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Restricted Rights Legend

Use, duplication, or disclosure by the Government is subject to restrictions as set forth in
subparagraph (c)(1)(ii) of the Rights in Technical Data and Computer Software clause at
DFARS252.227-7013. Fourth Generation Software Solutions, 700 Galleria Parkway, Suite
480, Atlanta, GA 30039.

Copyright

Copyright (c) 1988-2007 Fourth Generation Software Solutions. All rights reserved. No part of this
publication may be reproduced, transmitted, transcribed, stored in a retrieval system, or translated into any
language in any form by any means without the written permission of Fourth Generation Software
Solutions.

Software License Notice

Your license agreement with Fourth Generation Software Solutions, which is included with the product,
specifies the permitted and prohibited uses of the product. Any unauthorized duplication or use of Fitrix
INFORMIX-4GL version, in whole or in part, in print, or in any other storage and retrieval system is
forbidden.

Licenses and Trademarks

Fitrix is a registered trademark of Fourth Generation Software Solutions.
Informix is a registered trademark of Informix Software, Inc.
UNIX is a registered trademark of AT&T.

FITRIX ACCOUNTING MANUALS ARE PROVIDED "AS IS" WITHOUT WARRANTY OF ANY KIND, FURTHER
EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE ENTIRE RISK AS TO THE QUALITY AND
PERFORMANCE OF THE FITRIX ACCOUNTING MANUALS IS WITH YOU. SHOULD THE FITRIX ACCOUNTING
MANUALS PROVE DEFECTIVE, YOU (AND NOT FOURTH GENERATION SOFTWARE SOLUTIONS SOFTWARE
OR ANY AUTHORIZED REPRESENTATIVE OF FOURTH GENERATION SOFTWARE SOLUTIONS) ASSUME THE
ENTIRE COST OF ALL NECESSARY SERVICING, REPAIR, OR CORRECTION IN NO EVENT WILL FOURTH
GENERATION SOFTWARE SOLUTIONS BE LIABLE TO YOU FOR ANY DAMAGES, INCLUDING ANY LOST
PROFITS, LOST SAVINGS, OR OTHER INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISING OUT OF THE
USE OF OR INABILITY TO USE SUCH FITRIX ACCOUNTING MANUALS, EVEN IF FOURTH GENERATION
SOFTWARE SOLUTIONS OR AN AUTHORIZED REPRESENTATIVE OF FOURTH GENERATION SOFTWARE
SOLUTIONS HAS BEE ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, OR FOR ANY CLAIM BY ANY
OTHER PARTY. IN ADDITION, FOURTH GENERATION SOFTWARE SOLUTIONS SHALL NOT BE LIABLE FOR
ANY CLAIM ARISING OUT OF THE USE OF OR INABILITY TO USE SUCH FITRIX SOFTWARE OR MANUALS
BASED UPON STRICT LIABILITY OR FOURTH GENERATION SOFTWARE SOLUTIONS'S NEGLIGENCE. SOME
STATES DO NOT ALLOW THE EXCLUSION OF IMPLIED WARRANTIES, SO THE ABOVE EXCLUSION MAY NOT
APPLY TO YOU. THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS AND YOU MAY ALSO HAVE OTHER
RIGHTS, WHICH VARY FROM STATE TO STATE.

Fourth Generation Software Solutions Corporate: (770) 432-7623
700 Galleria Parkway, Suite 4800 Fax: (770) 432-3448
Atlanta, GA 30339 E-mail: sales@fitrix.com
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Software License Agreement

This software is licensed or sub-licensed by Fourth Generation Software Solutions, Inc. This Software License Agreement (“Agreement”) may be a legal
contract between you, the end user, and Fourth Generation Software Solutions, Inc. (‘FGSS”). This Agreement is printed on the software media
envelope, and by breaking the seal on the software media envelope, you are agreeing to be bound by this Agreement and all its terms and conditions if
you have not negotiated other terms or have executed another software license agreement with FGSS or one of its distributors. If you do not agree to the
terms and conditions stated in this Agreement, please return the unopened software media envelope and all companion materials (including written
documentation and containers) to where you obtained them within thirty (30) days of purchase for a refund in full.

LICENSES
Fourth Generation Software Solutions grants you the non-exclusive and non-transferable right to use on e copy of the standard FGSS software
programs ordered (“Software”), and associated user and technical documentation (“Documentation”), on t he Designated CPU (the specific
computer system identified by you in a purchase ord er or otherwise.), subject to the terms and conditi  ons of this Agreement and in
consideration of payment of FGSS license fees. You may access the Software lawfully licensed to you on any number of terminals connected
to the Designated CPU. You may transfer the Softwar e to a single hard disk, provided you keep the orig inal solely for backup or archival
purposes. You may modify the software lawfully lice nsed to you, and/or merge it with other programs fo r your use in machine-readable object
code format on the Designated CPU, but any portion so modified, or merged with other programs, shall ¢ ontinue to be subject to the terms
and conditions of this Agreement.
Backup Copy . You may make backup copies of the Software and of  any portions thereof which are modified or merged with other programs in
accordance with this Agreement. All such backup cop ies shall also be subject to the terms and conditio ns of this Agreement. You must
maintain an accurate record of the location of the backup copies at all times.
Restrictions . Unless otherwise authorized by FGSS, you may not install, electronically transfer, network or otherw ise use the Software on any
CPU other than the Designated CPU in a network. The  standard FGSS license fees apply only when one CPU  functions as both the client CPU
and the database server CPU. You may not make any ¢ opies of the Documentation except as specifically p rovided above, you may not make
any copies of the Software except as specifically p  rovided above, you may not make alterations to the Software or to the Documentation, or to
any part thereof, including, but not limited to, un modified sub-routines, functions, libraries, or oth er binary code segments of the Software.
You may not rent, sub-license, lease, distribute, 0 r grant other rights to the Software or the Documen tation to others. You may not reverse
engineer, disassemble , decompile, reverse translat e, or in any manner decode the Software in order to derive any source code not licensed
by Licensor.
Proprietary Rights and Confidentiality . All title and rights of ownership | the software and Documentation remain with FGSS and are protecte  d
by copyright., patent and/or trade secret laws. You agree to take all steps necessary to protect FGSS’ s proprietary rights in the Software and
Documentation including, but not limited to, the pr oper display of copyright, trademark, trade secret and other proprietary notices on any
copies of the Software. You must reproduce and incl ~ ude any copyright ,trade secret, trademark or propr ietary data notices, and other legends
and logos on the backup copies. You will, at your o wn cost and expense, protect and defend Licensor’s and its suppliers’ ownership of the
Software and Documentation against all claims, lien s and legal processes of your creditors and keep th e Software and Documentation free
and clear of all such claims, liens and processes. You will not disclose or publish to others, and wil | keep confidential the Software.
Terms and Termination . This Agreement is effective until terminated. You may terminate this Agreement by destroying the Sof  tware and
Documentation and all copies thereof. FGSS may imme  diately terminate the Agreement if you breach any r  epresentation, warranty, agreement
or obligation in the Agreement. Upon termination, y  ou shall either promptly return to FGSS all copies of the Software and Documentation in
your possession or destroy all copies of the Softwa re and Documentation, and certify in writing to FGS S that all such copies have been
destroyed. Software Generation Tools. If the enclos  ed Software is a 4GL Software generation tool, then  you have a royalty-free right to
reproduce and distribute program executable files ¢ reated using the Software if you agree to indemnify ~ , hold harmless, and defend FGSS from

any claims, lawsuits or liabilities, and to pay all expenses and damages including without imitation a  ttorney’s fees, that arise from the use,
licensing or distribution of your software product. This royalty-free right does not apply to FGSS Men  us and FGSS User Control Libraries.
Royalties are due FGSS on each application resold,  licensed or transferred to a CPU other than the Des  ignated CPU that incorporates FGSS

Menus and./or FGSS User Control Libraries.

WARRANTY AND LIMITATIONS
Limited Warranty . FGSS warrants and represents that it is the owner  of the Software and/or has the right to license th e Software, and that for a
period of ninety (90) days after the initial delive  ry of the Software to you, the latest version of th e Software released by FGSS shall
substantially perform in accordance with the standa rd FGSS Documentation. FGSS's entire liability and  your exclusive remedy shall be for
FGSS, at its option, to either; replace the Softwar e that does not meet FGSS's limited warranty descri bed above and which is returned to
FGSS with its original distribution media; or attem pt to correct any errors which you find in the Soft ware during this warranty period and
which prevent the Software from substantially perfo rming as described in the standard FGSS Documentati  on. Any replacement Software will
be warranted for the remainder of the original warr  anty period or for thirty (30) days, whicheveris|  onger. Limitations of Warranty. The above
warranty is null and void if you modify or change y our copy of the Software in any way not authorized by this Agreement, or if failure of the
Software has resulted from accident, abuse or misap  plication. FGSS does not warrant that the functions contained in the Software will meet
your requirements, or that the operation of the Sof  tware will be uninterrupted or error free, or that all defects will be corrected. FGSS shall not
be required to correct errors during the above desc ribed warranty period attributable to equipment mal function, products other than the
Software, use of the Software in conflict with or ¢ ontravention of the Documentation or the terms of t his Agreement; or accident, neglect,

misuse, or abuse of the Software.

DISCLAIMER OF WARRANTY FGSS MAKES NO OTHER WARRANTI ES REGARDING THE SOFTWARE OR DOCUMENTATION, INCLUDI NG WITHOUT LIMITATION, EXPRESS OR IMPLIED
WARRANTIES, AND EXPRESSLY DISCLAIMS THE WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOS E, AND ANY OTHER WARRANTY, EXPRESS OR IMPLIED,
LIMITATION OF LIABILITY, IN NO EVENT SHALL FGSS BE LIABLE FOR ANY INCIDENTAL, SPECIAL, INDIRECT, OR CO NDWQUENTIAL DAMAGES LOSS OF BUSINESS LOSS OF PROFIT S, LOSS
OF GOODWILL, OR TORTIOUS CONDUCT RELATING TO, CAUSE D BY OR ARISING OUT OF ANY BREACH OF OBLIGATIONS OR DELAY IN DELIVERY OF SOFTWRE OR DOCUMENTATION
UNDER THE AGREEMENT, OR FROM YOUR USE OR INABILITY TO USE THE SOFTWARE, EVEN IF FGSS HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH LOSS OR DAMAGES SOME
STATES DO NOT ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTIAL OR INCIDENTAL DAMAGES S O THE ABOVE LIMITATION MAY NOT APPLY TO YOU, ANY
DAMAGES THAT FGSS IS REQUIRED TO PAY FOR ANY AND AL L CAUSES, WHETHER FOR NEGLIGENCE, BREACHOF CONTRACT , OR OTHERWISE, AND REGARDLESS OF THE FORM OF THE
ACTION IN THE AGGREGATE, SHALL BE LIMITED IN AMOUNT TO THE ROYALTIES PAID BY YOU TO FGSS FOR THE SPECI FIC COPY OR COPIES OF SOFTWARE.

Restricted Rights Legend

Use, duplication, or disclosure by the Government is subject to restrictions as set forth in subparagraph (c)(1)(ii) of the Rights in Technical Data and

Computer Software clause at DFARS252.227-7013. Fourth Generation Software Solutions, 700 Galleria Parkway., Suite 480, Atlanta, GA 30039.

General This Agreement shall be governed by the laws of th e State of Georgia, and shall inure to the benefit  of Licensor it's successors, administrators, heirs and
assigns. The United Nations Convention for the Inte  rnational Sale of Goods shall not apply to this Agr eement. The parties agree that Cobb County inthe S  tate of
Georgia shall be the proper forum for any action, i ncluding arbitration, brought under this Agreement. No actions, regardless of form, arising fromthet  ransactions

under the Agreement may be brought by any party her  eto more than 2 years after the facts creating the cause of action become known to such party. If any term,
provision or part of the Agreement is to any extent held invalid, void or unenforceable by a court of competent jurisdiction the remainder of the Agreeme nt shall not
be impaired or affected thereby, and each term prov ision and part shall continue in full force and eff ect. The terms, conditions and warranties contained in the
Agreement that by their sense and context are inten  ded to survive the termination thereof by the parti es hereunder shall so survive the termination of th e
Agreement. FGSS shall not be in default or liable f  or any failure in performance or loss or damage und er this Agreement due to any cause beyond its contr ol.
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Chapter 1 - Learning Fitrix Accounting
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Learning Objectives

» To become familiar with the Fitrix Accounting System

» To become familiar with Fitrix Menus and Data Entry Commands

» To become familiar with Fitrix User Control Libraries

» To become familiar with the Set Up Company menu and options

» To become familiar with the Set up Multilevel Tax codes menu and options
>

To become familiar with Batch Processing
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Fitrix Accounting System

Transactions Database Reporting

Transactions are events that are recorded in an accounting record. Typically, these events involve the
transfer of money, product, or services. In the Fitrix Accounting System transactions are referred to as
documents.

Relational Database. Data in the Fitrix Accounting System is stored in a relational database. A relational
database organizes its data into one or more tables or relations of records.

Reports or the system output includes inquiry reports, customer statements, etc., and ultimately the
financial statements.

Fitrix Modules

There are ten modules offered in the Fitrix Accounting System. Fitrix offers accounting solutions for two
business operations, Financial and Distribution:

Financial

e General Ledger (gl)

e Accounts Receivable (ar)
e Accounts Payable (ap)

e Payroll (py)

» Fixed Assets (fa)

e Multicurrency (mc)

Distribution
|

* Order Entry (oe)
* Inventory Control (ic)
* Purchasing (pu)

* Replenishment (rl)
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Phases of the Accounting Process

The cycle of activity within Fitrix Accounting follows a basic pattern that is consistent across all modules.
At the most basic level, it consists of the following phases:

Setup — Transaction — End of Period
Processing

These three phases must be performed in sequence. Setup must be complete before any transaction
processing can begin. Transactions must be entered and checked against an Edit List in order to be
posted. To complete the process all transactions are posted and End of Period processing is run.

Set Up Accounting

Activities required to set up the accounting system are performed during the Setup phase of Fitrix
Accounting. Company Setup procedures must be done before module specific set up.

1. Company Set Up procedures include entering the name and address of your company, assigning
department codes, and establishing ledger account number ranges. You can then enter ledger
accounts and designate cash ledger accounts as checking accounts.

2. Module specific set up activities includes designating default ledger accounts for the module and
entering existing open items. Activities performed during module set up include entering account
groups, entering customers and vendors, entering beginning balances, etc.

Once the set up processes are completed the next phase, transaction processing, can begin.
Transaction Processing

Transaction processing is the day-to-day handling of documents. Transaction processing consists of three
separate steps that are consistent throughout the Fitrix applications:

» Entry. Atransaction is initiated by entering a document. Documents entered may be updated at
any time before posting.

e Edit. An edit list is printed after documents are entered and before they are posted. This list
shows all documents waiting to be posted. If mistakes are found on this report, corrections can be
made and another edit list must be printed prior to posting.

» Post. Posting is the process that posts the document to the General Ledger Activity table. Once a
document is posted it cannot be updated. Changes must be made by posting correcting entries.

End of Period
End of Period activities include posting general ledger activity, posting recurring documents, and printing
period end statements and reports, etc.

Fitrix Menus

The Fitrix Main Menu displays all modules purchased by your company however access to any given
module is dependant upon authorization. For instance, if your company has purchased all ten Fitrix
modules, but the Accounts Payable team is only authorized to enter data in two of the modules, only two
menu options will be activated. The other eight will appear grayed out.
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The Menu options available on the Ring menu are as follows:

Field Description

File Allows you to exit the Fitrix system.

View Offers user preferences to change the way Fitrix screens display. Your
choices are Classic, Explorer, and Edit.

Execute Manage configuration and security settings

Settings Allows you to change the color scheme or database

Help Displays Fitrix information

To select an option from a menu, use the mouse to highlight the option, and then left-click to select. You
can also use the keyboard to select a menu option by pressing the number or letter associated with the
menu option.

Note: When a menu item icon is a file folder, an additional submenu is available.
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Fitrix Data Entry Screen
Standard Fitrix Data Entry forms or screens have several sections. To view this screen from main menu,
select General Ledger, Ledger Journal, and then Update General Journal.

Note: For a more detailed explanation of all the options available on the four toolbars, review the Getting
Started With Fitrix User Guide.

Note: To enable or disable the text that display beneath each icon on the toolbar, right click at the
beginning of the toolbar and click on enable text.

¢ Llpdate General Journal

File Edit “iew Mavigation Toaols: Actions Options Aelp
” T g E....=" F
OR QIVRBRER
“ o] iy

wr w

BERN EQ0ED @Q%Z

©OFind  Prew Mest Add  Update Delste  Hrowse

(e Posted: .N .

——

EDP Reverse(v/N): [N
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Account Group: - IEJ [ d
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| Biecannt [iept [Dezchphion Armount [rehitdCradit '

| 745000000 000 DEFPRECIATION EXPENSE 12345.00 DB
L | 181500000 000 FURMITURE & FI=TURES DEF, REO0. 00 CH
6 182500000 000 TRAMSPORTATION EQUIP. DEP. 4245 00 CH
183500000 000 MACHIMERY & OTHER EQUIF. DE 2500.000CH

} Tatals-Debits | 12345.00| Credits|  12345.00 | Difference | oo

.|"New Document)

|G o | [adcancel | [EXDetal | % 8

Enter accounting date of the docurment,

R,
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Number Field Description

1 Menu Toolbar These options perform routine functions, and are often referred
to as the User Control Library functions. The Menu Toolbar is
available on every screen.

2 Standard The icons on the standard toolbar perform many of the same

Toolbar functions as the options found on the menu toolbar.

3 Other Tool Bar | The Custom Tool Bar area has buttons that are specific to your
company and the current module. Some screens may not have
any buttons on the Custom Tool Bar.

4 Action Toolbar | This toolbar contains icons that represent actions such as add,
update, and delete.

5 Header This section is just below the Action toolbar and contains basic

Section or general information about a document.

6 Detail Section This section contains labeled columns that correspond to
information in lines or rows.

7 Totals This section is a reference section displaying debit and credit
totals information.

8 OK, Cancel,

Detail The OK button accepts new data or any changes you have
made. This is exactly the same as pressing the ENTER key.
The cancel button will abort any new data or changes you have
entered. This is the same as pressing the ESC key.
When in the header section of the screen, clicking on the Detalil
button will put you in the detail section of the screen. When in
the detail the button is now labeled “Header” and clicking on it
will put you back in the header section of the screen.

When entering information on a data entry screen there are often related screens that are accessed using

Zoom picker windows from the Standard Toolbar.

Select Exit or press Q to close the data entry screen. The General Ledger Menu displays. Press ESC key

to return to the main menu.

Fitrix Accounting
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Action Menu Commands
Data Entry Commands can be selected from the Action toolbar two ways:

1. Click the command.

2. By typing the first letter of the command name either uppercase or lowercase (ie- a for Add).

To view this screen, select Accounts Receivable > Receivable Ledger > Update Receivable
Document .

¢ Update Receivable Documents B@

File Edit Wiew MNawvigation Tools Actions Options Help
Q| iR R BBM acO00ED 90O
PR g &
CoAdd imfo Aot info Batch Options
4 0 0V 0 9 =W N
“ Find Prev MNest Add Update Delete Browse
Doz Date: |_ i&_};ﬂ_l I Drate | El;d Dept Mo |_ all Grozs Amt Entry I_|
Cuzt.: i . ,: ' - B ' Ship-To: | _':.!
Tope.: |j | | f | - _ Recur; | | Ref.Mo.: | Tax: |__ __,_:
Desc: | | ek Group: | j'
Terms: |7__| | F.O.: _ | Fozted: ||
| ltem Mo Gty [t Drezcoption TawCd Frice Armount l
Currency: ' | Sub-Tatal: '
izc.: : @ ] Freight; [_ _ | )
Met: | , Taw , | Total: |
“Account Dept.- Dezcnption Amount - DB/CH
] 1 I S | | | L]
(No Documents Selected) No Current Batch
R,

Below are the fields and descriptions for data entry commands:

Field Description

Add Allows you to add any new document.

Update Allows you to modify an existing document once it has been selected or found.

_______________________________________________________________________________________________________________________________|]
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Field Description
Delete Allows you to delete a document if it is not posted.
Find Use the find command to retrieve one or more records. There are three ways

to use the Find command.

1. Tofind all records stored for a program, click the OK button (or press
ENTER key) without entering any data in the screen.

2. Tofind a particular record, enter a piece of information that is unique to
that record (i.e.; customer code, invoice number), and then click OK or
press ENTER.

3. Tofind a group of records enter search criteria using wild cards or
relational operators (for more information, review chapter 7 in the Getting
Started With Fitrix User Guide.).

Browse Arranges all found documents into a list displayed to the screen. You can
scroll through the documents using the scroll bar or using the various
movement icons on the toolbar.

Next Allows you to view the next document by paging down through the found
documents.

Prev Allows you to view the previous document by paging up through the found
documents.

Depending upon the menu option you have selected, your system setup, or system security, all options
may not be available. If you select a command that is not available, the system will display a message
stating it is not available, and upon pressing enter, you will return to the action toolbar.

Select Exit or press Q and then ESC key twice to return to the main menu.

Fitrix Accounting Chapter 1-9



Fitrix Distribution Course Workbook

Print Selection Dialog Box and Flexible Document De  livery (FDD)

Flexible Document Delivery (FDD) allows the user to direct report output to printers (host or client), email,
or fax. This feature is only available for Fourth Generation clients that are running Fitrix version 5.2.

The following report programs have been modified to have background print so that forms no longer need
to be purchased. These programs also support FDD.

Order Entry:

Order Acknowledgement

Packing List

Invoice

All Export forms (Proforma, Packing List, Bill of Lading, Commercial Invoice, Provisional Invoice, and Final
Invoice)

Purchasing:

Vendor Purchase Order

Accounts Receivable:
Invoice

Customer Statement
Dunning Letters

A new icon labeled Document Delivery has been added to the Update Customer Information and Update
Vendor Information Toolbar and is only accessible when in Update mode.
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¢ Update Customer Information

File Edit “iew Mawigation Tools aActions Options Help
= == aees i e T o5
OB @ 8 R @ B B B @ 17}
© Ouit Print 0K Cancel Cut Copy Paste Zoom  Motes UFields ToDo | Technical status  Help
'® 9 @ @ @ @ @ @ @ B O O 8 ©
© Ship-To Activiy Addlinfo  Billg Info DE Info  ShipMotes  Credit Notes  Credit Lie Credit Card - Order Prce Seles Saing Terms  Document Delivery
A 0 00 0 9 & ¥
¢ Find Prev Mewt Add Update Delete Browse Optiong
| Contact: [JOHN SMITH |
| Phone: [404-333-3456 |
| Cel: [404-222-4567 |
| i | |
I
|
|
Wweb Address: | I
Salespersnn:g _@I | i
@& [NETTS |
® [ ]
Balance: | 52920/
Credit Lirnit: | 1 DDD.DD_E
Credit Hold: | | Credit Hold Date: |
Notes 1 of 56
[ a4 J[t;fﬂancel J
: : : : OWR
Enter a unigue code toidentify this customer.

When you click on this icon the following screen displays listing all report programs that currently support
FDD/Background Print:

¢ Add on detail fdd

File Edit Mavigation Help

OB @ik JOQED 90

ilDoc:ument _Title _F‘rint_ Subject ""E-Mail _Address _F " Number _A
aro_invee AR |rnvaices Wl AR Invoices | | ]
aro lether -AH Dlunining Leters .AH Durring Letters El D
ara_statmt AR Statements 4R Statements | il
oe:a_bildg |Export - Bill of Lading | ™ | Esport-Bill of Lading 0 &
OECO_CTiiY .EHport - Commercial Invoice l lExport - Commercial [meaice || |:|
oe0_ivee 0E Invaice | |GE Invoice [
oEcn ek -Export - Final Iryoice . .E:-:port - Final ltwoice | D
oea_order -Acknowledgements . .Acknowledgements | |:| .
oe:o_pifiny -Export-F‘mformaInvoice . .E:-:port-ProformaInvoice 3| |:| .
OEC_prainy .EHport - Provisional Invoice l lExport - Prowisiohal [nvoice | |:| LY
oein_shper Export - Packing List lE:-:port -Packing List Ll [
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Check document delivery method B
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By scrolling to the right the two additional fields for fax Contact and Failure notify can be viewed.

¢ Add on detail fdd

File Edit Mavigation Help
OB OUWhEER 29 00ED 00
i ] E-Hail Address Fax Number Cortact Failure Matify [for fames]
! O O
| Letters E El
s O O
|f Lading [ |
%mercial Invaice || [l
| O
| Irvaice | El
|zments |l [
sma Ivvaice El El
{isional lnvoice E El
iaing List ¥ il
|£

’a ok, ] 4 Cancel ]
Check docurnent delivery method

e

O,

After FDD is installed by going into update mode for each customer the default setting will be set to Print
for all reports. You can then update for each customer as necessary.

Field Definitions:
Document — Fitrix program name.
Title- Title of program.

Print- check this check box if the delivery method is to send the report to a printer.
Subject — subject line for your fax cover sheet.

E-mail- check this check box if the delivery method is to send the report via email.

Address- the email address you wish to send the report to.

FAX - check this check box if the delivery method is to send the report via fax.

Number- the fax number you wish to send the report to.

Contact — the name of the person that will print on the fax cover sheet that will receive the fax.

Failure notify — the email address of the employee that should be notified in the event the fax was not sent.
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FDD PRINTER DIALOG BOX:

Report programs that do not support FDD will have this standard printer dialog box:

Select Printer - 002

selects Purchase Orders
Frint Purchase Orders by P.O. Mumber
prints arder formms far each selected arder

O T T

T T

Screen pager

POF viemer

Editar

Host Printer W:I Copies: m

Client Printer | |

Ermail | | |

Faix | r _I

File |

Last process: Ready to select print option

2 PrintDirect Report| 1,4 Finished

Here is the FDD printer dialog box:

Select

Printer - 001

prints invoice and memo forms for invoiced lines and memo lines
Frint Imvoices and Memos

¥ Flex Direct

~Processing Controls - Direct to the Following-

'ﬁﬁ Build Ducumentsl I Print (to be mailed) r
¥ Ermail r
P | v Fax r

¥ Print {internal copy) r

i

rPreview Dptions

W Preview hefore directing

3 |

~Printer Selection

f* Host Printer ILexmarkz _vI Copies: |1

Mailed
" Client Printer | J

f* Host Printer liemrkz _vI Copies: |-1
Internal
" Client Printer | |
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If you do not wish to use the flex direct options simply uncheck the flex direct box and the printer dialog

box will disable the FDD options and display all options that are on the non FDD printer dialog box.

Select Printer - 001

prints invoice and memo forms for invoiced lines and memo lines
Print Invoices and Memaos

~Proces=sing Controls- - Direct to the Following-
i r - |
& Bulld D 5 I
i
> o e
r

~Preview Options
[ Flex Direct 3

3 i)

~Printer Selection

o l .ﬂ : [1

ST e

Scregn pager
FDF wiewer
Editar - s |

Hast Printer Eexmﬂrﬂ j Copies: ll _—:j

Client Printer | |

0 S

Email | [

Fax | [ _l

File Fil [

& B @ @

Last process: Ready to select print option

(# Direct Report | K| Finishedl
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The FDD printer dialog box is divided into three sections:
Processing controls:

~Proce=s=sing Controls-~ Direct to the Following-

F Build Ducumentsl ¥ Print ito be mailed)

¥ Email
B | ¥ Fax Q‘
¥ Print (internal copy)

=

The example above shows that the documents will be processed via print to be mailed, email, fax, and
internal print to be filed. These boxes can be unchecked as needed.

The first step is to click the Build Documents button. If the Preview before directing check box is checked
you will be able to view a PDF of the documents prior to sending/printing them. Please note that if you
click the Cancel button before clicking the Direct Documents button you will need to select the reprint
option when you process your documents as the Build Documents options sets the print flag to Y at the
table level even though you have not printed/sent your documents.

4 Confirm

Reprint zelected invoices 7

;ﬁ“fas %J [!-:ﬂ\h:u ] [@Duit ]

The next step is to click the Direct Documents button. This will send/print the documents. See discussion
on Printer Selection section below for directing the documents to your various printers.

If all Direction method check boxes were checked, the printer dialog box will look like this after the
documents were printed/sent:
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Select Printer - 001

prints invoice and memo farms for invoiced lines and mema lines
Print Invoices and Memaos

~Proces=sing Controls- - Direct to the Following-
5 | | 9
r “
b Bi= o
r v

i Redo

~Preview Options
I ~

|od, Preview dncumentsl

~Printer Selection

* Host Printer ILe:markE :I Copies: |1 =

Mailed
™ Client Printer

0 HDStPrinterIEemﬂrkz Cnpiea:|-1 =
Internal :I j
i~ Client Printer | |

The green check marks indicate the direction methods that were processed. To return to the menu, click
the finished button.

In the event that you want to process the documents again (an example of the need for this would be if the
printer ran out of paper or the paper jammed) click the redo button and then check the direction method
check box that you wish to process again. Once the direction method check boxes are checked, click the
Direct Documents button to reprint/resend your documents.

If you uncheck some of the selection methods (ie- only check email check box) and then process the
documents the printer dialog box will have a Cancel button instead of a Finished button
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Select Printer - 001 E‘@‘g|
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Frint Invoices and Memos
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! E Mot all output has been produced, Are you sure ?

| Yes | | o |

This warning is just to let you know that all delivery methods were not selected. Click Yes if this is correct.
Click No if you wish to display the printer dialog box again.

Preview Options:

Preview Options

¥ Preview hefare directing

iy

If this check box is checked (and that is the default setting) you will be able to preview a PDF of the
documents by clicking the Build Documents button prior to Directing/Processing them. If you do not wish
to preview, uncheck this box.
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Printer Selection:

~Printer Selection

& Host Printer ILe:markE :' Copies: |1 i’

Mailed
i~ Client Printer

= Hast Printer llje:markz j Copies: |-1 i’

i~ Client Printer | |

Internal

This section of the screen controls printer selection.

Mailed — printer selection will only be accessible if the Print (to be mailed) check box is checked. Select
either a network printer or a client printer and the number of copies to print for the documents that will be
mailed.

Internal - printer selection will only be accessible if the Print (internal copy) check box is checked. Select
either a network printer or a client printer and the number of copies to print for the documents that will be
printed for internal purposes.

Note about Client Printers:

If you change your printer selection to a client printer the printer selection section will display two new
buttons:

SelectiCopies Fange Setupl

and

~Printer Selection

& Host Printer ILe:markE :' Copies: |1 i’

Mailed
" Client Printer | |
" Host Printer ﬂ |-1 ﬂ

% Client Printer SelectiCopies | Fage Setup |Lexmark 2 I'Copies:1

Internal

Select/Copies — click this button to select the client printer and the number of copies you wish to print:
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V| [ Froperties... ]

Printer

Mame: | Dell Lazer

Statuz: Ready

Type: Dell Lazer Printer 1710n
Where:  [P_10.0.0.203
Commemt:

Frint range

) &l

Copies
MHumber of copies: E 3
| Iﬂl Iﬂl Collate
[ ] l [ Cancel ]

Page Setup — click this option to review/change the page set up:

Page Setup

FPaper

Orientation

l arginz [inches)

) Portrait Left: Hight:
{1 Landscape Top: 018 B attom: m
[ ] ] [ Cancel ]

To proceed click the Build Documents button. Since a client printer was selected, Adobe Acrobat will

direct copy(s) to the printer.
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The user will see Adobe Acrobat Reader Launch and appear briefly:

.- WdbheiRrdy
File Edi fiew Document  Tools  Window Help
= i)l i@ @
=
B
PF
o
PARTS
144PI 05/08/2008 144 03/26/2007 ...

You may see a message like:
f,udf'priui m

1 ‘: Ma application Far: {C:\Progrann FilesiFaur Jsgde-fitrix-test trmpiprint_mailed_oe_o_prfins, pdf-
L3

This means that Adobe Acrobat Reader is not installed. This is a free product and may be downloaded
and

B v
installed from: http://www.adobe.com by clicking on: | sl "DOBE” READER
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User Control Libraries

User Control Libraries (UCL’s) are advanced features which give you control over the Fitrix Accounting
system. Included in these libraries are:

e User Defined Field User Defined button (or Ctrl-F)
* Hot Keys Hot Keys button (or Ctrl-E)

» Freeform Notes (Sticky Notes) Notes button (or Ctrl-N)

e Personal “To Do” Notes To Do button (or Ctrl-T)

e User Defined Help Help button (or Ctrl-W)

» User Defined Error Messaging Help button (or Ctrl-W)

All of these UCL's are available on the Standard Toolbar.
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User - Defined Fields

User Defined Fields Icon

¢ LUpdate Customer Information

File Edit Wiew Havigation Toaols: Actions Ophions Help
QOB @ o BB OE Q B B M @ Q@
S Ouwt Print O Cancel Cut Copy Faste Zoom Matez U Fields ToDao @ Technical statuz  Help
Shipto  Activity  Addinfo  Biling Oeinfo Ship_notes  Credit_notes  Credit_letter Credit Card
A 0 © 0 O 9 & 9
“ Find  Prev Mest Add Update Delete Browse Uptions
Code: [ | Contact: [BILL WALKER ]
Compary: [ACTION AUTOPARTS | Phone: |404 885 4145 i
Addiess: 14307 15T STREET | Cell: | il
| | e | |
City: [ATLANTA 1
State: [Ga|  Zip 30393 |
Cauintry: IQS_A _i
E rnail: | '
‘wieb Address: | .
Salezperson: 'WI'-_-1 _[EJI 'WI_LLI.&.M MILLER [
Temns: |4 (& [NET 3D |
Balance: | 13087.19]
Credit Lirit: | 150000.00 |
Credit Hold: | | Credit Hold Date: | I
Notes 1o0f23
[@ 0k ] [I;:fl:ancel ]
Enter a unigue code ko identify this customer. CYh

User defined fields allow you to store additional information within a given program without modifying the
programs. These fields are only used in data entry screens and are specific to the data entry screen. Up to
fifty User-Defined Fields can be defined for every data screen.

To access the User Defined fields screen you must be in a data entry screen and in update mode.

To view the screen above, select Accounts Receivable > Customer Information > Update Customer
Information . Click Find, and then press the Enter key to retrieve all records. Click Update to enter
update mode.

Click the U Fields button (or press Ctrl F) to display the User defined fields screen:

Chapter 1 - 22 Fitrix Accounting



Fitrix Accounting Course Workbook

¢ User Defined Keys

File Help
Line DataField Mame Contents L
1
2
3
4
2]
G
7
8 v
Table:; ghrzuEts
F.ey: 1
& ok | [FifCancel | [ & 4dd a User Defined Field
Enter the data inka this Field, e

Line, Data Field Name, and Contents are the three columns that appear in the window:

Line indicates the number of the field.

Data Field Name is the title of the field being defined.

Contents is the column where the document specific data will be entered.
Click on the Add a User Defined Field button to move between field name and contents. Press TAB or
use the arrow keys or to move from one line to another. Click the OK button (or press ENTER) to store

entry. Click the Cancel button (or press ESC) to cancel.

Once a User Defined Field has been created, all users will be prompted to make an entry in this field the
next time a record is entered and stored.
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Hot Keys

Hot keys can be used to efficiently navigate through Fitrix data entry screens. They are designed to make
navigating to another program while in a program very easy. To access Hot Keys you must be in a Data
Entry screen and in Update Mode.

Click on Tools and select Hotkeys or press Ctrl e to display the selection window.

¢ Update Customer Information

File Edit Wiew Mawvigation WS

9 B & o ik

thor Finitions ZEFl+HE |=:|J @ 0
¢ Ouit Print | OFK Cancef-{ﬁ Mawvigation Event Definitions krl4+G ToDo | Technical status Help

@ @ @ % Feature Requests @ @

Shipta Activity Addinfo  Biling  Oeinfa Ship. notes  Lredi_notes Credit_letter  Credit Card

Find PFrey Mext Add pdate Delete Browse Options

Code: ! Contact: |BILL WALKER !
Compat: EI'ID_NELI-T_D_F':&H_T_S | FPhone: !H_D-a_EES 4146 |
Addiess: (14307 15T STREET | Cell: | i
1 | Faws: | |
City: |[ATLAMTA I
State: Zip: 30399 |
Country: |LSa, [
Email: | |
wieh Address: | |
Salespersor: | Wi &l  [WILLIAM MILLER |
Termns: | & =] IMET 20 |
Balance: | 13087.13
Credit Lirmit: | 150000.00
Credit Hold: | | CreditHold Date: | |
Notes 10f23
[@ 0k ] [[:1 Cancel ]

R

Hot Key Button Definitions
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& Hot Keys - FBX

File Edit Help

OBOUA @

-
Ship-to screen
[FE] Activity Screen
[F¥] Additional Information
[F&] Billing Information
[Fo] Order Entry Information
[F10] Shipping Motes
[F11] Credit Hotes

[F12] Credit Letter
[F13] Credit Card
[F14] Idndefined
[F15] Idndefined
[F18] Idndefined

171 Undefined v
[ v il ] [[:{ Cancel ]
OWR

This option displays a list of hot key definitions. A hotkey is a key that has a navigation event

attached to it. An example is pressing Ctrl N (a defined hotkey) launches the notes screen program (a
navigation event). For more information on hotkeys and navigation events, see Chapter 2 in the Fitrix
Enhancement Toolkit Technical Reference.

Navigation Event

This option displays a list of navigation events. A navigation event is basically a short cut that
allows you to launch different programs from within a program. An example of one is the ability to launch
the Update Ship-to program when in the Update Customer Information program.
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Mavigate: Choose an Ac... D@@

File Edit Help

LX)

&dd & navigation action

Activity Screen

Additional Infarmation B
Billing Information

Credit Card

Credit Letter

Credit Motes

Order Enty [nformation

Shipping Motes

Ship-to Screen
MHavigate [go]
| On-Screen Helo ]
[ Ok, ] [t:{ Carcel ]
YR

For more information on hotkeys and navigation events, see Chapter 2 in the Fitrix Enhancement Toolkit
Technical Reference.

Feature Request

This option launches a screen program where you can enter any program features you need. This
information is then logged in the errlog file so your system administrator can review it and make the
requested changes.

Software Feature Reguest E][E

File Edit Mawvigation Help

OO WiHPEHA OQ0LED 0

Fleaze relabel the contact field on this screen AR Contac

& ok | [ifcancel | [¢2 Edi |

R
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Freeform Notes

Freeform Notes allow the entry of text to be applied to any document. Up to 99 lines of free form text can
be added to a document. To access Notes you must be in a Data Entry screen and in Update Mode.

Click the =] Notes button (or press Ctrl-N) to display notes window.

& Freeform Notes
File Edit Mavigation Help

QO UEPER QOED @

Uszer bettyb on Oct 17, 2008 at 10:33 Al
Il
Let cuztamer knove that they will get an additonal 10% for
any arders that exceed $50.000 in 0 ctober.

| L
@ [ ] [{:‘ Cancel ] [ﬁ Edit ] [ ac_timestamp
VR

By clicking on the ac_timestamp button you can also insert the user id, date, and time entered into the
note.

Click the OK button (or press ENTER) to store and return to main menu.
Personal “To Do” Notes
To-Do notes allow users to manage a personalized To-Do list from within any accounting module.

This list is specific to the user login and is accessed by clicking the ] To Do
button (or pressing Ctrl-T) at any time the system is not in update mode.
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& Personal To Do
File Edit Mavigation Help

Ha O0<ED @

\.»j @ '11 E-_'—f :ii_'lj

Dran't forget to call Mr. Jackzon bomarrow

&1 | v
[ ok ] [[:1 Carcel ] [& Edit ] [au:_timestamp]
2R,

By clicking on the ac_timestamp button you can also insert the user id, date, and time entered into the
note.

Click the OK button (or press ENTER) to store.

User Defined Help

User Defined Help can be created for each field in a data entry screen. This allows you to clarify existing
help text or customizes it to be specific to your operation.

Click the 9 Help button (or press Ctrl-W), (U)pdate, and click the OK button (or ENTER) to store when
done.
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¢ Help - Display EI[EIEI

File Edit Mawvigation

Q| GdDRE MO D

Help infarrmatian
Code:  customer code

Thiz iz a sit-character alphanumenc field that stores the

code that uniquely identifies a customer. The spstem
wenfiez that the entered code iz unique.

R

Click on Exit button or press (Q)uit to return to the Customer Information screen.

User Defined Error Messaging
User Defined Error Messaging is a context sensitive system for displaying user-friendly error messages
and instructions on how to deal with those errors. It allows user to see more detail about how an error

might have been caused and how it can be corrected. The update command allows for clarification of
error help message so that learning can be captured on the system.

To update an error message an error must first occur. To create an error, enter AAA in customer code
field, ENTER to store, and “Y” to view error information.

Fitrix Accounting Chapter 1-29



Fitrix Distribution Course Workbook

o Error-- More Information g@@

File Edit Help
Q| O HBBRER # O

Error: |.-'1‘-. Required Field [z Hull.

Thig error occurs when;

A, field that requirez a non-null value haz been left null

Poszible zolutions include:;

Entering a walid walug in the figld

R

Field Description
Edit- View Allows you to scroll through text with arrow keys.
Edit - Update Used to update error messages.
Help - Displays information about the program where the error is occurring. If you
Technical are reporting an error to your technical support, you may be asked for this
Status information.
Log Allows you to automatically log system information and add comments to

the error log. This is also useful information for your technical support.
Quit Closes the User Defined Error Messages window.
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Query by Example
Wildcards

Wildcards are special characters used to represent other characters. The wildcards that can be used on a
selection criteria screen are listed below. Wildcards may be used only with character or alphanumeric
fields.

Wildcard Symbol Definition:

* Asterisk - The asterisk replaces any group of zero or more characters in a character field.

? Question Mark - The question mark replaces any single character in a character field.

Relational Operators

Relational operators are symbols used to compare two values. These values can be character, numeric,
or date types. A variety of operators are available to help you specify ranges or lists.

When using the first five relational operators (greater than, greater than or equal to, less than, less than or
equal to, and not equal to), the relational operator is entered first, followed by the number or alphanumeric
character(s).

Relational Operator Definition:

> Greater Than - Finds all values greater than the specified value.

>= Greater Than or Equal To - Finds all values greater than or equal to the specified value.

< Less Than - Finds all values less than the specified value.

<= Less Than or Equal To - Finds all values less than or equal to the specified value

<> Not Equal To - Finds all values not equal to the specified value.

= Null - Finds records that have a null value in the field. A null value means that the field
has no value—it is empty.

I= Not Null- Finds all values that are not null. Selects all records that have anything in the field.

: Range - Search for a range of values. Can be used with numeric, character, alphanumeric,
and date fields.

| Pipe - The pipe symbol is used to represent "or". On most keyboards, the pipe symbol is
found above the backslash "\".

Search Criteria Examples

GO TO UPDATE CUSTOMER INFORMATION SCREEN:
|
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1. Search for all customers that salesperson code T M

In the salesperson field enter TM and press enter or click OK to accept.
2. Search for all customers that an account balance > $50,000

In the balance field enter >50000 and press enter or click OK to accept.

3. Search for all customers that have a credit bala  nce greater than or equal to $50,000.

In the credit limit field enter >=50000 and press enter or click OK to accept.

4. Search for all customers that have a name beginn  ing with C.
In Company field enter C* and press enter or click OK to accept.

5. Search for all customers that have A in theirbu  siness name.
In the Company, enter *A* and press enter or click OK to accept. This selects all customers
where an A is preceded and followed by none or any number of characters.

6. Search for customer codes with A as the second ¢ haracter.
In the Company field, enter ?A* and press enter or click on OK to accept. This selects all
gﬁ?ri?tii where A is preceded by exactly one character and followed by none or any nhumber of

7. Search for all customers where salesperson code is either TM or WM.

In the salesperson field enter TM|WM and press enter or click on OK to accept.

GO INTO UPDATE AR CASH RECEIPTS SCREEN:

1. Search for all transactions dated from April 1, 2007 to May 31, 2007.
In that Date field, enter 060107 : 073107 and press enter or click on OK to accept.
This search selects all transactions between the specified dates, including those dated April 1 and
May 31. Remember, when entering dates, any of the following formats are valid: m/d/yy,
mm/dd/yy, mmddyy, or mm-dd-yy.

2. Search for all transactions where check number i s blank.

In the check number field enter = and press enter or click OK to accept. The = means you are
searching for all transactions where the check number is null.

3. Search for all transactions where check number i s not blank.

In the check number field enter != and press enter or click on OK to accept.
The != means you are searching for all transactions where the check number is not null.
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Company Set Up & Multilevel Tax

A company must be set up in the Fitrix system before any accounting transactions can be entered.
Updating and editing company information also occurs in the menu selections described in this chapter.

Set Up Company

The Set Up Company Menu contains the menu options for setting up company information and base files.
The information maintained from this menu is not specific to any module and is used by all modules.

To view this screen, select any module from the main menu, and then select Setup Company.
In the following example we chose to go through the Accounts Receivable module to navigate to the Setup
Company menu:

Fitrix 5.20 Database: sample Printers: Lexmark2/Lexmark 2

File Wiew Execute Settings Help

Sem=EzgaE

Fitrix 5.20 -
=ECE 2 Accounts Receivable ! : /
il =Tl 9 Setup Company A

B 3 Accourgs g Cusial & a Update Company Information

: : y © Copyright 2007
B 4 Orderlgs 3 setup E b PrintCompany Infarmatian N G el o

5 lnventt g5 7 Multile' B Update Account Mumber Ranges

& 6 Purchsgy 8 admin d Print Account Number Ranges
B 7 Mulitl &5 9 Setup B e Update Ledger Accounts
B 8 Payol 5] Bt & 1 Print Ledger Accounts
£3 9 Foed Assets [E o Update Checking Accounts
a Replenishment El h DocumentMessages
o] Exit B i Country Codes
E | citycodes
O] Exit
: _ Statuz Idle I}

The menu selections are:

» Update Company Information - The data entry screen for company information such as
company address and department codes.

Note: This is also where you set flag for multilevel tax to (Y) if sales tax is charged on your
products.

Note: By clicking on the Addl Info, a screen containing additional information, such as
telephone number, displays. By clicking on Credit Card icon, a screen containing
information needed to use Credit Card processing displays.
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» Print Company Information -  Provides output options to the screen or printer.

« Update Account Number Ranges - This data entry screen that allows you to define the starting
account number for a type of account. You must define your ranges before creating your chart of
accounts.

e Print Account Number Ranges - Provides output options for the Account Number Ranges.
» Update Ledger Accounts - This data entry screen that allows you to enter the Company Chart of
Accounts.

e Print Ledger Accounts - Provides output options for the Chart of Accounts.

» Update Checking Accounts - Defines your checking accounts GL account numbers. All
checking accounts that you want to reconcile using the Reconcile checking Accounts program in
Accounts Payable must be set up here.

» Document Messages - This program enables to enter messages on various forms.

¢ Document Messages E@
File Edit “iew MNawvigation Tools Actions Help

O® O UERER AL BO00LED 00

4 0 OV O 9 =

© Find Prev Mewt Add Update Delete Browse

Effective D ate: EI'I A042008 F.:LI
Frogram Mame: {ﬁe:u_inw:e . J Dezcription: || hwoice [order entry)

Test

[*E APPREACIATE YOUR BUSINESS

Jof8

R

Go into Add mode.

Enter the effective beginning date for the message.

Enter the program name. Zoom is available and the following programs have been modified
so that the message entered here will print:

wn =

Name Description

oe:o_order Order Acknowledgement
oe:0_picker Picking Ticket

oe:o_shipr Packing Slip

oe:o0_invce Invoice (order entry)
oe:o_prfinv Proforma Invoice (export)
oe:o_shper Packing List (export)
oe:o_billdg Bill Of Lading (export)
0e:0_cminv Commercial Invoice (export)
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0e:0_proinv Provisional Invoice (export)
oe:o_incf Final Invoice (export)
pu:o_order Purchase Order

ar:o_invce Invoice(accounts receivable)
ar:o_stmt Statement of account

4. Enter the detail section of the screen to enter your message.
5. Click OK or press Enter to store.

» Country Codes - this program comes preloaded with countries around. When setting up
customer, ship-tos, vendors, and pay-tos the country code is validated against the countries found

here.
¢ Country Codes Q@

File Edit %iew MNavigation Tools Actions Help
QR &gl SR R v 7
4 0 9V 0O 9 =

© Find Prev Mewt Add Update Delete  Browse

Country Code: LI_S
Diescriptior: | UNITED STATES
1o0f1

O R

» City Codes - this program comes preloaded with cities around the world. The data stored in the
city code table is used to validate the shipment destination entered on the Order Entry summary

screen.

» Click Exit to close the Setup Company menu.
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Multilevel Tax

For multilevel tax recording and reporting purposes, there are three entry screens and three reporting
options associated with Multilevel Tax. To view this screen from main menu, select General Ledger, then
select Multilevel Tax.

Fitrix 5. 20 Database: bettyb Printers: Lexmark2/l.exmark 2

File ‘iew Ewxecute Settings Help

b EZ@

el 1 General Ledger
eSS 7 Multilevel Tax

3 Accour g 2 Recutt & a Update Multilevel Tax Cades

4 Crder| =2 @ Copyright 2007
M1E3 3 Ledoe B b Update Multilevel Tax Periods Fourth Ganaration

Saftware Solutions, |nc.

5 Inventt &5 4 Ledge El ¢ Update Multilevel Tax Groups
B Purche i 7 multile =) o print Multilevel Tax Codes

7 Multict B | admin E & PrintMultilevel Tax Groups

& Payrollgs g COMp: B f Print Multilevel Tax Analysis
9 Fixed £ 5 Bat 5] Exit

a Replenishment

copopopREp@R

g EDD

b ReportWriters

&) Exit

Statuz Idle Socket: sock220/10 0.0.35/20020___5
There are two functions on the Multilevel Tax menu, data entry and printing. The data entry screens
include Tax Codes, Tax Periods and Tax Groups.

The menu selections are:
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« Update Multilevel Tax Code - A specific code that identifies a percentage for taxation.

e Update Multilevel Tax Group - A grouping of one or more tax codes that comprise a specific tax
situation. For example, if a sales tax is comprised of a county and city tax, you would first set up a
tax code for county tax, a tax code for city tax, and then set up a tax group that will be comprised
of both tax codes. The cumulative should be set to (N) if tax is to be calculated on goods amount
only and set to (Y) if tax is to be calculated on goods amount plus any tax amount for a tax that
displays on a previous line.

