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Chapter 1

Introduction to Order
Entry

This chapter contains basic information about ¥i@rder Entry. It is meant to give
you a general picture of what Fitrix Order Entryn@i and how it is used. The sec-
tions that accomplish this are as follows:

« General description of the Fitrix Order Entryteys
« Features of Fitrix Order Entry
« Overview of Order Entry

Introduction to Order Entry 1
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Fitrix Order Entry: General Description

Accurate and timely processing of customer ordeme of the most critical functions of any busines
When a customer calls to place an order, you reebdve a lot of information that is easily accdssib
You need to see bill to and ship to addressesavhiability of the items being ordered or substitu
items if they are not, the unit pricing the custoiiseentitled to, and their shipping terms. Once dhder
is entered you need to ship and invoice the medibkarin a timely manner. Effective order processing
leads to happy customers and happy customersdemduccessful and profitable business.

The Fitrix Order Entry module when integrated witik Inventory Management, Accounts Receivable,
and Purchasing, gives you all of the functionaiby need to process customer orders quickly ang-acc
rately. It provides a comprehensive system forkiracand managing customer orders and is designed
with real time transaction updating and complefermation access. You can enter orders of manystype
guotations that can then be converted to regutigrerby merely changing the order type, drop ship o
ders shipped directly from your vendor, blanketesstthat can then be released in increments, aedit
debit memos, and returned materials orders (RMlfesh availability and pricing is checked real time.
Once the order is entered, your shipping departiweemprint picking tickets and packing lists angbsh
the order. The final step is to invoice your customnd when it is posted the quantity on handdsaed,
the open AR record for the customer is created tlaadransaction is recorded in your General Ledger

2 Introduction to Order Entry
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Order Entry Features/Functions Highlights

« Modular Integration — Direct integration with Fitrix Inventory ContrdPurchasing, Accounts
Receivable and General Ledger modules

« Order Types — Fitrix supports many different types of ordasstsas:

« QUO - used for quotations by your sales force hedd can be turned into a regular order by
simply changing the order type.

« BLO — used for blanket sales that are then releasddhipped in increments.

« REG - used for shipments out of you distributiontee You can also use this order type and
based on the line type, ship some merchandise ymmmwarehouse and the rest directly from
your vendor.

« DPS — used for drop shipments from your vendorctliyeyour customer. Using this order
type automatically creates the purchase order tio yendor.

«  RMA - used for merchandise that is being returnegdur customer.
«  WEX and WRP — warranty exchange and warranty repair

« Pricing — pricing can be set up for specific order tympgcific items, a class of items, specific
customers, or a group of like customers. The pgrézebe offered for a specific date range with
quantity breaks and can be a specific amount, @penoff list, or a markup from cost.

« Sales Kit Processing- You can define sales kits and use them duridgraentry. Component
items for a sales kit can be automatically explodig¢dng data entry on any of the sales/shipping
documents if the detail needs to be seen.

« Alias Iltem Numbers— you can set up alias code for your inventomngiehat are customer specif-
ic. This is helpful during data entry when a custorzells in an order using their item codes. After
entering their code, the program converts the togeur item code. The alias codes prints on all
sales order documents.

« Notes— when entering an order any customer notes, stgjpmtes, and credit notes automatically
display for the user to review. You also have thiita to enter order specific notes that will pgrin
on the sales order documents you specify.

« Credit Checking — if the customer is flagged as on credit holdj wall be informed of this and
the order cannot be entered.

« Profitability Check — you can set either globally or by item the reegliprofit margin needed. If
the price entered is below this you will receiweaning message. A price variance report is also
available that lists any items sold below the resgliprofit margin along with the customer code
and the user that entered the price.

- Availability Check — you have access to the quantity available flerisaall of your distribution
centers on one screen.

« Multiple Warehouse Shipments— you have the ability to ship a single order frowiltiple ware-
house locations.

« Backorder Fulfillment — receipt of vendor purchase orders automatiiiligustomer
backorders.

« Lot/Serial Number Tracking — during the invoice process you will be prompizeénter the seri-
al or lot number for any items flagged as lot atadeiumber controlled. This data is stored in an

Introduction to Order Entry 3
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audit table which can then be viewed so that yaakwhich customers purchased which serial or
lot #s and when.

+ Interface with Federal Express Ship Manager and UPS$Vorldship — Fitrix Order Entry pro-
vides the shipping address for the Federal Expo@S/software, acquires the freight charge, up-
dates the order status and tracks the progres® ahipment. This will allow the customer to
know their costs and provide them with real-timreecking information.

« Credit Card Processing- Fitrix Order Entry has a built in interface faedit card processing.
Those customers that pay by credit card have tther @uthorized as soon as it is stored and the
transaction settled with their financial institutiapon invoicing.

4 Introduction to Order Entry
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Overview

Before You Begin

Before you can enter transactions into Fitrix Ofletry, you must first complete some set up st8ps.
up is the process by which you enter all of therimfation required to begin entering customer oraers
the system. Setup includes entry of basic “contirdtirmation that the program needs to run, enfry o
your Chart of Accounts and related company inforomatand entry of special Order Entry reference in-
formation.

Fitrix Order Entry activities can be divided into¢e broad categories: order entry setup, order pro
cessing, and report production. Each activity samted with a specific menu option, and thes®ogt
are listed for quick reference in this overviewtset

Setup
There are two aspects of setup: Company Setup aaletspecific setup (in this case, O/E setup).-Dur
ing setup, you enter all of the information thetegs references as transactions are recorded.

Company setup includes entering basic control médion that the programs need to run, such as compa
ny information, and administrative information. $iasic setup information is covered in Gwiting

Sarted with Fitrix

User Guide.

Module-specific setup is required for each module ave installed. The following options, accessed
from the Setup Order Entry menu, are used for eefee file setup in the order you use them:

« Update Order Type Definitions

« Update Line Type Definitions

- Update Alias Definitions

+ Update Kit Definitions

« Update Discount Definitions

« Update Special Price Defaults

« Update Debit/Credit Reasons

« Update Tax Definitions

« Update Commission Definitions

« Update Salesperson Definitions

« Update Warehouse Definitions

- Update Payment Methods

« Update Shipping Terms

« Update Ship Codes/Services

Introduction to Order Entry 5
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« Update Staging Area Definitions

« Update Split Payment Terms

« Update Commission Reductions

« Update Customer Information

« Update Ship To Information

« Update Order Entry Defaults
The steps in reference information setup involviéoog on the Setup Order Entry menu and one of its
submenus, the Update Order Definitions menu. Thptens allow you to set up (and update) special
codes and definitions, customer and ship-to inféiomaand the order entry defaults, all of which eef-

erenced on a regular basis when entering and miogesustomer orders. These steps are described in
detail later in this manual.

Transaction Processing

After setup is complete, you can begin entering@ogdessing order entry transactions. For all tydes
customer orders, the steps in this process comesjpooptions found on the Order Maintenance Menu.
Debit and credit memos are also created usingmgtio this menu. In general, regular order mainte-
nance involves entering and acknowledging custaraers, printing picking tickets and updating pitke
amounts, updating shipped quantities, printing pagklips, and creating and printing invoices, finig

an edit list, and posting invoices. These step®atined as follows.

« Update Customer Orders and Returns

« Print Order Acknowledgments or Quotations
+ Print Picking Documents

- Update Picked Quantities

« Print Shipping Manifests

- Update Shipped Quantities

« Invoicing programs

« Update Backorder Received

« Print Order Entry Edit List

« Post Order Entry Documents

6 Introduction to Order Entry
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Reporting

Reports available through Order Entry:
« Order Status Reports

Print Open Order Summary

Print Open Order Detail

Print Salesperson Summary

Print Salesperson Detalil

Print Open Order Item Summary
Print Open Order Item Detail

Print Customer Order Summary
Print Customer Order Detail

Print Order Entry Journal

Print Order Status and Description
Print Blanket Order Release Status
Print Blanket Order Expiration Report

« Credit Card Report

Orders Pending Authorization
Credit Card Orders Declined

Print Credit Card Information

Expired Credit Card Report

« Sales History Reports

Daily Sales Register
Product Summary
Product by Date Summary
Product Detail

Customer Summary
Customer Detail
Salesperson Summary
Salesperson Detalil
Salesperson by Product
Serial/Lot Number History
Price Variance
Commission by Salesperson
RMA History Report

« Print Order Definitions

Print Order Entry Defaults
Print Order Type Definitions
Print Line Type Definitions
Print Alias Definitions

Print Kit Definitions

Print Discount Definitions
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Print Special Price Defaults
Print Debit/Credit Reasons
Print Commission Definitions
Print Salesperson Definitions
Print Warehouse Definitions
Print Payment Types

Print Split Payment Terms

8 Introduction to Order Entry



Chapter 2

Setup Order Entry

This chapter covers the programs you use to stteu@rder Entry module. It is as-
sumed that if you are reading this chapter forsetference, you have already done
the basic Company setup that is required beforecgouset up any Fitrix module.

For a more complete discussion of the Company seag®etting Sarted with
Fitrix.
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Setup Order Entry Menu

This menu provides options for setting up your @igetry reference and default information.

T~ Dev5.40 Database: sample Printers: Lexmark2/Dell Laser Printer 1710n [= .-
File ‘Vigw Execute Setngs Help

demEaa

Dev 5.40

[SESMEIEIN 3 sales Order Management

= 2iteml B 1 sales ERERRe
£ 3 Sales & 2 Sales (=ERNeILEEN 4 Setup Order Entry

- i ﬂ Exit 5 2 Order'; & a Update Order Entry Defaults :
£ 5 Production Managem &= 3 ssias [ o print Order Ent Defaufte

& Copyright 2010
Fourt eration
Software Solufions, Inc.

m

[Z! b Print Order Entry Defaults

6 Production Plannin =
=] 9 &= 4 setp B c Update Order Definitions

7 Customer Relationsh cp
in O] Bt 5 o Print Order Definitions

= 8 CenerallAdministration

@ e Update Customer Information

A e i

[E f Update Ship To Information
= h Credit Card Processing
& | Update Carrier Information
4] Bxit
| Status Idie |

The Order Entry Setup Menu provides options foratind) and printing order entry defaults, and updat-
ing customer and ship-to information. Submenus ssamthrough options ¢ and d allow you to update
and print a number of system definitions such aska@use codes, tax definitions, order types, discou
definitions, and payment methods.

The "Update" menu options are used to setup andtaiaireference tables. Reference tables store info
mation that the system regularly uses, which ia tecessed by using the reference code.

Update Order Entry Defaults

This menu option allows you to setup default valieeshe Order Entry system, default values that ar
used throughout the Order Entry system, rather tihage associated with a particular customer, ware-
house, or other specific reference information. Wahthe default entries on this screen are codessgt
up in reference files using the other menu optmmt¢he Setup Order Entry menu, below Update Order
Entry Defaults, so you want to set up the necessdeyence files and information before you sethe
defaults file. For example, before you can entéefault warehouse code, it must have been defirzed
Update Warehouse Definitions.
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The Order Entry Defaults screen:
= Update Order Entry Defaults

File Edit View MNavigation Tools Actions Help
OB @i A B0hEM @0
A ¢ PO 6 O & 9

Find Prev Mext Add Update Delete Browse Options

Ship Terms: PREPAID | Order Type: REG Line Type: STK 4| InvStage: PIC Initial Order Stage: NEW
Terms Code: A L Due Days: 30 Payment: AR X Hold Release Auth:
Profit Approval Required: Profit Override Approval Code! Req. Profit%:: 15.00
Use Department: Ship Type: OTHER Restock Fee%:

Auto Create PO for Backorders:

Account Numbers
Sales: 400000000 |% AfR: 1100 . Inventory: ) |#,| Restock Fees: .| Trade Disc,: 100
Cash: 100000000 (%) Cost of Goods: 500000000 Freight: Credit Card: 1100 Scrap: 520000000 | %,
Taxes
Freight Compute Tax: Discount: Tax: MOTAX W MO TAX
Document Printing Defaults Streamline Order Entry Setup
Print Notes On: Adk: Pick: Ship: Invoice: Update Customer Orders:  Print Pick Ticket: Create Invoice:
Kit Expansion On! Adk: Pick: Ship: Invoice: Update Picked Quantities: Print Packing List: Create Invoice:
Update Shipped Quantities: Print Packing List: Create Invoice:
Create Auto Invoices: Print Invoice: Post Invoice: Print Post Report:
Update Invoices/Memos: Print Invoice: Post Invoice: Print Post Report:
Update Backorder Released:  Print Pick Ticket:
System Numbers/Batching
Doc/Order Mo.: 1432 Invoice MNo: 218
Post No: 300 Truck BOL No: 842
Require Approval to post?; Approval Code:
Batch Invoices?:

When you enter orders and other transactions \tera automatically assigns default values to sofme
the information fields. The default values ncayne from a number of different places, dependimg
the type of data. By automatically filling fieldsttvdefault data the system saves the user frorimbde

enter information for each transaction. You camavite most default values by simply entering tiee d
sired value.

The data in the Order Entry Defaults screen isumigp each company’s database. Notice that therOrde
Entry Defaults screen contains only one docur(tertscreen displays (1 of 1) at the bottom of the
screen). Therefore, the commands on the commamadpprare disabled, with the exception of Update and

Quit. For example, you cannot Use Find because fsesnly one document to find and it shows up au-
tomatically.

Note

If your system is setup to run more than one compyou must enter defaults for each company.

The Order Entry Defaults serve contains the foltapields:
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Warehouse
This field allows you to define a default wareholsmtion for orders entered in the system.

« Zoom to select from the current list of defined @@yuse codes

Credit Reason

The Credit Reason field provides a default explangor credit memos. When entering a credit
memo, you have the opportunity to enter a codegkgliains why the credit memo is being created.

- Zoom to select from a list of currently definedditeeason codes.

Debit Reason

The Debit Reason field provides a default explamafibr debit memos. When entering a debit memo,
you are given the opportunity to enter a code éninig why the debit memo is being created.

« Zoom to select from a list of currently defined tlebason codes.

FOB Point

Use this field to enter the default free on-boasthpfor freight; that is, the point at which theyker
assumes ownership and liability for items on areord

Ship Via
Use this field to enter the default ship via thdt e used in sales order entry.

« Zoom to select from currently defined ship viaesd

Shipping Terms

This field stores the default Shipping Terms usedtctistomers that do not have specific shipping
terms set up at either the ship-to code level staruer code level. The code entered here must have
previously been set up through the Update Camiferination Program. Zoom is available.

Order Type

When entering a new order, this field provides fadeéfor the Type field on the Customer Order. The
code must have previously been setup through tliatéOrder Type Definitions option on the Up-
date Order Definitions Submenu.

« Zoom to select from currently defined order types.

Line Type

This field stores the default for the Typ columrihie detail section on the Customer Order. The code
entered here must have previously been setup thriihiegUpdate Line Type Definitions option on the
Update Order Definitions submenu.

- Zoom to select from currently defined line types.

Inv Stage
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This value determines what order lines are readhetmvoiced by the Create Automatic Invoice pro-
gram.

« If you print picking tickets and then want to ingej set this value to ORD.

- If you use the Update Picked Quantities programthad invoice, set this value to PIC.

« If you use the Update Shipped Quantities progradithen invoice, set this value to SHP.
Initial Order Stage

Valid values are NEW and HLD. When ordessiaitially entered the stage will
default to whatever value is found here.

Terms Code

This value is not functional. Due Date is calculdbased upon the terms code.

Due Days

This value is not functional. Due date is calcudatased on the payment terms code.

Payment

The Payment field provides a default payment metbodustomer orders. The Payment Method file
is maintained with the Update Payment Type optiothe Update Order Definitions Menu.

- Zoom is available to select from currently defipegyment methods.

Hold Release Auth

Enter the password that must be used to changdabe sn the purchase order
from HLD to ORD.

Profit Approval Required

Check this box if approval is required to sell bekhe minimum profit required.

Profit Override Approval Code

Enter the code that must be entered to approviegéklow the minimum profit required.

Req Profit %

This is the required profit percent your comparguiees on all items sold. If a user enters a poite

an order and the profit percent is below this valliey will receive a warning message. You can also
set up a different required profit percent at thenicode level. Entry in the field is not mandatory
Use Department

You enter Y or N in this field to determine whetloemot you want to use department numbers when
posting to revenue and expense accounts, and vadstingto asset and liability accounts. To use this
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feature, department codes must have been setthp Dompany file. The Company file is maintained
with the Update Customer Information option on 8stup Company Menu.

Ship Type

Use this field to enter the default ship type useskles order entry..

- Zoom to select from currently defined ship types.

Restock Fee%

Use this field to enter the default restocking feecentage. This is the percentage of the ? pdse/

that

is charged if an item is returned and restocked.
Auto Create PO for Backorders

Check this box if you want to be prompted to agatirchase orders to your vendors for any short

items that go

to backorder (line stage = BKO) when you enter senk sales orders.

The account numbers section contains the followigigs:

14

Sales

The Sales account is your general sales incomeauatdbInventory Control is installed, the sales a
count from the Fitrix Inventory Control Defaultéefis used, rather than the account entered héire. A

AR

This field stores the default Accounts Receivalsleoant used on orders for customers that do not
have a specific A/R account in their Customer file.

Inventory

This field is used only if you are also using thedntory Control module. It stores the default imve
tory (asset) account that is decreased when ybingehtory items.

Restock Fee

This is the revenue account number used for angakiag fees you may charge your customers for
merchandise that is returned via an RMA order type.

Trade Disc.

This field stores the default account number usgthd order entry for posting trade discounts al-
lowed to customers.
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Cash

This field records the default account used fottipgsorders that are paid in cash.

Cost of Goods

This field is used only if you are also using thedntory Control module. It records the defaultiCos
of Goods Sold account that is increased when yiitesms.

Freight

This field contains the default freight sales astawsed for posting freight charged to a customer.

Credit Card

This field stores the default account used foripgsbrders that are paid by credit card. Typicétig
is the same as the cash account.

Scrap

This is the default account increased when invgritems are damaged and cannot be re-sold. It is ei
ther a contra asset or a cost of goods account.

The Taxes section contains the following fields:

Freight Compute Tax

This setting defines a default for whether or matdmpute sales tax on freight charges. Check this
box to allow tax to be computed on freight amount.

Discount Freight

This entry is the default value for whether or matle discounts are applied to freight chargesciChe
this box to
allow trade discount to be applied to freight antoun

Tax
Enter the default tax group code that was set iduittilevel tax.
The Document Printing Defaults section containkli¢hat control where the various order entry sote

and kit
expansions print.

Print Notes On

Check each of these four boxes (Ack, Pick, Shigpilce) to indicate whether order notes entered dur-
ing order entry should be printed on the order askadgement, picking ticket, shipping manifest, or
invoice.
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Kit Expansion On

Check each of these four boxes (Ack, Pick, Shigpilte) to indicate whether the "expanded" version
of any kits ordered should appear on the order@gledgement, picking ticket, shipping manifest, or
invoice.

The Streamline Order Entry Setup section contaalds that control when pick tickets and invoices a
created. The set up here shows that the userevfbmpted to print a pick tick when the salesoid
stored and create, print, and post the invoice timeénvoice record is created (either manuallyhwlie
Update Invoice/Memo program or automatically whk Create Auto Invoice program). Because the
Print Post Report box is not checked there wilhbéiard copy of the posting report produced alter t
invoices have been processed. The user will algiydmapted to print a picking ticket when backorders

on

sales orders are filled

Streamline Order Entry Setup

Update Customer Orders:  Print Pick Ticket: Create Invoice:

|Update Picked Quantities: Print Packing List: Create Invoice:

|Update Shipped Quantities: Print Packing List: Create Invoice:
Create Auto Invoices: Print Invoice: Post Invoice: Print Post Report:
|Update InvoicesMemos: Print Invoice: Post Invoice: Print Post Report:

Update Backorder Released:  Print Pick Ticket:

The System Numbers section of the screen containes that are used by the system to automatically
number reports and transactions. Although the systaintains the numbers, incrementing each by 1
whenever it is used, you can modify the valueshtnge the starting numbers.

16

Doc/Order No.

This field stores the last "document number" assigio an order. Document numbers are used by the
system as a unique key to identify transactions. fltmber is assigned when you enter and save an
order and may not be changed. The document nurhbatdsnot be confused with the Order Number,
which is an optional number assigned by you totifiethe order. If you do not assign an order num-
ber, the system uses the document number as theltdefder number.

If you intend to use the automatically assignedordimbers, you should set the value to the number
preceding the first number you want: for examglgpu want the first order to be numbered 2000, en-
ter a value of 1999. If you do not intend to usedbcument numbers as order numbers, it is best to
set this field to 0.

Invoice No.

The Invoice No. field is used to assign the stgrdncument number to invoices. The value in this
field is used only if the Fitrix Accounts Receivalgackage is NOT installed. If A/R is installed on
your system, the first invoice number is retrieftenin A/R, and is set to 1000 in the system. See& you
system administrator if you want to change the@gg A/R document (invoice) number.
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Like the order document number, the invoice documember is assigned as the Invoice Number if
you enter nothing in the optional Invoice numbetdi Invoice document numbers are assigned when
you print invoices. You may specify Invoice numbetsen you create the invoice and also when you
print the invoice.

Note

It is possible to change any of the System Numakeasy time. However, to maintain the
integrity of audit trail information, do not chantfee Document/Order No. after order
have been entered or the Invoice No. after invdiga® been printed.

Post No.

This field is used to number posting reports ciekaethe Post Order Entry Documents option of the
Order Maintenance Menu. These numbers help yoatl and organize the posting reports. The
starting number is usually set to 0 at setup time.

Truck BOL No.

This is a display only field. This number is autdioally assigned when the sales order is enterdd a
prints on the bill of ladingThe beginning truck bill of lading number for yaxompany should be en-
tered on this screen.

Require Approval To post?

Check this box if Order Entry batches require managnt approval to post.

Approval Code:

If approval is required, enter an approval codés Value will not be visible. This is the approcalde
the manager will need to enter.

Batch Invoices:

Check this box if Order Entry invoices should beqassed in batch by User ID.

« See the section ddatch Processingn theGetting Sarted with Fitrix manual for more
information on batch processing.

Print Order Entry Defaults

After you set up your defaults via Update Ordemgitefaults, you can use this print program to fpain
copy of the default settings.
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Update Order Definitions

This menu option leads to the Update Order Defingisubmenu. The options on this submenu allow you
to setup, define, and update special codes, defisitand defaults that are used on a regular bédnss
entering orders.

The Update Order Definitions Sub-Menu:

File View Esecute Settings Help

Jem=zmE

B 1 Financ
& 2 temM & 1 Sales
& 3 Sales By 2 sales &1 Drderl

RO Rl =V - paate orgerDefinitions |

& 5 Production Managem o 3 gojeq

&= 6 Production Planning & 4 Setup

B 7 CustomerReIaﬁonsr;ﬂ Exit

[Z b Print ¢ [E] a Update Order Type Definitions

& ¢ Update & b Update Line Type Definitions

5 d Print € & ¢ Update Alias Definitions

@ p Update Staging Area Definitions
= g Update Multilevel Tax

@ r Update Split Payment Terms

= 8 GenerallAdministration

o] Exit

& e Updat
[E f Update

[El g Update Kit Definitions & s Update Commission Reductions

@ & Update Discount Definitions g t Special Price Date Update
B h Credit
& i Update

§§_[ Exit

E f Update Special Price Defaults
@ g Update Debit/CreditRMA Types
[Ej h RMA Reason Maintenance

[E i Update RMA Status

E} | Update Commission Definitions
E! k Update Salesperson Definitions
(=]
=
=
@ o Update Ship Codes/Sernvices

©f Exit

| Update Warehouse Definitions
m Update Payment Methods

n Update Shipping Terms

You use the options on this submenu to set up aidtain most of the definitions and reference infor
mation. Most of this information is set up when yoitially install O/E, but as your business groavsl
changes you will periodically add new informatiordaipdate existing information via the options lois t
menu.

Update Order Type Definitions

This menu option is used to setup and maintairdifier Types information. You can setup new order
type definitions based on the order types previodsfined by the system (like types).
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ri Update Order Type Definitions
File Edit View MNavigation Tools Actions Help

OB @ Uik

Order Type: REG
Description: Regular Order

Like Type: REG

Attach to Base Sales Order Mot {_|

Allow multiple Debit/Credit/RMA Types: [

Regular Order

Process Controls
Is this @ Master Order?
Is this a Reference Crder?
Are acknowledgements printed for this order type?
Are picking tickets printed for this order type?
Are packing slips printed for this order type?

| & = =

| & = & |

Is payment method reguired at the time of arder?
Are customer PJO numbers required at order time?

Iz the FOB required at the time of order?

15 the ship via information required at order time?

EEE

Is salesperson required?

Fixed Price?

Indude in Customer Credit Check?
1of1

(@ox | [i4canca |

Check to be prompted for a previous sales arder during order entry,

A BUERE 9O

== EE =)

The Order Types screen contains the following §ield

Order Type

This field stores a unique three-character ordee tyode.

Description

You enter a description of this order type (up@ccBaracters) in this field.

Like Type

The Order Entry programs recognize several orgersyEvery new order type must be "like" one of
these recognized types. Order Entry recognizefotloaving types:

« REG-regular order
« CRM-credit memo
- DBM-debit memo
+ QUO - quotation

+ DIR - direct or drop shipment from vendor
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- DRW- direct shipment from vendor that is first rizegl into your distribution center and then
shipped to customer.

« RMA- returned materials authorization.
«  WEX — warranty exchange

«  WRP — warranty repair

« BLO - blanket sales order

 REL - release from blanket sales order

Attach to Base Sales OrderNo:

If this order type will be used to enter ordersriew shipments then do not check this box. For RMA
type orders that will be based on existing saldemcheck this box and you will be prompted tocele
the original sales order number (and select itdraswere shipped on that original sales order num-

ber) when processing the RMA.

Allow Multiple Debit/Credit RMA types

When entering an RMA you must select the type ofARMs. This value will be stored with all detail
lines on the RMA. If you wish to allow for multiptgpes (ie- one line is being returned to stock and
one is being scrapped) then check this box.

Is this a Master Order?

This is reserved for future use.

Is this a Reference Order?

This no entry field is checked if the order typaigeference order, and not checked if it is natefA
erence order cannot advance beyond the "NEW" sBagmuse the order lines cannot advance, pick-
ing lists won't be printed, items won't be shippadd nothing can be invoiced. You can change a ref-
erence order to one of the regular order typesytime.

Are Acknowledgements printed for this order type?

In this field, indicate whether or not you wantdtjuired to print an acknowledgement for this order
type.

Are picking tickets printed for this order type?

Check if you want picking tickets to be printed fbis order type or don’t check if they should not.

Are packing slips printed for this order type?

Check if packing slips should be printed for thider type or don't’ check packing slips need not be
printed.

Is payment method required at the time of order?

This is reserved for future use.
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Are customer P/O numbers required at order time?

Indicate by checking this box if customer purchasker numbers is required at the time of order en-
try.

Is the FOB required at the time of order?

The entry in this field indicates whether or na fhlee on board point information is required at th
time the order is taken.

Is the ship via information required at order time?

Check this box if the shipping carrier informatigrrequired at the time of order or don't check i§
not required at the time of order.

Is salesperson required?

Check if it is required that a salesperson be assigo the order.

Fixed Price?

Check this box if the price of the item being proeldi by a production work order (line type MTO or
MTN) should be fixed and not rolled up from thé&cps on the work order,

Include in Customer Credit Check?

Check if this type of order should be included whi@morder entry program calculates total amount
due from the customer and compares this to theditclimit to see if the order should be placed on
hold.

Update Line Type Definitions

Update Line Type Definitions allows you to setupeltype definitions based on types already defined
the system. Line types are used to describe theidiudl line item types within an order. An exampde
stock versus non-stock items.

The Line Item Type screen:
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L Update Line Type Definitions

File Edit WView Mavigation Tools Actions
@E &g
4 @ @ 9 O @ @&

Find Prey MNext Add Update Delete Browse

Line Type : STK

Description i STOCK ITEM

Like Type 1 STK STOCK ITTEM
Stock ITtem ki

Allocate Inventory: ¥
Stage To Backorder:
Description Update: ¥
Price Update 5K 2

1of1

Help

A BA0EREM @

== | R 2=

Similar to the order type definitions, any new ligpe definitions must be "like" one of the predefi
system line types. You can define any number of Inestypes to meet the needs of your company.

The Line Type screen contains the following fields:

Line Type

This three-character field stores the identifyingle for the line type.

Description

You can enter a short description (up to 30 charagfor this line type.

Like Type

Because the Order Entry program recognizes a nuafbiee types, every new line type must be

"like" one of the pre-defined types. The pre-ddiitiae types are as follows:

« STK —stock items are the items you stock in inventorihieWyou enter a STK line type, you are
telling the program to commit items for this ordEhis does not actually reduce the amount of in-
ventory, it just reduces the amount available &e ®n subsequent orders for these items. The

amount on hand is not reduced until the orderijgpsl and posted.

