items, the Receive Serialized Goods
Entry screen appears after you save the receipt on the Receive Goods screen.

H Receive Serialized Goods Entry

%Xt§|@|ﬂ@‘?@‘®® oK
Receipt Mumber Date 09/1272007 GL Period 09
ltem ID 125 Qty Ordered 10.0000
Serial Mumber/Comment Qty Received Unit Cost
LTOG14114 1.0000 348.0582
LTOE14115 1.0000 348.0582 B
(000003 of 000003 )

Total 3.0000 348.0582

Ext Cost 1044.1746

[ Enter = edit ] [ Append I [ Dane I

The receipt number, date, GL Period, item 1D, and quantity ordered you entered
for the order appear. The screen also lists arunning total of the items for which

you've entered serial numbers, the total, and the extended cost of the item. The

system updates totals when you finish line item entry.

You must enter different serial numbers for each item in the order.

Use these commands to work with the information on the screen:

*  PressEnter to edit the selected lin€’s unit cost or to add a comment.

*  PressA to add anew serial number.
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The Append/Edit Serial Number screen appears when you edit or add a
serial number.

A Edit Serial Number =] B =
Commands Edit Modes Other Help

2xc|we|@n|?e|8e o ) mmwm

Serial Number Q614116 A

Quantity Received
Unit Cost 348.0582
Comment

Inquiry | Enter the serial number for each item you received. The quantity received is
always 1; you must enter adifferent serial number for each item in the order.

Edit the unit cost, if necessary, then enter acomment (if desired). Use the
Proceed (OK) command to save your changes and return to the Receive
Serialized Goods Entry screen.

After you enter the information for the last serial number or when you exit
from the Serial Number field, the system updates the receipt quantities to
match the number of serial numbers you entered.

* Press G togoto aspecific line. Thiscommand is available only when there
is more than one screen of items.

* PressD to exit from the Receive Serialized Goods Entry screen.
Receiving Lotted/Serialized Goods

If you are receiving goods for | otted and serialized line items, the Receive L otted/
Serialized Goods Entry screen appears after you save the receipt on the Receive
Goods screen. This screen is composed of two steps: first you enter the lot

number for the lotted and serialized item, then you enter the individual serial
numbersfor all items shipped in that lot.
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| Inquiry |

Landed Cost

Usethe first screen to enter the lot numbers for the lotted and serialized item.

H Receive Lotted/Serialized Goods Entry [l = =]
Commands Edit Modes Other Scroll Commands Help
o = | B | @ B | ? & | aa OK Abandon
Receipt Mumber 54673 Date  09/12/2007 GL Pericd 09
ltern 1D 175 Qty Orderad 5.0000
Serial Mumber/Comment Qty Received Unit Cost
(000001 «of 000001 )
Total 1.0000 874.5600
Ext Cost 874.5600
[ Enter = edit ] [ Append ] [ Done ]

The receipt number, date, GL Period, item 1D, and quantity ordered you entered

for the order appear. The screen also lists arunning total of the lot numbers

you've entered for the line item, the total, and the extended cost of the item. The

system updates totals and extended costs when you finish line item entry.

Use these commands to work with the line item’s ot numbers:

» PressEnter to edit the serial numbersyou entered for items in the selected

lot. See “Entering Serial Numbers for Lotted and Serialized Items” on

page 5-34 for more information.

* Press A to add anew lot number to the list. When the Line Entry screen
appears, enter the new ot number and use the Proceed/OK command to

continue.

ﬂline Entry
Commands Edit Modes Other Scroll Commands Help

2xz|ee|@an]?e[@@ [ o | wmm

Lot Mumber

125391
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After you enter lot information, the system automatically moves you to the
second Receive Lotted/Serialized Goods Entry screen where you must enter
the individual serial numbers for the itemsin the lot you received. See

page 5-34 for more information.

» PressD to exit from the Receive L otted/Serialized Goods Entry |ot

information screen.

Entering Serial Numbers for Lotted and Serialized Items

The Receive Lotted/Serialized Goods Entry serial information screen appears
when you edit alot or after you add a new lot on the first Receive Lotted/

Serialized Goods Entry screen.

A Receive Lotted/Serialized Goods Entry

Commands Edit Modes Other Scroll Commands Help

2%tz ne|lan[-o|0e

OK Abandon

Receipt Mumber 54673 Date 09/1272007 GL Period 09
ltem ID 175 Qty Ordered
Serial Mumber/Comment Qty Received

Unit Cost

DI

WEID

(000001 of 000001 )
Total 1.0000

Ext Cost

[ Enter = edit ] [ Append I [ Dane

874.5600
874.5600

The quantity ordered defaultsto 1 for serial items until you enter the serial
numbers for each individual item, because individual seriaized items cannot

share serial numbers (unlike individual lotted items).

Use these commands to work with the lot and serial numbers on the screen:

* PressEnter to edit the selected lin€’s unit cost or to add a comment.

* Press A to add anew serial number for each item in the lot.
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Inquiry I When the Line Entry screen appears, enter the serial number for each item
you received in the lot.

ﬂ Append Serial Number [l = ===
Commands Edit Modes Other Help

%KEZ|I§|E@|?@|@@ oK Abandon

Serial Number 18546454 [a]
Quantity Shipped 1.0000

Unit Cost 343.5500

Comment

» PressD to returnto thefirst Received L otted/Seriaized Goods Entry to view
lot information or enter another lot.

Applying Invoices

When you apply invoicesto an order with Goods Received status, the status of
the order changesto Invoice Received. You cannot apply an invoice to an order
before you receive goods.

If you selected the Enter Goods Received/Invoiced Orders option on the
Transaction Type selection screen, the Apply Invoice screen appears after you
exit the Append Line and Receive Goods screens for each lineitem you enter. An
exampl e of this screen appears on page 5-37, along with its field descriptions.
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Applying All Invoices

If you selected the Apply Invoices or the Receive Goods and Invoices option
on the Transaction Type selection screen, the Invoice All? or Receive & Invoice
All? message appears after you enter the order number on the Header
Information screen.

» If youwant to apply the same invoice number to al lineitemsin the order,
select Yes (or enter Y in text mode). When the Enter Number screen appears,
enter the invoice number and change the date and period, if necessary. Use
the Proceed (OK) command to continue. If the order contains lotted or
serialized line items, additional screens appear where you can enter the
lotted and serialized numbers of the items to invoice.

After you save the invoice information, the invoice number and date are
assigned to the line items for which you have received goods, and the
invoice quantity is set equal to the remaining quantity. If the order has
serialized items, the invoice is applied to the serial numbers you entered for
the receipt.

If you have already applied an invoice to aline item, the remaining quantity
isinvoiced at the cost of the last invoice you applied. If you have not already
applied an invoice to aline item, the entire quantity for which you received
goodsisinvoiced at the cost you received them. If the vendor’s cost is
different, or if you did not receive all the invoices, you can change the
quantity to reflect only the quantity for which you are invoiced.

» If you do not want to apply the same invoice number to all line items, select
No (or enter N in text mode). The Transactions screen (page 5-23) appears.
Press A to enter invoice information for the line itemsin the order. The
Apply Invoice screen appears.
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Inquiry |

Landed Cost

Apply Invoice Screen

This screen appears when you invoice goods for an order or when you press A on
the Transactions screen to enter or edit invoice information for lineitems. The

screen’s title contains either (New) or (Edit), depending on the your task.

EX Apply Invoice (New ) [l = =]
Commands Edit Modes Other Infarmation Help
R K= | B2 | 1] | ? & | A @ OK Abandon
Invoice Mo Date Period Cluantity Unit Cost Ext Cost
55-98763 E 09/1272007 @I 09 2.0000 419.9100 839.82
Field Description
Invoice No Enter the number of the vendor’sinvoice.
Date The system uses the date of the vendor’s invoice to

calculate when the payment is due. Accept the current

date, or enter a different date.

If thisisaserialized or lotted item, the Quantity, Unit
Cost, and Ext Cost fields are not available. Use the
Proceed (OK) command to save the data; then skip to

“Receiving Serialized Goods’ on page 5-31 or

“Receiving Lotted/Serialized Goods” on page 5-32,

or exit to the Transactions screen (page 5-42) to
cancel the entire task.

Quantity Enter the invoice quantity. You cannot enter a
quantity that is greater than the total received.

Unit Cost The unit cost you entered for the receipt appears.
Accept it, or enter the unit cost from the invoice.

Ext Cost Accept the current extended cost (the quantity
multiplied by the unit cost), or enter adifferent

extended cost. If you change the extended cost, the

unit cost is updated accordingly.

When you save the information, the Transactions screen appears (page 5-42).
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Applying Invoices for Lotted Goods

If you are applying invoices for lotted goods, this screen appears:

Done

[ Enter = edit ] [ Append ] [

H Invoice Lotted Goods Entry [=] = )
Commands Cdit Modes Other Scroll Commands Help
K 1= | [ | B @& | 7 & | a A OK Abandon
Invoice Number 65431 Date 09/12/2007
ltem ID 200101
Lat Mumber/Comment Qty Received Qty Invoiced Unit Cost
1212 5.0000 5.0000 367.6300 B
(000001 of 000002 )
Total 10.0000 367.6300
Ext Cost 3676.3000

Theinvoice number, date, and item ID you entered on the Apply Invoices screen
appear. The screen also lists the total and the extended cost of theitem. The

system updates totals when you finish the line item entry.

Use these commands to work with the lot numbers on the screen:

* PressEnter to edit alineitem.

* PressA toaddalineitem.

If you edit or add a line item, the Append/Edit Lot Number entry screen
appears. Enter the lot number, quantity to invoice, unit cost, and a comment

(if desired).

* PressD to exit from the Invoice Lotted Goods Entry screen.
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Applying Invoices for Serialized Goods

If you are applying invoices for serialized goods, this screen appears:

H Invoice Serialized Goods Entry =] @ 3]
Commands Eclit Modes Other Scroll Commands Help
Eradl (bl 165 | B2 | B @& | ? | Q@ oK Abandon
Invoice Number 65431 Date 09/12/2007
ltem ID 125 Qty Received 3.0000
Serial Mumber/Comment Tag Invaice Unit Cost
&
LTOE14115 65431 348.0582 B
0
LTOE14116 65431 348.0582
D [z
]
C
(000001 of 000003 )
Average Cost 348.0582
Extended Cost 1044.17
[ Enter = tag/untag ] [ Tag all ] [ LUntag all ] [ Edit I [ Done ]

The invoice number, date, and item I D you entered on the Apply Invoices screen
appear. The screen aso lists a running total of the items for which you have
entered invoices, the average cost, and the extended cost of the item.

The Tag field indicates whether theitem isincluded in the invoice you entered on
the Apply Invoices screen. If theitem istagged (the check box is selected or YES
appears in text mode), the item isincluded in the invoice; if theitem is not tagged
(the check box is clear or NO appears in text mode), the item is not included.
Use these commands to work with the information on the screen:

*  PressEnter to tag the selected serialized item asincluded in the invoice you
entered.

* PressT totag all serialized items listed asincluded in theinvoice.

* PressuU tountag all itemslisted for theinvoice.
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* PressE to edit the selected line item. You must tag the line item to include it
in the invoice you are working with before you can edit it.

The Edit Line screen appears and lists the seria number, tag status, and
invoice tagged.

A Edit Line [= ] B |
Commands Edit Modes Other Help

2xcE|we|@n|?e|8e o ) mm

Serial Number LTQ614114

Invoice Tagged 65431
Unit Cost 348.0882
Comment

Edit the unit cost of the item received, if necessary, and enter acomment (if
desired). Usethe Proceed (OK) command to save your changes and return
to the Invoice Serialized Goods Entry screen.

* PressD to exit from the Invoice Serialized Goods Entry screen.
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Applying Invoices for Lotted/Serialized Goods

If you are applying invoices for lotted/serialized goods, this screen appears:

A invoice Lotted/Serialized Goods Entry = = |
Commands Edit Modes Qther Scroll Commands Help
Ert b 15 | [} | B & ‘ 7 @ ‘ [e e oK Abandon
Invoice Number 65431 Date 09/12/2007
ltem ID 175 Qty Received 2.0000
Lat Mo/Serial Mo/Comment Tag Invoice Unit Cost
125534 ]
O
126391 65431 374.5600
14500 1
]
E
E
0
(000001 of 000002 )
Average Cost 874.5600
Ext Cost 1749.12
[ Enter = tag/untag ] [ Tag all I [ Untag all ] [ Edit I [ Done ]

The invoice number, date, and item I D you entered on the Apply Invoices screen
appear. The screen aso lists a running total of the items for which you have
entered invoices, the average cost, and the extended cost of the item.