« Update Multilevel Tax Period - A calendar period defined for calculating tax amounts for
reporting purposes.
» Print Multilevel Tax Codes - Provides output options for the information defined for a tax code.

e Print Multilevel Tax Group - Prints with a breakdown of the Tax Codes the group is comprised
of.

»  Print Multilevel Tax Analysis -  Prints a summary or Detail Analysis of tax amounts for Accounts
Payable or Accounts Receivable for a specified time period.

Tax Codes

To view all of the Multilevel Tax Codes in the system:

Step Action

1 Choose option (a) Update Multilevel Tax Codes . The Multilevel Tax Code data
entry screen displays

Click the Find button

Press the Enter key. All multilevel tax code records are retrieved.

Click the Nxt or Prv buttons to navigate to the record you wish to view.

Update the record, and then click OK.

o g1 | W N

Press Quit to return to the Multilevel Tax menu.

Tax codes are defined for each tax rate in Update Multilevel Tax Code:
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¢ Update Multilevel Tax Codes

File Edit Wiew Mavigation Tools. Actions Help

LI E: SE N )
A 0 9 W 0 9 =

Find Frew Mest Add Update Delete Browse

Multilervel Tax Code: ,.E-.TLT.-'E-K [
Multilesel Tax R ate: T-"EEIEI
Descriptiors [CITY OF ATLANTA TAX
Counkry LISTE\-.
Frovince / State G.-‘-‘-. -

Departrment; _
Include Tax \With Asset/Expense: N_
AJR Tadccount | 210000000 = |  [ACCRUED SALES TaX
A/R Discount Tax dccount: | 210000000 | |ACCRUED SALES TéX
A/P Taxfccount | 638500000 o | [SALES TAX EXPENSE
AfP Discount T ocount | 639500000 | [SALES TAX EXPENSE
T1of 7
R,
The field descriptions for this screen are:
Field Description
Multilevel Tax User defined code unique for a specific tax rate.
Code:
Multilevel Tax Tax rate entered as a percentage.
Rate:
Description: User defined description for tax code and rate.
Department; Allows you to identify a specific department code for this tax to be

posted to. If a department code is not entered, the tax will post to the
department specified at the time the transaction is entered.

Include Tax with If you want to include the tax amount with the cost of an asset or
Asset/Expense: expense in the purchasing module enter (Y) in this field. This allows
you to post the “fully landed” cost of an inventory or asset item. If you
do not want to include the tax with the cost of an asset or expense,
or if you do not have the purchasing module installed enter (N).

Chapter 1 - 38 Fitrix Accounting



Fitrix Accounting Course Workbook

Field Description
A/R Tax Enter the appropriate accounts receivable account number to which
Account; : the tax will post. This field is required.

A/R Discount Tax | Enter the appropriate amount of the discount subject to taxation for
Account: the accounts receivable account. If the Company Defaults Multilevel
Tax field is set to “Y” and the Update Receivable Defaults Calculate
Tax on Cash Discounts field is set to “Y”, the account entered here is
the account that multilevel tax discounts are posted to.

A/P Tax This is the ledger account used by Update Payable Documents and
Account: : Update Non-A/P Checks for this tax code. If documents are entered
with this tax code, the tax amounts are posted to this ledger account.
This field is required.

A/P Discount Tax | Enter the appropriate amount of the discount subject to taxation for
Account: the accounts payable account. If the Company Defaults Multilevel
Tax field is set to “Y” and the Update Payable Defaults Calculate Tax
on Cash Discounts field is set to “Y”, the account entered here is the
account that multilevel tax discounts are posted to. This field is
required even if the A/R Discount Tax Account is set to “N”".
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Tax Periods

Tax periods entered with the update Multilevel Tax Periods option enable you to run the Multilevel Tax
Analysis reports for the precise periods that you want. You can use the periods defined here in the
selection criteria screens when tax analysis reports are run.

Step Action

1 Choose option (b) Update Multilevel Tax Periods. The Multilevel Tax Code data
entry screen displays

2 Click the Update button.

Note: Since there can only be one record in this file, only the update option on
the menu can be used. The Add, Delete, Find, and Browse commands have
been disabled.

3 Update the Tax Periods as required, and then click OK or press Enter.

4 Click Exit or press Quit to return to the Multilevel Tax menu.

¢ Update Multilevel Tax Periods

File Edit Miew Mavigation Tools Actions Help
OB WP LA BB 200ED 90
‘4 0 © 0 O 9 =&
Find PFrey Mest Add Update Delete Browse

Compary Name: |PARTS PLUS DISTRIEUTION

| Period Pefiod *'ear Start Date End Date ]|
: [} 2007 ./ /2007 043142007

(o2 2007 02/m /2007 02/28,/2007

03 2007 03/m /2007 0343142007

04 2007 04/ /2007 0443042007

05 2007 05/ /2007 0543142007

0g 2007 08/ /2007 06/ 302007

oy 2007 07/m /2007 0743142007

0a 2007 08/m /2007 02431 /2007

09 2007 03/m /2007 09/30/2007

10 2007 1040 /2007 10431 /2007

11 2007 11/ /2007 1143042007 ~ |

10f1
[@ oK ] [r;j Cancel ]
e ; R

Enter the bwo digit period number.
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Tax Group

Multilevel Tax Groups allow you to track multiple level of tax for a given document. To use multilevel tax
groups you must define a Y in the Multilevel Tax Group Codes field on the Company Information form.

Step Action

1 Choose option (c) Update Multilevel Tax Groups The Multilevel Tax Code data
entry screen displays

2 Click the Find button

3 Press the Enter key. All multilevel tax groups are retrieved.
4 Click the Nxt or Prv buttons to navigate to the record you wish to view.
5 Update the record, and then click OK.
6 Click Exit or press Quit to return to the Multilevel Tax menu.
¢ LUpdate Multilevel Tax Groups
File Edit View Mavigation Tools. Actions Help
QOB UUREEH ABRR B00ES 00O
a4 G O W 0 9 =
Find Prev Mext Add Update Delete Browse
Multilewvel Tax Group Code; [SEATH
Description: SE.&TTLES.-‘-‘-.LEST.-*-X
- Taw Cd Crescription Fate Curnulative
KINGCO COUNT OF KING Tax 1.300 M
SEACTY (CITY OF SEATTLE Ta 8100 M
20f2
R
Field Description
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Field Description

Multilevel Tax A unique User defined code identifying a tax group

Group Code :

Description : Tax Group Description.

Tax Code: Allows you to define at least one code for a Tax Group. You can
have up to four tax codes.

Description : System generated, based upon the tax code defined.

Rate: System generated, based upon the tax code defined.

Cumulative : Allows you to define "N" if the tax amount should be calculated on

the net amount only or "Y" if the tax amount should be calculated on
the cost of goods plus the amount of tax on those goods.

Click Exit or press Quit to return to the Multilevel Tax Menu.
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Batch Control

NOTE: Batch control is covered in greater detail in Chapter 11 of the Getting Started with Fitrix User
Guide.

Batch control is an optional feature that allows different users to independently enter separate batches in
the same application at the same time. For example, before entering invoices in Accounts Receivable,
user #1 will create a batch and a batch ID# will be generated. All data entry, edit list, invoice printing, and
posting for user #l will be done within this batch. When user #2 enters invoices in Accounts Receivable, all
of these transactions will be entered in a batch created by user #2. These transactions will post separately
from those entered by user #1.

Batch control has been added to the following Fitrix modules:

Module Application Batch Type
Accounts Receivable  Update Receivable Documents AR

Update Cash Receipts CR
Accounts Payable Update Payable Documents AP

Update Checks CD
General Ledger Update General Journal GJ
Order Entry Update Invoices OE
Purchasing Update Receipts PR

Update A/P Invoices PU

The mechanics of batch control are identical in eac  h application.

Activating Batch Controls

TO ACTIVATE BATCH CONTROL (INITIAL SET UP):

Step Action

1 Select the Set up menu for each module and then select the update defaults
menu.

2 Select update from the menu and move cursor to batch field.

3 From the Batch field, change flag to Y to activate batch control.
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Step Action

4 From the Require Approval To Post field choose Y or N.

« Ifflagis setto Y, user will be allowed to enter transactions and perform
other procedures but will not be allowed to post the batch until it has
been approved for posting.

« If approval is not necessary, the flag should bet set to N.

Note: Once a batch has been approved for posting, the user can make no
changes to the batch.

5 From the Approval Code field, enter the approval code needed to approve
batches for posting.

Note: The Code entered will not be visible on the screen.

Note: If at a later date this code needs to be changed, original code will be
needed to access this field.

6 Finish updating, and then click OK.

7 Click Exit or Press Quit to return to the menu.

¢ Update Receivable Defaults E]@

File Edit Wigw Mavigation Tools Actions Help
OB U ULEER ARE @0
A 0 900 0 9O &

Find Prev HMext Add Update Delete Browse

Tax Rate: -'?.-S'D'D:- Terms Code: ..i‘-. [NET 20
T ake Discount on Misc: .N Freight: .N Tax N
Multilewvel Tax
Mizcellaneous Tax Group: NDT.-’-‘-X i Inwoice Defaulk T ax Group: NDT.-’-"X =]
Freight Tax Group: NDT_AX . Enter Goodz Amounts as Gross: :N:
Finance Charge Tax Group: [MoTRs Calculate Tax on Cazh Discounts: [M]
Account Mumbers
AR [ 110000000 4] Sees: [ 40000DO0C & Misc: [ 40000000078 Tex [ 200000000a]
FC: [ 430000000 @, | Freight: | 400000000 =, | Cashe | 100000000 & | Disct | [ _ —
' : : —_——— > Batch Control
wirite OIff: EO00000000

: Aging Information
Age On: D [0 - Due Date, | - Invoice D ate)
[Zoom] to Setup Aging Periods
Mizcellaneous
|z &/F Setup Complete™ Y Batch - Invoices? 'Y Receipts?: Y.
Fiequire Approval to post?: N Approval Code: |

1of1

ONR:
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Transaction Processing (using batches)

From a data entry screen that supports batches, click on the batch icon. The following picker window
displays:

Choose an ltem ... E@@

File Edit Help

TOLIVIXI)

Create a Batch

Select an Exizting Batch
Cancel a Batch

Select All Batches

[ Ok ] [Erdliann:el ]

R,

Create a Batch - This option will create a new batch. A batch must be created prior to entry of
transactions. All transactions a user enters will go into this batch until the batch is posted or the user
creates another new batch.

Select An Existing Batch - This is a zoom window that will display all active batches for the current
batch type (batch type= AR, CD, GJ, etc.).

foom abatchz

File Edit Help
OEQ] Ut 90
Batch D Dwrer Created By Create Date Stat

27 bettpb bettib

[ QK ] [[1{ Cancel ] [ﬂ Mew Search]

VR

The various batch stages are:
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ACT  Active batch
APR  Approved

CAN  Canceled batch
PST Posted batch

First a prompt displays, “View Your Batches Only?” If Y is entered, only batches owned by current
user will display and the user can select any batch from this list. If “N” is entered, user will be
prompted for the approval code. All batches will be displayed regardless of owner and user can select
any batch from this list.

Cancel A Batch - This option will cancel the current batch the user is working in. Only batches that
don’t contain transactions can be canceled (batch must be empty).

Select All Batches - This option is a manager level function and the approval code is required to
access this option. This option allows manager to view and edit all transactions in all active batches
simultaneously. Batches can also be posted simultaneously without prior individual batch approval.
Selecting a batch through Select An Existing Batch option will remove manager from All Batches
mode.
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Batch Approval
A Batch can be approved from the Administration menu or from within the application using the Batch

Maintenance screen.

Administration Menu:

There is a menu option at the end of each Administration menu within each module. All batches
regardless of module type can be reviewed and approved from the Administration menu.

Batch Maintenance (within Module):

When using the menu option to approve batches, users can only access and approve batches that have
the batch type of the module (i.e.- AR, CD, GJ, etc.).

¢ LUpdate Baich for Receipts
File Edit View Mavigation Tools: Actions Help

OB Y IREEQ ARED @0
A 000 O O &

© Find Prev Mext Add Update Delete Browse

BatchiD: | 27 Batch Type: [CR|  |A/R CASH RECEIPTSENTRY |
Quner holgh | Stetus: PET|  [ove |
Create Date: LW 4 Time: '1?_0152_ _!
oy bep
Approve Date: [ N Iili’i Time: [ |
By: | i
Fost D ate: | LEI;#' Tirre: | i
o —
Post Sequence Mumber: :—EI]
Total Transactions Posted: | I:I
10 of 10

R,
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Step Action

1 Choose option Batch Maintenance . From AR, AP, GL, or CD menus. The Batch
Maintenance data entry screen displays.

2 Click the Find button

3 Press the Esc key. All batch control records are retrieved.

4 Click the Nxt or Prv buttons to navigate to the record you wish to view.

5 Select Options from the Action Menu, and then select batch from the action sub-
menu.

6 The following picker window displays:

# Choose an ltem ... E@

File Edit Help

OEOY O

|5 elect an Exsting B atch
Cancel a Batch
Select All Batches
Approve a Batch
A e-fzzign Owner of Batch

l@ ak. ] lf;* Cancel ]

YR

Note: If batch displayed on screen is approved (status = APR), picker
window will not have an Approve option. It will have an Unapprove option
instead.

7 Click the Approve a Batch option, and then click OK.

Note: You can also unapprove or re-assign ownership of a batch using this
procedure:

e Approve Current Batch - Batch is now approved for posting and no
changes can be made to the batch.

« Unapprove Current Batch - this option is used to “unapprove” a
batch previously approved in error. When a batch is unapproved, it
can once again be accessed. (This option displays on the picker
window in place of Approve Current Batch option if the batch has
been previously approved)

¢ Re- Assign Owner Of Current Batch - This function is used to re-
assign an active batch to a different user.

8 The Status updates to APR. Click Exit or press Quit to return to the menu.
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Learning Fitrix Review

®  Multilevel Tax, Administration, Setup Company, Return to Main Menu are menu options which appear
on all Fitrix Accounting Menus and contain programs or information which are consistently used
throughout the different modules.

® Included in the base files for all accounting modules is the Set Up Company option which allows you
to set up information that is shared and used consistently throughout the Fitrix Accounting System.
Included in these base files are Company Information, Chart of Accounts, and Checking Account
Numbers.

® Update Ledger Accounts is where the Chart of Accounts is entered for any Fitrix Business Module.
® Setting up Multilevel tax consists of defining Tax Codes, Tax Groups, and Tax Periods.

®* Multilevel tax analysis reporting can be summary or detail form for a defined Tax Period for either
Accounts Receivable or Accounts Payable.

® Batch processing allows different users to independently enter and post separate batches in the same
applications at the same time.
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Lab Exercise a: Commands

Data Entry Commands
Objective: To become familiar with the screen action commands.

1. Open the Accounts Payable main menu. From the Main Menu, choose selection 3. You may
type “3” or click on it to select it.

2. From the Accounts Payable main menu choose #3 Vendo  r Information. This will bring up all
menu items used to develop and maintain the vendor codes.

3. From this menu selection choose "a" to select Updat e Vendor Information .

4. This will bring up a data entry screen, which allow s you to add or update items related to this
Vendor. There are many screen sections.
e The Menu Standard Toolbar at the top of the screen.
* The Standard Toolbar is below it menu toolbar.
* The Other toolbar is below the Standard toolbar.
* The Action toolbar is below the Other toolbar.
» The body of the document itself, which is the portion of the screen you will enter data into.

5. Choose Find and let the cursor drop to the first fi eld in the document (Vendor field). We are
going to find all possible vendors, so we will not define any selection criteria in the screen
display.

6. Click the OK button or press ENTER and the system w ill display all vendors in the database. It
displays the vendor information one page at a time, so information for an individual vendor
will be displayed on the current screen.

7. Choose (N)ext and the screen will display the infor  mation for the next vendor.
8. Choose (P) and the screen will display the informat  ion for the previous vendor.

9. Choose (B)rowse and the system displays a summary | ine of all the documents that were
found. This allows you to view the items in a list and quickly allows you to identify the
document you want. A menu displays, and the "actio n" functions will apply only to the
"browse" screen. Try the "action” functions while i n the browse screen.

10. Click OK to return to the original data entry scree  n.

11. Choose (F) and click the “Contact” field or press t he TAB key twice to position the cursor in
the "Contact" field. Rather than select all the ven  dors as we did previously, we will narrow our
selection to a specific range of vendors by using r elational operators to define selection
criteria. With the cursor positioned on the "contac t," enter "J*" and press ENTER. By using the
selection of J* we have narrowed our range of selec  tion to just those vendors whose contact
person's name begin with "J".
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Other relational operators which can be used to def  ine selection criteria include:
* asterisk; stands for any group of characters
? question mark; stands for any single character
> greater than; all values greater than the value entered
< less than; all values less than the value entered
>= greater than or equal to; all values greater than or equal to the value entered
<= less than or equal to; all values less than or equal to the value entered
<> or !; not equal to the value entered
= finds a null ( empty) values
I= means not equal to

12. (D)elete allows you to delete the document that is currently being displayed. There are
exceptions to this; for example in AP a posted docu ment cannot be deleted.

ZOOM Command
Objective: To become familiar with Zoom Commands: Zoom and Auto zoom.

1. Click Exit three times to return to the main menua  nd then go to (3) for Accounts Payable (1)
for Payable Ledger, (a) for Update Payables Documen ts.

2. Choose (A)dd and position the cursor at the Vendor field. Notice the magnifying glass in the
Vendor Code field.. This allows the user to view th  rough "windows", items from which to make
a choice in filling in this field.

3. Click the Zoom button (or press CTRL- Z) . Clickth e Search button.

4. Select the desired vendor by moving the cursor to t he line with arrow keys and click the OK
button (or press ENTER).

5. Click the Cancel button (or press ESC) to exit from this document.

7. Click exit to return to the Payable Ledger menu.

8. Select Update Payable Documents again.

9. Choose (a)dd and position cursor on vendor field.

10. Enter "1*" and ENTER to display all the vendors who  se code begins with 1.

11. Press ESC to return to the Vendor field without sel  ecting a vendor code.
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12. Now enter "1*" in the vendor field and press TAB to auto zoom to the display of all vendor
codes beginning with 1.

Note that the difference between using the zoom picker window with a selection screen and an
auto zoom is the time required displaying the windows and entering selection criteria. Auto zoom
allows you to shortcut those steps, if a portion of the data is known.

13. Click the Cancel button (or press ESC).

14. Click exit three times to return to the main menu.
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Lab Exercise b: Company Set Up

Objective: The purpose of this lab is to show the user how to set up the company that is going to be used
for accounting and distribution applications.

Company Information

1. Choose Accounts Payable from Main Menu.

2. Choose (9) from Accounts Payable Menu (Setup Compan  y).

3. Choose (a) from Setup Company menu.

4. Choose Update from action toolbar.

5. Change 'Address1' to "1234 Main Street", press TAB. Press Shift TAB or click on the Detail
button to move to the detail part of the screen. Po  sition your cursor below the last
department/description entry.

6. Add in department 400 with a description of 'Southe rn Distribution Center'.

7. Click the OK (or press ENTER) to save.

8. Click Exit or press (Q) to return to the Setup Comp  any menu.

Print Company Information

1. Choose (b) Print Company Information.

2. Redirect to the screen. The company control record now prints to the screen.

3. Press (Q) and click Finished button to return to th e menu.

Update Account Number Ranges

1. Choose (c) to 'Update Account Number Ranges'. These are the actual ledger categories that
will be used for transaction processing and reporti ng. The ranges are 9 digits and their
descriptions are 15 characters. You can use any num  bers you desire, but the categories must
be in ascending order and these cannot be changed 0 nce processing starts.

2. Click Exit or press (Q) to go back to the menu.

Fitrix Accounting Chapter 1-55



Fitrix Distribution Course Workbook

Print Account Number Ranges

1. Select (d) 'Print Account Number Ranges' to print a report identifying the account number
ranges. Redirect to the screen. Press (Q) and click  Finished button to return to the menu.

Update Ledger Accounts

1. Choose (e) to 'Update Ledger Accounts'. The account number is user defined.

2. Choose Find and press (ENTER) to find all accountn  umbers. The 'Account Number' must fall
within the range of Account Number ranges.

3. The 'type' is system-generated based on the account number and its placement relative to the
'‘Account Number Ranges'. The 'description’ is user generated and is the NAME for that
account. The 'subtotal group' provides a heading, u nder which the account will print, for
financial reporting.

4. Press (Q) to return to menu.

Print Ledger Account

1. Choose (f) to 'Print Ledger Account' this will allo w you to print a report of ledger accounts.
Redirect to the screen. Press (Q) and click Finishe  d button to return to the menu.

Update Checking Account

1. Choose (g) to 'Update Checking Accounts'.

2. Do Find and ENTER to find all checking accounts on file. These records need to be set up so
that checks can be printed from A/P. If the checkin g account does not exist, then no checks
can be printed out.

3. Click Exit or press (Q) and then the ESC key twice  to go back to the main menu.
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Lab Exercise c: Set Up Multilevel Tax

Objective: To set up the Multilevel Tax codes used for calculating taxes on items that are purchased and
sold.

Tax Codes

1. Select Update Multilevel Tax Codes from the General  Ledger and Multilevel Tax Menus.

2. Find all the existing tax codes supplied with datab ase. Notice the "NOTAX" Code that is set up.
The "NOTAX" or null tax code must be defined for items that are not taxed.

3. Begin by defining three new tax codes for the South ern Distribution Center (department 400).
(Press ESC after each one to store.)

TEXTAX 6.5%  Texas State Tax No do not include
TRVCO 1% Travis County Tax No do not include
ASTCTY 1% Austin City Tax No do not include

All three new tax codes have the following General Ledger Accounts:
A/R Tax Account and A/R Discount Tax Account = 210000000

A/P Tax Account and A/P Discount Tax Account = 638500000

4. Click Exit or press (Q) to return to the menu.

Tax Periods
1. Select Update Multilevel Tax Periods.

2. Define monthly tax periods for the next year after the current year beginning with January for
period 1 by choosing (U)pdate. Entry will be:

Period = 01

Period Year = 2008
Start Date = 01012008
End Date = 12312008

Open all periods for 2008.
3. Press (ENTER) to store.

4. Click Exit or press (Q) to return to the menu.
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Tax Groups
1. Select Update Multilevel Tax Groups from the Multil  evel Tax Menu.
2. Choose Find and ESC to find all the existing Tax Gr  oups defined.
3. Add the following Tax Group:

TRVCO for Travis County Tax Reports

Tax Codes:
TRVCO (non-cumulative tax rates)

ASTCTY (non-cumulative tax rates)
4. Click OK button (or press ENTER) to store tax code entered and (Q) to return to the menu.
5. Select Print Multilevel Tax Groups and redirect to the screen.

6. Press (Q), click Finished button, and then ESC key  until you are back at the main menu.
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Learning Fitrix Summary

The following points of training were covered in this Chapter. If you feel that you have not mastered all
objectives, go back and review those sections.

»  Fitrix Accounting System Overview

»  Fitrix Menus and Data Entry Commands Overview

» User Control Libraries access buttons and keyboard shortcuts

» Set Up Company menu and options

» Set up Multilevel Tax codes

>

Introduction to Batch Processing
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Chapter 2 - Inventory Control
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Learning Objectives

¢ To learn the type of information that is maintained in Inventory Control.

¢ To learn the steps involved in setting up Inventory Control.

¢ To learn the tasks that are performed in Inventory Control and the steps involved in completing them.
¢ To learn the data entry screens where item information is maintained.

¢ To learn the process of completing an inventory count and count adjustment.

¢ To learn the different transactions that can be processed in Inventory Control and how they affect the
General Ledger.
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Inventory Control Overview

What type of Information is maintained in Inventory Control?

The Inventory Control module maintains information about items that are stocked in inventory. It retains
item information including:

» Item description, unit of measure, and volume

e Item pricing and costing information

» Item conversion factors for stocking units, selling units, and purchasing units

e Item warehouse locations and quantities

* Item status reports (quantity on hand, quantity requested, quantity BKO, etc.)

» Item reorder information (reorder quantities, reorder amounts, safety stock, etc.)

What tasks or Activities are performed in Inventory Control?

The major tasks completed in Inventory Control:

* Maintaining Item Information

e Physically Counting Inventory and Count Adjustments
» Updating Item Pricing and Costing Information

» Receiving Inventory (if Purchasing is not installed)

»  Shipping Inventory (if Order Entry is not installed)

e Transferring Inventory between warehouses

* Adjusting Inventory Quantities

What Relation does Inventory Control have to Other Fitrix Modules?

Inventory Control is one of the distribution applications and is most closely related to General Ledger,
Order Entry, and Purchasing.

Ledger Information posts to the General  Ledger activity table to update ledger account
balances for Inventory, Inventory Adjustments, Cost of Goods, Sales, etc.

Order Entry data and programs are shared with Inventory Control. Items committed, shipped or
backordered for customer orders update the item quantity on hand and item status. Many of the
reference files defined in Order Entry Setup are used in Inventory Control and should be set up
prior to Inventory Control Setup.

Purchasing data and programs are shared with Inventory Control. Items purchased and received
update the item quantity on hand and item status.
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Inventory Control Set Up

Steps to setting up the Inventory Control module include:

*  Setup Inventory Menu

» Update Inventory Defaults

» Update Warehouse Definitions
e Update Commission Definitions
* Update Item Classification

Setup Inventory Menu

The options on this menu allow you to setup the reference files used throughout the Inventory Control
system. “Setup” is the process by which you enter all the reference information needed before you can
start recording transactions in the Inventory Control system. To view the Setup menu select Inventory
Control from the main menu and then select option 4.

Fitrix 5.20 Database: sample Printers: Lexmark2/l exmark 2

File ‘iew Ewecute Settings Help

Sl mEZ@E

U cCilld 5 Inventory Control
2 Aeeoll 5 1 nwentc @) Setup Inventory

3 Actoltiiy 7 jrwen a Update Irventory Defaults

4 Order | 2 @ Copyright 2007
MerlEs 3 Iwentt & b Update Warehouse Definitions Fourth Generation

Software Solutions, Inc.

5 Imventt i 4 Setup [El ¢ Update Commission Definitians
B Purchefsy 7 Mullile' B o Update e Classifications

7 Multict & 8 Admin e Print Inventary Defaults

B Favoll 9 Setup &) 1 Print Warehouse Definitions

9 Fixed;ﬂ Edit = g Print Commission Definitions

4 Repipnlshmen h Print Item Classifications

pEeEooooDEDEERED

h ReportWriters ﬂ E_}‘.{it

] Exit

Status dle Smckeli—md&-'lﬂﬂ-ﬂ-ﬂ-ﬂ—‘:lﬁﬂﬂﬂlﬂ-.l
| Wednesdav, May 23, 2007

Note: Update Warehouse Definitions and Update Commission Definitions are duplicated in the Order
Entry package. If you have already set these files up, it is not necessary to repeat the process for I/C.
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Update Inventory Defaults

Note: Many of the defaults are based on the reference information set up for warehouses, commissions,
and item classifications, along with Company information, such as ledger accounts, so you need to set
these files up before you update the defaults file.

To view this screen select (option a) .

¢ Update Inventory Defaults

File Edit “iew Mavigation Tools Actions Help
OB QWP ER BBME @0
A 0 9 0 0 9 .
& Find Prey’ Medt Add  lUpdate Delete Browze
Inventony | a) Cost OF Goods : EDD_DDDD_DDIEJi
[rventon Adjustment; 51 EIEIEIDEIDEIIEJ: Count Adjustment : ) 51EIEIDEIDEIEII_£I_,J.
Salez E ,. 400000000 I_E Use Warehouze Dept.; 'N
""""""""""" J ABE Classitication
.| sonl 4 | 1000 7o em] 800
2| 8odl 5 | s00f g8 [ =8 1: 2.00 Min. dmt. Sold
3 tm & [ a0 g [ smf 2] s | ;]
Cozt Method: F | Item Class NEIN IEh [M& Drays | 1 2D
Count Cucle; 3‘-‘-. Ret Days : ED_ Allow B.O, ‘;’ Comm Code; STD IEI
Tawable Y Doc Mo ; _34 Post Mo : 29
Temz Dizc : i Trade Disc Yj Setup Complete: Yj
Tof1
[" 0k, J [r_:‘liancel I
Enter Inventory Account Murmber B

The data in the Inventory Control Defaults file is unique to each database (i.e. company). The file contains
only one record and therefore, the commands on the command prompt, with the exception of Update and
Quit, have been disabled.

When you enter inventory items and run inventory transactions, the system automatically assigns the
default values to some of the information fields. The default values may come from a nhumber of different
places, depending on the type of data. By automatically filling the field with default data, the system saves
the user from retyping the same information for each transaction.

The user can overwrite default values when the transaction is entered by simply typing over the default.

Both the sample database and the standard database of the Inventory Control package come with data
already entered into the default fields. You should modify this data to fit your company’s application.
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Below is a description of each field in the Inventory Defaults section:

Field Description

Inventory This field stores a nine-digit Inventory account number. This account is
increased (debited) when you purchase inventory items and decreased
(credited) when you sell inventory items. Zoom is available to select an
account number from the defined ledger accounts.

Cost of Goods In this field you enter the Cost of Goods (sold) account number. As you
sell inventory, this account is increased (debited). It stores the amount of
the sale that represents the cost of the item. The zoom feature is

available.
Inventory When you adjust quantity on hand and average cost of your inventory, the
Adjustment system creates a balancing transaction to the Inventory Adjustment

account. That account number is stored in this field. You may use the
Zoom function to select an account.

Count When posting the results of your physical inventory, if there is a
Adjustment discrepancy between the quantity on hand stored in the computer, and the
guantity counted, the program makes an adjustment to quantity on hand
and a balancing transaction is made to the account number stored in this
Count Adjustment field. Typically, this is the same account number as your
Inventory Adjustment account. The Zoom feature is available.

Sales The Sales field contains the income account number to which sales of
inventory are posted. This account is increased (credited) when you sell
inventory items. You may use the Zoom function to select an account.

Use Warehouse | If you are not using departments, for your various warehouse codes leave
Dept. this set to N.

Note: The ABC classifications are only used if the Replenishment module is installed.

The ABC Classification section of the screen contains thirteen fields that allow you to classify your
inventory items based on item sales or the amount of money an items moves through your inventory. The
total for all classes should be 99%. The remaining 1% represents the “dogs” that don't sell more per
month than the dollar amount in the minimum sold field.

Below is a description of each field in the ABC Classification section:

Field Description
Classes 1 These are the highest categories. These two numeric fields make up the old
and 2 A code and represent the items that move the most money through your

inventory. Both of these field default to 8.000% which means the top 16% of
your inventory will be classified as levels 1 and 2.

Classes 3 These are the mid-level categories. These two numeric fields make up the
and 4 old B code and represent those items that move moderate amounts of money
through your inventory. Both of these fields default to 10.00% i.e. 20% of your
inventory will be classified as medium movers at levels 3 and 4.
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Field Description
Classes 5 These are the lowest categories. These eight numeric fields make up the old
thru 12 C code and represent those items that move less money through your

inventory. All of these fields default to 8.00%, which means that 64% of your
inventory will be classified as low money movers at levels 5 to 12, 12 being
the slowest moving items.

Min $ Value This field holds the minimum monetary value that an item must move in a year
to be assigned to one of the twelve classifications.

The lower section of the screen contains the default values the system assigns when you set up items in
warehouses. Under the Inventory Maintenance Menu, using the Update Inventory Information option, you
may set up one or more warehouses for each inventory item. The values entered here on the Defaults
screen are the default values provided by the system when you are setting up the warehouses for an item.

Below is a description of each field in the Inventory Control Details section:

Field Description

Cost Method | This field accepts one of three different codes, each indicating a method of
determining the cost of the items in your inventory. The three codes for
costing methods are:

* A - Average Cost.

e F—FIFO (First in, first out).
e L —LIFO (Lastin, first out).

Note: See Costing Methods below for a complete description of each option.
If you are not sure of the costing method to use, you should discuss the issue
with your accountant.

Item Class This field establishes the default item class code. Your inventory may be
organized into various item categories that are useful for organizing reports,
physical inventory, etc. The code entered must have previously been setup in
the Iltem Class file. You maintain the Item Class file via Update Product
Classifications option on the Setup Inventory Menu. The zoom feature is
available.

INA Days This field is not currently functional

Count Cycle Optional Cycle count code. In this one-character field you specify your default
count cycle code. Count cycle codes provide a means of organizing the items
printed on Inventory Count Sheets, which you use to record the results
physical inventory counts.

When you run the Create Count Sheets menu option, the system allows you
to select the items to include on the sheets by entering the Count Cycle and
other criteria. Using count cycles allows you to designate categories of times
for counting purposes. For example, you may spread your count over time;
on one day, you may opt to count those items in category A and the next
count day, you may count category B, and so forth.

Ret Days This field is not currently functional
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Field Description

Allow B.O. Allow this item to go on backorder? Use this field to provide a default entry for
the Allow Backorder field on the Item Warehouse detail and in Order Entry,
Order Defaults screen. If an item is marked Y for backorders, when someone
enters an order for the item and it is out of stock, then the system will create a
backorder. If it is marked N, the line item will be cancelled if not available.

Comm Code | Commission Code. This field stores the default code for the sales commission
rates the system applies when you set up inventory items. You must have
previously set the code up in the Commission filed. You maintain the
Commission file with the Update Commission Definitions option on the Setup
Inventory Menu. The Zoom feature is available.

Taxable Enter a Y or N in this field if you want the default to be either “ Yes, make this
item taxable” or “No tax on this item.”

Doc No. Last document number. When initially setting up your inventory, use this field
to set the starting document number you would like the first document to have.
For example, if you wish the first number to be 956, enter a value of 955.

As you enter transactions, this field stores the last document number the
system assigned to a transaction. The system uses document numbers as a
unique key to identify transactions and it assigns the number when you enter
or update a transaction.

Note: Once you assign a beginning number and run transactions, it is a good
idea not to change this number because if you accidentally reset this number
to a number preceding the original, you will get duplicate document numbers
assigned.

Post No You use this field to set the starting number for posting reports created when
you post transactions under the Inventory Transactions menu. These
numbers help you to track and organize the posting reports, which should be
stored as a permanent record of the inventory transactions. Once you post
transactions, the system increments the number in this field to show the “last
document number.”

Terms Disc Subject to term discounts. Enter Y or N for the default. The systems applies
the default you enter here to the Subject to terms Disc field on the Item
Warehouse Detail screen when you set up an item. The order Entry system
uses this field in the process of determining whether to apply a terms discount
to this item when it is sold.

Trade Disc Subject to trade discount. Enter Y or N for the default. The system applies
the default entered here to the Subject to Trade Disc. Field on the Item
Warehouse Detail screen when you set up an item. The Order Entry system
uses this setting to determine whether or not to include the item in the
calculation of a trade discount at the time of sale.
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Field Description
Setup When I/C is installed, first the inventory is setup, then the reference files and
Complete defaults. During this setup phase, this field is set to N for “No, | have not

completed setup of my inventory.” When Setup Complete is set to N, you can
enter values in the Average Cost and Quantity on Hand in the field on the Item
Warehouse Detail screen, and you can enter history and cost stack
information in the Usage History screen LIFO/FIFO Cost Setup screen. Once
you complete the setup process and set this field to Y for ‘Yes setup is
complete,” then you can no longer update the Average Cost of Quantity on
Hand; only inventory transactions (shipping, receiving, adjustment, and
transfers) will cause the system to update these fields. And the Usage history
and Cost Stack screens become “view only” screens.

Once all setup is completed, run the Valuation Report and then enter the Inventory Grand Total value into
the Inventory account in G/L. If someone changes the Setup Complete flag back to N and changes the
guantity on some of the items, then the value of the inventory changes and someone will have to make the
adjustment to G/L.

You can change the Setup Complete flag, but changing from a Y to N, and vice versa, only allows the user
to change system maintained fields when set to N and allows the system to post to inventory when set to
Y. So, if you need to make changes to system maintained fields, be aware that you will need to reflect
those changes in G/L, and make sure no one else on the system is trying to post to I/C.

Costing Methods

The I/C system must know how you cost items purchased to correctly calculate margins and post correct
amounts to the ledger accounts. It is quite common for you to have a single item where you purchased
different quantities at different prices. In this case, how does the system know which cost to use when
you sell one of those items? The cost method determines what cost the system will use.

. Average Cost — This method handles different costs by calculating the average amount paid for
each item on hand. Whenever new items are purchased, the system re-calculates the
average by dividing the total amount paid for all items by the total number of items (weighted
average).

. FIFO (First-In First-Out) — This method tracks cost by assuming that items sold or otherwise
removed from inventory are the oldest; that is, first purchased items. The value of your
inventory is therefore based upon the most recently purchased items. The system maintains
a record of the number of items purchased at each different cost (the cost stack). When you
sell an item, the system uses the oldest cost until the entire quantity of items purchased at
that cost are sold. The next oldest cost is then used until the quantity purchased at that cost
is sold, and so on.

e LIFO (Last-In First-Out) — This method is, as the name implies, the opposite of the FIFO
method. LIFO assumes that items sold are the most recently purchased items. The system
maintains the same records for LIFO as it does for FIFO. However, when you sell an item,
the cost is taken from the opposite end of the cost stack. The system uses the most recently
paid cost until all items purchased at that cost are sold. The value of your inventory is
therefore based upon the oldest amounts you paid for any items in stock.
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Update Warehouse Definitions

You use this option to set up and maintain the Warehouse file, which associates a code with a specific
warehouse and information about that warehouse.

To view this screen select (option b) .

¢ Update Warehouse Definitions

File Edit “iew Mavigation Tools Actions Help
OB R E/ BEEE @0
‘4 G © 0 O O &

Find Frey Meat Add Update Delete  Browze

Warehouse Code: [ATLANTA |

Descriptiun;; if B B
Departmentiimﬂ @, !Eﬂ'«STDIST.EENTEH |

Address: 1373 NEW SPRING ROAD i

City: | ATLANTA

State: GA |
Zip: 30339
Country: LI S
Phaone: 404 555 1234
Fas 4045555000
E rnail: ii-u_ei-@partsplus.mm

1of5

[ Ok J [rI{ Cancel J

Erker warehouse descripkion, LI

Each warehouse represents one of the locations from which your company receives and ships inventory
items.
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The Update Warehouse Definitions screen contains the following fields:

Field Description

Warehouse Code | This is a unique 10-character alphanumeric code that identifies the
particular warehouse.

Description Warehouse description. This alphanumeric field stores the description of
the warehouse. It may be up to 30 characters in length.

Department Department Code. In this field you may specify a department code. If
you use different departments or profit centers, you might use this field to
indicate that transactions for items shipped to and from this warehouse
should post to a certain department.

Address, Phone, Enter the address, phone number, fax number, and email address for the
Fax, and Emalil warehouse.
Information

Update Commission Definitions

Through this menu option, you set up and maintain the Commission codes. Commission codes are used
to associate commission rates with individual inventory items.

To view this screen select (option c) .
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¢ Update Commission Definitions g@

File Edit Wiew Mavigation Tools Actions Help
OB QWP ER BB @0
4 @ O 0 0 @ .

& Find Prev Mest 4Add Update Delete  EBrowse

Cammizzion Code:

Description: |MFGR. PROMOTIONAL RATE
Commission Fate: | 3EIEIEI

1of 7

[ 4 ] [Q:!Eann:el ]

2R,

Enter the identifwing code For this commission rate,

Field Description

Commission The code for the commission amount and type.
Code:

Description: A description of the commission type.
Commission The percentage of commission.

Rate:

Update Item Classifications

Through this option you set up and maintain the Item Class information. Item Classifications are a means
of categorizing inventory items. For example, when you execute the Find command to select a set of
inventory items, you may specify one or more item class codes. In addition, many reports prompt you to

select items for a specific item class.

To view this menu select (option d) .
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¢ Update ltem Classifications

File Edit “iew Mavigation Tools Actions Help
OB UWihREd B 90
‘4 G © 0 © 9 &
% Find Prew Mest Add  Update Delete  Browse
ro—
Product Clazs Code: :l.._..__._
Deszcription; i.-“-‘-.LlDII:I EQUIPMENT
| |

1o0f4

[ Ok J [ri{ Cancel ]

Enter the identifving code far this produck class. il

The next four options of the setup menu are print options that you can use to view or print out copies of
the information you have entered with the four previous Update options.

e Print Inventory Defaults (option e).
»  Print Warehouse Definitions (option f).
e Print Commission Definitions (option g).

» Print Item Classifications (option h).
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Inventory Maintenance

When you select Inventory Maintenance (option 1) from the Inventory Control menu the following menu
displays:

Fitrix 5.20 Database: sample Printers: Lexmark2/l exmark 2

File Wiew Ewxecute Settings Help

Slem=2@

LY 5 Inventory Control !
el 8 Y 1 Inventory Maintenance J

3 ACCOUNES 2 Inventc & a Update Inventary Information

a

@ Copyright 2007

Order [ 3 wventc & b Print Inventory Infarmation R T
201 rare solutions, Inc.

o

Invertt B 4 Setup &) ¢ Print Inventary Status

FUrehs 5 7 Multile = 4 create Count Sheets

ful

EoDopooERODBDPDERERE

Multict 5 8 Admin =] e Print Count Sheets

8 Payroll B 9 Setup E| 1 Update Count Sheets

9 Fiedi5) Buit @ g Print CountEditList

4 Beobiishient h Print OverfShort Report

b Reportiiriters B i Post Caunts

Ex—'t' j Update Inventary Pricing
[El k Updale Inventory Costs
B o0 Delete Active Inventor:
o Ext

| Status Idie Socket: suck22D.v‘1U.U.U.85.-’ZUDZD;

e Update Inventory Information -  Allows you to update inventory items individually.
e Print Inventory Information —  Allows you to print information about items in inventory.

e Print Inventory Status — Allows you to print inventory information entered on the Maintain Inventory
Item screen.

» Create Count Sheets — Allows you to establish inventory count reports specific to your
organization.

e Print Count Sheets — Allows you to print the inventory count report.

* Update Count Sheets — Allows you to adjust the count quantities.

e Print Count Edit List — Prints a listing of count adjustments.

e Print Over/Short Report — Allows you to print out over/short information.

e Post Counts — Allows you to print a report on adjustments made to inventory.

e Update Inventory Pricing — Allows you to make list prices changes to a set of inventory items.

e Update Inventory Costs — Allows you to make standard cost changes to a set of inventory items.
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» Delete Active Inventory — Allows you to remove items from the inventory that are no longer carried
in the warehouse.

Update Inventory Information

This selection takes you into the Maintain Inventory Item Screen. You can select items to view current
inventory information, add new inventory items, delete old and inactive inventory items, or browse through
the Inventory file.

Choose (option a) to view the following screen.

¢ Update Inventory Information E]@

File Edit Wiew Mavigation Tools: Actions Options Help

OB QUL EQ] BERN EQ0SD 00

“Whze Dt Reorder Detal  Seral/lol  CostStack  Copy Whse Uzage History  Status

i I'.-\ & L'a ﬂ @ \S;‘i '-—:'.
“oFind  Prey Mest Add  Update: Delste  Browse

Itern Cade: 12104 I Commodiy Code: | |

Descriptior: |SCM A SERIES MULSTRIKE | | i
ltlemi Class: [PARTS (&) [AUTO PARTS ]

Senalized: |:I Price Group: |1 | Market Price; Iﬂl

Stocking Lnit; |@ Wwieight: | _52_505 |£| W olume: | |
Selling Lnit: |@ Corwerzion Factor: I"_ml
Purchazing L nit; |E.~'l'-:_i Corrversion Factar: |—TEEIDDED|
Inwertary Acct: | 120000000 (&)  [INVENTORY |

Cost of Goods Acet: BO0100000 (&) [STEREO COGS ]

401000000 (&) [STERED SALES ]

1_0':[' Purchase Uit Incremert: l—‘l_ljljl

Sales Acct.:

Sell Unit Increment:

Wwareholze Location On Hand Cost Price Wendor |
| ATLANTA R0 000 5.458 2.E5R S5CH
i EDM SCH - .00 5,790 2655 5CH
| SEATTLE SCM -12 -AB 1781.000 5458 8.655 SCM
L |
1 of 89

(& ox | [dcancel | [BEDetal |

Enter the commodity code Far this inventory ikem. Ok

Maintain Inventory Item Header

After you select Update Inventory Information, the system returns the Maintain Inventory Item Screen.
You use this screen to enter, update, or display basic information about an inventory item.

The header section of the Maintain Inventory Item screen contains the following fields:
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Field

Description

Item Code:

Inventory Item Code. This is a required field that stores a unique item code set
up to identify each item in inventory. You can enter an item code up to 20
characters. Zoom is available to select from existing item codes.

Commaodity
Code:

This field is freeform where you can enter any code (up to 20 characters). Itis
designed for those businesses that use codes set forth by the Federal
government to classify and identify all types of commodities, but its function is
simply reference and classification.

Description:

Item Description. There are two lines (up to 30 characters each) for the
description. These fields are free form, so you can enter any information you
need.

Item Class:

Item Classification. You can enter a code in this field, up to three characters,
used to categorize an inventory item. All items to which you assign the same
code are in the same class. You must have defined the code in the Item Class
file, which is maintained via Update Item Classifications (option 4-d) . Zoom is
available allowing you to select a valid Iltem Classification.

Price Group:

Price Group Code. You can enter a code so that the system groups this item
with other items that have the same price group code. On a customer order, the
system combines the quantities of items that have the same price group, which
helps achieve volume quotas for price breaks.

For example, you give a 3% discount if 1,000 or more widgets are ordered.
Customer orders 600 blue widgets and 400 red widgets. If they both have the
same price group, the customer will receive the 3% discount.

Market Price:

In this field, enter Y or N depending on whether or not the item’s price is subject
to change based on the market value.

« IfsettoY, you can change the price right up to the point of invoicing.

« If setto N, price may not be changed in the Update Invoice program.

Stocking Unit:

Stock unit of stock keeping unit (sku). Enter a two-character abbreviation for the
unit in which you stock the item (EA for each, BX for boxes, PT for pallets, etc.)

» Weight — Inventory item weight. You can enter the weight of 1 sku of this
item up to 99999.999. You can also specify weight unit (unmarked
field).

* Volume - Volume of Inventory Item. You can enter the volume of one sku
of this item up to 99999.99.

» Selling Unit — Enter a two-character designation for the unit of measure in
which you sell this item (EA, CS, BX, etc.)

Note: For serialized items, all the conversion factors are 1, which is the default.
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Field Description
Conversion Sell conversion factor. You can enter the decimal conversion factor that converts
Factor: stock units to sell units.
For example, if you stock an item in eaches and sell the item in cases and there
are 6 stocking units per case, the sell conversion factor is 6. When you sell 1
case inventory on hand will be decreased by 6.
Note: The system is capable of calculating the decimal equivalents of reciprocals
such as 1/6. Enter a —6 in the Conversion factor and the system will calculate
.166667, enter —2 to get .500000, just as an example.
Purchasing Purchase unit of measure. Enter the two-character designation for the unit of
Unit measure in which you purchase this item (CS, TN, PT).
Conversion Purchase conversion factor. This is the numeric conversion factor that converts
Factor: the purchase units to stock units. For example, if you purchase by the case,
stock individually, and the quantity per case is 24, the conversion factor will be
24. When you receive one case, inventory on hand will be increased by 24.
Inventory Inventory account number. The Inventory account is where the system posts
Acct: financial transactions involving inventory items. The field is required and it

defaults to the Inventory Account number set up in Inventory Defaults.

Cost of Goods
Acct.:

Cost of goods account number. The Cost of Goods account is the where the
system posts the amounts of costs for inventory purchased. This field is required
and it defaults to the Cost of Goods Account number set up in Inventory Defaults.

Sales Acct.: The Sales account is where the system posts sales of inventory items. This field
is required and it defaults to the Sales Account number set up in Inventory
Defaults.

Sell Unit For items that you must sell in increments of 2 or more, use this field to set your

Increment: incremental quantity. The Update Customer Order program has been modified

so that the item quantity entered must be in line with this value.

Purchase Unit

For items that you must purchase in increments of 2 or more, use this field to set

Increment your incremental quantity. The Update Purchase Order program has been
modified so that the item quantity entered must be in line with this value.

Warehouse The warehouse to which the item is received.

Location The aisle row, and shelf on the floor where the item is stored.

Vendor Primary vendor code that item is purchased from. Information purposes only.

Qty on Hand The amount currently available.

Cost Standard cost paid per unit.

Price List price per unit.

Inventory Control
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Maintain Inventory Item Detail

A great deal of information about the inventory item is stored at the warehouse level and the use of
warehouse allows you to have multiple sets of this information for a single item.

You click on Detail or press Ctrl TAB to move to the detail section and depending on the “mode” you are
in when do this ( Add, Update or View) is what you will be able to do in the warehouse detail.

Warehouse Detail

From the detail section you can add, update or view more specific information for an item in a specific
warehouse via the icons on the Other toolbar while on the detail line for the warehouse. The icons will
either be active or grayed out depending on the “mode” you are in(Add, Update, or View).

¢ LUpdate Inventory Information

Other Toolbar Icons

File Edit Wiew Mavigation Tools: Actions Options Help
ORI VEXE HA BN 200ED 90
T & & & & & &
= whze DY Reorder Detall  Seral/Lol  Cost Stack  Copy'whse zage History  Status
e S € @ @ O <7 =
fFind  Frew Mest gdd  Update: Delste  Browse
[tem Code: 121 04 [ Commadity Code:
Descriptior: |SCM A SERIES MULSTRIKE 1l
tem Dlass: [PARTS 5| [ALITO PARTS
Sefiglized: | | Price Group: "I Market Price; N
Stocking Lnit; E.fi". Wwieight: EI25EI LE Yolume: |
Selling Lnit: E.f-'-. [ Corwerzion Factor: B 1 EIEIEIQEIEI
Purchazing L nit; E.f-'-. [ Corwverzion Factor: . _1]]EIDDEIEI
Irvertary Acct: 120000000 = | [INVENTORY ) '
Costof Goods Acct: | 500100000 | [STERED COGS
Salesfcct: | 401000000 = | |STEREO SALES
Sell Unit Increment: 'IEIEI Purchase Urit Increment; | 1EIE_I
! Warehouse Laocation On Hand Cost Price Wendar I
[ ATLANTA 500.000 5.458 5.655 SCM
[ EDM SCH - E.000 5.790 5.655 5CM
| |GEATTLE SCh -12 0B 1781.000 5.458 8655 S5CM
L
10f89
[G' 0K, ] [t_:{ Cancel I IE Header J
[CTRL]-[Z] ko Zoom into warehouse. Ok
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Modify Warehouse Detall

Click on the Whse Dtl icon. When you select this option, the system returns the Item Warehouse Detall
screen where you enter detail information about an inventory item.