« NON —non-stock items are not part of your stocked inegnbut are items you can readily order
from your vendors. When you use this line typee,itam will go on backorder. If you have Pur-
chasing installed, a requisition can be createtbd@kordered items which in turn will create a

vendor purchase order.

« STN —stock treated as non-stock are items that you stogur inventory, but you want to ship
them directly from your vendor rather than picknfrgour inventory. The line type for direct or

drop ship orders default to STN.
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+ SUR —surplus items are treated like STK except thaudage history is not recorded. Usage his-
tory is used to calculate usage rates for inventeplenishment and surplus items are generally
discounted so the stock will move quickly. You #fere do not want the purchasing department
looking at usage rates based on sales historyfpius items because they may think they need to
buy more.

« FOU —found items are available for sale but are notiarynventory. These can include office
furniture, computers, or anything you want to it isn’t kept in inventory. Found items are
treated as non-stock but do not create backorders.

- DRN —direct ship non-stock are treated like non-stoeki except that a purchase order will be
automatically created to your preferred vendoresithese items will ship from the vendor.

« DRS -direct ship stock are treated like stock items pktieat a purchase order will be automati-
cally created to your preferred vendor since tligesas will ship from the vendor.

« KIT - kit line type is entered with a kit code that ards to show all the line items that make up
the kit. This line type is not a defined line tyipehis screen program.

« CAN —cancel is used to cancel the order line or patti@line. Any inventory allocated is de-
allocated. You cannot cancel a line item oncestiigached the SHP stage. This line type is not a
defined line type in this screen program.

« MTO — make to order. Use of this line type will creatgraduction work order. Once the produc-
tion work order is completed the line stage wilhnge from NEW to ORD as it is now ready for
shipment.

« MTN — make to order non stock. Use of this line typéd evikate a production work order. Once
the production work order is completed the lingstaill change from NEW to ORD as it is now
ready for shipment.

Stock Item

This non entry field contains a Y if the item numizecompared to the inventory file to see if this
item is in stock; N if the inventory is not refecenl.

Allocate Inventory

This non entry field contains a Y if the stock ieare committed; N if the stock is not committed.

Stage to Backorder

Enter Y in this field if you want this line type o to backorder stage [BKO]. This is for non-stock
and stock treated as non-stock like types; N if gon't want this line type to go to [BKO].

Description Update

Enter Y in this field if you want it to be okay tpdate the item description for an item of thiglin
type; N if you don’t want the description changed.

Price Update
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Use this field to indicate whether or not the udasuld be allowed to override the unit price when e
tering an order. Enter Y if the user should beabloverride the unit price; enter N if the udevdd
not be allowed to override the unit price.

Update Alias Definitions

This menu option enables you to setup and maithairlias file were you assign the customer’s inven
tory codes to your own in house codes. This wayoooers can order items based on their own inventory
codes and you can stock and ship items using yolwluise codes.

The Inventory Item Alias screen:

'~ Update Alias Definitions |- || G|
File Edit Wiew MNavigation Tools Actions Help

OB U UhEEA BORM QO
A G Q0 O 0 &

Find Prev Mext Add Update Delete Browse

Alias; MUFFLER.
Inventory Item Code: FM4510
FLOWMASTER. 4310 MUFFLER

Customer Code: 10
Business Mame: FISHERS SUPPLY

50f6

With aliases, you can enter the customer’s itened¢odhe Item Code column in the detail sectiothef
Customer Order. This item will then be replaced/byr in house item and the customer’s code is dis-
played in the Alias field and will print on all §fing documents and invoices.

The Inventory Item Alias screen contains the follayfields:

Alias

Use this twenty-character field to record the comids inventory item code. This is the code the cus
tomer uses to order an item, based on his or keniory system.

Inventory Iltem Code

This twenty-character field stores the inventoeyritcode your company uses in-house when customer
orders are entered.
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« Zoom is available to select inventory item code.

Inventory Item Description

Once you enter a valid inventory item code, itscdption is displayed on the two lines beneath the
code. This description allows you to verify thatijmave entered the correct item code.

Customer Code

This twenty-character field stores the code fordhstomer for whom you are setting up the alias
code.

« Zoom to select from currently defined customers.

Note

If you leave the customer code blank, this is dala@lias meaning you can use it when
entering all orders regardless of the customer csdd for the order.

Business Name

Once you enter a valid customer code, the busimas® for that customer comes up in this field.
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Update Kit Definitions

Through this menu option, you setup and maintaérkt Definitions information. Kitting allows youot
group any number of inventory items that are comynsold together under a single kit code.

The Kit Definitions screen:

' Update Kit Definitions = @
File Edit View Mavigation Tools Actions Help
OB O ULHEERA ALEBMN C00EDH & 00
a0 Q00 06 9 &\
Find Preyv MNext Add Update Delete Browse
Kit Code: BOOMER Kit Desc:  ALPIME AM/FM/CD + AMP &2
: SPEAKERS
[tem Code Descaiption Cuantity SEL | Inc.Pre?
Al P3566 ALPIME (R} 6 CHAM AMP 1.000 EA Y
ALPG203 ALPIME 6X9 THREE WAY SPEAKER 2000 EA Y
ALP7292 ALPIME 7292 REM. AM/FM/CAS 1000 EA Y
SOMX53011 SONY X5-3011 51/4 CO-AX SPKR 2000 EA Y
2o0f4

You can use kit codes when entering customer arttetbe detail section of the screen, you entdr &
the line type in the Typ column and then enteithié€Code in the Item Code column. The kit item code
"explodes" and all items in the kit are displayedhe detail section of the Customer Order. Depandi
on the entries in the Order Entry Defaults tatiie, kit will be expanded and all kit items displayed

not) on acknowledgements, picking tickets, paclsligs, and invoices.

The Kit Definitions screen contains the followinglds:

Kit Code

This field stores the unique code (up to 15 chararthat you assign to identify the kit.
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Kit Desc

Two 30-character fields allow you to enter a bde$cription of the kit.

Item Code
Use this column to enter the inventory item codeefich item you want to include in the kit.

« Zoom to select an item code.

Description

When you enter a valid item code, the descriptispldys next to it. These are descriptions entered
Inventory Control.

Quantity

This column stores the quantity of this line itdrattyou want included in this Kit.

Price

Enter "Y" if the line item’s price should be incledl in the price of the kit; enter "N" if $0.00 slau
be used as the line item’s price in the kit. THfers flexibility in kit pricing. For example, yomight
sell both tires and wheel rims individually, as M&s the "kit" consisting of a tire and rim soldjéh-
er. When the rim is sold as part of the kit, youldenter "N" in the Price column for the rim; ifi e
fect, you would sell the tire at the regular précel include the rim "free of charge."

Update Discount Definitions

This menu option is used to enter and update ceskd to calculate the selling price of an item.

These discount codes are used as follows:

« If you insert the discount code in the customeoréor the customer’s ship-to record, this dis-
count will apply to all items on the order that batie “Subject To Trade Discount” field set to
“Y”. For example, if the order is for $1,000.00 ahe customer record has a 5% discount code,
the net order will be for $950.00

« You can also use the discount codes as a custdassrio the Special Pricing program. This effec-
tively groups a class of customers together sothtegt receive special pricing based on their class.
For example, you can set up a discount code wittr@ rate, use this code as a customer class in
the Special Pricing program, and assign specifieprto specific items that customers with this
class code in their customer or ship-to record reiteive.

The Discount Definitions screen:
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' Update Discount Definitions
File Edit View Mavigation Tools Actions Options Help
OB & A ALEBEM 90
CommRed
A e 90 0 9O &\
Find Prey Mext Add Update Delete Browse
Code: WHLSLE
Desciption: WHOLESALE DISCOUNT
Rate: 10,000
Type: DISCNT

MARKLUP - In Order Entry only, adds rate to average unit cost to compute selling
price,
MARKDN - In Purchasing only, subtracts rate from purchasing unit cost to compute
purchase price.

Quantity discounts are ignored,

Quantity discounts are ignored.

DISCNT - Computes trade discount amount on price as entered or computed.

50f5

The Discount Definitions screen contains the foltayfields:

Code

This is the unique discount code, which can beougix characters.

Description

In this field you enter a brief description of tiscount code.

Rate

This is the percentage rate applied to your ligtepto determine selling price or trade discourawH
that percentage is applied depends on the entheifiype field described below. The rate entered

represents a direct percentage, i.e., 5.00 indidate percent.

If Fitrix Inventory Control is installed, and them’s “subject to trade discount” flag is set td’‘te
rate applied to the price of an inventory itemgésin the Item Warehouse Detail.
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Type

Enter the type of discount definition the code #sdate represent. The type determines how the dis
count is applied. The valid entries for this fiale as follows:

«  MARKUP —the percentage associated with this code is apiéhe average cost (stored in the
Inventory file) multiplied by its sell factor tcetermine the amount to add to that cost to sef-a se
ing price for an item.

« MARKDN - this type of discount is not currently used iderentry or purchasing.

« DISCNT-this results in a discount being computed foitaths on an order that are subject to
trade discount (the Subject To Trade Discount fielthe Inventory file is set to Y or N for each
item in each warehouse that stocks the item). disisount is computed based on the price of the
item after any quantity discounts have been conthf@uantity discounts may be setup in the In-
ventory file for each item in each warehouse thatks the item).

Note

In the Order Entry Defaults screen, the entry anBtiscount Freight field determines
whether or not you calculate discounts on freidiarges.

Update Special Price Defaults

Update Special Price Defaults enables you to satdpmaintain the Special Price information, whigh i
used to give special pricing on orders based dmiogiactors. This price overrides the inventosy prrice
stored for an item in Inventory Control.
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=4

r: Update Special Price Defaults iﬂ
File Edit View MNavigation Tools Acticns Help
OB U ik A BB H0Q0EDE Q90O
A e 900 0 9 &\

Find Prev MNext Add Update Delete Browse

Description: BUY 4 OR. MORE FOR. .92

Level: 1 Date Range: 01f01/2007 14| to 01012030 |1
Order Type: i
Ttem Code: CHAMPCI14 2| EA |@| CHAMPION (R) C3-14 SPARK PLUG
Item Class:

Customer Code:
Customer Class:
Warehouse Code: A
Discount Type: A (Code, Discount, Markup, Amount)

P P
oy oge

Quantity

4,000 0.930

Amt{Pct

12 of 16

sl

When entering an order, once you enter an item,dbdesystem finds all pricing documents (records)
that match any of the following factors relatedthe order:

Order type

Item code

Item class
Customer
Customer class
Warehouse Code

Date range criteria

In addition, price level allows you to put in arvéoriding” price record and date range allows you t
specify the period during which the override iefive. The detail lines contain the quantity/pticeak
information.
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When the correct pricing document is selectedptider quantity is matched with a quantity foundhia
price levels detail. Information displayed in thécE Levels detail changes depending on the entry i
Discount Type.

The Price Levels screen contains the followingifiel

Description

You can use this thirty-character field to entériaf description of the pricing record.

Level

Arbitrary pricing levels 0-9. The system selects tbcord in the group with the highest level. jHric-
ing scheme has a low priority, assign it a lowembar. If it has a high priority (ie: it should oviele
other pricing matches), then it should be assignkijher number.

Note

You can set up special pricing based on entri@ninone of these fields or a combination of en-
tries in these fields, e.g., regular order typey ona combination of regular order types and spe-
cific item code.

Order Type
Use this field to enter an order type code if yantva special pricing record based on order type.

- Zoom to select an order type.

Item Code

Use this field to store an item code if you wargggl pricing based on certain inventory itemsgolfi
are basing your special pricing on Item Class, (ite Item Class field is filled in) you would nwaint
to use this field.

« Zoom to select an item code from inventory.

Item Class

Use this field to store an inventory class if yoanivspecial pricing based on item class (item dlass
an item is defined in Inventory Control). If youedrasing this special pricing on item code (ltem
Code field is filled in), you would not want to uges field.

« Zoom to select an item class.

Customer Code

Enter a customer code if you are creating a sppaigihg record for a specific customer. You caa us
this field alone or in conjunction with the Item d&oor Item Class fields. If you are basing yourspe
cial pricing on customer class (Customer Class fefilled in), you would not want to use thislfle

« Zoom to select a customer code.
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Customer Class

Enter a customer class code for special pricingdas customer class. You can use it alone or in
conjunction with the Item Code or Iltem Class fieldyou are basing this special pricing on custome
code (Customer Code field is filled in), you woulot want to use this field.

« Zoom to select an entry for this field.

Warehouse Code

Enter a warehouse code for special pricing basaedawahouse location. You can use it alone or in
conjunction with the Item Code or Iltem Class fields

e Zoom to select an entry for this field.

Note

Customers are classified according to the entryamiadhe Discount field on the Customer Infor-
mation screen (option 4-e). The entry in this Distdield is interpreted as the trade discount for
the customer. The different customer "classes’sian@ly the groups of customers that receive the
same trade discount defined in the Discounts tabl&pdate Discount Definitions (option 4-c-e).

32

Discount Type

Enter the single-character code in this field 8pcifies the discount type for this special pdadiac-
ord: if you enter C (code), you are prompted f@iscount code that relates a specified discoust rat
(one you set up in Update Discount Definitions)jchitthe system validates and applies that discount
rate; if you enter a D (discount), the system prisnypu for a percentage rate that it will use a&s th
discount rate (for a 5.5% discount, enter 5.5)pif enter an M (markup), the system prompts you to
enter a percent of markup over cost; and if yoereah A (Amount), the system prompt for a straight
dollar amount to enter as the discounted price.

Date Range
The dates you enter here (mm/dd/yy) indicate thggniméng and ending dates for this special pricing.

Quantity

The system uses quantity level to determine whisbtodint code should be used to compute the dis-
count price. If the order quantity is greater tbarqual to the quantity on the current detail e
less than the next higher level, the discount doma the current line is used to compute price.

Code/Percent
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This column contains a code or percent (and theesponding column label) related to the Discount
Type field in the header portion of the form. letBiscount Type field contains a C, then the eintry

this column contains a code. If the field contairi3, then this column contains a percent of distoun
that should be applied. If the field contains antin this column contains a percent of markup that

should be applied. If the field contains an A, titlgis column contains an exact amount to disconnt f
the specified quantity/price break.

Description

This column displays a description of the discawgte in the adjacent column if the discount type is
specified as a code.

Update Debit/Credit/RMA Types

You apply Debit/Credit/RMA types when entering dehemos and credit memos. Each code represents
a reason for issuing the debit or credit, and &isehfor posting to general ledger accounts.

The Debit/Credit/RMA Types screen:

¥ Update Debit/Credit/RMA Types =N = =
File Edit View MNavigation Tools Actiens Options Help
OB U WP HABLERN @O

Q@ @ @ O 9 &

Find Prev MNext Add Update Delete Browse

Type: RET

Description: RETURNED AMD RESTQCKED

Disposition: 2
Dispositions Sales COG Inventory  Scappage
{1} Returned and scrapped Decrease Decrease Mo Change Increase
{2) Returned and restocked Decrease Decrease  Increase Mo Change
(3) Overpriced, not returned Decrease Mo Change Mo Change Mo Change

{4) Underpriced, not returned Increase Mo Change Mo Change Mo Change
(5) Return for Exchange/Repair Decease Decrease  Increase Mo Change

20f6

5]

This screen contains the following fields:
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Type

In this field you enter a unique three-charactetecthat identifies this document. When you enter a
credit or debit memo, you enter a type code (oepicthe default type as setup on the Order Entry De
faults screen) to provide an explanation for why gatering a credit or debit memo. For example,
you might enter a reason type RMA with the desimiptreturned and restocked.”

Description

This field contains a description of the reasorisTescription displays on the printed memo forms,
on the listing reports, and on the posting reports.

Disposition

Select one of the 5 dispositions available. WherRMA is posted it is this disposition that deter-
mines the effect on your quantity on hand if angt also what GL account numbers will be used (ie-
if you use disposition 1 the post will debit thesgraccount found in the Update Order Entry Default
program rather than inventory since the mercharidiset being returned to inventory).

The four ledger accounts that may be affected are:

- Sales-This income account is increased by ordedstheerefore decreased by credit memos. Debit
memos resulting from undercharge to customersase®the sales account.

« Cost of Goods Sold (COG)-This account represenis gast for inventory items sold to your cus-
tomers. It is decreased when a customer returiteran

« Inventory-This is the current assets account gyateisents the value of the goods in stock. It-is in
creased if an item is returned by a customer ahtaek into the physical inventory. If the Inven-
tory Control package is installed on your systédrig tnodule also records an increase to physical
inventory.

« Scrappage—This account represents your cost fositbat are scrapped. It is increased when a
customer returns an item that is damaged and cé&enatturned to your inventory.

You may add new Debit/Credit Reasons at any time.

RMA Reason Maintenance

This program is used to set up the reasons formeté reason is entered when entering the RMArorde
type and it is a required value. The RMA Historgad gives a statistical analysis of all RMAs issue
grouped by this reason type.
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e

r’ RMA Reason Maintenance | = |

File Edit View Mavigation Tools Actions Help
OB ¢ YLHBHA ALREY OO
A e 9P 0 9 =

Find Prev MNext Add Update Delete Browse

Reason Code DEFECT
Description DEFECTIVE
Jofh

RMA Status Codes

Use this program to set up status code for retunmexdthandise orders. This status code is assignibe t
RMA when it is entered and then updated as needed.

r3 Update RMA Status || E

File Edit View MNawvigation Tools Actions Help
OB WP ER ALRHE 9O
4a ¢ @00 O @ &\

Find Prev MNext Add Update Delete Browse

RMA Status: REVIEW
Description: WAITING FOR. REVIEW

1of1

Update Commission Definitions

Through this menu option, you setup and maintanGbmmission information. Commission codes are
used to associate commission rates with inventergs. Once set up you insert this code into the'#e

master record. If you do not have set percentaggoiar commission but rather base it on price cbarg
you can have variable rates. Setting up thesehlarfates are discussed in tingentory Control User

Guide.
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The Commission Definitions screen:

E Update Commission Definitions E\@

File Edit View MNavigaticn Tools Actions Opticns Help

a0 9 9 O @ = T OB g4 »

Find Prev Mext Add Update Delete Browse CommR.ed

Commission Code: TIER 1
Description: REGIOMAL SALES REP
Commission Rate: 5.000

4of7

]

=

The Commission Codes screen contains the follofiaids:

Commission Code

This field stores the unique code you enter upxdalsaracters.

Description

In this field you enter a brief description of tt@mmission code.

Commission Rate

The commission rate is a percentage applied tadar €0 determine commissions. This rate is en-
tered as a percentage. For example 5.00 indicatepdrcent.

Update Salesperson Definitions

This menu option allows you to setup and maintaiarimation on salespersons. Salesperson codes are
used to track orders by salespeople.

The Salesperson Definitions screen:
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F Update Salesperson Definitions = =] .

File Edit View Mavigation Tools Actions Options Help

OB Y liaEER LMo

A0 00 O 9 =\
Find Prev Mext Add Update Delete Browse
Salesperson Code: TM

Salesperson Name: TOM MACK

Print contact information on invoice:

Phone: 800-555-1200
Cell: 770-455-2870
Fax: 770-455-9000
Lagin: * tomm
Email: TOMM@PARTSPLUS.COM

8of8

You can reference salesperson codes from a nurhpé&aes. You may use the codes to associate sales-
people with certain customers or with certaimpshiaddresses for customers. When you do so,order
entered for that customer or shipping address #dfathe specified salesperson. This default galeson
can also be entered or changed manually while y@etering the order. Using the Salesperson Codes
program, salesperson data may be added or modifiaay time.

The Salesperson Definitions screen contains thewwig fields:

Salesperson Code

This field stores a unique six-character, alphanmicw®de, identifying the salesperson.

Salesperson Name
You enter the name of the salesperson’s namesdrfighd.
Print Contact Information on Invoice

Check this box if you want the salesperson nameelaghone number to print on the invoice sent to
the customer.

Login

If you enter the salesperson’s Linux login hereghlesperson assigned to the sales order will be
based on this login of the person entering therdriead of you entering a salesperson at the cus-
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tomer or ship-to level (if it is entered there tlugin id/salesperson combination will not be used
make sure they are null).

Email Address

This is email address will be used to sendovarialerts to the sales rep (i.e. — sales ordesrpatedit
hold, released from credit hold, etc)

Update Warehouse Definitions

You use this option to setup and maintain the Waued table which associates a code with a specific
warehouse and information about that warehouse nWbe select Update Warehouse Definitions, this
screen displays:

F" Update Warehouse Definitions =N ]

File Edit Wiew Mavigation Tools Actions Help

OB & ik QAR RN 96
a G @9 0 9 =

Find Prev MNext Add Update Delete Browse

Warehouse Code: MIAMI
Description: MIAMI WHSE
Department: 000 % ADMIN. QOFFICE
Address: 100 PALM DRIVE

City: MIAMI
State: FL
Zip: 33138
Country: LS
Phone: 800-222-3456
Fax: 305-222-1345
Email: dong@abc.com
Location Controlled:
1of1

Each warehouse document represents one of thédlesdtom which your company receives and ships
inventory items. You can also use separate wargsdosset different cost and price informationdior
item.

The Update Warehouse Definitions screen contam$alfowing fields:
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Warehouse Code

This is a unique 10-character alphanumeric codeideatifies the particular warehouse.

Description— warehouse description

This alphanumeric field stores the descriptionhefwarehouse. It may be up to 30 characters in
length.

Department—department code

In this field you may specify a department code/olfi use different departments or profit centeos, y
might use this field to indicate that transactifarsitems shipped to and from this warehouse should
post to a certain department. You must have seeppartment codes in the Company file prior to use
here. (Se&etting Sarted with Fitrix for more details on department codes.)

Address and Phone Information

You can enter the address and phone number favahehouse, which will appear on different re-
ports.

Location Controlled

Enter a Y if you will have multiple bin locationeipitem for this warehouse. Enter an N if you will
only have one static location per item for the warese. See thiwventory Control User Guide for
more information on multi-bin functionality.

Update Payment Methods

This option is used to setup and maintain codesdstomer payment methods. There are three broad
categories of payment methods: on account, cashemk, and credit card. The payment method is then
inserted into the customer master record and iteidaow the customer plans to settle their account.

The Payment Method screen:
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" Update Payrment Methods |E”E

File Edit View Mavigation Tools Actions Options Help
OB ¢ ULDHA ALREN 9O

™
<

QA6 9 Q@ 0 9 &\

Find Prey MNext Add Update Delete Browse

Payment Code: AR
Payment Description: ACCOUNTS RECEIVABLE

Payment Type: A

20f7

When entering an order, the payment method defauttee payment method stored in the Customer rec-
ord. If there is not a payment method there, thembethod entered in the Order Entry Defaults scige
used. The Payment Method screen contains the foitpfields:

Payment Code

This six-character code uniquely identifies therpagt method.

Payment Description

This thirty-character field stores the descriptionthis payment method.

Payment Type

This field stores the one-character entry desiggatie way this type of payment will be made. All
payment methods can be categorized into one dbtloeving groups:

40

A—On Account payment type is usually the defatlindlicates that the customer will pay for the
items through Accounts Receivable with the payntembs specified for the customer. When the
sales order is posted an open AR item is createbdeooustomer’s account.

C—Cash or Check; Invoices are required for thigtyput they are printed as cash receipts rather
than invoices. When the sales order is posted tharaet open AR item created and the GL posting
is a debit to cash (instead of AR) and a crediztes.

V—Credit Card; this payment type is actually adhparty billing, in which the sell-to customer is
the customer who placed the order, and the bitlitstomer is the credit card company. The sell-to
customer gets the numbers for sales analysishbutredit card company (the bill-to customer)
gets the bill and is shown on the A/R aging report.

D — Debit Card; similar to Credit Card.
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Update Shipping Terms

The Shipping Terms field on the Update Order EBteyaults screen holds the information for the diefau
shipping term. If the shipping term at both thetooeer ship-to level and customer level are nulldaraer
entry program will default to this shipping term.

.

F3l Update Shipping Terms _ = = =]
OB O WP EHEABLEN @O
¢ @09 0 @ &
Find Prev MNext Add Update Delete Browse

Shipping Terms Code: PREPAID 1500
Description: PREPAY IF ORDER OVER. 51500
Invoice Freight? : N
Order Limit: 1500.00
6ofé6

The Federal Express and UPS interface automatiadtlg a freight amount to the invoice if the shigpi
term entered during the order entry process isctctmladd freight (See theederal Express’UPS Ship-
ping User Guide for more information).

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 collectsds for merchandise and freight (entire in-
voice amount) and then remits funds to seller. T shipping term will be marked invoice
freight ="Y" .

If the invoice freight flag for the shipping terrsad = "N", freight will not be added to the involmgthe
Federal Express / UPS interface. Users can stilifagght if they need to.

If the invoice freight flag for the shipping terrsad = "Y", and there was no freight added durircgor
entry, the freight amount charged by Federal ExpoesJPS will be added to the invoice. Users ciin st
change freight amount if they need to.

The order limit value works as follows. If the ordetal is greater than or equal to this limit, gteépping
terms are automatically changed to PREPAID so lee (or the Federal Express /UPS interface if & us
knows that freight should not be added during iowvwj. For example, the customer’s default shipping
terms are PREPAID 750 and the order limit is s&#60.00. What this means is that the seller wiljo
prepay the freight if the total order amount isada or greater than $750.00, the order’s shippéngns
will automatically change from PREPAID 750 to PREBAand no freight will be charged to the buyer.
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Update Ship Codes/UPS Services

This program is used to add shipping codes foglfitetompanies used by your business and also the va
ious UPS services codes (ex- Grourd ay Air, etc.).

A Update Ship Codes/Services |E’ [=]

File Edit Wiew MNavigation Tools Actions Help
OB UULEHA ALREN @O
40 @9 06 O =

Find Prev Mext Add Update Delete Browse

Ship Type: FEDEX
Ship Code: FEDEX_2 DAY
Description:  SECOND DAY

1of 14

« Ship Type- enter FEDEX, UPS or OTHER for other freight &as.

« Ship Code enter the FEDEX or UPS service codes as definb@nwebsites or a code for other
freight company. It is this code that will be usedall order entry documents. You can select from
the list of ship codes when entering orders oiilitdefault to the Ship Via code found in the Up-
date Order Entry Defaults program.

« Description — enter description.

Update Staging Area Definitions

This is an optional program that allows you tolgestaging areas in your warehouse that can then be
assigned to the sales order (via the OE Defauleeadn Sales Order Entry program) so that you can
track its location.

42 Order Maintenance



Fitrix Order Entry User Guide

L Update Staging Area Definitions =N E=

File Edit View MNavigation Tools Actions Options Help
OB OB EABALERN 9O

oy
o

A0 90 0 9O &\

Find Prev MNext Add Update Delete Browse

Staging Areas Code: DOCK
Description: WAREHOLUSE DOCK

1of1

Update Multilevel Tax

This menu option brings up the Multilevel Tax me8ee thesetting Started with Fitrix User Guide for
more information on how to set up your system titecband report on sales tax.

Update Split payment Terms

Split payment terms allows you to split paymeninebices into multiple payments. When you setup th
split payment terms you use the Customer Termdhgoe already setup. Each split payment can have it
own discount or no discount as defined by your @ust Terms.

You define the percentage of the payment when yer ¢he split payment terms. You can setup default
split payment terms at the customer level usingdt@€ustomer Information. You can override this de
fault split payment term at the time of order entiou can also change or remove the split payment
terms when you invoice a shipment.

The split payments are created when you Post @Gakey Documents. When an order entry invoice is
split into multiple payments the original AR opéan is created, the open item is then creditediby a
attached credit memo and new AR open items aréectdar the split payments. A separate AR open
item is created for each split payment with tha@uer term you defined for the split payments.

Order Maintenance 43



Fitrix Order Entry User Guide

F Update Split Payment Terms |E|
File Edit Wiew Mavigation Tools Actions Help
OB WP EQABOIREN BEQO0EDE 90
A 0 9w 0O 9 =B
Find Prey Mext Add Update Delete Browse
Split Payment Terms Code: 306090
Split Payment Terms Description:  30-50-20
Credit Memo Account: 110000000 = ACCOUN’I"SRECEWABLE
AR Account: 110000000 (%  ACCOUNTS RECEIVABLE
Total Percent: 100,00
|Terms Code Description Due Days Disc Days Disc Pct Split Percentage

NET 30

I F MNET 60 60 0 0.00 3333
i G MNET 90 DAYS 90 0 0.00 3334
1of3
T Esit Detail
O

Split Payment Terms Code:
Enter a unique split payment terms code. Splinkmt Terms Code is a required field.

Split Payment Terms Description:
Enter the description for this split payment te8plit Payment Terms Description is a required field

Credit Memo Account:

If left blank, the account to debit for the crealiémo to the original Order Entry invoice is the Agots
Receivable account for the customer. Enter anatbeount in the Credit Memo Account field if you
would like to debit a different account in the dtedemo. If not blank, the Credit Memo Accounglso
used as the account to credit for the spit paymeMsu are not required to enter an account inCtreadit
Memo Account field.

A/R Account:

If left blank, the A/R account for the split paymiékR open items is taken from the AR account fer th
customer. If you require a different accounttfar outstanding split payment open items, entdrdta
count here. You are not required to enter anwattda the A/R Account field.