The Tag field indicates whether theitem isincluded in the invoice you entered on
the Apply Invoices screen. If theitem istagged (the check box is selected or YES
appears in text mode), the item isincluded in the invoice; if the item is not tagged
(the check box is clear or NO appears in text mode), the item is not included.
Use these commands to work with the information on the screen:

*  PressEnter to tag the selected serialized item asincluded in the invoice you
entered.

* PressT totag all serialized items listed asincluded in theinvoice.
» PressU tountag all items listed for theinvoice.

* PressD to exit from the Invoice Serialized Goods Entry screen.
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PressE to edit the selected line item. You must tag the lineitem to include it

in the invoice you are working with before you can edit it.

Order Totals

5-42

Press D to exit from the Invoice Serialized Goods Entry screen.

The Order Totals screen appears when you select the Totals command on the
Transactions screen and then press O (if necessary) to work with the order totals.

ﬂ[}rderTotﬂls{Memo) [l = =]
Commands Edit Modes Other Help
2xm|we | me|ze|ee

Order Class

Sub Total 10365.62

Freight 115.00
Misc 00
Sales Tax 578.66
Total 11059.28
Frepay 200

Method of Payment | CHK E]
Checking Account #1

Wia Check No 5462
Discount 22119
E 10638.09

Curr Invd
9034.11

00

00
424.19
9458.30

00

135.68
9322.62

Fosted Invd
.00

.00
.00
.00
.00

.00

.00
.00

Wariance
1331.51

115.00
.00
154.47
1600.98

200.00

85.51
131547

Follow these steps to use the entry fields on the screen:

The order totals are memo totals—the system does not use them. You can
indicate that the order was prepaid and track a payment schedul e upon which you
and the vendor agree.

The order’s subtotal, total (including freight and miscellaneous charges and sales
tax), and net amounts (after prepayments) appear on the left side of the screen.

The order’s posted and unposted amounts that are invoiced, the total amounts
that are invoiced, and the difference between the unposted and total amounts that
are invoiced appear on the right side of the screen.
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Inquiry | 1

Maint |

2.
Inquiry |
Maint |

3.

4.

5.

6.

Landed Cost

Inthe Freight and Misc fields, enter any shipping and miscellaneous charges
and the tax class to which you want to apply them.

In the Sales Tax field, enter the sales tax from the vendor’sinvoice. If you
enter a sales tax amount that is different from the calculated amount, this
screen appears and lists the cal culated amount.

[EX Sales Tax Breakdown (Memo) [l = =]
Commands Edit Modes Other Help
2xm|we | me|ze|ee
Tax Loc
CA 578.66 314.65 .00 264.01
Tax Adjust 1.00 Tax Loc @ Class
Sales Tax 578.66 314.65 .00 264.01

The difference between the sales tax amount you entered and the cal culated
amount appearsin the Tax Adjust field. Edit this amount or press Enter to
accept it, then enter the tax location and tax class for the adjustment. Use the
Proceed (OK) command to save your changes and return to the Order Totals
screen.

If you prepaid a portion of the order, enter the amount in the Prepay field.

If you entered a prepayment, enter the number of the check you used for
payment or press Enter if you paid cash—-CASH appears.

If you entered a discount percentage on the header screen, the amount of the
discount appearsin the Discount field; if not, .00 appears. Accept this
discount amount or enter a new value.

The discount is based on your inclusion/exclusion selectionsin the
DISCxxxx table. If you did not set up a DISCxxxx table, the amount the
discount is ca culated from includes sales tax, freight charges, and
miscellaneous charges.

The net amount due appearsin the Net field.
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Invoice Totals

When you select the Totals command on the Transactions screen and then press |
to work with invoices totals, you are prompted to enter the invoice number you
want to view or edit. Enter the number, or accept the number that appears (the
Inquiry (F2) command is available). The Invoice Totals screen appears.

ﬂ Invoice Totals EI =] @
Commands Edit Modes Other Help
2xm|we | me|ze|ee
Invaice No 65431 Date | 09/12/2007 GLPer | 9| 10397
Current  Class Posted Total Invd
Taxable 9034.11 .00 9034.11
MNontaxable 00 .00 .00
Subtotal 9034.11 .00 9034.11
Freight 115.00] |00 [a] 00 115.00
Misc 20.00 |08 @ .00 20.00
Sales Tax 42419 .00 424.19
Tatal 9593.30 9593.30 9593.30
Prepayment 00 Method of Payment b
Discount 191.87
FPayment Date li£3]
MOP 0 g Check?
FPayment 1 9401.43| CHK E] Due Date 092242007
Payment 2 00 4,| Due Date 2 s3]
Payment 3 00 4| DueDate 3 3]
Field Description
Invoice No The invoice number you selected appears.
Date The system uses the date of the vendor’s invoice to

Adjust Due Dates?

5-44

calculate when the payment is due. Accept the current
date, or enter a different date.

Thisfield appears only if you change the date. If you
want to recal cul ate the due dates based on the date you
entered, select Yes (or enter Y in text mode). If you
due dates to remain as cal cul ated, select No (or enter N
in text mode).
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Field

GL Per (1-13)

10997

Current Taxable/
Nontaxable/Subtotal

Posted Taxable/
Nontaxable/Subtotal

Total Invd Taxable/
Nontaxable/Subtotal

Current Freight/Misc

Current Sales Tax

Current Total

Posted Freight/Misc/
Sales Tax/Total

Description

Press Enter if you want to post the invoice to the
current period, or enter a different period.

If the vendor does not receive a 1099-MISC form, the
check box is cleared (or NO appearsin text mode) and
you cannot changeit.

If the vendor receives a 1099-M1SC form, the check
box is selected (or YES appearsin text mode). If you
want the invoiceto update the 1099 Payments Year to
Date field in the vendor’s record, press Enter; if not,
clear the box (or enter N in text mode).

For more information about 1099 forms, see the
Accounts Payable User’s Manual.

The unposted taxable and nontaxable amounts and the
subtotal of the invoice appear.

The posted taxable and nontaxable amounts and the
subtotal of the invoice appear.

The total taxable and nontaxable amounts and the
subtotal of the invoice appear.

Enter the shipping and miscellaneous charges from the
invoice. Then enter the tax class to which you want to
apply the charges.

The salestax that appears is based on the tax codes
you assigned to the invoiced line items. Accept it, or
enter a different sales tax. If you change the current
sales tax, the Sales Tax Breakdown screen appears.
See page 5-43 for more information on this screen.

The total amount of the invoice (the unposted subtotal
plus the unposted freight charges, miscellaneous
charges, and sales tax) appears.

The posted freight charges, miscellaneous charges,
salestax, and total of the invoice appear.
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Field

Prepayment

Check Number

Payment Date

Online Check?

Discount

Payment 1

5-46

Description

If you prepaid a portion of the invoice, enter the
amount. If a prepaid amount was entered in the order
memo, it will appear here.

If you entered a prepayment, enter the number of the
check you used, or press Enter if you paid cash—
CASH appears.

Enter the date of the prepayment.

You can produce an online check only if you entered a
check number and if you elected to in the Resource
Manager Options and Interfaces function.

If you do not want to produce an online check for the
invoice, clear the box (or enter N in text mode). If you
want to produce an online check, select the box (or
enter Y in text mode).

If you entered a terms code with a discount percentage
on the header screen, the amount of the discount
appears; if not, .00 appears. Accept the current
discount, or enter adifferent discount.

The discount is based on your inclusion/exclusion
selectionsin the DISCxxxx table. If you did not set up
aDISCxxxx table, the amount the discount is
calculated from includes sales tax, freight charges, and
miscellaneous charges.

Accept the first payment amount (the ordered total
minus the prepayment and cash discount), or enter a
different amount (it must be less than the order total).

If you change the amount of the first payment, the
remaining payment appears in the Payment 2 field.
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Field

Due Date 1

Payment 2

Due Date 2

Payment 3

Due Date 3

Description

If you entered discount terms on the header screen, the
first due date is calculated from the number of due
daysyou entered in the Terms Codes function (seethe
Accounts Payable User’s Manual). Accept the current
date, or enter a different date.

If you changed the amount of the first payment, the
second payment (the ordered total minusthe
prepayment, cash discount, and first payment) appears.
Accept it, or enter alower amount.

If you change the amount of the second payment, the
remaining payment appears in the Payment 3 field.

Enter the date the second payment is due.

If you entered an amount for the first and second
payments, the remaining payment appears.

If you need to split an invoice into more than three
payments, post the order. Then use the Hold/Release
Invoices function (see the Accounts Payable User’s
Manual) to split it further.

Enter the date the third payment is due.

When you approve the totals, you exit from the Totals screen. If you elected to
print an online check, the Output device prompt appears (see “Printing Online
Checks’ on page 5-48); otherwise, you are returned to the Transactions screen.

Landed Cost
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Printing Online Checks

5-48

If you elected to print an online check for an invoice and you entered a
prepayment, you are prompted to produce the check.

To inspect your new purchase orders before you print the checks, print the Open
Order Report (see page 6-7). If you need to change some orders, select the Edit
Orders option on the selection screen.

If you elected to print checks, the message Mount forms for copy 1 appears.
After you mount the forms, press Enter, then select the output device for the
checks. See “Reports’ on page 1-22 for information on output devices.

If you selected the Prompt to Mount Forms? and Do You Want to Print
Alignment Mark Before Printing? optionsin the Resource Manager Form
Codes function, an alignment form prints and the Is Form Aligned? message
appears. If the X is not centered in the alignment box, adjust the forms and sel ect
No (or enter N in text mode) to print the alignment form again. Repest this
procedure until the form is aligned correctly. Then select Yes (or enter Y in text
mode) to print the check.

If you accessed the Output device prompt by pressing | at the Order or Invoice

Totals prompt to work with theinvoice totals, acheck is printed only for that
invoice; then you are returned to the Transactions screen.

Landed Cost



Enter Returns

Usethe Enter Returns function to perform these tasks:
*  return goods to a vendor

» apply debit memos to returned goods transactions
*  make miscellaneous debit entries

Returning goods updates your Inventory system immediately. Return goods only
after you have physically removed the goods from inventory.

To add, delete, or cancel line items or correct quantity mistakes you discover
after you have entered the return, use the Edit Returns option on the Transaction
Type selection screen (page 5-50) if you do not want to change the status of the
return information. (You cannot edit aline item to which you have applied a
posted memo.)
These return statuses appear in inquiry windows:

1New

2Printed

3Goods Received

4Invoice Received

5Returned

6Returned Debit Memo

7Cancelled

You can apply debit memos only to returns with Returned or Returned Debit
Memos status.
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Select Enter Returns from the Daily Work menu. The Transaction Type selection
screen appears on top of the Enter Returns and Header Information screens.

1er

000001 | & Year Date 21200 4| Status Returne
ETransactmnType =nECE
Commands Edit Modes Other Help

2 X E;‘E|ﬂ@|?@|@@W Abandon

@ Goods Returned
) Goods Returned and Debited
) Edit Returns

Apply Debit Memos

T T
Tax Group . Returned By

Select the type of transaction you want to work with:

Select Goods Returned to enter returns for which you did not receive credit.
See “Entering and Editing Returns’ on page 5-51 for more information.

Select Goods Returned and Debited to enter returns for which you
received credit. See “ Entering and Editing Returns’ on page 5-51 for more
information.

Select Edit Returns to edit return goods transactions. See “Entering and
Editing Returns’ on page 5-51 for more information.

Select Apply Debit Memo to apply a debit memo to a return goods
transaction. See “ Applying Debit Memos” on page 5-76 for information.

The Goods Returned, Goods Returned and Debited, and Edit Returns options
are general options: returns can have line items of any status. The Goods
Returned and Debited option isthe most general: you can add or change
information about line items of any status and apply debit memos at that time or
wait until later. By contrast, the Apply Debit Memos option works only with
returns for which the line items have Returned status.

Landed Cost



Enter Returns Daily Work ¢ CHAPTER 5

Entering and Editing Returns

Select the Goods Returned and the Goods Returned and Debited options on
the Transaction Type selection screen to enter returns. Select the Edit Returns
option to edit areturn, but not necessarily to apply a debit memo to it.

Before you edit or cancel returns or line items, print the Open Order Report (see
page 6-7) so that you have the correct order numbers, and print the Purchases
Journal (see page 6-11) and the Returns Journal (see page 6-13) so that you can
look up the numbers of the returns and entry numbers of the line items you want
to edit. After you make the changes, print the report and journals again so that the
audit trail is accurate.

Entering Header Information

When you select an option from the Transaction Type selection screen or when
you select the Header command on any screen, the header screen appears.