¢ Extension locau
File Edit Help

A O)=JAX HEE

5} @0

Itemn ‘W arehouse Detail
Iter: 12104 | |SCM A SERIES MULSTRIKE
Warshouse: (ATLANTA [ |ATLANTADISTRIBUTION CENTER
Cost and Price Infarmation

Purchsse Cost. | LastCost. | 557 A [ 4000000
Average Cost; -.E.EBEI_E Last Drate:; 'EI_4.-"2EI.-"2EIEI? |
Price: | 8655 SoldDate:  |04/20/2007 |
2 . Lu:nc:atiu:nr.'; ar‘u:i Eﬁount I-r';f.cnrrﬁ.aticnn
Location Aizle: | Fow: Bin: | |
Count Cycle Code: .-’-'-.| Last Count: | On Hand: EEIEI_EIDEI
Yendor |nformation
Vendor  |SCM =) [SMITH-CORONA CORP.

Vendarlter: [SCM12104 |
Selling Infarmation
1.00 Allaw Backorder: Y Tawable:  |Mi

binimum Sell Gty ,
Subject To Tems Dise: |M| Subject To Trade Disc.: |-|‘\II Req Prafit &: 15.00]
<

Cammission Code: [STD (& [STANDARD COMMISSION RATE

[@I ]9 ] [r:ﬂ Cancel ]

R

Cost For IfC purchase of one stock unit [P0 module uses ikem catalog],

The information on this screen pertains to a single warehouse. You can have multiple warehouses, and
therefore, multiple sets of this information for each inventory item. All quantities, costs and prices entered

are entered in stock units.

The top section contains

Field Description

Item: This is the item number .

The current warehouse displays. You can zoom from this field to select a
different distribution warehouse..

Warehouse:
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The next section holds Cost and Price Information. This section shows the cost detail for a given item at
the warehouse level. All quantities and costs are in stock units.

Field Description

Purchase Enter or update the standard cost of one stock unit. If your customer pricing is
Cost: based on a markup from cost, it is this cost that will be used.

Last Cost: This cost is recorded automatically during receiving/purchasing.

Qty: Last quantity received

Average Cost:

You can enter an average cost for items you have on hand when you initially
set up an item in a warehouse. After set up is complete the system will
automatically calculate the average cost based on purchases/receipts.

Last Date: This field stores the date this item was last received into inventory. Itis
automatically maintained by the system.

Price: List price. This is the price your customer will be charged unless you have set
up special pricing for them.

Sold Date: This field represents the date of the most recent shipment of this item. Itis

automatically maintained by the system.

The next section is Location and Count Information.

Field Description

Location Aisle (up to four characters), Row (up to three characters), Bin (up to three

Aisle: characters). These are three separate fields that hold the alphanumeric
references for the physical location of the item in this particular warehouse.

Row: Row the inventory item is located in.

Bin: The shelf/floor location of the inventory.

Count Cycle Leave null if you always count all items at the same time. You can enter a code

Code: for an item so that the system will group it with other items that have the same
code. It groups them when you create count sheets and you use count cycle
codes to select items to go on a count sheet. Count cycle codes can be any
single character (A-Z, 0-9). You can accept the default cycle count code you
set up in the Defaults file.

Last Count: The system maintains this field and updates it when a count including this item
is posted.

On Hand: You cannot change the On Hand quantity in this field during normal date entry;
you can only change the quantity during inventory set up. After that, it can only
be changed by receiving, shipping, transferring, or adjusting this inventory item.
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The Vendor Information section contains the following fields:

Field Description

Vendor: You can enter the code for the primary vendor from whom you purchase a
particular item. If the Accounts Payable module is installed you should have
vendor codes set up in the Accounts Payable Vendor file. Other vendors you
purchase this item from can be set up in the Iltem Catalog program along with
this one.

Vendor Item: This field is to reference the vendor’s item code if it is different than yours. You
can enter a code of up to fifteen characters.

Note: This information is also maintained in the vendor item catalog program in
the Purchasing Module. If a vendor item is entered it will print along side your
item code on your vendor purchase orders.

The last section of the Warehouse Detail screen is labeled Selling Information, which pertains to Order
Entry. All these fields have defaults that should be set up in the Inventory Defaults file:

Field Description

Minimum Sell You can enter this number up to seven digits, which indicates the minimum

Qty: quantity (in stock units) that a customer must purchase on a single order
line.

Allow Backorder: Enter Y or N as to whether you allow this item to be backordered or not.

Taxable: Controls taxation of the item. Enter Y or N.

Subject to Terms Another Y or N field entry is required here based on your choice.

Disc.: « Enter Y if you want this item to be included in the calculation of

terms discount.

* Enter N if it should not be.

Subject to Trade The same as above applies here.

Disc.:

Req Profit %: The lowest percentage of profit allowed. This affects the Order Entry
module. If the price entered is below this required profit percent, the user
will be notified during order entry.

Commission Type of Commission. Enter a commission code that applies to the item.

Code:
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Modify Reorder Detall

Click on Reorder Detail icon.

Use this option to add, update or view information pertaining to reorder and system information. The top
portion of the screen contains the item code, item description, warehouse code, and warehouse
description that appear on most of the screens available on the Warehouse Detail Zoom men. You

cannot modify this information.
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The lower portion of the screen labeled Reorder and System Information and contains the following fields.

Field Description

Obsolete? Enter Y if the item is obsolete or N if it is not. If marked Y, purchase orders
cannot be entered for the item.

Seasonal This field is currently a reference only field.

ABC Class ABC Classification. You can enter the class this item based on the ABC
classifications set up in the Inventory Control Defaults file.

Note: This value is only used if the Replenishment Modul e is installed.

Last Activity The system maintains this transaction date for the inventory item (non-entry).

Date

On Hand Item Quantity on Hand (non-entry).

Reorder Qty Enter the quantity of the item (in stock units) you want to reorder when
inventory drops to the reorder point. The amount you reorder is usually
based on usage rate, lead-time, and safety allowance. You must calculate
the reorder point manually. If the replenishment module is in use, the reorder
point will calculated for you automatically and stored in the Replenishment
Data table.

Reorder Enter the quantity (in stock units) at which the system flags the item for

Point reorder. ltems appear on the Reorder Advice report when the quantity on
hand reaches or drops below this point. If the replenishment module is in
use, the reorder point will calculated for you automatically and stored in the
Replenishment Data table.

Safety Stock Enter the safety stock level (in stock units). Safety stock is the quantity

below which you do not want inventory to fall for a particular item. This safety
stock is your “pad” against variations in usage rates and lead times that
might otherwise cause you to run out of an item. Note: This value is only
used if the replenishment module is installed.

Safety Factor

This is a percentage of the total order that is added to the order and will be
the safety stock. It is calculated based on usage. Note: This value is only

used if the replenishment module is installed.

Out of Stock This is the date that the item ran out.

Date

Average The system calculates the average lead-time once you begin purchasing

Lead-Time inventory. Itis calculated as the average of the past two lead time
performances. The system calculates lead times based on the request date
(or the PO date if no request date) and subtracts that from the receive date.

Last Lead- This field is automatically updated by the system and holds the last lead-time,

Time in days.

Next to Last
Lead-Time

This field is automatically updated by the system and records the next to last
lead-time.
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Field Description

Freeze Flag This field has up to two alphanumeric characters that you set as a freeze flag
for your inventory items that require one. You use a freeze flag to “lock” an
item and have the computer skip over this item when resetting order
parameters, typically at month-end. For certain items, e.g., new stock items,
priority stock, contracted stock, ordering parameters should be set manually
because usage rates and/or history is not representative of the item’s activity.
Freezing an item may be either temporary or permanent.

Note: This value is only used if Replenishment is install ed.

Freeze Date This field holds the date (mo/da/yr) when the item freeze is to start.

Note: This value is only used if Replenishment is instal led.
Freeze This field holds the date that, if the freeze is temporary, will end the freeze on
Expiration the date you specify.

Date

Note: This value is only used if Replenishment is instal led.

View FIFO/LIFO Cost Stack

Click on the Cost Stack icon.

You may purchase items at different costs from different vendors and the system keeps track of this
information via the cost stack.
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The top portion of the screen contains basic header information. The lower portion has the following
columns:

Field Description

System Hierarchy No. System assigned hierarchy number.

Quantity Number of items at a particular cost.

Cost Cost of one stock unit of the item for this tier of the cost stack.
Vendor This identifies the vendor who sold you the inventory.

Note: This is just the view option; when you are setting up the I/C module, you can enter cost stock
information via this screen.

Copy Warehouse to Another
Click on the Copy Whse icon.

This option allows you to copy information about this inventory item from an existing warehouse, and set
the item up in another warehouse with all the same warehouse detail information. The only exception is
the quantity on hand field which must be entered. The screen will list any warehouse codes that do not
have this item code.

¢ Select New Warehouse to Duplicate Fr... D@@
File Edit Help
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View Transaction History

Click on the Usage History icon.

Extension hist : E| [z|

File Edit Help
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The top portion of this screen has the item code and warehouse code. Inventory items can have year,
cost, sales, and quantity. You can zoom to see the detail that makes up the totals on the screen pictured
above.
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View ltem Status

Click on the status icon.

The Item Status screen allows you to view the status of an item in multiple warehouses, whereas the
Maintain Inventory Item screen stores limited status information about an item only for one warehouse.
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You can zoom in further to see the details that make up the various quantities.

File Edit Help

ORQY O

Lizt Commit Orderz
Lizt BEO Orders
Lizt PO'2/T ransfers

[ral Ok ] [t:j Cancel ]

CYE

Serial/Lot Numbers

Click on the Serial/Lot icon.

If an item is either serial or lot number controlled you will use this screen to set up the serial or lot number
during Inventory Set Up. Once inventory is set up, this information is view only.
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Print Inventory Information

This menu item prints the inventory information entered under Update Inventory Information. Executing
Print Inventory Information brings up the Print Inventory Information sub menu. From that menu you can
choose the Summary report and the Detail report. The Summary report shows the most basic information
about each inventory item. The Detail report shows all of the item’s detail, including detailed warehouse
information. You can choose from a Selection Criteria screen so you can specify the scope of the
inventory to print. You can choose from Item Code, Desc., Type, Class, Warehouse Code, and Stock
Location. To view this report select (option b) .

Your options are to print:

e Summary List by ltem Code
e Summary List by Iltem Class
e Detail List by Item Code
» Detail List by Item Class
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Inventory Counts

To view this screen select option (d)

Cycle counts are a way to count your inventory in blocks. You might do as many as 200 cycle counts per
year where different combinations of inventory are counted. The Create Count sheets menu item lets you

produce Count Sheets used to take a physical inventory of your warehouses.

When creating a count sheet you enter information about the count in the Create Count Sheets

Information screen.

4 Select
File
:
E nter Count Sheet Infarmation
“Warehouze:
Descrption: |VEAR EMD COUMT
Type: |C
’ g 0K ] [Q_:* Cancel ]
Enter warehouse code For this Count Sheet,

8=

R,

If you create the count sheet for a Cycle count, then the system will print the current quantity on hand on
the count sheet; for a Blind count, the system will not print quantity on hand on the count sheet.
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Upon entering this information, you press {ENTER} to bring up the Select Inventory Information screen.
With this screen you select the inventory items you want on this count sheet using specific information or
wild card searches. You may use Item Code, Stock Location, ABC class, or Count Cycle Code to narrow
your search.

& Select E@@

File
A )

Select [mventary Infarmation

[tern Code:

Stock Location:
Azl

R o

Bir:

ABC code:

Count Cycle Cade:

[G QK ] [t:( Cancel ]

R

Enter item code with wildcards (¥=any character, *=any character set),

Follow these steps to create count sheets.

Step Action

1 Choose option Create Count Sheets (option d) . From the Inventory
Maintenance menu. The Print Count Sheet screen displays.

2 Select the option Screen Pager .
3 Click the Print/Direct Report button. The Enter Count Sheet Information screen
displays.

4 Fill in the information, and then press the ENTER key or click on OKt button. The
Select Inventory Information screen displays.

5 Fill in the information, and then press the ENTER key or click on OK button.

6 All records are retrieved. Click the Nxt or Prv buttons to navigate to the record
you wish to view.
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Print Count Sheets

To view this screen, select option (e)

The system uses the selection criteria you enter to gather the items you want to go on a particular cycle
count. The system assigns each count sheet a uniqgue number. You can use the Print Count Sheets
option to view the count sheets you created and to print hard copy count sheets for personnel to record
the results of the physical inventory count.

foom browse E@

File
A )

Presz TAB or amow key to select Count Sheet for printing.

Warehouze Date Mo Dezcription
SEATTLE 04/25/2007 2
SEATTLE 04/25/2007 3
ATLAMTA, 054112007 E
SEATTLE 05417200 7

SEATTLE 05/ 7 1 wEAR EMD COUMT

[ Ok ] [[:{Eancel ]

R
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Update Count Sheet

To view this screen select option (f)

You can use this option to enter the results of a physical inventory count based on the count sheets
created in the system or you can add the results of a count directly without calling up the count sheets.

Once counters have recorded physical inventory on the actual count sheets, you can find the matching
count sheet file. Using the Next, Prev, and Browse commands, you can find the items you need to update
on the Update Count Sheets screen.

¢ Update Count Sheets
File Edit Wiew MNavigation Tools Actions Options Help

OB QUDRIER RN 00
Lk X

i Delete Count

iFind  Frey MWest Add Update Delete Browse

Count Sheet Mo i_ @, Page: i_ 'I, Pozted: |_|
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Lozation [tem Code [ty on Hand Count Gty Adj Gty
ne A 6 | [FRMPH27 & | /300.000] | 302.000] | 2 000§

[FRéM PH-27 DIL FILTER ] ] ]

| ok | [Fgcancel |

R

Adjusted quantiky,

You can enter the results of counts directly without first creating a count sheet in the system. In this case,
you use the Add command and fill in the Update Count Sheets screen with the results of an inventory
count.

Notice the delete icon on the Other toolbar. By clicking on this icon, you will get the following screen:
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File
A V)

Enter Caount Sheet Infarmation Ta Delete

Count Sheet:
Warehouse:
[tem Code;
[G oK ] [[:{ Cancel ]

Enter count sheet number ko delete, R

You can then delete a specific count sheet from this list. The delete function should only be used for count
sheets in which no quantity adjustments were done. You will want to save the count sheets that had
guantity adjustments so that you may use the GL drilldown feature to view them if needed.

Print Count Edit List

To run this report select option (g)

This menu option provides two functions: first, the system verifies information internally to prepare the
posting of adjustments; and second, you can print out the results of entries you made via Update Count
Sheets and check for data-entry errors by comparing this edit list with your completed count sheets. The
edit list only shows the items for which you made adjustments, and for each item the system displays the
Item Code, Warehouse, and Adjustment Quantity.

Once selected you must choose a print option, and then enter the Count Worksheet Number. See the
screen below:
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d Select Q@@

File Edit Help
O MV EXRENEER = 7
Select Count Worksheet
Count ‘Worksheet Humber:
Enter:

123456 to pick the zpecific count sheet, 123456
7738199 to pick count sheetz 77, 88, and 99
298999 to pick all count sheets bebween 838 and 939

»=123456 to pick all count sheets greater or equal to 123456
123456 to pick all count sheets lezs than 123456
[ v il ] [[H Cancel ]
) | YR
=g known numbers with =, 1=, <, =, <= or == for comparati.

Print Over/Short Report

To run this report select option (h)

The Over/Short report shows the difference between your physical count ant the amount on hand in the
database. Unlike the Count Edit List this report shows all the items on the count sheet whether they had
any adjustments or not. It prints the item code, warehouse, on hand quantity, count quantity, and

adjustment quantity.

Once selected you must choose a print option, and then enter the Count Worksheet Number. See the

screen below:
4 Select sel_cnt Q@@

File
:
Select Count \Warksheet
Count %W ork sheet Mumber:

Enter:
123456 to pick the specific count sheet, 123456
713893 to pick count sheetz 77, 88, and 93

388:939 to pick all count sheets bebween 383 and 933
»=123456 ta pick all count sheets greater aor equal to 123456

123456 ta pick all count sheets lezs than 123456
’ o 0K ] [[:{ Cancel ]
OYE,

Enter count sheet number(s),
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If you find any discrepancies, it may be a good idea to recount any items in question. You can make
changes through the Update Count Sheets option if you discover your count was incorrect. Actual
adjustments are made to the inventory when you run the Post Counts option.

Post Counts

To run this report select option (i)

When you run this option, it prints out a report that shows the adjustments made to inventory and to the
inventory ledger accounts.

You can post each count individually based on the count sheet number and you do no have to complete a
count sheet before you post adjustments. This way, you can adjust the inventory incrementally as the
count is completed.

Before posting you should do the following:

» Compare the Count Edit list with the original Count Sheet printouts to determine any data entry
errors.

» Check the Over/Short report for any discrepancies.

« If there are differences between the physical count and the systems Quantity On Hand, check
inventory again to see that you have not miscounted.

» Update any differences via Update Count Sheets and rerun the edit list.

The posting process adjusts the quantity on hand in inventory and makes an adjustment to the ledger
accounts. The monetary value represented by the amount an inventory item is over or short is balanced
between the specific inventory item’s Inventory ledger account and the Adjustment account referenced on
the Count Sheet.

Once selected you must choose a print option, and then enter the Count Worksheet Number. See the
screen below:

4 Select g@@

File Edit Help
AV MVEAX ER?
Select Count Worksheet
Count ‘Worksheet Humber:
Enter:

123456 to pick the zpecific count sheet, 123456
7738199 to pick count sheetz 77, 88, and 99
298999 to pick all count sheets bebween 838 and 939

»=123456 to pick all count sheets greater or equal to 123456
123456 to pick all count sheets lezs than 123456
[ v il ] [t:f Cancel ]
) | YR
=g known numbers with =, 1=, <, =, <= or == for comparati.
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The system produces a posting report that shows the results of the adjustments to inventory and ledger
accounts.
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Update Inventory Pricing (List Price)

To view this screen select option j.

You can use this option to make a price change to a given set of inventory items. You can change prices
for a selected set of inventory items either manually (item by item) or automatically (update the entire set
of items at one time).

It is important to remember that an item sold from more than one warehouse can have a Sell Factor and a
Bill Factor that is different from the other warehouses. Consider this before choosing to change pricing
automatically.

¢ LUpdate Inventory Pricing

File Edit Wiew MNavigation Tools Actions Options Help

OB QHhREQ BERM 90
' =
Buto Ehange

“a ¢ @ O

t Find  Prey  Mest lpdate Browse

Code: |ACR42TS ] Class:  |[PARTS
Desciption: AL/DELCD (R FAZTS SPARK FLUG |

Stock it :TE.-’-‘-.

Sell Urit: [E4 | SellFactor. | 1.00]
Bill Urit;| | Bill Factar: | |
Warehouse: ATLANTA | [ATLANTADISTRIBUTION CENTER |
Verdor Code: | 123458 - | |DELCO/REMY INC
Last Sold Date: _ ]
Price: | |
1of 122
[" OF. ] [t_:{liancel I

R

Erter the sale price For this item.

When you select the Update Inventory Pricing option, the system displays the Item Price Screen.

The first step in updating prices is to Find those items whose price you want to change. Once you have
selected a set of inventory items, you cannot update the header section because that information is
specific to Inventory Maintenance screen.

The lower section of the screen shows the current price for each inventory item, and it is here that you can
change the price manually, on a per item basis, via the Update command. Any change here changes the
price in the Price field on the Item Warehouse Detail Screen.
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Price Change by Percent

To change the prices of a group of items, click on the Auto Change icon which brings up the Automatic

Changes screen.

EBX]

¢ Change Cost
File Edit Mavigation Help

Enter a negative percentage to decreasze price and a positive
percentage to increaze price.
E =ample:
enter 10 to increaze by 210, -15to decrease by %15
Percent:

Fresz 0K or Cancel
[f OF., the spstem will execute an SOL statement to update
the curent price to the new price via the following equation:
MHew price = price + [price * Percent change # 100]

’G ] 4 ] lt_:* Cancel ]

R,
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Update Inventory Costs (standard cost used for mark up)

To view this screen select option k.

Updating the cost of inventory items is basically the same as updating the prices for inventory items.

¢ LUpdate Inventory Costs

File Edit Wiew MNavigation Tools Actions Options Help

OB gUhREA BN @0
: b
i Bt Change

4“4 9 0 Ik

i Find Prev Mest Update Browse

Code: {12104 _i Class;  [PARTS |
Descriptior: [SCM A SERIES MULSTRIKE i
al I

Chack Lnit: E

Purchase Unit: [EA | Purchase Factor: | 1.EIEI|
Warehouse: [ATLANTA | |ATLANTADISTRIBUTION CENTER |
Vendor Code: [SCH | [sMITH-CORONA CORP.

Average Cost: 5,580 Last Purchase Cost; l 5.5?_EI

Last Purchase Oty.: | 4000.000 Last Purchase Date:  |04/20/2007 |
Purchasze Cost: | |

1of 122

[" k. ] [r_:{liancel ]

R

Erter the cost For the purchase of one stock, unit,

The main differences are that the screen says Cost and what you are updating is the item cost from the
warehouse detail.
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Delete Active Inventory

These programs give users the ability to delete inventory items and warehouse codes regardless of
previous activity and these items will no longer print on the various inventory control reports. This option O
on Inventory Maintenance menu and the submenu is as follows:

Fitrix 5. 20 Database: sample Printers: Lexmark2/l exmark 2

File ‘iew Ewxecute Settings Help

dQemiEZ@E

U cCiEd 5 Inventory Control
2 Aecolr B 1 nwentoll] Inventory Maintenance
3 A = i
g =S =S VGET o Delete Active Inventory ® Copyrisht 2007
5 -AOPYTIEhL &

4 Order| i e

G 3 'n“ent([ﬁfu b Frint “g} a Wiew/Delete Inventary tems Suﬁ-r:.’Bn:lulli?-r\'s Ing.
5 [nventc E ;

= 4 Setup g ¢ Print 'E b view/Delete ltern Warehouses

B Purch: i 16 T
UrEnz £ 7 Mulile =od Create & ¢ viewiRestore Inventary ltems
7 MullicL &= 2 admin g

e Print (& o viewsRestore tem Warehouses
8 Payoll i 9 setp & f Update 5] Exit

g9 Fixedﬁﬂ Exit:
a Replenishment

o Print Count Edit List

h Print OverShort Report

b ReportWriters i Post Coun_ts_

EroopoooooDRB@

E 0B e i

Exit i Undate Inventary Pricing

k Update Inventory Caosts %

0 Delete Active Inventary

&0 m

Exit

| Status Idle Sacket: sack220/100.0 9520020

Menu option (a) View/Delete Inventory Items:

This screen program is similar to the ‘Inventory Information’ screen and will delete all the corresponding
item/warehouse codes for the item code selected.

Items are deleted using the delete icon on the toolbar. In order to delete the item code the item must pass
three test : 1) no open orders, 2) no open purchase orders, 3) no warehouses with quantity on hand.

Menu option (b) View/Delete Item Warehouses:

Warehouses are deleted using Options via the ring menu. In order to delete the warehouse code the
warehouse must pass three tests : 1) no open orders, 2) no open purchase orders, 3) no quantity on hand.

Menu option (c) View/Restore Inventory Items:

This program displays deleted items & warehouses . Using options via the ring menu user can choose to
undelete item & all associated warehouses.
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Menu option (d) View/Restore Item Warehouses:

This program displays deleted warehouses. Using options via the ring menu user can choose to undelete
the warehouse
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Inventory Transactions Menu

The second menu option on the Inventory Control Main menu is the Inventory Transactions menu.
To view this select (option 2) from the Inventory Control menu.

Fitrix 5.20 Database: sample Printers: Lexmark2/l exmark 2

File ‘iew Ewecute Settings Help

Sl mEZ@E

U cCilld 5 Inventory Control
el T 2 Inventory Transactions

3 Accouryy 2 Inventt & a Update Inventory Received

& Copyright 2007

4 Orderligsy 3 Inventt B 1 print Inventory Received Fourth Generation
Software Solutions, Inc.

3 Inventc & 4 Setup ¢ Post Inventory Recelved
B Purchefsy 7 Mullle' B o Upcate Inventory Shipped
T Multicl &= 8 Admin E) e Print Inventary Shipped
8 Payroll Bz 9 Setup &) f Post Inventary Shipped
9 Fixed;ﬂ Exit
a Replenishment

0 Update Inventory Transfers

h Print Inventary Transfers

pEeEooooDEDEERED

b ReportWriters

&) Exit

i Post Inventory Transfers
Jj Adjust Inventary
k Print Adjustments

| Post Adjustments

©lEEERME

Z Print Transfer Ticket

&

| Status dle Sacket sock220/10.0.0 96/20020

You use the options on this menu to record the different types of transactions, print edit lists to insure
accuracy of data entry for the transactions, and update the inventory via posting based on the type of
transaction.

If you are using Fitrix Order Entry and/or Fitrix P urchasing, you do not need to use the Shipping or
Receiving options. These functions are handled by O/E and PU. They handle not only the
inventory adjustments, but they track the orders an d also feed Accounts Receivable and Accounts
Payable if these modules are installed.

If you are using Fitrix Accounts Receivable and/or Fitrix Accounts Payable, but not Order Entry or
Purchasing, you need to understand how A/R and A/P works in relation to inventory accounting. When
you ship inventory based on a sale, the Inventory Shipped functions balance inventory against cost of
goods and that is all. 1/C does not perform any general ledger transactions, because there is no way for
I/C to know how the customer is paying for the sale without O/E. Depending on whether the customer
pays cash or you invoice the customer via A/R, you must enter a transaction in G/L or A/R to create the
general ledger activity for the sale. Also when you receive the inventory you purchased, the Inventory
Received functions balance inventory against payables, but you still need to enter a separate transaction
in G/L or A/P to create the general ledger activity for the receipt.
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Update Inventory Received

You select (option a) to record the receipt of inventory.

¢ Update Inventory Received

File Edit Miew MNavigation Tools. Actions Help
0 QHihRE! M B00&ED 90
a4 @ © 0 0 9 &
i Find Py MNewt Add Update Delete Browse
| | Date: |05/23/2007 R
Drezcription: ,FEEF'TEIEESIj? i
[ [EHAMPION INC |
| ftem Code W arehnlze [t | Euartiby Cost Extenzion |
| 12104 SEATTLE EA &000.000 G458 27230.00
Total Amount Beceived: [ E?EEIEI.EIEI_;
& ok | [dcancel | [EDetsl |
Entetr purchase order number, i

The header section of the Inventory Received screen contains general information about the receiving

document.

Field Description

Reference/P.O. No.: Use this ten-character field to enter your purchase order number or
some other reference to this transaction.

Date: This is the date the items were received. The default is today, but
you can override the default date.

Description: Description of the receipt. 30 character optional field.

Vendor Code: Vendor for this Receipt.

Item Code Must be set up in Inventory first.

Warehouse Warehouse Code

Unit Purchase Unit (no-entry field)

Quantity Number of units purchased.
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Field Description
Cost Purchase cost per unit
Extension Total cost for the line

Total Amount
Received:

Document Total

Print Inventory Received

Print Inventory Received prints an edit list of Receiving transactions. You must print an edit list before
posting. You can use this list to verify the accuracy of data entry.

Post Inventory Received

The Post Inventory Received menu option updates the following date:

* Quantity on Hand is increased by the amount received.

» Average Cost of each item is recalculated based upon the Cost entered during receipt.

* Last Purchase Date and Last Purchase Cost

Inventory Control
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Update Inventory Shipped

Select (option d) to view this screen and to record the shipment of inventory.

A0 9 0 0 9 &

Find Prey Mest Add Update Delete Browse

Reference/Order Mo. | Date: |05/23/2007 @ﬂ%
Dezcrption: |SALES SPECIAL |
Custorner Code: 15 () [OLYMPICAUTO WAREHOUSEING |
|_It|3m Code W areholize [Irit | Guariity Frice Eutenzion Al
(12112 SEATTLE Ed 250,000 2.560 E37.50 M

Total Amount Shipped: | E37.50

& ox | [fcancel | [EDetal |

R
Enter order number, R,

The header section contains basic information about the Inventory Shipped form:

Field Description

Reference/Order 10 character freeform field. You can enter your PO number or other

No: reference

Date: Date order was received

Description: (optional)

Customer Code: Contains customer code if shipment is recorded against a specific
customer.

Chapter 2 - 50 Inventory Control



Fitrix Distribution Course Workbook

The detail section contains specific inventory items shipped. Press Ctrl TAB key to access the detalil
section.

Field Description

Item Code Inventory Item Code

Warehouse Warehouse Code from where you are shipping the item

Unit Sell Unit (no entry)

Quantity Number of units sold.

Price Selling price per unit

Extension Total price of each line item - cost multiplied by quantity ordered.
Total Amount Total of all line item extension totals.

Shipped:

Print Inventory Shipped

This process prints an edit list of shipping documents. You should check this list against the original
documents, before posting, to verify the accuracy of data entry.

Post Inventory Shipped

This option updates Quantity on Hand, Last Quantity, Last sold date, Last Activity date, and Recurring
Usage Activity.
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Update Inventory Transfers

You use this menu (option g) to record the transfer of inventory from one warehouse to another, thus
creating a Transfer document in the system. After selecting Update Inventory Transfers, the system

displays the Transfer Inventory Item Screen.

¢ Update Inventory Transfers

File Edit “iew Mavigation Tools Actions Options Help
OB O WHELE} ABMBE00ELES 9O
-8
i Ticket
4 O 0O 9 B I
© Find Prev MNewxt Add Update Delete Browse Ophons
Reference: ._EEIEIE _| Doc Ma: | 3'
Date: [11/14/2008 i
ETA Date: [12/01/2008 144
Descriptior: [SALES EVENT ATL ]
From ‘Warehouss: | SEATTLE LY
To'warehouse: .-’-\.IE.-'-‘-.TE'_F.&-. l Service Amant: , 'IEII;II;IEI
G/L Account-Dept: | 200000000 _- = |EIEI_EI "\|
{tem Code Aty On Hand LIt Tranzfer I
:12104 3.000 EA 1,000+
(12112 54.000 EA B0.000 +
(New Document)
R

The header section stores basic information about the inventory transfer:

Field Description

Reference Reference or transfer number (required)

Date Enter transfer date (required)

ETA Date Date goods are expected to arrive in receiving warehouse
Description 30 character optional description

From Warehouse | The warehouse merchandise is shipping from

To Warehouse The warehouse merchandise is shipping to.
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Field Description

These fields are used to add the transfer freight amount and the GL
account number and department that should credited. This same GL
account number and department should be used when entering the
freight invoice into Accounts Payable so the net result is a debit to
inventory and a credit to accounts payable. If the freight amount is not
known at time of entry it should be added prior to the transaction being
posted.

Service Amount
and GL account
number

This freight amount will be added to the item’s cost in the receiving
warehouse.

The detail section contains specific inventory items transferred. Press TAB to move to the detail section.

Field Description

Item Code Inventory Item Code (required)

Qty On- Hand Displays the quantity of hand in the From/To Warehouses
Unit Stock keeping unit of measure

Transfer Quantity to be transferred.

Print Transfer Ticket

Once the transfer is entered and stored you can either click on the ticket icon when in the transfer
program to print the ticket or use option (z) on the Inventory Transactions menu to print. This ticket lets the
receiving warehouse know what they should expect to receive.

Print Inventory Transfers

The Print Inventory Transfers option prints an edit list of transfer entered into the system. You can check
the edit list against the original transfer transaction entries before posting to verify the data-entry accuracy.
You must print an Inventory transfer edit list before you can post transfers.

Post Inventory Transfers

When you post Inventory Transfers between warehouses, the system updates the following data:

» Decreases the Quantity on Hand of items in the “From” warehouse and increases quantity on
hand of items in the “To” warehouse.

» Updates the Average unit cost in each of the warehouses.
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» Updates the Last Activity date in each of the warehouses.

» Updates the Recurring Usage activity — if line item is flagged as recurring usage, and the
Replenishment module is installed.

» Releases customer backorders in the receiving warehouse if you answered Yes to the prompt
to release backorders.
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Adjust Inventory

To view this screen select (option j) . This menu option allows you to enter a transaction that will adjust
the on-hand quantity for an inventory item and/or adjust the average cost.

¢ Adjust Inventory

File Edit Wiew Mavigation Tools: Actions Help
OB QWhEER AN B00ED 900

‘4 @ © 0 O 9O W
i Find  Prey Mest Add  Update Delete Browse

Reference: ’ [ Posted: | :I
Date: 05/24/2007  ER|
Description: [DAMAGED STOCK |
Ledger AdjAccount:| 510000000 (&) [MATERIALS DUANTITY VARISNCE |
[tem Code &1 '\;*:-";huuse bn Hand T | by & Cost
12120 EA ATLANTA _ 750.000 0 12,000

& ok | [dcancel | [E#Dstal |

R

Enter adjustment reference number,

The header section contains basic information about the Inventory Adjustment document.

Field Description

Reference: Information field- 10 characters (required)
Posted: A'Y indicates the transaction has been posted.
Date: Date of adjustment (required)

Description: 30 character optional field

Ledger Adj. Adjustment General Ledger Account (required)
Account:
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The detail section contains specific inventory items that you need to adjust. Press Ctrl TAB to access the
detail section.

Field Description

Item Code Inventory Item Code (required)

UM Stock keeping unit of measure

Warehouse Warehouse code where the item is located. (required)

On Hand Displays quantity currently on hand for this item/warehouse.

T Enter C for “cost” or Q for “quantity”

Adj. Qty Adjustment quantity, use this field to increase or decrease quantity
OR

Enter the quantity of items involved in average cost adjustment
discussed below

Adj. Cost Adjustment to Cost. Enter the adjustment cost that will apply to the
number of items entered in Adj. Qty discussed above.

For example, you have a quantity on hand of 10 items and all were
purchased at a cost of $ 100.00, giving you an average cost of
100.00. Let's say that you want to adjust the cost of 5 of those items to
110.00. In the Adj. Qty column, you enter 5. In the Adj. Cost column
you enter 110.00 The system will remove 5 items at 100.00 from
inventory, and then add 5 items at 110.00 back to inventory, and
calculate a new weighted average cost.

Print Adjustments

Print an edit list of adjustment transactions before posting to ensure the accuracy of data entry.

Post Adjustments
When you post adjustments, the system updates the following data depending on the kind of adjustment:

» for a quantity adjustment, Quantity on Hand
« for an average cost adjustment, Average Cost
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Inventory Reports

The following menu is returned when you select (option 3) Inventory reports from the Inventory Control
menu.

Fitrix 5.20 Database: sample Printers: Lexmark2/lL exmark 2 3@“52]
File “iew Ewxecute Settings Help
sl m = 2

il g 5 |Inventory Control
2 Accoutity 1 Inventcfe) Inventory Reports

3 Accoltigsy 2 Ientc 51 5 Print Price/Cost List

: = © Copyright 2007
4 Onderligm 3 inventc =) 1 print Stock Status Fourth Canaration
Softwars Solutions, |nc

5 Invertt B 4 Setup ¢ Print Reorder Advice
B PUrche s 5 Billoft @ g Print I Joumal

7 MulticL g 7 Multlle* =1 & Print PurchaseiSale History

8 Payollgsy 8 Admin & 1 Print Castvaluation

9 Fixedf &5 9 Setup g Print Inventory Status

a Remefﬂ E}«t = h Print Inventory Turns

5_'- Exit i Print Lat Expiration Repart

9] Exit

CooDEoEoOODEOREE

| Statuz die %

When you select any of these report options the system returns a selection criteria screen so you can
narrow the information that prints on the report.

The reports available are:
e Price/Cost List — This report lists the quantity on hand of each item along with the base price,
base cost, dollar margin, and margin percentage.
» Stock Status Report — Prints each item listing all warehouses and quantity on hand in each one.
* Reorder Advice Report — Prints all items that have fallen below their reorder point.

* Inventory Control Journal —  Prints a listing of all IC transactions that have affected General
Ledger for the date range specified.

e Purchase/Sale History Report — Prints a listing of items purchased and sold along with dollar
amounts and quantities for the date range specified.
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» Cost Valuation Reports — There are three reports available:
e Cost Valuation — total quantity and cost valuation
» Lifo/Fifo — total quantity and cost per Lifo/Fifo stack.
» Average — total quantity and average cost as maintained by the system.

* Inventory Status Report — Prints status for each item quantity on hand, quantity committed to
orders, quantity on backorder, quantity on requisitions, and quantity on purchase orders.

* Inventory Turns Report - This new report advises you which items are moving and which ones
aren’t. The classic method for calculating inventory turns is to determine the number of
months in inventory by dividing the total inventory dollars by the average COGS for the last
several months. The result is the number of months in inventory. Dividing this figure into 12
(months per year) gives the number of inventory turns per year. For example, if you have
$1,000,000 in inventory and the average monthly COGS over the last quarter was $290,000, you
have 3.5 months of inventory on hand, or 3.4 inventory turns.

» Lot Expiration Report — this report will list all lots that have or will expire before the date the user
enters on the selection criteria screen.
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Section Summary

Inventory Control maintains information about items that are stocked in inventory including unit
prices and cost: unit conversion factors; unit quantities and warehouse locations; and unit reorder
information.

Setting up Inventory Control includes: defining reference codes (some of which may be in Order
Entry Setup); defining the system defaults; adding inventory items and the beginning quantity on
hand ; and setting the Inventory Setup Complete to “Y”.

The main tasks which are performed in Inventory Control include:

Maintaining Item Information

Physically Counting Inventory and Count Adjustments
Updating Item Pricing and Costing Information
Receiving Inventory (if Purchasing is not installed)
Shipping Inventory (if Order Entry is not installed)
Transferring Inventory between warehouses
Adjusting Inventory Quantities

O O0OO0OO0OO0OO0OO0o

Receiving and Shipping Inventory are not processed in Inventory Control if you have Order Entry
and Purchasing installed.

There are three main data entry screens for maintaining item information: the main information
window, the warehouse detail window, and the reorder detail window.

There are two types of inventory counts, a cycle count and a blind count. The difference between
the two types of counts is a blind count does not print the quantity on-hand on the count sheet.

Transferring items between warehouses updates the warehouse quantities on hand.

Item adjustments can be done for quantities and cost amounts. Transactions for adjustments
post to the general ledger activity table.
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Lab Exercise a: Inventory Set up Tasks

The Parts Plus Distribution Company has already been set up with inventory items and beginning
balances. In this lab you will be setting up inventory defaults and reference files and adding to the Parts
Plus Distribution Database.

Set up a Warehouse (option b on Set Up menu):

1. Setup a new warehouse :
Warehouse: AUSTIN
Austin Distribution Center
000 Admin. Office
14590 Memorial Drive

Austin, TX 77078
513-531-0687

Define Item Commissions (option ¢ on Set Up menu):

1. Set up the reference files for the following Item C ~ ommission Rates:

AUD  Audio Class ltems 12.5%
PHN  Cellular Phones 14%

Define Product Classifications (option d on Set Up menu):

1. Set up the following Product Class Codes and Descri ptions:

Code Description
FINISH Finishes, Waxes, & Protectants
ENG Engines
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Lab Exercise b: Inventory Maintenance

Add Inventory Items (option a on the Inventory Main ~ tenance menu):
1. Item Code: MEGPC16

This item is called “Meguiar’s MG Plastic Cleaner”

Itis in the FINISH product class

Itis not a serialized item

The stocking unit is by the box, selling unit is by the carton, and the purchasing unit is by the box.
There are 8 cartons in a box.

The GL COGS account is 500600000 and the GL Sales account number is 410000000.

Warehouse Detail

This item will be distributed throughout all the distribution centers and the stocking information is
the same throughout. First set up the new item in the Atlanta Warehouse and then use the Copy
Warehouse information to set up the Chicago, Seattle and Austin Warehouses.

Boxes are purchased for a cost of $320.00 and sold at a value of $400.00 per box.

This item will be located in Aisle A, Row 2, Bin 2, and the Cycle Code is F.

The Vendor Code is 123457 and the vendor item number is M1708.

The minimum sell quantity is 1.

Backorders-Y, Taxable-Y, Terms Disc.-Y, Trade Disc.-Y, Commission Code-STD.

2. ltem Code: AACW 16

This item is “ArmorAll Car Wax Liquid”

It is in the FINISH product class.

It is not a serialized item.

The stocking unit is by the box, selling unit is by the box, and the purchasing unit is by the box.
The GL COGS account is 500600000 and the GL Sales account number is 410000000.

Warehouse Detail

This item will be distributed throughout all the distribution centers and the stocking information is
the same throughout. First set up the new item in the Atlanta Warehouse and then use the Copy
Warehouse information to set up the Chicago, Seattle and Austin Warehouses.

Boxes are purchased for a cost of $400.00 and sold at a value of $660.00 per box.

This item will be located in Aisle B, Row 3, Bin 2, and the Cycle Code is F.

The Vendor Code is 123458 and the vendor item number is 20160.

The minimum sell quantity is 1.

Backorders-Y, Taxable-Y, Terms Disc.-Y, Trade Disc.-Y, Commission Code-STD.

3. Item Code: GM366292
This item is a 292 cubic inch in-line six-cylinder engine. It is purchased from your vendor, General
Motors and you do not know the vendor item code. It is a serialized item and part of the product
class ENG. Crated weight is 436 Ibs. with a volume of 8 cubic meters.

GL COGS - 500200000, GL Sales-402000000.

Warehouse Detalil
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This item is distributed out of the Chicago warehouse only.

It has a purchase cost of $353.00 and sells for $513.00.

Location is Aisle C, Row 4, and Bin J.

The Vendor Code is 123458 and the vendor item number is 52500.

The minimum sell quantity is 1.

Backorders-Y, Taxable-Y, Terms Disc.-Y, Trade Disc.-Y, Commission Code-STD.

Update Inventory Item Information
1. Add the following item to the new Austin Warehouse
Item Code Location Sell Price Cost

MOTANT J-9-7 $39.95 $19.43

2. There are no beginning on-hand balances for any of the new items, MEGPPC16, AACW16, and
GM366292, or for MOTANT in the Austin warehouse. You can create an on-hand balances by
receiving inventory either through the Inventory Control Transactions or through the Fitrix Purchasing
Module.

Add a beginning on-hand balance in Austin for the f ollowing items by receiving inventory from
Inventory Transactions. The location for this func tion is Inventory Control —
(2) Update Inventory Transactions — (a) Update Inve  ntory Received.

Update Inventory Received — Add Mode
PO Number: BEGBAL

Vendor: 123457

Description: Austin Whse. Beg. Balances

Item Code Quantity Cost

MEGPC16 20 $ 320.00
AACW16 24 400.00
MOTANT 50 19.43

3. Print the Inventory Received

4. Post Inventory Received to update the on-hand balan  ce.
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Lab Exercise c: Inventory Counts

Physical Inventory Counts (on the Inventory Mainten ance menu):

1. Cycle Counts: Perform a cycle count in the Austin W arehouse. This product has a Cycle Count
Code of “F".

Create the Count Sheet
Print the Count Sheet

2. Blind Count: Perform a blind count in the Austin Wa rehouse for MOTANT .

Create the Count Sheet
Print the Count Sheet

3. Based upon the physical inventory count from the Au stin Warehouse cycle count of the
“FINISH” product class, make the entry to adjust th e inventory balance:

----Location ----- Item Code Desc UM - On Hand ---Count—Adj. Qty
A-2-2 MEGPC16 MEGUIR’s MG PLAST BX 20.00 23 +3
B-3-2 AACW16 ARMOR ALL CAR WAX  BX 24.00 22 -2
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4. Based upon the count from the Austin Warehouse blin d count of the item “MOTANT”, make
the entry to adjust the inventory balance:

----Location ----- Item Code Desc UM - Qty On Hand — Actual ---

J-9-7 MOTANT MOTOROLA ® ON-GEA 50 48

5. Print the Edit List.
6. Print the Over and Short Report

7. Post the Inventory Count.
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Lab Exercise d: Inventory Transfers and Adjustments

Transfer Inventory

1.

Transfer the following item from the Atlanta wareho use to the Chicago warehouse using a
freight amount of $250.00 :

Description: Atlanta to Chicago Transfer

Item Code Quantity
FRMPH27 300

Print the Transfer Ticket and then Print and Post the Transfer

Adjust Inventory

1.

Make an adjusting document for three (3) Item CAS10 30 that were found damaged in the
Atlanta Warehouse.

Print the Adjustment Edit List.

Post the Adjustment.

Update Inventory Costs

Parts Plus (vendor 123457) has issued a price incre  ase for all items purchased from them and
kept in your Chicago warehouse.

Find all items meeting the above criteria.
Click on the Auto Change icon.

Create an automatic 5% cost increase.

Update Inventory Price

Now you must increase your selling price 5% for the above items.
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Learning Objectives

e To learn the type of information and tasks that are maintained and completed in Order Processing.
e To learn the relation of Order Entry to other modules in the Fitrix Accounting System.

* To learn the steps involved in setting up the Order Entry module.

e To learn the stages that orders go through in order processing.

e To learn the steps involved in entering customer orders.

e To learn how to process credit card orders.

e To learn how to update picked and shipped quantities.

e To print customer invoices for order processed in Order Entry.

e To post Order Entry transactions
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Overview of Order Entry

What type of information is maintained in Order Ent ry?

Order entry stores the system information for processing customer orders including:
» reference codes for filling orders including
» order and line types
+ kit and alias definitions
» discount definitions and special pricing
+ credit and debit reasons
» commission & salesperson definitions
* customer orders
» order picking and shipping information
* customer invoices
* customer information

What tasks or activities are performed in Order Ent  ry?

e Setting up the order entry module

* Adding and maintaining customer information
e Placing customer orders

» Creating credit and debit memos

e Shipping inventory

»  Customer invoicing

What relation does order entry have to other Fitrix Modules?

Order entry is one of three distribution applications and tightly integrated with four other Fitrix modules:
General Ledger, Accounts Receivable, Purchasing, and Inventory Control.

Ledger information posts to the General Ledger activity table to update ledger account balances
for Sales, Cost of Goods, Accounts Receivable, Returns and Allowances, etc.

Accounts Receivable data and programs relating to customer information are shared with Order
Entry. Customer Invoices are posted from Order Entry and create Accounts Receivable Open
Items.

Inventory Control feeds the Order Entry system information about item availability.

Purchasing is updated directly by Order Entry when processing two types of orders, backorders
and direct shipment orders.
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Setup Order Entry Menu

Options on the Setup Order Entry menu allow you to set up a number of reference files for the order entry
system. To view this menu from the main menu select Order Entry and then choose Setup Order Entry
(option 4) .

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File ‘iew Ewecute Settings Help

Sl mEZ@E

2 Accout B 1 Order |7 Setup Order Entry

3 ACCOUES 2 Order![E] a Update Order Entry Defaults

= & Copyright 2007
4 Oroerlgsy 3 gales [ g Print Order Entry Defaults R

Software Solutions, Inc.

5 Inventifs 4 Setup B ¢ Update Order Definitions

B PUche g 7 Mullile @& o Print Ordar Definitions

T MulicL 2= 8 Admin E| e Update Customer Infarmation
8 Payroll i 9 Setup [E f Update Ship To Information

9 Fied #G] Exit. By h Credit Card Processing
a Replenishment

@ i Update UPS Account Information
h ReportWriters ﬂ E_)‘.{it

] Exit

pEeEooooDEDEERED

._ Status |dle Socket: snck22D!1DDDSEJZDDZD;
The following options are available on this menu.

» Update Order Entry Defaults — Used to enter default information that the Order Entry system
uses. It also contains information that controls some aspects of the order process (i.e., tax rates,
document notes, and document numbering).

»  Print Order Entry Defaults — Allows you to print a file copy record of the Defaults file. This and
other printouts may be used to verify data-entry accuracy and then filed as permanent records
your reference.

e Update Order Definitions — Brings up a submenu of options you use to set up most of your
reference information files.

«  Print Order Definition — Allows you to print a file copy record of the reference files.
» Update Customer Information — Used to enter and store information about your customers.

e Update Ship To Information — Entry of addresses and other information relevant to shipping of
the customer’s orders.
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e Credit Card Processing - enter credit card information for your customers.

» Update UPS Account Information — Stores UPS account number, login, and password.
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Update Order Definitions

Options on this submenu allow you to set up special codes and definitions that are used regularly when
entering Order Entry transactions. To view this, menu select Update Order Definitions (option c) from the
Setup Order Entry menu.

Fitrix 5.20 Database: sample Printers: Lexmark2/Lexmark 2
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Update Order Type Definitions -  Allows you to set up new order type definitions based on types
previously defined by the system.

Update Line Type Definitions — Allows you to set up new line type definitions based on types
already defined by the system.

Update Alias Definitions — Allows you to assign customers’ inventory codes to your in-house
inventory item codes.

Update Kit Definitions — Allows entry, deletion, and editing of kits. Kitting enables you to define
a group of items that are frequently sold together under a single kit code.

Update Discount Definitions — Allows you to set up codes for trade discounts and markups.

Update Special Price Defaults — Allows you to set up special item pricing schemes.
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» Update Debit/Credit Reasons — Allows you to set up specific explanations for different debit and
credit reason codes.

» Update Tax Definitions — Brings up the Multilevel Tax menu (same as option 7, Multilevel Tax,
on the OE Main menu).

» Update Commission Definitions  — Allows you to set up commission codes that represent
commissions for salespeople, customers, and individual ship-to locations for a customer, or
individual inventory items.

» Update Salesperson Definitions —  Allows you to set up the code, hame, and commission code
for each salesperson.

» Update Warehouse Definitions — Allows you to set up warehouse codes, a description of the
warehouse, a department in which to record transactions affecting the warehouse, and shipping
lead time.

» Update Payment Methods — Allows you to set up payment method codes. Cash payment, credit
card payment, payment on account, and third party billing are examples of payment methods.

» Update Shipping Terms — Allows you to set up shipping codes.

» Update Ship Codes/UPS Services— Allows you to set up shipping services by code with UPS as
the carrier. Can also be used to set up carriers other than UPS to be used as ship via codes in
order entry.

» Update Staging areas — Allows you to set up staging area codes for your warehouse (ie- loading
dock, etc.). You can then assign a staging area to the sales order so that you know where to
locate the order.
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Defining an Order Type

You must define an order type before you can use it in a customer order. Several order types come pre-
defined with the Order Entry system, so it is not necessary to create new types to begin order entry. New
order types are set up and updated with the Order Types screen below. Select Update Order Type
Definitions (option a) .