Total Percent:
Total Percent is always 100%.

Terms Code:

Enter the Customer Terms Code for this split. Taans Code must be already setup using Update Cus-
tomer Terms on the 1 Financial Management, 2 AcsoRBeceivable, 2 Customer Information menu.
Terms Code is a required field.
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Description:
Displays the description of the customer terms gaaeentered.

Due Days:
Displays the due days for the customer terms codesptered.

Disc Days:
Displays the discount days for the customer teroge gyou entered.

Disc Pct:
Displays the discount percent for the customer sezatle you entered.

Split Percentage:
Enter the percentage of the payment to split othéderms code. The total of all Split Percensapest
add up to 100% before you can save the Split Patyiremm. Split Percentage is a required field.

Update Commission Reductions

This program allows you to set up commission radadevels if you pay your salespeople once your
customer pays you. Using the example below, Tomkiwél have the commission percentage he’s paid
reduced by 2% for any invoices that are paid 3@&8 terms and 4% for any invoices that are paid 60
days or more past terms.

s Update Commission Reductions [=|-=

File Edit View Mavigation Tools Acticns Help

OB UWhBPEHARALBEM G00EDH 00
A0 90 0 O =\

Find Prev Mext Add Update Delete Browse

Salesperson: TM TOM MACK

Jays PastDue  Reduction %

30 2.00
60 4.00

8or9
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Special Price Date Update

Use this program to update the end date for custpneng as defined in the Update Special Price De
faults program. Selection criteria is as follows:

=’ Enter Selection Criteria = e =
File Edit Help

(& RV

Order Type: ||

Item Code:
Item Class:
Customer Code:
Customer Class:

Current End Date:

[Q oK | |!:1 Cancel |

Order type,

¥~ Enter Selection Criteria EI@

File
Q

New End Date:

Tﬂ'|
=3
B

Continue?:

[Q oK l |Q:1 Cancel |

Lost Sales Reason Code Maintenance

Use this program to create reason codes as to whleavas lost. This reason code is used whenleance
ling sales orders or lines on sales orders. Youtloam report on these reason codes to help yok whyg
sales were lost
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!‘5 Lost Sales Reason Maintenance

File Edit Wiew MNavigation Tools Actions Help
OB U URLEPEQA BRE @O
A e 09 0 @ &\

Find Prev Mext Add Update Delete Browse

Sales Reason Code: BEO

Description: BACKORDERED TOO LONG

10f3

)
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Print Order Definitions

This menu option leads to the Print Order Defimtidvenu. The submenu options allow you to print re-
ports for the special codes, definitions, and defahat you setup and maintain through the UpQatier
Definitions Menu.

The Print Order Definitions submenu:

o e e e e
File ‘iew Execute Seftings Help

demERa

Dev 5.40

(mERMEE 3 Sales Order Management

B 2 ttemM & 4 Sales- k e
B3 3 Sales & 2 sales 5 4 Drder]-::':
B 5 Producﬁ:fon M&ﬂa?em &1 3 Sales g b Print Egapnntorderﬁrpe Deﬁmtlnns
& 6 Production Planning ﬁ 4 Selup B c Update lng'nntheT],rpeDeﬁanﬂS
(= i CustnmerRelaﬁonsrﬂ' Exit

m

I = d Print € /8 ¢ Print Alias Definitions
.. B e Updatt & g printKit Definitions

lﬁ!’ Efm - HErupdate e Print Discount Definitions

(& h Credit [ f print Special Price Defaults
i Update g g Print DebitiCredit Reasons
O] Bt & h Print Multilevel Tax

= i Print Commission Definitions

g | Print Salesperson Definitions
& k Print Warehouse Definitions
= | Print Payment Types

g m Print Split Payment Terms

&) Ext

Status dle
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Update Customer Information

With this option, you maintain your Customer Infation. For your convenience, this option may akso b
accessed from the Setup Receivables Menu. In addttie Ship-To records can also be maintained with
this menu option.

The Customer Information screen :
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i af omer Infor Ton
= Update Custorner Informati
File Edit View Mavigation Tools Actions Options Help

PR OWhBREA ADEBEHM 9O
@ 8 @ @ @ @ @ @ @ @

ShipTo  Activity AddlInfo  BillgInfo OEInfo ShiphNotes CreditMotes Upd Aging CreditLtr  Credit Card

& @ @ »

Terms  Document Delivery  Comm Calc

4a ¢ 0 0 0 9 ¥
Find Prev Next Add Update Delete Browse Opfions
Customer Information
Code: ROX Contact: SAM WHITE Phone:
Company: R‘OX DISTRIBUTION Cell: FAX:
Address: 100 SPRING WAY Email: samw @roxdist.com 3 E-Mail
Web Address:
City: ATLANTA Salesperson: 1C ‘[ ImMcarsom
State: GA Zp: 3033 Account Type: Source: |REFERRAL -]
Country: US EJ UNITED STATES Resale Mo: Resale Expiry:
Additional Information Account Balances
Active: [7] Date Estabished: 01/30/2014 Inactive Date: Credit Limit: 250000 Curent: 1043.39
Terms: A @ NEFE;O Balance: 1.04‘399 Over 30: i 0.00
PayMetod: i ~ [A] ACCOUNTS RECEIVABLE Open Orders: 043.37  Overé: 0.00
Avg Days to Pay: 0 Avail Credit: -598.36 CQwer 50: 0.00
Last Pmt Amount: 850.01 LastPmtDate: 01312014 |_é_;';| YTD Sales: 8,045 Lifetime Sales: 8,045
Credit Information
Credit Check: [¥] Send Letters: [¥] Credit Hold: [7] Credit Hold Date:
Credit Manager: ! maryj E] Credit Limit: 2500.00 Limit Approved: éi‘i:yb Approved Date: 0‘2,';1 24’26 14
% Over Limit Allowed: 0.00 Hold Code:  HOLD @
Collection Contact: SaM WHITE Contact Telephone: 404-567-9287 DUNS Mo; 052876123

Tof1

Qo |

Enter the payment method for this customer.
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~ Update Customer Information

File Edit View Mavigation Tools Actions Options Help
OB UV URPERALRM @O
@ @ @ 74 @ 7.4 74 2 74 e © & & @ -

Ship-To Activity Addli Info Billg Inffo OE Info Ship Notes  Credit Notes Credit Lir Credit Card Order Price Sales Aging Terms

4 606 © 0 06 90 & W%

Find Prev MNext Add Update Delete Browse Options

Customer Information

Code: 1 Contact: BILL WALKER
Company: ACTION AUTOPARTS Phone: 404 885 4146
Address: 14307 15T STREET ] Cell: 404 885 9000

FAX: 404 8751231

City: ATLANTA Email: billw@actionauto.com
State: GA Zip: 30399 Web Address: www.actionauto.com
Country: US |4  UNITED STATES '
Additional Defaults Additional Phone Numbers
Salesperson: | -SALES 404-345-9876
Terms: ] A %) NET 30 AP DEFT 404-345-9877
Pay Method: AR % ACCOUNTS RECEIVABLE PURCHASING  404-345-9878
Balance: 5688.02 Resale No:
Credit Limit: 50000.00 Resale Expiry: PI’“I
Credit Hold:j | Credit Hold Date:
¥TD Sales: 3,471 Lifetime Sales: 145,538
Notes 1 of 1 Attachments(3)

The Customer Information screen contains the fdhgvfields:

Code

This is a twenty-character alphanumeric field gtates the code that uniquely identifies a customer
The system verifies that the entered code is unique

Company

This thirty-character alphanumeric field storesd¢hstomer’s business name. This name appears on
reports that list customer information, on invoicasd so on. This is a required field.

Contact

This twenty-character alphanumeric field storesrtéime of the person who you normally contact
when communicating with a customer.
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Phone

This is a twenty-character alphanumeric field usekcord the phone number of your contact at a
customer’s site.

Cell

This is a twenty-character alphanumeric field usedcord the mobile contact number for the cus-
tomer.

Fax

This is a twenty-character alphanumeric field usegkcord the facsimile telephone number for the
customer.

Email

52

This is email address for the customer contact.

Web Address

This is the Internet URL for the customer.

Address

This thirty-character alphanumeric field storesftha line of a customer’s billing street address.
There is an additional twenty-character address fieside the labeled field that can be used for a
suite number, an attention line, and so on.

City

This twenty-character alphanumeric field storestifiang city.

State

This two-character alphanumeric field stores théeshbbreviation.

Zip

This ten-character alphanumeric stores the zip.code

Country

This twenty-character alphanumeric field storeshifiang country.

Salesperson

This is the salesperson code that will be assigmedles order for this customer unless changdtkat
sales order level. Zoom is available for thisap

How you found this customer (ie- trade show)
Resale Number

This is the customer’s resale tax number and tinisber is automatically transferred to sales orders
for this customer.

Order Maintenance



Fitrix Order Entry User Guide

Resale Expiry

This is the customer’s resale tax number expiratimie and this date is automatically transferred to
sales orders for this customer.

Active

Check this box if this is an active customer. ARoiges and OE sales orders can only be entered for
active customers.

Date Established
Enter the date this account was established.
Inactive Date

Enter the date the account became inactive.

Terms

This is the AR terms code. Zoom is available fis tption.

Pay Method

This is the default Payment Method for customeemdZoom is available for this option.

Avg Days to Pay

System maintained. This is the average number ye dldakes this account to pay you. This value is
updated by the system once a month when the BeminPé&riod program is run.

Last Pmt Amount

System maintained. Amount of last payment reckive
Last Pmt Date:

This system-maintained field displays the mostmedate that a cash receipt was received from a cus
tomer. It is updated by the system during the pgstif cash receipt documents. The date is displayed
in the format “mm/dd/yyyy.” During setup, an enimay be made in this field.

Credit Limit

you wish to allow the customer. Balance
This system-maintained field displays the customeurrent balance..
Open Orders
This system-maintained field displays the totalogfen sales orders..
Avail Credit

This system-maintained field is Credit Limit lesal&nce less Open Orders.
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YTD Sales

This field displays the year to date sales doflarshe customer. It is automatically updated tigto
invoicing and cannot be changed on this screen.

Lifetime Sales

sales dollars for the customer. It is automdgiaapdated through invoicing and cannot be charmged

54

this screen. Current, Over 30, Over 60, Over 90

P

These aging values are updated by clicking or“?349"2 pytton on the toolbar.
Credit Check

Check this box to turn on real time credit checkingOrder Entry. This value defaults initially to
whatever your Credit Check value is in the Updated®vable program.

Send Credit Letters- When Fitrix is installed all customers will hatles value set to Y. f there are
certain customers that should not receive cretérg this value should be set to N for thosearust
ers.

Credit Hold

Entering "Y" will prohibit users from entering a®yR or OE documents. If the email template is ac-
tive the sales representative assigned to the atwall receive an email alerting them the customer
has been placed on credit hold.
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- Update E-Mail Templates

= [ 5 =]
File Edit View Mavigation Tools Actions Options Help
OB ¢ UREEANORN BOOELDE 9O

Ta Rt i e .’(? nt
G © @ 0 © &

Find Prev Next Add Update Delete Browse

Event Code:  CUST_HOLD_ALERT
Description: ADVISE SALESPERSOM CUSTOMER. ON CREDIT HOLD
Active: Y
Type: EMAIL Priority Fil=

Message Subject; Customer &bus_name has been placed on credit hold

Seq Text

1 This customer has been placed on credit held and therefore no orders can be
2 placed. For additional information contact the credit manager.

Tof1

Credit Hold Date

This is the date that the customer was placed dd.Ho

Credit Manager - initially defaults to the credit manager defihin the Update Receivable Defaults
program. This must be a valid Linux login ID. TH»must also be set up in the security table fer us
ers so that the program can find the name assdaidtk the id and print it on credit letters.

Here is a screen shot of the security table thatégssed from the Security Option on the Execpte O

tion on the main menu toolbar (see the chapteremui8y in theGetting Sarted with Fitrix Guide for
more information on the security programs).
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E security.i_usrid.usrid = “
File Edit View Mavigation Tools Actions Help
OB U WREEA BB H00EDE 90

4 ¢ 99 0O 9 &

Find Prev Mext Add Update Delete Browse

User and Group Permissions
User Login Last Mame First Mame M/1

toms SMITH TOM
Email: TOMS@FOURTHEEMERATION, COM

Company: FGS5 Department:
Manager: Phone:
Module Program Ewvent Dezcription Allow -
(New Document)

& Main Screen
File Edit Wiew MNavigation Tools Actions Help

TOLNVIXE QABMRREOLED 00
A 0090 0 0 &

" Find Prev Mext Add Update Delete Browse

Uszer and Group Permizzions

Uszer Login Lazt Mame First Hame b
loms | THOMAS | sMmH L]
Campary: I | Department: | |
Manager:! _! Phone: | I
| todule Frogranm Ewvent Descrphion Allaw &
!
20f2

3 View Detall |

OVR

Enter the customer’s credit limit. Every time thadue is changed an email will be sent the custtamer
sales representative. Entering or updating thigevalso fills in “Limit Approved” and “Approved
Date” values.

% Over Limit Allowed

This percentage is added to the customer’s criedittio determine total exposure allowed. It irlia
defaults to the percentage defined in the Updateiable Defaults program.

Hold Code

56 Order Maintenance



Fitrix Order Entry User Guide

Credit Hold code. It initially defaults to the hatdde defined in the Update Receivable Defaults pro

gram.

Collection Contact

Who to contact for collection

Contact Telephone

Telephone number for Collection Contact

DUNS No

Dun & Bradtstreet subscriber number should you rteedn a D&B report.

NOTE: You can control who has access to credit checklitdneld, credit limit and % over limit al-
lowed by adding users that should not have acocetsese fields to the cust_sk security group code

shown here.

' Main Screen (e |z
File Edit View Mavigation Tools Actiocns Help
OB UUhFHABLEBH & ~»
A e 90 0 9 &

Find Prev MNext Add Update Delete Browse

Security Groups

Group Code:  cust_sk
Desciption:  CUSTOMER SKIP
User Login -
billj
jackb
lizb
susans
toms

1of1
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Customer Ship-Tos
@

By selecting th¢ S U icon, you can access the Ship-To Address screéh.tié Ship-To Address
screen program, you maintain the Ship-To recordig-¥o records can also be maintained with the Up-
date Customer Ship-To’s program on the Setup RabkiWWenu. The Ship-To screen program stores one
or more shipping records for some or all of youstomers.

#& Update Ship To Information

File Edit “iew Mavigation Tools actions Help

OB G UhEER AR 90
a4 @ @0V 0 9 =

© Find Prev MNest Add Update Delete Browse

Custamer Code: [1 5| [ACTION SUPPLY |

Ship-To: EAST

Ship-To Name: [ACTION EAST | Route Code: | |

Residential E| Tax Code: | a
Freight Tax Code: | | Misc Taw Code: |7_!
Cortact: [MARY SMITH | Phone:  |B00-345-6089 |
Address 1:[2000 SOUTH END AVE |
Address 2: |
City, State, Zip: [ATLANTA [Ga]
Country: | US _, | |UNITED STATES |
[TOM MACK |
| |
Ship Terms: | PREPAID .| |FREIGHT PREP&ID- DO NOT INWVDICE
Cel: | |
Fa: : |
Email | |
Web Address: ! |
Tof29

Salespersan: | TH a

Dizcount; LY

#

O,

The following fields are on the Ship-To Addresseser:
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Customer Code

This field displays the Customer Code and Busiigsse of the customer. This is a display only
field.

Ship-To

This is a six-character alphanumeric field usedktmrd a customer’s ship-to code. This code identi-
fies a specific ship-to address for a customerafgiven customer each code must be unique. Howev-
er, different customers can have identical Shigddes. If you enter the co@IPTO, this shipping
location is used as the default shipping locatioie Receivable Invoice form of the Update Receiv-
able Documents option of the Receivable Ledger Menu

Ship-To Name

This thirty-character alphanumeric field records Husiness name of the particular shipping location

Route Code

The Order Entry program first looks at the shigodle to retrieve the routing code and if not found
there look

at the customer record to retrieve the routing cdtie routing code selected is then inserted imto t
Order

Entry summary screen.

The picking ticket print program first prints aicging tickets with no routing code and then

groups subsequent picking tickets by routing cd@eL may also print picking tickets by routing code
by entering the code in the picking ticket seletioteria screen.

Contact

This twenty-character alphanumeric field is prodider the name of the person to contact at a ship-t
location.

Phone

This is a twenty-character field used to recorthang number at the ship-to location.

Cell

This is a twenty-character field used to recordrtiobile telephone number for the customer contact.

Fax

This is a twenty-character field facsimile telepe@umber at the ship-to location.

Address1

A thirty-character alphanumeric field is providedstore the street address for a ship-to location.

Order Maintenance 59



Fitrix Order Entry User Guide

60

Address2

This is a thirty-character alphanumeric field whéan be used for suite information or any additiona
address information. This line is displayed dingtiéneath the Addressl line on an invoice.

City, State, Zip

This row stores the ship-to city (twenty-charaethanumeric), state (two-character alphanumeric),
and zip code (ten-character alphanumeric).

Country

This twenty-character alphanumeric field recordsabuntry for a customer’s ship-to address.

Email

This is email address for the customer contact.

Web Address

This is the Internet URL for the customer.

Ship Terms

These are the shipping terms that will print onithveice. They must be previously setup using the
Update Shipping Terms program found on the UpdatkeCDefinitions Menu in the Order Entry
Module. Zoom is available.

Tax Codes

Used only when Multilevel Tax is active. The codes as follows:

« Default - default tax code for merchandise

« Freight - default tax code to be charged on freight

« Miscellaneous - default tax code to be used onmaiggellaneous charges.

Note that if these tax code fields are left blahk, tax code at the customer level will be usethdf
tax code at the customer level is blank also, #faudt tax code found in the Update Receivable De-
faults screen program will be used.

Salesperson

This six-character alphanumeric field records tilesperson code identifying the primary salesperson
for this customer. The Zoom function is availalietiis field. The system fills in a salesperson de-
scription to the right of this code (assuming ddrebde has been entered).

Discount

A six-character alphanumeric field stores a dist@ode if the customer is entitled to trade dis¢sun
The Zoom function is available for this field tdesgt a discount code. The system enters a desuripti
in the adjacent field after the code is validated.
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Residential

If the UPS interface is in use and this is a regideShip-To location, set this value to "Y". This
formation will be passed to the UPS World Shipwsafe.
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Customer Activity
e

Click on the “*™¥ icon to view the Customer Activity screen:

#& Zoom aractvz g@

File Edit' Help
0BE] U490
i Type | Doc No Doc Date Inw/Chik Mo Due Date Amount Balance A
| 2324 02/03/2010 2324 03/05/2010 ERl] — |
|1 2136 01 A2/2010 161 0241142010 120,00 120,00
IIN 2218 01/08/2010 2218 02/04/2010 10.00 10.00
IIN 2174 12/28/2009 2174 01/27/2010 10.00 10.00
IIN 2168 12/28/2009 2168 /272010 10.00 10.00
IIN 2173 12/28/2009 2173 /272010 13.00 13.00
IIN 2175 12/28/2009 2175 /272010 12.00 12.00
[1n 2167 12/28/2009 2167 012742010 15.00 15.00
1 2166 12/28/2009 21E6 012742010 25.00 25.00 [
!IN 2171 12/28/2009 2171 012742010 11.00 17.00 M |
’Q (]9 ] [t;{ Cancel ] [M Mew Search ] [G\ Detail ]
DOWR

The Customer Activity screen shows payments anstantling invoices. They are sorted so that the most
recent open item appears at the top of the scemncan change the sort order by clicking the calum
headings. For example, if you wanted the activitgadrt by oldest date instead of most recent ¢liek

Doc Date heading.

You can also use the scroll bar and the functiors ke move down through this list if there are mone-
standing invoices than appear on the screen. liti@aldyou can view the details about an invoice by
clicking the Detail button when the cursor is oniraroice line. The fields on the Customer Activity
screen are display only.

The following is a description of the columns oistform:

Type

This column displays the type of item that is digeld on the line. IN means that this line is an in-
voice. CD means that the information on this liegt@ins to a cash disbursement. CM means that the
line pertains to a credit memo. DM means thatite pertains to a debit memo. CR means that this
line is a cash receipt. FC means that the lineperto a finance charge.

Doc.No.

This column displays the document number of thm.iteocument numbers are assigned during post-
ing and are used to track the document in the varktrix tables.

Doc.Date

This column displays the date that the documentemered.
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Inv/Chk No.

This ten character column stores the invoice nurobeheck number associated with the document. If
the activity is an invoice, the column displaysiacice number; if the activity is a cash receipg t
column displays a check number. You can use thenfeature to view all of the transactions associ-
ated with a particular record.

Due Date
This is the date that an invoice is due. It is giied from the billing terms for the customer dmel
Invoice Date.

Amount

This is the original amount of the invoice, paymenédit memo, or debit memo.

Balance

This is the balance still due on an invoice.

Zooming Customer Activity

The Zoom feature is a powerful tool for querying ttustomer information you have on file. From the
Customer Activity screen you can view the detdilswa an invoice or a cash receipt by clicking the D
tail button when the cursor is on an invoice (INtash receipt (CR) line. A series of different domvs
is displayed depending on which type of transacyimn select to zoom.

Clicking on Details when the cursor is on an inedioe opens a zoom screen to display header infor-
mation for that invoice.

&8 Zoom arinvcz E]@@

File Edit Help
oBe Oy 90

Iraice: Doc. Mo

Description: _ 03
Original Amaunt; Original Discount: m
Imwnice Balance: m Dizcount Balance: m

Due Date: Digcount Date: |[EEEEENELE
AR Account Number: 110000000 [ m
F.0. Mumnber: _ Purchase Order Drate: (18

[Gi' oK ] [Q:{ Cancel ] ’Q.&ctivity ]

4R

The new screen contains the invoice numbers assigrthe time of printing, the document numbers
used to reference the transactions, the auditdesitriptions of the invoices, the original amoutite
current balances, the A/R accounts posted to, apgharchase order information.
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This Zoom has one more step. Clicking the Actitityjton displays all activity that has affected lbiag-
ance of this particular invoice. The screen isd#@e as the initial Activity Zoom screen. Using Zoem
feature while the cursor is on a cash receiptilinbe Customer Activity Zoom screen displays il i
voices (one line per invoice) that the cash redsdistbeen applied to.

The Customer Activity Zoom screen:

il Zoom ariactvz

File Edit Help
oBe U890
Type Doc No Doc Date Inw/Chk Mo Due Date Armnount Balance
250 02 o SETOP 40000
IN GO0 02/28/2008 B00 03,/29/2008 400,00 0.00
’G (1] 4 ] [Q:{ Cancel ]
OWR

Additional Customer Information
@

Addl Info

icon launches the following screen program:

Clicking on the

& Extension addinfo
File Edit Help

OB OULHRER 90

Acct/Tax [nformation

Acct. Group: [&)| |ACCOUNTS RECEIVABLE INYDICE
AR Account | 110000000 (1) - (000 (&)
Currency Code:  |USD [R]
Credit Manager: Send Credit Letters:
Diefault: Freight: Mizcellaneaus:
[ 0K ][Q:‘I:ancel ]

2R

Enter the ledger account group for this customer.
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Account Group — enter an existing account group if you wantabeount group in AR Invoice
entry to default to this.

A/R Account — enter an existing AR account number if transastifor this customer should post
to an AR account number that differs from the difaccount number set up in the Update AR
Defaults program.

Currency Code - if Multicurrency is turned on (see tMulticurrency User Guide for more in-
formation) enter a valid currency code here ififitetls from your home currency code.

Credit Manager - this must be a valid Linux login ID. This IDust also be set up in the securi-
ty table for users so that the program can findhémme associated with the id and print it on the
letter.

Here is a screen shot of the security table thatégssed from the Security Option on the Exe-
cute Option on the main menu toolbar (see the ehapt Security in th&etting Sarted with
Fitrix Guide for more information on the security programs).

& Main Screen g@@
File Edit “iew Navigation Tools Actions Help

L YVIXE: QA PBEEOOLD 90

A QOO0 0 9 =

© Find Prew Mest Add Update Delete Browse

zer and Group Permizsions

Uszer Login Last Hame First Hame A
toms | [THOMS | [MmH I
Company:: Cepartment: |:
Manager: | Phone: |
Module Frogram Ewvent Descrption Al
2o0f2

4 igw Detail |

OWR

Send Credit Letters- When Fitrix is installed all customers will hatles value set to Y. f there
are certain customers that should not receive tdetkrs, this value should be set to N for those
customers.

Tax Fields— if this customer should be charged sales taeréhe appropriate multilevel tax

code or group code in these fields. If left blank tax code on AR and OE invoices for this cus-
tomer will default to the default codes set up gshe Update AR Defaults program.

Order Maintenance 65



Fitrix Order Entry User Guide

Billing Information Screen
@

Billg Info

Clicking on the icon launches the following screen program.

#& Extension ... g@@

File Edit Help
O QBB ER] ¢»
Billing Infarmation
Statement Date: |03/01/2010 (3

Statement Amovint: 164663.53
Last Pay Date: |07/30/2008 [(E3
Balance: 164E63.53
On Account; 148.21
Depogits: 0.00
Credit Lirnit:

Statement Cycle: |1
Open ltem/Bal Fwd: |0
Finance Charges: |
Fir. Chrg, Tax Code: |NOTAX =]

l' 1[4 ] [Q:*Cancel ]

OWE,
Enter this customer's credit lin

Statement Date:

This is a system-maintained field. It displays tla¢e that a statement was most recently generated
for a customer in the format “mm/dd/yyyy.” The figb updated at the time a statement is generat-
ed. During setup, an entry may be made in thig fiel

Statement Amount:
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Again, this is a system-maintained field. It diggldhe total amount outstanding for a customer as
of the last time a statement was generated focdlstomer. Information cannot be entered in this
field after setup is complete.

Last Pay Date:

This system-maintained field displays the mostméedate that a cash receipt was received from a
customer. It is updated by the system during th&tipg of cash receipt documents. The date is
displayed in the format “mm/dd/yyyy.” During setwgn entry may be made in this field.

Balance:

This system-maintained field displays the customedrrent balance as of the last posting of re-
ceivable documents and cash receipts.

On Account:

During setup (prior to setting the Accounts RedeligeSetup to complete on the Accounts Receiv-
able Defaults screen) you can enter a value inrthiaeric field. A positive value represents an
amount that the customer owes you. A negative aim@jomesents a credit that you can apply to
outstanding invoices (or memos).

A similar On Account field appears on the Custo@gen Items screen. During setup, you may

enter an on account amount for a customer in ejftlaee. If you enter a value on the Customer In-

formation screen, then enter a different valuet@@ustomer Open Item screen, the on account
amount becomes the value last entered for thabwiest

Deposits:

This display only field displays and monies recditlerough cash receipts that were classified as
deposits to be applied to invoices later. See ¢m in Chapter Eight of this guide on how to en-
ter and apply customer deposits.

Credit Limit:

This numeric field stores the customer’s creditittirthat is, it stores the maximum amount of
credit you wish to allow the customer.

Statement Cycle:

This optional field stores a number that is refén® as the “statement cycle number.” When you
generate customer statements, the program promptsé or more statement cycle numbers. This
allows you to generate statements for a partictlss of customers. Setting up these statement
cycle numbers and deciding on which cycle to asg@mmr customers is done at your discretion. If
you print statements for all customers at one time@ no cycle code is needed.

Open ltem/Bal Fwd:

This single-character alphanumeric field acceptsrary ofO (open item) oB (balance forward).
This code determines the type of statement to bergéed for the customer. If set@then the
statement will print all open items. If setBathe statement will print the balance forward frthva

previous month and open items for the current monti.

Finance Charges:

This single-character field records whether or firdnce charges should be applied to this cus-
tomer. Valid entries areY" (yes, calculate a finance charge) bf' "(no, do not calculate a fi-
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nance charge). If left blank, the field defaultsatbatever you set this value to in the Update AR
Defaults program.

Fin. Chrg. Tax Code:

If you the customer is taxable and you want to ghagales tax on any finance charges generated
set this value to the appropriate tax code or gumge.

Billing Information Screen
@

0E Infa

Clicking on the icon launches this screen program:

& Extension oeinfo Q@@

File Edit Help
QR OWRFIE]R 9O

Order Entry Information

Dizcount; [&] |25% MARK P
Salesperson: | Wi =] WILLIAKM MILLER
Pay Method: | &R =]
Ship Terms: |BillT o3rdPart [®1)  |Bill to Third Party
UPS &ccount:
Residential; |M Ship Complete:  |M

Raoute Code: | SET000

’0 )4 ] [Q:{ Cancel l

OR

Enter the discount code for this custormer.

Discount:

This six-character alphanumeric field stores adalist code if the customer is entitled to trade dis-
counts. The Zoom function is available for thiddiéo select a discount code. After the code is
validated, the system displays a description inuhkabeled field next to the code. Refer to the
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section on Discount Definitions in Chapter Fourtloé Order Entry User Guide for more infor-
mation on how discount codes are used.