ﬂHeaderInformatlon EI = @
Commands Edit Modes Other Information Help
K r= | B | @ B | ? & | @ OK Abandon
Batch ID %) Year 2007 Date 1202172007 @ Status Returned DM
Return Mumber LY
Loc ID q
Vendar ID Ship-to ID (3]
ACE PLUI BILL FOLZ
76 1124 PRINCE AVE
SUITE 105
MINNEAPOLIS, MN
SAN FF SCO A b} A || 35454-5548 55420
Terms Code | APOO03 [3] Tree Reg FOB
Terms Desc 1/10,n/30
Terms % 1.0 Days 10 Net Days 30 Ship Via FEDEX
Tax Group CA E Returned By SARA
Motes Shipped By

RETURN FROM MN OFFICE
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Inquiry |
Maint |

Inquiry |

Inquiry |

5-52

Field

Batch ID

Return No

Date

Status

Loc ID

Description

Enter the batch ID. Use the batch 1D to group orders
and returns by purchasing agent, by time entered, or in
any other way that fits your operations.

You can print and post batches of returns and purchase
orderswhile others are working with different batches
at the same time.

If you have entered previous returns, the batch ID you
entered previously appears to speed dataentry.

If you are editing areturn, you may leave the batch ID
blank and look up the return by the return number.

If you are entering a new return and you el ected to
have the system generate order numbersin the
Resource Manager Options and Interfaces function,
the return number appears and cannot be changed.

If you did not elect this option or if you are changing
or cancelling areturn, enter the return number.

To delete the entire return, use the Delete (F3)
command. Thiscommand is not available if you
accessed the header screen from a command.

If you are entering the first return in a group, the
system date appears; otherwise, the date you assigned
to the last return appears. Accept this date, or enter a
different date.

The status that appears depends on which option you
selected from the Transaction Type selection screen.
You cannot change this status.

If you entered a default location ID when you set up
the company, that ID appears. If you change the ID of
the location whose items you are returning, the
description of the location appears for verification.
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Inquiry |
Maint |

Inquiry |
Maint |

Inquiry |
Maint |

Landed Cost

Field

Vendor ID

Terms Code

Tax Group

Notes

Description

If you did not enter a default location ID, enter the ID
of the location whose items you are returning. The
Inquiry (F2) command is available if Purchase Order
interfaces with Inventory.

If Purchase Order does not interface with Inventory,
you can skip thisfield.

Enter the ID of the vendor to whom you are returning
the goods. Use the Maintenance (F6) command to
open the Vendors function where you can enter or edit
vendor information. You can change a vendor 1D only
for returns with new status. After you enter the ID, the
vendor’s name and address appear.

To return goods to a temporary vendor, enter the code
you assigned to the vendor. In the inquiry window,
temporary vendors are designated with a“+” sign and
afive-digit number. If you cannot find the code, enter
TEMP and then the vendor’s name, address, and
distribution code to create a temporary vendor record.

Enter the terms code, or press Enter to skip thisfield.
Use the Maintenance (F6) command to open the
Terms Codes function to enter or edit terms codes. If
you enter a code, the term type, description, percent,
days, and net due days for the term appear.

Enter the tax group. Use the Maintenance (F6)
command to open the Tax Groups function to enter or
edit tax groups. (See the Resource Manager User’s
Manual for information about this function.)

You can enter two lines of notes to associate with the
return. The notes are printed on the debit memo form.
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Inquiry |
Maint |
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Field

Ship-to ID

FOB

Ship Via

Returned By

Shipped By

Description

Enter the ID of the address from which you are
returning the goods. Use the Maintenance (F6)
command to open the Ship-to Addresses function. If
the shipping addressis on file, the name and address
appear after you enter the ship-to ID. If the shipping
addressisnot on file, enter the name and address.

Enter the free-on-board terms, or press Enter to skip
thisfield. Thisterm usually indicates who pays for the
shipment of the goods. Common entries are
destination (the vendor pays) and shipping point or
origin (your business pays). Another common entry is
the name of a city, meaning that the vendor paysto
move the goods to the city and you pay to move them
beyond that point.

If you entered a shipping address ID that isonfile, the
shipping method appears. Accept it, or enter adifferent
shipping method.

If you entered a shipping address ID that isnot on file
or if you did not enter an I1D, enter the shipping
method, or press Enter to skip thisfield.

Enter the name of the person authorizing the return.

Enter the name of the person who shipped the goods
back to the vendor.

When you save the header information, the line item entry screen appearsif no
line items are associated with the return. If the return has line items, the Returns
screen appears (page 5-69).
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Inquiry |
Maint I

Landed Cost

Entering or Editing Line Items

Theline item entry screen appearsif you selected the Goods Returned or the
Goods Returned and Debited option on the Transaction Type selection screen
or when you press Enter or A on the Returns or the Apply Debit Memos screens.

ﬂ Append Line [l = (==
Commands Edit Modes Other [nventory Lookups Information Help
» K = | B | @ B | T e (@@ OK Abandon
- Entry 001
Line Status Open Tax Class (03 [R] Job/Phase ID & q
ltem 100 ﬁ| Cost Code b
Desc Electrical Package GL Account 104400 IE[
GL Desc INVENTORY - FINISHED GOODS
Landed Cost ID | Chinalmport El
Goods Qty Units DM Quantity Unit Caost Extended Cost
Returned 1.0000 || PKG @ 406.4744 406.47
Total Ship .0000 .0000
Bal Due .0000 1.0000
Debit Memao Ext Cost
Current .0000 .0000 .00
Paosted .0000 .0000 .00
Landed Cost .00

If you are editing aline item, this screen is called the Edit Line screen. If you are
adding alineitem, this screen is called the Append Line screen.

Field Description

Line Status When you add a line item, the status of the lineis
Open and cannot be changed.

When you edit alineitem, valid statuses are Open,
Completed, or Cancelled. Open means that the line
item was returned but not credited. Completed means
that thelineitem was returned and credited. Cancelled
means that the return was cancelled (as though no
return had been entered).

Item If Purchase Order interfaces with Inventory and you
arereturning an inventory item, enter the item number,
or press Enter to skip thisfield. Use the Maintenance
(F6) command to open the Items function to edit item
information. See the Inventory User’s Manual.
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Field

Desc

Additional
Descriptions

GL Desc

Landed Cost ID

Description

If Purchase Order does not interface with Inventory,
enter the item number, or press Enter to skip thisfield.

If Purchase Order interfaces with Inventory and you
entered anitem I D, the description of the item appears.
Accept it, or enter a different description.

If Purchase Order does not interface with Inventory or
if you did not enter anitem ID, enter a description of
the item you are returning.

If you elected to use additional descriptionsin the
Resource Manager Options and Interfaces function,
you can enter up to 10 lines of information. If you also
elected to use Inventory additional descriptions,
additional descriptions (if any) from Inventory appear.

If you elected to post summary information to General
Ledger in the Resource Manager Options and
Interfaces function, thisfield is skipped.

If you elected to post detailed information to General
Ledger in the Resource Manager Options and
Interfaces function, enter a description to identify the
return, or press Enter to skip thisfield.

If Purchase Order interfaces with General Ledger, the
description you enter appearsin the Description
column of the GLIRxxx (Journal) file when you post
the return. (If you do not enter a description, the debit
memo number and the item description appear in the
Description column when you post the return.)

To apply aLanded Cost calculation to thereturn, select
the Landed Cost ID. You can set up Landed Cost ID
definitions with the Landed Cost function in File
Maintenance (see “Landed Cost” on page 7-3)
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Inquiry |
Maint |

Inquiry |
Maint |

Inquiry |
Maint |

Inquiry |
Maint |

Landed Cost

Field

Tax Class

Job/Phase ID

Cost Code

GL Account

Description

Enter thetax classfor thereturn. Usethe Maintenance
(F6) command to open the Tax Classes function to
enter or edit tax classes. (See the Resource Manager
User’s Manual for information about this function.)

Enter the ID of the job and phase affected by the
return, or press Enter to skip these fields. The Inquiry
(F2) and Maintenance (F6) commands are availableif
Purchase Order interfaces with Job Cost.

You cannot change these fieldsif you are editing aline
item.

If Purchase Order interfaces with Job Cost and you
enter something in these fields, the system treats the
returned item as related to a job and does not update
the quantity on hand in the INVExxx (Items) file.

If you entered ajob ID and Purchase Order interfaces
with Job Cost, enter a cost code. If you entered ajob
ID and Purchase Order does not interface with Job
Cost, enter acost code, or press Enter to skip thisfield.

If Purchase Order interfaces with Job Cost and you
entered ajob ID, the WIP account from the DFxxxxxx
table appears. If Purchase Order does not interface
with Job Cost or if you did not enter ajob ID, the
account number is selected in this order:

1.If you assigned an account number in the vendor’s
record, that number appears.

2.1f Purchase Order interfaces with Inventory and you
entered an item 1D, the inventory account from the
item record appears.

3.If Purchase Order does not interface with Inventory
or if thelineisfor a noninventory item, the account
from the DFxxxxxx table appears.
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Field Description

Accept that account number, or enter a different
account number. The Inquiry (F2) and Maintenance
(F6) commands are available if Purchase Order
interfaces with General Ledger.

Returned Goods Qty Enter the number of units you are returning of the
item. Enter serialized itemsin whole units. If Purchase
Order interfaces with Inventory and you entered an
item 1D, the quantity on hand in the item record is
reduced by the quantity you enter here (unless you

entered ajob ID).
Inquiry | Units If Purchase Order interfaces with Inventory and you
Maint ] entered an item ID, accept the base unit of measure, or

enter an alternate unit of measure.

If Purchase Order does not interface with Inventory or
if you did not enter anitem ID, EA appears. Accept it,
or enter the unit of measure by which you purchased
the item; for example, you might enter DZ if you
purchased the item by the dozen.

Unit Cost If Purchase Order interfaces with Inventory and you
entered an item 1D, the last unit cost you paid for the
item appears, regardless of your choice of inventory
costing methods. Accept the current unit cost, or enter
adifferent unit cost.

You cannot change thisfield for returnswith Returned
Debit Memo status.

If Purchase Order does not interface with Inventory or
if you did not enter anitem ID, enter the unit cost.

Ext Cost Accept the current extended cost (the quantity times
the unit cost), or enter adifferent extended cost. If you
change the extended cost, the unit cost is updated
accordingly.
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Field

Total Ship

DM Quantity

Bal Due Goods Qty

Bal Due DM Qty

Current Goods
Quantity

Current DM Quantity

Current Debit Memo
Ext Cost

Posted Goods
Quantity

Posted DM Quantity

Posted Debit Memo
Ext Cost

Description

You cannot change thisfield for returns with Returned
Debit Memo status.

The unit and extended costs you enter here appear in
the Apply Debit Memo screen of the first debit memo
you enter for the lineitem.

When you enter the extended cost, the Return
Authorization screen appears (see “ Authorizing
Returns” on page 5-60 for more information.

The total quantity (posted and unposted) of goods you
shipped to the vendor appears.

The total goods quantity (posted and unposted) to
which you applied debit memos appears.

The quantity you have not shipped (Returned Goods
Qty minus Total Ship) appears.

The quantity to which you have not applied debit
memos (Returned Goods Qty minus Total Ship)

appears.
The unposted quantity of goods you shipped appears.

The unposted quantity to which you applied debit
memos appears.

The extended cost of the unposted debit memos
appears.

The posted quantity of goods you shipped appears.

The posted quantity to which you applied debit memos
appears.

The extended cost of the posted debit memo appears.
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Authorizing Returns

The Return Authorization screen appears when you press Enter in the Ext Cost
field on the line item entry screen.

H Return Authorization

Commands Edit Modes Other Help

(== E=

2xc|we|@n|?e|8e o ) mmmm

RA Mo Date

56-12543 ooy [ 12

GL Pd

1. Enter the return authorization number or press Enter to skip thisfield.

2. Enter the date the items were authorized to be returned or press Enter to skip

thisfield.

3. PressEnter to post thereturn to the current period or enter adifferent period.

These fields on the A ppend/Edit Line screen are updated when you enter and
post returns and debit memos:

Field

Total Ship Goods Qty

Balance Due Goods
Qty

Current Goods Qty

Posted Goods Qty

Description

The total quantity (ship goods and debit memos) you
shipped to the vendor appears.

The balance due quantity (ship goods and debit
memos) you did not ship and apply debit memosto

appears.

The current unposted quantity (ship goods and debit
memos) you shipped and applied debit memos to
appears. The Current Debit Memo Ext Cost field
shows the extended cost of the unposted debit memos.

The posted quantity (ship goods and debit memos) you
shipped and applied debit memos to appears. The
Posted Debit Memo Ext Cost field showsthe
extended cost of the posted debit memos.
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Finishing Line Item Entry

Usethe Proceed (OK) command to save the information and update totals. You
cannot cancel (or abandon) the return. A blank line item entry screen appears,
enter another lineitem, or exit to the Enter Returns line item entry screen.