¢ Update Order Type Definitions

File Edit Miew havigation Tools Actions Help.
QR UIYREE] BBE 90
A 0 00 0 9 W

Find Prev Mext Add Update Delete Browse

Order Type: FEEG: [
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= this & Mazter Order?
Iz thiz a Reference Order?
Are ackhowledgerments printed far thiz order type?
Are picking hickets printed for this arder tepe?
Are packing zlipz printed for this order bppe’?
| pavmnent method required at the time of order?
Are customer PAD numbers required at order time'?
Iz the FOB required at the time of arder’?

|z the ship wia information required at order time?
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|z the freight document number reguired?
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Entering a Customer Order Type Summary:

Step Action

1 Execute the Add command to add an order type definition. Enter a unique three-
character order type code and brief description in the Description field.

2 In the Like Type field, enter the known type that this new type is like. Each new
order type must be like one of the order types the system recognizes: REG —
Regular order, CRM — Credit memo, RMA — Returned Materials Authorization,

DBM — Debit Memo, DIR- direct shipment from vendor, DRW- direct shipment
from vendor with a stop at your warehouse, QUO — Quotation.
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Step Action

3

Respond with an entry of Y or N to each of the user definable Process Controls.

4

Press {ENTER} to store the completed order type document.

Note: The Master Order and Payment method fields currently have no functionality so set to N.

Defining a Line Type

A line type code must be defined before you can specify it on a customer order. Several line types come
pre-defined with the system, so it is not necessary to create new types before beginning order entry. New
line types are set up and maintained through the Line Type screen as below. Select Update Line Type
Definitions (option b) .

¢ Update Line Type Definitions

Find Frew Mest

Line Type
D ezcription
Like Type
Stock [kem
tllacate lnventany: |
Stage To Backaorder: |
Diezcnption Update:
Price Update

EI=EEIE=EIE=E]

File Edit Wiew Mavigation Tools. Actions Help

I

Add  Update Delete Browsze
NN

 [NON STOCKING ITEM

[NON|  [NON STOCKING ITEM

SRS o R 7
A G 99 0 9 =

20f7

2R

Entering a Custom Line Type:

Step Action

1

Execute the Add command to add a line type definition.

2

Enter a unique three-character line type code and brief statement in the

Description field.

Order Entry
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Step Action

3 Enter the line type that this new line type is like in the Like Type field. Each new
line type must be like one of the line types the system recognizes.

STK - stock items are the items you stock in inventory. When you enter a STK
line type, you are telling the program to commit items for this order. This does not
actually reduce the amount of inventory, it just reduces the amount available for
sale on subsequent orders for these items. The amount on hand is not reduced
until the order is shipped and posted.

NON — nonstock items are not part of your stocked inventory but are items you
can readily order from your vendors. When you use this line type , the item will go
on backorder. If you have Purchasing installed, a requisition can be created for
backordered items which in turn will create a vendor purchase order.

STN — stock treated as nonstock are items that you stock in your inventory, but
you want to ship them directly from your vendor rather than pick from your
inventory.

SUR - surplus items are treated like STK except that the usage history is not
recorded. Usage history is used to calculate usage rates for inventory
replenishment and surplus items are generally discounted so the stock will

move quickly. You therefore do not want the purchasing department looking at
usage rates based on sales history for surplus items because they may think they
need to buy more.

FOU - found items are available for sale but are not in your inventory. These can
include office furniture, computers, or anything you want to sell that isn’t kept in
inventory. Found items are treated as nonstock but do not create backorders.

DRN - direct ship nonstock are treated like nonstock items except that a
purchase order will be automatically created to your preferred vendor since these
items will ship from the vendor.

DRS - direct ship stock are treated like stock items except that a purchase order
will be automatically created to your preferred vendor since these items will ship
from the vendor.

KIT- kit line type is entered with a kit code that expands to show all the line items
that make up the kit. This line type is not a defined line type in this screen
program.

CAN - cancel is used to cancel the order line or part of the line. Any inventory
allocated is de-allocated. You cannot cancel a line item once it has reached the
SHP stage. This line type is not a defined line type in this screen

program.

4 Respond with Y in the Stock Item field if the item number should be compared to
the inventory file. If this is a stock item, then the item(s) will be committed at
order time.

5 Enter an Y in the Desc Update field if the user should be allowed to override the

inventory item description read in from the inventory file.
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Action

6 In the Price Update field, enter Y if the user should be allowed to override the
unit price, enter N if the user should not.

Press {ENTER} to store the completed line type document.

Alias Definitions

With aliases, you can enter the customer’s item code in the Item Code column in the detail section of the
Customer Order. The customer’s item code is then displayed in the Alias field at the bottom of the screen,
and will print on all shipping documents and invoices.

For instance, a customer may order an item with the code MUFFLER. You can define an alias,
MUFFLER, for this customer, which automatically references FM4810, which is your in-house code for the
same item. You can define any number of alias codes for the Order Entry system.

If you leave the customer code blank, this is a global alias meaning you can use it when entering all orders
regardless of the customer code used for the order.

To view this screen, select Update Alias Definitions (option c) .

& Update Alias Definitions M=
File Edit Wiew Mavigation Tools. Actions Help

‘OB QUL ER AP 90
4 0 90V 0 © &\

Find Frew Mest Add Update Delete  Browse

Alias: MUFFLER
Irventony [tem Code: 4210 1
FLOWMASTER 4810 MUFFLER

Customer Code; 1 ]
Busziness Hame: FISHEHS SUF"F'LY

50f6

R
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Entering an Alias Definition Summary

To enter an alias definition, follow the steps below:

Step Action

1 Select Update Alias Definitions (option c).

2 Execute the Add command and in the Alias field enter the code that the
customer uses to order the item.

3 Supply your corresponding in-house item code in the Inventory Item Code field.

4 Enter the customer code to which this alias code applies. The system verifies
the code and displays the customer’s business name.

5 Press {ENTER} to save this inventory item alias definition.

Kit Definitions

Kits enables you to group any number of inventory items that are commonly sold together under a single
“kit” code. This way, when a customer order is entered using the line type of KIT, one kit code can be
entered rather than manually entering each item that makes up the kit. After the system verifies the kit
code, the kit “explodes” and all items in the kit are displayed.

To view this screen, select Update Kit Definition (option d) .
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¢ Update Kit Definitions

File Edit Miew Mavigation Tools. Actions Help
OB QbR EQ AR BO0ED 90
Find Frey MNest Add Update Delete Browse
it Code: (AR | Kt Desc: [ALFINE AM/FM/CD + AMP & 2
:[SPEAKERS
- [tem Code Dezcnption Cuaritity [z Pra?
ALP3REE ALPIME [R] B CHAM AP 1.000
ALPE203 ALPIME B3 THREE ‘wiay SPEAKER 2000
ALPT292 ALFINE 7232 REM. AM/FMACAS 1.000
SOM=S3011 SOMY #S5-3017 514 CO-Ax SPER 2000
1of2
& ok | [gcancel | [#FDetal |
Enter the Kit Code S

Entering a Kit Definition Summary:

Step Action

1 Select Update Kit Definitions (option d) , and execute the Add command to add a
kit definition. Enter a unique kit code and brief description of the kit in the Kit
Desc field.

2 The kit code can be up to 15 characters. Use the Ctrl {TAB} key to move the
cursor to the detail portion of the screen and enter the inventory items that make
up this kit. The Zoom feature is available to select items from the inventory.

Enter "Y" Inc Prc field if the line item’s price should be included in the price of the
kit; enter "N" if $0.00 should be used as the line item’s price in the kit. This offers
flexibility in kit pricing. For example, you might sell both tires and wheel rims
individually, as well as the "kit" consisting of a tire and rim sold together. When
the rim is sold as part of the kit, you could enter "N" in the Price column for the
rim; in effect, you would sell the tire at the regular price and include the

rim "free of charge."

3 Press {ENTER} to store the definition.
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Discount Definitions
These discount codes are used as follows:

« If you insert the discount code in the customer record or the customer’s ship-to record, this discount will
apply to all items on the order that have the “Subject To Trade Discount” field set to “Y”. For example, if
the order is for $1,000.00 and the customer record has a 5% discount code, the net order will be for
$950.00

* You can also use the discount codes as a customer class in the Special Pricing program. This effectively
groups a class of customers together so that they receive special pricing based on their class. For
example, you can set up a discount code with a rate of say 15% , use this code as a customer class in
the Special Pricing program and customer record, and customers with this class code in their customer or
ship-to record will receive 15% off list price.

To view this screen, select Update Discount Definitions (option €) .

¢ Update Discount Definitions

File Edit “iew Mavigation Tools .ﬁ.ctiu:uns Help

L= A@@'E@. B B @9

Find Frey Mest Add Update Delete  Browze

Code: EEEER
Description: PHEFEHBED_EUSTDMEH DISCOUNT

Hate: | 15.EIEIEI.

Type: DISCNT

MARKELF - 10 Order Entry only, adds rate to average unit cost to compute selling
price. (uantity dizcountz are ignored.
MARKDM - [n Purchagsing only, subtracts rate from purchasing unit cost to compute
purchaze price, [uantity discounts are ignoned.
DISCHT - Camputes trade discount amount oh price as entered or complted,

4of 5
[IE:J )4 J [QH Cancel ]

Enter the identifying code far this trade discount or markup, O,
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Entering a Discount Definition Summary:

Step Action

1 Select Update Discount Definitions (option €) and execute the Add command to
enter a new discount definition.

2 Enter a unique discount code (up to six characters) and a brief statement in the
Description field.

3 Enter the discount/markup rate in the Rate field. The rate should be entered in
percent form. For example, a 25% discount would be entered as 25.0.

4 Enter the type of discount definition the code and its rate represent. The type
determines how the discount is applied.

The valid entries for this field are as follows:

« MARKUP —the percentage associated with this code is applied to the purchase
cost (stored in the Inventory file) to determine the amount to add to that cost to
set a selling price for an item.

* MARKDN - this type of discount is not currently used in order entry or
purchasing.

* DISCNT-this results in a discount being computed off list price for all items on
the order. that are subject to trade discount (the Subject To Trade Discount field
in the Inventory file is setto Y or N for each item in each warehouse that stocks
the item). This discount is computed based on the list price of the item after any
quantity discounts have been computed.

5 Press {ENTER} to store the completed discount definition.

Special Price Defaults

The Special Price Defaults option offers a flexible method for you to set special pricing based on a number
of parameters: order type, item class, item code, customer class, customer code, date range, or price
level.

Special Price Defaults overrides the normal item list prices set at the item level. Price level definitions can
work in conjunction with the discount definitions, they can specify a discount or markup percentage, or
they can define the price level as an exact amount. Use the following form to define special pricing.

To view this screen, select Update Special Price Defaults (option f) .
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¢ LUpdate Special Price Defaults

File Edit “iew Mavigation Tools. Actions Help
A 600 0 0 &

Find Prev MNest Add lUpdate Delete  Browse

Description: WHOLESALE DISCOUNT
Level: 1] [ ate Range: EI'I;"EI'I;"EEIEI? Is_l.ﬂ to [12/31/2007 I‘SH

COrder Type: x"' _..
Itern Code: | ] [

Itern Class:
Custorner Code: | | |
Customer Class: [WHLSLE & | "WHOLESALE DISCOUNT

Dizcount Type: I: [Code; Discavnt, Markup, Amount]
- [uantity Codesamt/Fct [Fesznption
1.000 WHLSLE WHOLESALE DISCOUNT
1o0f4

L

Entering Special Price Definitions Summary

Step Action

1 Select Update Special Price Defaults (option f) and execute the Add command
to enter a new special price definition.

2 Enter a description for the special pricing scheme and enter a number in the
Level field (0-9); the highest number is the overriding level.

3 Define the criteria for this pricing record by making entries in the Order Type,
Item Code, Unit of Measure (UM), Item Class, Customer Code, Customer Class
(aka, Trade Discount) for a specified date range.

Note: You either use item code to define special pricing for a specific item, or
item class to define special pricing for a group of items (within that class), but not
both item code and item class. The same restriction applies to customer code
and customer class.
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Step Action

4 In the Discount type field, enter one of the following codes:

C — This tells the system to go to the Discount Definitions table (synonymous
with customer class).

D — The system prompts you to enter a percentage rate that it will apply to
orders that match the parameters you set forth above.

M — The system prompts you to enter a percentage rate from which it will
calculate an amount to add to the item cost (markup), based on cost
information set up in inventory.

A — The system prompts you for an amount that the system will directly apply
to the order as the discounted amount (price).

5 Press Ctrl {TAB} to move to the detail section and enter quantity/price breaks
and percentages, codes, or amounts.

6 Press {ENTER} to store this new pricing definition.

After the special pricing definitions are created, the system automatically applies the pricing.

Once the correct pricing record is selected, the order quantity is found in the quantity/price break column

in the Price Levels detail. Finally, the item price is calculated based on the discount code referenced, the
markup percent, or the exact price break amount specified.
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Debit/Credit Reason Codes

Reason codes allow you to define how the different accounts involved are affected when you must debit or
credit a customer’s account for whatever reason — returned merchandise, over priced or under priced, etc.
When you enter a debit or credit memo for a customer, you must supply a reason code or it will default to
the reason code set up in the Update Order Entry Defaults program. Each debit or credit reason code
represents both the reason for issuing the memo and the general ledger accounts the memos should post

to.

To view this screen, select Update Debit/Credit Reasons (option g) .

OB P ER BR 00

¢ LUpdate DebitfCredit Reasons

File Edit Wiew Mawvigation Tools: Actions Help

Find Frey MNest Add Update Delete Browse
Reason Code;
Descriptior: |RETUURNED AND RESTOCKED
Reazon Type: 2'

Reazon Types . Sales I:EIG. |wvettory  Scrappage

[1] Returned and zcrapped Decrease Decreaze Mo Change Increaze
[£] Returned and restocked Decrease Decreaze Increaze Mo Change
[3] Oxerpriced, not returned Decrease Mo Change Mo Change Mo Change
[4] Underpriced, niot returned Increase Mo Change MoChange Mo Change

20f4
’O ok ] [t:i Cancel ]
YR

Enter the identifving code For this credit or debit reason,

Entering a Debit/Credit Reason Code

Step Action

1 Select Update Debit/Credit Reasons (option g) and execute the Add command to
add a debit or credit reason code.

2 Enter a unique three-character code and a brief statement in the Description
field.

3 In the Reason Type field, enter a number (1 through 4) for the reason. Each

reason type number is defined in the lower portion of the screen, along with
information on how each reason type affects the sales, cost of goods, inventory,
and scrap page accounts.
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Step Action

4 Press {ENTER} to store the completed debit/credit reason definition.
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Commission Codes

Commission codes allow you to associate commission rates with specific orders, customers, or
salespeople. Before you can use a commission code, it must be defined in the Commission file.

To view this screen, select (option i).

¢ Update Commission Definitions

File Edit Miew havigation Tools Actions Help

OE QUDRER BEE 90
4 @ 9 @ O X

Find Prey Mest Add  Update Delete  Browse
Commizzion Code; []
Descriptior: STANDARD COMMISSION RATE
Commiszion Fate: E!I:II:II]

Jof7
[G k. ] [511 Cancel ]

Enter the identifving code For khis commission rake, Ul

Defining a Commission Code

Step Action

1 Select Update Commission Definitions (option i) , and execute the Add
command to enter a new commission code.

2 Enter a unique code (up to six characters) and a brief description for this
commission code.

3 Specify a rate in the Commission Rate field. The commission rate should be
entered in percentage form. For instance, if the rate is 12 percent, 12 should be
entered.

4 Press {ENTER} to store the new Commission Code.

Note: There is currently no commission reporting in the Fitrix Accounting software.
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Salesperson Code

Salesperson codes are used to track orders by salesperson or sales department. The Salesperson
Codes form enables you to add or modify data in the Salesperson file at any time.

To view this screen, select (option j).

¢ LUpdate Salesperson Definitions E@

File Edit Wiew Mavigation Tools P.u:tiu:uns. Help.
QOB VAREER BEH @0
4 0 O W 0 9 =

Find Prev MNest Add lUpdate Delete Browse

Salezperzon Code; TH

S alesperson Mame: [TOM MACK B
Commission Code: TIEF 1 = | | REGIONAL SALES REP

Phone; [800-535-1200
Cell. |[770-455-2870
Fax [770-455-3000

Email: | TOMM@PARTSPLUS.COM
Jof4

OvR

Defining a Salesperson Code

Step Action

1 Select Update Salesperson Definitions (option j) , and execute the Add
command to add a new Salesperson code.

2 Enter a unique code for this salesperson in the Salesperson Code field.
3 Use the Salesperson Name field to enter the salesperson’s name.
4 Enter a code in the Commission Code field. The code entered in the

Commission Code field must have been defined through Update Commission
Definitions (option l).  After a valid code is entered, the description appears
beside it.

5 Press {ENTER} to store the Salesperson Code.
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Warehouse Code

The Warehouse table stores all the warehouse codes, their descriptions, addresses, and an optional
department number associated with the warehouse. Each warehouse code represents one of the
locations from which your company ships inventory. You can also use different warehouses to represent
different pricing.

To view this screen, select (option k) .

¢ Update Warehouse Definitions

File Edit Wiew Mavigation Tools. Actions Help

L= ;1@@Eau .E’u. @0

Find Frey Mest Add Update Delete  Browze

Warehouse Code:
Dreszcription: ATLA i

00 &

11373 MEW SPRING ROAD

Department
Address:

City:
State:
Zip
Country:
Phote:
Fax:

E rnail:

ATLENTA

RIBLTION CENTER

[EAST DIST. CENTER

AT
GA_ |
30339
US4
404 555 1234
1404-555-5000

]u:um@partsplus o

1ofd

[@ ] 4 J ’ b4 Caricel ]

Enter warehouse description.

O

Defining a Warehouse Code

Step Action

1 Select Update Warehouse Definitions (option k) , and execute the Add command

to define a new warehouse code.

2 Enter up to a ten-character code in the Warehouse Code field and a brief
description in the Description field.
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Step Action

3

Enter a valid department number for this warehouse. If you use different
departments or profit centers, you might use Department field to indicate that
items shipped from this warehouse should post to certain general ledger
departments.

Enter remaining address and phone information (optional) and click on the OK
button or press {ENTER} to store the completed warehouse code.

Payment Method

You define payment method codes to indicate how customers plan to settle their accounts. Each payment
method falls into one of three broad categories: on account, cash or check, or credit card. You must
define a payment method prior to using it for a customer order.

To view this screen, select (option ) .

¢ Update Payment Methods E@

File Edit Wiew Mavigation Tools. Actions Help
OB JthEREQA B @0
Find Frey’ Mest Add Update Delete  Browsze
Payment Code: ._ |
Fayrment D' ezcrption: .&EEDUNTS RECEIMABLE
Pavment Type: .-“-‘-. C-Cash
Y - Credit Card
& - OnAccount
Jof7
[" § 0K J It:f Catcel I
: e ; VR
Enter the identifving code For this method of pavment.
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Defining a Payment Method

Step Action

1 Select Update Payment Methods (option I) and execute the Add command to
add a payment method code.

2 Enter a unique code for this payment method (up to six characters) and a brief
description in the Payment Description field.

3 In the Payment Type field, specify the value for the payment type.

Update Shipping Terms

The UPS interface automatically adds a freight amount to the invoice. Logic has been added to the order
entry programs to handle the various shipping terms so that freight will only be included on the invoice to
the buyer if the shipping term warrants this.

There are four basic shipping terms of sale.

» Freight Collect — buyer pays freight. No freight invoiced to buyer
» Freight Prepaid- seller pays freight. No freight invoiced to buyer.
» Freight Prepaid And Add — seller pays freight and invoices the buyer

» COD - seller invoices freight to buyer. UPS collects funds for merchandise and freight (entire
invoice amount) and then remits funds to seller. The Invoice Freight field will be equal to Y.

How this feature modification interacts with the UPS interface:

« If the invoice freight flag for the shipping term used = N, then do not add any freight to the invoice.

» If the invoice freight flag for the shipping term used =Y, add the freight amount added to the order
at order entry time.

» If the invoice freight flag for the shipping term used =Y, and there was no freight added during
order entry, add the freight amount charged by UPS to the invoice.

Note: User can still change freight amount if they need to.

To view this screen, select (option m).
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¢ Update Shipping Terms

File Edit Wigw Navlgatlnn Tools. Actions Help
‘OB U YREEA ABY @0
4 @ @ @ ®© 9 K

Find Frev HMest Add Update Delete Browsze

Shipping Terms Code: [PREFAID 1500
Description: [PREFAY IF ORDER OVER $1500
[rwenice Freight? : N
Ordler Limit: | 1500.00]
6 of 6

R

Step Action

1

Select Update Shipping Terms (option m) and execute the Add command to add a
payment method code.

Enter the Shipping Terms Code, and a description.

Invoice Freight? Enter Y if freight to be invoiced to customer

Order Limit - For any shipping terms code that has an order limit not equal to null, when
the order total is greater than or equal to this limit the shipping terms will automatically
change the order summary ship terms to PREPAID so the user knows freight should not
be added during invoicing. For example, if a customer’s terms are PREPAID 1500 , order
limit is $1,500, and they place an order for $2,500, the shipping terms on the order will
change from PREPAID 1500 to PREPAID and no freight charges should be added to the
order.

Click the OK button or press {ENTER} to save the new code.
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Update Ship Codes / UPS Services

The Fitrix UPS tracking interface allows the UPS tracking system to update shipping data into the Fitrix
system for shipment reporting.

The Service Type Definitions associated with an order determine which UPS service is used.

This program can also be used to set up ship via codes used in Order Entry for carriers other than UPS. It
is the ship type value that prints on order entry documents.

To view this screen, select (option n).

4 Update Ship Codes/ups Se... [2 |[E][X]

File Edit Wiew MNavigation Tools: Actions Help

OB QU R E] BRE>

i l;" t‘# wj d @ “';. T w
& Find Prey Mext Add Update  [Delste Bro

Ship T_I,Ipe:gu :
Ship Code: |GROUND
Deseiptian: (LIPS GROUND
4o0f4

[ ak, ] IQ:{ Cancel ]

Enter Shipping Tvpe (UPS/OTHER). i

& Update Ship Codes/UPS Se... [= |[B)[X]

File Edit Wiew Mavigation Tools: Actions Help
OB YRR ESQ B E»
A0 9w O & o
& Find Prey Mext Add Update  [Delste Bro
Ship Type: [EIBEE |
Ship Code: [YELLOW |
Descriptior: [YELLOW FREIGHT LINES |
Jof4

[ ak, ] IQ:{ Cancel ]

2R,

Enter Shipping Tvpe (UPS/OTHER).
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Step Action

1 Select Update Ship Codes/UPS Services (option n) and execute the Add command
to add a service type code.

2 Enter the Ship Type reference.

3 Enter the Ship Code associated with that shipping type, and then enter a description.

4 Click the OK button to save the new service type.

Print Order Definitions

This menu option (d) displays the Print Order Definitions Menu, which provides twelve additional menu
options. These print options produce hardcopies of the reference files that were set up through the Update
Definitions submenu (option ¢). Use these reports to check the accuracy of the reference codes and
default data.

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File Wiew Ewxecute Settings Help

Slem=2@

U =i 4 Order Entry

2 Accout B 1 Order | Setup Order Entry

Ehl = Pl AW | print Order Definitions © Copyright 2007
pyright 2

4 Order | : = %
3 Bales [OF b print CE & Print Order Type Definitions ?m;‘&‘ﬂ‘:; o

(]

5]

&=

=

B 5 ety 4 enp 5 ¢ Update /5 b Print Line Type Definitions
5 5 Puehigs 7 Mulile' @ o Print € ¢ print Alias Defitions
&
&=
]
5]
(]

7 MulticL /= g admin = Undate = d Print Kit Definitions
8 Fayrall =l

YIONER 9 Setup & T Update 7 & Print Discount Definitions
9 Fixed £ it i

ined £ S Exit B3 h Cradit f Print Special Price Defaults

2 Febishunnt & i update = o Print DehitiCredit Reasons
b Rerolliers o] Exit B3 b Print Multilevel Tax
ﬂ B =} i Print Commission Definitions
= j Print Salesperson Definitions
I.I'gl k PrintWarehouse Definitions
) | Print Payment Types
S Exit
| Status Idie Socket sock220/10.0.0.95/20020
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Update Customer Information

Note: If you have Fitrix Accounts Receivable installed on your system, you may have already entered
much of the Customer and Customer Shipping information needed for Order Entry.

To view this screen, select option (e) on the Set Up Order Entry menu.

This data entry screen allows you to add new Customer Information or maintain existing Customer

Information. This data entry screen is located and accessible from the Accounts Receivable Customer
Information Menu and in Order Entry from Setup Order Entry Menu.

¢ Update Customer Information

File Edit View Navigatiu:u[n. Tu:u:u!s .ﬁ.ctiuni Optil_:!l.'ls He.lp
OB OWihELA BBE 900
T 2 Q@ @ Q@ @ @ o 4

© Shipto Activity Addinfo Biling Deinfo Ship notes  Credit_notes  Credit_letter  Credit Card

A 600 0 O & &
oFind  Frey Mest Add Update Delete Browse Options

Code: | Contact |BILL WALKER |
Company: [ACTION AUTOPARTS i Phane: [404 885 4146 i

Address: |14307 15T STREET | Cell |404 762 3458 |
i | Fix 4043328197 |

City: [ATLANTA i
State: [GA | Zipr [30333 |
Courtry: (US4 |

Email; |I:ui||w@au:tiu:unautu:u.u:u:um

Wwieb Address: |www. actionauto. com

Salezperzon; [WH—EI: I}-'-.-"I_L_LI.-'l'-.M_MILLEFE
Tems: (A [&] [NET30
Balance: |—1E_IEIB?_1EI_i
CreditLimt: | 15000000
Credit Hold: | | Credit Hold Date; | I
Notes 1o0f23

[ 1]8 ] [{:1 Cancel ]

R,

Enter a unique code ko identify this customer,

Press Find and click the OK button (or press ENTER). Click the Next and Prev buttons to navigate to the
desired customer record (or press P or N).
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The Customer Information screen contains the following fields:

Field Description

Code A six character alphanumeric field that stores the code that uniquely identifies the
customer.

Contact This twenty-character alphanumeric field stores the name of the person you
normally contact when communicating with the customer.

Company This thirty-character alphanumeric field stores the business name. This is the

name that will appear on invoices and other documents.

Phone/Cell/F
ax

These fields are for storing the phone numbers of your customer contact.

Address The customer billing address.

C/sliz Continues with billing address, fields for city, state, and zip.

Country This field records the country associated with the billing address (up to 20
characters)

Email Email address of the customer contact.

Web Internet address for the business

Address

Salesperson | Internal salesperson managing this customer — Initials followed by full name.

Terms This is a six-character alphanumeric field used to record the terms code for this
customer. Terms codes must have previously been set up in the accounts
receivable Customer Terms file. The system calculates the invoice due date and
discount information from this terms code. Adjacent to the AR Terms field is an
unlabeled field that displays the description of the terms code after the code has
been validated. Zoom to select from defined terms codes.

Balance Current balance due on account.

Credit Limit Amount of credit issued to customer before discounts, or credits.

Credit Hold Enter a Y if orders cannot be entered for this customer due to their credit standing

with your company.

Order Entry
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Using the Other Tool bar Icons To Access Additional Programs

Additional information is accessed and stored by using the toolbar icons.
Credit Notes

These notes display in the Update Customer Orders program once the customer code is entered.

Credit notes are accessible from the Update Customer Information program. When in update mode, click
on the Credit Notes icon to bring up the picker menu.

File Edit Help .
OBEO Y O
| _

"1 Cradit Motes
| Mew Credit Mate
| Delete Credit Mote
| Edit Credit Note

[Q 0k, ] [t:f Cancel ]

R

View Credit Notes- allows you to view all credit notes.

New Credit Note- allows you to add a new credit note and this note will be stored with your user id and
date entered.

Delete Credit Note — brings up a list of note information (number, user id, and date) and you can delete a
specific note by double clicking on the item.

Edit Credit Note - brings up a list of note information (number, user id, and date) and you can edit a
specific note by double clicking on the item.
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Acct/Tax Information
To view, click on the Addinfo icon.

4 Extension addinfo Q@ @

File Edit Help
QOB UWhEE! 90

Aoct/T ax Information

Acct Group: B [%]| [ACCOLMTS RECERABLE INYOICE
A/R Account; 110000000 [&]| - (000 [&]
Currency Code: =]
Credit Manager.  |tomz Send Credit Letters: |’
Diefault [MOT A =] Freight: |MOTe =] Mizcellaneous: |MOTeAx =]
’ 2 0k ] [[:{ Cancel ]

Enter the ledger account group For this customer, e

This screen allows you to define customer specific default general ledger account numbers for A/R
posting and Tax reporting.

Field Description
Account Group : A default account group can be setup per customer. Optional.
A/R Account : An Accounts Receivable account number can be defined for an

individual customer. The customer default A/R account number is
used if this account number differs from the A/R Module default. This
entry is optional. If nothing is entered, the A/R default account number
will be used.

Currency Code : This code is the default currency code for the current customer record
and only applies if the Multi currency module is activated.

Default : This field provides the default tax setting when adding customer
documents. This default can be overridden at the time of document
entry.

Credit Manager The value entered here is the credit manager responsible for this

customer and must be a valid login ID. This user id must also be set
up in the security table for users (table name is stxsecur) so that the
program can find the name associated with the id ( See chapter on
Security in the Getting Started With Fitrix manual).lt is this name that
prints on the collection letters sent to the customer.

Send Credit Letters | This value defaults to Y which means a credit letter will be printed for
this customer. If you do not wish to create credit letters for a specific
customer you must change this value to N.
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Press ENTER key to return to Customer Information screen.

Billing Information

To view, click on the Billing icon.

4+ Extension ... Q@@

File Edit Help
OB Y UnEEK (»

Billing [nformation
Ctaterment Date: |02/05/2003 (XY

Statemnent Arnount: 5455554 67
Last Pay Date: |07/30/2002 REI3
Balance: RRO7138.27
On Account: 112226
D eposits:

Credit Limnit:
Staternent Cycle:
Open ltem/Bal Fwd: |0
Finance Charges:
Fir. Chrg. Tax Code: =]

[' ak. ] [[:fliancel ]

R
Enter this custormer's credit lin

When setting up the customer billing information before setup is complete, previous account activity can
be carried forward and entered in these fields. Once the A/R defaults are set to complete and transactions
have been posted, the following fields are system maintained.

» Statement Date

»  Statement Amount

e Last Pay Date

» Balance

» OnAccount (see cash receipt entry in the Accounting training guide for details)
» Deposits (see cash receipt entry in the Accounting training guide for details)
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The following fields are maintained by the end user:

Field Description
Credit Limit: This is the dollar amount of outstanding debt allowed on this account.
Statement Cycle: This optional field stores a number that is referred to as the

“statement cycle number”. When you generate customer statements,
the program prompts for one or more cycle numbers thereby allowing
you to generate statements for a particular class of customers or
different time cycles.

Open Item / Bal This field accepts an entry of O (open item) or B (balance forward).

Forward: This code determines the type of statement to be generated for the
customer. If left blank, it defaults to O.

Finance Charges: Determines whether customer is charged a finance charge. If left
blank, the field defaults to “Y".

Finance Charge Enter tax code to be used when finance charge is created.

Tax Code:

Press the ENTER key to return to Customer Information screen.
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O/E Information

To view, click on the Oeinfo icon.

This screen maintains customer default information that is referenced in the Order Entry Module. This

information can be overridden in Order Entry at the time an individual order is placed.

Extension oeinfo
File Edit Help

‘OB O E!] 90

Order Entry [nformation

Dizcount: | |E|| |

Salesperson: | TM (@) | TOM MACK

Commission: | TIER 1 [®&]| |REGIONAL SALES REP

Pay. Methad:

Ship Temms: | PREPAID [&l| |FREIGHT PREF&ID- DO

LIPS Accaunt; |:|
Rezidential: Ship Complete:

Foute Code:
[ﬂ ok, ] [[:1 Cancel ]

Enter the discount code for this custormer,

R

Press the ENTER key to return to the Customer Information screen.
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Ship-To Information

To view, click on the Shipto icon.

File Edit Wiew Mavigation Tools Actions Help

OB ¢ UhRER ALM @0

A 0 9@ 0 © =

© Find Prev Mest &dd Update Delete Browse

Custorner Code: i_1 LY
Ship-To: [CALIF
Ship-To Mame: ACTIOM AUTOPARTS WEST | Route Code:; | |
Rezidential: :| Tax Code: |NETEX—?|
Freight T ax Code: | | Mizc T ax Code: |—\
Contact: [STAN WAVERLY Phone: | 805 885 5487 |
Address 1: 4389 APPLE WAl j
Address 2| |
City, State, Zip: [VENTURA | [ea] [meos ]
Country: |5 % | |UMITED STATES |
Salesperson: | JC S WIM CARSON |
Commission Code: [STD & | |STANDARD COMMISSION RATE |
Discount: | CASH o) |CASH DISCOLNT |
Ship Terms: | LY | |
Cell:| |
Faw: | |
Email: | |
Web Address: | |
Tof2

[ACTION AUTOPARTS

R

This screen maintains customer ship-to information. If you assign a ship-to during invoice processing, the
bill-to and ship-to will print on shipping documents and invoice forms.

Press the ENTER key to return to Customer Information screen.
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Activity Detail

To view, click on the Activity icon.

& [loom aractvz D@

File Edit Help
oBe Ul 90
Twpe  DocMa Do Date IrwdChi Ma Due Date Arnaumnt Balance Lo .
a0 05/ 0/2007 OR/0942007 15.00
CR 18 05/04/2007 132 -B00.00
IN 73 05/01/2007 BABTEST 05/31 /2007 131280 131280 — |
CR 17 04/25/2007 213213 -10000.00
DIk 71 04/25/2007 CEFRT 1040942006 19.00 0.00
IN 70 044252007 70 05/25/2007 385,82 ge5.82
CR 16 04/16/2007 32456 -2000.00
DM B2 04/16/2007 CEO41B07 04/04/2007 2G50 2660
IN 58 04/06/2007 53 05/06/2007 411,60 411,60
CR 14 04/04/2007 M23nz -400.00 |
[@ 0k, ] [t:{ Cancel l [ﬂ Mew Search ] [@{ Dretail ]

OYR.

This screen allows you to view customer activity sorted by most current dates first. You can also change
the sort order by clicking on the column heading.

You can zoom further into the activity by placing cursor on item you wish to research and clicking on the
detail button. If the type of document is IN (Invoice) and you click on detail, the first screen to display is the
invoice header information. When you click on activity to zoom further, the screen displays any payments
that have been applied to the invoice. If the type of document is CR (Cash Receipt) and you click on detalil
the screen displays the invoice the payment was applied to.

If you would like to look for a specific document, click on New Search and press the TAB key until the
cursor is located in the Inv/Chk No. field, enter document reference number, and press ENTER.
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Shipping Notes

To view, click on the shipping notes icon.

¢ Shipping Notes

File Edit Mavigation Help

OV LRRER OQOED O

Call Bob Johnzon when shipments leave whze,

200-435-2657 ext 1002

& ok | [fcancel | [ Edi |

R

The notes entered here are for special shipping instructions that relate to this specific customer.

These notes will display when entering orders. When these notes display you have the option of changing
the notes and will then be prompted “Store These Shipping Notes (Y/N). The default is Y and these notes
will then print on the picking ticket and packing list. Any changes made to the notes in order entry will not
change the default notes stored with the customer record.
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Credit Letters

To view, click on the Credit letter icon.

& View detail letter

File Edit Mavigation Help

B OUa 2500 90

Letter Date Letter Cade
4.2 07 COLL

04./04/200 LD30
0343142007 CoLL
0343072007 LD30

[ Ok ] [!11 Cancel

J

R

This option lets the user view the code of the credit letters sent to the customer and the date they were

created.
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Credit Card

To view, click Credit Card icon.

Add on detail ccard
File Edit Mavigation Help

OB QURBE

0

=1

Customer Codl: [N =

— Cugtomer Credit Card Infarmation -

Exp. Morith:

First Narme: B Lestheme  EREGLAOL
Address:
I:it_l,l.' State; m Zip:

Telephone:

[BEIES

This option lets you view any credit card information that is on file with the customer. This information is
set up in the Order Entry module. Credit card is a method of payment used in Order Entry.

Click the OK button (or press ENTER) until you are returned to Customer Information screen and then
Quit to return to Setup Order Entry menu
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Update Customer Ship To

To view this screen, select option (f) from Set up Order Entry menu, choose “Find”, and click the OK
button (or press ENTER key) to Find All.

¢ Update Customer Ship-To's |Z|E|
File Edit Wiew MNawvigation Tools. Actions Help
OB QUWRhREA BRE 00
4 @ © 0 O @ A
i Find Prew Mest Add Update Delete  Browse
Custarer Code: |1 (@] [ACTION ALUTOPARTS |
Ship-Ta: ;E.E«IJF_—-| Rezidential: i:l
Ship-To Mame: b SARTS WEST, | Tax Code: M|
Freight Tax Code: |NOT.AX ] Misc Tax Code:  [NOTAX (&
Contack |STAN WAVERLY | Phore: | 305 895 5457 |
Address 1: 4383 APPLE Wy |
Address 2: | e J
City, State, Zip: VENTURA | [ca] [mooz ]
Country: i_l_l Sh | l%
Salesperzar | JC =] EJIM CARSON |
Cornmissior Code: |STD @  [STANDARD COMMISSION RATE |
Discount [CASH  [&]]  [CASH DISCOUNT |
Ship Termns: | COLLECT [&)| |FREIGHT COLLECT- DO NOT INVOICE |
Cell [805-222.5478 | Fa  |B05-456-2345 |
Ernail |starmEactionauton com |
HE e v viiac ioradtabats GO |
1of4
[ ok ] [I;H Cancel J
Enter the business name for this shipping location, 2

This screen allows you to maintain and add multiple customer ship to locations. When entering invoices
and you define a ship-to code, this is the ship-to address that prints on the invoice. If you do not define a
ship-to, the ship-to address defaults to bill-to address.

Press Quit to return to Set up Order Entry menu.
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Update UPS Account Information

This screen allows the user to define the UPS Account number, login and password configured by UPS
company to request tracking information in the order entry module.

To view this screen, select (option i) from the Setup Order Entry menu.

¢ LUpdate LUPS Account Information Q@

File Edit Wiew Mavigation Tools Actions Help
08 QR ER BEH @0
4 G ©® 0 O 9O &

Find Prey’ Mest Add lUpdate Delete Eru:m;se

.ﬁ.ccnuntmumber:g S

Logir: |autoparts

Paszword; ?__L-_Jggqgtu_:_u 3
Wersion: >-<

1o0f1
[@ o, ] [r:! Cancel ]

W
Enter UPS account. EEt

There are two ways to interface between Fitrix and UPS:

1) Enter "X" in the Version field to request tracking information using XML file
2) Enter "H" in the Version field to request tracking information using HTML file.

For more information on the interface with UPS Worldship see the section in this manual that discusses it
in greater detail.

Order Entry Defaults

Once you have set up your reference files, you can set up your order defaults. By setting up defaults, you
can save time when entering orders because you set your most common data as defaults so it is entered
automatically in certain fields. The Order Entry Defaults file stores this default reference information for the
Order Entry system. Most default values are entered by the system when a nothing is entered in a field
that has a default value. You can update default values by simply entering the desired value.

To view this screen select Update Order Entry Defaults (option a) from the Setup Order Entry menu.
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& Update Order Entry Defaults
File Edit Wiew Mavigation Tools Actions Help

‘@ B (@ 4 B Qa B B B @ 7

© Quit Print 0K Cancel Cut Copy Paste Zoom | Motes U Fields ToDo | Technical status  Help

A G 00 0 O &\

© Find Prev Mest Add Update Delete  Browse

i arehouse; SEATTLE | Credit Reason: HET [rebit Reaszon: |_DVF' I ,
Order Type: HEG " Line Type: [STE : I Stage: fF‘IE_ | Feq. Profit?: | 1500/
Termnsz Code: A B ___-.': Diue Diaps: 30 Usze Department: N Fayment: AF! 1
FOB Point. [SHIP POINT | Ship iz [BEST Wwikiy a| Ship Temms: |
Account Mumbers
Sales: | 400000000 & | AR [ 110000000 @, | Inventory: | 120000000 |
Trade Dise.: | 100000000 & | Cash: | 100000000 % | CostofGoods: | 500000000 &
Freight: | 422000000 &, | Credit Card | 110000000 5, | Serap: | 590000000 &,
Taxes
Taw NDT.&X ; 'ND_T.&X | Freight - Compute Taw: N Discount: N
Diocument Printing Defaults
Prirt Mates Or: Ack: Y Pick: Y Ship: :-_:
Kit Expanzion Or: Auck: Y Fick: Y | Ship: Y
System Mumbers/Batching
Doc/Order Mo _2118 Invoice Mo | 218 Post Mo: 383.
Batch Invoices?  [M] Require Approval to post?: 1 Approval Code: i .

Truck BOL Ne: (583
1of1

OL/R

Note: Only the Update and Quit commands are active on this screen because the defaults table contains
just one record and you cannot add or delete the record.

» Execute the Update command to modify the default entries.

* Move from field to field to make modifications as necessary. The codes entered in the default
fields, the account numbers recorder in the accounting section and the codes entered in the
tax section must exist (must be set up in reference tables) before you can use them as
defaults. The Zoom feature is available in many fields.

When you have entered all changes, click on the OK button or press {ENTER} to store your
modifications.

Note: Values in the System Numbers section of the Order Entry Defaults screen are used by the system
to automatically number reports and transactions. The system maintains the numbers, incrementing them
whenever they are used.

It is possible to modify the system numbers at any time; however, to maintain the integrity of your audit
trail, you must not change the Doc/Order No. after orders have been entered or the Invoice No. after
invoices have been printed. If these numbers are changed, the posting programs may fail if the user
attempts to post a number that has already been posted.
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Order Processing

Order Status and Order Stages

Orders are processed through the different stages of the system depending upon the Order Type and
process controls that are defined for that order type. The state of an order is determined by two controls:

Order Status and Order Stages.

The Order Status code identifies the status of the current order. An order can be in one of four stages:

e ACT orderis active

« REF reference order (i.e. a quotation)
e PST order has been posted

e CAN order has been canceled

The Order Stages displays the current stage of the order or the current stage of a line item in the order.
Line items within the same order can be at different stages. The overall order stage will always be equal
to the line item stage, which is furthest from completion of the order processing cycle. Line detail can also
have multiple stages per line item if different quantities of that item are at different stages. Orders are
processed by the system through the following stages:

* NEW line item status prior to inventory being committed
* ORD line item committed in inventory status

« BKO line item placed upon backorder

* PIC line items picked from warehouse

 SHP line items shipped from warehouse

* INV line item invoiced

e PST lineitem or order posted

* CAN line item canceled
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Order Maintenance

The Order Maintenance Menu

The Order Maintenance Menu is the most frequently used menu of the Order Entry system. Using this
menu you can create, modify, and release regular orders, credit and debit memos, and reference orders.
You can also enter and update picking, shipping and invoice amounts. To view this screen select

Order Entry (option 4 ) and then choose Order Maintenance (option 1 ).

Fitrix 5.20 Database: sample Printers: Lexmark2/Lexmark 2
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3 Sales = p print Order Acknowledgments Fourth Genaration
Softwara Solutions, (nc.

4 Setup [ ¢ Print Picking Documents
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The menu contains the following options:

Update Customer Orders — Use this option when entering a new customer order or
modifying an existing order. This option is used to create or update regular orders, credit and
debit memos and quotations.

Print Order Acknowledgements —  Use this option to print a copy of the order as an order
acknowledgement.

Print Picking Documents —  Use this option to print “picking” documents that indicate which
items need to be taken from inventory to fill orders.

Update Picked Quantities — Use this option to indicate which items from an order have been
picked for shipment.
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e Print Packing Slips — Use this option to print the shipping manifest, which lists items to be
shipped and serves as a packing slip.

» Update Shipped Quantities — Use this option to indicate which items from an order have are
ready to ship.

* Invoicing programs — this option brings up a submenu that has programs to create invoices,
send and receive credit card settlements, and print invoices.

» Update Backorder Received — Use this option to mark items as ready to pick that were on
backorder.

» Print Order Entry Edit List — Use this option to print an edit list of all documents prior to
posting.

» Post Order Entry Documents — Use this option to post all documents and thereby update
the Inventory, Customer, and General Ledger files.

» Customer Price Inquiry — lists the special price set up for each item for each customer.

* Requested Quantity Query —a “what if” type of program that will let you know what affect a
customer’s order will have on your inventory availability. Can only be used if the
Replenishment module is being used.

Export Forms - this submenu has the following programs:

Proforma Invoice -use this program to print the proforma invoice.

Update Weight Information  -use this program to enter the weight information that will
print on the packing list. This is only used to enter weights for shipments out of the
warehouse because for Direct shipments you are prompted to enter shipment weights
when the purchase order is received.

Packing List -use this program to print the packing list.

Bill of Lading -use this program to print the bill of lading.

Commercial Invoice -use this program to print the commercial invoice.

Provisional Invoice -use this program to print the provisional invoice.

Final Invoice -use this program to print the final invoice.

e Shipment Tracking Screen — use this screen to enter information about your shipments
such as forwarder name, booking number, port of exit, etc..
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Update Customer Orders

This option is used to enter or modify regular orders, reference orders, and credit and debit memos. You
can break the customer order screen down into three sections: the header section, the detail section, and

the line detail section.

To view this screen, select (option a ) from the Order Maintenance menu.

& Update Customer Orders E|@E‘

tail Section

File Edit Wiew Mavigation Tools Actions Options Help
‘a G O 0 O QO & @
# Find Prev Mest Add Update Delete Browse  Options
L S
oB QO W hE E Q B B M X Q @
© Out Prnt 0K Cancel Cut Copy Paste Zoom | Maotes U Fields ToDo o Yiew Detail Mext Page Previous Page  In status
| i
el il Ship Via: | BE % Disc.Code: |
[sCT | POLNa: Orderio.: TS | DocumentMo:[  E40)
Stag; |D_F|D | OrdrDy ate: L | _2_331H2_U_U_?_hl‘gl OrderTatal: | _2_?5_5_3|
Ship Complete: N tultiple Orders: |__| Contract: | |
Ln  Type Stg Item Code UM | Quantity Frice Met Amount |
[%) ORD | ALPE203 |EA 2.000 137.813 275,
De
|5 ' I
|ALPINE Exd THREE WY SPEAKER i 5| Committect | 20000
% | Salesperson: Backorder Qty: _|
J/ Aa_s: _! ,_SF'E.EKI-EH _! | -_| Tax i_NDT.QX _| Backarder Ref: | |
455 of 460
e © e e @ @ @ 2 @ © 0 @ @ & @
- ShipDH  Monstock Details  Lines  Alias Sumrary Defaullz Credit Check Hecale  Customer Ship-To Price Sales Invoice  Itembdaster  LotScreen
[@ QK ] [t:fl:ancel ] @Header ] tracking
CR
Enter the line type. S
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Customer Order Screen — Header Section

Field

Description

Type:

This field is for entry of the order type codes. The system order types are as
follows:
« REG - Regular order.
« DIR - Direct ship (a.k.a. drop ship)
«  DRW - Like DIR but inventory temporarily stored at your location.
¢ CRM - Credit memo
+ DBM — Debit memo
*  QUO - Quotation
* CAN - Cancel an order
« RMA - Returned materials authorization —  the only difference
between an RMA order and a CRM order is that a picking ticket prints
for RMAs that can then be sent to your customer as authorization to
return the merchandise.

The system recognizes these order types. You can also define your own customer
order types that act “like” the system defined order types. Order types are defined
through the Setup Order Entry Menu. You can Zoom to select from the current list
of order types.

Note: You do have the ability to change the following order types after the order
has been entered and saved:

Change REG to DIR- this will automatically create a vendor purchase order.

Change DIR/DRW to REG- this will cancel the vendor purchase order.

Customer:

This field contains the customer code. These are set up with (option 4-e) Update
Customer Information. When you enter the customer code the customer name,
and Ship to address (if there is just one) will display. Zoom to select from the
current list of customer codes.

ShipTo:

The ship to code represents the location where the order should be shipped.
(Option 4-f) Updated Ship To Information allows you to set up these codes. This
will be automatically entered when you enter the customer code unless there are
more than one ship to addresses in which case you are prompted as to which ship
to use for this customer order. Zoom to select from the current list of ship to
codes.

After you enter the customer and ship-to codes any notes associated with the
customer will display:

Order Entry
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Field Description

i CUSTOMER NOTES

File Edit Help %

OBRO N @

Freeform Motes

Let customer know that for the month of Spril we're giving
them an extra 5% dizcount for order > $15,000.
Credit Motes

Do ot let orders exceed $50,000 without credit manager
approval,
Shipping Motes

Call Bob Johnzon when shipments leave whae.
800-435-2657 ext 1008

[G OF. ] [[:1 Cancel ]

R

You will then be prompted as to whether you want to store the notes. If you enter Y
these shipping notes will be stored with the order and print on the shipping
documents.

Ship Via The customer’s ship via will display here if one is found in the customer record. If
not, the default ship via found in the Order Defaults table will display. Zoom is
available to display ship via codes if the code needs to be changed.

Disc Code If the customer has special pricing based on customer class, the customer class
will display in this field.
Stat: This is a system-maintained field that displays the status of the current order.

Following are the status designations:
e ACT —Order is active.
* REF - Reference order.
e PST - Order has been posted.
* CAN - Order has been cancelled.

Stag: The Stag field displays the current stage of the order. As the order moves through
the various stages the system automatically maintains this field.

The following is a list of stage values for orders:

< NEW — New order waiting for you to enter line items.
« ORD - You have ordered items, committed (allocated) inventory.
e BKO - Items on backorder

* PIC —Items have been picked, waiting to be shipped.
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Field

Description

* SHP - Items have been shipped, waiting for invoice approval.

« INV - Order has been invoiced, ready to post after invoice is printed.
e PST - Order has been posted, ready to archive.

e CAN - One or more line items have been cancelled.

PO No.:

You can use this “free-form” field to enter the customer’s purchase order number.
The information entered here can be up to 10 alphanumeric characters.

Order No.:

You can use this field to enter a specific sales order number. If left blank, it will
default to the next sequential order document number.