Salesperson:

This six-character alphanumeric field is used tored the salesperson code identifying the prima-
ry salesperson for this customer. You can use tlriZfeature to select a code for this field. After
the code is validated, the system displays a salegp description in the unlabeled field to the
right. It is this salesperson code that will beigresd to sales order unless changed at the sales or
der level.

Pay Method:

This six-character alphanumeric field can be usestdre the payment method code for this cus-
tomer. The payment method code must have beenopidyisetup through the Setup Order Entry
Menu in Fitrix Order Entry. You can use Zoom ((&jlto select a payment method code for this
field.

Ship Terms:

This 15-character alphanumeric field stores thpmhg terms used in order entry. Zoom is avail-
able and this value must have been previously gahwrder entry using the Update Shipping
Terms program. See the Order Entry User Guide faermformation on Shipping Terms. If there
is a shipping term found in the ship-to recordyvitue will be used. If the shipping terms at both
the customer and ship-to level are null, the shigpérms found in Update Receivable Default will
be used in order entry.

UPS Account:

If the UPS interface is in use it is this UPS actcqwmber that is passed to the UPS World Ship
software.

Residential:

If the UPS interface is in use and this is a rasidécustomer, set this value to "Y". This infor-
mation will be passed to the UPS World Ship sofewar

Ship Complete:

If this value is set to "Y", the picking ticket order entry will not print if the sales order hag/a
items that have a back order status.

Route Code:

The Order Entry program first looks at the shidole to retrieve the routing code and if not
found there look at the customer record to retribeerouting code. The routing code selected is
then inserted into the Order Entry summary screen.

The picking ticket print program first prints alkcging tickets with no routing code and then

groups subsequent picking tickets by routing co@er may also print picking tickets by routing
code by entering the code in the picking tickeestbn criteria screen.
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Shipping Notes

Clicking on the

@

ShipNetes i-on launches this screen program:

& Shipping Notes

File Edit' Mavigation Help

-[@ ok | [qcance | [ Ed | [+ Time Stamp

OYR

The notes entered here are for special shippingutt®ns that relate to this specific customer.

The notes entered here will display when enterirgis. When these notes display the user has
the option of changing the notes and will then bampted "Store These Shipping Notes (Y/N).
The default is Y and these notes will then printlom picking ticket and packing list. Any changes
made to the notes in order entry will not changedéfault notes stored with the customer record.

Credit Notes

P

Clicking the BetNees ieon will launch this menu:
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#& Choose a... [= [O]X]

File Edit Help
OBOH @
I
iz Credit Motes
Mew Credit Mate
Delete Credit Maote
Edit Credit Mate
L !l
[@ 0K ] [P:d Cancel l

VR

These notes typically store information that peitaj to credit/collection activities.

View Credit Notes:
This option allows user to view all credit notes.
New Credit Note:

This option allows user to enter a new credit ndte note, date entered, and the login ID of the
user that entered the note will be stored.

New Credit Note
File Edit Mavigation Help

0NV RX e 00EDH 0

[@ox | [fcancel | [ Edit

R,

Delete Credit Notes:

This option will display a list of user ids and esof all existing credit notes and user has option
of deleting any item on the list by double clickiog the item and then answering Y to the prompt
"Would You Like To Delete?".

Edit Credit Notes

This option will display a list of user ids and esof all existing credit notes and user has option
of editing any item on the list by double clicking the item.
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Upd Aging
@

Clicking on theUrd Agina  jcon updates the current, over 30, over 60 ard 80 day values to current
values.

Credit Letter History
@

Clicking on the. Credit Ll ieon displays this screen program which detaistype of letter sent to the cus-

tomer and the date it was sent. See the sectithisityser Guide that discusses Credit Letters forem
information.

& View detail letter Q@@

File Edit Mavigation Help

Letter D ate Letter Code -

01/27/2003 LDED
07/03/2003 LD30
07/03/2003 LD30
07/03/2003 LD30
07/03/2003 LD30
04/22/2003 LD3an
04/22/2003 LD3an
03A17/2003 LD30
02/28/2003 LD30
12/04/2007 LD30
12/04/2007 LD30

12/04/2007 LDz0 v
[G ak. ] [Q;1 Cancel l
OR

Credit Card
@

Clicking on the “®3t L& icon Jaunches this screen program where you ctar eredit or debit card

information for your customer. This program carods launched directly from the Customer Infor-
mation menu and is discussed in greater detail tetén this Chapter.
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#8 Update Customer Credit Card
File Edit “iew MNavigation Tools actions Help

OB U UhEER BB @0
A 000 0 © =

. Find Prev Mest Add Update Delete Browse

Custarner Code: I1 LY

| [ACTION SUPPLY

Payrment Method: | CCARD o

[CREDIT CARD

Card Mame; /154

| Frimary Card;

Card No: (2225

| Securty Code;

Tranz Ref No: | 30000005162157.107

Account Na: !

Route No; !

Social Security; I

Diriver License:; I

| License State:

Exp. Month: |08

Exp. Year

First Mame; %TDM

| D Lazt Marne:

Address: !8320 TEST WAy

City: [ATLANTA,

[ State:

[l
=
=
e

w
=
=
T

G|

Zip: |g5234

Country: |US | [UNITED STATES

Telephone: |B?8 123 4567

Fas |

Email: {testE@hotmail. com

20f2

OWE

Credit Card ProcessingSee Chapter Four for mocenrdtion on these programs.
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The Order Maintenance Menu

The Order Maintenance Menu is the most frequerggdumenu of the Order Entry system. Using this
menu you can create, modify, and release regutkarsy credit and debit memaos, and reference orders.
You can also enter and update picking, shippind,iavoice amounts.

E Dev 5.40 Datat sa'mp!.r_:".-' L 12/Dell Laser Printer 1710n = .
File ‘iew Ewecute Gettings Help
9 v B E 2

»

Dev 5.40

[SEMUEYE 3 Sales Order Management
SRR =RIEE > sales Orders
=Bl =~ D BWIEEE | order Maintenance

&= 4 Purchz:‘ﬁl Exit [ 2 order: b

5 Production Managem i
B 98M 2 3 gales & b PrintQuotes { Order Acknowledgments
&3 6 Production Planning = 4 Setup =

utions, Inc.

c Print Picking Documents

7 Customer Relationsh [
& 7 CustomerRelalionst 5 Bt | [ g Update Picked Quantities

i 8 GenerallAdministration EI e Print Packing Slips

-ﬂEX‘ﬂ. e e e e E]fUpdateShippedQuant\ties

m

@ g Update Returned Cuantities
£ i Invoicing Programs

@ J Update Backorder Received
g k Print Order Entry Edit List
=) | Post Order Entry Documents
m Customer Price Inguiry

@ n Requested Quantity Query
B o ExportForms

[El p Shipment Tracking

& r Copy Recurring Orders

[ s Fedex Billing Reconciliation

@ z Update Batch Maintenance

4] Exit

| status 1die

This menu contains the following options:

» Update Customer Orders Use this option when entering a new customerradenodifying an
existing order. This option is used to create afate regular orders, credit and debit memos, and
quotes.

- Print Order Acknowledgements Use this option to print a copy of the order a®eder
acknowledgement.

» Print Picking Documents Use this option to print "picking" documents tiadicate which items
need to be taken from inventory to fill orders.

« Update Picked Quantities Use this option to indicate which items from adey have been
picked for shipment.
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Print Packing Slips. Use this option to print the shipping manifeshjeh lists items included in
an order and serves as a packing slip.

Update Shipped Quantities Use this option to indicate which items from ades have been
shipped.

Update Returned Quantities Use this option to indicate which items have bestarned to your
company from your customer.

Invoicing Programs. There are seven invoicing programs availablerge®Entry.

« Create Automatic Invoices/Memo- this program will automatically create invoices ll
orders that have line stage equal to invoice stagdefined in the Update Order Entry De-
faults program.

« Update Invoices/Memos- Use this option to manually create invoicesdaters ready to be
invoiced.

« Settle Credit Card Invoices- Use this option to transmit invoices to the credird service
provider for settlement with the credit card conipan

« Receive Settlement Invoices Use this option to receive settlement/declinerimfation from
the credit card service provider.

« Invoices Not Settled Report- This report lists all invoices where settlemesats declined
and therefore alternate payment method must beasdaskt with your customer.

- Print Invoices and Memos-Use this option to print customer invoices, debé&nmoes, and
credit memos.

- Update Declined Invoices use this program to reset the settled flag teeeit
« Null - invoice will be sent for settlement again.
« C - cancels the action. An alternate payment mettithdbe used.

Update Backorder ReceivedUse this option to mark items as received thatvpdaced on
backorder.

Print Order Entry Edit List : Use this option to print an edit list of all decents prior to posting.

Post Order Entry Documents Use this option to post all documents and thergidate the In-
ventory, Customer, and General Ledger tables.

Customer Price Inquiry: Use the inquiry screen to review customer pricing.

Requested Quantity Query:Use this query screen to determine what affeatrsrdot yet entered
may have on your quantity on hand based on recgéifgisand your average monthly sales quanti-
ties.

Export Forms- this submenu contains a full suite oéxport forms.

Shipment Tracking Screen- this screen program allows you to enter inforomatto better track
your shipments.

Copy Recurring Orders — this submenu allows you to create recurring saldsrs from the base
templates you've defined.

Federal Express Billing Reconciliation- this submenu contains programs that let you ipor
billing information from Federal Express and comepifito the estimated shipping amounts on
you sales orders. See thederal Express/UPS Shipments User Guide for more information.

Order Maintenance



Fitrix Order Entry User Guide

- Update Batch Maintenance:If batching is turned on, this program is usedgprove invoice
batches. Read theetting Started with Fitrix User Guide for more information on batch pro-
cessing.
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Update Customer Orders

You use Update Customer Orders to enter or moddylar orders, quotations, and credit and debit
memos. You can break the customer order screen ohtavhwo sections: the header section and the de-
tail section.

When you select Update Customer Orders, the CustOmuker screen displays:

7~ Update Customer Orders [E=3ED]
File Edit View Navigation Tools Actions Options Help
OB UUREHPERALBM BO00EDE 9O
= 9 © 9 © e © e © 9 @ 3 - 3
Summary Defaults CreditCheck Recslc Customer ShipTo ShipRates Address Ship Track ItemMaster Price Sales Invoice Order History CopyOrder Rise D BlanketRel

A G 00 0 @ & @

Fnd Prev Next Add Update Delete Browse Options

Customer Order Credit/Debit/RMA
Phone: | Type: REG . Contact Mame: Reason:
Customer: AGGER . Contact Phone: Desaiption:
Name: AGGER DISTRIELITION Extended Description RMA Status:
Customer PO: 4242424 ‘ Description:
Sales Person: BAB | BETTYBRAY i Base Doc No B

RMA Ref Doc No:
Ship To Order Number:  915-1

Default Type:
Ship To: SHIPTO Document: 916 BloRlse No: il
Ship/Retumn Date: 02/01/2014 i ShipType: OTHER oy pEcimeh
Required Date: 02/12/2014 ¥4 ShipVia: DART 4 Order Date:  01/31/2014 [tf4] Expiry Date:  12{31/2014 k4] 1
Name: AGGER DISTRIBUTION Multiple Orders: Ship Complete:
Address: 100 SPRONG WAY Status:  ACT
Stage: ORD
City: ATLANTA Currency:  STD
State: GA Zip: 130339 Discount Code;
Country: US UNITED STATES Order Total: 2000.00
Fixed Price: Hold Code:  HOLD
Line Ttems
! 1 5TK ORD GM366250 GEMERAL MOTORS (R) L5-6 ENGINE  LONG BLOCK SEATTLE EA 1.000 0,0000 =

The header section is at the top of the scre@onitains general information about the order abalay
such as order type, customer code, business nadsz,status, the order number, and so on.

The detail section is found beneath the headecanthins a single line for each inventory item lom t
order. You can scroll through the lines that camber up to 1000. (To increase the number of line an
order can have, certain program variables have thlnged, which is usually done by an authorized
Fitrix reseller.) The information that displaystive details section of the screen is controllethieyuser.
To remove or add information simply go into theadletection of the screen and right click on anly co
umn heading to get this selection screen to display
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v Ln
v | Type
Order V| Stg Credit/Debit/RMA
Description: v Item Code Reasan:
Order Mumber: v Description Description:
Document:| o Additional Description RMA Status:
Order Date:| '  Warehouse Description:
Multiple Orders:| UM Base Doc No:
Ship Complete: | | Quantity RMA Ref Doc No:
Statust) o Price Default Type:
Stage:) v Net Amount To Be Invoiced:
Currency: Alias
Discount Code: Alias Description
Order Total: Sls Psn
Tax
¥ CRMRsn
v BKORef
More...
Adjust Size
Reset to Defaults
Additional Description ™ ————warernoos = T Quantity Price Me
STRIKE MULTIPLE MIAMI EA 10,000 1.9625
ALUMINUM MIAMI EA 10,000 4.,0000

Simply place a check next to those items that yantwo display in the detail portion of the saleden
screen or uncheck those that you do not want fajis

Customer Order screen—header section

Phone

If you want to find your customer by telephone nembnter the number in this field. The program
will search for a match with the main phone nundresiny additional phone numbers as defined in the
customer master record.

Order Type

You enter one of several different order type cdtasrepresent what type of order you are entering
The system recognizes several different order tyPeder types are defined through the Setup Order
Entry Menu. You can define any number of custoneptypes (like types) that act "like" the system
defined order types.

Zoom to select from a current list of order types.
Fitrix comes installed with the following order g% predefined.
« REG-regular order out of warehouse

This order type serves as the "baseline" for otiipes of orders. Items are ordered, allocated,
picked, shipped, invoiced, and posted.

If you later determine that you want to ship thdesrdirectly from your vendor to your customer,
you can change the order type from REG to DIR. W§mndo this you will be prompted as fol-
lows:
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I~ Confirm @

Changing type to DIR/DRW will create vendor purchase order, Continue?

i Yes | [: Mo
V]

« DIR—direct ship (a.k.a. drop ship)

Items on a DIR type order are not picked and shldgpam your warehouse. Instead, a PO is sub-
mitted to the appropriate vendor and the vendagpsstiie items directly to your customer. Since
this type of order is neither picked nor shippeahfryour warehouse, a picking ticket is not re-
quired. If Fitrix Purchasing is installed on yoystem, the DIR order generates a purchase order
requesting that your vendor send the order dirgotlyour customer. When the PO is received the
sales order lines stage will change from NEW to SH#&re is no entry made to GL until you post
the PO to AP. At that time the entry is a debittst of sales and a credit to AP. When the sales
order is posted it will debit AR and credit salesdme.

If you initially enter the sales order with a DIRDRW order type but then decide you want to
ship it from your warehouse you can change therdyge from DIR to REG. When you do this
you will be prompted for the warehouse you are gamship the merchandise from:

P~ Warehouse .. |E|| [=] @

File Edit View Tools Help
OB O WLEE »

Warehouse Code: T AM] 5@

|Q 0K | |r:‘ Cancel |

Enter the warehouse code,

Once you click on OK or press Enter to continue,ftillowing updates take place:

1. For any items where there is not sufficient qugrdit hand to fill the order the back or-
der screen displays so that you may then eitlterceethe quantity on the order or decide
to backorder the item.

2. The order type is changed to REG (and all the lokthia scenes stages in the order tables
updated accordingly).

3. The vendor purchase order that was linked to thes sader is cancelled.

4. The vendor information on the Shipment Trackingearis updated accordingly.
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You can also unlink the DIR/DRW purchase order fittwn sales order so it can be linked to an-
other sales order. This is needed in the eventrig@nal customer cancels their order.

If you delete a customer sales order that has dar dype of DIR you will receive the following
prompt:

I3 Confirm 22 |

Create new sales order?

Gres [l |

If you select yes the program will null out the tuser code, ship to code, order number and
document number and put you in update mode. Youlementer new customer and ship-to
codes. When the order is saved, a new order nurdbenment number, and contract number will
be assigned; the vendor PO will be updated witintve order information; the shipment track-
ing table will be updated with the new informatiamd the original sales order will be cancelled.
The field labeled Orig Cust Doc No on the Updatadte Purchase Orders screen will be set to
the order number that was cancelled as an autit tra

If you select no, you will receive this prompt:

I~ Confirm @

This will cancel the sales order and vendorpurchase order. Continue?

o fes | ¥4 No
o

If you then select yes, the sales order and vepdiarhase will both be cancelled and the record
for the sales order will be removed from the Shiptigacking screen program. If you select no,
there are no changes made and the original sales @nd purchase order are retained intact.

DRW:- direct ship through warehouse

This type of order is like the DIR order type withe exception.. Just like a DIR order the sales
order creates a purchase order to the vendor. Hawelven the PO is received the receipt updates
the quantity on hand in your warehouse (and makek antry to debit inventory and credit AP
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Holding) but it stays reserved for the sales oedsiociated with it. When the sales order is posted
it will debit AR and cost of sales and
credit sales and inventory.

CRM—credit memo

Credit memos are used to adjust orders that hase ibgoiced. For example, if 8 monitors are or-
dered but then 2 are defective, a credit memasiges to reimburse the customer for the defective
items. A "CRM reason code" at the line item leveltbe screen determines how the credit memo
should be handled (return to stock, scrap, etc.).

When you use this order type and after you entectistomer code this prompt will display:

e "y

F2 Select ask_doc |-_ = '-IEI_H 52 |

)

Invoice Mumber;

l oK ||lr_:1 Cancel |

)

Enter the invoice number the credit memo shouldgpied to. Once you post the credit memo the
invoice amount due will be reduced by the credliyou leave this blank and post the credit memo
it will not be applied to the invoice. It will nead be applied to the invoice using the Update AR
Cash Receipts program.

Note: the Invoice Number to be entered above isyiséem assigned invoice number which is the
same as the system assigned document number. thgiaually assign invoices numbers you can-
not enter that number here. You must go to theoowst activity screen accessed from the Update
Customer Information program and look up the doaumember to enter.

P! View Activity = B ==

File Edit Help

OBER O W90

Ty}pe Doc Mo Doc Date Inv/Chk No Due Date Amount Balance e
IN 105 07/18/2015 105 08/17/2015 1000.00 0.00
IN 104 06,/20/2014 104 07/20/2014 7.85 0.00
N 548 06,12/2014 547 07/12/2014 100.00 98.00
N 568 06,12/2014 551 07/12/2014 100.00 100.00
N 528 06,02/2014 526 07,/02/2014 200.00 200,00
IN 524 06,/02/2014 523 07/02/2014 100.00 0.00
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« DBM-—debit memo

Debit memos are typically only used to invoice youstomer in the event that they were under-
charged. The reason code will be UNP (under-priced)

«  QUO—quotation

A quotation order type can be sent to a customemnasstimate. Because the quotation is entered
like an order it can be changed at any time integallar order if the quote is accepted.

« FUT—future order
A future order is treated exactly like a quotation.
« CAN-—cancel an order

When you cancel an order, the order retains iterdaspe, but the stage and status are set to CAN.
Allocated inventory is de-allocated. Whole ordesmmot be cancelled if a line item has been
shipped (SHP); however, you can cancel individind items that have not been shipped (see be-
low).

« RMA -returned materials

You will be prompted to link the return to the dnal sales order and select from items on it to be
returned. This order type is similar to CRM exctyatt a picking ticket will print that is then sent
to the customer as authorization to return the haardise. See the section on processing RMAs in
this chapter.

¢ RMU - returned materials
Not linked to the original sales order and you eater any items you want to be returned.
« STO - standing or recurring order

This order will be set up to recur at time intéswou choose (monthly, quarterly, etc.). See the
discussion on standing or recurring orders in¢higpter

«  WEX —warranty exchange

This merchandise is covered under warranty andhailfeturned and exchanged. See the section
on processing RMAs below

+«  WRP —warranty repair

This merchandise is covered under warranty andbeilteturned, repaired, and reshipped. See the
section on processing RMAs below

* BLO - blanket order. See the section in this chaetering Blanket Sales Orders”.

Customer

You enter the customer code in this field thatespnts the customer whose order you are entering.
You set up customer codes with Update Customerrrdton program. When you enter the customer
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code, the customer or business name is automgtazdled up, and so is the ship to address code for
this customer if there is only one.

« Zoom to select from the current list of customeda

Customer PO

You can use this "free-form" field to enter thetonser's purchase order number, if one is available,
or any other reference information up to 10 chamactThe order may be retrieved in the future using
this number or reference info. (Free-form meansgauenter any combination of numbers and char-
acters for the reference information you need.)

Sales Person

The value that displays here is retrievest fiom the ship to record and if null from the tounser
record. If both are null then this value wailbo be null. If the order type requires a salespebe as
signed to the order you will receive thisoerand will need to select a salesperson:

T Error @

This order type require an entry of salesperson

Contract

This field is maintained by the program. If youamdn order and then decide to turn it into muatipl
orders the contract number is set to thegarigales order numbers generated (ex- if youereal
-tiple orders 100 through 104 the contrachher is set to 100:104. It is this contract nuntbat is
used on the Shipping Screen program disclsslow

Ship To

The ship to code represents the location whereub®mer wants the order shipped. You can set up
ship to codes with Update Ship To Information pemgr The ship-to code is automatically entered
when the customer code is entered and there isam\ship-to code assigned to this customer. If
there are multiple ship to locations for a custgrgeu are prompted as to which ship-to to useHisr t
customer order.

« Zoom to select from the current list of ship-to esd

Ship/Return Date

You can enter the order date in the format "mm/Agtfgr each order. This is the date you expect the
order to ship to the customer from your warehougb@vendor’'s warehouse for direct ship, or when
merchandise will be returned to you

Required Date
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The date your customer requires the merckartaé delivered.
Ship Type

The type of carrier that is shipping the merchamd@i<EDEX, UPS, OTHER).
- Zoom to select from the current list of ship tyrel the ship via attached to it.
Ship Via

This field stores the ship method id shipe typeE®EX or UPS (i.e.- priority overnight) or carrie
if the ship type is other (ABF Freight Carriersatthwvill ship the order. You set up ShipVia Codethwi
the Update Ship Codes/UPS Services program.

« Zoom to select from the current list of ship viales.
Shipping Address Fields
The address fields will default to the addressrimfation of the ship to code but you can also change

this address information on the fly. If changed thildress will be stored with the sales order aimd p
on all shipping documents and the customer invoice.

Contact Name

Enter a contact name if there is a specific corftacthis sales order. If this sales order creatgso-
duction work order (line item type is made to ojdéeis contact name will transfer to the production
work order that is automatically created.

Contact Phone

Enter a telephone number for the contact entefdtlisl sales order creates a production work order
(line item type is made to order) this contact ghaerill transfer to the production work order that i
automatically created.

Description

Use this field to enter an optional descriptionwttibe order. The description can be up to 255athar
ters long. If this sales order creates a productiork order ( line item type is made to order) tiiés
scription will transfer to the production work ordbat is automatically created.

OrderNo.

You can use this field, like the PO No. field, ter a specific sales order number for future refer
ence; however, if left blank, it will default toglorder document number (see below).

Document No.
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The Document No. field is system-maintained. Aften have saved orders, the value displayed in
this field is used by the order entry system tagyualy identify the order. The system uses this umiq
number for audit trail purposes.

Blo RIse No

Release number assigned by the system. See tiensadhis chapter “Entering Blanket Sales Or-
ders”.

Order Date

You can enter the order date in the format "mmAgdtfgr each order. This is simply the date the or-
der is accepted and is not used for A/R or G/Lipgst The order date defaults to the current system
date.

Expiry Date

This is a required value for blanket orders (otgipe BLO). See the section in this chapter “Entgrin
Blanket Sales Orders”.

Multiple Orders

This defaults to unchecked. If you want to creatstipie orders, check this field. For the initialler
you enter, enter the total quantity for all ordgws want to create from this order. For examplgoif
want to create 4 orders with a quantity of 250 edmdtk this field and enter a quantity of 1000. Whe
you save the sales order you will be prompted kmwe:

F Prompt
Enter number of sales orders to create: 4
|O 0K | |i:1 Cancel |

Please note that if the order type you use is DRRAD(direct shipment from your vendor to your cus-
tomer), there will be a vendor PO created for esadbs order.

Ship Complete

This value defaults to the value found in the cogtporecord and if that is null, it defaults to Nsét
to Y a picking ticket will not print for the ordéfrit has any backordered line items since theaustr
wants the order to ship complete.

Status

Status is a system-maintained field that displhgsstatus of the current order. Once a valid onger
code is entered in the form, the system autométieaters the Stat code describing the currenistat
of the entire order. The following are the statasighations an order can have:

« ACT-order is active. Orders are active until thesy@ancelled or posted.

« REF-reference order designates a quote orderulthiange a reference order to a regular order,
the status goes to active.

« PST-order has been posted.
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« CAN-order has been cancelled.

Stage

The Stage field displays the current stage of thero As the order moves through the various stages
the system automatically maintains this field. 8ittee order’s shipment lines have stages (notrthe o
der itself), this field actually reflects the lowed all of the line stages in the order, new bdmgest.
The following is a list of stage values for orders:

«  NEW-new order waiting for you to enter line items.

. HLD- sales order will be held. When saleseoscare entered, an option must exist for theneto b
Saved initially as ‘Held for processing’.&yhcan then be released by an authorized usertby en
ing the authorization code you used in the Up@atder Entry Defaults program . Until they are
released, they:

Cannot have a pick list generated

Will not allow any transactions against their assigel Production Order:

No production packet or pick list
No Component Issue
No Production Receipt

Cannot allow pick entry, ship entry, or invommetry

The order can only be changed back from ORD to KfliBe pick ticket has not been printed.

If the sales order automatically creates purchagers, any purchase orders created will also be
held until the sales order is released from holadicRase orders are automatically created one of
three ways:

1. Item is backordered and you answer Y to the “CreQdNow” prompt.
2. Order type is DIR or DRW (drop ship from vendorctestomer).
3. Line type is DRN (direct non stock) or DRS (diretrick).

« ORD- you have ordered items, committed (allocateddntory.

+ BKO-items on backorder.

- PIC-items have been picked, waiting to be shipped.

- SHP-items have been shipped, waiting to be invoiced

- INV-order has been invoiced, ready to post afteoire is printed.
« PST-order has been posted.

«  CAN-one or more line items have been cancelled.
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Disc. Code

This is a non-entry field that displays the pricttigcount code found in the customer record iféhigr
one.

Order Total

This field is system maintained and displays tteeptotal, which includes the sum of net totals for
each shipment line, plus any shipping, miscellasaharges, and tax (if applicable).

Fixed Price

Check this box if this order is tied to a job shpwpduction work order and you do not what to update
the unit price based on costs and/or prices entaréble work order.

Hold Code

Will default to the hold code found at the custoeeel if credit checking is turned on and the cus-
tomer exceeds their credit limit when the salegoisisaved.

Credit/Debit/RMA

See the discussion on RMA orders later on in thagpter for an explanation of the fields in thisugro
box.

Customer Order screen—detalil section

From the header section, you access the detaibadthe order lines) by clicking on Detail button
pressing Ctrl TAB. The detail section of the scrieorganized into columns rather than fields. Toke
umn headings are displayed just below the headkatWformation displays is how you have the set-
tings set as described above. To change what caldisplay in the detail section while detail settio
right click on any column heading to have this eardisplay. Then check the columns that you want to
see displayed.
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<

Ln

Type

Stg

Item Code
Description
Additional Description
Warehouse

um

Quantity

Price

Y Y Y Y Y A A A

MNet Amount
Alias

Alias Description
Sls Psn

Tax

¥ CRMRsn

v BKO Ref

Mare...
Adjust Size
Reset to Defaults

As you enter the order lines for an order, the im@gy items are allocated or committed as sooroas y
complete and save the individual order line by gires[TAB] once you have entered all the line item
information. Column headings are as follows:

Ln

This first column displays the line number.

Type

The Type column accepts a line type code for ei@eh in the order, which is required. This is differ
ent than the Type field in the header section diefines the type for the entire order; this Typuocoh
defines the type for individual items. Line typeles are set up using the Update Line Type Defini-
tions program. The system recognizes the folloviimg types:

STK-stock refers to an item stocked in inventoryhére is not sufficient stock is available for
sale, a backorder is created. Stock items avaifableale are allocated.

NON-non-stock refers to items not stocked in your imtwgy but available for sale. These items
can be set up ahead of time using the Update Namntory ltems program in the Purchasing
module. A Non-Stock Item extension screen autoraliyiclisplays for you to enter information
about the non-stock item. If this non-stock iters hat been previously set up the sales account
number default to the sales account number youeashte the Update Order Entry Defaults pro-
gram and the cost of sales account number defaulte non-stock account number you entered
in the Update Purchasing Defaults program.
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P~ Non Stock ftern

File Edit View Tools Help
OB & A B0EBEM 9O

MOMN STOCKING ITTEM

Viendor:
[tem Code: 34144

Description:

Ttem Class:
Commodity Code:
Purchase Unit:
Unit Caost:
Weight:
Taxable?: M
Discountable?: N
Sales Account Mot

Cost of Sales Account No:

@ ox

| Ir:{ Cancel l

Enter the vendor code {if known).