If you choose a Landed Cost definition to be applied to the return, the Landed
Cost Detail screen appears after entering or editing aline item for areturn.

X Landed Cost Detail =mEch ===
Commands tdit Modes Other Scroll Commands Help
%Xt§|%|ﬂ@|?®|@@ oK
Extended Cost 22753
Line  Description Lyl GL Account Type Yol§ Amount Added
=
001 Customs Fee 1 5033-00 Cost ] 10.0000 10.0000 [y
002 Cartage 1 504301 Weight  |§ 0125 4.0188 :
003 |Tariff 2 |5035-00 Cost % 4.0000 9.6620
004 Broker Fee 3 [5037-00 Cost % 1.5000 37662 |7
=
-
z
Landed Cost 254.98

Lines{ 001 of 004 )

Enter = ed\t] [ Done Goto line

| company H [ 127282007 | Terminai Toon | ovR

You can use the Landed Cost Detail screen to edit details of the landed cost
calculation for the return line item. Changes made to the landed cost definition
will apply only to that line item; they will not alter the original Landed Cost ID.

If you selected the Goods Returned and Debited option on the Transaction
Type selection screen, the Apply Debit Memo screen appears (see “Applying
Debit Memosto aLine Item” on page 5-68 for more information).

If you selected the Goods Returned or Edit Returns option on the Transaction
Type selection screen or if you pressed Enter or A on the Returns screen, and the
lineisfor aserialized item, skip to “ Applying Debit Memosto Serialized Goods’
on page 5-78. If thelineis not for a serialized item, see “ Returns Screen” on
page 5-69.

If you are returning serialized, lotted, or lotted/serialized items, the Return

Serialized Goods Entry, Return Lotted Goods Entry, or Return Lotted/Serialized
Goods Entry screen appears.
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Returning Serialized Goods

If you are returning serialized goods, this screen appears:

B Return Serialized Goods Entry [=] & (=)
Commands Edit Modes Other Scroll Commands Help
K 1= | [ | B @& | 7 & | [e e oK Abandon
Return Number 12 6487 Date 12/26/2007 GL Period 12
ltem ID 125 Qty Returned 1.0000
Serial Mumber/Comment Qty Shipped Unit Cost
46546454 3.5500
146546455 1.0000 343.5500 B
(000001 of 000002 )
Total 2.0000 343.5500
Ext Cost 637.1000
[ Enter = edit ] [ Append ] [ Done I

The screen lists the return number and the date and GL period the item’s return
was authorized. The screen also lists information about the item returned, such as
item ID, quantity returned, total and average unit cost, and extended costs. A
running total of serial numbers entered for individual items appears in the lower

|eft corner.

Use these commands to work with the serial numbersin the scroll region:

» PressEnter to edit the selected line. The Edit Serial Number screen appears.

» Press A to add aserial number. The Add Serial Number screen appears.

* PressD to exit from the Return Serialized Goods Entry screen.
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Append/Edit Serial Number Screen

The Append/Edit Serial Number screen appears when you add or edit aseria
number line. If you are editing a serial number line, you cannot change the serial
number, but you can adjust the unit cost or edit the comment.

A 2ppend Serial Number = = =
Commands Edit Modes Other Help

%Xt§|ﬁ|ﬂ@|?®|@@ oK Abandon

Serial Mumber 46546454 @
Quantity Shipped 10000

Unit Cost 3435500

Comment

Inquiry | Select the serial number for the returned item, then adjust the unit cost (if
necessary) and add acomment. Use the Proceed (OK) command to save your
changes and return to the Return Serialized Goods Entry screen.

The quantity shipped for serialized itemsis aways 1 asyou need to enter a serial
number for each item shipped. Use the value in the Qty Returned field and the
running total on the Return Serialized Goods Entry screen to determine when you
have entered serial numbers for al items returned.

If you do not enter serial numbers for the full quantity returned, the number of
serial numbers you enter updates the returned and debit memo quantities.
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Returning Lotted Goods

If you are returning lotted goods, this screen appears:

A Return Lotted Goods Entry (o] = =]
Commands Cdit Modes Other Scroll Commands Help
K 1= | [ | B @& | 7 & | aQa OK Abandon
Return Number 126487 Date 12/26/2007 GL Period 12
ltem ID 200101 Qty Returned 1.0000
Lat Mumber/Comment Gty Returned Gty Shipped Unit Cost
379.4400
1212 .0000 2.0000 379.4400 B
(000001 of 000002 )
Total 4.0000 379.4400
Ext Cost 1517.7600
[ Enter = edit ] [ Append ] [ Done I

The screen lists the return number and the date and GL period the item’s return
was authorized. The screen also lists information about the item returned, such as
item ID, quantity returned, total and average unit cost, and extended costs. A
running total of the lot numbers you enter appears in the lower-left corner.

Use the commands to work with the ot numbersin the scroll region:

* PressEnter to edit the selected line. The Edit Lot Number screen appears.

* PressA toadd alot number. The Add Lot Number screen appears.

»  PressD to exit from the Return Lotted Goods Entry screen.
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Append/Edit Lot Number Screen

The Append/Edit Lot Number screen appears when you add or edit alot number
line. If you are editing alot number line, you cannot change the lot number, but
you can adjust the unit cost or edit the comment.

HAppendLot Number [=] @ =)
Commands Edit Modes Other Help

2xc|we|@an|?e|8e o ) mwm

Lot Mumber 1211 E]
Quantity Shipped 20000

Unit Cost 379.4400
Comment

Inquiry | Select the lot number for the returned item, then adjust the unit cost (if necessary)
and add a comment. Use the Proceed (OK) command to save your changes and
return to the Return Lotted Goods Entry screen.

If you do not enter alot number for the full quantity returned, the value you

entered in the Quantity Shipped field updates the returned and debit memo
quantities.
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Returning Lotted/Serialized Goods

When you return lotted/serialized goods, this screen appears:

A Return Lotted/Serialized Goods Entry
Comrmands Cdit Modes Other Scroll Commands Help

K 1= | [ | B & ‘ 7 @ ‘ G G OK Abandan
Return Number Date 09/13/2007 GL Period 09
ltem ID 175 Qty Returned 1.0000

Enter Returns

Lot Number

1256391

Gty Shipped

.0000

Unit Cost

.0000

D0

e

(000001 of 000002 )

.0000

[ Enter = edit ] [

Append I [ Dane

{0000
.00

The screen lists the return number and the date and GL period the item’s return
was authorized. The screen also lists information about the item returned, such as
item ID, quantity returned, total and average unit cost, and extended costs.

You must enter the lot number for the lotted/serialized item first, then enter the
serial number for each item returned in that lot. The screen changes after you add
or edit alot number so that you can enter serial numbers for each item in that lot.

Use the commands to work with the lot or serial numbersin the scroll region:

* PressEnter to edit the selected line.

If you edit alot number line, the screen changes to list the serial numbers
you entered for that ot number. If you edit a serial number line, the Line

Entry screen appears.

* PressA toaddalot or serial number. The Line Entry screen appears.

» PressD to exit from the Return L otted/Serialized Goods Entry screen.
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Line Entry Screen

The Line Entry screen appears when you add alot number or add or edit a serial
number. On the Line Entry screen for lot numbers, only the Lot Number field
appears. The Line Entry screen for serial numbersis shown below. If you are
editing a serial number, you cannot change the serial number, but you can adjust
the unit cost or enter acomment.

ﬂLmeEntry (==X
Commands Edit Modes Other Scroll Commands Help

%XEZ|I§|E@|?$|@@ oK Abandon

Lot Mumber 125391

=)

Enter the lot or serial number, then adjust the unit cost (if necessary) and enter a
comment. Use the Proceed (OK) command to save your changes and return to
the Return Lotted/Serialized Goods Entry screen.

The quantity shipped for serialized itemsis aways 1 as you need to enter a serial
number for each item shipped. Use the value in the Qty Returned field and the
running total on the Return Lotted/Serialized Goods Entry screen to determine
when you have entered seriad numbersfor all items returned.

If you do not enter lot or serial numbersfor the full quantity returned, the number
of lot or seria numbers you enter updates the returned and debit memo
quantities.

Continue entering lots and their associated serial numbers until you satisfy the

returned quantity. When you finish entering lot and serial number information,
use the Done command to return to the Line Item Entry screen.
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Applying Debit Memos to a Line Item

The Apply Debit Memo screen appearsif you selected the Goods Returned and
Debited option on the Transaction Type selection screen and entered and saved a
line item. The screen also appears when you use the Debit Memo command on
the Returns or the Apply Debit Memos screen.

X 4pply Debit Mema (New) [=mEcl ===
Commands Edit Modes Other Help
%Xt§|ﬁ|ﬂ@|?@|@@ QK Abandon
Memo Mo Period Quantity Unit Cost Ext Cost
56464 (3] 1208000 [ 12 1.0000 3435500 U355

Field

Memo No

Date/GL Period

Quantity
Unit Cost

Extended Cost

Description

Enter the number of the debit memo you are applying
to the line item. If you enter the number of an existing
debit memo, Edit replaces New in the title of the
Apply Debit Memo screen.

Press Enter if the correct debit memo date appears, or
enter adifferent date. The associated GL period
appears. Press Enter to accept it or enter a different
period.

Enter the item quantity included in the debit memo.
Enter the cost of the items returned.

The extended cost of the item appears. If you change
the extended cost, the unit cost is recal cul ated.

Usethe Proceed (OK) command to save the information, then apply a debit
memo to another item or use the Exit (F7) command to return to the Returns

screen (page 5-69).
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Returns Screen

The Returns screen appears when you finish entering line item information using
the Goods Returned and Edit Returns options on the Transaction Type
selection screen, when you finish applying debit memos using the Goods
Returned and Debited option, when you save header information for areturn
with line items, or when you save the returns totals and debit memo totals.

EX Enter Returns [E=RliEH |
Commands Edit Modes Qther Scroll Commands Information Help
» K 1= | B R | @ B | ? & | aa OK Abandon
Vendor ID - ACE001 ACE PLUMBING SUPPLY COMPAN Batch 000001 Ret No 00000049
Ship-to ID Loc D MNOOO1 Status  Returned
ltem 1D Quantities Units Unit Cost
Description Ret/Shp/Dm  Status Extended Cost
Last DB Memo
100 1.0000 PKG 406.47 E}
Electrical Package 1.0000 |Open 40647 @
0000 0o (4]
Return Totals (Mema) Entry ( 001 of 001 )
Subtotal Sales Tax Freight/Misc Disc/Prepaid Total
406.47 2439 .00 .00 430.86
.00 .00
[ Header ] [ Totals ] [ Mext Trans I [ Online I
Debit memo [ Append ] [ Wiew I [ Landed cost I Goto
| companyH | 12/282007 | Terminal TooD | OVR

The Returns screen is divided into three sections:

» Information from the header screen is summarized at the top of the screen.
* Thelineitem scroll region appearsin the middle of the screen.

»  Memo totals appear at the bottom of the screen.

Commands

Use these commands to work with the information on the screen:

»  PressH to return to the header screen, pressH.
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You do not lose the line item and totals information for returns and debit
memos, because that information is saved. You cannot change the Return
No, Status Returned, Loc ID, and Vendor ID fields. In addition, you cannot
use the Delete (F3) command to delete areturn.

Press T to view the Totals screen.

For orders with Returned status, the Return Totals screen (page 5-71)
appears. For orders with Returned Debit Memo status, you are prompted to
select return total s (R) or debit memo totals (D); then the screen for the totals
you selected appears.

Press N to return to the Transaction Type selection screen (page 5-50).

Press O to print adebit memo online. The Print Online Debit Memo prompt
appears. To print the debit memo, select Yes (or enter Y in text mode); you
aretaken to the Print Orders function. To cancel the print instruction, select
No (or enter N in text mode); you are returned to the Returns screen.

Press Enter to edit the selected line item. See “Entering or Editing Line
Items’ on page 5-55 for more information.

You cannot delete aline if you applied a debit memo to it. You can change
the status of each line item in the return to Cancelled.

Press D to apply adebit memo to the selected lineitem. See “Applying Debit
Memosto aLine Iltem” on page 5-68 for more information.

Press A to add alineitem to the end of the return. See “Entering or Editing
Line Items” on page 5-55 for more information.

PressV to view information for the selected lineitem. Press any key to return
to the Returns screen.

Press L to open the Landed Cost Detail screen (see “Landed Cost Detail
Screen” on page 5-19) to view and edit Landed Cost information for the
return.