Document
No.:

The Document No. field is system-maintained. After you have saved the order, the
value displayed in this field is used by the order entry system to uniquely identify
the order. The system uses this unique number for audit trail purposes.

OrdrDate:

You can enter the order date in the format “mm/dd/yyyy” for each order. This is
simply the date the order is accepted and is not used for A/R or G/L postings. The
order date defaults to the current system date.

ShipDate:

The date you expect the order to ship to the customer from your warehouse or the
vendor's warehouse for direct ship.

OrderTotal:

System-maintained and displays the order total, which includes the sum of net
totals for each shipment line, plus any shipping, miscellaneous charges, and tax (if
applicable).

Ship
Complete

This value will default to the value in the ship-to record and if none found there the
value in the customer record. If set to Y the picking ticket will not print if there are
any backorders on the order as the customer wants the order to ship complete.

Multiple
Orders

This defaults to N. If you want to create multiple orders, change this value to Y. For
the initial order you enter, enter the total quantity for all orders you want to create
from this order. When you store the order you will be prompted for the number of
orders you wish to create. For example, on the initial order you enter a quantity of
10,000. At the prompt below you enter 10. Ten separate orders will be created and
each order will have a quantity of 1,000.

Enter number of sales orders to create: |

[@ Ok ] [t:1 Cancel
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Field

Description

Contract

This value is maintained by the system. It is this number that ties together all the
orders created if you created multiple orders. By entering the contract number on
the Shipment tracking screen you will find all orders that belong to a single contract.
If you are not creating multiple orders the contract number is set to the order
document number.

Customer Order Screen — Detail Section

From the header section, you access the detail section (the order lines) by pressing Ctrl {TAB}. The
detail section of the screen is organized into columns rather than fields. The column headings are
displayed along the single-dashed line just below the header.

As you enter the order lines for an order, the inventory items are allocated or committed
Column headings are as follows:

Field Description

Ln The first column displays the line number. Only ten lines appear at a time (unless
you stretch the screen so more display), but the order can include up to one
hundred lines.

Type This column defines the type of each individual item. These codes are set up by

(option 4-c-b) Update Line Type Definitions. The system recognizes the following
line types:

e STK - Stock refers to an item stocked in inventory. If there is not
sufficient stock available for sale, a backorder is created. Stock items
available for sale are allocated and sales history is recorded.

* NON - Non-stock refers to items not stocked in inventory but available
for sale. A Non-stock Item extension screen displays. Enter information
about the non-stock item. The entire ordered amount is put on
backorder, and a purchase request is generated for the item.

e STN - Stock handled as non-stock are items handled like a non-stock
item, except that the item exists in inventory. While you can use item
information (description, unit of measure, cost and so on) as it is stored
in the system, inventory is not allocated for the order and sales history is
not posted to inventory.

« FOU - Found item; items available for sale that are not in inventory.
Found items are treated like non-stock items, except they do not create a
backorder.

* KIT —Kit is a group of items sold together, which converts the line (and
subsequent lines) into the breakdown of the specified kit. Line types of
converted lines are set to the STK type as specified in the kit definition.

e CAN — Cancels this order line (or part of a line). Lines cannot be
cancelled if they are at the SHP stage or above. Allocated inventory is
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Field

Description

de-allocated.

« DRN - Direct ship non-stock items. This line type will automatically create
a vendor purchase order.

« DRS - Direct ship stock items. This line type will automatically create a
vendor purchase order.

Stg

The Stg field in the detail section is system-maintained and the current stage is
defined for individual line items as well as for the entire order. It displays the
current stage for each item on the order. The same stage values are used for line
items as are used for order stages in the Stag field in the header section.

Item Code

The Item Code column stores a pre-established description code for the item you
are ordering. If the line type is STK, the entry in this field is validated from the
inventory file. If the line type is a NON type, then you enter information about this
non-stock item.

UM

The UM column is used to indicate the Unit of Measure in which a quantity of the
individual item is sold. Units of measure are established for the item in the
inventory file.

Quantity

Enter the number of items to order in this Quantity column.

Price

This column stores the price per unit for the line item. If the item is non-stock, you
must enter a price. If the item is a stocking item, the system calculates the price
based on special pricing factors: customer, customer type, item, item type, order
type, orders date, and order quantity. You can override this generated price if the
system is set up to allow you to do so.

Net Amount

The Net Amount column stores the net price for the order line. The amount
displayed in this column is the product of the Quantity multiplied by the Price.

Order Entry
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Customer Order Screen - Line Detail Section

To access the order line detail section, click on the Details icon on the toolbar.

The order line detail section is an extension of the individual rows in the detail section. The information in
this section changes as your cursor moves through the rows of the detail section.

Note: If the order type is CRM or DBM, a Reason field shows up in the order line detail that accepts a
reason code for the memo. Reason codes are defined with Update Debit/Credit Reasons (option 4-c-g).

The line detail section contains the following fields:

Field

Description

Iltem
Description

Depending on the item code specified in the detail section of the screen, one or
two lines of item description text may appear on the left hand side of the line
detail section in unlabeled description fields.

Whse

This three-character field stores a pre-established code representing the
company warehouse from which this item will be shipped. The entry in this field
is validated by the system, and the Zoom feature can be used to select a valid
warehouse code. The system defaults to the code you set up in Order Entry
defaults, but you can change this for any particular line item. If you enter a
different warehouse code, that code must have been set up in the Update
Warehouse Definitions option of the Update Order Definitions menu.

Committed:

This numeric field is maintained by the system. The system calculates the
quantity of items for each row that are committed to this order based on
availability in the warehouse designated in the Whse. field.

Salesperson:

The Salesperson field stores a code indicating the salesperson involved with this
order. The system validates a new entry, and if a salesperson code is not
entered, the code will default to the salesperson code in the customer record.

Bck Qty.:

This numeric field is maintained by the system. The system calculates and
displays the number of items on backorder for the particular shipment line, based
on the item availability in the warehouse designated in the Whse. Field.

Reason:

This field displays if the order type is a CRM or DBM type. It stores a three-
character code identifying the reason for the debit or credit. Codes entered must
have been previously set up in Update Debit/Credit Reasons of the Update Order
Definitions Menu. Zoom is available to select a reason code.

Tax:

Tax Code associated with this customer. You can zoom to change the tax code
or change the percentage on the text code:
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Field Description

¢ Choose a Zoom ... [:“E][‘S_—(J

File Edit Help

oLV

Tax Group Codes

Tax Group Detail

[@ ae. ] lf:_‘ Cancel ]
YR
Bck Ref. If an order item must be backordered, you can use this ten-character field to

enter the backorder purchase order number. If you create the purchase order
through the requisition process in purchasing or create purchase orders when in
the order entry program this field will automatically be populated with the
purchase order number created.

Note: If you need to insert a line item, press F1. If you need to delete a line item press F2. You can also
use the insert/delete detail row icons on the toolbar.

To return to the detail section of the order, click on the OK button.
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Other Customer Order Supporting Screens

This section describes several of the primary supporting screens associated with the main customer order
screen that can be accessed by clicking on the various icons found on the toolbar: the Order Summary
screen, the Shipment Detail screen, the Order Line Defaults screen, the Customer/Credit screen, the
Inventory Status screen, the Inventory Information screen, and the Backorder Information screen.

& g

Summary
kh .

The Order Summary screen

¢ Extension summ
File Edit Help

OB @i

Payment Method - [H [&]] [ACCOUNTS RECEWABLE
Tems 1] @] [MET 20
Erecht Eardinfolmation- . . Shipping |nformation
CreditCardNo:| | Auth Code: | Auth, Date: m Ship Via: | BEST WAt =]
Auth. Amount: | Decline Code: Residential?: :.N.
Decline Meszg.: ] Ship Termsg: F'FEEF'ﬁID IEI.
Email | | FOB Point: [SHIP POINT. ]
Ship Complete: N Wlgight: | EI-EIIJIJ
UPS Account: '
Route Code: | SE1000
Shipment Tracking Data Order Amounts
[ eposit Arnount Flequired:: ) Sub-TotaI:é ooo|
Daocuments Sent: EE Diizcaunt: | 0.00
Dregtination; | IEI_ Freight Amount; | 0.00|
Congignes Name: Freight Tax Code: [NOTRx @
Conzsignes Address! ) Total Tax: — - 0.00]
| Total Drder: | 0.00]
Motify Party M ame: |
Motify Party Info;
Truck BOL Moz |
’_ o 0K ] [r_:ﬂ Canicel ]
%R

Enter the method of payment,

The top section of the Order Summary screen has different fields depending on this customer’s payment
method. Payment methods include cash or check, credit card, and open terms. Zoom to select from a list
of currently defined payment methods.

The lower section of the screen, Shipping Information, contains fields used to provide specific information
regarding the charges for this particular order.

The Order Summary screen contains the following fields:

Payment Method - This field stores the payment method for this order. When entering an order, the
payment method defaults to the payment method setup in the customer record. If there is not a method
setup in the customer record, the method setup in the Order Entry Defaults table is used. You can override
the payment method either before or after you have identified the customer for the order. The payment
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methods must be setup through Update Payment Methods (option 4-c-I). Zoom to select from the current
list of defined payment methods.

Check Number - This field is used to enter the number of the check the customer used to pay for the order
if payment will be by check. This can be up to eight characters in length.

Credit Card No. - This field records the last four digits of the credit card number for credit card payments.
See the chapter on Credit Card Processing.

Auth Code - Authorization Code for credit card transactions. See Chapter on Credit Card Processing.
Auth. Date - Date credit card was authorized. See Chapter on Credit Card Processing.

Auth Amount - Amount authorized on credit card. See Chapter on Credit Card Processing.

Decline Code - Reason credit card was declined. See Chapter on Credit Card Processing.

Messg - Declined message. See Chapter on Credit Card Processing.

Terms - This field stores the payment terms code. The terms code must have been setup in the Terms
table in Accounts Receivable. Next to the Terms field is an unlabeled field that displays the terms code
description after the terms code is validated. Zoom to select from a current list of terms code.

Ship Via - This fifteen-character alphanumeric field is used to record the carrier used for shipping this order.
Zoom is available.

Residential - This value is used in conjunction with the UPS World Ship interface and defaults first to the
value in the ship to record and if that is null, the value in the customer record.

Ship Terms - Shipping terms for this order (collect, prepaid, etc.). This value defaults to the value found in
the shipto record and if null, the value in the customer record. Zoom is available if this value needs to be
changed.

FOB Point - The Free on Board code designates the party responsible for transportation charges on
merchandise shipped. If the free on-board point is "point-of-origin," the customer is responsible for freight
charges; if the FOB point is "destination" the vendor is responsible for freight charges. The FOB code is
printed on order acknowledgements, picking lists, and packing slips.

Weight - This system-maintained field indicates the total weight of this shipment.
UPS Account - Defaults to UPS account number found in the customer record.

Route Code — This code comes from the ship-to record if found there and if not found there it will come form
the customer record. When picking tickets are printed they are group by truck route code.

Email Address - Defaults to the email address found in the customer record.

Ship Complete - Defaults to same value as order header record.

Sub-Total - This system-maintained field displays the order subtotal.

Discount - This is the dollar amount of all discounts calculated for the order.

Tax - This system-maintained field stores the amount of tax calculated for the entire order.

Freight Amount - You enter freight charge here, if applicable. This freight charge applies to the entire order
and is included in the Total Order field. The charge is posted to the freight account specified on the Order
Entry Default form. That account must have previously been setup in the Ledger Accounts file, which is
maintained with the Update Order Entry Defaults (option 4-a). Freight may or may not be taxable, depending
on your setup on the Order Entry Default form.

Freight Tax Code - This stores the value for the sales tax code to be used on any freight charged. This
value defaults to the value found in the ship to record and if null, the value found in the customer record.
Zoom is available if it needs to be changed.

Deposit Amount Required — Enter the deposit amount that is required for this sales order if any. This
amount will display on the Shipment Tracking screen’s Accounting Information screen.

Documents Sent — For International shipments enter the date the documents were sent to your customer.
This date will display o the shipment tracking screen.

Destination — Enter the final destination of the shipment. The destination prints on the Export Bill of Lading
and Commercial Invoice.
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Consignee Name and Address — Enter the consignee name and address. This information will display on
the Shipment Tracking screen.

Notify Name and Info- Enter the Notify Name and Info. This information will display on the Shipment
Tracking screen.

Truck BOL No. — the bill of lading number is assigned by the system. This number displays on the
Shipment Tracking screen and also prints on the Export Bill of Lading.

Total Tax - Display only field that displays sales tax calculation.
Total Order - This is the total dollar amount of the order.

2 g

The Order Defaults screen DEfau“.S :

+ Extension dflt g@@|

File Edit Help
‘OB OWRhBEE! 90
Order Line Defaults
Allow Back Order: |
Tax: NOTAX [&]] MO TA
Warehouse Code: | SEATTLE [&] |SEATTLE DISTRIBUTIOM CEMTER

Department; | Q00 (=] ADMIM,. OFFICE
Sales Perzan: |BJ =] BILL JOHMSOM
Staging &rea: |STG1 [R] STAGIMG ARES 1
[0 ok, ] [[:f Cancel ]

Allow back order for the order. (/M) aadh

Allow Backorders — Enter a N if the customer does not want any items backordered. If you enter an item
code and it is not available the program will cancel the line item rather that backorder it

Tax — this auto fills with the tax code found at first the ship-to record level and none found there, the
customer record level, and if none found there, the tax code found at the Order Entry defaults level.

Warehouse Code - Defaults to warehouse code found in the Order Entry defaults screen program..
Department - Defaults to 000.

Sales Person - This auto fills with the sales person code found at first the

ship-to record level and none found there, the customer record level.

Staging area — Enter the staging area in your warehouse where the order is being staged.

24

Credit Check Credi I:he':l.f‘ :
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¢ Zoom aractvz

Fih.a Ed.it Help .
OER] Ol 90

‘ lnw/Chic Mo Doc Date 1 Due Date “Doc Mo “T_l,lp-_.t’-‘-.mnunt Balance A

93¢ 10/03/2008 A7 395 IN 5 5950
a73 09/10/2008  10/25/2008 373 IN : 598,00
a7a 09/03/2008  10/18/2008 a78 IN : 500.00
321 08/04/2008  09/18/2008 321 IN : B08.00
45GAESISE  07/30/2008 171 CR 500000
851 07/18/2008  09/01/2008 851 IN BEE 8.6
848 07/18/2008  09/01/2008 848 IN B57.78 B57.78
843 07/18/2008  09/01/2008 843 IN BEE 8.6
838 07/16/2008  08/30/2008 835 IN 12300 12300 )|
| ™ /R Limit EXCEEDED 550892177
Creit Linit: | 32400000

’_@' oK J [t;f Cancel J [ﬂ Mew Search ]

OR

This screen displays the customer balance, credit limit, and invoice and payment activity.

=]

Recale |

Recalc

Clicking on this icon does not launch a screen program. This recalculates the price on the order
based on price groups or price breaks. This calculation runs automatically when the user saves the
order but you can make it happen while in the order by clicking on this icon.

@

Custarner |

Customer

Launches the Update Customer Information screen program.

<@

Ship-Ta |

Ship-To

Launches the Update Ship-To screen program.

The following programs are accessed from the detail section of the Order Entry screen.

<@

Shipment Detail Screen M Ct ;
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& Zoom shipd

File Edit' Help
@ [ | & -L':. ) 9
Shipment Detail
IShpND Stg Warehousze Clty Price et Amount
! 1[EE SEATTLE 100.0000 8660 26600
|
|
|
= Eusiémer Infarmation
Sold-Tar [12 . | - [CLASSICPARTS UNLIMITED
Ship-To; |SHIFTO - :I:LASSII: PARTS LIMLIMITED
BibTo 12 ] - [CLASSICPARTS UNLMITED |
Cost | s Locatior; [SCM 1246 | Shipwt: | 05000
Shipment D ate
Projected | LX4|  Request L;ﬂ Reject ) Actual EE]]
[@ 0K ] [r:dliancel l ’ESetDates I
R
Enter the stage code: [MEW] [CAN].

ShpNo - This system-maintained field stores the shipment (line) number for this order line.

Stg - This field displays the stage that this order line has reached. You can enter CAN to cancel the line.
Warehouse - This field shows the warehouse from which items in this order line are shipped.

Quantity - The quantity of items for this order line.

Price - This field displays the price per item for this line item. This field is maintained by the system.

Net Amount - The Net Amount field is calculated by the system to display the net amount for this order line.

Sold-To - This non-entry field displays the customer code for this order line; the customer description
appears adjacent to the customer code.

Ship-To - This non-entry field displays the customer ship-to code for this order line; the ship-to description
appears adjacent to the ship-to code.

Bill-To - This non-entry field displays the bill-to code for this order line; the bill-to description appears
adjacent to the bill-to code.

Cost - This system-maintained field displays the cost amount for the item in this order line.
Location - This non-entry field displays the location the item in the warehouse.
Ship Wt. - The shipping weight is calculated for all items in this order line and displayed in the Ship Wt. field.

The additional fields on this screen (projected, request, reject, actual), are not currently functional.
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<@

Nonstock NDHSEDDI{‘ :

If the item is a nonstock item ( line type = NON)), this screen displays additional information about

the item.

Extension non_stk

File Edit Help
OB iR E]A 9O
|NEIN STOCKIMG ITEM |
Yendar: |[FEELHE IE”
Itern Code: | CPAPERS11 =
Description: |EEIF'Y FAPER 25X 1 |
| |
Commadity Code: |:|

Purchaze Unit:

Urit Cost: | 5.00 |
Weight: [t
T axable™

Dizcountable?:
AccountMo:| 704000000 (]|

& ok | [fcancel |

R,

Enter the vendor code (if known),
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Line Item Browse

g

Lines

This option gives you the ability to find a specific line item on order that has too many lines to scroll through.

& Zoom ordliz Q@@

E:

EST

File Edit Help
OB} Ul 90
iLn Twp  Stg

Item Caode Uk Quantity Price Ertended

E& oon 5.655

25Tk 12112 E& 1.0000 3716
I5TK. PST 12195 E& 1.0000 4.895
4 5TK. PST 12138 B 1.0000 8.225
BSTE  MNEW 12120 E& 4.0000 3716
ESTE  ORD 12104 E& 5.0000 8.660
F5TK.  BkKO 12195 E& 15.0000 4.900
85T ORD 20700 Ea 1.0000 10,220
I_G 0K, J [D;{ Cancel ] [M Mew Search

~

VR

The following functions are available:

Ste  Action

[ ]

1 Click New Search.

2 TAB to the Item Code field, and then enter the item code.

3 Click Search. The cursor will jump to that line item on the list.

4 Click OK. The Order Screen displays with the Item Code selected.
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Inventory Status Screen

From the Quantity or Price columns in the detail section of the Customer Order screen, you can Zoom and
select Inventory Status from the Zoom Picker.

4 Zoom availz
File Edit Help

OBEQ Ui 00

Itern Code: [12104 |

it
Factar: 1.000000
Warehouse On Hand Cormmitted On BED OnReq. On PO/T=f
20053.00 312 .00 0.00
CHICAGD 20000.00 0.00 1.00 0.00 0.00
EDM 20000.00 0.00 0.oa 0.0o 0.0o
SEATTLE 28508.00 15344.00 0.0 0.00 141612
& ok | [Fgcancel | (@ PO Details |
R

The Inventory Status form contains the following fields:

Item Code - This field stores the item code for the item ordered in this line.

Unit - This field stores the stock unit of measure for the inventory item.

Factor - This is the conversion factor that converts stock units to sell units.

Warehouse - This column stores the code for the warehouses where the ordered item is stocked.

On Hand - This system-maintained column displays the amount of this order line item "on hand" in the
warehouse designated in the warehouse column.

Committed - This system-maintained column displays the amount of this item committed to orders and
transfer out from this warehouse.

On BKO - This system-maintained column displays the amount of this item that is already on backorder for
this warehouse.

On Req. - This system-maintained column displays the amount of this item that is on purchase requisitions.

On PO/Tsf - This system-maintained column displays the amount of this item that is currently ordered, and
the amount transferred.

By clicking the Zoom button you can view the detail that makes up the committed,
backordered, and on PO/Transfers quantities.
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File Edit Help

oLV

I Lizt Commit Orders
Lizt BEO Orders
Lizt PO'z/Transfers

& ok | [rdcancel |

D4R

If the warehouse does not have enough quantity on hand, the following window displays on the screen.

Addon bkord

File Edit Help

Warehousge:

&llow Backorder:
by, Ordered:

[ty Available;

Avg, Lead Time:
Last Lead Time:
Prior Lead Tirne:
(. To Order:

[ty To Back Order:

OB | AR EX 9O
B ackorder Information

Line Murnber:

EBX

ltem Code: |ACR44T

EATTLE

[=ll=](]

200.000

=&
(]

200.000

0.00
days,
days.
days.

& o

] lt_:{ Cancel

| [@ PO Datai |

R

In this case 200 were ordered, but there is none on hand in the Seattle warehouse. You can enter a 0 in
the Qty. To Order: field and the line will be cancelled.

The best procedure is to check the other warehouses for their quantity on hand, and then decide how
many to place on backorder from the original warehouse.

The STK and SUR line items will open this screen if there is insufficient inventory, whereas NON and STN
line types automatically go to backorder: FOU line items do not create backorders.
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You can also click on the Po Details button to see when more may be arriving.

i View poview

File Edit Mavigation Help

by on Order ETA Date

2457 100000 0542542007

LU LI L e L

rl{ Cancel

VR,

The backorder screen contains the following fields:

Field Description

Line Number: Reference number of each item from the order.

Item Code: This is the item number.

Warehouse: The warehouse code from which the order is to be filled.

Allow This checkbox controls if the item can be placed on backorder.
Backorder?:

Qty. Ordered:

The total amount of the item ordered.

Qty. Available:

The amount of the item available to fill the order.

Avg. Lead Time:

Number of days before order can be filled.

Last Lead Time:

Number of days of lead time before the last order was filled.

Prior Lead Time:

Lead time prior to last.

Qty to Order:

The amount of the item to request from the warehouse.

Qty to Back
Order:

The amount of the item to backorder from the manufacturer/distributor.

Order Entry
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o

Price "%,

Clicking on this icon displays the Update Special Price Defaults screen program.

¢« Update Special Price Defaults

File Edit Yiew MNavigation Tools Actions Help
OB U ULEER A HO00ED @0
A 90 Q0 P 0 9 K
© Find Prev Mest Add Update Delete Browse
Drescription: | |
LeveI:D Drate R ange: | Iilé‘il to | l!l?!l
Chider Type: I_ f‘_l | |
[termn Eode:i | E| [ [
Item Elass:i LY | |
Cusztomer Code: | a| [ |
Customer Class: | &, | |
Dizcount Type: z! [Code. Discount, M arkup, Amount]
Quaritity Codelamt/Pot Crezcrption
I
I
I
I
|
(No Documents Selected)
R

o

Sales |
Fa

Sales

Clicking on this icon allows you to run the Sales History detail report .

e

Irvoice
()

Invoice

Clicking on this icon launches the Update Invoices screen program so you can view past invoices
sent to your customers.

S

Item Master 'SmMaster

Clicking on this icon launches the Item Master screen program so that you can add or view
inventory items and their related information.
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@

Lot Screen -t?%EEn

If an item code is lot number controlled this screen automatically displays after you enter the quantity:

¢ Add on detail lot

File Edit Mavigation Help
! . il = — -
OB UWhEER! 23 00ED 900
Gty This Order: | 10.000{0n PO: | 0.000]
Lat Ma. [ty Aveail Gty To Order Expiry Date Landed Cost
2000 _ 539.000, 12/31/2008 | 1.000
8794 _ 200.000 05/31/2009 1.000
& ok | [cancel | & PO Details |
. ) ONE:
Enter the guanfity to order - Zoom to PO Dietail,

The program will automatically distribute the quantity being ordered to the various lot numbers using the
oldest expiration date first. The user then has the option to change as needed.

Clicking on the lot screen icon allows the user to view the lots that have been selected and change as
needed.

Options:
hY

Options

The following options are available when you click on the i icon on the toolbar.

Order Entry Chapter 3 - 65



Fitrix Distribution Course Workbook

acknowledgement
Status
Histary
Motes Shipping
Track Shiprnent
Pick Status

@ Help

@ Quit

Acknowledgement:

When in view mode, click on the options icon. When you select Acknowledgement from the picker list, you
can print an Order Acknowledgement for the customer. This can also be printed from the menu.

Status:

When in view mode, click on the options icon. When you select Status from the picker list, you can print a
report on the order you are currently viewing that shows the status of each line item.

History:

When in view mode, click on the options icon. When you select History from the picker list, you can print a
report on all the orders that customer has placed that shows the status of each line item.

Notes Shipping:

When in view mode, click on the options icon. When you select Notes Shipping from the picker list, you
can view any shipping notes associated with this order.

Track Shipment;

When in view mode, click on the options icon. When you select Track Shipment from the picker list, you
can view the UPS tracking information such as tracking number and delivery date. This option will be
discussed in greater detail in the section of this manual that discusses the UPS Worldship interface,
Pick Status:

When in view mode, click on the options icon. When you select Pick Status from the picker list,

you can view when the merchandise shipped. This is helpful when there are multiple shipments per order
and the customer calls to inquire when the various items shipped.
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& Zoom pickz M((=]E3

File Edit Help
QB! ¢l 9o

Ticket# Whs | Item Code [ty Line Stg D ate Shipped
15EA 12104 1.00 PST 04,/04/2007
15EA  ALPE203 17.00 PST 04,/04/2007
25EA  ALPE203 300 PST 05/25/2007
[G k. ] [[H Cancel ]

R

Order Entry Notes

When you enter customer orders into the system, you can also enter special notes related to the order.
There are four types of flexible order entry notes that you “attach” to an order. You may then print these
later for reference on the order acknowledgement, picking ticket, packing slip, invoice, or the edit and
posting lists. Additional types of notes (such as the Customer Notes) store information when you enter an
order, which you can reference later through the notes feature. You access the Freeform Notes from the
Customer Order screen by clicking on the notes icon or by pressing Control N.

Here is a list of the types of notes that are available:

Order Notes- These notes apply to the order as a whole; you can be print these notes on the order
acknowledgement, picking ticket, packing slip, invoice, and the edit and posting lists. Entries in the Order
Entry Defaults file (Update Order Entry Defaults) determine the documents on which these notes are
printed. You could reserve these notes for internal use by setting the defaults for printing notes in the
Order Entry Defaults file appropriately.

Order/Line Notes - You enter these notes through the detail portion of the Customer Order screen: the
notes relate to a specific order line in the detail section. You can have order/line notes print on the
acknowledgement, picking ticket, packing slip, and invoice. If there are extra description notes in Inventory
Control for an inventory item, these extra notes appear when you enter the item code on an order line.

Picking Notes - You access these notes through the detail portion of the Customer Order screen and
they print on the picking ticket. The picking notes are for the people assembling orders in the warehouse
and usually are shipping instructions. The picking notes for a particular item might read, "Be sure to pack
with antistatic foam and place a humidity eater in the package."

Inventory Item Notes - These notes are for reference only. If an item on the order has notes associated
with it (notes entered in the inventory item record), you can access this notes option to display them.
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Item Alias Notes - If the item has a customer alias code associated with it, access this notes option to
view any notes that are associated with the alias code.

Customer Notes - These notes are for reference only. If the customer has notes associated with it (notes
entered in the customer master record), you can access this notes option to display them.

Item Pricing Notes - These notes are for reference only Use these notes to enter any notes as to why an
item’s pricing was changed from the customer’s default pricing to another price.

Lost Sale Notes - These notes are for reference only. Use these notes to enter information as to why an
order was cancelled.

PO Notes - Any notes using this option will print on vendor purchase orders if the customer order is a
direct shipment order (order type —DIR) or a purchase order was created for the backordered items
through the requisition process.

Shipping Notes - These notes print on the picking ticket and packing slip and work two ways. Default
shipping notes for a customer can be entered using the Update Customer Information program. When you
enter an order for a customer that has default notes, these notes will display in order entry and you will be
prompted “Store These Shipping Notes?”. If you store them you can modify them as needed. If the
customer does not have default notes, you can enter them during order entry by selecting shipping notes
from the notes zoom picker screen.

Price Changed Warning

The Sales Order Entry program displays a warning when the selling price (entered or calculated) does not
exceed the item cost by a specified percentage. The cost used for the comparison will be based on the
costing method chosen (LIFO, FIFO, AVERAGE ). The percentage will be set by item at the warehouse
record level( Req Profit % field on warehouse detail screen) and if that is null it will use the default
percentage found in the Update Order Entry default program ( Req Profit % field). If both percentages are
null there will be no profit checking done.

As soon as user leaves the price field the required profit % will be checked and if the price is too low this
message will display:

¢ Warning

Price below required profit margin. Continue D)7

L’Q Yes J [ﬂ* Mo ]

For example, if the price entered is $25.00, cost is $20.00, and Required Profit Percentage is 40%, then
the minimum price allowed is $28.00 ($20.00 x 1.40 = $ 28) .
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Creating Purchase Order for Backorders:

When the order is stored this prompt will display if there are any part numbers with a line stage of
BKO:

.. L 1BX)

Create backarders now?

Pleaze note that ance the arder iz stared and the purchaze arder(z] create
any quantity changes made to the order must be manually changed on the

cormezponding purchasze order 2o that the hwo documents stay in zpnc.

é@‘fas ;[t:‘{ND ]

R

Select Yes if you want to create purchase orders. When you select Yes this screen will display:

¢ Add on detail bkopo k g@@
File Edit Mavigation Help
OB WP ER 2T00ED 00
Lr 7Item Code T Quantity 7Descr|ptlnn 7Vendnr Code il Vendaor Part Mumnber 7Ensl i
3/ALPT292 | 16.000 ALPIME 7292 REM. AMAFM/CAS 123461 =) | ~283.000
[@ 0K J [!;( Cancel ]
Enter the supplier code. SH

The vendor selected is the primary vendor found in the item catalog (if one exists). To change the
vendor and cost simply enter a new vendor code and cost. You will then be prompted as follows if you
change the vendor code and this vendor is not in the item catalog:

Do youw want ta ingert cost in vendor catalogy?

@l Yexr | [[:1 Mo ]

If you will be purchasing this item from this vendor again select Yes.
Store the transaction by clicking OK and purchase orders will be created for each
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vendor. You can view the PO number created for each item in the backorder reference field on
the order entry screen.

EEX

# Update Customer Orders

File Edit Yiew Mavigation Tools Actions Options Help
4 GO0 O Q@ k& %
: Find Prey Mest Add Update Delste Browse Options
OB O W iR E & B B M " Q @ & D @ >
“ o Out Print 0K Cancel Cut Copy Paste Zoom  Motes U Field: ToDo  ViewDetal Mext Page Frevious Page Inzert Bow  Delete Row — Technical status
| [PERFORMANCE AUTO PARTS I

i E Ship Via: [BEST Wiy - Dise. Code: |

| PO.No:[2i3212 OrderMo.: (2300 | DocumentMo:|  2300]

| OriDate:[11/14/2008 1| ShipDate:[11/14/2008 [i24 OrderTotak [ 1147323

Ship Eomplete:i.N_i Multiple Dn:lers:E Eontract:% I

Stg  |tem Code LM | Guantity Frice Met Amaint

ORD 12138 B 10.000 8.230) 82.30

ORD 75804 E& 20,000 5.980) 119.60

[R) BKD  ALP7292 E& 20,000 515420 10308.40
| £ |
[LPINE 7232 REM. AM/FM/CAS Whee.: [SEATTLE 5| Commited:| 4.0000]
[ Salespersan: | Wh L _ Backorder Glty: | ‘IBDDDDn
] Tax.SEATX _ Backarder Ref: [1210 %
(New Document)
e e e 2 @ @ 2 @ 9 0 e @ 9 © &
ShipDtl Monstock  Details Lines  Alas Summary Defaults  Credit Check  Recalc  Customer Ship-To  Price Sales Invoice. ltemMaster  LotScreen
[Q QK ] [r:([:ancel ] @Header ] [ tracking ]
OYR

Enter the line type. .

When the vendor PO is received the sales order number it is linked to will print on
the PO receipts report and the line stage on the sales order will change from BKO
to ORD.

Print Order Acknowledgements

You use Print Order Acknowledgements (option b) to print and reprint acknowledgements for orders
entered through Update Customer Orders (option a). Order Acknowledgements include item codes and
descriptions, order quantity, shipping address, etc. The acknowledgements are not invoices, but you can
send them to the customer to verify that their order has been entered and is being processed.

Print Picking Documents

You use this menu option to print or reprint picking documents for orders entered through the Update
Customer Orders option. Print Picking Documents identifies order lines that have reached the ORD stage
and prints the picking ticket used by the warehouse personnel to select items and fill the order. Picking
lists include information such as the warehouse, customer contact and business, phone number and ship
to address, item and item warehouse location codes, order quantity, item description, and warehouse
name, as well as a section for recording serial/lot humbers of items picked (if applicable).
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If a truck routing code has automatically been assigned to any of the sales orders (because either the
ship-to code or customer code has a route code associated with it), the picking tickets will print grouped by
the route codes. All picking ticket with no route code will print ahead of these. You can also print picking
tickets for a specific route code by entering the code on the selection criteria screen.

+ Select whse g@@|

File

Picking Document ‘W arehouse Selection

Wwharehouze:

Custamer:

Order D ate: g
Order Mumber:
Order Document Murnber:
Route Code:

Ship D ate: %

& ok | [dcancel |

R
Enter warehouse codes (blank selects al

If you are shipping an order from more than one warehouse, a picking ticket will print for each warehouse
and will print shipping information for the other warehouse.
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@ Print Picking Documents

File Mawigate Help

‘O 30D <&

TMarehouse: ATLANTA DISTRIEUTION CENTER

Contact: STAN WAVERLY
ACTION AUTOPARTS
143207 15T STREET

ATLANTA GA 30339
QUEH

Customer: 1

ZE6 a5 29/07 Ic 444247 BEST TAY

1k EiA 1Z13E&

SCM A SERIES NYLON

Oty SHIP
12104 z

Phone:

AEMAINING ITEMS TO SHIP FROM SEATTLE, WA=

|

Q5 29,07 Page 1 of 1

z26-01

Picking Ticket:

205 285 5487

ACTION AUTOPARTE WEST
4383 APPLE WAY

VENTURA CA 23003
Ush

SHIP POINT A

Oty EEO

|
£

Update Picked Quantities (optional)
This menu option allows you to directly update line items that have been picked to fill orders entered
through Update Customer Orders. After picking tickets are printed and the ordered items are picked from

the warehouses, use this menu option to select the items that have been picked.

Select (option d) to view this screen:
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¢ Update Picked Quantities E@

Fil= Edit %iew Mavigation Tools Actions Help
OB OUBEHA BRP E00LD 00
4 690 O i

Find Frev Mest Add Update Browse

Sales Order Number 202 (& [WILDWEST MOTOR RANCH
Pick Ticket Mumber |]
Mark all items picked? : ,_ i ]

| P L | Jtem:Cade Warehouze Ficked Shipped
112104 ATLANTA 400,000
21212 ATLANTA 250,000
312120 ATLANTA BO0.000
412138 ATLANTA 3200000
& ok | 4cancel | [EdDetal |

IR

Enter [¥] to mark all items as picked, [M] to manually mark.

The top section of the Mark Items Picked screen shows basic order information that uniquely identifies the
order. The bottom portion of the screen displays all line items for the order that have reached the ORD
stage and you will update some or all of these items as picked. This screen contains the following fields:

Field Description

Sales Order Enter the order number that corresponds to the Order No. Field on the
Number Customer Order. Zoom is available to help you select a valid number for the.
Pick Ticket This system-maintained field indicates the picking ticket number for this order.
Number Used to verify that you are entering information for the correct picking ticket.
Mark all Enter A if all items listed on this order have been picked. Enter N if all items
items have not been picked so you can select which items and the quantity of each
picked? item to mark as picked.
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The detail section of the screen:

Field Description

Picked? In this column, enter Y to mark the full quantity as picked for this line. Enter N if
not all the items on this line were picked.

Order Line This system-maintained column displays the line number for this item.

Item Code The Item Code column stores the code for each line item on the order.
Quantity Use this column to enter the quantity picked. Refer to the Quantity to Pick
Picked Column for the quantity ordered. If you enter a quantity less then what is in the

Quantity to Pick column, a picker list displays for you to select an action
of what to do with remaining quantities after picking only part of the order.

Put On Exception Report - the line stage for the items not picked will be
changed to NEW and a report can be run that will list all items with this line
stage so that user can determine the next course of action (cancel the line,
etc.)

Re-order Remaining Items - the line stage for the items not picked will be
changed to CAN so that they can be reordered on another order at a later time.

Backorder The Remaining Items - the line stage for the items not picked will
be changed to BKO.

Pick The Remaining Items Later- the line stage for the items not picked will be
left as ORD and they can be picked later after another picking ticket is printed

for them.
Quantity to This column displays the quantity of items to pick to fill the order for this
Pick particular line item.

Picking Serialized Controlled Inventory

If you sell serialized controlled inventory items and they are marked as such in the item record, you will
prompted to enter specific serial #s by the following programs:

 Update Picked Quantity
» Update Shipped Quantities
* Update Invoices

Note: Once serial numbers are entered in one program you will not be prompted to enter again in
subsequent programs.
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The serialized inventory screen displays once you approve one or all serialized items as picked. The
screen below shows the item code, the warehouse code, and the quantity picked. Since the quantity
picked is three, you need to enter three serial numbers.

i View srleu |'._||'E| E'
File Edit “iew Mawvigation Tools Actions Help
AOMVEX I~
@ 0O @
i Add  Update Delete

[temn Code Warehouze [ uantiby Lot Cluartity

ALPT232 SEATTLE 3.000

Lot Murmber Sernal Humber Lot Cluartity

Dretail o

Adding Sequential Serial Numbers
1 Click Add.
2 Enter Serial Numbers.

In the case where the serial numbers are sequential (i.e, the serial prefixes and serial suffixes are all the
same, and the items picked have the serial numbers in sequence), just do the following:

1. Enter the quantity (in the above example, we entered 3).
2. Enter the serial prefix, first serial number, and serial suffix.

3. Click OK. The system selects sequential serial numbers as shown in the example below.
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View srleu

Select srlea

B=1E3

File
@
Itern Serial Mumbers
Lot Mumnber: | IEll
Sernial Prefis: |F>< IEll
Serial Mumnber: | 102 IE_Il
Serial Suffix: MM |
’@ ok ] lt:{ Cancel ]
Enter the lob quantity. e

File Edit “iew Mawvigation Tools Actions Help

O AX I =
@ 0O @
i Add  Update Delete
[temn Code Warehouze [ uantiby Lot Cluartity
ALPT232 SEATTLE 3.000 2.000
Lot Murmber Sernal Humber Lot Cluartity
Fr103k0 1.000
Fr104bk0d 1.000
Fr<105k b 1.000

Dretail

R
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Adding Random Serial Numbers

If we had five items that had random serial numbers, to assign the serial numbers we would just
enter 1 in the Quantity field and each whole serial number in the Serial Suffix field on five separate
occasions. So the process would go as follows:

Click Add.

Enter 1 in the Quantity field.

Enter the whole serial number in the Serial Prefix field.
Repeat steps 1 through 3 until all serial numbers are entered.
Click on OK.

eSS

Deleting a Serial Number
If, after selecting the serial numbers, you need to delete one from the list:
1. Click on the Detail button to enter the detail section of the screen that has the list of the serial
numbers you selected.

2. Highlight the serial number you want to delete and then click on the Delete button.
3. Click on OK.

Modifying Serial Numbers
If after selecting the serial #s you need to modify one on the list:
1. Click on the Detail button to enter the detail section of the screen that has a list of the serial
numbers you selected.

2. Highlight the serial number you want to change and then click on the Update button.
3. Zoom to find a different serial number.

Update Shipped Quantities(optional)

This menu option allows you to directly update line items that have been shipped for orders entered
through the Update Customer Orders option

The Mark Items Shipped form is viewed from (option f) .
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¢ Update Shipped Quantities

File Edit Wiew Mavigation Tools. Actions Help

RO N =IO B R BB B00ED OO
i Find Py Mest Add lUpdate Delete Browze Ophiops
Sales Order Number. | 216 [&)|[CLASSIC PARTS UNLIMITED |

Warehouze Code: ,_SE.&TT LE [ I

kark itemsz as shipped: I_|

| Shipped? Lire Mo | Stage | [tem Code [ty Shipped To-5hip G uaritity
1 1PFIC 12104 4.000
2 1PFIC 12112 B.000
& o | dcarce | [FEDetal |

O

Mark items as shipped For [A]-all ikems,[F]-all picked items, [M]-manual,

The Update Shipped Quantities option places you directly in the Add mode. The top part of the Mark
Items Shipped screen shows basic order information that uniquely identifies the order. The bottom portion
of the screen displays all detail lines for this order that have reached the PIC (picked) stage.

Field Description
Sales Order Enter the order number that corresponds to the Order No. Field on the Customer
Number: Order form. Zoom is available to help you select a valid number for the order

containing the items you want to update as picked.

NOTE: Once you finish updating the picked quantities for one order, you can enter
another sales order number over the current one; The system automatically saves
the current one and calls up the new picking document.

Warehouse This system-maintained field indicates the warehouse from which the items are to be
Code: shipped.
Mark items Enter A if all items listed on this order have been shipped; enter N if not all the items

as shipped?: have been shipped.
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The Order Ship section is a system maintained reporting area.

Field

Description

Shipped?

In this column, enter Y to mark the full quantity as picked for this line. Enter N if not
all the items on this line were picked.

Order Line

This system-maintained column displays the line number for this item.

Ship No.

Picking ticket number.

Stage

Line stage.

Item Code

The Item Code column stores the code for each line item on the order.

Quantity
Shipped

Use this column to enter the shipped quantity. You may refer to the Qty Shipped
column for the total quantity to enter for this order line. If you enter a quantity less
than the amount entered in the Quantity to Ship column, an extension picker window
opens for you to supply a reason for shipping only a partial order.

¢ Choose a partial ship ... E][EJ@

File Edit Help

‘QBY W @

| Fut o exception report

| R e-order the remaining items
| B ackorder the remaining items
| Ship the remaining items later

[Q ak. ] [t;‘ Cancel ]

VR

Put On Exception Report - the line stage for the items not picked will be changed to
NEW. A report can be run listing all items with this line stage so that user can
determine the next course of action ( cancel the line , etc.)

Re-order Remaining Items - the line stage for the items not picked will be changed
to CAN so that they can be reordered on another order at a later time.

Backorder The Remaining Items - the line stage for the items not picked will be
changed to BKO.

Ship The Remaining Items Later - the line stage for the items not picked will be set
to either ORD or PIC so that they can be shipped later.

Quantity
To Shipped

This column displays the quantity of items to ship to fill the order for this particular
line item.
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Print Packing Slips (optional)

This menu option is used to print and reprint packing slips for orders entered through the Update
Customer Orders. The packing slips includes information such as order number, item description and
order quantities, the name of the shipping carrier, and any special delivery notes. This slip is packed with
the shipment. A separate packing slip is printed for each ship-to warehouse.
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Invoicing Programs

Create Automatic Invoices/Memos

This program creates invoice records in batch for all order lines with the line stage equal to what the user
defines as ready to be invoiced. The stage is set up in the Update Order Entry Defaults screen program in
the field labeled Inv Stage.

& Update Order Entry Defaults

File Edit Wiew Mavigation Tools Actlons Help Invoice Stage
OB O UhRE] A ELI 2
A 0O 0 O 9 W
£ Find  Prey Mest Add Update Delete Emowse
Warehouse: 'SE.-’-\TTLE @I Credit Reason; HET @I Oebit Reason: IEI\:‘F' Ell
Order Type: -HEG |5J| Line Type: STK IEII i Req. Profiti: -
Terms Coder |86 [E]| Due Days: | 3EI [N Papment: l.ﬁﬁi@_l
FOE Faint: | | Ship Via: [BEST Wiy =] Ship Terms: | =]
: .&ccounl Mumbers - - =
Sales: | AR: [ 110000000 (=] Inventary: | 120000000 (]|
Trade Disc.: | | Caszh; Cost of Goods: .'W@'
Freight | 422000 U|_a.J. Credt Card: | Scrap: | 590000000 (&)
e Taues -
Taw :ND-TM |EJ 'NEITM | Freight - Compute T ax: .N' Digcount [N
: L i Document Printing Defaults
Frint Motes On; Pick: Ship: [l Inw.:
Kit Expanzion On: Pick: | Ship: I
System .f.‘-J-umI:-ers.n"B atching =
Doc/Order Mo |—2_'|_I_3| Ireenice Mo i—21_8_i Post Mo |_— _'I_Sf
Batch Invoices? 'N Require Approval to post?: 'T Approval Code: | —|
1of1
[@ 0k, ] [ 24 Cancel ]
Entet Invoice Stage [ORD] [PIC] [SHR]. b

This value should be set as follows:

ORD - if you want all order lines with stage = ORD to be invoiced. (NOT RECOMMENDED)
PIC - if you want all order lines with stage = PIC to be invoiced.
SHP - if you want all order lines with stage = SHP to be invoiced.

When the Create Automatic Invoices/Memos program is run you will be prompted as follows:
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¢ Confirm

WARMIMNG - Thiz job zan't be canceled. Proceed?

@ Tes :I [[:1 Ma ]

Enter "Y" to proceed.

Enter "Y" if you want to create invoice record for any open credit memos and debit memos in addition to
open orders.

¢ Please Answer

Do wou want to create DB & CR memos [YAN]?

@ Yes | [[:1 Ma ]

Note: This program will not automatically create an invoice record for any orders where order type is
RMA (Returned Merchandise Authorization). These orders will need to be invoiced using the Update
Invoices/Memos program when the merchandise is returned.

If after creating the invoice records you need to edit any of the information like adding freight, use the
Update Invoices/Memos program to do this.

Here is a sample of the report output:
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4 Create Automatic Invoices/Memos

File Mavigate Help
Q902D <
i -
A
Date: 0OL5/25/2007 Create lutomatic Invoices /Memaos
Time: 13:23:43 PARTS PLUS DISTRIBUTION Page: 1
Type Order No. Customer Freight Terms
Order Awmt. Disc RAmt. Froght Amt. Total Awmt.
REG 174 1z
Ed4.3E 0,00 Eq. 35
REG Zle 1z
48 48 0.0o 4348
< : =)

Update Invoices/Memos
If you would like to create your invoice records one a time instead of using the Create Automatic
Invoices/Memos use this program.

Through the Update Invoices option, you enter the amounts shipped on a customer order to create an
invoice.

To select the customer order you want to invoice, execute the ADD command and use the Zoom function
to choose the correct sales order number for the customer order you want to bill.

The Update Invoice screen is viewed from (option b) on the Invoicing Programs submenu.
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¢ Update Invoices/Memos E]@

File Edit Wiew Mavigation Tools Ackions Options Help

OB OWREEQA ARB EOOLD 0O
;W
i Batch Options

4 9w 0 © =
i Find  Frey Mewmt Add  Update Delete  Browse

SdesOrer(218  []| |ACTION AUTORARTS | Ship-To: [CALIF |
Pay Method: 4R [&]] \ACCOUNTS RECEIVABLE | Tems 6 &
BTl ) ]
Invoice Date: | 05/26/2007 | QQI [rrecice Stage: | : |rvoice: | 1l
Ship Terms: | PREPAID [®]|  [FREIGHT PREPAID- DO NOT INvVO| I Frght?: [N]
Ao Approve? '|| Discount s | E:EIEIEI % Taw: HDT.-’-‘-K Curency: | _
'_.-'1'-.|'_| Ln St | ltem Code 14| Bluantity Frice fdet Aot — '
TRIC 12104 EA 8.000 065
2RIC 12112 EA 12.000 3370
APIC 12195 EA 3.000 4,441 [
- i
- | IsubTotal |
Discountable? ;| | Digcount : |: |
Taxable? =] 1) | Freight Amount EII:IEI
Line Tax Code | Freight Tax Code: NDTM @
Shipweight | : | Total Tax dl _
Pic Ticket Mo | Tatal Invaice I_- 1
& oK | dcance | [EDetsl |
CiR

Enter [] if wou want to automatically approve line items.,

This Invoice screen is divided into three sections. The top section contains information identifying the
specific order. The middle section displays detail lien item information for the order. Both order total
information and detail information for the current line item appear in the bottom section of the screen.

In the Auto Approve field, enter a Y if you want to automatically approve all line items for invoicing. Enter a
N if you want to approve or disapprove order lines on an individual basis. If you respond with a Y, the
order will be totaled and the cursor moves to the Freight Amount field. If you respond with a N, the cursor
moves to the first line of the detail section of the screen.

Aprv - Enter "Y" in this column to approve the order line for billing. Enter "N" in this column to change the
order line quantity.

Ln - This number corresponds to the order line number assigned for each order item (row) in the detalil
section of the customer order document. The column is maintained by the system.
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Stg - The Stg column in the detail section is system-maintained. It displays the current stage for each line
item in the order.

Item Code - The twenty-character Item Code column stores a description code for the item ordered.

UM - The UM column is used to indicate the unit of measure by which quantities of the item are sold. For
example, an entry of EA indicates that the items are ordered singly rather than by the case, pound, or
dozen.

Quantity - This column stores the order quantity for this line. This amount may be adjusted (reduced only)
if necessary to reflect the actual quantity shipped. If you do reduce the order quantity, the following window
displays:

¢ Choose an action for remaining it... E][EJ@

File Edit Help

OBy W O

| Fut o exception report
| Fe-order the remaining ikenm:
Backorder the remaining items
[rvmice remaining tems in another invoice

[@ ak, ] lt:* Cancel ]

R,

Put On Exception Report - the line stage for the items not picked will be changed to NEW and a
report can be run that will list all items with this line stage so that user can determine the next
course of action ( cancel the line, etc.).

Re-order Remaining Items - the line stage for the items not picked will be changed to CAN so
that they can be reordered on another order at a later time.

Backorder The Remaining Items - the line stage for the items not picked will be changed to
BKO.

Invoice Remaining Items In Another Invoice--  the line stage for the items not picked will be set
to either ORD, PIC, or SHP (whatever stage they are set to when you enter this program) so that
they can be shipped later.
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Settle Credit Card Invoices (option c)

This program sends the batch of invoices to the credit card processor for settlement and marks the
invoices settlement flag to S for “sent”. This program will be discussed in greater detalil in the section of
this manual that discusses Credit Card Processing.