=

Unit:

400000000 (&)
500000000 (&)

E==(EcE )

The ordered amount is placed on backorder. Youtwamcreate a purchase order by answering
Yes to this prompt when the order is stored oeretiite PO later either directly or via the purchas-
ing requisition process (see tRarchasing User Guide for more information).

T~ Message [o o ==
Create Purchase Orders for backorders now?
Please note that once the order is stored and the purchase order(s) create
any quantity changes made to the order must be manually changed on the
corresponding purchase order so that the two documents stay in sync.
QVR

STN-stock handled as non-stock are items handledliken-stock item, except that the item code
exists in inventory as an STK item While you cae item information (description, unit of meas-
ure, cost, and so on) as it is stored in the sysimntory is not allocated for the order and sale
history is not posted to inventory. This is theaddf line type for Direct Ship orders.

FOU—-found item. The item is available for sale but @ hand in inventory. Found items are
treated like non-stock items, except that they alocreate a backorder.
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KIT —kit is a group of items sold together, which catwéhe line (and subsequent lines) into the
breakdown of the specified kit. Line types of cated lines are set to the STK type as specified in
the kit definition.

CAN- cancels this order line (or part of a line). lsmannot be cancelled if they are at the SHP
stage or above. Allocated inventory is de-allocated

DRS - direct ship stock items. Items using this lipeet will have a vendor purchase order auto-
matically created since they will be shipping dilgfrom the vendor.

DRN - direct ship non stock items. Iltems using this liype will have a vendor purchase order au-
tomatically created since they will be shippingedity from the vendor.

MTO — make to order. Using this line type will creatproduction work order. The line stage will
initially be set to NEW but when the item is maade @roduction order is processed so that it gets
added to quantity on hand, the line stage willdset to ORD so that the item can be picked and
shipped. If the order quantity is greater than & wdll receive this prompt:

7™ Message BN e =5

Item : C-MAC

This item is serialized

Do you want to create multiple production orders?

G e

b5

Answer yes if you want to create multiple productiork orders or no if you want to create one
production work order for the total quantity ordzre

MTN — make to order non stock item. Using this Itgpe will create a production work order.
The line stage will initially be set to NEW but whthe item is made and production order is pro-
cessed so that it gets added to quantity on h&edlirte stage will be reset to ORD so that the
item can be shipped.

Stg

The Stg field in the detail section is system-naiimtd, and the current stage is defined for indiaid
line items as well as for the entire order. It thgp the current stage for each item on the oides.
same stage values are used for line items as adefasorder stages in the Stag field in the header
section. The various stages are:

« NEW - used on quotes. Inventory is not allocats#rved,

« ORD- item is committed meaning inventory is alleckteserved for this sales order.
« BKO-item is backordered.

« PIC-items have been picked, waiting to be shipped.
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+ SHP-items have been shipped, waiting to be invoiced

- INV-order has been invoiced, ready to post afteoire is printed.

« PST-order has been posted.

«  CAN-one or more line items have been cancelled.

Item Code - required

The Item Code column stores a pre-establishedigésarcode for the item you are ordering. If the
line type STK, the entry in this field is validatb]dm the inventory file. If the line type is a NON
type, then you enter information about this noreistibtem.

- Zoom to select a valid item code. This screendifiplay and you can use query symbols such as
* to find group of items. You can then use theathieox to select multiple items at one time.

F~ Lookup Item Code
File Edit Help

OBE] GW90

== =)

"B” = Lot and Serial Contral * * = Not Controlled

|O Ok | |t1( Cancel | lM Mew Search

Checdk if you want to indude this item

Indude Item Code Class Description Description2 Control Image
[} C-DISK COMP  HARD DRIVE
C-DISK2 COMP  HARD DRIVE
C-DISK2- ALT COMP  HARD DRIVE
Control: L” = Lot Control 5" = Serial Control
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Description

First line item description for the item code.

Additional Description

Second line item description for the item codenié @xists .
Warehouse Code

Shipping warehouse. This will defaults as follows:

Customer ship to code warehouse and if null then
Customer master warehouse and if null then
Warehouse code defined in Update Order Entry sfprogram

UM

The UM column is used to indicate the Unit of Measin which a quantity of the individual item is
sold. Units of measure are established for the itethe inventory file. Examples of units might be
EA (eaches), BX (box), PL (pallet), etc. If theniteecord has a UOM list and in that list there ar
multiple units of measure set up for selling then gan zoom from this field to find the unit of rsea
ure you want to use on this sales order.

Quantity

You enter the number of items to order in this Qitxacolumn. If the line type is NON, this quantity
is automatically placed on backorder. You can zémm the quantity field to view the item’s availa-
bility:

' = View tem Ava;llabiﬁty EI y

File Edit Help

Item Code: 12104

Unit: EA
Factar: . 250000

Warehouse On Hand Committed Cin BKO Available On Reg On PO/Transfer
5306.000 3286,000 ] 00
0.000 0.000 20,00 0.000 22.000

EDM 20,000

MACON 16,000 4,000 0,000 12,00 0,000 14,000
MIAMI 21284000 5458.332 0000 1582567 0.000 461000 ~
| ox | 4 cancel | |® Detail |
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To view what transactions make up the quantitiberathan on hand, click on the detail button and
then select the option you want to view.

- =

File Edit Help

OR=RVEXN?)

List Commit Orders

List BED Qrders
List PO's/Transfers

[G 0K | [r:j Cancel ]

Backorder Information screen

If the line type is STK and there isn’t enough kttac meet the quantity ordered, a pop-up window
prompts you for what to do:
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= Back Order Information |E”E
File Edit Help
QR G UihPRE] @@
Backorder Information
Line Mumber: 1
Ttem Code: FR3000FU
Warehouse: MIAMI
Allow Backorder?: ¥
Qty. Ordered: 25,0000
Qty. Available; 0.0000
Avg. Lead Time: 0 days.
Lastlead Time: 0 days.
Prior Lead Time: 0 days.
Qty. To Order: 0.0000
Qty. To Back Order: 25,0000
Backorder Available Date; 03/03/2014

[@ox | [gcancel | [& PowO Detais| |3 Alternate Ttems| |3 New BKO Date

You can change the quantity you want to order ergiantity you want to go on backorder.

Use the Zoom feature to retrieve purchase ordaildéyuantity, eta date, etc), for any incoming
shipments from vendors. You can then give customérestter idea as to when the backorder will ship.

The backorder available date is the date the custoan be advised that the product will be avadlabl
It is derived in the following way:

1. For a manufactured item, the program looks for guexuction orders not yet completed that
could satisfy the shortage. If order(s) are fouhd,earliest due date/quantity that satisfies the
shortage is used for the backorder available dfatee earliest due date is for a production order
that is past due, a message displays suggestingénesontact the production department to con-
firm or change/expedite the due date.

2. For a purchased item, the program looks for opeohase orders not yet received that could sat-
isfy the shortage. If order(s) are found, the eatldue date/quantity that satisfies the shortage i
used for the backorder available date. If the estrilue date is for a purchase order that is past
due, a message displays suggesting the user ctimgmtoduction department to confirm or
change/expedite the due date.

3. If the MRP module is being used, the program Idokplanned orders that could satisfy the
shortage. If order(s) are found, the earliest pdanorder due date/quantity that satisfies the short
age is used for the backorder available dateeltrliest due date is for a planned order that is
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past due (and therefore not yet released) , a meshisplays suggesting the user contact the pro-
duction department to confirm or change/expeditedine date.

4. If no combination of open or planned orders sassthe shortage, and INFINITE scheduling is
used, the logic looks at:

The produced item’s production lead times.

The Purchase Lead times for any short components.

Calculates an available date from today’s date, Pt lead times in a and b.

If there is no lead time in the item records a ragedisplays informing the user a relia-

ble backorder date cannot be calculated.

aoow

5. If FINITE scheduling is used, the logic looks at:
a. The Purchase Lead times for any short components
b. Calculates the Production lead time by looking at:
1. The hours required to produce from the routing.
2. The available hours from the Department, Work Qehfiachine or Team
(whichever is identified as the resource beingdigischeduled) — assuming ex-
isting orders are already being worked on.
c. Calculates an available date from today's date, Pthé lead times above.
d. If there is no lead time in the item records a ragedisplays informing the user a relia-
ble backorder date cannot be calculated.

You can reduce the backorder quantity and cIickmt@ Mew B0 DEIte'to see if the reduction
changes the date the item will be available.

Note

You can enter zero to cancel the line if you devént the item backordered.

Alternate ltems

You can also click on the Alternate Items buttosee if there is alternative or substitute foritam
you are ordering. If there this screen will displdyou check the Include box the item on the sale
order will be replaced with this alternate itemaRehel nventory Control User Guide on how to set
up item alternates.
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F oe,i_order.alter IE' |£

File Edit MNavigation Help
OB OWEEER BV00EDE OO

Item Code: C-DISK2

Include Item Warehouse On Hand Committed Met Available um :
Ll C-DISK2- ALT SEATTLE 97.00 5.00 9200 EA
""" C-DISK2- ALT MLAMI 50.00 0.00 5000 EA

[@ok | [4cancel |

£

Chedk if you want to indude this item

Quantity Released

For blanket sales orders this display only fieltl shiow what portion of the total order quantitysha
already been released for shipment. See the sdutthis chapter “Entering Blanket Sales Orders”.

Price

This column stores the price per unit for the lieen. If the item is non-stock, you must enter iaqar
If the item is a stocking item, the system calasahe price based on special pricing factorsocust
er, customer type, item, item type, order typeeodhte, and order quantity. You can override this
generated price line type is setup to allow yoddao. If you have a required profit percent geau
either the item level or globally at the OE defaldtvel and the price entered is below the required
profit percent when compared to cost you will reeghis message:

F=wa rning

Price below required profit margin. Continue {y/n)?

l‘gg Yes -I |r:{ Mo |

You can click on Yes to allow the price and if fhmfit Override Approval Code in the Update Order
Entry Defaults screen program is not null you'llgrempted to enter a password to continue. Man-
agement can run the Price Variance report in thes34istory Reports submenu at any time to see
which user are allowing prices that are below #dwired profit margin.

If you zoom from the price field you can see pastsfor the item.

Order Maintenance 99



Fitrix Order Entry User Guide

=" Viiew Sales History = @

File Edit Mavigation Help

= ouU! 2500 90

Document Date : Q] Type Who Oty Stats Unit Cost Unit Price Business Mame G
1813 08/21/2012 OE 5H ih -200 N 5.00 0,00 ACTION AUTOPARTS L |
1813 08/21/2012 OE 5H 1] -200 N 5.00 0,00 ACTIOM AUTOPARTS

1813 08/21/2012 OE 5H 1 -1.00 N 5.00 0.00 ACTION AUTOPARTS

1813 08/21/2012 OE 5H 5 3 -1.00 N 500 0,00 ACTION AUTOPARTS

1811 08/14/2012 OE 5H 1 -1.00 N 5.00 7.85 ACTION AUTOPARTS

1800 07/31/2012 OE 5H 11 -1.00 ¥ 135 785 T&W AUTCSPORT INC

1500 073172012 OE 5H 11 -1.00 ¥ 5.00 785 T&W AUTOSPORT INC

1789 0772372012 0OE 5H 12 1.00 N 155 785 CLASSIC PARTS UNLIMITED

1789 07/23/2012 0OE 5H 12 1.00 N 0.00 7.85 CLASSIC PARTS UNLIMITED

1789 0772372012 OE 5H 12 100 N 15.00 785 CLASSIC PARTS UNLIMITED >
EEEIXE

Net Amount

The Net Amount column stores the net price fordiger line. The amount displayed in this column is
the product of the Quantity multiplied by the Priadnich is calculated by the system.

Alias

If you are entering the order using customer a@es (which then reverts to your item code), the a
as code will display here and also print on theéarasr invoice as a cross reference for you customer

Sls Psn salesperson code (defaults to the salesperson foithe OE Defaults screen accessed from
the header section but it can be changed) or themarson code assigned to the user’s login lekif t
login id is found in any salesperson code record.

Tax- sales tax code defaults as follows:

Customer ship to code tax code and if null then
Customer master tax code and if null then
Tax code defined in Update Order Entry Defauttggpam

CRM Rsn- credit or debit memo reason code. Will defaulth® value entered in the header portion
of the screen but can be changed on a line bybkses IF the order type was set up to allow fortimul
ple reasons.
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Lot Selection in Order Entry

If you enter an item in order entry that is lot tolled ( in item master the serial/lot value is tgel) this
screen will display. It will select the oldest Iditst based on the expiration date but you caecsdaliffer-
ent lots as needed.

: - Update Lot Information E' ‘

File Edit Mavigation Help

O UUBEER 2H00EDE GO

Qty This Order: 1.000 OnPQ: 12,000
Bin Location Lot Mo, Serial Mo, Qty Avail Qty ToOrder UM Expiry Date Landed Cost i
Al 1001 7.000 EA 1273172010 75,0000 ! |
Al 1001 198.000 EA  |12/31/2010 90.0000 (=]
Al 1001 98.000 EA  112/31/2010 93,0000 |
Al 1001 595.000 EA 112/31/2010 1000000
Bl 1001 133.000 EA 1 12/31/2010 1000000 -
(Gok | [idcancel | [@ PO Details|

Enter the quantity to order - Zoom to PO Detail.

Create Purchase Orders for Backorders

When the order is stored this prompt will displfthere are any part numbers with a line stageki®dB
and the Auto Create PO for Backorders check balvériJpdate Order Entry Defaults program is
checked:

7™ Message o ]l-E ]

Create Purchase Orders for backorders now?

Please note that once the order is stored and the purchase order(s) create

any quantity changes made to the order must be manually changed on the

corresponding purchase order so that the twe documents stay in sync.

This screen then displays the primary vendor yaghmse the item from.
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r" Create PO/Assign Vendors | =]
File Edit Mavigation Help
DB O k90
iLn Item Code PU Quantity Description Vendor Code ‘endor Part Number Cost
| 1 C-DISK2 EA 1.000 HARD DRIVE 123457 E| 60.000
|Q oK | |r;{ Cancel I

Enter the supplier code.

If you want to select all vendors in the catalog @endor that is not in the catalog click on the
magnifying glass or press control Z to receive gn@mpt:

I~ Warning =

Dizplay catalog vendors only?

L@ Yes | |P:ﬂ Mo |

If you answer yes, all vendors found in the itec@galog will display and you can select the one you
want. If you answer no all vendors will display.

If the Approved Vendor List value in the PurchgsiPefaults program is set to Y the vendor selected
must be in the catalog. If they are not you witlewed this prompt:

¥~ Validate Passward EI@

File

o

This vendor is not one of the approved vendors for this item. Enter the password
to continue or contact the purchasing manager and request it be added to the
Approved Vendors List:

Password: ||

[0 oK l [Q:{ Cancel l

Enter AVL password
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Recording Lost Sales

If user cancels an order by using the delete budtothe toolbar or cancels a line on an order theei
changing quantity to 0 or stage to CAN they wilte®e this prompt:

rﬁ-‘ Confirm -'

Is thiz a lost sale?

@ Yes i |t;f Mo |

If Yes is selected they will then be prompted tteethe reason the sale was lost. The reason dnidlie
be stored with the sales order.

¥~ Additional Information | = |- =

Sales Reason Code; ';*::'Eea E|

Enter reason code, or zoom for a list

Customer Order Supporting Screens

This section describes several of the primary stpppscreens associated with the main customearord
screen.

The Order Summary Screen

@

When in the header section of the screen clickel *“™¥  icon to access this screen.
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-

¥ Order Summary Information =3 =dl SE'
OB OUBLHFEQABRBLRME 9O
Payment Method : AR |E| ACCOUNTS RECEIVABLE
Terms : A |£| NET 30 split Payment Terms: |§|
Credit Card Information Shipping Information
Credit Card No: Auth. Code: Auth, Date: |I1_£| Residential?: M
Auth. Amourtt: 0.00 Dedine Code: Ship Terms: PREPAID E|
Dedine Messg.: FOB Paint:  SHIP POINT
Email: bettyb@fourthgeneration. com Weight:
UPS Account:
Route Code:
Shipment Tracking Data Order Amounts
Deposit Amount Required: SubTotal: 2000.00
Documents Sent: |@I Discount: 0.00
Destination: IEJ Freight Amount: 0.00
Consignee MName: Freight Tax Code: MNOTAX EJ
Consignee Address: Total Tax: 0,00
Restock Fee: 0.00
Spedal Handling Fee: 0,00
Total Order: 2000.00
Notify Party Name; Credit Approval
Motify Party Info: Credit Approved: 2]
Truck BOL No: 916 Approved Date:
Approved By:
@ox | [fdcance |
Enter the method of payment. OVR

The top section of the Order Summary screen h&relift fields depending on this customer’s payment
method. Payment methods include cash or checkit cad, and open terms. Zoom to select from a list
of currently defined payment methods.

The lower section of the screen, Shipping Inforomatcontains fields used to provide specific infor-
mation regarding the charges for this particulaeor

The Order Summary screen contains the followinigi$ie

Payment Method- This field stores the payment method for thitearWhen entering an order, the pay-
ment method defaults to the payment method setilgg ioustomer record. If there is not a methodpdatu
the customer record, the method setup in the @nakey Defaults table is used. You can overridepte
ment method either before or after you have idedtthe customer for the order. The payment methods

must be setup through Update Payment Methods {oftl). Zoom to select from the current list ef d
fined payment methods.

Check Number- This field is used to enter the number of thexckithe customer used to pay for the order
if payment will be by check. This can be up to egtaracters in length.
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Credit Card No. - This field records the last four digits of ttredit card number for credit card
payments. See the chapter on Credit Card Processing

Auth Code - Authorization Code for credit card transactioree Ehapter on Credit Card Processing.
Auth. Date - Date credit card was authorized. See Chapt@redit Card Processing.

Auth Amount - Amount authorized on credit card. See Chapt@redit Card Processing.

Decline Code- Reason credit card was declined. See Chaptereniit Card Processing.

Messg -Declined message. See Chapte€omtit Card Processing.

Terms - This field stores the payment terms code. Timgeode must have been setup in the Terms table
in Accounts Receivable. Next to the Terms fieldrisunlabeled field that displays the terms coderies
tion after the terms code is validated. Zoom tectdtom a current list of terms code.

Residential- This value is used in conjunction with the UPSrld/ Ship interface and defaults first to the
value in the ship to record and if that is nuk thalue in the customer record.

Ship Terms- Shipping terms for this order (collect, prepaitd,). This value defaults to the value found in
the ship to record and if null, the value in thetomer record. Zoom is available if this value sdede
changed.

FOB Point - The Free on Board code designates the party rebjfor transportation charges on mer-
chandise shipped. If the free on-board point isritpaf-origin,” the customer is responsible foridie
charges; if the FOB point is "destination” the \@rid responsible for freight charges. The FOB d¢sde
printed on order acknowledgements, picking lisig, gacking slips.

Weight - This system-maintained field indicates the takight of this shipment.
UPS Account- Defaults to UPS account number found in theornet record.

Route Code— This code comes from the ship-to record if fotinegle and if not found there it will come
from the customer record. When picking ticketsirgted they are group by truck route code.

Email Address - Defaults to the email address found in the eostaecord.
Ship Complete- Defaults to same value as order header record.
Sub-Total - This system-maintained field displays the osidatotal.

Discount- This is the dollar amount of all discounts cklted for the order.
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Tax - This system-maintained field stores the amotitebocalculated for the entire order.

Freight Amount - You can enter freight charge here, if applicables freight charge applies to the entire
order and is included in the Total Order field. Tharge is posted to the freight account spedifiethe
Order Entry Default screen.

Freight Tax Code- This stores the value for the sales tax cothe tased on any freight charged. This
value defaults to the value found in the ship tore and if null, the value found in the custonesiord.
Zoom is available if it needs to be changed.

Deposit Amount Required— Enter the deposit amount that is required ferdhles order if any. This
amount will display on the Shipment Tracking scieércounting Information screen.

Documents Sent For International shipments enter the date dicerients were sent to your customer.
This date will display o the shipment tracking scre

Destination— Enter the final destination of the shipment. dlestination prints on the Export Bill of Lad-
ing and Commercial Invoice.

Consignee Name and Address Enter the consignee name and address. Thisiafion will display on
the Shipment Tracking screen.

Notify Name and Info- Enter the Notify Name and Info. This informatieill display on the Shipment
Tracking screen.

Truck BOL No. — the hill of lading number is assigned by theesys This number displays on the Ship-
ment Tracking screen and also prints on the EXgithaf Lading.

Total Tax - Display only field that displays sales tax ckdtian.

Restock Fee- enter the fee you charge to restock returnedirandise

Special Handling Fee- if any items on the order have special handlivarges defined in the item master
record, these charges will be added to the cus®oreler total.

Total Order - This is the total dollar amount of the order.

Credit Approval - these values are maintained by the program endglated when the order is re-
leased from hold using the Release Orders on Huolgkam in the Accounts Receivable module.
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The Shipment Detail screen

&

While in the detail section of the screen clicktbe PP icon the view this screen. You can use this
screen to view the various staged of a specifeilinthe event multiple shipments take place {ipart
of the line is ORD and part is BKO. Only the lowsttge, BKO, shows on the main order entry screen).

= Viiew Shipment Details ||| = |
File Edit MNavigation Help
B GU! 2500 96
IShpNo Sty Warehouse Qty UM Price Net Amount
1 5 MIAMI 10,0000 EA 1.9625 19.63
Customer Information —
Sold-To: 12 - CLASSIC PARTS UNLIMITED
Ship-To: EAST -  EAST DISTRIBUTION CENTER
Bill To: 12 - CLASSIC PARTS UNLIMITED
Cost: 2,5000 Location: Al Ship Wit.: 5.000
Shipment Date
Projected i) Request i Reject k] Actual e
[@ox | [fqcancel | [ginsert | [CEappend | [dpeete | (@ out | (¥ setpates
Enter the stage code: [NEW] [CAN]. Ve

The Shipment Detail screen contains the followietds:

ShpNo

This system-maintained field stores the shipméme)Inumber for this order line.

Stg

This field displays the stage that this order lias reached. You can enter CAN to cancel the line.

Warehouse

This field shows the warehouse from which itemthia order line are shipped.

Quantity

The quantity of items for this order line.

Price

This field displays the price per item for thisdiitem. This field is maintained by the system.

Net Amount
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The Net Amount field is calculated by the systendigplay the net amount for this order line.

Sold-To

This non-entry field displays the customer codetliss order line; the customer description appears
adjacent to the customer code.

Ship-To

This non-entry field displays the customer shigdde for this order line; the ship-to descriptiqgn a
pears adjacent to the ship-to code.

Bill-To

This non-entry field displays the bill-to code fbis order line; the bill-to description appeargaadnt
to the bill-to code.

Cost

This system-maintained field displays the cost amdar the item in this order line.

Location

This non-entry field displays the static locatibe ttem in the warehouse. If you are using theimult
bin

Functionality this field will be blank.

Ship Wt.

The shipping weight is calculated for all itemghis order line and displayed in the Ship Wt. field

Note:

The additional fields on this screen (projecteduest, reject, actual), are not currently functiona

The Order Defaults screen

Form the header section of the screen clic D&faults

faults screen contains the following fields:

. icon to view this screen. The Order Entry De-
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F" View/Update Defaults = .

File Edit View Tools Help
OB O WRPHA ALRM OO

Order Line Defaults

Tex: JENE @ [A] NOTAX
Warehouse Code: MIAMI |E| MIAMI WHSE
Department: 000 |§| ADMIN, OFFICE
Sales Person: BILL |§ BILL JOMES
Staging Area: |E|
Resale Mo:
Resale Expiry: @ﬂ
|0 0K | |l:f Cancel l

Tax group code use for this order.

Warehouse Code

This field stores the default warehouse code fisr¢hstomer order. The warehouse code descriptions
next to the code.

- Zoom is available to select from the currently defl warehouse codes.

Department

This three-character field stores the default depemt code for the order. The department code de-
scription is displayed next to the code. When tliepis invoiced and posted, the debit entry to Ac-
counts Receivable will use this department code.

« Zoom is available to select from a list of depaminsodes.

Sales Person

Use this field to enter the code for the salespeeassociated with this customer order. The salesper
son description is displayed adjacent to the code.

« Zoom to select a salesperson code.

Staging Area

Use this to enter codes for staging areas for sraled descriptions of those staging areas.
Resale No

This sales tax number comes from the customerdecor

Resale Expiry

This expiration date comes from the customer record
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The Credit Check Screen
@

From the header section click on - =&t Eheck i00n to view this screen

P )

F Customer Credit Check El@

File Edit Help
OB OWhBRER 0O

TR ey (=l VT A G GER. DISTRIBUTION

Credit Limit: 1000.00 Current: 0.00
Balance: 0.00 Ower 30: 0.00
Open Orders: 2000,00 Ower 60: 0.00
Avail. Credit: -1000.00 Ower 90: 0.00
¥TD Sales: ] Lifetime Sales: ]

[a oK ] [[:1 Cancel ]

OVR

Line Iltem Browse Screen

&

From the detail section of the screen, click on Lines  jcon to view this screen. This screen gives you
an easy way to find a specific line item on an ottat has many line items.

= View Order Lines EIIE'
File Edit Help
OBme O
Lm Typ Stg Item Code UM Quantity Frice Extended -
1 EA
2 5TK ORD C-DISK2- ALT E& 1.0000 200.0000 200.00
3 STK ORD C-KEY E& 1.0000 29.9900 29.99
4 STK ORD C-MOUSE Ea 1.0000 15.9900 15.99
5 5TK ORD C-MOM EA 1.0000 159.9900 159.99
[e Ok ] [Q:ﬂ Cancel ] [M Mew Search]
OVR.
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The Inventory Status screen

From the Quantity field the detail section of thes@mer Order screen, you can Zoom to see thessthtu
them item.

' = View tem Ava;llabifity EI y

File Edit Help
OER Y190

Item Code: 12104

Unit: EA
Factor: 250000
Warehouse On Hand Committed Cin BKO Available On Reg On PO/Transfer

5306.000 3286000

EDM 20,000 0.000 0.000 20,00 0.000 22,000 -
MACON 16.000 4,000 0,000 12,00 0,000 14,000
MLAMI 21254000 5458.332 0.000 15825.67 0.000 461,000 -
[Gox | [fdcancel | @ Detail |

The Inventory Status form contains the followingidis:

Item Code

This field stores the item code for the item ordarethis line.
Unit

This field stores the stock unit of measure forithventory item.

Factor

This is the conversion factor that converts stawksuo sell units.

Warehouse

This column stores the code for the warehousesentherordered item is stocked.

On Hand

This system-maintained column displays the amofititi® order line item "on hand" in the ware-
house designated in the warehouse column.

Committed

This system-maintained column displays the amofititi® item committed to orders and transfer out
from this warehouse.

On BKO
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This system-maintained column displays the amofititie item that is already on backorder for this
warehouse.

On Req.

This system-maintained column displays the amofititi® item that is on purchase requisitions.

On PO/Tsf

This system-maintained column displays the amofititi® item that is currently ordered, and the
amount
transferred.

To view what transactions make up the quantitiegrothan on hand, click on the detail button and
then select the option you want to view.

£ folre s

File Edit Help

OR=RVEX N ? )

[List BKO Orders
|List PO's/Transfers

|0 oK | l!_:{ Cancel ]

Other Icons on the OE Toolbar
&

Customer | 3unches te Update Customer Information program.

o

shipTo  |aunches the Update Customer Ship-to program

&

Ship Rates  displasys ths Federal Express/UPS ship ratesrscree
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AT )

File Edit Help

OB} UH DO

Total Weight 18.70 LB
Sel  Ship Via Description List Rate Disc Rate Days
FEDEX GROUND FED EX GROUND
[F] FEDEX 2 DAy SECOND DAY 98.21 98.21
] FIRST_OVERMIGHT FIRST OVERMIGHT 192,55 19255
[Z] PRIORITY_OVERMNIGHT PRIORITY OVERNIGHT 162.91 16291
[0 (o' | [[:1 Cancel ] IM MNew Search

o

Address 5)lows you to validate the shipping address withee Federal Express or UPS real time via the

Web Services interface.

e

Ship Track i being shipped via Federal Express or USP youviaw real tiemshipment tracking using

this screen

E View Tracking Information EI

File Edit Help

OB} O 90

Order PicTick# Tracking Number Ship Date Void Delivered Date =+
3676-01 10/18/2012 101872012

[0 oK ] [g:{ Cancel ] ’ﬂ New Search] [@ Details ]

OWR

CH

ItemMaste .
== Jaunches the item master program.

o

Prie=  Jaunches the Update Special Prcing program.
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&
53 aunches the sales history report program.
(4
Invoice .
launches the Update Customer Invoice program.
&

Image= i there is an image stored with the item or orgla can click on this icon to display it.

oH

Make To Order  f the jtem is a make to order item (line type F®) click on this icon to view the
asscoaited Production work order that will be pssee in ordr to produce the item. SeeRhaduction
Order Processing User Guide for more information.