Press G to go directly to aspecific line item, then enter the line number. This
command appears only if there is more than one screen of line items.
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Return Totals

The Return Totals screen appears when you select the Totals command on the
Returns screen and then press R to work with the return totals.

H Return Totals (Mema) [=] = |2
Commands Edit Modes Qther Help
Eradl [0 (5 | B | B @& | ? & | aa 0K Abandon
Return  Class Current DM Posted DM Wariance
Subtotal 343.55 343.55 .00 .00
Freight 5600 |00 [&] 00 00 56.00
Misc 15.00) 00 % .00 .00 15.00
Sales Tax 2061 2061 00 .00
Total 435.16 364.16 .00 71.00
Prepay 54.00 .00 .00 54.00
Method of Payment | CHK E
Checking Account #1
Wia Check Mo
Discount 4.35 00 .00 4.35
MNet 376.81 364.16 .00 12.65

Thereturn totals are memo total s—the system does not use them. The current
and posted amount to which debit memos are applied and the difference between
the two appear on the right side of the screen.

Follow these steps to use the entry fields on the screen:

1. IntheFreight and Misc fields, enter any shipping and miscellaneous charges
that the vendor must refund, then select the tax class to which you want to

apply them.
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In the Sales Tax field, enter the sales tax from the vendor’sinvoice. If you
enter a sales tax amount that is different from the calculated amount, the
Sales Tax Breakdown screen appears and lists the cal culated amount:

[EX Sales Tax Breakdown (Memo) [l = ===
Commands Edit Modes Other Help
2xz|lme|mn|e|ee
Tax Loc
CA 20.61 20.61 .00 .00
Tax Adjust 172 TaxLec [ca (8] Class | oo[s]
Sales Tax 22.33 20.61 .00 1.72

The difference between the sales tax amount you entered and the cal culated
amount appearsin the Tax Adjust field. Edit this amount or press Enter to
accept it, then enter the tax location and tax class for the adjustment. Use the
Proceed (OK) command to save your changes.

If the vendor refunded part of the return, enter the amount of the refund in
the Prepayment field.

If you entered a prepayment/refund, enter the number of the check used for
the refund or press Enter to leave the field blank if you paid cash.

The prompt Use Calculated Discount of n? appears.

If you want to use the calculated discount, select Yes (or enter Y in text
mode). Then press Enter to accept the current discount amount.

If you do not want to use the cal culated discount, select No (or enter N in text
mode), then enter the amount of the discount you received when you
purchased the items you are returning. The discount reduces the amount the
vendor owes you.

The discount is based on your inclusion/exclusion selectionsin the
DISCxxxx table. If you did not set up a DISCxxxx table, the amount the
discount is ca culated from includes sales tax, freight charges, and
miscellaneous charges.
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6. Usethe Proceed (OK) command to save your changes and return to the
Returns screen.

Debit Memo Totals

When you select the Totals command on the Returns screen and then press D to
work with debit memo totals, the system prompts you for the number of the debit
memo whose totals you want to view or edit. Enter the number; the Debit Memo
Totals screen appears.

ﬂ Return Totals (Memao) [ = |z

Commands Edit Modes Other Help
Bral s t§|%|ﬂ B | ? & |@@ QK Abandon

Return  Class Current DM Posted DM Wariance

Subtotal 3794.40 00 .00 3794.40
Freight 0o 4 .00 .00 .00
Misc 0o I .00 .00 .00
Sales Tax 15178 00 .00 151.738
Total 3946.18 .00 .00 3946.18
Prepay 200.00 .00 .00 .00
Method of Payment (Y
Discount 35.48 00 .00 39.46
Met 3906.72 00 .00 3906.72

Field Description

Memo No The number you entered appears.

Date Press Enter if the correct debit memo date appears, or

enter adifferent date.

GL Per (1-13) Press Enter if you want to post the debit memo to the
current period, or enter a different period.

1099? If the vendor does not receive a 1099-MISC form, the
check box is cleared (or NO appearsin text mode) and
you cannot changeit.
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Field

Current Taxable/
Nontaxable/Subtotal

Posted Taxable/
Nontaxable/Subtotal

Total DM Taxable/
Nontaxable/Subtotal

Current Freight/Misc.

Current Sales Tax

Current Total

Posted Freight/Misc/
Sales Tax/Total

Total DM Freight/
Misc/Sales Tax/Total

Description

If the vendor receives a 1099-M1SC form, the check
box is selected (or YES appearsin text mode). If you
want the debit memo to update the 1099 Payments
Year to Date field in the vendor’s record, press Enter;
if not, clear the check box (or enter N in text mode).

For more information about 1099 forms, see the
Accounts Payable User’s Manual.

The unposted taxable and nontaxable amounts and the
subtotal of the debit memo appear.

The posted taxable and nontaxable amounts and the
subtotal of the debit memo appear.

The total taxable and nontaxable amounts and the
subtotal of the debit memo appear.

Enter the shipping and miscellaneous charges from the
debit memo. Enter the tax class to which you want to
apply the charges.

The calculated sales tax is based on the tax codes you
assigned to the line items to which you applied the
debit memo. Accept it, or enter a different sales tax. If
you change the current sales tax, the Sales Tax
Breakdown screen appears. See page 5-72 for more
information on this screen.

The total amount of the debit memo (the unposted
subtotal plus the unposted salestax, freight charges,
and miscellaneous charges) appears.

The posted freight charges, miscellaneous charges,
salestax, and total of the debit memo appear.

The total sales tax, freight charges, miscellaneous
charges, and tota of the debit memo appear.
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Field

Prepayment

Check No

Payment Date

Discount

Net Return

Description

If the vendor refunded part of the debit memo, enter
the amount of the refund. If a prepayment value was
entered in areturn memo, it will appear here.

If you entered a prepayment/refund, enter the number
of the check used for the refund, or press Enter if you
were paid cash—CASH appears.

Enter the date of the prepayment/refund, or press
Enter if no date applies.

The Use Calculated Discount of n? appears.

If you want to use the calculated discount, select Yes
(or enter Y in text mode). Then press Enter to accept
the cal culated amount.

If you don’t want to use the calculated amount, select
No (or enter N in text mode). Then accept the discount
amount shown or enter the cash discount you received
when you purchased the items you are returning. The
discount reduces the amount owed you by the vendor.

The discount is based on your inclusion/exclusion
selectionsin the DISCxxxx table. If you did not set up
aDISCxxxx table, the amount the discount is
calculated from includes sales tax, freight charges, and
miscellaneous charges.

The total amount the vendor is refunding (total minus
prepayment and discount) appears.

If you applied another debit memo to the return, the totalsinformation for that
debit memo appears when you use the Proceed (OK) command to save the debit
memo totals. Enter totalsinformation for each debit memo you applied to the

return.

When you save the totals information, you are returned to the Returns screen.
Press N to enter another return, or use the Exit (F7) command to return to the
Transaction Type selection screen.
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Applying Debit Memos
You can apply debit memos in one of three ways:

» Select Goods Returned or Goods Returned and Debited from the
Transaction Type selection screen to apply a debit memo to a new return as
you enter it.

*  Select Edit Returns to edit areturn and apply a debit memo.
» Select Apply Debit Memo to apply a debit memo to an existing return.

Select Apply Debit Memos on the Transaction Type selection screen only if you
want the information to take effect for areturn you have entered. To apply a debit
memo to anew lineitem, select the Goods Returned or the Goods Returned
and Debited option, then see “ Applying Debit Memosto a Line Item” on

page 5-68.

When you select the Apply Debit Memos option, the Apply Debit Memos header
screen appears. In the Return No field enter the number of the return whose
goods you want to return and to which you want to apply a debit memo. The
return information appears; you cannot edit any of the other fields.

When the Debit All? prompt appears, select No (or enter N in text mode) if you
do not want to apply the debit memo to all the line item quantities; then see
“Apply Debit Memos Screen” on page 5-77. If you want to apply the debit memo
to all thelineitem quantities, select Yes (or enter Y intext mode); then see“ Debit
Memo Screen” below.

When you respond to the Debit All? prompt, transactions with Returned status
change to Returned Debit Memo status.
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Debit Memo Screen

The Debit Memos screen appears when you elect the Debit All? option, or after
you enter items for debit memos.

ﬂEntarNumber [=] = (=
Commands Edit Modes Other Help

2xe|ee|@mp|? 8|88 [ o ) s

Memo Mo Date Period
1154632 (3] 2mBm0or [ 12

1. Enter the debit memo number you are applying. The number you enter is
applied to every line item on the return.

2. Enter the date of the debit memo.

After you use the Proceed (OK) command to save the information, the Apply
Debit Memos screen (page 5-77) appears. The debit memo quantity of each line
item on the return is set equal to the quantity returned. The unit and extended
costs you assigned to each line item when you entered the return are used asthe
costs for which the vendor gave you credit. If thereturn hasaline for a serialized
item, the debit memo is applied to the serial numbers you assigned to the line
when you entered the return.

If the information the vendor gave you credit for is different from the information
you entered for aline item, edit the debit memo. You can edit only unposted debit
memos. To edit adebit memo, enter the number of the unposted debit memo, and
change the quantity to the correct quantity.

Apply Debit Memos Screen
The Apply Debit Memos screen appears when you elect not to use the Debit All
option, or when you save the information on the line item entry screen. This

screen isidentical to the Returns screen. See “Returns Screen” on page 5-69 for
more information on the screen and its commands.
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Applying Debit Memos to Serialized Goods

If the line you selected on the Apply Debit Memos screen is for aserialized item,
this screen appears when you approve the debit memo information.

[EX Debit Serialized Goods Entry [l @ )
Commands Edit Modes Other Scroll Commands Help
bl E§|E|ﬂ | ‘ ? @ ‘@@ 0K Abandon
Db Memo Mumber 65464 Date 12/28/2007
Item 1D 115 Qty Shipped 1.0000
Serial Mumber/Comment Tag Db Memo Unit Cost
LTOB546187464
O &
O (&
0
0
O o)
O &
= =
( 000001 of 000001 )
Average Cost 343.5500
Extended Cost 343.55
[ Enter = tagfuntag ] [ Tag all ] [ Untag all ] [ Edit ] [ Done ]

The screen liststhe debit memo number, date, item ID, and quantity shipped. The
average and extended costs for the item appear in the lower right corner of the
screen. The extended cost is updated if you edit the unit cost for an item.

The Tag field indicates whether the debit memo you entered on the Apply Debit
Memos screen includes the line item. If the line item is tagged (the check box is
selected or YES appears in text mode), the line item isincluded in the debit
memo; if the item is not tagged (the check box is clear or NO appears in text
mode), the line item is excluded from the debit memo.

Commands
Use these commands to work with the serial line items on the screen:

* PressEnter to tag the selected serialized item asincluded in the debit memo.

* PressT totag all serialized items listed asincluded in the debit memo.
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» PressU tountag all items listed for the debit memo.

» PressE to edit the selected line item. You must tag the line item to include it
in the debit memo you are working with before you can edit it.

Edit the unit cost of the item, if necessary, and enter acomment (if desired).
Usethe Proceed (OK) command to save your changes and return to the
Debit Serialized Goods Entry screen.

» PressD to exit from the Debit Serialized Goods Entry screen.

Finishing Debit Memo Entry for Serial Numbers

When you are finished working with serial numbers, use the Exit (F7) command
to exit from the Debit Serialized Goods Entry screen. The debit memo quantity is
updated by the number of serial numbers you tagged. If you applied a debit

memo to a selected line item (or tagged aline item), one of these things happens:

» If thereturn contains another line, the Debit Memo screen appears for that
line. See “Debit Memo Screen” on page 5-77 for more information.

» If thereturn does not contain another line, the Apply Debit Memos screen
appears. Apply adebit memo to adifferent lineitem, press N to apply a debit
memo to adifferent return (see “Debit Memo Totals” on page 5-73 for more
information), or exit from the Enter Returns function.
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Applying Debit Memos to Lotted Goods

If the line you selected on the Apply Debit Memos screen isfor lotted goods, this

screen appears when you approve the debit memo information.

H Debit Memo Lotted Goods Entry [=] = )
Commands Cdit Modes Qther Scroll Commands Help
K 1= | [ | B & ‘ 7 @ ‘ [e e 0K Abandon
Db Memo Number 65464 Date 12/28/2007
ltem ID 118
Lat Mumber/Comment Gty Shipped Qty Debited Unit Cost
(000001 of 000001 )
Total 1.0000 343.5500
Ext Cost 343.5500
[ Enter = edit ] [ Append I [ Dane I

Use these commands to work with the lot number line items on the screen:

Press Enter to edit the selected line. Edit the quantity debited and the unit

cost, then use the Proceed (OK) command to save your changes and return

to the Debit Memo L otted Goods Entry screen.