Receive Settlement Invoices (option d)

This program sends the batch of invoices to Skipjack for settlement and marks the invoices settlement
flag to S for “sent”. This program will be discussed in greater detail in the section of this manual that
discusses Credit Card Processing.

Invoices Not Settled Report (option e)

This report lists all invoices where settlement was declined and therefore alternate payment method must
be worked out with your customer. This program will be discussed in greater detail in the section of this
manual that discusses Credit Card Processing.

Print Invoices and Memos

This menu option prints invoices, credit memos, and debit memos. An invoice is a customer billing,
whereas a credit or debit memo is an adjustment to a customer bill.

Before running this menu option, insert your invoice forms into the printer used for invoicing.

When you select this option, you are prompted for a starting invoice number. This number prints on the
first invoice and is incremented for each additional invoice. If you do not enter an invoice the system will
assign the next sequential invoice number.

When this option runs, all orders that have had items shipped and approved for invoicing are selected, as
created through either the Create Automatic Invoices/Memos option or the Update Invoices option. It also
finds all unposted credit and debit memos. The printed hardcopy documents are the physical record of a
transaction and are to be sent to your customer.

Update Declined Invoices

This program is used to reset the settled flag on invoices where credit card settlement was declined. This
program will be discussed in greater detail in the section of this manual that discusses Credit Card
Processing.

Print Order Entry Edit List

Before you can post the invoices and the credit and debit memos, you must first print an edit list. Printing
the edit list allows you to review the documents for accuracy and correct any errors before posting.

If some of the documents have errors detected by the system, error messages print on the edit list,
“****0One or More Document will not post — Review this report carefully.” This will appear at the end of the
edit listing just before the G/L Account Summary at the end of the report.
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This edit list will contain some of the same information that prints on the posting report, with the exception
of inventory GL transactions. They are not displayed because you can not know the cost of an inventory
item until you actually post the transaction. You can not know the cost of an inventory item because of the
dynamic nature of the cost stack. The cost returned by the posting program may be a different value
today than if you posted it tomorrow.

Post Order Entry Documents

The posting process changes the status of a document. It also generates inventory, account ledger, and
sales history information based on the recording of invoices, credit memos, and debit memos.

You can post documents only after an edit list has been printed with the Print Order Entry Edit List menu
option.

Posting produces a report that shows both the inventory and accounting information generated by the
posting.

When you post invoices, credit memos, and debit memos, the information in those documents is stored in
the order entry transaction history files. If you are using Fitrix General Ledger, Accounts Receivable, or
Inventory Control, the posting process will also update information in those modules.
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Update Backorder Received

The Update Backorder Received option allows you to release backorders when inventory is received via
the screen below. When you release backordered items, that takes the line items from BKO stage to
ORD stage. Receipt of purchase orders and warehouse transfers in automatically release backorders in
oldest required ship date order. This program is only used when opt not to have the transfer release

backorders or an inventory adjustment or physical count results in “found” inventory.

To view this screen select (option i) .

¢ Update Backorder Received
File Edit “iew Mavigation Tools Actions Help k

& o | [i4cancel | [¥¥Detal |

Enter [] b0 autamatically release the amount received.,

ORI EES B B00&ED 90

P @

= fdd

Warehouse 1| SEATTLE. [ [SEATTLE DISTRIBUTION CENTER |

ltern Codss~+ | ACR44T. (& [AC/DELCO R44T SPARK PLUG |

Oty. To Belease: | 14.000  Availsble: | | units EA]

Auto Releaze? |:I

[ RelvHF [rder Mo B0 Date [ty To Releaze Aty Backordered

' 204 051642007 1.000
214 05 /25,2007 1.000
214 0R/25/2007 1.000
214 0R/25/2007 4.000
214 0R/25/2007 2,000
214 0R/25/2007 1.000
214 0R/25/2007 1.000

. 214 0R /25,2007 2,000

Tatals:| 0.000][ 14.000]

COR:

Use the following fields to release backorders:

Warehouse - Use this field to enter the warehouse code for the warehouse where the items were

received. The Zoom feature is available in this field to select the correct warehouse code.
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Item Code - This field stores the item code for items received. In addition, a list of all backorders in the
system for this warehouse/item code appears in the detail section of the form. The Zoom function is
available.

Quantity to Release - In this field, you enter the amount of the backordered items you want to release.
You can not release more then is available.

Available - Amount available to apply to backorders.

Units - This field holds the unit in which an item is sold. The system maintains this field based the units
set up for inventory in the inventory file.

Auto Release - Enter a "Y" to automatically release items in oldest ship date order, and disburse the
amount to the orders listed in the detail section. Enter "N" to update each line manually.

Release - If you are releasing backordered items manually, this column accepts an entry of "Y" to release
total amount backordered, "N" to not release any, or "P" for a partial release. With an entry of "P", you
indicate how many units to release in the Amount to Release column.

Sales Order - This column displays the sales order number for each backorder.

B/O Date - The B/O Date column records the date this sales order was placed on backorder. This column
is system-maintained.

Amount to Release - You enter the amount to release for each backorder.
Amount Backordered - This column displays the total amount backordered for each sales order.

Totals - These Totals fields display the total amount of all orders released and the total amount of all
orders backordered, respectively.
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Credit Card Processing

This section discusses Fitrix credit card processing functionality through an interface with Skipjack
Financial Services. Other interfaces may be supported in the future. Please check with your Fourth
Generation sales representative.

The order entry module interfaces with a payment transaction network for automated credit card
processing. Credit card information is stored at the customer level. When orders are entered the order
information is automatically sent for real time authorization. When orders are invoiced the information is
automatically sent in batch mode for settlement.

Note: The order entry module is delivered with the credit card functionality turned off. This is because the
tools needed to interface with Skip Jack vary depending upon what hardware platform you are running
your Fitrix software on. Consult your authorized Fitrix reseller for assistance in turning on this functionality.
You must also contact Skipjack at 1- 888-368-8507 to establish a merchant account with them.

Activating the Credit Card Process

Establishing Credit Card Customers

A customer record must be set up for each credit card company.

Enter Customer Credit Card Information

This program is used store credit card information for every customer. Each customer can have multiple
credit cards.

e Select Order Entry from the main menu.

» Select option 4 - Setup Order Entry.

e Select option H - Credit Card Processing.

» Select option A - Update Customer Credit Card

The following information is required and therefore must be filled in:

e Customer Code
e Card Name

e Card Number

* Exp Month

« Exp Year

* First Name

e Last Name

e Address 1

» City, State, and Zip
* Telephone

« Emall
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¢ Update Customer Credit Card
File Edit “iew Mavigation Tools Actions Helo

OB QYR EA B 00

‘A GO0 ® QO &

© Find Prev Mest Add Update Delete Browse

Custarner Code: !1 o EI:?HEIN_IS_GPF'LY |
Fayment Method: ECE.-'-‘«FID @, |EF|ED|T CARD |
Card Marne: iVIS.l’-‘« | Frimary Card: E|
Card Mo :-222_5 | Security Code: |_|
Trans Ref Mo; | 30000005162157.107 |
Aiccount Mo ! |
Route No: : |

Social Security: | |

Diriver License: ! | License State: D
Exp. Month: |08 Ewp. Year 2009
First Marne; | TOM [ ] LastName [SMITH

Address: [3320 TEST Wiy |
| |
City: [ATLANTA | State: [G4|  Zip  [g5284
County: [US =] IUNITED STATES |
Telephone: 578 123 4567 |
Fa:-::! |
Email: |best@hotmail. com |

1of3

The following information is required for credit cards and therefore must be filled in:

Customer code
Card Name
Card Number
Security Code
Exp Month
Exp Year
First_ Name
Last Name
Address1
City

State

Zip

Phone

Email

The following information is required for debit cards and therefore must be filled in:
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Customer code
Account No.
Route No.
Either Social Security Number OR Drivers License and License State
Exp Month

Exp Year

First Name
Last Name
Addressl

City

State

Zip

Phone

Email

If the customer has multiple cards at least one must be marked as primary. It is this primary card number

that is used if you run invoice authorization in batch since you are not prompted to select the credit card to
be charged.

When you store the credit card information you will receive this prompt:

Yalidate credit card with Skip Jack?

Selecting Yes will termpararily autharize $1.00 an your accaunt

R

Click on Yes to validate the card with Skip Jack. This will temporarily put a $1.00 charge on your
customer’s card that will then be reversed by Skip Jack. This validation is needed to make sure the credit
card is a valid card. This also returns a Transaction Reference Number that Skip Jack will use to authorize
and settle transactions so that the entire credit card number does not need to be stored in the Fitrix
database. Note that when you validate the card, the Trans Ref No is filled in and now only the last four
digits of the card number you entered display.

Update Payment Method In Customer Record

Update your customer records for those customer that pay via credit card to either CCARD for credit card
or DDEBIT for debit card..

» Select Account Receivable from the main menu.

» Select option 2 - Customer Information.

e Select option A - Update Customer Information.

» Find the Customer Code, and go into Update Mode.
* Click on the OE Info icon.

» Enter payment method.
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Extension oeinfo : E|E|
File Edit Help
‘OB QUWhEEA 90

Crder Entry [nformation

Dizcount: | [&] | | |
Salesperson: |JC (@] WJIM CARSON |
Cormmission: | IEI| | |

Pay.Method: | CCARD =]

Ship Terms: | PREFAID [&]| |FREIGHT FREF&ID-DO |

PSS Account: |:|
R eszidential: Ship Complete:

[ ak. ] [ﬂ{Eancel ]

R
Enter the discount code for this custormer,

Enter Credit Card Processor Information

Use the Update Company information program to store the interface information.

» Select Order Entry from the main menu.

e Select option 9 - Setup Company.

» Select option A - Update Company Information.
» Gointo Update Mode.

» Click on the Credit Card processing icon
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4 Extension ccard |Z||E|rz|
File Edit Help
OB O WRPEKA 90

Credit Card Processing |nfarmation

Credit Card ON:

HTHL Serial Mec |0000E0107832 |
ADVANCE Serial No: (999598074578 |
Server Time Out:
Server URL: |htt|:us:a’a"www.skipiackic.mma’scriptsf
Tranz. Authorize: |evnlvcc.dll?.-‘i‘-.uthcurize.ﬁ.l:"|

Trans. Status Request: |ew:u|w:u:.dll?SJ.ﬁ.F'I_TransactiDnStatusHequest

Batch Upload: |Batn:hU plaad. dIYE atchl ploadl
Batch Status Bequest: |E'-.-'I:l|'-.-'|:|:. dli?SJaP_BATCHFILESTATUSREQUEST
Batch Change Request: |evnIvEE. diI*SJAPL_BATCHFILEGETRESPOMSEFILE

|
|
|
Trans. Change Request; |ew:u|w:u:.dll?SJ.ﬁ.P'I_TransactiDnEhangeStatusHequest |
|
|
|

[' Ok ] [[:{Eancel ]

Is credit card QM7 (R L

The following fields are used on the Skipjack Credit Card processing screen.
1. HTML Serial No.- assigned by Skipjack.

The initial serial number assigned by Skipjack is for testing purposes only and will therefore need to be
changed when you are ready to go live.

2. Advance Serial No.- assigned by Skipjack.

This also is for testing purposes only and will need to be changed when you are ready to go live.
3. Server Time Out

Number of seconds before connection to Skipjack will be disconnected due to lack of response.
4. Server URL

Assigned by Skipjack

5. Trans Authorize

Assigned by Skipjack for authorization
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6. Trans Status Request - assigned by Skipjack.

This field is used to get transaction id, authorize additional amounts if items are added to an order already
authorized, or to delete an authorized transaction in the event the order is cancelled.

7. Trans Change Request- assigned by Skipjack

This field is used to get change status due to additional amounts or deletions.
8. Batch Upload — assigned by Skipjack

Used to upload batches for settlement

9. Batch Status request - assigned by Skip Jack.

Used to check batch file status (uploaded, processing, completed).

10. Batch Change request - assigned by Skipjack.

Once the batch status is completed this API is used to read the result of every transaction

Set Skip Jack Batch Settlement Settings

On the Skipjack website, click on Batch Settlement Preferences and set to manual daily so that Skipjack
will settle all invoices once a day at a time of day specified by you.

Next, you need to set the following options:
1. Enable blind credits

Click "Edit Account" button and enable "Allow Blind Credits." option. This is so all outstanding credits
automatically settle at the end of the day.

2. Enable batch processing

Ask Skipjack to enable this when you set up your merchant account.

3. Turn on send email to customer  (optional)

Click the "Edit Account" button and enable "Send E-mail Response to Customer" option. Customize the

email message to reflect your company’s information. This is optional. Do not turn this on if you do not
want your customer to receive an email each time an order is authorized or an invoice is settled.
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Order Processing

If an order is entered for a customer that pays via credit card (customer’s payment method has a payment
type =V), you will be prompted “ Authorize Credit Card Now Y/N?” when the order is stored. If an N is
entered the order will be stored without credit card authorization. Each time an order that is paid via credit
card is updated and stored and no authorization code is found, you will receive this prompt.

Authonize Credit Card Mo

[ Ves ] [fgno REEN

A list of valid credit cards for the customer will display when you store the order. From this list, select the
credit card the customer is using based on the type of credit card and the last four digits of the card the
customer is using. Select the credit card and click on OK.

foom ccardz

File Edit Help
OB ¢t 90
Card Mame Card# | ExpYear Exp Manth

2007

[ O, ] [QHEancel ] [ﬂ Mew Search

R
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On the next screen that displays click OK.

¢ Add on header ccard g@

File Edit Help
OB QWEEEH! @O
Card Number:! @: Security Code; |
Customer Code: I'I ] | | |

Paymert Method: CCARD (&) \CREDIT CARD |
Card Mame; V154 | Card Mo |2§§5
Traris Ref No: [40000005260533.108 |

Account Mo
Route Ma: | |

Social Security: . |

Ciiiver License: | | License State: |j
Primary Card: !j’__l
Exp. Month: El E=p. Year |@
First Name: [MARY ||| LastMName: JOHNSON |
Ackfess 100 WILLS AVENUE |
Address: | |
City: [ATLANTA, State: Zp: 30333

Couirtn: ELIS

Telephone: !??0-333-594? Fax: | |

E rmail: Eﬂﬁ_ari@fishersupply.cam |

& ok | [Fdcance |

R

Enter credit card number

Approved Card

If the credit card is approved the order will be stored with the following information in the order summary
screen.

* Credit Card No. — last four digits of the credit card number
* Auth Code — authorization code returned by Skipjack

« Auth Date — authorization date returned by Skipjack

» Auth Amt- amount authorized
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Bl=ld

File Edit Help
OB OWEEE! 9O
Payment Method: |[BEGE (@] |CREDIT CARD |
| || =& | |
Credit Card Intormation Shipping |nformation
Credit CardNos (2225 | Auth, Code: [TAS2F1 | Auth Date: Ship Via: | BEST WAt =]
Auth. Amount: mi Decline Code: |:| Residential?: _
Decline Mesza.: : | Ship Termns: | EI|
Email | | FOB Paint: |SHIP POINT |
Ship Complete: {E| W gight: :—2EI“EIIJ-IJ|
LIPS Azocount: | |
Roue Code:[CUSTIOROL |
Shipment Tracking Data Order Amounts
Dreposit Amount Required: I—_| Sub-Tatal: '—Bé_E-D
Diocuments Sent; 7@% Diigcount; i D.DD|
Destination: | IKH Freight Amount; | D.DD]
Congignes Name: | | Freight Tax Code: fr&ﬁfﬁx_@|
Corsignes Address: | | Tatal Tax: | B.14|
| | Total Order: | 9474
| | L]
I |
Matify Party Mame: | [
Motify Party Info;
Truck BOL Ne: 776 |
’_a QK ] [P: Canicel ]
Enter the method of payment, il

If emall is turned on with Skipjack, an email is sent from SkipJack to the email address stored with the
credit card used.

Declined Card

If the credit card is declined the following screen displays and you have the following options:
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File
A )

Decline Code: |1

Meszg.: |Authonzation faled, card declined.

R et

Enter Mew Credit Card:
Hald:

Enter Mew Pt b ethod:
Cancel Order:

|Ipdate Card Infarmation and B et

" ak. ] [Q:{Eanc:el ]

Zheck with ) to retry credit card e

1. Retry
Check this box if you would like to try to authorize again using the same information.
2. Enter New Credit Card

Check this box if you would like to return to the list of credit cards for this customer and select another
card to use.

3. Hold

Check this box if you do not want to try to authorize again at this time. Order will be stored with the decline
code.

4. Enter New Pmt Method

Check this box if you want to change the payment terms to a term other than credit card. You will be
returned to the Order Summary screen to enter a new payment method.

5. Enter Authorization Code Manually

Check this box if you want to enter the authorization code manually and you will be returned to the Order
Summary screen. This will require a telephone call to SkipJack to get the authorization code.

6. Cancel Order

Check this box if you want to cancel the order.

7. Update Card Information

Check this box if you want to update the credit card information for the card being used and resubmit for

authorization. If the card is declined and email is turned on with Skipjack, an email is sent from SkipJack
to the email address stored with the credit card used.
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Note: If the credit card is declined you will receive a decline code of 1. There is no reason given by
Skipjack and this is to prevent fraudulent activity. You must call Skipjack to find out why the card was
declined.

Order Changes

If you increase the order amount, you will be prompted “Authorize Additional Amount Y/N?” If you
decrease the order amount you ill be prompted “Reduce Authorized Amount Y/N?".

Payment Method by Order

You can change the customer’s payment method to credit card for a specific order by entering the
payment method on the order summary screen in order entry. If there is credit card information in the
system for the customer a list of these credit cards will display. If there is not, a screen will display so that
user may add the credit card information.

& Extension summ
File Edit Help

L ML= ROC B

Fayment Method @ |

Credit Card Information = Shipping Intormation

Credit Card Mo; (2225 | Auth. Code: [TAS271 Auth, Date: [11414/2003 £ Ship Via: |[BEST way =
Auth. Armount: | 9474 Decline Code: Residential?: f.N.

Decline Meszg.: Ship Terms: | @,

Emai] | FOE Paint: [SHIF FOINT 1

Ship Complete: N wieight: | 2D_DDD

UPS Account:
Route Code: |CUIST10-ROU

Shipment Tracking Data

Order &rmounts

Deposzit Amount Fequired: . Sub-Total: 86,50
Documents Sernt: EE Discount: | 0.00
Destination: | k I_E._J Freight Amount: | 0.00)
Conzignee Mame: Freight Tax Code: NDT.&X IEh
Conzignee Address: Tatal Tax: - EE‘I4
| Total Order: | 94?4
|
Motify Party Mame:
Matify Party |nfo:
Truck BOL Mo: 776
[@ Ok ] [D_:i Cancel J
2%E,

Enter the method of payment.

Picking Ticket Print Program

A picking ticket will not print for an order if the payment method is credit card and the credit card was
declined or not yet authorized. This is to ensure the order is not picked and shipped by mistake.
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Settlement Process

Send for settlement (option ¢ on the Invoicing Prog rams menu)

Once you have created invoices using the Create Automatic Invoices/Memos program or entered the
invoice information using the Update Invoice program, the next step is to run the Settle Credit Card
Invoices program. This program sends the batch of invoices to Skipjack for settlement and marks the
invoices settlement flag to S for “sent”.

Receive Settlement Invoices (option d on the Invoic  ing Programs menu)

Due to the time it takes to settle invoices with the credit card processor, you print and post invoices after
the send process is run and then run this receive program the following morning after adequate time has
lapsed. This program sets the invoice settle flag to Y for those that settled successfully, to D for those that
were declined, and prints out the settlement report.

% Receive Settlement Invoices

File Mavigate Help

© 2002 <

Date: 0572572007 Credit Card Settlement Process

Time: 11:34:26 DARTS PLUS DISTRIBUTION Page: 1
Settlement Batch ID: 00000513374ZF
Order No. Invoice No. Invoice Amount Settlement Amount
252 739 4._44 4._44
Grand Totals: 4.44 4.44

Any invoices that did not settle will have a null settlement amount. This report can be used to reconcile to
the amount wired from your bank and to also apply cash receipts. If email is turned on with Skipjack, the
customer will receive an email confirming that their payment was settled. Any invoice that does not settle
will print on the Invoices Not Settled report (option e on the Invoicing menu). The customer should be
contacted to make alternative payment arrangements. If email is turned on with Skipjack, the customer
will also receive an email notification that payment was declined.

Update Declined Invoices (option g on the Invoicing Programs menu)

As previously mentioned invoices declined will have their settlement flag set to D and because of this they
will print on the Invoices Not Settled report indefinitely. You will use this Update Declined Invoices program
to reset this flag as follows:
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Null- set to null if you wish to resend to Skipjack.
C — setto C if you wish to cancel and arrange alternate payment terms with the customer.

¢ LUpdate Declined Invoices Q@

File Edit Miew havigation Tools Actions Help
QOB UrdinEE
A4 0 9 0O E

© Find Frev HMedt Update Browse

Invaoice Mo |
Crder Mo I

Customer Code:

Business Marne: |

.-i'-.mcuunt:g B ]
Settled: |
(No Documents Selected)

VR

Invoice Print Program
For any invoices that have the payment type =V, this message will print on the invoice:

PAID VIA CREDIT CARD. DO NOT PAY FROM THIS INVOICE

Posting Process

When the invoice is printed and the order posted, the AR open item is created to the credit card company
not the customer.

Reports

The following reports are available:
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Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2 E]@E|

File ‘“iew Execute Settings Help

SdQemEzZ2@

el 4 Order Entry

el Bl 4 Setup Order Entry ; .

Ehe =Rl e T P | creait card Processing @ Copyright 2007
o OpYTIght

Crder | : = -
MEr'Ey 3 Sales B p print (B a Update Customer Credit Card EotirESent g

Saftware Solutions, |nc.
Irvent: . : .
5 4 8etup &5 ¢ Update[= o Print Credit Card Information

PUIEHE 5 7 Wultiler g

L

=

d Print CE= ¢ Expired Credit Card Report
MulticL &= & Admin = Uhdattjﬂ' Exit

Payioll B 9 Setup = T Updale Ship To Information

Fired 5 Exit [ h Credit Card Pracessing

Replenishment E

~

@

@

i Update UPS Account Information

Report W[IIE‘:I’S ﬂ E}'ﬂt
Exit

EppoopopoeoDRE

: Status |dle Socket: SUCKZZDNDD.D.SEQDDZD;

Print Credit Card Information - option (b) on menu above.

This report prints out credit card information entered for your customers.

Expired Credit Card Report- option (c) on the menu above.

This report will list all credit cards that are about to expire so that the you can contact the customer and
get updated information. You are prompted to enter a date and all credit cards with an expiration date prior
to this will print.
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Fitrix 5. 20 Database: bettyb Printers: Lexmark2/l.exmark 2

File ‘iew Ewxecute Settings Help

dQemiEZ@E

el T Bl 2 Order Status Reports
Rl B e 8T | Credit Card Reports ® Copyright 2007
AOPYTIENT £

4 Order| int € @ S ot
£ 3 8ales @ PrintQ = 3 Orders Pending Autharization S iwars Sotutions, inc.
5 |nventc c i
=N 4 Sefup E ¢ PrintS = 5 Credit Card Orders Declined

B Purehi gy 7 multie [ g FrintS 5] Bt
7 MUllicl £ 8 Admin (2] & PrintOpen Ordst llem Summary

8 Paytoll i 9 Setup (=1 1 Print Open Ordar item Detail

rcrepoem

3 Fixed ] Bt &= g Print Customer Order Summary

a Replenishment i)

reppopemE

h Print Customer Otder Detail %

b lenadvinier i Print Order Entry Journal

&

= = | Credit Card Reports
& z Print Order Status Detail
9 Bt

_- Status Idle Socket: sock220/4100.0 953’20020;

Order Pending Authorization — option (a) on the men  u above.

This report lists all open orders that have not yet been authorized through Skipjack.
Credit Card Orders Declined — option (b) on the men  u above.

This report lists all orders where authorization has been declined and alternative payment arrangements
should therefore be made with the customer.
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Export Shipping Forms

Order Entry comes with a suite of export forms. Though the submenu these programs reside on is labeled
Export Forms, these forms can also be sued shipments out of your warehouse.

x 5.20 Database: sample Printers: Lexmark2/Lexmark 2

Fle ‘iew Execute Seltings Help

Sl mizg@

&8 4 Owerlgy 3 Saies = b Print L a Proforma lmaice . ea:t’;‘é:hazlgtci':n
= =l Softwars Selutions, |no.
B S lventt gy 4 setup B o Print FE b update weight Infarmation (Warehouse Shipment)
B 5 Pushigy 7 Multile' = d Update &= ¢ Packing List
B3 7 Multict & 2 Admin E e Print FEE d Bill of Lading
& ¢ Pordlgg 9 sep =] fU'PE‘E‘E'E, & commercial Invoice
B - e Rl 5 g Ivoieh (= 1 Provisional Invoice
ﬁ‘_ 4 Peplnishraent = Update (=) g Final Invoice
<] Edit ) 1 Print 0 5] Bt
k Post Order Entry Documents
[E 1 customer Price Inguiry
@ m Requested Quantily Query
5 o0 ExpartForms
E p Shipment Tracking
& v Print Order Acknowledgments
2} z Update Batch Maintenance
&) Exit
s R T T
Note:

For REG or out of warehouse shipments you must run both the Print Picking Ticket and Update Picked
Quantities programs before you can print:

Packing List

Bill of Lading
Commercial Invoice
Provisional Invoice

For DIR/DRW shipments from your vendor to your customer you must first receive the vendor purchase
order using the Update Receipts program before you can print:

Packing List

Bill of Lading
Commercial Invoice
Provisional Invoice
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For both REG and DIR shipments you must run the Update Invoices/Memos program before printing the
Final Invoice.

Update Weight Information For Out of Warehouse Ship  ments

For REG you must enter shipment weights before printing the Packing List using option (b) on the Export
Forms menu.

Prior to running this program you must first print a picking ticket and then run Update Picked Quantities
program to update the quantities that were picked for the outgoing shipment. Once you've done this,
select Update Weight Information program, do a (F)ind and enter the customer order number. Then go
into (U)pdate mode and click on the Weight Screen icon on the toolbar to enter the shipping units and
weights for each item on the order.

In this example, the customer order is for 100 Ibs of copper and it is shipping in two boxes; one weighing
60 Ibs and the other weighing 40 Ibs.

+ Add on detail weight =3

File Edit Mavigation Help
OB Oz HER 2000ED O
PONe: 1235 |LineMec[1  [ShipNec[1 | Total Units: 2 i
| L rit LIOk4 Gross Tare Met I
1 B £2.00 200 E0.00
1 B 41.00 1.00 40.00
[@ QK ] [I:f Cancel ]
Enter number of units, S
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Shipment Tracking Screen

This is option (p) on the Order Maintenance screen. Every time a customer order is entered in the
database an entry is in the Shipment Tracking table. The screen program enables you to enter
information relevant to your shipment that will aid you in tracking its progress.

& Shipment Tracking E@

ANV
<
Accounting Screen
Pa 9 O &
= Find Prev Mest Update Browse

Sales Contract Info
Contract #1643
50 1543
Customer [FISHERS SUPFLY

Conzignee Mame |

Consignee Address |

Motity Party Mame
Matify Party Infa |

Terms |
Destination
Product
Piice MULTIFLE

Purchase Contract Info

Vendor |
zull
BuyEr.-/TradEri-
Gross | | Lbs
Net| | Lhs
Tare| | Lbs |

Status ACT i

| M1
| M1
| M1

File Edit Wiew MNavigation Tools Actions Options Help

QMM o0

Logistics Info

Forwarder Mame FOF

L HME
Forwarder # 57855 05

Bosking B 1234
Corie YVELLDW FRT

Cantainer Size 120 _F
Container Number SCZU3047756 B
Seal Number SLﬁ T__23_=1 iz
LOCATION
2008 12
Forof Exit HOUSTON
Vessel VESSEL HAME
Voyags [VOTAGE NAME

Load Location 7

Loading Date ff

Tiarshipment Info

Part Trans Mo “esee|
[TRaNs 1 |IvESSELT
i
| [TRENS 3
| [TRaNs 4 SEL
[TRaNS 4 [VESSELS
Tof3

|HOvAeE
| VOvAGE 2
| WOYAGE 3
et
| VOYAGES

Trucking BOL # 3??
Ocean BOL ‘D

BOL 1234

Proof BOL Received | 02/24/2008 143

Send Oiiginal Docs [SEND DOCS

Docs send to customer

Release Requested 02/24/2058 PI‘V
Release Received 02/25/2008 14

Cut: O1f Date 02/27/2008 14

ETD 02/28/2008 (14

ETA|D2/29/2008 43|

Wopage

3/0/2008 |

[0z/01/2008

VR

Please note that if the order has a DIR order type and the product is being purchased from multiple
vendors there will a record inserted into the tracking table for each sales order/purchase order

combination.

The information that displays on this screen come from the following sources.

Sales Contact Info:

Contract # - this is a display only field that displays the contract number assigned to the sales order when

it was entered.

SO — customer sales order number.

Status- display only sales order status. Possible values are:

ACT - active
PST — posted
CAN - cancelled
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Customer — display only field for the customer’s business name.

Consignee and Notify Information  — this information is entered on the order summary screen when you
enter the sales order but it can me modified here.

Order Summary Screen:

& Extension summ |ZJ|'E @
File Edit Help
OB @ik
Payment Method : _|
[Tems : 1o =] [MET 45D4YS ]
_Eredlt Caldul.nformationm - - Shipping [nformation
Credit Card Mo _—| Auth. Code: |7| Auth. Diate: | _Igl
Aaath. Armount: '7' Cecling Code: Fiesidential ?:
Meszg.: | | Ship Terms: _I§|.
Emai; | FOEB Point: | ]
Ship Complete: -E' \Weight: ' ‘IUU-DD“DDDH'
LIPS Account: 7
Shipment Tracking Data Order Armounts
Deposit Amount B egquire Sub-Total: w‘
% Documents Senl Dizcount: ' DD_D_l
D estinatiol i Isl! Freight smount: —D_DD|
Conzsignes Mam | Freight Tax Code; ,N_U_f&_:lgll
Consignee Address: [SUITE 100 | Total Tax: I DDD_|
[IDOOMARIGOLDLAMNE | Total Order: | 30000.00
[HONG KaNG (T
[EHINA ]
M otify Party Bam _I
Motify Party Inf |
Truck BOL No: [129 i
[@ ok ] [i;* Cancel
Enter the method of payment, o

There has also been a field to the summary screen where you can enter the deposit amount required from
your customer before the order will ship. This amount displays on the Shipment Tracking screen
accounting screen discussed below.

Any modifications made here automatically transfer to the sales order summary screen.

Terms- customer payment terms on the sales order.
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Destination - from the sales order summary screen.

Product — if the sales order has only one item code, the item code will display here. If there are multiple
item codes, the word “multiple” will display here.

Price - if the sales order has only one item code, the item code’s price will display here. If there are
multiple item codes, the word “multiple” will display here.

Purchase Contract Information:

If the sales order has an order type of DIR meaning it is shipping directly from your vendor to your
customer, a vendor PO is automatically created when the sales order is stored. The vendor business
name, vendor purchase order number, and buyer/trader code will display in this section of the screen.

The weights that display here are the weights entered when the Vendor purchase order was received or

prior to the Packing List being printed if this is an out of warehouse shipment . See the discussion on
Feature # 1300 in this document and also the Purchasing Addendum.

Logistics Information:

All the information in this section is entered using the Shipment Tracking screen program with the
following exceptions:

Trucking BOL # - this is a display only field and this number is automatically assigned when the sales
order is entered. The beginning truck bill of lading number you want to use for your company should be
entered in the Update Order Entry Defaults screen program (option (a) on the Order Entry Set Up
submenu):

# Update Order Entry Defaults
File Edit Wiew MNavigation Tools Actions Help

‘O B | O 4 B BB @ o

© Quit Print 0K Cancel Cul Copy Paste Zoom | Motes U Fields ToDo | Technical status  Help

‘4 @O0 ® O K&

Find Prev Mest Add Update Delete Browse

Credit Reason: HET ! _ Cebit Reason: DVF' L
| | Line Type: |STK . Irve Stage: DHD | Req. Prafit?; | 1500
Temms Code: A ] i [ue Daps: 30 Usze Department; N Fapment: AF! |
FOB Point: [SHIP POINT | ShipVia: [BEST Wi Ship Tems: |
: Acc.:ount Mumbers = .
Sales: | 400000000 = | & [ 110000000 & | lventory: | 120000000 @ |
TiadeDisc: [ 100000000 & | Cahe [ 100000000 &  Costoffioods [ 500000000 &
Freight: | 422000000 =, | CreditCard: [ 110000000 %, | Scrapr | 590000000 @,
= = Taes = .
Tax: N_DTAX ; 'NDTAX | Freight - Compute Tax: N Discourt: N
z i Document Printing Defaults = =
Print Mates Or; Ak Y Pick: Y Ship: ] T[]
Kit Expangion On; Ack: Y Pick: Y Ship: v v ')
- Syztem Nurﬁbers.-"Batching :
Doc/Order Mo i322| Invoice Na: | 218 Post Mo 238
Batch lrvoices?: |1 Require Approval to post?; [N Approval Code; [ i
Truck BOLNo:  [137 |
Ly 10f 1

O4R
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This bill of lading number prints on the Export Packing List.

Docs Send to Customer — this is a display only field and displays the date entered in the Order Entry
summary screen.

Container # - if this is a DIR sales order and therefore has a vendor purchase order associated with it, the
container number entered with the purchase order displays here. A field for the container number has
been added to the Update Purchase Orders header screen. The number entered must b3 4 alpha
characters followed by 7 numeric.

& Update Purchase Orders

File Edit Wiew Mavigation Tools Actions Options Help
4 G OO O 9 kB 9
: Find Prev Mest Add Update Delete Browse  Options
0 B @ & ik H QA B B H V] @ & D @ @
o Out Print | 0K Cancel Cul Copy Paste Zoom Motes UFields ToDo o WiewDetal MestPage Frevious Fage  InsertFow  Delete Bow  Technical statuz Help
Vendor: | |
Stat ¢ | | DocMa: |
PO.Date:  [02/25/2008 | Rieq Date: Terms Code: [B
[ @& Ship'ia: Order Total
Warehouse: [SEATILE (&l FoB. B
Confirmed To: Figfer: | | Curmency :U@D _|
Cust Doc Mo.: 1314 _' (Orig Cust Doc Mo.: | _j
Confirn D ate: E;g" Or Board Date: EE] Multiple Orders: |
Coniract; [1314 ] | Container. MSCUT234567 |
S Typ Stg | ltem Code FU | Guartity Cost Met dmaunt
15TH |REC CBF2 LB | 10000.000 1.000 10000.00
Descripto: BIRCH CLIFF
GrL Account: i E \UUD
Tof1
el 2 o,
(& R @Delail | e & 2o @ S e O e
© Detalz  Status  Summary Defauts Vendor Papto  Frnt Landed Cost
Enter The Shiorment Container Murmber e

Transhipment Information:
All the information in this section is entered using the Shipment Tracking screen

Accounting Screen:

There is an icon on the Shipment Tracking screen labeled “Accounting Screen”.
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¢ Extension acct
File Edit Help

OB QUit

Acounting Infa

=3
QA 90

Deposit Amount B egquined: | :I-E-EIEIEI_EID‘.

Depozit &maount Paid:

Ozean Marine Insurance:

] [I;:f Carcel ]

& o

R,

Enter ocean marine insurance

Deposit Required- this is a display only field that displays what was entered on the Order Entry summary

screen.

Deposit Amount Paid —
posted through Update AR Cash Receipts.

Ocean Marine Insurance

this is a display only field that displays the deposit received form the customer

- this is a calculation. A field has been added to the Update Purchasing

Defaults program (option (a) on the Set Up Purchasing submenu) where you need to enter you ocean

marine insurance (rate per $):

& Update Purchasing Defaults

File Edit “iew Navigation Tools Actions Help

PO B @ iR E !/ B B @
¢ Cul Print  'OK Cancel Cut Copy Paste Zoom  Motes UFields ToDo | Techrical status  Help
A 690 0 © =

i Firid Frev, Mest dd Updale: Delate ‘Biowse

Use Department: Wl Buyer: \EATHY__@|

Price Tolerance %: 'IEIEIEII

Enter Default Order Type.

Order Type: Line Type: \.S"TK Is;]‘ Warehouse: |SEATTLE “@;ﬂ
Ship Yia ] FOB Paint: DES N
Taw
Taw Code - Defaul: [NOTAX @ Exempt: |Nm! Iise: :W@I Freight: |Nm!
: S et AT -} AN |
AP |_2EIEEIUEIEEIEI _@, Difference: |__12_E|5EIEIEE- Ireeentary: |—1§UUUEUUE|®_|
Mizc.: IWI Trade Disc. [m Supplies: I@]
Freight: | 730000000 [&]] InvHolding: | 201500000 Monstock: | 790000000 [&]]
Capta: | 182000000 (=] Cashe | 100000000 (=]
= Spstem MNumbers/B atching
Feq. Document Mo Ii‘lalé Posting Mo I:}
P.O. Document Mo.: | 57_1|
Receipt - Document Mo:: | 283| Paosting Ma.: IR Batch?:
|nvaice - Document Mo.: __1_1_1__! Posting Mo.: |759_' Batch?:
Fiequire Approval ta post?: :EJ_' Approval Code: |7:I
1of1

Ocean Rate:

Pt Motes: ::7‘

[n]
N]

CEX

0.15]

QYR

The calculation is:
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(total cost of merchandise on the order) /100 x ocean marine insurance rate.
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Order Entry Reports

Order Status Reports

The Order Status Reports menu contains a number of reports that allow you to review activity in your
Order Entry system. These reports provide information on what you have on order, salesperson activity,
order information by item, and customer activity. This menu is viewed by selecting (option 2) .

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l exmark 2

File ‘“iew Execute Settings Help

SdQemEzZ2@

il =il 4 Order Entry
el Bl 2 Order Status Reports

3 Accourizy 2 Qrder: 7= 3 Print Open Order Summary

— s @ Copyright 2007
4 Owerlgs 3 Gales [ b Print Open Order Detsil SEEL A

Software Solutions, Inc.

5 Inventt B 4 getup & ¢ Print Salesperson Summary
b Purche gy 7 Multile: T 4 Print Salesperson Detail

7 Mulic &= 8 admin = & Print Open Order ltem Summany

prpoeEeoDEORD

8 Payioll B 9 getup &) 1 Print Open Order ltem Detail
9 Fixetlﬂﬂ Exit: & g Print Custorner Order Summary

4 =epioHish e & h Print Custamer Order Detail

o ED

b Reportriters =) i Print Order Entry Journial

2] Exit £ | CreditCard Repors
& z Print Order Status Detail

S Exit

Status |dle Socket: sock220/10.0.0.35/20020 |

Here is a list of the reports available and a brief summary:

*  Print Open Order Summary — This menu option prints a summary report that lists all
outstanding orders, orders with items that have not yet shipped.

» Print Open Order Detail — This report lists all orders which have items that remain to be
shipped, plus it prints out a complete copy of these orders with line item detail.

» Print Salesperson Summary — This menu option selects all open orders for each
salesperson, organized by order type, and prints a report that lists subtotals for each customer
for each salesperson.

» Print Salesperson Detail — This menu option selects all open orders for each salesperson,
prints information about each item on each order, and prints a report that lists subtotals for
each customer for each salesperson.
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Print Open Order Item Summary — This menu option selects all open orders and prints
subtotals for each warehouse for each item that is on order and prints a subtotal for each item
that is on order.

Print Open Order Item Detail — This menu option selects all unshipped order lines from open
orders, prints a list of selected order lines grouped by item number, and provides subtotals by
customer, warehouse, and item.

Print Customer Order Summary — This menu option selects all open orders and prints a list
of selected orders for each customer as well as subtotals for each order and for each
customer.

Print Customer Order Detail — This menu option selects all open orders and prints a list of
orders with the status of each order line for each customer as well as subtotals for each order
and for each customer.

Print Order Entry Journal — The Order Entry Journal report provides a daily summary of
postings to the Accounts Receivable, Inventory, Sales of Inventory, and Cost of Goods Sold
accounts within a date range you specify.

Sales History Reports

This menu provides options for printing a number of sales history reports. The reports include information
by product, class, customer and salesperson, as well as a daily sales register. The Sales History Reports
menu is viewed by (option 3) .

Order Entry
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Fitrix 5. 20 Database: bettyb Printers: Lexmark2/l.exmark 2

File ‘iew Ewxecute Settings Help

9 ¢ M@ =

2 Accoll B
3 Accout =
4 Orderl g
4 Inventt B
6 Purchz f
7 Multict =

a Payro\l

ErporoopopeprpRnm@

Exit

Status Idle

b ReportWriters E

2 =

Bl 3 sales History Reports

2 Order! I8 3 Daily Sales Register

& Copyright 2007

3 Sales E} b Product Surmmary Fourth Generation
Saftware Solutions, Inc.

4 Setup & ¢ Product by Date Summary
7 Multile' /5§ Product Detail

8 Admin 5 e Customer Summary

9 Setup & 1 customer Detail

9 Fired /S] Exit & o salesperson summary
a Replenishment =

h Balesperson Detail
i Salesperson by Product
i Serial Number History

&) k Price Variance

S Exit

Sacket: sack220/100.0 9520020

The following is a list of Sales History Reports and brief descriptions:

Daily Sales Register — This report provides a daily summary of sales and allows you to
select invoice dates for the report. Each page corresponds to a specific day, with the last
page showing the Totals for the date ranged specified.

Product Summary - This report provides a total sales figure for the range of dates you
select. It allows you to select specific invoice dates and product classes for the report.

Product by Date Summary - This report provides a summary of sales and allows you to
select invoice dates and product classes for the report. Totals are provided for each product
class you select and for each date within each product class.

Product Detail — This report provides a summary of sales broken down by class. In addition,
it shows detail for individual product sales transactions and allows you to select invoice dates
for the report.

Customer Summary - This provides a summary of sales history by customer, for a selected
date range. It also allows you to select invoice dates and customers for the report.

Customer Detail — This report provides line item detail of sales history by customer. It allows
you to select invoice dates and customers

Salesperson Summary - This summary provides a total sales figure for the range of dates
you select.
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» Salesperson Detail — This report allows selection of invoice dates and salespersons. It
provides a sales analysis report including sales figures for each invoice in the date range you
select, broken down by salesperson.

» Salesperson by Product — Prints the same information or salesperson detail but in summary
form.

» Serial Number History — You can use this program to search for specific lot or serial
numbers sold.

» Price Variance - Lists all items sold below the required profit percent for a date range
specified by the user

Commission by Salesperson

This report calculates commission due to the salesperson associated with the customer sales order. This
calculation is based on the percent commission due per the commission code set up at the item code
level. For example, if an item is sold for $100, and the commission code for that item has a commission
rate of 5 percent, the commission calculated will be $5.00. The report will only list invoices that have been
paid since the commission to be paid to the salesperson is based on payments received from your
customers.

When you run the commission report you will receive this prompt:

& Prompt @
Print Cormmizsion Iterns Onle? [7/N)
[FJ ()4 ] lr'd Cancel I

If you enter a Y only item codes that have a commission due to be paid on the invoice will list. If you enter
a N all item codes on the invoice will list.
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mmission by Salesperson
File Mavigate Help

Q0002 <

&
- ________________________________________________________________|
Date: 10/10/Z008 Commission Report
Time: 15:49:09 ABC DISTRIEUTION Page: 1
Between 08/01/2008 and 06/30/2008

Invoice  Date Item Code Sales  Comm. % Comm. Amount Date Paid
Salesperson: TH

Customer: ABC - ABC SUPPLY

i, 06/05/2008 12104 43.30 ST 2.00 3.46 06/05/2008

780 06/08/2002 12104 15,000.00 ST a.00 1,200.00 06/05/2008
Toval Salesperson ™ o 1205 a6 =
Salesperson: BJ

Customer: TESTCS - TEST CUSTOMERS

785 06/06/2008 12104 8.66  ETD a.00 088 06/0&/2008

Customer: 10 - FISHERE ESUPPLY

40z 0z/21/2008 12104 20.00 ST 3.00 1.60 06/0%/2008

Customer: 12 - CLASSIC PARTS UNLIMITED

797 06/10/Z008 12104 800.00  STD 9.00 £4.00 06/10/2008

738 06/16/2008 12104 z40.00  2TD a.00 19.20 0671672008

B

Using this report will require the following set up.

Enter commission codes:

File View Exsculs Selfings Help

Sl m 2@

Bl =1 GEE 4 Setup Order Entry
Gl TR E = SV . Update Order Definitions _u © Copyright 2007
g PyTig]

Order | i i
L b Print (/& & Update Order Type Definitions Foumh Genamtion.

‘Softwara Solutions, Ing.

o

I it
nventiigs 4 Setip &y ¢ Undate B b Update Line Type Definitions
Furch

7 Multile &= o Print C[E ¢ Update Alias Definitions
MulticL &= 2 Admin

o

e Updalt d Update Kit Definitions

@

P 1l o= s

O A 39““{@/ T Update | o Lpdate Discount Definitions
Fixed # i ' -

wed F 5] Exit & h Credit & 1 Updale Special Price Defaults

EocopoocboeooooDeE

o by = i Update 5| g Update DebitiCredit Reasons

e S) Bt &5 h Update Multilevsl Tax
IEl i Updats Commission Definitions:
@ | Update Salesperson Deﬂnihunk
I:.‘ k Update Warehouse Definitions
| Update Payment Methods
@ m Update Shipping Terms
@ n Update Ship CodesiUPS Services
@ o Update Staging Area Definitions
8] Ext

[ statue iate
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¢ Update Commission Definitions B@@

File Edit “iew MNavigation Tools aActions Help

OB QYR ER BB @0
4 @G © 0 O 9 W

© Find Prev Mewt Add Update Delete Browse

Commission Code: [STD j
Drescription: !ST.&ND.&HD COMMISSION RATE
8.000 |

Commisgion Fate:

4o0f8

YR,

Assign Commission Code to Item:

For stock items, enter the commission code with the item code. Go into Update Inventory information, find
the item code, go into Update mode, Ctrl TAB to detail, select a warehouse, and then click on the Whse
Dtl icon on the toolbar.
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¢ Extension locau

REEEe S
‘O OUhRE! @0

[tem YW arehouse Detail

Item: (12104 | |SCM A SERIES MULSTRIKE

‘warshouse: |SEATTLE (&) [SEATTLE DISTRIBUTION CENTER |
Cost and Price Information

Purchass Cost: | 5.458] Last Cost B000| o | 10.000]
Average Cost | D_44_§| Last Date:  (09/29/2008 |

Price: 8.555] Soid Date: 1040872008

Location and Count Information -

Lozation Aisle: |E| Fiow: 112__| Bir: L&E
Count Cycle Code: E| Lagt Count; | | OnHand: |_ 2_84_83000‘
Wendor Information
Wendor  [SCM [&]  [SMITH-CORONA CORP. '

Vendar ltem:  |[SCM12104 |
Seling Information
1.00] Allow Backarder: M Tanable: Ii'

Subject To Trade Dizc.: |E Req Profit % | 15.00
iST.-’-‘«NDAFlD COMMISSION RATE |

Minirurn Sell Oy

Subject To Terms Disc.:

Commizsion Code:

[ ok, ] [r:{[iancel J

oo erisy 4R
Enfer the commission code for this iterm,

For non stock items, go to the menu option highlighted below and enter the commission code.

Fitrix 5.20 Database: sample Printers: Lexmark2/L exmark 2

File Wiew Execute Seltngs Help

dem 2@

i SCEE 6 Purchasing

2 Accoulzs 1 Requigl) Setup Purchasing
3 Actoulign 2 POMA[E] a Updat ST e ) © Copyright 2007
[ . pyTig

4 Order| 5 =
& 3P0 s PrintP & a Update Non-Inventory tems ;“ﬁr“'zg“s":l':t‘”’“s e

5 Invant
MO 4 BelP f5 ¢ Updati[E b Update ltem Catalog

B
(=1
=1
(=]
(=]
b Purchi sy 7 Multile' i o Prnt g ¢ Update Yendor Catalog
(=]
=
=]
=]

7 Mol =
WMELiE 8 Admin B Updatt = g Print Mon-Inventory ltems
8 Foviollgm 9 setup = f Update = o Printitern Catalog
9 Fixed 4, '
bedfo] Bxt &= g Uptalt =) 1 Printvandor Cataloy
a Replenishmant = n Updal(ﬂ Ek@t

4] Ext ;S=[ Exit

| Staue Ide
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¢ Update Non-Inventory Items

File Edit “iew Mavigation Tools Actions Help
OB iR ERX BRE @0
a @ © 0 O 9 &

i Find Prey Mest Add Update Delste  Browsze

[temn Cade; |41

|
Yendor Code: !'I 23457 i

(&) |[CHAMPION INC

Commodity Code; EQQMM

Description: iDESE'I

IDESC2
Purchazing Lnit: E
Wieight: | 10.000 | Unit: |LE |
Yolume: | |
Ledger Account: | 400000000 =l
Item Type:
Coammizsion Code: | IEIJ %ST.-’-‘-.ND.-’-‘-.HD COMMISSI0N RATE

10f31

[ 0k ] [{11 Cancel ]

Enter the commission code for this item.

%EL

Order Entry

Chapter 3 - 121



Fitrix Distribution Course Workbook

Fitrix Interface with UPS Worldship

The UPS Worldship interface allows you to know your shipping costs and provides your customers with
real-time tracking information.

* Provides the shipping address for the UPS Worldship software
* Acquires the freight charge

 Updates the order status

* Tracks the progress of the shipment

Each time a picking ticket is printed, the shipping table is created / updated. This table is “read” by the
shipping software when a package is ready to ship. When the order is invoiced, the freight amount will be
updated from the UPS freight table automatically. The shipping status of the order can be found in Update
Customer Orders .Find the order and then select options, tracking information, and then Track Shipment
from the picker list. This screen displays:

¢ Zoom shipfz |Z||E|rz|
File Edit Help
OB} ¢l 90

Order PicTick# Tracking Murmber Ship D ate Yoid | Delivered Date

’ 4 0K ] [[_:1 Cancel ] ’ﬂ Mew Search

R

You may request a real-time update on the status of a package at any time by clicking on zoom and then
clicking OK on the screen below. This fills in the delivery date, city, and state.
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Query shiptrk Zﬁ E] [Eﬁl
File Edit Help

A ORIV EXHE[ESEE A7

Order-PickTickMo:
Tracking Number, |125522E 90373735250 |

Freight &mourt: |7.13 | Freight \weight |1.900
Shipped Date: |[05/07/2007 Number of boses:
Yoid Flag:

Delivered Date: 051607

Delivered City: |atlanta |

Delvered State:

Delivery  Tope: |I3r|:|un|:| |

Delivery Package Tracking

& ok

] [[_:1 Cancel ]

R,

For detailed information on how to set up the UPS interface, refer to Chapter Seven of the Order Entry

User Guide.