(42

Lot/Location  will display the lots you selected for the item

; F-' Update Lot Information EI@ -

File Edit Mavigation Help

OB 0P’ 25 00EDHE 0O

Qty This Order: 1.000 OnPQ; 0.000

I

| Bin Location Lot No, Serial Mo. Qty Avail Qty To Order UM Expiry Date Landed Cost

IAAl 2350 1.000 EA  12/31/2015 90,0000

|BBL LOTL 31.000 EA 75.0000

|BBL 2350 1.000 EA 75.0000
@ok | [igcancel | @ PO Detais|

Enter the gquantity to order - Zoom to PO Detail.

Alternate Items i1 on this icon to view alternate or substititeens for the item orfered. This is the same stree

that that is accessed from the backorder scneeeisied above.

e

Configue ;se this item to view the configuration for a mémlerder configurable item. This process is
discussed in great detail in tReoduct Configurator User Guide.

&

BlanketRel | 1sed to process releases from blanket sales offlseghe section in this chapter “Entering

Blanket Sales Orders”.
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e

Rise Dt used to view release details on blanket saleg@r8ee the section in this chapter “Entering

Blanket Sales Orders”.

Order Entry Notes

There are several different types of notes, someviil print on shipping documents, and some #rat
for reference only, and some that are entered bksenin the database but can be accessed here for i
formational purposes.

&
To access the notes press Ctrl N or click Met== icon on the standard toolbar.

3 Choose » Note Taopt.. [»=

File Edit Help

OBEIH @

| Picking Motes
|Ttem Pricing Motes
| Order Notes

iCletcmErthez
| Shipping Motes
Lost Sale Motes

‘F‘Lu'chase Order Motes

(@ ox | a4 cancel |

Order Notes

These notes apply to the order as a whole; yoyprdahthese notes on the order acknowledgement,
picking ticket, packing slip, invoice, and the editd posting lists. Entries in the Order Entry Diéfa
file (Update Order Entry Defaults) determine thewtnents on which these notes are printed. You
could reserve these notes for internal use bynggtiie defaults for printing notes in the Orderrignt
Defaults program appropriately.

Order/Line Notes

You enter these notes through the detail portioth@iCustomer Order screen: the notes relate to a
specific order line in the detail section. You ¢eve order/line notes print on the acknowledgement,
picking ticket, packing slip, and invoice. If theaee extra description notes in Inventory Contool f

an inventory item, these extra notes appear wharegter the item code on an order line.
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Picking Notes

You access these notes through the detail porfititmeoCustomer Order screen and they print on the
picking ticket. The picking notes are for the peogssembling orders in the warehouse and usually
are shipping instructions. The picking notes fgaaticular item might read, "Be sure to pack with a
tistatic foam and place a humidity eater in thekpge."

Inventory Item Notes

These notes are for reference only. If an itemhenorder has notes associated with it (notes ehiere
the inventory item record), you can access thissioption to display them.

Item Alias Notes

If the item has a customer alias code associattitityaccess this notes option to view any ndtas t
are associated with the alias code.

Customer Notes

These notes are for reference only. If the custdrasmotes associated with it (notes entered in the
customer master record), you can access this optes to display them.

Item Pricing Notes

These notes are for reference only Use these totager any notes as to why an item'’s pricing was
changed from the customer’s default pricing to heoprice.

Lost Sale Notes

These notes are for reference only. Use these tmtrger information as to why an order was can-
celled.

PO Notes

Any notes using this option will print on vendorphiase orders if the customer order is a direct
shipment order (order type —DIR) or a purchaseron@e created for the backordered items through
the requisition process.

Shipping Notes

These notes print on the picking ticket and packligand work two ways. Default shipping notes for
a customer can be entered using the Update Custafoamation program. When you enter an order
for a customer that has default notes, these matiedisplay in order entry and you will be promgte

I~ Confirm @

Store these Shipping Motes

VIEEE X1 | | @ quit |
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If you store with the order you can then you candifyahem as needed before you print the picking
ticket. If you do not store them with the order ttwtes will print as is on the picking ticket. lifet cus-
tomer does not have default notes, you can engen thuring order entry by selecting shipping notes
from the notes picker screen.

Options Icon in Order Entry
h Y

When you select th OPions

. icon from the customer order screen toolbar, thlewing displays:

Quotation
Acknowledgement
Status
History
MNotes Shipping
Track Shipment
Pick Status

9 Help

@ Quit

Quotation this allows you to print a quotation (any ordethnorder type QUO).

« Acknowledgment—this allows you to print an order acknowledgmenttich can also be printed
via Print Order Acknowledgment program.

« Status—allows you to print the status of the order tisatiirrently being worked on.

« Hist—this option prints a history of all the orders fois customer in the form of an Order Status
Detail report, which prints to the screen.

« Notes Shipping— this option will display any shipping notes asated with this order

« Track Shipment— this option stores the UPS tracking informati®ee thd-ederal Express/lUPS
Shipments User Guide for more information.

« Pick Status- with this screeithe user can view when the merchandise shipped.i hielpful
when there are multiple shipments per order anduktomer calls to inquire when the various
items shipped
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F View Shipment Status
File Edit Help

OBR Ut 9O

Qty

E=5 ESB ==
Line Stg Date Shipped -
10/18/2012
1.00 NV 10/18/2012
1.00 NV 10/18/2012
1.00 INV 10/18/2012

Tickets Whs Item Code
1 SEATTLE
1 SEATTLE C-DISK2- ALT
1 SEATTLE C-MON
1 SEATTLE C-KEY
[ oK ] [Q:‘ Cancel l

Credit Checking

For customers that have credit checking turneagoery time an order is saved or an existing ordsr h
its amount changed a check is done to see if thiEer has exceeded their credit limit. The formula

are:

Total Amount Due from Customer:

Account balance + Total open sales orders + Cumetdr being worked on

Credit Exposure Allowed:

Credit limit + (Credit limit x Over credit % aNeed)

If the total due exceeds credit allowed this messaitj display and the Hold Code on the order heade

screen will be set to the hold code found in thet@mer record.
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F~ Customer Credit Check E\@
File Edit Help
OB OUWEEER @O
oV E=dvely (< @V E ISAG GER. DISTRIBUTION
Hold Code: HOLD Tolerance Percent: 10,00
Description: HOLD ORDER. NO PROCESSING ALLOWED,
Total Exposure: 3995.00
Credit Limit + Tolerance: 1100.00
Total Cver Limit: 2395.00
=*=5Customer Exceeds Credit Limit. Order will go on hold**=*
-
[@ox | [gcance |
OvVR

If the amount of an order on hold is reduced amrégduction puts the customer below their allowed

credit exposure you will receive a message notifyiau of this and the order will be removed fronidho
where saved.

If the email alert is Active an email will be sdatthe credit manager assigned to the customealand
the sales representative assigned to the salesrmtiiying them that an order has been placedadd. h

i = Update E-Mail Templates

Lol o (=]
File Edit View MNavigation Tools Actions Options Help
[ORL=RVER B i

QA BEBRMEO0EDE 0O
m

Cc Redpients

QA G © 9 O 9 &

Find Prev MNext Add Update Delete Browse

B

Reports: Redpients

ReplyTo

Event Code: HOLD_SALES_ORDER
Description: SALES ORDER ON CREDIT HOLD
Active:
Type: EMAIL
Message Subject:

Priority 13
Sales Order &order_no held with Hold Code &hold_code

Seq Text

1 Sales Order &order_no dated Storder_date for &total_amount is being held :._-
2 because &bus_name has exceeded their credit limit.

10f1
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Depending upon how the flags are set for the hotttdetermines what further processing can be ttone
the sales order. There are two hold codes deliweitdFitrix and these can be edited as neededchand

ones can be created.

¥ - Update Credit Hold Codes
File Edit View Mavigation Tools Actions Help
OB @il A B0RME S0
a4 e 9 9 Q &

Find Prey MNext Add Update Delete Browse

Hald Code HOLD
Description HOLD ORDER. MO PROCESSING ALLOWED,

Functions Allowed
Hold Production Work Order |Yes -

Hold Vendor PO for DIR Orders [Lines Yes -
Print Pick Ticket | No
Update Picked Quantities | Na

Update Shipped Quantities Mo -

Print Packing Slip Mo -
Create Invoice |No

Print Invoice |Mo -

1of1

F" Update Credit Hold Codes

File Edit View Mavigation Tools Actions Help

S < I+ O &’

Find Prey MNext Add Update Delete Browse

Hold Code BLD/PO
Description HOLD ORDER. BUT CAN BUILD ANDJOR PROCESS PO,

Functions Allowed

Hold Production Work Order |[No -

Hold Vendor PO for DIR. Orders [Lines | No

Print Pick Ticket No

Update Picked Quantities | No
Update Shipped Quantities \No -
Print Packing Slip |No -

Create Invoice | No

Print Invoice No -

10f1

For further information on hold codes and releasingtomer orders from credit hold see the Customer
Credit Management section @hapter 5 of the Accounts Receivable User Guide.

Cloning Sales Orders

You use the clone sales order feature to copyiegisales orders. When you clone a sales ordewa ne
sales order is created with an order type of QUQfmte. You can make changes to the new quote or
accept it as is. When you are satisfied with theteguyou update the quote and change the ordettaype
REG for regular sales order so that the order egorbcessed. You use the Update Customer Orders pro
gram to clone sales orders. You can also copyeguaging the Sales Quotations/Recurring Orders pro-
gram.

-5

Cory Order jcon on the toolbar.

Select the order you want to copy and then clickhe:
When you choose the Copy Order command a newnicstaf the Update Customer Orders appears with
the new order as a quote (Order Type = QUO). Yay make changes to the quote before proceeding.
To continue processing the order, you must chanigegtiote to a regular order. To do this you uptiae
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qguote and change the Order Type to ‘REG’ for regotder. When you change the quote to a regular
order you are asked if you wish to recalculatepitiees.

I3 Confirm | =NAC! ﬁ]

Do you want to recalculate the prices?

Choose No to keep the prices on the order you dldBkoose Yes to update the prices to currentgrice

If any items go on backorder you are presented thigrusual backorder window. In addition you ame pr
sented with the create purchase order window ifsymtem is setup to do so.

If the item prices on the order you copied werengeal they are considered price locked and the item
prices on your new order are price locked as wdl this case you are notified that you must rfyotltie

prices manually.
I3 Notice s

All limes are price locked. Must modify manually as needed

o]

Once you have cloned an order and changed thectlindler to a regular order, the order can be pro-
cessed as usual.

R |
To clone archived orders click on t o4& History ieon 1o first find the archived order.You clone ar
chived sales orders the same way as you clone mbivad sales orders by using the Copy Order com-
mand. The cloned orders from archived orders @mx&ted like the cloned orders from non-archived or-
ders. They are created as quotes that you can chakeges to and then change the quote to a regular o
der.

You can also clone quotes. You clone quotes bygusie Sales Quotations/Recurring Orders program.
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Blanket Sales Orders

Enter Blanket Sales Orders

A Blanket Order is a type of Master Order that aomd specific quantities for certain inventory iteat
set prices that the customer may draw againstaperiod of time. The Blanket order guaranteesttieat
customer will be able to purchase a limited qugrtfteach item over time at the pre-set price. duee
tomer can no longer place orders against the BtaDkder once the total blanket order quantitiesshav
been exhausted, or the Blanket Order has expirsgbban its expiration date. A Blanket Order i9an
der type BLO which is a reference order only (lilgee = QUO).

The quotation/acknowledgement form that is prirfftedhe BLO will clearly state it is a blanket sale
order. Once a Blanket Order (BLO) has been createidrs may be placed against this Blanket Order.
These orders are known as releases and they wilkaeed just like any other order with these sgieci
conditions:

1. Items on a Blanket Order Release will be limiteitéms that are part of the Blanket Order.

2. The total quantities ordered for a given item drofthe Blanket Order Releases for that Master
Blanket Order cannot exceed the total quantitydaigid on the Blanket Order.

3. The price on the release must be the same asitieegor the BLO.

Each Blanket Order Release will use the same anagimber as the Blanket Order, but will also inclade
sequential Release Number. The order number pe@deeans to link the releases to the proper Btanke
Order. This allows separate customer purchase awdabers be assigned on each release if desired by
the customer.

The user has the ability to view the Blanket Omiedemand and view the total item quantities reldas
(and scheduled for the future) on an item-by itersisa The user may edit the Blanket Order oncast h
been created and releases have been created digainst

When an Order Acknowledgment is printed for a B&triBrder Release, the total quantities display just
as they do with a regular order. Additionally, tb&al Blanket Order remaining quantities will digplfor
each item. This document also indicates thatdtBanket Order Release and displays the Blanke¢iOr
ID.

The user has the ability to "suspend" a blanketiopdematurely (prior to its expiration date or toen-
pletion of the item quantities) simply by changitgyexpiration date to less than TODAY.

Use order type BLO for blanket orders, once thigeotype is entered you will be prompted for the or
der’s expiration date.
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r:_, Prompt
File
-

Expiry Date: 053114  [tig]

l' OK. ]l[:*Cancel |

Enter the expiration date.

=R

After you enter the quantity for each line item thkease details screen displays so that you csigrage

the quantities and their ship dates.

"~ Release Detail = |
File Edit Mavigation Help
OB @il QA LGTOOEDE DO
Item Code: 12104 SCM A SERIES MULSTRIKE ZND DESCRIPTION LIME
Qty Ordered: 1000, 000
Release Quantity Balance Remaining Ship Date Required Date
250,000 250.000 12/19/2012 12/25/2013
250,000 250.000 01/19/2014 01,/25/2014
250.000 250,000 02/19/2014 02/25/2014
250.000 250.000 03/19/2014 03/25/2014
| il
[@ok | [F4cancal |
TR
Enter release quantity.

The ship date needs to be before the expiratianatad the required date needs to be after thedsiép

but before the blanket order expiration date.

Processing Releases
&

. Blanket Rel
To release product from a blanket sales order dickhe AMREERE

access this release screen

button on the order entry toolbar to
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¥ Blonket Releme ===

File Edit View MNavigation Tools Actions Options Help

OB Ol A BB EBO0Q0EDEG DO
&
Convert Releases
+ ]
Add
Sales Order Mo: 552 Enter Date Product Should Ship: 12/26/2013 114
Release Date: 12/1%/2013 lL4| Enter Date Customer Requires Receipt of Product: 01/08/2014 |84

Customer Code: 1
Customer Name: ACTION COMPUTERS & ELECTRONICS
Order Date: 12/15/2013

Last Release Mo: a

Item Code Description Qty Ordered Qty Released Qty Remaining Qty to Release

12104 SCM & SERIES MULSTRIKE 1000.000 0.000 1000.000 250.000

12112 SCM A SERIES CVR-UP TAPE 1000.000 0.000 1000.000 500.000
[ -

[@ oK | |t;1 Cancel ] IE Header |

o
=

Enter gty to release.

In Add mode enter the blanket sales order numbgau enter a blanket sales order number and the
orders was exipred you will receive this message:

7 tror =)o ==

This Blanket Order has expired.

To do further releases you must extend the expiration date.

Next enter the ship date, required receipt date tlae quantity to be released for each item. Tas ¢he
detail of the quantities and dates intially entesadhe blanket sales order you can zoom from tiyet@
Release field and this view only screen will digpla
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P Release Detail E |

File Edit MNavigation Help

OB UUHEER LTO0QLDLE SO

Item Code: 12104 SCM A SERIES MULSTRIKE
Qty Ordered: 1000000
Release Quantity Balance Remaining Ship Date Required Date :
0,000 12/26/2013
250.000 250.000 01,19/2014 01,/25/2014
250.000 250,000 02/19/2014 02/25/2014
250.000 250,000 03/19/2014 03/25/2014

When you are done releasing press enter or cligRko store the information entered.

To convert the release to a REG type sales ordévagat can be processed for shipment click on the

o

Convert Rel < Wi i
STUETETEES=E button on the release screen. This will take yoinéoREL order and you simply change

the order type from REL to REG. This will now contiimventory to this order. If any items on the sale
order are make to order items (line type MTO or MTine release will also create the production work
order.

Customer

Phone: |INEEEEEED Type: REL

Customer: 1

&) =

Name: ACTION COMPUTERS & ELECTRONICS
Customer PO: 23112
Sales Person: 1C E.] M

If you do not convert the order right away it vidk saved with an order type of REL and cannot be
processed for shipemnt until you update the orgfe to REG.

The newly created order will have the same ordes the blanket order followed by the release number

Order Mumber: 592-1
Document: 593 Blo Rlse Ma:
Contract:
Order Date: 12/19/2013 144 Expiry Date: 05/31/2014 112

The blanket order will have its release numberenm@nted each time a release is processed and the
released quantity will display in the detail seataf the screen.
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Order Mumber: 592
Document: 592  BloRlse MNo: |
Contract:
Order Date:  12/19/2013 |[LX4| Expiry Date: 05/31/2014 .14

Description Additional Description Warehouse UM Quantity
SCM & SERIES MULSTRIKE 2MD DESCRIPTION LINE MLAMI EA

Qty Released
1000.000 250,0000

To view the release detail of each line, go intdaip mode, enter the line item detail section dic on

S

the Ris=DY pytton.

File Edit MNavigation Help

O CUihBRL! &

JOQEDEQO

Item Code: 12104 SCM A SERIES MULSTRIKE 2ND DESCRIPTION LINE
Qty Ordered: 1000.000

Quantities cannot be changed using this screen,
‘fou must change the order detail line quantity first to have access to changing release guantities.

- ¥ Release Detail IE”EI ‘

Enter the date you want your vendor to ship this order.

! Release Quantity Balance Remaining Ship Date Required Date
250,000 0.000 | [EEFEEIE @] 01,/08/2014
250,000 250,000 01/19/2014 01,25/2014
250,000 250,000 02/19/2014 02/25/2014
| 250,000 250.000 03/19/2014 03/25/2014
| =
@ ox | |r11 Cancel J

Es

Dates can be changed on this screen but not gemntibu can only change quant

ities on the mainrorde

entry screen and when you do the screen aboveligfilay so you can reallocate releases as needed.

Modified Reports

Both the quotation and order acknowledgement fqorimd the words “BLANKET ORDER” on the form.

They also print the release quantity and ship bezakdown under each line item.

Invoices that are from blanket order releases phimtwvords “BLANKET ORDER RELEASE” on the

invoice form.
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Recurring Sales Orders

Recurring or standing orders are orders that tkeoower will place with you on an ongoing basis and
specific time intervals. In Fitrix you can create@der template for this type of order and themthe
copy recurring order function to create orders fibat time intervals you select.

To create the template, go to the Sales Quotatam/Ring Orders menu option shown here:

3 Sales Order Management

[E][ 1 sales Quotations/iRecurring Orders |

0 2 Sales Orders

&S] Exit

Add the order using order type STO:

. ¥~ Look Up Order Types J

File Edit Help

OB} 090

COrd Type Description *

Quo Quotation
' STANDING ORDER

[a oK | |r;1 Cancel ] IM Mew Search

]
l

When you enter the line items on this templatesthge will stay set to NEW as the on hand inventory
should not be committed.

o

To set up the start date, end date, and time @iolick on the RN Order 5061 on the toolbar.
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'~ Recurring Information [ || G [

File Edit Help
OB O ik

Frequency:
@ :
| Quarterly
Cyde Code:
StartDate: 11/14/2012 1TE]
End Date: 11/14/2013 i
[¥] Use Current Pricing
Mext Reorder Date: 11/14/2012 E]
Qo | [4canc |

Select [Wieekly, [Bliweekly, [Mlonthy, or [Qlaurterly

Frequency— select the frequency.

Cycle code(optional) — used to group reorders for dupliaatio

Start Date — enter the date the recurring order should lfiestreated.

End Date — enter the date the order should no longer ketenleby the copy program.

Current Pricing — check if you want the copy program to use threettt customer pricing should it be
different than the standing order.

Next Reorder Date— next date order will be duplicated. Automatigalpdated by the copy program

To then start creating orders from these templpde® this submenu:
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R 52\c: Orcer Management |
CEL LN BT > saies oraers |
= 3 sales’ (5 2 sales = 1 Drderl

- Pumhziﬂ_E’m | B 2 Order: & a Updatffli o it

(5 5 Production Managem e 5 g j0q o

£ 6 Production Planning - e 1
5 4 Setup = ¢ print F =) b Create Recurring Orders

£ 7 Customer Relationst -
3] Exit E d Updatt (=) ¢ printRecurring Order Backarders

- 0 | e

ﬂ ... [E| f Update Shipped Quantities
@ g Update Returned Quantities
&= i Invoicing Programs
@ | Update Backorder Received
k Print Order Entry Edit List
| Post Order Entry Documents
[E| m Customer Price Inquiry
@ n Requested Quantity Cluery
&= o ExportForms
[E| p Shipment Tracking
&= r Copy Recurring Orders
£ s FedexBilling Reconciliation
@ z Update Batch Maintenance

e

Recurring Order Edit — provides you with a list of orders that are gadio be created.

Create Recurring orders creates the orders from the standing order teegldhis commits the on
hand inventory to these orders

Print Recurring Backorders- prints items that went on backorder so you kneavich items you do not
have sufficient stock for that need to be orderegfdre you ship or you must ship short.

Fedex Billing Reconciliation

See thd-ederal Express/UPS Shipments User Guide for more information on how these programs are
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used.

s Fedex Billing Reconciliation

g 1 Import FEDEX Billing Detail
=} 2 Invoice Estimate vs Actual
g 3 Charges for Missing Invoices
& 4 Void Shipments

&) Exit

Entering RMA Orders

To enter an order for returned merchandise use tygde RMA if you want to attach the return to an
original sales order or order type RMU if it doed have to be attached to a sales order. If yewuder
type RMA the customer PO # field will be automaticaopulated with the PO number found on the or-
der the RMA is linked to.

When you enter order type RMA, this screen wilbthy so that you may select the base order the mer-
chandise was shipped on.

I~ Additional Information EI@

File

ot
Base Sales Order Document Mumber: 3630 @

Default Credit/Debit/RMA Type: RET (=]
Include Line Items: |Select -
All
Type Item Code g tion Order Quantity Price CM/DM/EMA Type =

[0 oK l [[:1 Cancel l

Select lines to copy automatically, then select QK

Base Sales Order Document Number

Enter the sales order number or zoom to find afistles orders for the customer
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If you try to attach the RMA to a cancelled ordastis not allowed and you will receive this ermoes-
sage:

= Error

Order Cancelled. Cannot use

Default Credit/Debit/RMA Type

Enter the type or zoom to find the tydéhis type will be assigned to all lines on the R4t you can
change at the line level if the order type allomsrfiultiple RMA types as discussed above in theeDrd
Types section of this document. If the type diddtat the merchandise is being returned to sidishd-
sition type is 2) you will be prompted to entereatocking fee that will be deducted from the toteldit
due to your customer for the return.

Include Items to Select

If you choos@All and click OK you will be returned to the main OE screen anditttail section will be
populated with all items on the original sales. Yam then delete lines and change quantities akedee

If you chooseSelect and click OK the line items on the original sales order wigiplay and you can
pick and choose which items should be on the RM#feoby checking/un-checking the check box.

F= Additional Information |£|@@

File
=

Base Sales Order Document Number: 3534 |9,
Default Credit/Debit/RMA Type: RET
Include Line Items: Select

Type Item Code Description Order Quantity Previous Returns Balance Price CM/DM/RMA Type  #
[ STK 12104 SCM 4 SERIES MULSTRIKE 4.000 0.000 4.000 196 RET
@] 5TK 12120 SCM A SERIES LIFT-OFF 1.000 0.000 1.000 10.00 RET
W] 5TK 12112 SCM A SERIES CVR-UP TAPE 1.000 0.000 1.000 4.00 RET
[¥] 5TE KHOO0G SCREWS 4" LONG 1.000 0.000 1.000 100,00 RET <

|@ oK J |r11 Cancel | @ Change Order

Chedk to indude line on this order

Any item that was returned on previous RMAs fostsmles order will list the balance available b st
return. You can still update the quantity on theéeorentry screen as needed if they need to retore m
for some reason.

If you chooseéNone and click OK no items will be selected from the original otder
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Restocking Fee

If the type dictates that the merchandise is be#tigrned to stock (disposition type is 2) you i
prompted to enter a restocking fee that will beuséed from the total credit due to your customeittie
return. The fee can be either a set amount ora@ptage of the $ amount of the credit. In the examp
shown here the credit is for $1200 less a 10% ckstg fee of $120.

!‘ Additional Information | — || = .

File Edit View Tools Help

OB OB ER »
Restocking Fee Fixed Amount:
Restocking Fee Fixed %6: 10.00
Calculated Fee: 120.00
(@ox | [qcancel |

Enter restocking fee fixed amount.

The GL account that will be credited when the RMAbosted is the Restock Fee account number define
using the Update Order Entry Defaults program. \eofra restocking fee is optional.

RMA Reason Code

Once returned to the main screen you must entBiMé reason code. It is this code that is used when
sorting RMA processed on the RMA History Report.
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-
I3 Look Up reason Code EI@

OB Ol 9O

Reason  Description

CORE CORE RETURN

DAMAGE DAMAGED IN SHIPMENT
DEFECT DEFECTIVE

REPAIR  REPAIR AND RESHIP
WRONG WROMNGITEM SHIPPED

[o Ok ] [Q:* Cancel ] [M Mew Search

QVR

RMA Status

Entry of this value is optional but using statude®may help you categorize exactly what stage your
RMAs are at and what needs to be done next befetktcan be issued.

' E De.-.'-l_m{'i'-%er'.nnm

File Edit Help

OE] 090

Reaszon Description

WATTING FOR REVIEW

Ia 0Ok | ’Q'd Cancel ] ’M New Search

Base Doc No

This is a display only field that will contain tieeiginal sales order number.

RMA Ref Doc No

This is a display only field that will contain tiRRMA number for warranty and exchange sales orders
linked to an RMA.

Order Maintenance 133



Fitrix Order Entry User Guide

To Be Invoiced

When you are ready to process a credit memo foRMA order, check this box. See further discussion
about processing credit memos review the sectitowbinat discusses Create Automatic Invoic-
es/Memos.

Warranty Exchanges or Repairs

On occasion you may receive a returned item theavered by a warranty that warrants that the ibem
replaced and reshipped or repaired and reshippehisl case you will use one of these two ordguegy

WEX- replace and reship
WRP- repair and reship.

If the order type is WEX or WRP this screen wiplay after you enter the Order Type for you tecel
the RMA number it should refer back to. If the RMAs for a made to order item (line type MTO) when
you save the sales order a production work ordtawiomatically be created. Processing this
WEX/WRP order is the same process followed wheggssing a REG sales order.

I~ Additional Information EI@
File
-
RMA Order Document Number: 3074 |,
Base Sales Order: 3037
Include Line Items: | Select
Type Item Code Description Order Quantity Price RMA Type
@ 5TK C-MALC MAC LAPTOP 1 749250 RET

[Q oK l |[:1 Cancel | @ Change Order

Check to indude line on this order, then select OK
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Print Quotation

Use Print Quotation to print quotes to be seniotaryustomer. You can only print quotes for thades
orders that have order type with a like order tggeal to equal to QUO for quotation.

When you select the option you receive this prompt:

= Confirm @

Reprint selected orders ?

D oqut |

i‘_}u ‘fes 1| |1r: Mo | |ra Al |

Select Yes to reprint previously printed quotes tdlprint quotes that have yet to be printed, ot Ab
both print for the first time and reprint thosetthave been previously printed (Helpful Hint: ifyare
printing a quote and are not sure if it has beantgnt or not, select ALL)

Print Order Acknowledgements

Use Print Order Acknowledgements to print and re@cknowledgements for orders entered through
Update Customer Orders The acknowledgements atievaites, but you can send them to the customer
to verify that their order has been received anddgprocessed.

When you select the option you receive this prompt:

'~ Confirm

Reprint selected orders ?

Dout |

i& Yes 1| |¢: ] | |r3 All |

Select Yes to reprint previously printed acknowlegnts, No to print acknowledgements that have yet
to be printed, or ALL to both print for the firstrte and reprint those that have been previoushtguli
(Helpful Hint: if you are printing an acknowledgenmt@nd are not sure if it has been printed or selgct

ALL)
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Print Picking Ticket

Use this menu option to print or reprint pickingcdments for orders entered through the Update Cus-
tomer Orders option. If you have the order entgcpssed more streamlined as defined in the Update
Order Entry Defaults screen program you may be ptethas follows when saving the sales order versus
having to run this program using this menu option.

I~ Confirm @

Print Pick Ticket?

L"_’# Yes | |!1‘ Mo |

Print Picking Documents identifies order lines thave reached the ORD stage and prints the picking
ticket used by warehouse personnel to select itarddill the order. Picking lists include informati

such as the warehouse, customer contact and bsispteme number and ship-to address, item and item
warehouse location codes, order quantity, itemrgggm, and warehouse nhame, as well as a seation f
recording serial numbers of items picked (if apdiie).

When you select the option you receive this prompt:

"> Confirm

Reprint selected picking documents ?