Press A to add alot number to the end of the list of numbers. Enter the lot

number, quantity debited, and the unit cost (if necessary), then use the

Proceed (OK) command to save your changes.

* PressD to exit to the Apply Debit Memos screen.
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Applying Debit Memos to Lotted/Serialized Goods

If the line you selected on the Apply Debit Memos screen isfor lotted/serialized
goods, this screen appears when you approve the debit memo information.

[EX Debit Lotted/Serialized Goods Entry =mEcE ==
Commands Edit Modes Other Scroll Commands Help
Ert b 15 | [} | B & ‘ 7 @ ‘ [e e oK Abandon
Db Memo Number 654654 Date 12/28/2007
ltem ID 119 Qty Shipped 1.0000
Lat Mo/Serial Mo/Comment Tag Db Mema Unit Cost
654654
LTQ45654654654654 1
H
]
]
]
B
E
[
(000001 of 000001 )
Average Cost 343.5500
Ext Cost 343.55
[ Enter = tag/untag ] [ Tag all I [ Untag all ] [ Edit I [ Done ]

The Tag field indicates whether the debit memo you entered on the Apply Debit
Memos screen includes the line item. If the item is tagged (the check box is
selected or YES appears in text mode), the line item isincluded in the debit
memo; if the item is not tagged (the check box is clear or NO appears in text
mode), the line item is excluded from the debit memo.

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

* PressEnter to tag the selected item asincluded in the debit memo.

* PressT totag al itemslisted asincluded in the debit memo.

* PressU tountag all itemslisted for theinvoice.

» PressE to edit the selected line item. You must tag the line item to include it
in the debit memo you are working with before you can edit it.
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Edit the unit cost of the item, if necessary, and enter acomment (if desired).
Usethe Proceed (OK) command to save your changes and return to the
Debit Serialized Goods Entry screen.

» PressD to exit from the Debit L otted/Serialized Goods Entry screen. Enter

another debit memo or use the Exit (F7) command to return to the Daily
Work menu.
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6-5
Open Order Report 6-7
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Purchases Journal 6-11
Returns Journal 6-13

Receipts and Invoices Report
6-15

Accrual Verification Report 6-17
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6-19

Landed Cost

Transaction Reports

Printing a Transaction Report

Thefunctionson the Transactions Reports menu let you print
reports containing information about transactions entered in
Purchase Order, such as reports detailing order and receipt or
invoice status, journas listing purchases and returns, or multi-
purpose reports that can be used as delivery worksheets or
receipt checklists. These lists give you valuable information
about your transactions and serve as part of your company’s
audit trail.

All transaction reports are produced in the same way. Use the
instructions below to print atransaction report, modifying the
procedure as necessary for the report you are printing. For
example, if the screen for the report you want to print does not
contain check box options, ignore that step and continue to the
next.

Follow these steps to print a transaction report:
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Select the report you want to print from the Transaction Reports menu. The
selection screen for that report appears. The Open Order Report screenis
shown below as an example.

B Open Order Report EI =] @
Commands Edit Modes Other Inventory Lookups Help
2xz|eelan[-e|oe
OrderNo  From 00000030 (4] Job and Phase  From 100001 (8]
Thu |ooooooso (& Thru |100002C (3]
“endor ID From | ACEDO1 ﬁ] Requested Date From ﬁ]
Thru | TIMDO1 [a] Thru
ltem 1D From 100 E
Thu  |250 B
Batches to Print 0
Additional Description Format  None hd
Status Print By Select
@ New @ Order Number Current Receipts
) Printed @ Vendor ID FPosted Receipts
) New and Printed ) tem ID Current Invoices
) Active ) Job and Phase Posted Invoices
Returned 7 Requested Date Completed Lines
Cancelled ) Status Cancelled Orders
All Cancelled Lines
Landed Cost Detail
| company 1 [ 12282007 | Terminai Tooo | ovR

Select the range of information to includein thereport in the From and Thru
fields. The Inquiry (F2) command is usually available for these fieldsto let
you select beginning and end range values from the list that appears.

L eave these fields blank to include all valuesin the report.

If the screen contains entry fields (for example, for entering date ranges),
enter the appropriate values to use when printing the report.

If you elected to use transaction batching in the Resource Manager Options
and Interfaces function, select the batches you want to include in the report.

If the screen contains options that control what type of information is

included in the report (for example, print only the orders with a certain status
or acertain category), select the option you want to use to print the report.
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If the screen contains options that control how information is sorted or
printed on the report (for example, organize the report by order number),
select the option you want to use to sort the information.

If the screen contains options or Yes/No fields that control how additional
information prints on the report (for example, additional descriptions or
summary information), select the option (or enter Y in text mode) to print
that information when printing the report. Clear the option (or enter N in text
mode) if you do not want to use that option or print that information.

If you elected to use additional descriptions in the Resource Manager
Options and Interfaces function, select how to print additional descriptions.
To skip printing additional descriptions on the report, enter N. To print
additional descriptions in a short-line format, enter S. To print additional
descriptions in along-line format that reduces the number of lines required
to print multiple lines of descriptions, enter L.

Select the output device to begin printing the report. See “ Reports’ on

page 1-22 for more information. After you produce the report, the
Transaction Reports menu appears.
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Purchase Requisition Report

Purchase

You can use the Purchase Requisition Report to view requisitions that are on file
without having to scroll through them in the Generate Orders function, and to
view totalsfor the itemsyou select.

Requisition Report

End of Report

GRAND TOTAL

08/18/2008 Builders Supply Page 1
1z:08 PM Purchase Reguisition Report
Flagged/Unflagged Requisitions with and without Vendors by Item ID

Itew ID Loc. ID Units Vendor ID Zource Date Initiaved Quanticy Unit Cost Extended Cost
Itew Description Vendor Name Envered By
100 MNOOOL  PKG  ACEOOL P LL/03/2008 3.0000 343. EEDO 1030. 85
Electrical Package ACE PLUMBING SUPPLY COMPANY Jackie W.

Item 10O TOTAL 1020.65
450 MNOOOL  EA  MILOOL ro 1170372008 5.0000 1611400 205.70
Slide by Window 24" x 40" MILLWORK LUMBER & CABINETS Jackie W.

Item 450 TOTAL 205.70
160 MNOOOL  EA  MILOOL ro 1170372008 5.0000 176. 4700 28235
Slide by Window 30" X 40 MILLWORK LUMBER & CABINETS Jackie W.

Item 460 TOTAL 28235

Landed Cost






Open Order Report

The Open Order Report lists the items and orders you entered into the POOHxxx
and POORxxx (Open Order) files. You can use thisreport in severa ways,
depending on the orders you select:

Landed Cost

Print alist of new orders every time you enter them. It serves as areference
and an audit trail and is more compact and easier to use than a stack of
purchase order forms.

Print areceiving report as areference of order and line item entry numbers
when you receive goods or change orders.

After posting, print alist of the goods that are due. It can help you decide
whether to purchase the items from other vendors.

Print alist of outstanding orders for a vendor or an item. It can help you
analyze your purchases.

If you enter job information, print alist of the items you ordered for ajob or
phase.

Use the second page of the report to get an aged breakdown of the ordersyou
are scheduled to receive in the next 90 days.
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Open Order Report

12/28/2007 Builders Supply Page 1
3:55 PH Open Order Report
By Order No. for New Status

-Dates-—
Vendor Entry Ordered ordered By Job Location Qty. Available Units = —————————————— Quantity/Dollars ———-———————
Bateh ID Status Requested FReceived By Phase Irem ID Ordered Received Invoiced
order Ho. Cost Code Description
Order Stat. GL Description
LCEOO1 001 12/28/2007 MNODO1 23.0000 EL 15.0000 .0o00 .0000
000001 OPEN 200200 3412.95 .00 .00
00000050 Water Heater
NEW
Landed Cost ID Chinalmport Customs Fee 10.00
cartage 60.28
Tariff 139.33
Broker Fee 54.34
Landed Cost 3676.50 .00
TOTALS Dollars 3412.95 .00 .00
Landed 3676.50 .00
GRAND TOTAL Dollars 3412.95 .00 .00
Landed 3676.50 .00
Scheduled receipts dollar voluwe totals
for orders with the status of new or printed
Late 0-30 31-60 61-90 Over 50 No Scheduled
Shipments Days Days Days Days Date Toral
Purchases .oo .oo .oo .oo .oo 3412.95 3412.95
Tax, Fre., Nise. .00 .oo .oo .00 .oo 136.52 136.52
Prepaid .00 .oo .oo .00 .oo .oo .00
TOTAL DUE .oo .oo .oo .oo .oo 3549.47 3549.47

End of Report
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Scheduled Delivery Worksheet

Landed Cost

The Scheduled Delivery Worksheet shows the orders you are supposed to receive
on the date you enter. This report is valuable if the end of a posting or other
important time period is approaching and you want to see what inventory you
should have received.

You can aso use the Scheduled Delivery Worksheet as a physical inventory

worksheet: you can compare the itemsin the report against a physical count of
inventory by checking off the items you received.
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Scheduled Delivery Worksheet

Scheduled Delivery Worksheet

12/28/2007 Builders Supply Page z
3:44 PH Scheduled Delivery Report/Worksheet
Batch  Ent. Vendor ID Requested Ship Date Item ID Expected Quantity  Units Unit Cost Extended Cost
order No. Vendor Neme Description Received Quantity
000001 001 EBOROOL 100 7.0000  PKG 343.5500 2404.85
00000039 BORIS CCNSTRUCTICN COMPANY Electrical Package
Landed Cost ID Chinalmport Custows Fee 10.00
Cartage 94.75
Tariff 141.61
Broker Fee 55.23
Landed Cost 3737.09
ORDER 00000035 TOTAL 2404.55
000001 001 ELLOOL 100 7.0000  FEG 343.5500 2404.55
00000042 ELLIS ELECTRICAL SUPPLY Electrical Fackage
Landed Cost ID Chinalmport Custows Fee 10.00
Cartage 94.75
Tariff 141.61
Broker Fee 55.23
Landed Cost 3737.09
ORDER 00000042 TOTAL 2404.55
000001 001 ACEOOL 100 7.0000  FEG 374.1612 2615.13
00000043 LCE PLUMBING SUFPLY COMPANY Electrical Fackage
Landed Cost ID Chinalmport Custows Fee 10.00
Cartage 94.75
Tariff 153.85
Broker Fee 60.00
Landed Cost 4060.22
ORDER 00000043 TOTAL 2619.13
000001 002 ACEDOL 125 5.0000  PKEG 406.4744 z032.37
00000046 ACE PLUMEING SUPPLY COMPANY Electrical Package
Landed Cost ID Chinalmport Customs Fee 10.00
cartage 47.38
Tariff §3.59
Broker Fee 32.60
Landed Cost 2205.93
ORDER 00000046 TOTAL z032.37
BATCH 000001 TOTAL 105042 .32
TOTAL FOR 105042 .32
GRAND TOTAL 105042 .32
End of Report
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Purchases Journal

Print the Purchases Journal to check for mistakes and omissions and to use as an
audit trail of invoiced orders to be posted. The detailed version of the journal can
serve as a compact paper record of your invoiced orders. Print the journal every

day after you finish the day’swork but before you post orders.

If you find incorrect information in the Purchases Journal, use the Enter Orders
function to edit or delete the order. You cannot edit or delete orders that have

been posted.

Purchases Journal

12/28/2007 Builders Supply Page 1
4:18 PH Purchases Journal
Detail by Order Number

Batch ID Ent. Vendor Tax Class GL Account Cost Job Loc. ID Item ID Units Quantity
order No. Invoice Date Period and Description Code Phase Description Amount.
000001 001 ACEDOL 00 104400 HNOOO1 200200 EX 15.0000
00000045 98643 12/28/2007 12 Water Heater 3412.95
000001 TOT ACEDO1 ACE PLUMEING SUPPLY COMPANY 3412.95
00000045

Amount. Sales Tax Freight Hisc. Total Prepaid
ca 98643 12/28/2007 12 3412.95 136.52 .oo oo 3549.47 .oo

10997 N Discount Amount 1 Date 1 imount 2 Date 2 Amount. 3 Date 3

35.49 3513.98 01/07/2008

Amount. Sales Tax Freight Hisc. Total Prepaid
TOTAL - Batch 000001 3412.355 136.52 .oo .oo 3545.47 .oo

Iwount. Sales Tax Freight Hisc. Total Prepaid
GRAND TOTAL 3412.355 136.52 .oo .oo 3545.47 .oo

End of Report

Landed Cost
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Returns Journal

The Returns Journal contains debit memos and miscellaneous debits. It serves as
an audit trail of the debit memos to be posted. The detailed version of the journal
can serve as acompact paper record of your debit memos. Print the journal every
day after you finish the day’s work but before you post orders.