Order Entry
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Section Summary

® Order Entry is one of the three distribution modules and is closely integrated with Inventory Control
and Purchasing. Item availability is looked up in Inventory Control. Purchase requisitions and orders
are automatically created by Order Entry backorders.

® Order Entry also shares programs and posts data to two of the financial applications: General Ledger
and Accounts Receivable. Order Entry posts and updates ledger accounts for sales activities. It also
posts orders with the AR payment method to create AR open items.

® Setting up Order Entry includes defining the Order Entry reference files and codes, defining Order
Entry Defaults, and setting up customer information.

® The stages which orders are processed through the system are:

* NEW
« ORD
+ BKO
« PIC
+ SHIP
* INV
« PST
« CAN

® The basic steps to entering a customer order include:

« Enter Order Type Code

» Enter Customer Code (zoom and auto zoom available)

e Enter a Shipto Code

* PO No. and Order No. are optional

e Order Date and Ship Date field hold the processing dates
» Enter a line type for the item

« Enter an item code (zoom and auto zoom available)

» Enter the Quantity and Price

® Updating picked and shipped quantities generally includes completing the same steps:

» First the picking ticket is printed

» Items are picked from the warehouse

» Picked Quantities are updated on the system
» Shipped Quantities are updated on the system
e Packing slips are printed.

For partial picked and shipped quantities you are prompted to select an explanation. If items being picked
and shipped are lot or serial items, you will be prompted to enter the numbers for the items.

® Customer Invoices are printed in Order Entry for all orders that are processed through Order Entry. If
the order has AR as the payment method, then the invoices post to customer open items.
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Lab Exercise a: Setting Up Order Entry

Order Types
1. Enter a new order type via Update Order Type Def initions to accommodate a direct sale:
DSL for Direct Sale
Like type: REG
Set the Process Controls so you can go right from order to invoice (no acknowledgment is required,
no pick ticket or packing slip is required).
Alias Definitions
1. Fisher Supply (customer 10) uses the item code ~ AMP for your inventory item ALP3566.

Kit Definitions

1. Define a kit called MOTOROLA, Kit Description Ce Il Phone w/free Antenna to include the
following items:

Item Code Qty Description
MOTMC750 1 Motorola MC750 Hand-held Cellular Phone
MOTANT 1 Motorola (R) On-Glass Antenna

With this kit, the customer will get the antenna free and the kit price will be based on the price of the
phone.

Discount Definitions
Set up discount definition code DLR.
1. Enter discount definition:
DLR is 15% markup over the item cost for dealers.
Special Price Defaults — use date range of Jan 1th  rough Dec 31 for the current year.

1. Quantity discount that is a level 1, which gives discounts from minimum quantities ordered for
item class AUDIO:

Quantity % Discount
10 1%
20 3%
50 5%

2. Sale date range from 1 * of the year to the last day of the year with alev el 1 for the item
ACR44T with a 0 minimum quantity and a discount of 5%

3. VIC (Very Important Customer) level 4 for custom  er 11 with a 0 minimum quantity and a
discount of 5%.
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Debit/Credit Reason

1. Set up a credit reason code of “EXC”. You will use this when customers exchange for another
item. You will return the merchandise to inventory.
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Lab Exercise b: Order Processing

Placing Customer Orders

After you press ENTER to save the information, the system will assign an order number. Please
write this order number down beside each exercise s o that you can refer to it later.

1.

Place a regular Order for Fishers Supply.
Order the following items:
Item Quantity
FRMPH27 50
FRMPH14 50
Place an Order that Creates a Backorder.
Action Auto Parts (Customer Code 1). Ship to CALIF.
Payment method will be Accounts Receivable with net due in 30 days.
Item Code: SONCDX4040

Order for 20 Sony CD Players from the Seattle Warehouse.
Accept the backorder quantity of 10.

Any items that are not in stock should be put on backorder, and not shipped from another

warehouse.
Place Order for Classic Parts Unlimited.

Ship to Classic Parts Unlimited via UPS
Ship the following items from Seattle Warehouse

Item Quantity

ALP3566 5

ALP6203 2 selectlot # 123
ALP7292 5

Place order for Super Serve Auto Inc. (Code =19 ).

Order the following items:
Item Quantity
GM366250 I

5. Place an Order for a Non Stock Item for Wild Wes t Motor Ranch (Code =16) for an engine that
is not kept in stock.

Vendor Code: 123460

Item Code GM366850

Description: GENERAL MOTORS (9)
LS8 ENGINE LONG BLOCK

Unit Cost: 1985.00

Unit Weight: 1.000
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The sales price on this item is $2,200.00. Attach an order note to the order to not ship the order and that
Ed McCall will pick up the engine Saturday, at 8:00 a.m.
6. Place an Order using a Customer Alias for Classi ¢ Parts Unlimited (Code = 12)
Order two of the item under customer item alias MUFFLER.
7. Place an Order for a Kit for Midway Super Supply

Order one BOOMER Kkit.
Enter the price of $550.00. Pick lot # 123 for item SONX33011

8. Enter a Quote .

MECCA New and Used Auto Parts called inquiring if the following two items were in stock and
what the total cost of the order would be.

Item Quantity
DEL357ALT |
DEL417VR [

9. Place an order and immediately print an Acknowle  dgment for Gideon All Around Auto Supply.

Order the following items

Item Quantity
CAS1030 24
CAS1040 24

10. Gideon called back to cancel this order because they were able to get it sooner and at 10%
less from another supplier.

Add a lost sale note
Cancel the order.

Printing Order Acknowledgment
Print all order acknowledgments, but do not reprint any that have already been printed.
Print Picking Tickets

Print picking tickets for all orders. Do not reprint any that have already been printed.

Chapter 3 - 128 Order Entry



Fitrix Distribution Course Workbook

Update Picked Quantities for the order you've enter  ed.
Mark all items on this order as picked.
Fishers Supply
Mark all items on this order as picked
Classic Parts Unlimited
Pick 1 of the 2 ALP6203 with lot # LOT123.The other one will be picked and shipped later.
Pick 2 ALP7292 with the following Serial Numbers:
ALPH35938802
ALPH35938803
Update Shipped Quantities for the order you've ente  red.
Mark items on this order as shipped
Fisher Supply (All Items)
Classic Parts Unlimited (All Picked ltems)
Print Packing Slips for the order you've entered.
Print packing slips for
Fisher Supply

Classic Parts Unlimited

Approve Items for Invoicing (Update Invoices) for t he order you've entered.
Print Invoices

Post Order Entry

1. Print the Order Entry Edit List

2. Post the Order Entry documents
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Learning Objectives

e To learn the types of information and tasks that are maintained and completed in Purchasing.

e To learn the relationship of the Purchasing module to the other modules in the Fitrix accounting
system.

* To learn how to set up the purchasing module.

» To set up vendor and item catalogs.

» To learn the process in which data flows through the purchasing module.

» To learn how requisitions are created and how they are turned into purchase orders.
* To learn how to enter purchase orders.

* To learn how to receive items into inventory.

* To learn how to update accounts payable invoices and post them to Accounts Payable.
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Overview of Purchasing

What Type of Information is Maintained in Purchasin  g?
The Purchasing module maintains three types of information:

» Purchase orders for orders that have been placed with vendors
e Vendor and item catalogs
* Vendor information

What Tasks or Activities are performed in Purchasin g?

e Collection of requests for purchases

» Creation of purchase orders from requests

» Receive Purchases in Inventory

» Update Vendor Accounts Payable Information
* Maintain Vendor Information

What Relation does Purchasing have to other Fitrix Modules?

Purchasing is one of the three distribution modules and is closely integrated to Inventory Control and
Order Entry. Purchasing also integrates with two of the financial modules, General Ledger, and Accounts
Payable.

Items purchased and received update the quantities on-hand in Inventory. Requisitions are created for
Order Entry backorders and are then turned into Vendor purchase orders. Purchasing posts ledger
information to ledger accounts updating accounts payable, inventory, inventory holding, and expense
accounts. Purchasing posts vendor invoices to Accounts Payable and updates the Vendor Open items
records. Ledger activity posts to the General Ledger Activity tables.
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Purchasing Data Flow

Requisitions

CO/E Back Orders) Requestor ( Vendors >

Create O/E

Update Assign
Requisitions

Requisitions Vendor

preapproved }-\

v
( Reauisitions ) (Inventorv Items)
( Item Catalog >

v

See PO
Data Flow
Chart
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Purchasing Data Flow

Purchase Orders

Assign
( Reaquisition ) Vendor

Vendor
assigned
and
approved Buyer Vendors
v l /
Create PO Update
from Purchase
ReqUiSitionS Orders \
\ Inventory

Iltem Cataloa

(Purchase Orders>

To Receipts
and Invoices
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Purchasing Data Flow

Receipts and Invoices

Receiver Invoice

Update
Receipts

Update
A/P
Invoices

A

KPurchase Orders>—>
o

Pos Pos
Rec Invo

t t
eipts ices
Stock items All post to G/L
and A/P at
only post to G/L this point
and I/C at this

(O/E Back Orders ) See

Posting
Sequence
Chart

Receipts

Invoices

Release
O/E
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Purchasing Data Flow

Posting Sequence

I/C Posting A/P Posting

Posted Inventory

( Inventorv > (Master Transaction ID)

Posted A/P/ ( Inventory Activity > Documents

Updated Quantity on Hand ( A/P Transaction )

and Average Unit

Clnventorv Location> ( A/P Activity Detall )

Updated Total Quantity Updated Vendor Balance
and Amount

(Inventory Statistics) ( Vendor Reference )
Updated Inventory Item Cost Updated Open Items

( LIFE/FIFO Cost > ( A/P Open Items >

Posted G/L Documents

( G/L Transactions )
( G/L Account )
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Purchasing

Fitrix 5. 20 Database: sample Printers: Lexmark2/l exmark 2

File ‘iew Ewxecute Settings Help

dQemiEZ@E

Fitrix 5.20
=] eE e purchasing

2 AccoUl B 1 Requisiions

3 Actoll &5 2 PO Mairtenance

; E © Copyright 2007
Ordetl g5 3 PO Reports Fourth Generation

=

Saftware Solutions, Inc.

o

Invent &5 4 Setup Purchasing

Purch g5 7 Multilevel Tax

=

Mullic. &5 8 Administration

o

Fayroll B 9 Setup Company

a Replenishment

b ReportWriters [%

ZppooUOODEREE

Status Idle Socket: sock220/4100.0 953’200205
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Purchasing Set Up

To view this menu select Purchasing and then select Setup Purchasing (option 4) .
The Purchasing Setup Menu contains the options for setting up your Purchasing System

Fitrix 5.20 Database: sample Printers: Lexmark2/Lexmark 2

File ‘“iew Execute Settings Help

ddeym=Eg@

i ELEl 6 Purchasing
el BREGGLEY 4 Setup Purchasing

3 Atcollt B 2 PO Ma [El [a Update Purchasing Defaulis]

Cre

Lo i = - € Copyright 2007
15 3 PORe B b PrintPurchasing Defaults Fourth Ganaration
Eoftwara Selutions, |ne

c o

5 Invent g 4 Setup ¢ Update Misc. Definitions

B Purche g 7 MUltile’ &= o Print Misc. Definitions

7 Mulict = g admin e Update Yendor Infarmatian
8 Payollg5 9 setup T Update PayTo Information
9 Fixed ‘ﬂ Exit B o Update tem Catalog

a Replenishment @ h Update Landed Cost Categoties

9] Bt

pgoeEm

=

| Status Idie

The items, which need to be defined for Purchasing Setup, are as follows:
» Update Purchasing Defaults - allows you to define the Purchasing Module defaults.
« Update Miscellaneous Definitions - allows you to set up the reference codes for:

»  Order Types

e Order Line Items
e Buyers
 Warehouses

* Requesters

* Updating Vendor Information -  allows you to add new vendor information (this program is also
available in Account Payable).

* Updating Pay to Information - allows you to add multiple pay to addresses (this program is also
available in Account Payable).
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» Update Item Catalog - includes setting up item and vendor catalogs for stock items and a non-stock
item catalog.

» Update Landed Cost Categories — allows you to set up landed cost categories such as inland
freight. You can then use these categories when entering vendor purchase orders to add these
additional costs to you merchandise.
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Updating Purchasing Defaults

To view this screen select (option a) . This entry screen contains the Purchasing Module Default
definitions. These are the values used for transactions unless overridden when individual requests or
orders are placed. This entry screen is divided into four sections.

Entry Defaults

Includes general defaults and reference codes that appear when requests and orders are placed. The
Order Details section is a system maintained reporting area.

¢ Update Purchasing Defaults

File Edit “iew Navigation Tools Actions Help
‘@B | © QB B B @
“ Quk Prnt | 0K Cancel Copy Paste Zoom Motes UFields ToDo | Technical status  Help
A6 900 0 0 &
© Find Prey Mest Add Update Delete Browse
Use Department: N Buyer; EATHY Price Tolerance % | 3 UUU Ocean Fate: ' DTEI
Order Type: [REG ; Line Type: STK w5 ‘Warehouse: [SEATTLE |
Stip Vie: [OCEAN FREIGHT | FOB Poirt: [DESTINATION 1 PrNatesfr]
Tax
Taw Code - Default: [NOTAX o] Evempt: [NOTAX & Misc: [NOT&x & Freight:  [NOTAX
Account Mumbers
AP 200000000 = _ Difference: _ 120500000 =, | Inventany: | 12DDDDDDU
Misc: [ 730000000 & TradeDise: | 503000000 < | Supplies: | 704000000 =, |
Freight | 7ar ' I Holding: | 20 Nonstock: | 790000000 = |
Capital: ' Cash; ' 10
Spstem Mumbers/Batching
Feq. Document Mo.: L 225_ Posting Mo.: ‘I '
P.0. Document No.: 1153
Receipt - Document Mo 533 Posting Mo.: 413 Batoch?: N
Ivoice - Dacument Mo | 12? Pasting Ma.: 139 Batch?: N
Require Approval to post?: N Approval Code: T i
10of1
YR
Field Description
Use Use Department Codes allows you to enter a Y into this field if you want to use
Department: warehouse department codes when posting purchase orders to General Ledger
accounts.
Buyer: This field stores the default Buyer Code. All purchase orders will have a buyer
assigned at the time of creation.
Price Price Tolerance is the percentage you enter to determine the maximum allowable

Tolerance %: difference that will be accepted when an invoice price is modified. During the
invoicing phase of the purchasing cycle, the invoiced price for a particular item may
be different from the original P.O. price. Setting this tolerance allows for some
control to eliminate data entry errors. This tolerance can be overridden during
invoice entry.

Ocean Rate: Enter the insurance rate charged on you ocean shipments. This rate will then be
applied to the cost of the shipment and the calculation will display on the Shipment
Tracking screen found in the Order Entry module.
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Field Description

Order Type: Default Order Type for new purchase orders. It will almost always be a regular
purchase order (REG). If your particular operation requires an order type other
than the default, you would enter it here.

Line Type Here you choose the default type of item to purchase if no line type is specified
during requisition or order entry. If most of your purchases are for inventory items,
you will enter STK here for stocked items.

Warehouse This field holds the default ship-to warehouse location.

Note: Zoom is available to select from current Warehouses.

Ship Via This field holds the default freight carrier.

FOB Point This field holds the default-designated point at which responsibility for the shipped
items changes from the vendor to your company.

Prt Notes This field accepts Y or N as whether or not you want to have notes entered print on
the purchase order.
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Tax Section

Contains the multilevel tax defaults for calculating and reporting taxes on purchases.

Field Description

Default: This field holds the default multilevel tax group code. You must have set up multilevel
tax and created tax group codes.

This will be a tax group code for multilevel tax that will correspond to tax exempt

Exempt: , , h
purchase. (Not implemented with this release).

Misc.: The Miscellaneous Tax Code will be the default tax group for taxation of miscellaneous
amounts entered into invoices.

Freight: This tax group code will be used as a default for all taxable freight charges.
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Account Numbers Section

Allows you to set up default General ledger account numbers for the following types of accounts:

Field Description

AP This holds the Accounts Payable account number default used on orders from
vendors that do not have a specific A/P account in the vendor file.

Difference The Difference account is used to track differences between the original purchase
order amounts and the final invoiced amounts.

Inventory This field stores the default Inventory (asset) account that is affected when you
receive goods into inventory.

Misc. The Miscellaneous account default is for tracking miscellaneous amounts entered
when invoicing.

Trade Disc. This is the Trade Discount account default. It is used for posting discounts
allowed by vendors.

Supplies This is the default account for Supplies (Expense purchases). If a default account
is specified for the SUP Line Type, that account number will be used instead of
the account number entered here.

Freight This is the default Freight expense account number.

Inv Holding The Inventory Holding account number entered here is a liability account to
balance the increased inventory asset value upon the receipt of inventory items.
The Inventory Holding account is then reduced when invoices are posted and the
Accounts Payable liability account is increased.

Non Stock This is the default account number for Non-Stock purchases. Note that each Line
Type also has a default account number, and that the Line Type account number
will be used as a default if it exists.

Capital This is the default account number for Capital asset purchases. It will only be used
if the CAP Line Type does not have a default account number assigned.

Cash This field records your company’s default Cash account.
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System Numbers Section

Defines the document and posting numbers that will be assigned to a document as the document audit

trail.

Important Note: These document numbers should be set up when you initially set up purchasing. It is
IMPERATIVE that these numbers are not changed after you have begun transaction processing.

Field Description

Req. This field stores the last “document number” assigned to a Requisition. Document

Document numbers are used by the system as a unique key to identify transactions. The

No.: number is assigned when you enter a requisition and may not be changed.

If you intend to use the automatically assigned numbers, you should change this
value to the number directly preceding the first number to use. For example, if you
wish the first order to be numbered 2000, enter a value of 1999, If you do not
intend to use the document numbers as PO numbers, it is probably best to set this
field to 0.

Posting No.: The creation of purchase orders from requisitions is a posting process. In order to
provide a complete audit trail each time this process is run, the Requisition
Posting Numbers is automatically assigned and stored with the requisition. In all
other respects this number is identical in function to the Document No. described
above.

P.O. This field stores the last document number assigned to a P. O.

Document ]

No.: Note: The P.O. Number used to reference a purchase order when entering
receipts is the number in the P.O. No. field from a specific purchase order, which
is not necessarily the same as the number in the Document No. field on the P.O.
In the case where no number has been manually assigned to the purchase order
via the P. O. No. field, these fields will contain the same number.

Receipt - This field stores the last document number assigned to a receipt.

Document

No.:

Posting No.: The receiving of goods and creation of receipts from purchase orders is a posting
process. In order to provide a complete audit trail each time this process is run
the Receipt Posting Number is automatically assigned. In all other respects, this
number is identical in function to the Document No. described above.

Batch?: Set to Y if you want to batch receipts posting.

Invoice - This field stores the last document number assigned to an invoice. See

Document Requisition Document Number above.

No.:

Posting No: The creation of invoices from receipts of purchase orders is a posting process. In
order to provide a complete audit trails each time this process is run the Invoice
Posting Number is automatically assigned. In all other respects, this number is
identical in function to the Document No. described above.

Press (Q)uit to return to submenu.

Purchasing
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Field Description

Batch?: Set to Y if you want to batch AP invoice posting.

Require Set to Y if you want to require that batches are approved before processing.
Approval to

Post?:

Approval Enter the approval code needed to allow batches to post.

Code:
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Updating Miscellaneous Definitions

To view this screen choose Update Miscellaneous Definitions (option c).

Fitrix 5.20 Database: sample Printers: Lexmark2/l exmark 2

File ‘“iew Execute Settings Help

SdQemEzZ2@

mf el & Purchasing

2 Accolt B 1 Requif) Setup Purchasing
3 Accour; = i initi
i = G = TPIVIERY ¢ Update Misc. Definitions . : © Copyright 2007
x e zopyright 2

4 Order| : i e Generati
Merlf3 3 PORef® PrintP & a Update Order Type Definitions e e,
5 \n\tgntcm

4 Setup & t Updati & b Update Line Type Definitions
- Pu'thEﬁ L MUI{”E'@ d Print_.ﬂ@ ¢ Update Buyer Definitions

7 Mulle. g5 2 aomin e Uhdatt@ d Update Warehouse Definitions
B F':ayrml.m 8 Setup f Update & e Update Requestor Definitions
3 Fired ;ﬂ Exit B g Up_dat:f:ﬁl_ Exit

a Replenish_ment ﬂ é}iit-‘

prpoopopoEDEE

b Reportiiters

5] Exit

| Status Idle Socket: SUCKZ‘ZDNDD.D.SEQDDZDE

Use these options to update and maintain information used throughout the purchasing cycle.

Purchasing Chapter 4 - 17



Fitrix Distribution Course Workbook

Update Order Type Definitions

To view this screen select (option a).

¢ Update Order Type Definitions E

File Edit “iew Havigation Tools Actions Help

0B O UhPER BRP @0

Find Frew Mest Add Update Delete Browse

P.0. Type: E_I
Description: |REGUL&R PURCH DRDER.
Froceszs Controls
Fost thiz arder type:

Frint purchaze orders: |

Exclude costs on arder: M|

20f2

[" ak, ] ’&{Eancel ]

Enter Purchase Order Tvpe. it

Use this screen to view and modify the specific types of purchase orders. Order types tell the system how
to process the PO’s. You can modify the process controls based on your specific needs.

Field Description

P.O. Type: The Purchase Order Type field holds the three-letter code that denotes the type
of purchase order. There is currently four pre-defined order types:

DIR — Direct Ship from vendor to customer
DRW - Direct shipment that first stops in your warehouse

QUO - Quotation.
REG - Regular order to be shipped to you warehouse

Description: Use this Description field to describe the type of order. Up to 21 characters
Post this order Enter Y or N depending on whether you want this order type to post to General
type: Ledger and Inventory Control.

Print purchase Enter Y or N depending on whether you want to print this purchase order type.
orders:

Exclude costs Enter Y or N depending on whether you want cost and value details to print on
on order: this purchase order type.

Press (Q)uit to return to the submenu.
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Update Line Type Definitions

To view this screen select (option b).

¢ LUpdate Line Type Definitions

File Edit Wiew Mavigation Tools. Actions Help

OB bR RER ABE @0

: l’.\_ E'..: ™ .. 3 -r_.:'.

& Find Prey MNest &dd  lpdate Delete Browse
Line Type: [STK |

Froceszs Controlz

Description:

[tem Type: E
Dezcription Update: IN
Price Update: E
Defaulks
G Account | 120000000 (K]  [INVENTORY
6of8
[@ k. ] [r_:{ Cancel ]

o
Description of Type, CE

This option allows you to view and update existing line type definitions. Line types are used to control
system actions of each line item entered into a requisition or purchase order.

The Line Type form contains the following fields:

Field Description

Line Type This field stores the identifying code for the line type. There are a number of
system line types:

CAP — Capital expenditures

NON — Non-inventory items

SER — Services

STK — Stock items (inventory)

STN — Stock Treated as Nonstock (direct shipment to customer)
SUP — Supplies

DRN — Direct ship non stock (direct shipment to customer)

DRS - Direct ship stock (direct shipment to customer)
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Field Description
Description Description of the line type can be entered in this field (up to 30 characters.
Note: More specific details of this line type can be stored as notes keyed to this
line type.
Item Type The default item type designation in this field corresponds directly to the
predefined line types.
e C - Capital Expenditures
 E - Services
¢ N — Non-inventory items
e S - Stock items
e T - Stock Treated as Non-stock
e« U - Supplies
Description Entering Y in this field allows the user to modify the description of the item being
Update purchased during entry. If this field is N or left blank, the user will not be allowed
to modify item descriptions.
Price Update Use this field to indicate whether or not the user should be allowed to override the
unit cost defaulted from the vendor-item catalog for a particular item. An entry of
Y will allow this change to be made. An entry of N will force the user to accept the
existing catalog cost for the item for this particular vendor.
GL Account In this field you will enter the default General Ledger account number for this type
of purchase.
Click on Exit or press Quit to return to submenu.
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Update Buyers Definitions

To view this screen, choose (option c) .

¢ Update Buyer Definitions

File Edit Wiew Mavigation Tools: Actions Help

OB QDR EA B

% Find Prey. Nest Add

Buyer Code:
Buyer Mame: E.-’-‘n.T Hv SELIN.

BP9

IIpdate Delete  Browse

1of2

] [Q:{ Cancel ]

& o

Enter the identifving code For this buyer.

R

Allows you to set up the Buyer Code and Name for individuals who will be using the purchasing module.

Currently, the Update Buyer Definition form contains the following fields:

Field Description

Buyer Code

. Up to six characters

Buyer code is used to uniquely identify each buyer. One of these buyer codes will
also be entered in the default Buyer field of the Purchasing Defaults form.

Buyer Name
. Up to 30 characters

Press (Q)uit to return to submenu.

This field holds the Buyer’'s name, which will be used for reporting purposes.

Purchasing
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Update Warehouses Definitions

To view this screen choose (option d).

¢ LUpdate Warehouse Definitions

File Edit “iew Mavigation Tools .ﬁ.ctu:uns Help

AU =W VEXE @@E‘@\ 5?!

Dreszcription:

NS
A0 9 0 0 9 &

£ Find Prev Mest 4Add Update Delete  Browse

Departrment: | 'II:IEI IE_I E.-'l'-.ST DIST. EENT_EH_

Address: '13?3 MEW SPRING ROAD

City: ATLANTA

State:
Zip: |

Country: |

Phone: | 404 555 1234

Fax: 404555 5000

Email: :iaéi-@pms_pl.us.mm

1of5

[ Ok J [rl{ Cancel J

Erker warehouse descripkion,

AR

This option is also found in Inventory Control Setup and Order Entry Setup. This option is used to set up
the Ship-To warehouse entries. These locations will print on your purchase orders as the Ship-To
addresses for shipment of goods from the vendor. At least one warehouse must be entered in order to
provide a default ship-to address. You may have as many warehouses as necessary and each requestor

may have a default warehouse assigned.

This screen contains the following fields:

Field Description

Warehouse Code The Warehouse code uniquely identifies each individual ship-to location. This
field holds up to 10 characters.

Description This is a description or name for the warehouse. This field holds up to 30
characters.

Department This field contains an optional department number associated with this

location. If you enter Y in the Use Department field on the Purchasing
Defaults screen, this department code will be used as the default for all
purchases associated with this warehouse.
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Field Description

Address/City/State/ | There are two address lines available for each warehouse location.
Zip/ Country

Phone This field holds the phone number for this warehouse contract.

Update Request Definitions

To view this screen, choose Update Requestor Definitions (option e).

This screen program allows you to specify to the purchasing system the various requestors authorized to

¢ LUpdate Requestor Definitions E@

File Edit Wiew Mavigation Tools: Actions Help

HEM @0
\ 0 9O 0 0 © @

Find Prey’ MNest Add lpdate Delete  Browse

Requestar Code; ur-.-: Narne: |SUE BLAKE
Approval Level: _Ei|
Whse ShipTo: [SEATTLE (&)  [SEATTLE DISTRIBUTION CENTER
1of3
["" k. ] lt:{ Cancel ]

Entet the code to be used For this requestaor, s

create requisitions for items to be purchased.

This screen contains the following fields:

Field Description

Requestor The Requestor code uniquely identifies each requestor known to the system. You

Code must have at least one requestor identified in order to create requisitions. This
field holds up to six alphanumeric characters.

Name This field contains the full name of the requestor and is used for reporting
purposes. This field holds up to thirty alphanumeric characters.

Approval Each requestor will be assigned an approval level from 0-9. If a requestor has an

Level approval level of 9, they may approve their own requisitions in addition to any
requisitions made by someone with a lower approval level. Any requestor is
automatically a valid approver for all requestors with lower approval levels. The
default approval level for new requestors is 0.

Purchasing
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Field Description

Whse Ship-To | This field allows each requestor to be assigned to a warehouse and this will be the
default warehouse for any requisitions they enter.

Press (Q)uit or click on Exit to return to setup menu.

Updating Vendor Information and Vendor Pay-to Infor  mation

Updating Vendor Information

To view this screen select Update Vendor Information (option €) .

Update Vendor Information

File Edit Yiew Mavigation Tools #Actions Opkions Help
OB QhBEEQ Bl @0
- $ ©

o Papto  Achivity

A G 9O 09 0 9 W %
i Find Prey Mest Add Update Delete Browse  Ophions

Yendor: ﬁ2345? | Hame: | PO [N |
Contact: [JIM M PELIN | Phone: | 404 265 5364 |
el | | Fan: | | Currency: |j|
Address: 320 5w 160TH. | [COMPLE> 25F i
C/S/Z/C: [ATLANTA | [Ga] 42231 | |usa !
Email: | | Backard: |:|
weh: | | Tax Code: i:—@‘-
—@ Misc: Tax Code: |—|§|_I Lazt Pay: W_|
Ship: | |
Bl | |
@& | | Balance: | 365244
Buyer[CATHY  [®&)| [CATHY SELIN | On Accourt: | 0.00|
AP Tems: |B & [2% 10NET PAYMENT 30 DAYS | Lireit: | 50000.00|
doctGp:[APWVCHR [®])  [ACCOUNTS PAvABLE WOUCHER | ETaDays: | 30|
Pay Mthd: | AP (&1 |ACCOUNTS PAYABLE |
FedTaxID:[531876534 | 1039 Required: [N
Accts A/P:|  200000000(]| - [100 [®)| Cashc | 100000000()| - [100 (&) EXPCOG: [ 500300000 (&) -[100 (&
1of22
[ Ok J [P:1 Carcel ]
VR

Enter the name of this vendar,

The Update Vendor Information option is used to add and maintain information about vendors.
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The fields on the Vendor Information screen are described below:

Field

Description

Vendor:

This field holds the code that identifies the vendor. Once a vendor has
transactions in the system, you cannot change that vendor’s code, nor delete the
vendor record. This field holds up to twenty alphanumeric characters, and utilizes
the Zoom function.

Business
Name:

This field stores the business name of the vendor. If you do not enter a Pay-To
address for the vendor, the information in this field appears on checks, and also
on many reports and forms. This field holds up to 30 alphanumeric characters.

Contact:

This field stores the name of the person that you most frequently telephone
concerning payments to this vendor. This field holds up to 20 alphanumeric
characters.

Phone/Cell/
Fax

This field stores the telephone, cellular, and facsimile numbers of the contact
person. This field holds up to 20 alphanumeric characters.

Currency:

If you are using multicurrency, the Currency Code defaults to the home currency
as defined in Update Multicurrency Defaults. If you are not using Multicurrency,
the Currency Code field defaults to null. You cannot change the currency code of
a vendor that has posted any activity. This is to ensure that the balance and
activity for the vendor remain in a single currency. This is a required field.

Address:

This field stores the first line of the main address for the vendor. If you do not
enter Pay-To Addresses, the main vendor address appears on checks. Up to 30
characters.

C/siz/C

This row stores the vendor City (up to 20 alphanumeric characters), State (2
characters), Zip Code (Up to 10 alphanumeric), and Country (up to 20
alphanumeric).

Email/Web:

These fields contain the email address for the contact person, and the web
address for the company.

Tax Code:

This field is the multilevel tax group code for the vendor. It is the default multilevel
tax group code for the Update Payable Documents and Update Non-AP Checks
options. This field holds up to six alphanumeric characters, and utilizes the Zoom
function.

Bill Ins.:

The Billing Instructions field can be used to record any special payment
instructions from this vendor. This field holds up to 50 alphanumeric characters.

Last Pay:

This is a system-maintained, Last Payment Date field (mm/dd/yyyy). It displays
the date on which a payment was most recently made to this vendor. The field is
updated when a check is posted to the vendor’s account via Accounts Payable.

Hold:

The Hold Payment field accepts an entry of Y or N or it can be left blank. When
setto Y, it prevents the creation of automatic checks for a vendor.

Take Disc.:

This single-character Take Discount field accepts an entry of A, Y, or N to control
how discounts are taken when Automatic Checks are created. If this field
contains an A, discounts are taken even if the payment is after the discount date.
If this field contains a Y, discounts are taken only if the payment is made on or
before the discount date. If this field contains an N, discounts are not taken. The
discount taken may be changed manually before checks are printed.

Purchasing
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Field

Description

Discount:

This field is currently not functional.

Balance:

This numeric field displays the total amount owed to the vendor. This amount
does include the On Account amount. This is a system-maintained field.

On Account:

This numeric field shows you the amount that you have paid the vendor on
account; in other words, the amount that you have paid the vendor that is not
associated with a particular invoice.

A/P Terms:

This field stores the Accounts Payable Terms code for the vendor. The vendor’s
terms are used to calculate when invoices are due, what discounts are allowed,
and when those discounts are lost. The terms code must previously have been
set up in the Terms file using the Update Vendor Terms option of the Vendor
Information Menu in A/P. This field utilizes the Zoom function.

Limit:

This numeric field contains the maximum amount, if there is one, which this
vendor allows you to owe.

Acct. Grp.:

This field stores the default Account Group to use for this vendor. Account
Groups, the groups of related ledger accounts that can be used automatically in
invoice entry, are generally used to specify different categories of purchase.
Account Groups entered must have previously been set up in the Account Groups
file in G/L.

FedTax ID:

This nine-digit numeric field stores the Federal Tax Identification Number used for
1099 reporting purposes. The proper format for this field is xx-xxxxxxx and xxx-
XX-XXXX .

1099
Required:

This Y/N field determines if you want to report 1099 information for this vendor. If
this field is set to Y then transactions with this vendor will be printed on the 1099
report.

A/P:

The first section of the A/P Account field is a numeric field that stores the default
account payable vendor code. This is the account that appears in the Update A/P
Checks, Update Non-A/P Checks, and the Payable Documents. If you do not
make an entry in this field, the A/P account number from the Accounts Payable
Defaults table is used. The number that you enter must be a valid account number
in the Ledger Accounts field. The Ledger Accounts are maintained with the
Update Ledger Accounts option on the Setup Company Menu.

The second part of the A/P Account field is the default department code for this
vendor. If you are using department codes, this field allows you to link the activity
of a vendor with a department. This column defaults to the 000 department code.
In order to use the department code feature, department codes must have
previously been set up using the Update Company Information option of the Setup
Company Menu.

This field utilizes the Zoom function.

Cash:

This field stores the ledger Cash account used to pay this vendor. Any entry must
correspond to an established cash account. If you do not enter an account
number in this field, the default Cash account from the Accounts Payable Defaults
table will be used for this vendor. A department code can be entered in the
unlabeled field to the right of the Cash account field. This field holds up to nine
alphanumeric characters, and utilizes the Zoom function.
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Field Description

EXP-COG: This field stores the Expense Account/Cost of Goods Account used for purchases
from this vendor. An unlabeled field next to the Expense field stores a department
code associated with this Expense/Cost of Goods Account. This field holds up to
nine alphanumeric characters, and utilizes the Zoom function.

(4]

Document Delivery |

To determine how purchase orders are to be sent to your vendors, click on the
Icon on the toolbar and this screen displays:

¢ Add on detail fdd

File Edit Mavigation Help
OB @ i
.Document Title Frint | Subject E-Mail Address Fées Number A
puio_order Purchase Order ¥l Purchase Order il O
|22 | >
[@ ak ] I’;{ Cancel
R
Check docurnent delivery method

When setting up new vendors the delivery method will default to Print and the PO will be mailed.

Update Pay — To Information
To view this screen, select Update Pay-To Information (option f) .

In addition to the information on the Vendor Information form, you may enter one or more separate Pay-To
Addresses for a vendor. This feature is often used when you want to keep one vendor account for a
number of different vendor locations. The Pay-To address is where you will send the purchase orders and
payments.
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¢ Update PaylTo Information

A G O

¢ Find  Prey Mest

File Edit V“iew Mavigation Toaols. Actions Help

OB QUDERER DEBE 90

W O @ .

Add- Update Delete  Browse

Yendor Code: | CANOM

[B]] [CAMOM LLS.A. IMC.

Contact: (BOE Phiote: :-ETEIEISES_E?EE |
Address1: 480 TRICKUM Wik | Cell | |
Address2: | | Fax | 770-456-7839 |

City/State/Zip: ATLANTA |6A] P |
Country: iLIS.-'i'-. |
Ermail: |bobs@canonusa com [
Web Address: icananusa.caa |
Bill Irs.: | |
Bokord: J Tax: rriu T-.-g.‘e?_lil]
Take Dizc.: EI ETa Days: [j'
Buer KEVIN  [&]| |KEVIN KENNER |
Discount:| &) | |
Pay Method: | 4P (&l |ACCOUNTS PAYABLE i

Jof?

& ok

] [!:i Cancel ]

Enter name to prink on check.

IR,

The following section describes the fields on this form:

Field Description

Vendor Code This field holds the code that identifies the vendor. Once a vendor has
transactions in the system, you cannot change that vendor’s code, nor delete the
vendor record. This field utilizes the Zoom function.

Pay-To Code This field stores the unigue code that identifies this Pay-To Address for this
vendor.

Contact This field stores the name of the person that you most frequently telephone
concerning payments to this vendor. This field holds up to 20 alphanumeric

Chapter 4 - 28

Purchasing



Fitrix Distribution Course Workbook

Field Description
characters.

Phone This field stores the telephone number of the contact person. This field holds up to
20 alphanumeric characters.

Address This field stores the first street address line of the Pay-To address. This is the first

Fields line of the address that will appear on checks for this Pay-To location. The entire
address consists of the fields Address 1, Address 2, City, State, Zip, and Country.

Email and The email address of the Vendor contact and the Web Address of the company.

Web

Bill Ins. This Bill Instructions field stores any special payment instructions that this vendor
may have.

Bckord. In this Backorder field, enter a Y if you will allow backorders from this vendor.

Tax This tax field accepts the multilevel tax group code for this vendor pay to location.
This field holds up to 7 alphanumeric characters.

Take Disc. This single-character Take Discount field accepts an entry of A, Y, or N to control
how discounts are taken when Automatic Checks are created. If this field
contains an A, discounts are taken even if the payment is after the discount date.
If this field contains a Y, discounts are taken only if the payment is made on or
before the discount date. If this field contains an N, discounts are not taken. The
discount taken may be changed manually before checks are printed.

ETA Days This field holds the Time of Arrival in days in terms of how long it takes you to
receive items from this vendor.

Buyer Enter the Buyer code for the person who ordered from this vendor.

Discount This field is currently not functional.

Pay Method This field holds the Payment Method code for this vendor.

Press (Q)uit or click on Exit to return to submenu.

Purchasing
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Updating Item Catalog

To view this menu, select Update Item Catalog (option g) .

Fitrix 5. 20 Database: bettyb Printers: Lexmark2/l.exmark 2

File ‘iew Ewxecute Settings Help

dQemiEZ@E

=L 6 Purchasing
2 Atcolt 5 1 Requidlf Setup Purchasing
3 A =
gl == I VR o Update Item Catalog © Copyright 2007
i -AOPYTIEhL &

4 Order| : P Sal
2 3PORe® FrintP & a Update Non-Inventory ltems el ot L

5 Inventc : : ;
5 4%etun &5 ¢ Update & b Update Item Catalog

B Purchs ¢ il :
UrEnz £ 7 Mulile d Frint W& ¢ Update vendar Catalog

7 Mulicl g 8 Admin (57 [ Updatt =) o Print Mon-Inventory ltems
8 Fayoll gy 9 Senp =] T Update = & print tem Catalog
9 Fired £,

wed f] Exit £ g Update =) 1 Printvendor Catalog

3 Replenishment ﬂ Exit ﬂ Exit
b ReportWiriters ; V

&] Exit

rcrepoem

o

g eE

| Status Idle Socket: sock220/4100.0 953’20020;

The Catalog Information option allows you to maintain your company catalog of items approved for
purchase from your vendors.

Update Non-Inventory Items

To view this screen, select Update Non-Inventory Items (option a ).

This option allows the addition and maintenance of non-inventory items approved for purchase. These
items will be available for selection any time a line type other than STK or STN is entered for a requisition
or purchase order line item. All STK items are maintained through the Fitrix Inventory Control module
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DEX

“ Fitrix Environment 12 196 - 64.45.161.114:3392 - Remote Desktop

il counting Datahase: st EE|
File  Wiew Ewxecute Settings Help
ol ¢ m =2

¢ Update Hon-Inventory ltems

(et UL TRl File Edit View Mavigation Tools Ackions Help

=RCEEE : p, ELON =RV X QA E2HE @0

B2 A @ © @ O © &

= 3 -Accuurﬁ - # Find Frev Mest Add Update Delete Browse

4 Grderl !
= : B 3 ltern Code: | CPAPERET 2 ) —
= Inife'ntclﬁ 4 Yendor Code: [1234?8 -«| |COSTCO WHOLESALE | el
: r i wlutions, Inc.

(=1 Purchzﬁ 7 Commodity Code: | |

=7 MultiCLﬁ 5 Description: II:I:IF'Y PAPER 8.5% 11 |

£ B Payrall : | |

s ﬁ g. Purchasing Linit: |C5 |
B 9 F_medﬁﬂ. ------- o SE
: o E‘% ‘wheight: | 10.000| Urnit  |LB |
ﬁ] a Repletuainne —_—
ﬂ 5 Ledger Account: | 704000000 =,
» E}{I't Item Type:@
Cornmiizsion Code; I LY | |
Tof2
VR,

Status Execute: a pumenu.itmsetup

< I | ¥

This form contains the following fields used to enter and update non-inventory items.

Field Description
Item Code: This code uniquely identifies each non-inventory item to the system. This field holds
up to 20 alphanumeric characters.

Vendor This is the default vendor code for this item.

Code:

Commaodity This field holds the unique commodity code for this item. Certain industries use

Code: standard commodity codes to identify items they buy and sell.

Description: There are two description lines available for each item entered.

Purchasing This two-character field is required and specifies the default unit of purchase for this

Unit: item.

Weight: The weight of each unit can optionally be entered in this field.

Unit: This field contains the unit of measure for the weight entered in the previous field.
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Field Description
Expense This field will contain the default expense account for this item. This field only needs
Account: to be filled in if the expense account for this item differs from the default account

number specified with the appropriate line type entry. If there is an entry in this field,
it will be used as the default account number, overriding any other accounts
specified.

Item Type: This is a non-entry field. It contains an N, for a Non-stock item.

Commission | Enter commission code if commission is paid on this item. Zoom available.
Code:

Update Item Catalog
To view this screen, select Update Item Catalog (option b) .
This header-detail screen gives one of two views of the Vendor-ltem Catalog used in catalog

maintenance. All approved items should have at least one entry in the detail portion of this screen where
vendors are assigned that you purchase the item from.

¢ Update Item Catalog E][EJE]

File Edit Wiew Mavigation Tools Actions Help

oLV IXE: i} NP EQ0ED 90
‘4a @ © 0 0O 9 &\

© Find Prev MNesxt Add Update Delete Browse

ltern Cade: 12104 ||5CM A SERIES MULSTRIKE |
Type: S Clazz: F'.-'-‘-.HTS : | |
. Wendor Pr| Busihess Name Curr | Item Cost Wendor [tem Code |
123480 N waALKER EXHALST INC E.750
CANOM M CAMOM LLS A IMC. 5250
SCh v SMITH-COROMA CORP. 5.000 4005
1 of 88

VR

The header portion of the field is used only for the purpose of selecting items to assign vendor(s) to via
Update. No data entry is allowed in the header section.

Field Description

Item Code This code uniquely identifies each item. This field holds up to 20 alphanumeric
characters. Beside the Item Code is the item description field.

Type Item type can either be S, signifying a stock or inventory item, or N, signifying a non-
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Field Description
stock item as described above. This is a display only field.

Class This field holds the product class to which this item belongs. Product classes are
set up in Inventory Control and allow you to further group your inventory. This is a
display only field.

Vendor This field contains the vendor codes of each approved vendor. Up to 100 vendors
can be listed to provide the item. Zoom is available.

Primary In this unmarked field, enter a Y for the vendor that is your main or primary vendor

Vendor for this item, and N for all other secondary vendors that you can purchase this item
from. One primary vendor must be assigned for each item.

Business This is a display-only field.

Name

Currency This unmarked column holds the currency code for the vendor if you have Fitrix
Multicurrency installed and activated.

Item Cost This field allows you to enter the currently quoted cost for this item from this vendor.

Vendor Item This field allows the optional entry of the vendor’s unique item code for this item.

Code This vendor code will be print on the purchase order to allow the vendor to quickly fill
your order.

Purchasing
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Update Vendor Catalog

To view this screen, select Update Vendor Catalog (option c) .

This is another view of the vendor-item catalog by vendor, which shows all the items you can order from a
specified vendor.

¢ Update Vendor Catalog Q@

File Edit “iew Navigatiu:uln Tu:u:!s Fl.u:tinns. Helpm .
ANV iQ BB a00ED 00
4 0 Q0 0 9 W

Find Prev HMesxt Add Update Delete Browse

Yendar Code: |123-455| | IE.-'-‘-.S TROL OIL C0° Curr:
Cortact; [STEVE ISSACSON | Phore: 512 344 3000 il

| Item Codedvend tam Dezcnphion Item Cost Wendor [tem Code
CA51030 CASTROL (R 1030 MOTOR QIL .54

CA51040 CASTROL 1040 MOTOR OIL 0.63

CASGT=I030 CASTROLGTx 1030 MOTOR OIL 073

CASGT=1040 CASTROLGTx 1000 MOTOR OIL 075

Jof22

YR

It is a header-detail screen in which the header portion is used only for selection of vendors and display of
vendor information. No data entry is allowed in the header portion of this screen. It contains the following
fields:

Field Description
Vendor The vendor code represents the vendor whose item catalog you are updating. A
Code non-labeled field next to the vendor code holds the vendor’s business name that

comes up when you find the vendor code. You can update vendor information via
Update Vendor Information (option 4-e). This information is actually stored in A/P
and you can also update it there.

Currency If the Fitrix Multicurrency module is installed and activated, this field holds the
currency code for the home currency of this vendor.

Contact This field holds the name of the main contact or representative from this vendor.

Phone This is the telephone number associated with the main contact.

Item This is your code for a particular approved item. It is an item that is defined as an

Code/Vend inventory item in I/C, or defined as a Non-stock item via Update Non-Inventory Items

Item (option 4-g-a) . See below for description of Vend Item, which you can enter once

you have entered an item cost.
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Field Description

Description This non-entry field displays the description of this item.

ltem Cost The vendor-quoted cost for this item is entered in this field.

Vend Item This field, below your item code field, is for the vendor’s item code for this particular
item if it is different than yours. This item code will print on purchase orders.

Press (Q)uit twice or click on Exit and {ESC} twice to return to the main Purchasing Menu.

Update Landed Cost Categories:

Landed cost categories give you the ability to receive merchandise at landed cost which will be the sum of
the item’s cost, freight charges, broker fees, and any other costs associated with the merchandise. This
will ensure that the profitability of the item is accurately reflected to include its total landed cost when
received and ultimately sold.

The first step in using the landed cost is to set up your cost categories.

File Edit “iew Mavigation Tools Actions Help
OB QYR EQ ARE @ >
A 0 9V 0 9 =

© Find Prev Mest &dd Update Delste Browse

Cateqomny DLITY
Variance Account | B20000000 <, |
Allocation Methn:ndf!;n;@t_ | =
Tof3

'R

Category —this is a 30 character field where the name of the cost category is entered.

Variance Account - this field is used to enter the GL account number that any variances
between estimated and actual costs will post to. See the discussion below on the Post Landed
Cost Variances program.

Allocation Method — enter the value here to determine how additional merchandise costs such
as freight should be allocated to the product when you receive the purchase order so that the
item’s cost is a true landed cost. Valid values are:
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W- cost will be allocated based on the item’s weight. If this method is used it is imperative that you
have assigned a weight to the item when it was set up using the Update Inventory Information
program. If a purchase order can have items on it with different units of measure (LB vs OZ)
then this method should not be used as there is no mechanism in place to calculate a common
UOM to be used for all items when apportioning the cost.

V — cost will be allocated based on the item’s volume. If this method is used it is imperative that
you have assigned a volume to the item when it was set up using the Update Inventory
Information program.

C — cost will be allocated based on the item’s cost as it relates to the receipt as a whole.

Q — cost will be allocated based on the item’s quantity as it relates to the receipt as a whole.

M — cost will be manually allocated by the user.
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Purchasing Process
Data Flow in Purchasing
* Requisitions
e Purchase Orders (POs)
* Receipts

 A/P Invoices

The basic procedural flow of the Fitrix Purchase Order System is as follows:

Step Action

1 Requestors, or backorders from Order entry, create requisitions for items.

2 Designated approvers either approve or reject the requisitions.

3 The buyer assigns vendors to requested items.

4 Buyer creates purchase orders (PO) from requisition items that have been approved

and assigned a vendor. You may also enter a PO directly without going through the
requisition process.

5 An Expected Receipts report is printed for each ship-to warehouse detailing items
they should be receiving.

6 Receipt of items is validated against outstanding purchase orders and recorded.
Upon posting of receipts, the following are updated:

e Purchase Order status
« Inventory quantities

e General Ledger account balances

7 Invoices are received from vendors and are matched against outstanding purchase
receipts. Upon posting of invoices, the following is updated:

¢ Purchase Order status

e General Ledger account balances
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Requisitions
To view this screen, choose Requisitions (option 1) .
The Requisitions menu is the starting point for many purchasing processes. The options in the

Requisition menu allow you to create and modify requisitions, assign vendors to requested items, and
create purchase orders from approved requisition line items.

Fitrix 5. 20 Database: bettyb Printers: Lexmark2/l.exmark 2

File ‘iew Ewxecute Settings Help

dQemiEZ@E

(SERE0 6 Purchasing

2 Aecoll B 1 Requigll] Requisitions

3 Accolry 2 PO M3 a Update Requisiions

& Copyright 2007
4 Orderlgs 3 PORe @ b print Requisitions Fourth Generation

Saftware Solutions, Inc.

5 Iwentt = 4 Setup E ¢ #ssignvendors

B Purchs /oy 7 Multile =1 Create PO from Reguisitions
7 hiulticL g5 & Admin (=1 e Print OJE ltem Requests

8 Payollgs 9 Setup [ 1 Create OJE Requisitions

9 Fixed £ 5] Bt 5] Exit

a Replenishment

rcrepoem

reppopemE

b ReportWriters

] Exit

&

_- Status Idle Socket: sock220/4100.0 953’20020;

The following are screen views and descriptions of each option on the above menu.
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Update Requisitions
To view this screen, select Update Requisitions (option a) .Update or create requisitions for items that you
need to order. Use this menu option to approve requisitions or view approval status of requisitions online.