=S X | |G | O it |

Select Yes to reprint previously printed pick titkeNo to print pick tickets that have yet to baad, or
ALL to both print for the first time and reprintdke that have been previously printed (Helpful Hint
you are printing a picking ticket and are not dtifehas been printed or not, select ALL)

If the order is shipping from multiple warehousggicking ticket will print for each warehouse aath
picking ticket will contain a notation about therits to be shipped from other warehouses.

Revising Order Quantities after Picking Ticket
Printed

If you add items to the order, release a backomateevise quantities and then reprint the pickinket
the word REPRINT will print on the ticket and tredes order number that prints will be appended with
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-2 (or with whatever the last reprint # was incraeted by 1). All items will print on the ticket againot
just the changes as in previous versions of Fjtary an * will print to the right of the quantib§ the
item added/changed so that it will be easy foraiteer pickers to know what changed since the last.p

Update Picked Quantities (optional)

This menu option allows you to directly update litggns that have been picked to fill orders entered
through Update Customer Orders. After picking tiskare printed and the ordered items are picked fro
the warehouses, use this menu option to updatguttietities that have been picked for each itenadele
note that use of this program is optional and yau go right from printing the picking ticket to imi¢ing.

The Update Picked Quantities screen:

E Update Picked Quantities || ==

File Edit View MNavigation Tools Actions Options Help

OB GUEEER ALEBEBMN B00EDEG 00
Lot/Location
+
Sales Order Number: 3761 %/ CLASSIC PARTS UNLIMITED
Pick Ticket Number: 2
Mark all items picked?: N Ttem Count: 5.000
: Pik'd? Ln Item Code Warehouse Picked Shipped UM £
112104 MLAMI 4000 EA
21112 MIAMI 1.000 EA

|Q oK | |i:* Cancel l |E Header |

Enter [¥] to mark full quantity, [N] to mark partial guantity picked.

The top section of the Update Picked Quantitiesestshows basic order information that uniquelyide
tifies the order. The bottom portion of the scrdeplays all line items for the order that havechesl the
ORD stage and you are updating some or all of these as picked. This screen contains the follgwin
fields:
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Sales Order Number

Enter the order number that corresponds to ther¥defield on the Customer Order form. Zoom is
available to help you select a valid number fordhder containing the items you want to update as
picked.

After you enter a valid Sales Order Number, themalfthe customer is displayed, which helps con-
firm that you selected the correct order numbed, the order lines show up in the detail section.

Pick Ticket Number

This system-maintained field indicates the pickieget number for this order, which is used to fyeri
that you are entering information for the corrdckjmg ticket.

Mark all items picked?

Enter Y if all items listed on this order have b@drked; enter N if not all the items have beerkgit
so you can select which items and the quantityaohdtem to mark as picked.

Item Count

This is a real time calculation of the sum totalgokntity for all lines on the order with a stade o
ORD. You can compare this to the item count thatgron the picking ticket you have in your hand
to make sure no further revisions have been matteetorder since the picking ticket was printed.

Picked?

In this column, enter Y to mark the full quantity icked for this line. Enter N if not all the iteran
this line were picked.

Order Line

This system-maintained column displays the line peinfior this item.

Item Code

The Item Code column stores the code for eachttne on the order.

Quantity Picked

Use this column to enter the quantity picked. dfi enter a quantity less than what is in the Qtanti
to Pick column, a pop-up window opens for you tecean action of what to do with remaining quan-
tities after picking only part of the order.
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P~ Choose a partial pic... EI@

File Edit Help

O =RVEX N ?)

-~

Put on exception report

Re-order the remaining itermns
Backorder the rermaining items
Pick the remaining items later

@ok | [qcancel |

Put On Exception Report the line stage for the items not picked will becged to NEW and a re-
port can be run that will list all items with tHise stage so that user can determine the nexseafr
action (cancel the line, etc.)

Re-order Remaining Items the line stage for the items not picked will @eged to CAN so that
they can be reordered on another order at a later t

Backorder The Remaining Items- the line stage for the items not picked willdbenged to BKO.
This may be the case if your perpetual on hand dotagree with your physical on hand and the item
could not be found or perpetual on hand was inctrre

Pick The Remaining Items Later-the line stage for the items not picked will be bef ORD and
they can be picked later after another pickingeidk printed for them.

When you save the transaction and if your warehdsset up to use multiple bin locations this
screen will display and let you change the bintiocein the event the item was picked from a bin lo
cation other than the one selected by the picletipknt program.
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" Update Lot Information E'

File Edit Mavigation Help

OB OHURRERA AG00EDHE 0O

Qty This Order: 4.000 OnPO: 461,000

i Bin Location Lot Mo, Serial Mo, Qty Avail Qty ToOrder UM Expiry Date Landed Cost i
| AL 4773.668 IN | EA 50000 |=|
| Al 36.000 EA 15.0000
a1 4,000 EA

{21 4,000 EA

[A1 4.000 EA -

(Gok | [idcancel | [@ PO Details|

Enter the quantity to order - Zoom to PO Detail.

Serialized / Lot Controlled Inventory

If you sell serialized controlled inventory itersd they are marked as such in the item recordywibu
prompted to enter specific serial #s by the follogyprograms:

« Update Picked Quantity
«  Update Shipped Quantities
«  Update Invoices

For lot controlled items lots are selected whenstdies order is entered but if the lots pickecediffom

&

Loc/Lat Screen

the lots selected during order entry, you can ghdhe lots #s by clicking on tF : icon.

Note:

Once serial numbers are entered in one programvifbonot be prompted to enter again
in subsequent programs.

The serialized inventory screen displays once yaurave one or all serialized items as picked. The
screen below shows the item code, the warehowd tlee quantity picked, and all available sersal #
Since the quantity picked is 3 in the example begfow need to select 3 serial numbers.
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F- Add Location/Serial/Lot Information | = || = |
File Edit MNavigation Help

OB OWLHEERA RG00€EHE 0O

Item Code: ALP7292 Warehouse: ATLAMTA Quantity: 1.00 Unit: EA

E Bin Location Lot Mumber Expiry Date Serial Number On Hand Committed Available Quantity =
B 3- ALP300501 1000 0.000 1.000 i
!B 3 ALP300502 1.000 0.000 1.000

EB -3 - ALP300503 1.000 0.000 1.000

:B -3 ALP300504 1.000 0.000 1.000 =
@ | [dona ]

Enter the quantity for this transaction

Print Packing Slips (optional)

This menu option is used to print and reprint paglglips for orders entered through the Update dust
er Orders. The packing slips includes informatiochsas order number, item description and orden-qua
tities, the name of the shipping carrier, and gec&l delivery notes. This slip is packed with sip-
ment. A separate packing slip is printed for edgphmng warehouse.

If the order is shipping from multiple warehouseasch packing slip will print a notation about thenis
that are shipping from other warehouses.

When you select the option you receive this prompt:

'~ Confirm @

Reprint selected shipping manifests ?

Vit IXKTTE T | | D quit |

Select Yes to reprint previously printed packirigssINo to print packing slips that have yet toobiat-
ed, or ALL to both print for the first time and réxt those that have been previously printed (Hélpf
Hint: if you are printing a packing slip and ard sare if it has been printed or not, select ALL)
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Update Shipped Quantities (optional)

This menu option allows you to directly update litgans that will be shipped for orders entered tiyio
the Update Customer Orders option.

The Update Shipped Quantities screen:

¥~ Update Shipped Quantities =] IE‘

File Edit View MNavigation Tools Actions Options Help

IB OUREREQARBALNBEMNM BO0ED:E 00
tiLccati
Sales Order Number: 3752 |§| ACTION AUTOPARTS

Warehouse Code: ATLANTA

Mark items az shipped: il

Stage  Item Code Qty Shipped To-Ship Quantit

1 1PIC ALP7292

Shipped?

1.000 EA

[@ox | [4concel | [BRpetsi |

Mark items as shipped for [A]-all items, [F1-all picked items, [M]-manual.

The top part of the Mark Items Shipped screen sHmaggc order information that uniquely identifibe t
order. The bottom portion of the screen displaydethil lines for this order.

The Update Shipped Quantities screen containsotlmving fields:

Sales Order Number

Enter the order number in this field for a partisutustomer order. The entry in this field corresjm

to the
Order No. field on the Customer Order form. The@deature is available in this field to help you

select the correct number for the order you wanipidate.

After you enter a valid Sales Order Number, the @afthe customer that placed the order is dis-
played next to the field. This customer name hefpgirm that you selected the correct order number.
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Warehouse Code

This field stores the three-character warehouse @ehtifying the warehouse from which this order
is sent. The system maintains this field.

Mark items as shipped?

This one-character field accepts an entry of "#",,'or "M". An entry of "A" indicates that all itesn
listed as part of this order should be marked ggpsh. An entry of "P" indicates that all itemgédid
as part of this order that have been picked shioeilcharked as shipped. An entry of "M" allows you
to select manually which items should be markeshgsped.

Shipped?

Enter "Y" to mark the full quantity as shipped tbis line. Enter "N" if the entire quantity was not
shipped.

Order Line

This system-maintained column displays the line Ineinfor this item, as it appeared on the original
customer order.

Ship No.

The number in this column indicates the numbehgfraents that have been made for this order. This
column is maintained by the system.

Stage

The entry in this system-maintained field refletis stage of the order lines for the order. Theecod
PIC indicates that the order line has been picked.

Item Code

The Item Code column records the code for eachr dirdeas it was entered in the detail sectiorhef t
customer order form. This is a system-maintainddngo.

Quantity Shipped

Use this column to enter the shipped quantity. Wy refer to the Qty Shipped column for the total
guantity to enter for this order line. If you engequantity less than the amount entered in thantgua
to Ship column, an extension picker window opems/fu to supply a reason for shipping only a par-
tial order.
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I~ Cheose a partial ship reason EI@

File Edit Help

ORL=RVEX

Re-order the remaining itermns
Backorder the reraining items
Ship the remaining items later

[@oxk | [i4cance |

Put On Exception Report the line stage for the items not picked will bewcged to NEW. A report
can be run listing all items with this line stagetisat 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 b@oged to CAN so that
they can be reordered on another order at a later t

Backorder The Remaining Items- the line stage for the items not picked willdbenged to BKO.

Ship The Remaining Items Later -the line stage for the items not picked will betsetither ORD
or PIC so that they can be shipped later.

Qty Shipped
This system-maintained column displays the itemrmttyaon the order.

Update Returned Quantities (optional)

If the returned order type has the “Are pickindéits printed for this order type” check box checked
the Update Order Type Definitions screen programiyaist first print a ticket prior to running thiso-
gram.

This program is very similar the Update Shippedypaim. Simply go into Add mode, enter or zoom to
find the RMA number and select A if All was retudher select P or M if it is a partial return. Agdhis
program is optional in that you can go straightrfrentering the RMA to invoicing it.

Please note that any line items with an RMA tys ttas a disposition of 1 (item to be scrapped)nit
display on this screen since the item is not bedtgrned to inventory.
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F’ Update Returned Quantities = ‘.

File Edit View MNavigation Tools Actions Options Help

DEHAREBEH BE00ED & 90

RMA Order Mumber: 73 [E.] CLASSIC PARTS UMLIMITED
Warehouse Code: ATLANTA
Mark items a5 Returned: |

To-Return Quantity Uk

2 1 0RD 12120 0.000 EA i_.!

Returned? Lne  No Stage Item Code Oty Returned

(@ ox | 4 cancel | @Demﬂ ‘

Mark items as returned for [A]-all items, [P]-all picked items, [M]-manual.

For RMA order type if you are using a location wolled warehouse and/or if any if the items angase
or lot number controlled a screen will display ffegial and/or lot #s from the original order sat tyau
can choose which ones are being returned.

For RMU order type that is not attached to an ad@jsales order you must enter the serial andigtdo
and the program will look at the audit table artdiege the most recent cost for the lot/seriaf #ou
enter a number that is not found in the audit tgblewill receive this message:

T Error oo ]

No record of this serial being sold and therefore it cannot be returned.

Please enter the correct serial number.

OVR
P ror o s
Mo record of this lot being sold and therefore it cannot be returned.
Please enter the correct lot number.
¥4 Close
OVR
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Create Automatic Invoice/Memos

This program creates invoice records in batch fasrder lines with the line stage equal to what tiser
defines as ready to be invoiced. The stage ispsit the Update Order Entry Defaults screen program
the field labeled Inv Stage.

E Update Order Entry Defaults =
File Edit View MNavigation Tools Actions Help
OB WP EA BOEBM 90
@ @ 9 0 g v
Find Pre! lext Add Update elate Cptions
i - -

Warehouse: MATN [=]  creditReason: RET [®) DebitReason: OVF (W] FOBPaint: SHIP POINT Ship Via: FEDEX_GROUND =)

Ship Terms: PPD&ADD (]  Order Type: REG @] LneType: STk [R] InvStage: T Initial Order Stage: NEW

Terms Code: NET30 |EJ Due Days: 30 Payment: AR \E| Hold Release Auth:

Profit Approval Required: [ Profit Override Approval Code: Req. Profit3: 15.00
Use Department: || Ship Type: FEDEX IEJ Restock Fee%: 10.00

Account Numbers

Sales: 400000000 (&) AR: 00 & Inventory: 120000000 [&] Restock Fees: 430000000 [&] Trade Disc.:

Cash: 100000000 |E| Cost of Goods: 0 |E| Freight: 100000 El CreditCard: 110000000 |E| Scrap:
Taxes

Freight Compute Tax: || Discount: [  Tax: HOTaX @ MO TAX 3
Document Printing Defaults Streamline Order Entry Setup

Print Notes On: Ack: [V]  Pick: [¥] [F]  mnvoice: [7] Update Customer Orders:  Print Pick Ticket: [/]  Creata Invoice: [7]

Kit Expansion On: Adk: [ - | Invoice: [ Update Picked Quantities:  Create Invoice: [

Update Shipped Quantities:  Create Invoics
Update Invoices/Memas: Print Invoice: [V Post Invoice: [¥]
Update Backorder Released:  Print Pick Ticket: [¥]
System Numbers/Batching
Doc/Order Mo.: 3762 Invoice No: 218
Post No: 559 Truck BOL No: 2098
Require Approval to post?; || Approval Code:
Batch Invoices?: [
‘O ok | |r;1 Canicel |
Enter Invoice Stage [ORC] [PIC] [SHP].

This value should be set as follows:
« ORD - if you want all order lines with stage = ORD ®ihvoicedNOT RECOMMENDED
« PIC - if you want all order lines with stage = PICht® invoiced.

« SHP- if you want all order lines with stage = SHP wihvoiced.

When the Create Automatic Invoices/Memos programnsyou will be prompted as follows:

146 Order Maintenance



Fitrix Order Entry User Guide

= Confirm '

WARMING - This job can't be canceled. Proceed?

@ Yes | IP:{ Hao |

« Enter "Y" to proceed.

¥ Please Answer EI@

Do you want to create DB/CR/RMA memos (¥/N)?

NOTE 1: Only DB, CR, and RMA Memos that have the "To Be Invoiced

field in Update Custoerner Orders checked will be processed

NOTE 2: If any inveices or memos contain lot or serial number
controlled items and the lot/serial numbers have not

yet been selected, they will not be processed until

they have been selected

If you want to create invoice records for any opegdit memos and debit memos in addition to open or
ders you must:

1. Go to the Update Customer Orders program and dhecki o Be Invoiced Box” located in the
Credit/Debit/RMA section of the header screen.

2. Have selected serial numbers or lot number usiedJihdate Returned Quantities program.

Here is a sample of the report output created byCiteate Automatic Invoices/Memos program.
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—

Date: 1171372012 Crezste RAutcmatic Inwvoices/Memos
Time: 17:Z8:50 RBC DISTRIBUTION Page: 1
Iype ©Order No. Customer Freight Terms
Order BEmt Rstk Fee Handling Tax Zmt Disc Amt Frght Amt Total Amt
I 127 1z
0.a0 a.0a0
REE 257 1z
1,006.85 a.0a0 a.00 a.aa 1,00&.85
REG 1427 1z PREEPRID
€Z.80 0.00 0.00 0.00 @z2.80
REG 1513 1z
0.0a0 0.00
REE 1530 3 PREEAID
15.70 0.0a0 0.a0 a.0a0 15.70
REE 15353 3 PREEAID
7.85 0.0a0 0.a0 a.0a0 7.85
REE 2035 1 EREERID
1,1z23.30 0.00 0.00 (56.20) 0.00 1,087.70

If after creating the invoice records you needdib @ny of the information like adding a freightache,
use the Update Invoices/Memos program to do tHizréerinting invoices.

Update Invoices

This program is used if you want to create invo@erds one at a time, and to edit records crdatede
Create Automatic Invoices/Memos program.

Through the Update Invoices option, you enter thangjties shipped on a customer order to create an
invoice.

To select the customer order you want to invoigecate the Add command and use the Zoom function
to choose the correct sales order number for temer order that must be billed.
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= Update Invoices/Memos [ = || = |
File Edit View Mavigation Tools Actions Options Help

QA BB E00EDEGE 90

Find Pre Mext Add Update Delete

Sales Order: 3721 % CLASSIC PARTS UMLIMITED ShipTo: EAST
Pay Method: AR .| ACCOUNTS RECEIVABLE Terms: MET30 .| Split Terms:
Bill To: 12 Deposit Applied:
Inveice Date:  11/13/2012 [exd Order Type:  REG Inv.Stage: Invoice:
Ship Terms: PREPAID FREIGHT PREFPAID- DO NOT INVOICE BUYE Inv.Frght?; M
Auto Approve? N Discount : 0.000 %o Tax: MOTAX Currency:
i Apry Ln Stg Item Code UM Quantity Price Met Amount
1/ ORD 12112 EA 1.000 4.0000
2 ORD 12104 EA 4,000 1.95625
|
|
! =
SCM A SERIES CVR-UP TAPE Sub-Total: 0.00
Discountable?: N Discount: 0.00
Taxable?: N Freight Amount: 0.00
Line Tax Code:  MOTAX Freight Tax Code:  MNOTAX
Ship Weight: 1,000 Total Tax: 0,00
Pic Ticket No.: 2 Restock Fee: 0.00
Special Handling Fee: 0.00
Total Invoice: 0.00

|Q OK | |r"( Cancel | @Header

Enter [Y] to Approve, [M] to Disapprove, [F] to Partial Approve,

This Invoice screen is divided into three sectidi®e top section contains information identifyitg t
specific order. The middle section displays detddrmation for the order. Both order total infortios
and detail information for the current line itenrpapr in the bottom section of the screen. The bevoi
screen contains the following fields:

Sales Order

Use this field to enter the sales order numbeeémh order you want to approve for invoicing. After
the order number is validated, the customer’s lssimame appears to the right of the Sales Order
field. All pertinent customer information and défaformation for the order is displayed on thenfor
The Zoom feature is available in this field to sek sales order number for invoicing.

Ship-To

This system-maintained field displays the custom#itee-character shipping address code for this
order.
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Pay Method

The six-character Pay Method field stores the paymethod for this order. It defaults to the seftin
established with the order was created. A desoriif the payment method appears to the rightef th
code.

Terms

This is the payment terms code. It defaults toseitéing established when the order was created.
Zoom is available if the term needs to be changed.

Split Terms

If you decide to offer split payment terms on tihigoice you can select a split terms code instdéad o
accepting the default terms code for this customiementioned in the Set Up Order Entry chapter
split terms allows you to take a single invoice aplit it at posting time into multiple invoicesa@h
one with a different terms code (i.e.- 30,60,90s)ay

Deposit Applied

If when the invoice is printed there is any opepasit for this sales order the amount of deposit ap
plied to it will appear in this display only field.

Bill-To

This system-maintained field stores the code ferpérty now being billed for this order. Depending
on the payment method for the order, the Bill-Tdemay represent the customer who placed the or-
der or a third party.

Invoice Date

A date should be entered in the format “mm/dd/yihfs is the date used to determine the accounting
period the invoice will post to, and is used taaidte the Due Date of the invoice.

Order Type
Type of order being invoices (i.e.- REG,RMA etc..)

Invoice Stage

This indicates the current status of the invoiceelation to when an invoice is to be created.

Invoice

This is the invoice number for the order whichgsigned during printing. When you run the Print In-
voices and Memos option, you are prompted for diistpinvoice number.

Shipping Terms

This is the shipping terms code. The default sgtivas established when the order was created. To
the right of this field the terms descriptions dsys, in addition to details as to whether thisecod
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means that freight should be added to the invageRrepaid and Add). Zoom is available if the ship
ping terms need to be changed.
Auto Approve?

In this one-character field, enter a Y if you wemtiutomatically approve all line items for invaigi
Enter an N if you want to approve or disapproveeoiihes on an individual basis. If you respond
with a Y, the order will be totaled and the cursaves to the Freight Amount field. If you respond
with an N, the cursor moves to the first line af tetail section of the screen.

Discount

This system-maintained field displays the totatdimt (if any) that will be applied to this order.

Tax

This system-maintained field stores the tax am@untercentage form) that will be applied to this o
der.

Aprv.

Enter "Y" in this column to approve the order lioe billing. Enter "N" in this column to change the
order line quantity.

Ln

This number corresponds to the order line numisgasd for each order item (row) in the detail sec-
tion of the customer order document. The colummaintained by the system.

Stg

The Stg column in the detail section is system-taaied. It displays the current stage for each line
item in the order.

Item Code

The twenty-character ltem Code column stores arigitien code for the item ordered.

UM

The UM column is used to indicate the unit of meaday which quantities of the item are sold. For
example, an entry of EA indicates that the itenesaadered singly rather than by the case, pound, or
dozen.

Quantity

This column stores the order quantity for this lifkis amount may be adjusted (reduced only) if nec
essary to reflect the actual quantity shipped.

If you do reduce the order quantity, the followingpdow displays:
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P~ Choose an action for remainin... EI@

File Edit Help

O =RVEXN "]

P
Put on exception report

Re-order the remaining items
Backorder the remnaining iterns
Inveice remaining items in another invoice

4 1 I

[@ox | [qcance |

Put On Exception Report the line stage for the items not picked will beeged to NEW and a
report can be run that will list all items with ghiine 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 beged to CAN so
that they can be reordered on another order aeatime.

Backorder The Remaining Items- the line stage for the items not picked will ¢tfeanged 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 so that they can bepsdpater.
Price

This system-maintained column displays the pricqeupé of measure for the line item. If the itenais
stock item, the system calculates the price basgtleocustomer, customer type, item, item type, or-
der type, order date, and order quantity. (Spgxeiaing can be defined for any of the above crétéri
Net Amount

The dollar amount displayed in this field is dedveom the values in the Quantity and Price columns
This column is system maintained.

Item Description

This unlabeled field displays a brief descriptidrit@ current line item.

Discountable?

The entry in this field indicates whether or nastitem is subject to the customer’s trade discount
This is a system-maintained field.
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Taxable?

The entry in this field indicates whether or nastbrder line is taxable. The system maintains this
field.

Line Tax Code

This code determines whether tax will be chargetherine item. It defaults to the setting estdigis
when the order was created.

Ship Weight

This field represents the total weight of the indiial items in this shipment line. The system main-
tains this field for informational purposes.

Pic Ticket No.

This system-maintained field records the latedtipgsticket number for this order line.

Sub-Total

The system calculates the sub-total for the ordeet on order item, price, and quantity, before any
discount, tax, or other charges are considered.

Discount

This is the dollar amount of the discount calcuddt® the invoice.

Freight Amount

Use this field to enter the freight charge (if apgible). It defaults to the value entered whenaituker
was created, but may be changed at this point.fidight charge applies to the entire order and-is
cluded when the Invoice Total field is calculated.

Freight Tax Code

This code determines whether tax will be charge@treight. It defaults to the setting establishecewh
the order was created. Zoom is available if theeaueeds to be changed.

Total Tax
Total sales tax charged on merchandise and if cadgé freight.
Restock Fee:

If the sales order is an RMA and you charged ackstg fee when you entered it that charge will
display here.

Special Handling Fee:

If any item on the sales order has a special hagdie attached to it in its item master recordctine
mulative charges will display in this field.

Total Invoice
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This field represents a summation of the Sub-Tadiak, and Freight Amount fields, less the Discount
field.

If the order was shipped via either Federal Expoe4$PS and you are using the interface to these
products you can view information about the shipnigrclicking on the Freight icon on the toolbar

in this program.

!‘— View Tracking Information | '= |@
File Edit Mavigation Help
OB UUEPEHR LIO0QEDE 00O
l Order PicTicks Tracking Mumber Ship Date Void Delivered Date  Freight Charged  Freight Cost
|
Gok | [dcancel |

Print Invoices and Memos

This menu option prints invoices, credit memos delit memos. An invoice is a customer billing,
whereas a credit or debit memo is an adjustmeatciostomer bill.

When you select the option you receive this prompt:

= Confirm @

Reprint selected invoices ?

V. XT | (G a | [ @qut |

Select Yes to reprint previously printed invoicis, to print invoices that have yet to be printedAbL
to both print for the first time and reprint thabat have been previously printed (Helpful Hintydu are
printing an invoice and are not sure if it has bpented or not, select ALL)
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Next you are prompted for a starting invoice numib&is number prints on the first invoice and is in
cremented for each additional invoice. If you do exter a starting number the program will asskgpmnt
for you.

When this option runs, all orders that have hadstshipped and approved for invoicing are seleaed,
recorded through the Create Automatic Invoices/MeproUpdate Invoices option. It also finds all un-
posted credit and debit memos. You also have thieropf running this for specific order numbers.

If the sales order was tied to a production wodeorthe work order number will print to the rigiftthe
item code.

Update Backorder Received

The Update Backorder Received option allows yoelease backorders via the screen below. When you
release backordered items, the line stage on ther changes from a BKO stage to an ORD stage. Since
backorders are automatically released when meri®iglreceived in via purchase orders receipss thi
program is primarily used to release backorderswherchandise becomes available in other ways (i.e.
physical counts, inventory adjustments, or othissarders for the same item are cancelled).

P~/ Update Backorder Received o= || =
File Edit View Navigation Tools Actiocns Help
)EGUNEEQA ALRN BEOOEDE 00
o
Warehouse 1 MIAMI @ MIAMI WHSE
Item Code @ 1131 [®] cABLE, RCA 3 PHONO MTM
Qty. To Release: 10.000 Available: 30.000 Units: EA

Auto Release? @

| Rel¥hP rder Mo Customer Business Mame Salesperson 8/0 Date Qty To Release Qty Backordere

3766 CLASSIC PARTS UMLIMITED BAR 1171472012 10000 L

Totals: 0.000 10.000

(@« | [dcancel | ¥ et |

Enter [Y] to automatically release the amount received,

Warehouse

Use this field to enter the warehouse code fomtheehouse where the items were received. The
Zoom feature is available in this field to seldwt torrect warehouse code.

Item Code

This field stores the item code for items receivacaddition, a list of all backorders in the systtor
this warehouse/item code appears in the detailosect the form. The Zoom function is available.

Quantity to Release
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In this field, you enter the amount of the backoeddtems you want to release. You cannot release
more than is available.

Available

Amount available to apply to backorders.

Units

This field holds the unit in which an item is solthe system maintains this field based the unitsige
for inventory in the inventory file.

Auto Release

Enter a "Y" to automatically release items in otd#sp date order to the orders listed in the teta-
tion. Enter "N" to update each line manually.

Release YNP?

If you are releasing backordered items manualig,¢blumn accepts an entry of "Y" to release total
amount backordered, "N" to not release any, offéPa partial release. With an entry of "P", you in
dicate how many units to release in the Amountete&se column.

Sales Order

This column displays the sales order number foh é&ackorder.
Customer Business Name

Salesperson

The salesperson assigned to the sales order

B/O Date

The B/O Date column records the date this salesravds placed on backorder. This column is sys-
tem-maintained.

Qty to Release

You enter the amount to release for each backdfrgiet are applying manually.

Amount Backordered

This column displays the total amount backordecedHe item on each sales order.

Totals

These Totals fields display the total amount obadlers released and the total amount of all orders
backordered, respectively.
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Print Order Entry Edit List

Before you can post the invoices and memaos, you finssprint an edit list. Printing the edit liatlows
you to review documents for accuracy and corregtearors before posting. Once the edit list prigtsy
can then post.

If some of the documents have errors detecteddogytbtem, error messages print on the edit list* ">
One or More Document will not post - Review thipag carefully." This will appear at the end of the
document summary, just before the G/L Account Surgratithe end of the report.

This edit list will contain some of the same infation that prints on the posting report, with tieep-
tion of inventory transactions (posting to cosgobds and inventory accounts). These accountsoare n
displayed because you cannot know the cost ofventory item because of the dynamic nature of the
cost stack. The cost returned by the posting progray be a different value today than if you posted
tomorrow therefore you will not these account nuratadfected until you run the post program.

Post Order Entry Documents

The posting process changes the status of a do¢tBST. It also generates GL activity, customer
open AR items, updates quantity on hand, and recgaklbs history information based on the invoices,
credit memos, and debit memos.

You can post documents only after an edit listieen printed with the Print Order Entry Edit Listmu
option.
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Customer Price Inquiry

This screen shows dollar price per customer by.ifE#me Special pricing screen does not show thisifor
items as it does not always have a specific dallapunt but a discount % based on the customer atass
other values (see section on special pricing).