If you find incorrect debit memos or miscellaneous debits in the Returns Journal,
use the Enter Orders or the Enter Returns function to edit or delete them. You
cannot edit or delete posted returns.

Returns Journal

12/28/2007 Builders Supply Page 1
z:27 PH Returns Journal
Detail by Order Number

Batch ID Ent. Vendor Tax Class GL Account Cost Job Loc. ID Irew ID Units Quantity
Order No. Db. Mewo Date Period and Description Code Phase  Description Iwount.
000001 001 ACEOOL 03 104400 MNOOO1 100 PKG 3.0000
00000036 46017 12/21/2007 12 Electrical Fackage 1030.65
000001 00z ACEOOL 03 104400 MNOOO1 150 PKG 2.0000
00000036 46017 12/21/2007 12 Plunbing Fackage 1615.06
000001 003 ACEOOL 03 104400 MNOOO1 100 PKG 1.0000
00000036 46017 12/21/2007 12 Electrical Fackage 343.55
000001 TOT ACEOO1 ACE PLUMBING SUPPLY COMPANY 3165.26
00000036

Iwount. Sales Tax Freight Hisc. Total Prepaid
ch 46017 12/21/2007 12 3165.26 191.35 .oo .oo 3380.61 .oo

10997 N Discount Iwount 1 Date 1 Iwount Z  Date 2 Iwount 3 Date 3
.00 3380.61 12/21/2007

Amount. Sales Tax Freight Hisc. Total Prepaid
TOTAL - Batch 000001 3189.26 191.35 .oo .oo 3380.61 .oo

Amount. Sales Tax Freight Hisc. Total Prepaid
GRAND TOTAL 3189.26 191.35 .oo .oo 3380.61 .oo

End of Report

Landed Cost
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Receipts and Invoices Report

The Receipts and Invoices Report lists the receipts and invoices on file. This
report is useful when you are verifying payments and want to see which
payments were posted.

Receipts and Invoices Report

12/28/2007 Builders Supply Page 1
4:27 PN Receipts and Invoices Report
By Order No. for Current Receipts
Bateh ID Ent. Vendor Receipt/ Status Type Date GL Job Location Quantity Units Unit Cost Extended
order No. Invoice Nurber Period Phase Item Cost
Description
000001 001 ACEODL 8546 CURRENT GDS 12/28/2007 12 MWOo01 15.0000 E& 227.5300 3412.55
00000045 200200
Tater Heater
Landed Cost ID Chinalmport Customs Fee 10.00
Cartage 60,28
Tariff 139.33
Broker Fee 54.34
Landed Cost 3676.90
TOTAL RECEIPTS 3412.95
TOTAL LANDED COST 3676.90
000001 001 ACEOD1 65414 CURRENT GD3 12/28/2007 12 MMOo01 5.0000 PEG 406.4744 2032.37
00000046 100
Electrical Package
Landed Cost ID Chinalmport Customs Fee 10.00
Cartage 47.38
Tariff 83.53
Broker Fee 32.60
Landed Cost 2205.93%
TOTAL RECEIPTS 2032.37
TOTAL LANDED COST 2205.93%
BATCE 000001 TOTAL RECEIPTS 5445.32
BATCE 000001 TOTAL LANDED COST ss82.83
GRAND TOTAL RECEIPTS 5445.32
GRAND TOTAL LANDED COST ss82.83
End of Report
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Accrual Verification Report

The Accrual Verification Report lists the amounts accrued for orders. The
summary report lists only the General Ledger and Purchase Order accrual
amounts and the variance for each account. The detailed version of the report
lists each accrual for each order’slineitems.

If Purchase Order does not interface with General Ledger, or if you elected not to
use accruals in the Resource Manager Options and Interfaces function, the
General Ledger account accruals are zero.

An example of the Accrual Verification Report is on the next page.
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Accrual Verification Report

Accrual Verification Report

GRAND TOTAL

Verification Summary

Accrual Type GL Account GL Accrued Amt. PO Accrued Amt. Variance
Inwentory 104400 oo 12419.52 oo
Expense 20e000 .00 1376, 64 .00
Job l04z00 .00 .00 .00
Accounts Payahle zooooo oo 13796.16 oo

05/01/2005 Builders Supply Page z
3:EL AM Acerusl Verificstion Report

Detail for 411 Accrual Types
Batch ID Ent . Vendor Job Item ID Rowd. Qty. Pstd. Units Accrued (ty. Unit Cost Accrued Amt
Order No. Smac. Phase Inem Descripuion Inv. Oty. Pstd.
Order Date
000001 008 ELLOOL 150 1.0000 DHE 1.0000 307, 5300 a07.53
00000034 GDERCD Plunbing Packags .0ooo
08/21/2005
00000z oo ATTOOL s00 8.0000 E& 8.0000 Z39. 6600 191728
00000035 GDRCD Refrigeravor - Elack L0000
08/26/2005

TOTAL FOR GOODE RECEIVED 12E18.18
000001 00¢  MILOOL EEQ 3.0000 DHG 1.0000 103€. 1000 1036.10
00000035 INRCD Millwork Package 2.0000
082152005
000001 001 EOROOL 700500 £.0000 EA 1.0000 2. 2E00 2.25
0000004z INECD Series Humber 4_ 0000
08/26/2005
000003 ooz ACEDOL s00 1.0000 E& 1.0000 Z39. 6600 239_66
00000041 INRCD Refrigeravor - Elack L0000
08/26/2005
TOTAL FOR INVOICES RECEIVED lz78.01

13796.16
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Goods Not Received Report

The Goods Not Received Report lists orders whose goods have not been
received. If an order has aline item that has not been fully received, it islisted in
the report with the detail for each incomplete line item.

Goods Not Received Report

1z/28/2007 Builders Supply Page 1
4:35 PH Goods Not Received Report
By Order No for New Status

—Dates-
Vendor Entry Ordered Ordered By Job Location Quy. Available Units  ——————-————me Quantity/Dollars ———--——--—n
Batch ID Sratus Regquested Received By Phase Item ID Ordered Received Unreceived
Order MNo. Description
Order Stat. GL Description
LCEDOL oo1 1z/z28/z007 MNOOO1 23.0000 EA 15.0000 .00oo 15.0000
[alulululupl CPEN z00z00 3412.85 .00 3412.895
00000os0 Water Heater
MNEW
Landed Cost ID Chinalmport Custows Fee 10.00
Cartage 60.28
Tariff 139.33
Broker Fee 54.34
Landed Cost 3676.90 .00
TOTALS Dollars 3412.95 .00 3412.95
Landed 3676.90 .00
Eatch 000001 TOTAL Dollars 3412.95 .00 3412.95
Landed 3676.50 .00
GRAND TOTAL Dollars 3412.95 .00 3412.95
Landed 3676.50 .00
Scheduled receipts dollar wvolume totals
for orders with the status of nev or printed
Late 0-30 31-60 61-50 Cver 80 No Scheduled
Shipments Days Days Days Days Date Total
Purchases .00 .00 .00 .00 .00 3412.85 3412.95
Tax, Frt., HMisc. .00 .00 .oo .00 .00 .oo .00
Prepaid .00 .00 .oo .00 .00 .oo .00
TOTAL DUE .00 .00 .00 .00 .00 3412.95 341z2.85

End of Report
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Landed Cost

CHAPTER 7

7-3

File Maintenance

Introduction

Purchase Order shares some Accounts Payable menus with
some of its own functions: Information Inquiry, Daily Work,
File Maintenance, and Master File Lists. Refer to the
Accounts Payable Guide for questions on these shared
menus, or for questions on functions not covered in this
manual.

Some Landed Cost functions are unchanged from regular
Purchase Order menus: Ship-To Addresses, Tables, Edit
Purchase Order Number, and E-Mail Defaults. Refer to the
Purchase Order Guide for questions on these shared menus,
or for questions on functions not covered in this manual .
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Landed Cost

Landed cost isthe end-cost of an internationally shipped item. This includes
shipping costs, entry costs, duties, and taxes. The OSAS Landed Cost function
allowsyou to distribute the indirect costs of international shipping to Inventory
items.

Landed Cost Screen

Usethe Landed Cost function to create and edit L anded Cost definitions.

Select Landed Cost in the Purchase Order menu open the Landed Cost
Maintenance screen. The Landed Cost screen appears.

EX Landed Cost =mEcE =
Commands Edit Modes Other Scroll Commands Help
2xu|ne|mn|[-o|[ee
Landed Cost ID | rt q
Description Imp m China
Calculation Detail
Line Description Lvl GL Account Type %% Amount Added
ao1 Customs Fee 1 5033-00 Cost % 10.0000 10.00 E]
002 Cartage 1 504301 (Weight  |§ 0125 1.25 @
003 Tariff 2 503500 Cost %o 4.0000 85 E]
004 Broker Fee 3 503700 Cost %o 1.5000 44
Lines {001 of 004 )
Sample
Qty 10.0000 Unit Cost 1.0000 Landed Cost 22.54
Weight 10.0000 Extendad Cost 10.0000
Enter = edit ” Append ” Header ” First ” Last ” Next ” Prav ” Sample ] Go to line
| companyH [ 10m12007 | Terminai Tooo |ovR

The Landed Cost screen is divided into these sections:
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The Landed Cost 1D and description are listed at the top of the screen.

The calculation detail, detailing the specific costs associated with the Landed
Cost ID, appearsin the middle of the screen.

A sample section at the bottom of the screen displays an example of how the
landed costs are calculated while landed cost information is entered.

Inquiry | Enter the name of the Landed Cost ID you want to add or edit. This will be the
name used to identify the parameter set while using Landed Cost Transactions.
Add or edit additional identifying information in the Description field.

Commands

Use these commands to work with the information on the screen:

Press Enter to edit the selected line. See (page 7-5) for more information.

Press A to add aline item to the end of the list. See (page 7-5) for more
information.

Press H to return to the header screen. You do not lose the line item entries,
because you already saved them.

Press F to view the first landed cost ID.
Press L to view the last landed cost ID.
Press N to view the next landed cost ID.
Press P to view the previous landed cost ID.

Press S to edit the parameters for the sampl e cal culation on the bottom of the
screen. See “ Sample Screen” on page 7-6 for more information.
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Edit or Append Line Screen

The edit line screen appears when you press Enter or A on the Landed Cost
screen.

E Edit Line == EcE ===
Commands Edit Modes Other Help

%Xt§|ﬁ|ﬂ@|?®|@@ OK Abandon

Description Broker Fee
Level 3

GL Account 5037-00

Type Caost b

%% % -
Amaunt 1.50

If you are editing alineitem, this screen istitled Edit Line. If you are adding a
lineitem, this screenistitled Append Line

1. Inthe Description field, enter the name for the landed cost you wish to
apply.

2. Choose aLevel to specify abasis for calculation. You can use alevel as
often as necessary as follows:

» Level oneitems are calculated using the extended cost as a base.

» Level twoitemsare calculated using the extended cost plusthelevel one
calculation values.

» Level threeitems are calculated using the extended cost plusthe level
one plus the level two calculation values as the base, and so forth.

3. Enter the GL Account to be adjusted for that particular cost.

4. IntheType field, choose whether you want to apply the Landed Cost by
Weight, Quantity, or Cost.

5. Usethe %/$ field to choose whether the amount of the type should be
applied as a percentage or dollar amount.
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7-6

6. Depending on the Type you chose, use the Amount field to enter the
amount, percentage, or weight per base unit.

See “Enter Orders’ on page 5-3 or “Enter Returns’ on page 5-49 for the use of
Landed Cost calculations in the Daily Work menu.

Sample Screen

The sample line screen appears when you press S on the Landed Cost screen.

EX sample (=N EoR()
Commands Edit Modes Other Help

2xe|ee|@n|? e |88 [ o | o]

Qty 10.0000
Weight 10.0000
Unit Cost 1.0000
Extended Cost 10.00

Use this screen to edit the Qty, Weight, and Unit Cost use in the sample
calculation at the bottom of the Landed Cost screen. The Extended Cost updates
to represent the Landed Cost based on the Landed Cost ID you are currently
viewing and the data entered into the sample screen.

Landed Cost
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CHAPTER 8

8-3

Master File Lists

Introduction

Purchase Order shares some Accounts Payable menus with
some of its own functions: Information Inquiry, Daily Work,
File Maintenance, and Master File Lists. Refer to the
Accounts Payable User’'s Manual for questions on these shared
menus, or for questions on functions not covered in this
manual.

Some Landed Cost functions are unchanged from regular
Purchase Order menus: Ship-To Address Labels and GL
Account Audit Report. Refer to the Purchase Order Guide
for questions on these shared menus, or for questions on
functions not covered in this manual.
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Landed Cost List

The Landed Cost List prints out alist of your Landed Cost definition detail.