¢ Update Requisitions E“E”ZJ

File Edit “iew Mavigation Tools .ﬁ.ctu:uns Help
OB QUhREA BB BQ00ED 90
:q @ © 0 ® 9 &
% Find Prew Mest Add Update Delete Browse
Requestor: |[E i. IEJI | | ShipTo: S_E.-’-'-._TTT_E—IE_J_E
Autharization: EIE | Fiequired [rate:; | E;g'
Order Doc No: | 223 OrderNo: 223 ] Request Date: 05/23/2007 ()|
Feq Doc Mumber: | 11 é_ T_I.Ipe IFEEE | Status: .-’-'-._LI_T 1
[Ln Tyne Stg | ltem I_IM I_-!uantlty F.etNu:u
15Tk AUT  REMKRC430 Ea | 10,000 0E 223:071:01
1-’3' of 10
& ok | [idcancel | [¥¥Detal |
YR
Entet the code For the requestar,

ENTERING A REQUISITION

To begin the process of entering a requisition you select Update Requisition (option a) . This brings up the
above screen from where you select Add to enter the request information.

The following fields are the data entry fields you use to enter information about a requisition.

Field Description

Requestor: Enter your requestor code. This code is set up via Update Requestor Definitions
(4-c-e).

ShipTo: Enter the warehouse code you want the goods shipped to. Zoom is available.

Authorization: The field for an authorized person to enter their requestor code to authorize an
existing requisition. Once authorized the requisition can’'t be changed except by
authorizer.

Required Enter the date you want to receive requested item(s). Current date is default.
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Field Description
Date:
Order Doc The reference document number if the create requisition from the Order Entry
No.: process was run for a specific customer order.
Req Doc No.: System maintained field that holds the unique document number assigned to the
document once you save the requisition.
Request Date: Current date is default.
Type: Holds the code that represents the order type for this requisition.
Status: System maintained field that shows the status of the order.
Ln Line number assigned by the system. Used for audit trails.
Typ There are six line types programmed into the system. You can define additional
line types.
CAN = Cancelled
CAP = Capital
NON = Non-stock keeping item
STK = Stock item
STN = Stock treated as non-stock
SUP = Supplies
Stg The stage of the line item is updated by the system as it proceeds through the
requisition process.
« REQ = Active requisition waiting for authorization. Can be modified.
e AUT = Authorized requisition awaiting vendor assignment and transfer to
a PO. Only authorized approver can modify at this stage.
« LCK = Locked requisition, approved and assigned a vendor. Only
authorized approver can modify at this stage.
« ORD = Ordered, requisition has been transferred to a PO
e CAN = Line item has been cancelled.
Item Enter the item code
UM Unit of measure or purchasing unit for this item
Quantity Number of items in purchasing units
Ref No. Freeform reference field if you are adding the requisition. If the requisition was
created with the Create O/E Requisitions program discussed below, this field will
hold the customer order number and line item number the requisition was created
for.

Once you have completed entering all the line items for this requisition, click on the OK button or press
{ENTER}. This assigns the document number and saves the requisition to the database.
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Summary for Creating a Requisition

Step Action

1 Select Update Requisition (option a) and execute the Add command.
2 Enter your Requestor code, Shipto code, and the date you require the items.
3 Press Ctrl {TAB} to go to the detail section and enter the Line Type for the item or

Zoom to select from the defined line types.

4 Enter the item code or Zoom to select from a list of items. Enter the quantity you
want and a reference number for that line item (reference number is optional).

5 Enter additional items until requisition is complete. When you are finished, click on
the OK button or press {ENTER} to save the requisition.

Before a requisition can be assigned to a PO, two things must happen:

* The requisition must be “authorized” meaning the items being requested get a stamp of approval from
an authorized person. Authorization “locks” the requisition so it cannot be changed.

e The items on the requisition must have a vendor assigned to them. Assigning a vendor also assigns a
cost to that item.

Assigning Vendors

You use Assign Vendors by choosing Assign Vendors (option c) . You use this option to assign vendors
to specific line items that do not have a main vendor, or to override the main vendor. You can also use
this option as the second method of authorization, which allows you to authorize specific lines of a
requisition.
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¢ Assign Vendors E@

File Edit Wiew Mavigation Tools Actions Help

OE OUhRE] IR 90
a4 @ O QO 0 @ &

Find Prey MNest add  lpdate Delete Ein:--.r»;:ai-:
(@] [KENwDOD INDUSTRIES INC

Autharization

Line Mumber: | 1|
Document Mumber; 11 2
Order Mo r223 )
Request Code; EIE [
Itern Code: |KENKRC430 |[KENWOOD [R) KRC-430 AM/FM/CAS |

[t E.-’-'-.
Order uattity: . i 10. EIEI
Tof1

[Q Ok ] [rl{ Cancel ]

R,

Enter the Mendor Code, Use = to Find Unassigned Lines.

To assign a vendor and authorize specific requisition line items:

Step Action

1 Find the requisition and then select the Update command. The cursor goes to the
Vendor Code field.

2 Enter the Vendor Code and Authorization Code, and then click the OK button or
press enter to save the record.

3 Click the Nxt button and repeat Step 2 to assign the next vendor. Press (Q)uit to
return to submenu.

4 When all vendors are assigned, review the original requisition via Update
Requisitions (option a) . The stage and status for this requisition is locked (LCK) and
these lines are ready to be transferred to purchase orders.
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Create PO from Requisitions

Create purchase orders from approved requisition line items. To view this screen, select Create PO from
Requisitions (option d) .

When you execute the print menu, the following selection criteria screen comes up for you to select what
requisitions you want to go on PO’s:

File
A )
Fequisition Selection Criteria

Itern Code:
W arehouze:
Request Doc Mo
Yendor Code:
Reference Mo
Autharization Code:

Cuzstorner Order Ma.:

[' Ok ] [[:{Eancel ]

Enter Ikem code. OYR

Here you select the requisitions you want to go on the PO. Then you are ready to print your PO. A single
PO is printed for each vendor.

Order Entry Item Requests

Create O/E Requisitions (option f) . With Fitrix Order Entry installed, any backorders created from sales
are automatically transferred to Purchasing (unless you created purchase orders for the backorders while
in the sales order program) where you can create requisitions for these backordered items via this option.
Once this option is run you must go through the standard requisition process of approving the requisition
and assigning vendor codes.

Purchasing Chapter 4 - 43



Fitrix Distribution Course Workbook

4 Create PO from Requisitions |Z|E|EI

File Mawigate Help
Q002D <
aa S
=

Date: OLFZ2/752007 Create Purchase Orders
Time: 15:44:0Z2 PARTS PLUS DISTRIEUTION Page: 1
Wendor: 1Z3463 PO Doc. Mo_o: 124

Item Code Quantity Bequest Peference No. JAuthor

KEENKERC430 1a_a0oo ZZ3 0OE EE3:01:01 OEMGER

Total: 10,000

2 o

Press {ESC} to return to the main Purchasing Menu.
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Purchase Orders

To enter POs directly or to update those POs already in the system, select PO Maintenance (option 2) .

Fitrix 5.20 Database: sample Printers: Lexmark2/Lexmark 2

File Wiew Execute Settings Help

d ¢ @ =

Fitrix 5.20
LU 6 Purchasing

K

Accout B

)

ACCOUr

=

Order | g5

i

Inventc

Purchz &=

~1

Multict 2

@

Payrall g5

-}

@

EoppopoPpODODERERRE

| Status Idie

7 &=

ifE-HH 2 PO Maintenance

2 POM3E a Update Purchase Ordets

© Copyright 2007

3 PORE & b Print Purchase Orders Fourth Gensration
Softwars Solutions, |nc.

4 Setup g ¢ Print Expected Receipts
7 Multie' & d Update Receipts

8 admin = o Print Receipts Edit List
9 Setun = 1 Post Receipts

Fied /S Bxit & g Undate AP Invaices
Replenishment. @, print |nvaices Edit List

i Past Invaices

E | update Landad Cost

& k EditLanded CostVariances
{=l | PostLanded Cost¥Wariances

B z Update Batch Maintenance

9] Eat

Below is a brief description of the options on this menu:

Update Purchase Orders — Enter or modify POs.
Print Purchase Orders — Print and reprint POs.

Print Expected Receipts — Prints a list of items you expect to receive at your Ship-To
warehouse(s)

Update Receipts — Enter or modify documents for goods received and matched to a PO.
Post Receipts — Posts receipt information to Inventory, updates General Ledger.

Update A/P Invoices — Enter or modify Accounts Payable invoices matched to receipts.
Print Invoices Edit List — Use to print a list of invoiced items.

Post Invoices — Posts invoices to Accounts Payable.

Purchasing
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» Update Landed Costs - Once all costs for a purchase order have been recorded, if there
were any variances in costs between the time the estimated costs were initially entered when
the purchase order was entered and when it was received or posted to AP, these variances
can be found here.

» Edit and Post Landed Cost Variances - When you are ready to post the variance to your
general ledger, set the OK to Post flag to Y in the Update Landed Costs program and run the
edit and post landed cost variances programs.
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Enter and Update Purchase Orders

To select this screen and option choose Purchasing from Main Menu, select Update Purchase Orders
(option a) .

& Update Purchase Orders

File Edit “iew Navigation Tools Actions Options Help
A GO0 ®© @ & %
- Find Prevw MNext &dd Update Delete Browse Options
O B | O P A B B M = 2 @ & ") @ 7]
@ Quit Print | 0K Cancel Cuot Copy Paste Zoom | Motes UFields ToDo | Miew Detal MestFage Previous Page  InserifRow  Delste Row | Technical status: Help

Type: FION INC ]

PayTo: Doc.Mo: | 1181

Stage: Terms Cod LY

Buyer: Order Tota 000,00
Wareholise: [DESTINATION
Confirmed To: Fiefer: Cumency: USD
Cust Do Mo | N | Orig Cust Doc M B
Confim Date: [10/21/2008 O Board Date:[10/21/2008 (1 Multiple Orde

Cortract:| - CortactMame; [BOB SMITH Container [XYZY/2333156

[N | Ln Tup Stg | Item Eode FU | Gluantity Cost et Amount

15TK ORD (12104 E& | 10000000 E.000 000,00

D escription: | ,
G/L Account: | |DDD
(New Document)
'8 © @ 2 © © O ©
: Details Statys. Summarp Defaults Vendor Fayto Print  Landed Cost
OWR
Tuesday, October 21, 2

Here is a description of the fields you enter data in for POs.

PO Header Fields

Field Description

Type: Enter a PO Type. REG is the default. (Order Type Definitions (option 4-c-a) is
where the types are set)

Vendor: Enter vendor code from whom you are ordering, and the vendor name is
automatically returned once you press {ENTER}.

PayTo: Enter the payto code for the vendor. If the vendor has more than one payto address
you can choose from the list that displays.

Stat: This system maintained field holds the status of the order.

P.O.: Enter the vendor’'s PO number (optional up to 10 characters)

P.O. No.: Enter a PO number (optional to 10 characters) Defaults to Doc. No.
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Field Description

Doc. No.: Holds the system assigned document number, which is a unique number used for
document tracking.

Stag: Holds the stage of the order based on stage of the line items.

P.O. Date: Enter the date the PO is generated.

Reg. Date: Enter date you require the items (both date fields default to the current date).

Terms Code: | Payment terms code.

Buyer: Enter your buyer code if you are the person entering or processing a PO (optional)

Ship Via: Enter the freight carrier (up to 15 characters)

Order Total: Holds the total cost for this order, which includes the sum of the net amount for each
order line, plus tax, and any freight or miscellaneous charges.

Warehouse: Enter the warehouse code for where you want the vendor to ship the items.

FOB: Enter the freight on board destination (up to 15 characters)

Confirmed Enter the name of the vendor representative who confirmed your PO (up to 20

To: characters), (optional)

On Board Enter the date the vendor shipped the merchandise (optional).

Date

Multiple If you want to create multiple purchase orders enter a Y in this field. In the detail

Orders: section enter the total quantity for all the purchase orders you are going to create (ie
— 10,000 for 10 truck of 1,000 each). When you store the order you will be prompted
for the number of purchase orders you want to create. Using the example here you
would enter 10 and 10 purchase orders for 1,000 each will be created.

Contract This system maintained field stores the Order Entry contract # if you entered
multiple sales orders with order type of DIR or DRW.

Contact The name entered here will print on the purchase order preceded by “Attn:”.

Name:

Container: For ocean shipments enter the ocean container number. If this is a DIR/IDRW order
type linked to a customer sales order this container number will display in the
Shipment Tracking screen found in the Order Entry module.

Refer: Enter any reference info. (up to 13 characters). Defaults to information entered in
line reference field on the requisition if the PO was created through the requisition
process.

Currency: Holds the currency code for the vendor when Multicurrency is installed (USD = U.S.
Dollars).

Cust Doc System maintained. Stores the customer order number for direct shipments (Type =

No: DIR or DRW)

Once you have entered all the needed information in the header press Ctrl {TAB} to go to the detail
section and enter or update line items for this PO.
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PO Detail Fields

Field Description

Ln Holds the line number for the order lines.

Typ Enter the type of items that you are ordering (stock, nonstock, service, etc.) Zoom
is available to select from a list of line types.

Stg Holds the stage code for a particular line. In the above case, the purchase order has

been generated but not printed so the stage is POG.

Item Code Enter the item code for the item you are ordering. Zoom is available to select from a
list of item codes.

PU Holds the purchasing unit for the item, which is set up in inventory (case, box,
carton, etc.). The conversions between purchasing unit, stocking unit, and selling
unit are handled in inventory control.

Quantity Enter the number of items you want to order (default is 1).

Cost Enter the cost if it is different from the default cost.

Net Amount Holds the cost for the PO, which includes the sum of all the detail line items, plus
any tax, freight, or miscellaneous charges.

Description: Located at the bottom of the screen, updates with a description of each line item.
G/L The General Ledger code for the line item.
Account:

Adding a Line Item

Use the following steps to add a line item.

Step Action

1 Select Update Purchase Orders (option a) and execute the Add command.
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Step Action

icon.

4 Extension summ

File Edit Help
QB | QIWREER @O
Order Surmmary
Currency:
Sub-Tatal: 2180.00
T ax Aravnt; Q.00
Misc. Amaount: 000}
Freight Amount; Q.00
Tatal Order: 2180.00
[ g Ok ] [{H Cancel ]
Enter the miscellaneous amount,

2 Enter the header information. For a description of the fields, see the PO Header
Fields section above. To view the order summary screen, click on the Summary

R

To enter the defaults screen , click on the Defaults icon.

¢ Extension dflt
File Edit Help
OB OUWERER DO
Order Line Defaults
W arehouze Code; | EEoyRiNa (=]
Buyer Code: =]
Order Type: |REG =]
Lire Type: |5TK =]
Taz Group Code: |MOT A (=]
lze Department: (M

REGULAR PURCH ORDER
STOCK ITEMS
MO T

Freight and Miscelaneous

SEATTLE DISTRIBUTION CEMTER

EBX

Freight Tax Code: [MOT A =] MO Thx
Freight Sccount; 720000000 =] 300 (=]
Mizc Tax Code: | MOTAX =] MO Thx
Mizc Account: 790000000 [=] o0 (=]
[Q (1] ] [[:1 Cancel ]
Enter the default warehouse. DU
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Step Action

3 Ctrl Tab to enter the detail section of the screen. Enter each line item. To update line
detail information, click on the detail icon on the toolbar.

4 Extension non_stk

File Edit Help
OB ¢ UipBREA 9O
STOCK ITEMS

[tern Code;  |[ASENAR{RERE]
Dezcrption:  [KENWOOD [R]ERC-430 AMAFR ATAS

Purchaze Unit: |EA

Itern Cost: 2158.000
Tax Code:  [MOTAX =]
Account Code: 120000000 (5] oo (&
“Warehouse:  |SEATTLE =]
Required O ate: [V E|

Confirm Date:  |05/30/2007 X3
OnBoard Date: | 0B/05/2007 XY

[' ]9 ] [QH Cancel ]

Enter the supplier's item code. L

To view the status or a line item, you can select the Status icon.

File Edit Help
OB U UhBEER 0O
Lire/Order Status

Ordered Cluantity: 10.000
Rejected Quantity: 0.000
Expected Received Quantity: 10.000
Received Quantiy: 0.000
Ewpected [nvoiced Quantity: 0.000
Invoiced Quantiby: 0.000

F.ekurn ko the main menu VR

If you would like to view the status of all line simultaneously, get out of update mode
and click on options icon and then select status.
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Step Action

4 If the item is not found in the vendor catalog, the following prompt is returned: “Add
this Entry to Vendor/ltem Catalog? (Y/N) Press Y to add the item to the vendor’s
catalog.

Note: Typing N does not add this item to the vendor’s catalog, and puts you back to
the PO detail Quantity field where you can enter a quantity for this item and continue
to order.

5 Once you have completed the order, click on the OK button or press {ENTER} to
save the PO. Now you are ready to print and process the PO.

Press (Q)uit to return to submenu.

Entering Landed Costs:

e

While in update mode and in the header section of the PO entry screen, click on the SEReT E':'St.

icon to enter landed costs that will then be added to the product cost when received.

# Add on detail lcsumm B@@

File Edit Mavigation Help
OB O YiRhEER] 2T 00ED 00
Category Estimated Cost Alloz Method Wariance Aot Received Cost |mvoiced Cost
f 100,00 Cost 52DDDDDDDl 0.00 Q.00
(VIR | [igcancel | [@ petal |
o
Enter Category ik

Click on the magnifying glass to drill down to a list of your pre-defined landed cost categories. Enter the
estimated cost. The allocation method and variance account will default to the values set up when you set
up the landed cost category but you can change here as needed. The received cost and invoiced cost
fields will automatically populate as the purchase order is received and posted to Accounts Payable.

If there are multiple part numbers on the PO, the costs entered here will be allocated based on the
allocation method associated with the landed cost category (weight, volume, etc.).
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Printing a PO
&

Frint

You can either print the PO by clicking on the . icon while in the Update Purchase Order program or

you can run Print Purchase Orders (option b) on the menu below. You will see a submenu with (a) Print
P.O. by P.O. Number and (b) Print P.O. by Buyer as your choices.

Fitrix 5. 20 Database: bettyb Printers: Lexmark2/l.exmark 2

File ‘iew Ewxecute Settings Help

dQemiEZ@E

=L 6 Purchasing
LS VT 5 po Maintenance
b= Bl = TPRNITEY b Print Purchase Orders

4 Orderl g

& Copyright 2007
3 POReE b Print FE 4 printP.0. by P.O. Number R LT

Saftware Solutions, Inc.
% IWeNCES, 4 Setup (B o Print B Frint .o, by Buysr
B PUrChe By 7 mulfie B d Updat © z Preview Purchase Order
T MuMicL 5 & admin [ ¢ print Fﬂ Exit:
B Payioll = g Setup = 1 Post Re'c_é_‘i'p'ts; """"
9 Fi'xeiziﬁ:ﬂ Exit g Update A/F Invoices

a Replenishment @1y print Invoices Edit List

b Report Writers = i Post Inwoices

rcrepoem

reppopemE

&

- Exit [ z Update Batch Maintenance

4] et

_- Status Idle Socket: sock220/4100.0 953’20020;

You will receive two prompts:

Reprnt Purchaze Orders 7

[ Yes ] L{;{ND | [@ﬂuit ]

Select No to print only those purchase orders that have not yet been printed.
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i Please Answer

Print only itemz Mot yet received?

i res J [t:’iN-:u ] [@E!uit ]

By selecting Yes only items not yet received will print on the purchase order. This is useful if your vendor
has already partially shipped some items and requests another copy of your PO. This will prevent
duplicate shipments.

You can enter selection criteria in one or more of the fields in the Order Selection Criteria form to specify
the POs you want to print.

4 Select ordr_sel Z E| E'
File

O

Crder Selection Criteria

Wendor Code:

Wendor Mame:

Buper Code:
Warehouze:
Purchaze Order Ma.:

|
[ ]
[ ]
I
Docurnent Mo I:l
Fequired D ate:
PO Type: I:I
PO Status: I:I
PO Stage: I:I

[' Ok ] [[:{Eancel ]

Enter vendor code, L
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Expected Receipts

Once you have generated POs, you can review what items you have on those purchase orders (the items
you expect to receive). Use Print Expected Receipts (option ¢) to print out a list of the items currently on
order.

Either click on OK button (or press ENTER) to select all the expected receipts, or enter selection criteria in
the appropriate fields to select specific receipts.

4 Select ordr_sel E@@

File:
A )
Order Selection Criteria
Wendor Code:
Vendor Mame;
Buyer Code:;
W arehouze:
Purchaze Order Mo.:
Document Mo
Required D ate: 3
PO Type:
PO Status:
PO Stage:

’O ak. ] [[:{ Cancel ]

R,

Enter vendor code,
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Update Receipt By PO

When you receive items, you enter them as received with Update Receipts (option d) , which brings up

the Goods Received screen. Execute the Add command and enter the following information for receipts.

Update Receipts

File Edit Wiew Nawgatu:un Tools  Actions Dptn:una Help
OB QWA EQA AN BEOO0LED OO
: N N P
;- < < o+
i Batch Optione  WeightScreen  Landed Cost
4 0 O 0 O 9O &
i Find Py Mest Add Update Delete Browse
[rate; "IEIE‘I#_ETEIEIEB_EE_. Heferencei | Receipt Nu:u.:i [
PO Mo.: [1161 (& Warshouse: SEATTLE | Auto Rvd?: ||
Wendor: 123457 | [CHAMPION INC | Status:| I
{tem Code Unit| Gty Expected [ty Receved |_anded Cost Extended Coal
12104 EA | 1000.000 0.000 £.000 0.00
Desc ;| ||
& o | [dcancel | [¥#Datal |
: 2R
Enter [¥] to received all remaining gy,
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The following are data fields for this option:

Field Description

Date Automatically defaults to the current date. You can accept the current date by

Received pressing {ENTER} or override the current date by entering a new one in the format
of mmddyy.

Reference Accepts any information you want to use to refer to this receipt. This is freeform
field up to 10 characters.

P.O. No. Accepts the number of the purchase order for the items you are receiving. When
you enter a valid PO number, the warehouse, vendor, and detail information is
returned.

Auto Rvd? If all the items are received from the vendor you could enter Y in the Auto Received

field, and once you click on the OK button or press ENTER to save this document,
the system assigns a Receipt No. to this new document.

If all the items were not received or you rejected some of the items you would enter
a N in the Auto Rvd? and press Ctrl {TAB} to go to the detail section. Enter the
amounts of each item received in the Qty. Rcvd. Field. If you enter a partial quantity
(e.g., if the quantity in the Qty. Expected Field is 10 and you enter 8 in the Qty. Rcvd.
Field), then a picker menu comes up with options for you to deal with the quantity
not received. Options on this menu include Enter Rejection Quantity which brings
up an additional screen where you are allowed to enter the number of items you are
rejecting, and a code of up to six characters for you are rejecting the items (e.g.,
DAMAGE). The next option is Cancel Remaining Qty., which cancels PO. The
Further Receipt Expected option tells the system to keep the un-received items
open until they are received.

Once all items are received or accounted for, click on the OK button or press {ENTER} to save the

receipt.

Updating Landed Costs For Receipts:

After you store the PO receipt, if there were landed costs entered when you entered the purchase order
you will receive this prompt:

& Prompt @

Dizplay landed cost information’?

[Q Yes ] L#:ﬁ Ma |

If there are no changes to the costs select No. If there are changes select Yes and this screen will display
and you can enter the revised cost.

Purchasing
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¢ Add on detail lcsumm
File Edit Mavigation

=)

=

A O N =MV RA BERESE =
[ Categon ! Feceived Cost
ouTy _ 75.00

& oK | [fcancel | @ petal |

Enter the total received cost on this PO

R,

Once you have entered the cost click OK you will be returned to the PO Receipt screen and the unit cost
of the item now reflects the true landed cost. Any changes to landed cost after this point will post to a
variance account as discussed below in the AP Invoicing section of this document.

Assignment of Shipping Units and Weights:

If the purchase order type is DIR (direct ship from vendor to customer) or DRW (direct ship from vendor to
customer with a stop in your warehouse for inspection, etc.), you will be prompted as follows when you

store the Po receipt.

Enter weight information to print on shipping documents?

@Yes J [I;:{ Mo ]

If you select Y you will must then Ctrl Tab to enter the detail section of the screen and click on the Weight

Screen icon on the toolbar for each item code on the receipt to enter the units and weights.
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¢ Add on detail weight

File Edit Mavigation Help
OB UHEEE] 2Y00EDH 9O
PO Me: i_'l_'I_EE | Line M ﬁ | Total Units: |_1
[t L0k Grogs Tare Met
1 |CS 1002.00, 200 1000.00
[ k. ] [rl{ Cancel ]
Enter nurmber of units, S

This information will print on the various Export/Shipping forms in Order Entry.

Receiving Serialized Items

Upon receiving serialized inventory you must fill in the appropriate information in the following fields:

Select srlea

File
@
[tern Serial Humbers
Lok Number: | IEll
Quartity: | 2,000/
Serial Prefin. | ALF @
Serial Mumber: | 200 E‘l
Serial Suffix: | |
[ k. ] [[:1 Cancel ]
Enter the suffix portion, if any. o

Purchasing
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Field Description

Lot Number This is an optional field. Up to 20 alphanumeric characters

Quantity Holds the number of items you are receiving and assigning serial numbers. Up to 12
numeric characters.

Serial Prefix This field holds the actual serial number for a single item, or can make up the prefix
part of the serial number for multiple items. As a prefix, this field is optional; if
included, the prefix would be the same for each subsequent item serial number. If
you use this field to type in the unique serial number for individual items, then the
subsequent fields are optional. Up to 20 alphanumeric characters.

Serial This field holds the numeric portion of a serial number. You would use this number
Number field to assign serial numbers to multiple items automatically. For example, if you
have a quantity of five items, by simply typing in the number 100 for the number
portion of the serial number, the program automatically assigns the numbers in
sequence to all five items, 100-104. This is a time saving feature if you happen to
receive the items you want to serialize all at the same time. If you only have a single
item to serialize or if you receive items randomly, you must assign subsequent serial
numbers manually, either in the Serial Prefix field or, if you are utilizing a common
prefix for all items, enter remaining part of the numbers in the Serial Number field.

Serial Suffix This field holds the suffix portion of a serial number if you choose to have one. Like
the prefix, the suffix would be the same for subsequent serial numbers for the same
items. Up to 20 alphanumeric characters.

Update Receipt by Vendor

If you want to receive a group of purchase orders for a particular vendor at the same time, you enter them
as received with Update Receipts by Vendor (option e).

This program works exactly like the Update Receipts By Po program except that when you enter a vendor
code all purchase orders that have part numbers that have yet to be received will display.
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¢ Update Receipts By Vendor

File Edit' Wiew Mavigation Tools Actions Options Help
0B | @ik QAN HBMBO00ED 90
X X o
i w w <
: Batch Options  "WeightScreen  Landed Cost
P4 000 0 9 W
i oFind Prev: Nest 4dd Update Delete Browse
Vendor Code: | 1 @_“CHAMP\DN IMC
Receipt Date: i
Status: | |
PO M. [tem Code Diezcription Oty To Receive Oty Received Landed Cost Extended Cost Fosted
1097 12104 SCM & SERIES MULSTRIKE 2.000 0.000 £.000 n.ooM
1037 12112 SCM & SERIES CVR-UP TAPE 10,000 0.000 16.000 0ooM
1038 12112 SCM & SERIES CYR-UP TAPE 10.000 0.000 15.000 0.oo M
1112 12112 SCM & SERIES CYR-UP TAPE 1000000 0.000 15.000 000 M
1134 12104 SCM A SERIES MULSTRIKE 100,000 0.000 £.000 000N
1148 12112 SCM & SERIES CVR-UP TAPE 1000000 0.000 15.000 n.ooM
1163 12104 SCM & SERIES MULSTRIKE 2000000 0.000 £.000 0ooM
[@ 0K ] [P;‘ Cancel J [\E Deetall ]
OYR
Enter receipt document date.,

Go to the detail section of the screen and enter the receipt quantity for each purchase order. If you make a
partial receipt for an item you will receive this prompt:

& Partial Receipt Options TE]@

File Edit Help

OEQW O

Further Receipt Expected,
Enter Rejection G,
Cancel Remaining Gy,

& ok | [ndcancel |

R,

If any of the purchase orders you are receiving have a landed cost attached to them you will receive this
prompt:
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Message e B@

The following purchaze arders have landed cost aszociated with them.

To update landed cost zelect ez’ and then use the landed cost ican
to update costs before posting the purchase orders.
11R63

R,

If you want to update the landed cost amounts prior to posting the receipt, select Yes and then click on the
Landed Cost icon on the toolbar to update the amounts.

If any of the purchase orders you are receiving are PO type DRW (direct to warehouse) you will receive
this prompt:

Enter weight infarmation ta print an zhipping documents?

To enter weight click on the weight soreen icon on the toolbar

R,

If you need to update the weights that will print on the Bill of Lading, select Yes and then click on the
Weight Screen icon on the toolbar to update the weight information.

Once you have received the quantities and updated Landed Cost and Weight information, click OK and
you will receive this prompt:

Message E@

Post Receipts now?

By entering M pau will need to pozt these franzactions

uzing the Print and Post Receipts menu option

R,

Select Yes to post the receipts. If you select No you will need to run the Receipt Edit and Post programs
from the menu to post receipts entered.
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Print Receipts Edit List

Before posting, use Print Receipts List (option e) to print a copy of all the receipts and use it to check the
accuracy of your data entry. You must print an edit list before you can post the receipts.

Posting Receipts

Once you are confident that all the receipts are accurate, you can post the receipts to update inventory
and general ledger accounts using Post Receipts (option f) . Once you post the receipts, the stage of
received items goes to REC.
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AP Invoicing

To transfer the goods received to accounts payable, use Update A/P Invoices (option g) . To enter an
invoice, execute the Add command and enter data in the following fields:

¢ Update A/P Invoices

File Edit “iew Mavigation Tools Actions Optiohs Help
OB U ER B BO00ES 90
i X T oy oy @
i o < W L
i Batch Optione PO Accts Tax Codes  Tax Surmary  Addl Yendor Costs
‘4 @ © 0 O 9 W\
i Find Prey Mest Add Update Delete Browze
Aectlate: :_ It Do Mo | |
P.0. No.: [ 1161 ] P.O.Date: 10/21/2008 |
I, No.; 4234242 ; Cumency: USD I Date: 10/21/2008 1|
Desc.: | | Status: | |
Vendor: | 123457 &l  [CHAMPION INC | PayTo[ATL2
Tems: L (W] [NET PAYMENT 15DAYS | FOB: DESTINATION.
PayOr[11/05/2008 [  Due [11/05/2008 @@  Disc: [10/21/2008 £ Disc%|  0.000]
Misc.:| 0.00| Freight: | 0.00]
Tax Tat:| I:I_I:I_Eﬂ Inwoice Total: | E'I_?TE_EIEI_I
I [tem Code (] Ety Tred Lozt Price Met dmount
!121 04 Ea  10/21/2003 1000000 E.000 BO00.00
!DLITY Ea  10/21/2003 1.000 135,000 13500
|
i
i
|
| !ﬁi".cct: ! | Dept: | [ Tax Code:| J
& ok | [agcancel | (@ Detal |
YR,
Enter accounting date to be used for this document, i
Field Description
AcctDate: The general ledger date you want this transaction to post to (default is current date).
Inv Doc. No: | Automatic number assigned through the system.
P.O. No.: Accepts the purchase order number for items you have received and want to
invoice.

Chapter 4 - 64 Purchasing



Fitrix Distribution Course Workbook

Field Description

P.O. Date: Date that the purchase order was received.

Inv. No.: You enter the vendor’s invoice number in this field.

Currency: The currency code for the currency used by the vendor.

Inv. Date: Enter the vendor’s invoice date.

Desc: Up to 30 characters can be entered for a short description of the invoice.

Status: Set to “POSTED” when the transaction is posted.

Vendor: The vendor code from the P.O.

Pay-To: The payee company name from the P.O.

Terms Enter the code for payment method. You can override the default.

FOB: Enter the Freight on Board code from the P.O.

Pay On: Holds the date you should pay the invoice to receive the discount.

Due: Holds the date the invoice payment is due.

Disc.: Displays the date the discount for early payment expires.

Disc%: Displays the percentage discount the vendor gives for early payment (0.5-0.5%).

Misc: This field is optional and the default is 0.00. Any miscellaneous charges on this
invoice can be entered.

Freight: Enter any freight charges on this invoice.

Tax Tot.: Automatically entered based on tax code.

Invoice System maintained and includes the following: tax amount, miscellaneous amount,

Total: freight charges, and net amount for each detail line.

When you enter the PO number or other information in the header section, the detail lines for items
received, printed and posted on the PO appear with the following columns:

Field Description

Item Code Item code is a non-entry field that holds the code for the item being invoiced.

UM Unit of Measure is a non-entry field that holds the purchasing unit for this item.

Date Rcvd Date item was received.

Qty Invd Will default to quantity received but this can be overridden for partial invoices.

Cost Price Will default to price on PO, but you can override. If price exceeds price on PO at a
% above tolerance in defaults, a warning will be given.

Purchasing
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Field Description

Net Amount This is calculated by multiplying the Quantity Received by the Cost.

Updating Landed Cost in AP Invoicing

In the example below there is $135.00 in duty attached to the purchase order:

¢ Update A/P Invoices g@‘”g]

File Edit Wiew Mavigation Tools Actions Options Help
OB O EAA BN B00ED 0O
H T 3 o T

it o o o L
i Batch Option: PO &ccts TaxCodes  Taw Surmmary  Addl Yendor Costs

a4 @ O 0 O © &
= Find Frew Medt Add Update Delete  Browse

Irve Do Mo | [

LuzctDrate: '
P.0. No: [1161 ] P.O. Date: [10/21/2008 |
Irv. No.: (4234242 | Cunency: [LISD | Inv. Date: [10/21/2008 B3|
Dieser| - i Status: |_ |
Vendor: | 123457 &)  [CHAMPION INC | PayTo |ATL2
Tems:C  [&]| [NET PAYMENT 15 DAYS ] FOB: [DESTINATION |
PayOr[11/05/2008 @B Due [11/05/2008 B Disc: [10/21/2008 £ Disc%:|  0.000]
Mise.:| 0.00 Freight |
Taw Tok:| 00| Irvenice Tatal: |
i I-te_mE;de LIk | Dt_l.lulgdn I:Dst-l-:‘_rice N:et_.-';«.maunt
[ 12104 Ea 104212008 1000.000 £.000 £000.00
|ouTY E4  10/21/2008 1.000 135.000 135.00
|
|
|
!
|- _| Aot ' Diept: | | Tax Code: |

& ok | [i4cancel | [ERDetai

VR
Enter accounting date to be used for this document. I i

To update this amount if it is not accurate simply click on Detail and change the amount. If this amount is
being charged by a vendor other than the one you purchased the merchandise from like a broker click on
Detail and set both the quantity and cost to 0.

To create an open AP item for landed costs to a vendor other than the one you purchased the
merchandise from, after creating the AP record for the merchandise vendor:

 Gointo add mode and enter the PO number.

<@

Addl Vendor Costs

» After entering the invoice number and date , click on the ~ icon and you will

receive this prompt:

Chapter 4 - 66 Purchasing



Fitrix Distribution Course Workbook

+ Warning D@§|

Thiz buttan zhauld only be uged ta enter

invoices for costs associated with the PO

that are for vendars ather than the wendar

the PO was issued to.

R

Click Yes to get access to the vendor code filed so that you can enter the appropriate
vendor code.

» Store the transaction and run the edit and post reports.

Print Invoices Edit List

Use Print Invoices Edit List (option h) to print a list of the items you invoiced to assure accuracy prior to
posting. You must print an edit list before you can post invoices.

Post Invoices

Use Post Invoices (option 1) to post the invoices, which updates accounts payable and general ledger
accounts. If there are any backorders that this receipt will fill, the customer order numbers will print on this
report.

A/P invoice posting is the last step in the purchasing process.

Update and Post Landed Cost Variances

Update Landed Cost:

This program is option (j) on the PO maintenance menu. Once all costs for a purchase order have been
recorded, if there were any variances in costs between the time the estimated costs were initially entered
when the purchase order was entered and when it was received or posted to AP, these variances can be
found here. In the example below, the estimated duty cost when the purchase order was entered was
$100.00, whent the PO was received it was thought to be $135, but when the invoice from the vendor was
received and posted to AP the duty cost was for $150.00. This created a freight variance of $(15.00).
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¢ Update Landed Cost |gi]g‘

File Edit Yiew Mavigation Tools Actions Help

L NVIX QA BBEH00ED @0
A 60 0 0 =
¢ Find Prev MNest Update Browse

Purchase Drder Document: | 1161 Estmated Cost|  100.00]
Categary: iDUTY | Received Cost: m
Wariahce Account: ‘W@_D@DDJ Irveniced Cost !W
OF to Post: @: Posted: |E| Wariance: 571_5_&_0
Line Item Description Est Cost Fecy Cost Ir Cogt Vanance Ord Gty Hecy Oty
112104 |SCM A& SERIES MULSTRIKE 100.00 135.00 150,00 -15.000 %mnnnnn 1000.000
1of1

O4R,

Edit and Post Landed Cost Variance:

When you are ready to post the variance to your general ledger, set the OK to Post flag to Y and run the
edit and post landed cost variances programs.

9 Edit Landed Cost Variances L =EX

Filz Mavigate Help

‘O 00D ¢ '

=
-~
=1 Edit Landed Cost Variance

Time: 16:Z3:10 ABC DISTRIEUTION Page: 1

Order Category Received Cost Invoiced Cost WVariance

llsl DUTY 135.00 150.00 15.00 ¥

Acct: 5Z20000000-000 15.00 DB Acct: Z01500000-000 15.00 CR

***** End of report. No errors detected T

Z
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The general ledger transactions created in each posting routine for purchase order number 1161 were as
follows:

Receive and post PO:

Debit Inventory $6135.00
Credit AP Holding 6135.00

Post purchase order and duty to AP:

Debit AP Holding $ 6150.00
Credit AP 6150.00

Post landed cost variance:

Debit Variance Account $ 15.00
Credit AP Holding 15.00
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Direct Ship Purchase Orders (order type DIR)

This section covers direct ship order types (DIR). You cannot enter DIR orders directly in Purchasing but,
in conjunction with Fitrix Order Entry, you can enter and process direct ship orders.

Direct Shipment (DIR) order type (a.k.a. Drop Ship) allows you to have customer orders shipped directly
from the vendor to the customer. This type of order is considered a regular order, but the items ordered
never enter your warehouse. The following statements help define direct shipment.

When you use a DIR order type for a customer order, the order process skips the picking and
shipping stages.

There are only three system line types for this order type, and these line types will not affect inventory
or create backorder activity. The line types are NON for nonstock items, STN — stock items treated as
nonstock, DRN for direct ship non stock, and DRS for direct ship stock items.

All items on a DIR customer order type remain at the NEW stage until released by receipts.

Direct ship orders will automatically generate a purchase order for the primary vendor.

The receipt of goods sent (bill of lading) that the vendor sends you is what you use to update receipts
for DIR order types.

Upon posting the receipts, the customer order stage goes to shipped (SHP) for items shipped from
the vendor to your customer, as indicated on the vendor’s bill of lading.

The customer can then be invoiced.

Note: You do have the capability of changing a REG purchase order to A DIR/DRW purchase order in the
event you decide to ship the PO directly from your vendor to you customer and not take out of you
inventory. If you do change the order type you are prompted as follows:

4 Confirm

Changing from BEG to DR will prompt you to create cugtomer SO Continue?

@ Yes | [t11 Mo ]

If you select Yes you will be prompted as follows:
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¢ Extension dir

File Edit Help
QO QUihBEEe 90
Customer Code; i E”
ShipToCade:| (&)

. d

Order Date: |10/21/2008 €3
ShipDate: [10/21/2008  EEA|

[@ 0k, ] [F_H Cancel ]

AT
Enter the customer code.

Enter the customer code and ship to code and change any other information that may need changing on
this screen and a sales order will be created and linked to the PO.
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Direct Ship Purchase Orders (order type DRW)

DRW stands for Direct Shipment to Warehouse. This order is used for customer orders that will be
shipped directly from your vendor but first must become your property for inspection purposes, shipping
arrangements etc. DRW orders work exactly like DIR orders with the following exceptions:

1. When the purchase orders is received, your quantity on hand is increased (though committed to a
specific customer order) and this entry is made to the General Ledger

Debit Inventory
Credit AP Holding

2. When the purchase order is entered into Accounts Payable this entry is made to the General
Ledger:

Debit AP Holding
Credit Accounts Payable
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Stage and Status

The different stages and status codes for a requisition or purchase order are simply reference labels to let
you know where a document is in the process.

Requisitions
Header Status: The following codes are displayed in the header status field as a requisition is processed.

» ACT - Tells you the requisition is active and waiting for authorization. You can modify the
requisition at this stage (change information, add, or delete line items).

» LCK — The requisition has been locked by authorization and vendor assignment, and is
awaiting transfer to a PO. You cannot modify the requisition at this stage.

» ORD - Tells you that the requisition has been ordered via a PO.

 CAN - Tells you that the requisition (or all line items) has been cancelled.

Individual Requisition Lines:  The following are the stages that individual requisition lines may have.

« REQ - This line item is on request and is awaiting authorization and vendor assignment so it
can be transferred to a PO.

e AUT - This stage tells you the line item as been authorized and is awaiting a vendor
assignment.

e« LCK —This is the last requisition stage that tells you the requisition has been “locked” and
cannot be changed: a vendor has been assigned and the item is authorized for purchase.

« ORD - This line item has been transferred to a PO, so it is on order.

» CAN - Tells you the particular line item is cancelled.

Purchase Orders
Status Field: The following codes are displayed in the Status field, which is in the header section.
* ACT - Tells you that this PO is in the initial stage, a new “active” order.

« COM —Tells you all the lines on the order have been received and invoiced: the PO process is
complete.

e« CAN - Tells you the PO has been cancelled.

PO Detail Lines: The PO header stage simply represents the lowest stage of any line in the detail of the
PO. The following stages related to the PO detail lines.

 ORD - This is the initial stage of an order line on a PO.

* POG - Purchase order generated means the line item is printed on a PO.
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 REC - All items for the line have been received and posted.

* INV - Items received have been invoiced and posted to accounts payable.
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PO Reports

The PO Reports option is the third option on the Purchasing main menu. Below is a list of the reports
available and a brief description.

Order Summary (option a)
Order Summary by PO Num — The report shows the PO number, PO date, vendor code
and name, buyer code, and the remaining value, which is amount you owe the vendor from
that PO. The summary here is done by PO number.
Order Summary by Buyer — Same information as above but broken down by buyer code.
Order Summary by Vendor — Same information as above but broken down by Vendor.
Order Detail (option b)
This section of reports is broken down similarly to the Order Summary section. You choose
from the various options, which include Order Detail by PO Number, Order Detail by
Buyer, Order Detail by Vendor, Order Detail by Item  Code, and Order Detail by G/L
Code.
In addition to the details you get with the Order Summary reports, you also get the
document number, reference number, required date for the items, ship-to warehouse, and
details of items ordered.
Goods Received by G/L Code (option c)
The information on this report will be sorted by the G/L accounts that the receipts affected.
Price Change (option d)
Use this report to see the price changes that may have taken place from purchase order to
A/P invoice. You can select for specific invoices, item codes, and invoice descriptions, or
press escape to select all line items where the price changed.
Direct Ship Status (option €)
This report option lists the current orders that are direct ship orders (order type — DIR or

DRW). You can use it to see where these orders are in the direct ship process via the order
stage shown on this report.
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Section Summary

Purchasing maintains information primarily on requests for items to be purchased, purchase orders
that have been placed with vendors, vendor and item catalogs, and vendor information.

Although Fitrix Financial and Distribution Applications can be installed and used independently, the
modules are integrated to provide a complete system. Purchasing is one of the distribution modules
and is tightly integrated with Inventory Control and Order Entry. Itis also closely integrated with two of
the Financial modules: Accounts Payable and General Ledger.

Setting up Purchasing includes setting up the system defaults, defining miscellaneous definitions or
reference codes, adding vendor information, and building the vendor and item catalogs.

Data flows through the following stages in Purchasing:

* REQ - Requested

e ORD - Ordered

* POG - Purchase Order Generated
» REC - Received

* INV —Invoiced

Purchase Orders can have multiple stages per line item, and individual line items can have multiple
stages. The overall order stage will always be equal to the stage of the line item that is furthest from
completing the purchasing cycle.

Requisitions can be created two ways: Requested by individuals set up as requestors on the system
or generated automatically from Order Entry for backordered items.

When backorders are created, the system automatically adds that item to a list of requested items to
be purchased. The Order Entry document number is retained as a reference to the origin of the
requests and as part of the system audit trail.

Purchase Orders can be created in three ways: Entered directly by buyers in the Update Purchase
Orders entry screen; generated automatically from requisitions, or created automatically by the Order
Entry system for Orders that are DIR/DRW or direct shipment orders.

Before items can be received, the line item stage must be POG (meaning PO has been printed).
When items received are posted, the quantity on hand is updated, backorders are released, inventory
account number is debited and inventory holding is credited until the vendor invoice is received.

Update Accounts payable invoices allows you to update the purchase order information once the
vendor invoice is received. If price changes exceed defined tolerance rates, you will be flagged at this
time. When Invoices are posted, Vendor Open Items are created in Accounts Payable. When
invoices are posted the following entries are posted to the General Ledger Activity: Stock Items (Debit
to Inventory Holding and Credit to Accounts Payable). All other item types: (Debit to Expense and
Credit to Accounts Payable).
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Lab Exercise a: Purchasing Set Up

Update Requester Definitions (PU-4-c-e)

1. Add the following requester

CODE: DH

NAME: Debbie Hines
APPROVAL: 6

WHSE: Seattle, Washington

Click on the OK button or press {ENTER} to store.

Update Buyer Definitions (PU-4-c-c)
1. Set up a buyer code for the following individual
MARNI for Marni Dunlap

Click on the OK button or press {ENTER} to store.

Update Non-Inventory Catalog (PU-4-g-a)

1. Add the following item to the Non Inventory Item Ca  talog:

Item Code: Pencils

Vendor Code: 123476

Description: Yellow Pencils

Commodity Code: Blank

Purchasing Unit: BX for box

Weight: 5 Unit:LB

Expense Account: 704000000 for office supplies
Item type: N for non-stock

Click on the OK button or press {ENTER} to store.

Update Vendor Catalog (PU-4-g-c)
1. Add the following item to the Motorola Cellular (ve ndor 123457) catalog :
MOTANT Motorola on-glass antenna

COST =$19.43
VENDOR ITEM: MAT8954
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Update Item Catalog (PU-4-g-b)
1. Add the Holley Mfg. (123466) as an additional vendo r for item GM366250 .

General Motors will remain as the primary vendor, and when necessary this item will be ordered
from Holley. Holley's price for the item is $1,275.00 and the vendor item code GM LS-6E.

2. Add Costco (123476) as an additional vendor forite  m ALP7292.

Alpine Radio Inc. will remain as the primary vendor. Costco’s cost for the items is $350.00.

Click on the OK button or press {ENTER} to store.
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Lab Exercise b: Requisition Processing

Requisition from Requesters (PU-1-a)

After you click on the OK button or press ENTER to save the Requisition, the system will assign a
document number. Please write this document number down next to the exercise so that you can
refer to it later.

1. Add the following Requisitions
Request 1: Debbie Hines has requested 15 ALP7292.
Request 2: Sue Blake (OEMGR) has requested 2 boxes of pencils.
Request 3: Create a request from Juan Carosso for item GM366250 quantity 1.
Request 4: Sue Blake has requested the following items ordered from Alpine:

Qty/ltem Code
10 ALP7292
* 10 ALP6203
* 10 ALP3566
Press {ENTER} to store each requisition entered.
2. Print Requisitions for the above requests. (Redirec  t to the screen)
3. Assign Vendors and Authorize Requisitions as the OE MGR. (PU-1- c)

Request 1 : Assign Alpine (123461) as the vendor.
Approve this request with authorization code of OEMGR

Request 2 : Assign Costco (123476) as the vendor.
Authorize the request for 2 boxes of pencils with a code of OEMGR.

Request 3 : Assign Holley Mfg. (123467) as the vendor for this request.
Request 4 : Assign Alpine (123461) as the vendor for all three items on this request.
4. Print Order Entry Iltem Requests (PU-1-e Redirectto  the screen)
5. Create Order Entry Requisitions (PU-1-f Redirectto  the screen)
6. Create Purchase Orders from Requisitions. (PU-1-d)
Requisitions are changed into Purchase Orders, any requests that have been assigned the same

vendor will be consolidated to one purchase order and the request will be listed as individual line
items.
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Lab Exercise c: Purchase Orders Processing

Purchase Orders (PU-2-a)
1. Update Purchase Order :

In addition to items already ordered, add 25 of item ACRA44T to the PO for Alpine Radio.
2. Print Purchase Orders for (PU-2-b, Redirect tothe  Screen)

Alpine (123461)

Gen Motors (123467)
Costco (123476)

Receive Inventory
1. Print expected receipts for the Seattle warehouse  .(PU-2-c, Redirect to the screen)
2. Update Items Received: (PU-2-d)

Request #1:

Alpine Order: Mark this purchase as partially received.
The serial # prefix is ALP, the first number is 900 and they are in consecutive order.

5 ALP7292
Request #2:

Holley Order: Mark this item as automatically received. The serial number is GM-366250.
Costco Order: Mark as automatically received.

3. Print Receipts Edit List. (PU-2-e)

4. Post Items Received . (PU-2-f)

Accounts Payable Invoices
1. Update Accounts Payable Invoices: (PU-2-g)
Alpine Invoice. Update the invoice clearing for this document to include the Invoice #234578.

Holley Invoice. Update the AP Invoice clearing document and add a freight charge of $24.00.
The price of this item has changed, and the actual invoice amount for this item is $1,350.00.

Costco Invoice. Update the AP invoice price to indicate the actual price was $10.00.

2. Print Edit List. (PU-2-h, Redirect to the screen)

3. Post Accounts Payable Invoices. (PU-2-i).
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