X Landed Cost List =] B [
Commands Edit Modes Other Help
%Xt§|%|ﬂ@|?@|@@ OK Abandon
Landed Cast ID From B
Thru m

| companyH [ 117192007 | Terminai Toon | ovR

1. Enter therange of Landed Cost IDs for which you want to produce alist.

2. If you want to include the collate the pages in the printer, select the check
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).

3. Select the output device. See “Reports’ on page 1-22 for more information
on output devices.

After thelist is produced, the Master File Lists menu appears.

Landed Cost 8-3



CHAPTER 8 * Master File Lists Landed Cost List

Sample List

11/19/2007 Builders Supply Page 1

§:21 PM Landed Cost List

Landed Cost ID Description

Line Description Lewvel GL Account Type =44 Iwount

ChinaImport Iwports from China

001 Custowms Fee 1 105000 Cost § 10.0000

00z Cartage 1 200000 Weight g .01zs

003 Tariff 2 5z3000 Cost k3 4.0000

004 EBroker Fee 3 53z000 Cost % 1.5000

Europe Freight Hauler from Europe

001 Freight 1 S03000 Weight g L2500

002 Tariff 2 523000 Cost % 3.0000
End of Report
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Numerics B
1099 form, 5-73 backup schedule
1099-MISC form, 5-73 setting up, 3-7
Bank Reconciliation
A interface with Purchase Order, 3-8
batch numbers
access codes system-generated, 3-9
changing, 1-6 Browse, 1-16
command, 1-6
entering, 1-6 C
setting up, 3-7
Accounts Payable cancel
before you install, 2-1 lineitems, 5-4, 5-6
installation, 2-1 orders, 5-6
installing new version before con- cancelled status, 5-4, 5-13
verting, 2-3 for returns, 5-49
Accrual Verification Report checks
function, 6-17 printing on forms, 3-11
Additional Descriptions printing online, 5-48
entering for lineitems, 3-10 codes
history, 3-11 access codes, changing, 1-6
Address Lookup, 1-16, 1-21 setting up, 3-3
address mapping, 1-16, 1-21 sorting, 3-3
addresses, 1-16, 1-21 commands
alphabetical sorting, 3-4 access code, 1-6
Apply Debit Memos, 5-49, 5-68 flags, 1-20
for returns, 5-76 hot keys, 1-20
Apply Invoice, 5-35 Proceed (OK), 1-3
for lineitem, 5-37 company 1D
for lineitems, 5-24 printing on check stubs, 3-11
lotted goods, 5-38 completed status, 5-4, 5-13
|otted/serialized goods, 5-41 conversion
serialized goods, 5-39 before converting, 2-4
authorizing returns, 5-60 setup considerations, 2-4

converting to OSAS version 6.1, 2-4
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D

datadictionaries, 2-1
Data File Conversion
function, 2-3, 2-4
DataFile Creation
function, 2-2
datefields, 1-15
Debit Memo Totals window, 5-73
Debit Memos
applying, 5-49, 5-68
applying for returns, 5-76
editing for returns, 5-77
entering for lotted goods, 5-80
entering for lotted/serialized goods, 5-81
entering for serialized goods, 5-78
entering totals, 5-73
printing online, 5-70
discounts, 5-46, 5-75

E

Edit
debit memos for returns, 5-77
lineitems, 5-12
lineitemsfor returns, 5-51, 5-55
orders, 5-6
returns, 5-51
Enter
debit memo totals, 5-73
invoice totals, 5-44
lineitems, 5-12
lineitemsfor returns, 5-55
|otted goods for debit memos, 5-80
|otted/serialized goods for debit memos, 5-81
receipts and invoices, 5-17
return totals, 5-71
serialized goods, 5-31
serialized goods for debit memos, 5-78
Enter Orders
function, 5-3
Enter Returns
function, 5-49

IX-2

F
F21

nquiry
button, 1-16
flag, 1-21

F6 Maintenance

flag

G

flag, 1-21
icon, 1-16
s, in text mode, 1-20

General Ledger

interface with Purchase Order, 3-7

Goods Not Received Report

goo

function, 6-19
ds received status, 5-4
for returns, 5-49

graphical mode

H

drop-down menus, 1-13
function screens, 1-12
graphical main menu, 1-10
Inquiry button, 1-16
Maintenance icon, 1-16
MDI menu, 1-11

shortcut menu, 1-13
toolbars, 1-15

history information

hot

I
IDs

initi

keeping for landed costs, 3-11
keeping for line items, 3-11
keeping for payments, 3-11
keeping for purchases, 3-11
keeping for receipts, 3-11
keys, 1-20

setting up, 3-3
sorting, 3-3
al balances
setting up, 3-7
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Inquiry (F2)
button, 1-16
flag, 1-21
Install Applications
function, 2-1, 2-3
installing Accounts Payable, 2-1
installing Purchase Order, 2-1
and Accounts Payable, 2-1
interfaces with Purchase Order
Bank Reconciliation, 3-8
Genera Ledger, 3-7
Inventory, 3-7, 5-3, 5-6
Job Cost, 3-8
Inventory
interface with Purchase Order, 3-7, 5-3, 5-6
invoice received status, 5-4
for returns, 5-49
invoices
applying, 5-35
applying dl, 5-36
applying for lineitems, 5-24
applying for lotted goods, 5-38
applying for lotted/serialized goods, 5-41
applying for serialized goods, 5-39
entering, 5-17
entering totals, 5-44

J

Job Cost
interface with Purchase Order, 3-8

L

Landed Cost Detail Screen, 5-28
landed costs

keeping history, 3-11
launching

OSAS in other operating systems, 1-5

OSASin Windows, 1-5
lineitem

receiving goods for, 5-24
lineitems

applying invoicesto, 5-24

cancelling, 5-4

Landed Cost

editing, 5-12
editing for returns, 5-51
entering, 5-12
lotted goods
applying invoices, 5-38
entering for debit memos, 5-80
receiving, 5-29
returning, 5-64
lotted/serialized goods
applying invoices for, 5-41
entering for debit memos, 5-81
recelving, 5-32
returning, 5-66

M

main menu

graphical, 1-10

MDI, 1-11

navigating graphical, 1-10

navigating MDI, 1-11

navigating text, 1-17

text, 1-17

toolbars, 1-15
Maintenance (F6)

flag, 1-21

icon, 1-16
mapping, 1-16, 1-21
Material Requisitions

posting to inventory item accounts, 3-10
menus

drop-down menus, 1-13

graphical main menu, 1-10

MDI, 1-11

shortcut, 1-13

text main menu, 1-17

Transaction Type

Enter Orders, 5-5
Enter Returns, 5-50

messages

in text mode, 1-21
miscellaneous debits, 5-49
modes

graphical, 1-9

text, 1-17
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N

navigating
graphical function screens, 1-12
graphica main menu, 1-10
MDI menu, 1-11
text function screens, 1-19
text main menu, 1-17
to directories and files, 1-16
new status, 5-4
for returns, 5-49
numbers
sorting, 3-4

O

online
checks, 3-11, 5-48
debit memos, 5-70
purchase orders, 3-11
Open Order Report
function, 6-7
open status, 5-4, 5-13
options
1099 Recipient ID Display, 3-12
create user document link for e-mailed purchase
orders, 3-12
credit card number display, 3-10
e-mail purchase orders to vendors, 3-12
entering additional descriptions for line items,
3-10
entering requested ship dates for line items, 3-10
generating purchase order numbers, 3-10
keeping additional description history, 3-11
keeping history for lineitems, 3-10, 3-11
keeping landed cost history, 3-11
keeping payment history, 3-11
keeping purchase history, 3-11
keeping receipt history, 3-11
post all invoices as held, 3-10
post without print reports, 3-10
posting material requisitions to inventory item
accounts, 3-10
posting transactions in detail or summary, 3-10
posting without printing check, 3-11
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printing checks on forms, 3-11
printing company 1D on check stubs, 3-11
printing company name on purchase orders, 3-11
printing online checks during order entry, 3-11
printing online purchase orders during order en-
try, 3-11
purchase order form type, 3-12
selecting type of purchase order forms, 3-12
system-generated batch numbers, 3-9
transaction batching, 3-9
using vendor name in journd entries, 3-10
Vendor |D default to next transaction, 3-10
warn on duplicate PO number, 3-10
Options and Interfaces
setting up, 3-7
writing (saving) specifications, 3-12
order entry
system-generated batch numbers, 3-9
transaction batching, 3-9
warning on duplicate PO numbers, 3-10
Orders
deleting, 5-9
editing, 5-6
OSAS
MDI menu, 1-11
modes, 1-9
graphical, 1-9
text, 1-17
setup considerations, 2-4
starting in other operating systems, 1-5
starting in Windows, 1-5

P

payments
keeping history, 3-11
PO number
warning on duplicate, 3-10
POSHxxx file
setting up, 3-7
Post Transactions
in detail or summary, 3-10
posting
material requisitions, 3-10
post al invoices as held, 3-10
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post without printing reports, 3-10
transactionsin detail or summary, 3-10
vendor namein journd entries, 3-10
printed status, 5-4
for returns, 5-49
printing
checks on forms, 3-11
company ID on check stubs, 3-11
company name on purchase orders, 3-11
online checks, 5-48
online debit memos, 5-70
Proceed (OK) command, 1-3
Purchase Order
before converting, 2-4
converting to version 7.5, 2-4
installation, 2-1
installing new version before converting, 2-3
interfaces
Bank Reconciliation, 3-8
Genera Ledger, 3-7
Inventory, 3-7
Job Cost, 3-8
setting up, 3-3
setup considerations, 2-4
system requirements, 2-1
purchase order forms, 3-12
purchase order numbers
generating, 3-10
Purchase Orders
function, 4-3
screen, 4-3
Purchase Requisition Report
function, 6-5
purchases
keeping history, 3-11
Purchases Journal
function, 6-11

R

receipts
entering, 5-17
keeping history, 3-11
Receipts and Invoices Report
function, 6-15
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Receive Lotted Goods Entry
window, 5-29
recelving al goods, 5-25
receiving goods, 5-25
receiving goods and applying invoices, 5-25, 5-36
receiving goods for line item, 5-24
receiving lotted goods, 5-29
receiving lotted/serialized goods, 5-32
Reports
printing, 6-1
requested ship dates
entering for line items, 3-10
Resource Manager
Data File Conversion function, 2-3, 2-4
Install Applications function, 2-1, 2-3
Return Authorization window, 5-60
return statuses, 5-49
returned debit memo status for returns, 5-49
returned status for returns, 5-49
returning
goods, 5-49
lotted goods, 5-64
lotted/serialized goods, 5-66
serialized goods, 5-62
returns
authorizing, 5-60
editing line itemsfor, 5-55
entering and editing, 5-51
entering line items for, 5-55
entering totals, 5-71
Returns Journal
function, 6-13
sample, 6-13
right-click menu See shortcut menu, 1-13

S

Scheduled Delivery Report/Worksheet
function, 6-9

screens
graphical function, 1-12
graphical main menu, 1-10
navigating graphical, 1-12
navigating text function, 1-19
OSAS MDI menu, 1-11
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text function, 1-18
text main menu, 1-17
serialized goods
applying invoices for, 5-39
entering, 5-31
entering for debit memos, 5-78
returning, 5-62
serialized/lotted goods
applying invoices for, 5-41
entering for debit memos, 5-81
receiving, 5-32
returning, 5-66
setting up Purchase Order, 3-3
checklist, 3-7
codes and IDs, 3-3
information to gather, 3-3
options and interfaces, 3-7
Ship-to Address file
setting up, 3-7
Ship-to Address Labels
sample, 8-3
shortcut menu, 1-13
sorting
alphabetical, 3-4
codes and IDs, 3-3
starting
OSAS

in other operating systems, 1-5

in Windows, 1-5
statuses

cancelled, 5-4
completed, 5-4
for lineitems, 5-4
for orders, 5-4
for returns, 5-49
goods received, 5-4
invoice received, 5-4
lineitems, 5-13
new, 5-4
open, 5-4
printed, 5-4

T
temporary vendors, 5-10
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text mode
command line, 1-21
commands, 1-20
flags, 1-20

function screens, 1-18

main menu, 1-17
messages, 1-21
toolbars, 1-15

function screens, 1-15

main menu, 1-15
totals

debit memos, 5-73

invoices, 5-44

returns, 5-71
transaction batching

option for, 3-9

system-generated batch numbers, 3-9

Transaction Reports
printing, 6-1
transactions

posting in detail or summary, 3-10

\%

vendor name

posting to GL, 3-10
vendors

temporary, 5-10
viewing line items, 5-25

w
workstation date, 1-7
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