P! Customer Price Inquiry | = @

File Edit View Mavigation Tools Actions Help

OB O URBPHAALLBEBM BOOED = 900
Customer Code: [E |§|

Item Code: ﬁ
Item Code Cuaniity Ll ate Bazed On Vahie Price ol
12104/U 1 101/01/2030  ITEM CLASS PARTS 707 L4
ACR42TS 1 1 01/01/2030  ITEM CLASS PARTS 1.07
ACR44T 1 1 01/01/2030  ITEM CLASS PARTS 1.07
ALP7292 i 112/31/2005 ITEM 260.41

@ok | [4cancel | [EEpetmi |

Enter the customer code, e

In add mode, enter a customer code. Entry is manddh the item code field you can enter a specifi
item, a range of items, or leave blank to findtalins and click on OK or press Enter. If you sedddb
find many items and then want to find a specifiritfrom the list, click on detail to enter the detac-
tion of the screen, and click on zoom to open a irowse screen. You can then enter a specific item
code and will be taken right to it when you cliak OK.

e

¥ Look Up Itern Codes | = .I!_I_Enl__”“ﬁ]

OE] 090

Item Code #
{12104/1 [Ell
| ACRAZTS
| ACR44T
| ALP7292
! BOS06064
| BOS06066 -

|Q QK | |l;1 Cancel I |M Mew Search
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Requested Quantity Query

This screen program is used to determine the adfeoissible order will have on the quantity on hand

This program is only functional if Purchasing Reydéément is being used to create sales usage msmbe
for

Inventory replenishment purposes. That is wheeeé'®@ut” usage number is coming from, the average
usage for the last twelve months displays for dattire month.

r Requested Quantity Query | = || [=]
File Edit View MNavigation Tools Actions Help
) B OWLEEEQA AR BE00ED & 90
Item Code: 12155 (=
Request Qty: 1000.000
Stock Unit: EA
Warehouse Code: |§
Available Qty: 4752,000
MNew QOH: 3752.000
!' lonth n gt Balance
iBr:gin Balance 0.000 0.000 3762.000
| November 8597.000 1823.250 10535.750
| December 0.000 1823.250 8712.500
|January 0.000 1823.250 6889250
February 0.000 1823.250 5066.000
|March 0.000 1823.250 3242.750
| April 0.000 1823.250 1419500
I_
@ ox | 4 cancel | [¥iiDetsi |
Enter the warehouse code,

Use the following steps to find and track items:

1 In Add mode, enter the item code.

2 Enter the requested order quantity.

3 Enter the warehouse code or zoom to select a wasehtf left blank the available quantity
and detail lines that display will be for all waoelses.
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Press Tab. The item details screen displays. Wsershen:

» Click detail, and zoom into the “IN” quantitiesfiad details about purchase orders /
4 transfers.

« The "Out" quantity in each month is the 12 montharage usage per the replenish-
ment usage table.

Export Forms

There is a full suite of export forms on this mefhough the submenu these programs reside on is la-
beled Export Forms, these forms can also be usethfpments out of your warehouse.

D T Lo bl Lo A T B
Flle Wiew Esxecute Seffings Help
el EZ

B 1 Financ
&= 2 temm = 1 Sales-
£ 3 Sales & 2 Sales & 1 Drderl

4 Purch: S Exit :
B 4 Purl ﬂ Exﬂ (SRS =RAVLET o Export Forms
& 5 ProducionManaem g s gares Print Q!

uti CI-HS. Inc.
| [ i Proforma Invoice i
 © Producion Plannin g 4 Setup (3 ¢ Pt F [B) b Upde WeightInformation (Warehouse Shipment)
lﬁ 7 CustomerRe-\a.hons.rﬂ Exit @ d Updat g ¢ Packing e
hﬁs 8 Ge.nera.lmwlmstran.on . (B} e Print F @ g il of Lading

& ¢ Updatt ) f Provisional Invoice

= 1 Invoicin = g Final Invoice

& j Update 5] Exit

! k Print Order Entry Edit List

f Update ) & Commercial Invaice

m

{=] | Post Order Entry Documents
Bl m Customer Price Inquiry

[El n Requested Quantity Query
E o ExportForms

&l p Shipment Tracking

5= 1 Copy Recurring Orders

&3 s Fedex Billing Reconciliation

@ z Update Batch Maintenance =

4 eat

Status Idle
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For REG or out of warehouse shipments you musbath the Print Picking Ticket and Update Picked
Quantities programs before you can print:

Packing List
Bill of Lading
Commercial Invoice
Provisional Invoice

For DIR shipments from your vendor to your custoymr must first receive the vendor purchase order
using the Update Receipts program before you dait pr

Packing List
Bill of Lading
Commercial Invoice
Provisional Invoice

For REG shipments you must enter shipment weighfiaré printing the Packing List (see tRarchas-
ing User Guide section on PO receipts to learn how to enter wieigbrmation for DRI/DRW ship-
ments).

Before you can run the Update Weight Informatidatehouse Shipment) program you must first print a
picking ticket and then run Update Picked Quargtiieogram to update the quantities that were picked
for the outgoing shipment. Once you've done thitec this program, do a Find and enter the custome
order number. Then go into Update mode and clicthenVeight Screen icon on the toolbar to enter the
shipping units and weights for each item on thoeor

- Add Weight Infermation = || & |3
File Edit Mavigation
OB @ik
PCQ Mo: 3768 Line Mo: 1 ShipMo: 1 Total Units: 1
|Unit UOM  Gross Tare Net -
I |
| -
|Q oK | ¥4 Cancel |

Enter number of units,

For both REG and DIR shipments you must run thedtipthvoices/Memos program before printing the
Final Invoice.
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Shipment Tracking Screen

Every time a customer order is entered in the de@ln entry is inserted into the Shipment Tracking
table. This screen program enables you to enterrirdtion relevant to your shipment that will aidiyia
tracking its progress.

I3 Shipment Tracking = “: = =]
OB U ULPEHA BDBN @O
B
QA6 9 &
Find Prey MNext Update Browse
Sales Contract Info Logistics Info
Contract # Forwarder Name Trucking BOL #
50 Status Forwarder # Ocean BOL
Customer Proof BOL Received (2]
Consignee Name Booking #
Consignee Address Carrier Send Original Docs
Docs send to customer
Container Size
Container Number Release Requested (%]
Motify Party Name Seal Number Release Received (]
Notify Party Info Load Location
Terms Loading Date lid
Destination Port of Exit Cut Off Date ]
Product Vessel ETD (2]
Price Voyage ETA [XE]
Purchase Contract Info Transhipment Info
Vendor Part Trans No Vessel Voyage ETA
PO [1E] (XE]
Buyer Trader g4 %]
Gross Lbs T [LE] (]
Net Lbs MT BE] ]
Tare Lbs MT e e
(No Documents Selected)

Please note that if the order has a DIR order &ymkthe product is being purchased from multiple ve
dors there will be a record inserted into the tiagkable for each sales order/purchase order awmbi
tion.

The information that displays on this screen coromfthe following sources.

Sales Contact Info:

Contract # - this is a display only field that displays trentract number assigned to the sales order when
it was entered.
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SO - customer sales order number.

Status-display only sales order status. Possible values ar

ACT - active
PST - posted
CAN - cancelled

Customer —display only field for the customer’s business name

Consignee and Notify Information— this information is entered on the order sumnsargen when you

enter the sales order but it can be modified here.

Order Summary Screen:

F> Order Summary Information
File Edit View Tools

OB @i

Payment Method ¢ AR

Help

Terms MNET30

Credit Card Information
Credit Card No: Auth. Code:
Auth. Amount:

Dedine Messg.:

Email; kanderson@dassicparts.com

Shipment Tracking Data

Deposit Amount Required:
Documents Sent: 11/15/2012 |11

Destination: HOUSTON

Consignee Name: CLASSIC PARTS

Consignee Address: SUITE 100

1000 MARIGOLD LANE

HING KONG

CHIMNA

Motify Party Name; JOHM BROWN

A BLEBEM 90

(%] ACCOUNTS RECEIVABLE
(8] wNET30DAYS

Auth. Date:
Dedine Code:

&

Shipping Information

Split Payment Terms:

[ Residential?:
Ship Terms: PREPAID
FOB Point:  SHIP POINT
Weight:
UPS Account:

Route Code:

Crder Amounts
SubTotal:

Discount:

Freight Amount:
Freight Tax Code:
Total Tax:

Restock Fee:

Special Handling Fee:
Total Order:

Motify Party Info:

Truck BOL No: 2101

| |t:1 Cancel ]

(@ ox

Enter the notify info

=8 EoR )

Q

NOTAX [&]

1198.00
0.00
0,00

0.00
0.00
Q.00
1198.00

o
]
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There has also been a field to the summary scréenewou can enter the deposit amount required from
your customer before the order will ship. This amtadisplays on the Shipment Tracking screen aceount
ing screen discussed below.

Any modifications made here automatically transfethe sales order summary screen.

Terms- customer payment terms on the sales order.

Destination— from the sales order summary screen.

Product — if the sales order has only one item code, #a tode 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, tdva code’s price will display here. If there arelmu
tiple item codes, the word “multiple” will displayere.

Purchase Contract Information:

If the sales order has an order type of DIR meaiiisgshipping directly from your vendor to yoursz
tomer, a vendor PO is automatically created wherséies order is stored. The vendor business name,
vendor purchase order number, and buyer/traderwdlddisplay in this section of the screen.

The weights that display here are the weights edteshen the Vendor purchase order was received or
prior to the Packing List being printed if thisas out of warehouse shipment . See the discussidiea-
ture # 1300 in this document and also the Purchasitdendum.

Logistics Information:

All the information in this section is entered wpihe Shipment Tracking screen program with the fol
lowing exceptions:

Trucking BOL # - this is a display only field and this number iscamaétically assigned when the sales
order is enteredl'he beginning truck bill of lading number you wamtuse for your company should be
entered in the Update Order Entry Defaults screegram (option (a) on the Order Entry Set Up sub-
menu):

Ocean Bill of Lading

This bill of lading number prints on the Export Riaig List.

Docs Send to Customer this is a display only field and displays the datéered in the Order Entry
summary screen.
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Container # -if this is a DIR sales order and therefore hasraloe purchase order associated with it, the
container number entered with the purchase ordptalis here. A field for the container number has

been added to the Update Purchase Orders headensthe number entered must b3 4 alpha characters
followed by 7 numeric.

Transshipment Information:

All the information in this section is entered upihhe Shipment Tracking screen

Accounting Screen:

There is an icon on the Shipment Tracking screleeldal “Accounting Screen”.

F~ Accounting Information Screen | = || & |[253]
File Edit View Tools Help

OB YUREER MO E»

Acounting Info

Deposit Amount Reguired:
Deposit Amount Paid:
Ocean Marine Insurance: | [EE

g% ] e ]

Enter ocean marine insurance

Deposit Required-this is a display only field that displays what veadered on the Order Entry sum-
mary screen.

Deposit Amount Paid —this is a display only field that displays the dsipoeceived form the customer
posted through Update AR Cash Receipts.

Ocean Marine Insurance -this is a calculation. A field has been addedh&Wpdate Purchasing De-

faults program (option (a) on the Set Up Purchasirigmenu) where you need to enter you ocean marine
insurance (rate per $):

The calculation is:

(total cost of merchandise on the order) /100 »xanamarine insurance rate.
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Archiving Sales Order Data

With sales order archiving you can store older irdte archive tables. This strategy can speed lgg sa
order processing for operations with a large nunaberders. Archived orders are searchable aad-av
able using the Order History option from within tipdate Customer Orders program.

You access the sales order archiving programs tissn@eneral/Administration menu.

n &= 3 Datalriﬂ Exit a Update Tables To Archlve_i
8 5 P09 4 WabSeniES (3, o Sales rdes Eol
& 8 Produt & 5 Archive Data {= c Archive Sales Orders
& 7 oo CI
£ 8 General/Administration

Update Tables to Archive

The Update Tables to Archive program shows thestattiat will be archived when you run option c, Ar-
chive Sales Orders. Unless you have added tabtee sales order process, you need not use that&p
Tables to Archive program.

rE Update Tables To Archive = | B S

-

File  Fdit  View Mavigation Torls  Actinne Help
OB OVULFERALRHP GO
A0 Q@ 0 9 &\

Find Prev Mext Add Update Delete Browse

QE System Table: ‘stoordrd
archive Table: aroordrd

Join Celumn: doc_no

10f10
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OE System Tabé: Contains the name of the table related to thie sales table stoordre to be archived.
When you archive the data in the table, the datizlisted from the OE System Table and insertedti@o
related Archive Table.

Archive Table: Contains the name of the table to which to moeeQE System Data. Both the OE Sys-
tem Table and the Archive Tables must have theteseame columns defined.

Join Column: Contains the name of the column in the ArcHiiable to use to join to the man sales order
table (stoordre).

Your system administrator should in charge of uipdadata in this program if needed.

Archive Sales Order Edit

Use the Archive Sales Order Edit to produce anlistif the sales orders that will be archived wheum y
run the Archive Sales Orders program. When yaouthe Archive Sales Order Edit program you are re-
quired to enter a Through Date. The Through Datesed to select the orders to archive. All posted
cancelled orders with an order date on or befaeltirough Date are selected for printing on thessal
Order Edit report. Posted orders are orders wittatus field equal to “PST”. Cancelled ordersare
ders with a status field equal to “CAN". Referemeders (Status = REF) and active orders (Status =
ACT) are never selected for archiving.

ra EnterThrcuu...'. = | B e

File Edit Mavigation Help

4 ;
o W T | *

Through Date: 12/31/2009] [tk

[Q K ] |t:* Cancel |
Enter the Through Date. L
L A

The Through Date is required. After you enter theoligh date the Archive Sales Order Edit list is
produced:
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Date: 0&/04/2011
Time: 15:47:Z24

Lrchive Szles Orders Editc

Fage: 1

Crder Document Date Type Status Complete Total Amount
z0z4 2024 10/10/,200%9 REE EST 0&/053/2011 &.08
2025 2025 10/10/,200%9 REEZ BST 0&/053/2011 &.08

Totel Orders:Z

Archive Sales Orders

Use the Archive Sales Orders program to archigesttbes orders When you run the Archive Sales Or-
ders program you are required to enter Througle.D@ihe Through Date is used to select the orders t
archive. All posted or cancelled orders with atheordate on or before the Through Date are seldoted
printing on the Sales Order Edit report. Postettar are orders with a Status field equal to “PSTan-
celled orders are orders with a Status field ebquaCAN". Reference orders (Status = REF) andvacti
orders (Status = ACT) are never selected for ampivihe Through Date is required. After you etiber
Through date the Archive Sales Order Edit listrizdoiced:

Date: 0870472011
Time: 15:54:04

Lrchive Sales Orders

Page: 1

Crder Document  Date Tvpe Status Complete Total Amount
Z0Z4 2024 10/10/2003 REE BET Oe/03/2011 a.0&
Z0Z5 Z0Z5 10/10/2005 REE BST Oe/03/2011 a.0&

Total Orders:Z

The sales orders that appear on the Archive Saldsr@eport have been archived. After orders have
been archived, you must use an option in the Updastomer Orders program to access the archived

orders.
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Accessing Archived Orders

You access archived orders using the Update CustOmaiers program on the Sales Order Management,
Sales Orders, Order Maintenance menu. When ibfigate Customer Orders program, access archived
orders by clicking the Order History button shovetolov.

|
EUpdatE Customer Orders =&
S
OB & A BLEMEOOEDE OO i
@ & 80 9 @ @ = 8 © © 8 © e ©8 © e S 6 O
ShipDH  Nonstock Lines Alias Summary Defaults: Credit Check Recale Customer ShipTo ShipRates Address Ship Track TtemMaster Lotflocation Image MakeToOrder Configure Price Sales Invoice Order History

A6 00 6 0 | 9

Find Prev MNext Add Update Delete Browse Options

You can also access the archived orders by ch@itigns, Order History from the top menu.

ﬁ Update Customer Orders

File Edit View Navigation Tools Actions [ Options | Help

QO® Ik Q BIGBE  shipod :
o~ i« I = | Monstock 1
& > e @ @ : 4

ShipDtl Monstock Lines  Allas  Summary E-r:.r'aui!: Lines sto

=) | Alias
A 60 00 O 9 &
Find Prev MNext Add Update Delete Browse Surmimary
Customer | Defaults
| Cradit Che
Phone: Order Type: REQ Cratit Check
Customer: 1 | Kecalc
Name: ACTION AUTOPARTS | Seme
1 Ship-To
Customer PO: TEST |
- | Ship Rates
Contract: 1007 |
| Address
Ship To ' Ship Track
Ship To: CALIF ™ IternMaster
Ship/Return Date: 01/27/2011 ] Shij T
Required Date: 254 Si Image
Mame: ACTIOM AUTOPARTS WEST PK\'\J"‘; Make To Order
— — {
Address: 4389 APPLE AVE | Configure
| Price
City: VENTURA | Sales
State: CA \Invoice
Country: US  |& UNTTED STATE{ ' Order History
| Recurring Order
Line Items i

When you choose Order History the Order Historydein appears. Using the Order History window
you can find the archived sales orders just aswauid a non-archived order with the Update Customer

Orders program.
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Chapter 4

Credit Card Processing

This chapter discusses Fitrix credit card proceskinctionality through an interface
with Skipjack Financial Services. Other interfangsy be supported in the future.
Please check with your Fourth Generation sale&septative.
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Credit Card Processing Setup

The order entry module interfaces with a paymeartgaction network for automated credit card pro-
cessing. Credit card information is stored at tt@mer level. When orders are entered the orfler-in
mation is automatically sent for real time authatizn. When orders are invoiced the informatioaus
tomatically sent in batch mode for settlement.

Note

The order entry module is delivered with the creditd functionality turned off. This is
because the tools needed to interface with Skik aiy depending upon what hardware
platform you are running your Fitrix software ororGult your authorized Fitrix reseller
for assistance in turning on this functionality.Wimust also contact Skipjack at 1-888-
368-8507 to establish a merchant account with them.

Setting Up Payment Codes

A payment code must be set up for each type oftaredd (VISA, MASTERCARD, etc.). To set up
these payment codes follow these steps:

Step Action

1 Select Order Entry from the main menu.

2 Select option 4 - Setup Order Entry.

3 Select option C - Update Order Definitions.
4 Select option L - Update Payment Methods

Enter a payment method for each credit card:
5 Payment Code — abbreviation for credit card (I4SA).
Payment Description — name of credit card company

Set Payment Type to V for credit cards. This erstiiat when the order is
6 posted the bill to for the AR record created isdhedit card company and
not the customer code.
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Establishing Credit Card Customers

A customer record must be set up for each credit ampany and it MUST be identical to the credit
card payment code Betting Up Payment Codes in the previous section.

Enter Customer Credit Card Information

This program is used to store credit card inforomafor your customers. Each customer can haveimult
ple credit cards.

1 Select Sales Order Management and then SalessQrde
2 Select option 4 - Setup Order Entry.
3 Select option H - Credit Card Processing.
4 Select option A - Update Customer Credit Card
Enter credit card information for each credit ctmel customer uses. The
5 . .
Customer Credit Card screen displays.
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174

ka8 Update Customer Credit Card

oL VIR
Q@Qﬂ@ %] Lﬁ

. Find Frev Mext &dd Update Delete Browse

Custarner Code: I1

Payrment Method: | CCARD o

[CREDIT CARD

Card Mame; /154

| Frimary Card;

Card Mo: [2225

| Securty Code;

Tranz Ref No: | 30000005162157.107

Account Na:

Route No;

Social Security;

Diriver License:;

| License State:

Exp. Month: |08

Exp. Year

First Mame; ETDM

Lazt Marne:

| [

Address: !8320 TEST WAy

City: [ATLANTA,

[ State:

Country: |US | [UNITED STATES

Telephone: |B?8 123 4567

Fas |

Email: {testE@hotmail. com

1of4

OWE
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The following information is required and therefoneist be filled in:

A customer may have credit cards from multiple canhpanies. Since Fitrix only stores one credit pay

Customer cod .
Card Name .
Card Numbe .
Exp Month .
Exp Year .

First_Name

Last Nam
Address

City, State, anZip
Telephone

Email

ment method (ex-VISA) with the customer, order gmtill set the order’s bill-to code to the ordepay
method. For example, if the customer normally gay¥ISA, VISA will be the pay method in the cus-

tomer record. However, when entering an order badttistomer wants to pay by MASTERCARD, both

the pay method and the bill to code for the ordiérbe set to MCARD when this is the credit caed s

lected.

Update Payment Method in Customer Record

Once a payment method has been set up as desahibed, update your customer records for those cus-
tomer that pay via credit card.

1

from the main menu.

Select Financial management and then Account Ralkgiv

Select option 2 - Customer Information.

Select option A - Update Customer Information.

Find the Customer Code and go into Update Mode.

Click OE Info icon on the toolbar.

Enter payment method (ie VISA) .
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#& Extension oeinfo

File Edit Help
JON I VX e @0
Order Entry Infarmation
Discount: =]

Salesperson: | TM =] |TOM MACK

Pay.Method: | W54 =]

Ship Terms: [PREFPAID 250 [®&] |PREP&Y IF ORDER OVER
UPS Account:

Reszidential; |M Ship Complete:  |[M

Foute Code:

[G ak. ] [{:‘ Cancel ]

OWR,

Enter the discount code for this customer.

Enter Credit Card Processor Information

Use the Update Company information program to dtueenterface information.

1 From the main menu select General/Administrative ten
Company Set Up.

2 Select option 9 - Setup Company.

3 Select option A - Update Company Information.

4 Go into Update Mode.

5 Click on the Credit Card icon on the toolbar.

6 Select the method of Credit Card processing.
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#& Extension ccard
File Edit' Help

OB @i

R 90

Credit Card Proceszing Information
Credit Card ON: [
HTML Serial No: [000152021124 |
ADYANCE Serial Noy 839536074878 |
Server Time Ouk; ._'ID—|

Server UAL: | hitps: /. skipiackic. com/scripls/ |

Trans. Authorize: |evalvee. di74utharizedFl I

Trans. Status Request:

|
Trans. Change Aequest: | 752 |
Batch Upload: [Batchlpload.di? pioad0t !

Batch Status Request: |evalvCC.dI?SJAPI_BATCHFILESTATUSREQUEST |
Batch Changs Request: |evolvCC dI?SJAPI_BATCHFILEGETRESPONSEFILE i

& ox | [gcance |

VR

Is credit card ON? YN

The following fields are used on the Skipjack Cré&third processing screen.

HTML Serial No.- assigned by Skipjack.

The initial serial number assigned by Skipjacloistésting purposes only and will therefore need to
be changed when you are ready to go live.

Advance Serial No.- assigned by Skipjack.

This also is for testing purposes only and wikd¢o be changed when you are ready to go live.

Server Time Out

Number of seconds before connection to Skipjackbeildisconnected due to lack of response.

Server URL
Assigned by Skipjack

Trans Authorize

Assigned by Skipjack for authorization

Trans Status Request - assigned by Skipjack.

This field is used to get transaction id, authogdditional amounts if items are added to an catler
ready authorized, or to delete an authorized tctiwsain the event the order is cancelled.

Trans Change Request- assigned by Skipjack
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This field is used to get change status due tcatiaddi amounts or deletions.

Batch Upload — assigned by Skipjack

Used to upload batches for settlement

Batch Status request - assigned by Skip Jack.

Used to check batch file status (uploaded, proogssompleted).

Batch Change request - assigned by Skipjack.

Once the batch status is completed this API is tseelad the result of every transaction

Set Skip Jack Batch Settlement Settings

On the Skipjack website, click on Batch Settlenfergferences and set to manual daily so that SHipja
will settle all invoices once a day at a time of daecified by you.

TN M b it [l wrvibain - Bt f) Rl it Taphaii
P Bl e Pt bl HeD ¥
I,...}la-l L ] 1] " by ekt R =
] b i e ke vy o ] = e )=
Linagle - ¥ R Sewvh - 00 gR CpRdeded B Ched s o= oy B
[ ua |l (1] 1 Laaiis | Taflorizsd | Holn
foounls § BLalaung [TLR R R o I TTT T T

BATCH SETTLEMEMNMT PREFEREMCES

Cardpare Lhe Dol fmlismenl jialaaeee e e preechanl eeloonl Ok fuime
i Tealp Ofn D edng il i) @k

HIT L Sl humbier: 0004047 25000

EHTCERTTT S BT TR G L T
Tupe PMaraasd ot
o raly Ry u
Hazch Chape Tives (e R afrbsz S -
A&ich Peoens Tim =
iHH wn_..' a1 m
Aitasncad Dprknic fesne -
[t |
E-rmpll Puseori

T AN LT T

il

s
1
i
i

Next, you need to set the following options:

Enable blind credits

Click "Edit Account" button and enable "Allow Blirdredits." option. This is so all outstanding cred-
its automatically settle at the end of the day.

Enable batch processing
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Ask Skipjack to enable this when you set up youramant account.

Turn on send email to customeloptional)

Click the "Edit Account" button and enable "Sendh&i Response to Customer” option. Also cus-
tomize email message to reflect your company’srinégion. This is optional. Do not turn this on if
you do not want your customer to receive an enaaihdime an order is authorized or an invoice s set
tled.

Order Processing

If an order is entered for a customer that pay<édit card (customer’s payment method has a patyme
type =V), user will be prompted “ Authorize Cre@iard Now Y/N?” when the order is stored. If an N is
entered the order will be stored without creditdcamnthorization. Each time an order that is paédoviedit
card is updated and stored and no authorizatioa ofibund, the user will receive this prompt.

A list of valid credit cards for the customer wdikplay when the user stores the order. From itissle-
lect the credit card the customer is using baseth@iype of credit card and the last four digitthe
card the customer is using.

¢ Zoom ccardz E| @| E|

Fle Edt Help

OB W OO

Card Name Card# | Exp'ear Exp Month
/152 E7E1 2009 0

lo 0K RJ [P;{ Cancel ] [M Mew Search

OYR|

Select the credit card and click on OK. On the sexten that displays, enter the entire credit nard-
ber and security code given by the customer aicé ol OK.
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Addion header ccard

File Edit Help
OB OWREER 90
Credit Card Mumber: | 40030001 23456781 (EX]

Security Code:

Customer Code: ‘1 4 | | |

Card Name: VIS4 &)  [COMPaNY CREDIT CARD |
Card Mo
Exp. Manth:
Exp. Year
First Mame:  [BILL | Last Name:  [SHARPTON |
Addess: [22501'WEST MARTIN DRIVE |
Address: ‘ |
City:  KENT | State: Zip:
Country: US4 |

Telephone: 205 887 2133 |
Emait  BIILS@COMPSPECIALTIES.COM |
Fax  206-4225467 |

[a 0K ] [t:{ Cancel ]

Enter security code, YR

Approved Card

If the credit card is approved the order will beret with the following information in the ordemsmary
screen.

Extension summ
File Edit Help

OB QURHPER @0
Order Summary
Payment Method [COMPANY CREDIT C&RD |
| || = | |

Credit Card Information
Credit Card No: 5781 Auth. Code: 000037 Auth. Date: 04/10/2007 EE3
Auth. Amaount: Decling Code: l:l

Messg.: ‘ |

= Shipping Information — ———————— Order Amounts ———————————
Ship Via: Sub-Total 785

Residential™ Discount

Ship Terms: Freight Amount:

FOE Paint Froht. TaxCode: [NOTAR (&)

Wieight: Total Tax:

UPS Account: l:l Total Oider. 7.8

Email: |
Ship Complete:

Enter the method of payment,

o

« Credit Card No. — last four digits of the creditccaumber
« Auth Code — authorization code returned by Skipjack
« Auth Date — authorization date returned by Skipjack

« Auth Amt- amount authorized
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If email is turned on with Skipjack, an email ims&om SkipJack to the email address stored vhigh t
credit card used and it contains the following infation.

Declined Card

If the credit card is declined the following scretigplays and user has the following options:

& Select ccst = |@|g|
File:
: @
Decline Code: |1
Messg.: |Authorization faled, card declined.
Fietry:
Enter Mew Credit Card:
Hold:
Enter New Pmt Method:
Cancel Order:

Update Card Information and Retry:

[O 0K ] [’;‘ Cancel ]

R,

Check with (%) ta retry credit card

Retry

Check this box if you would like to try to authoriagain using the same information.

Enter New Credit Card

Check this box if you would like to return to thst lof credit cards for this customer and selectkan
er card to use.

Hold

Check this box if you do not want to try to autkzeragain at this time. Order will be stored wita th
decline code.

Enter New Pmt Method

Check this box if you want to change the paymembs$eto a term other than credit card. You will be
returned to the Order Summary screen to enter goagmwent method.

Enter Authorization Code Manually

Check this box if you want to enter the author@attode manually and you will be returned to the
Order Summary screen. This will require a telepheaieto SkipJack to get the authorization code.

Cancel Order

Check this box if you want to cancel the order.

Update Card Information
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Check this box if you want to update the creditidaformation for the card being used and resubmit
for authorization.

If the card is declined and email is turned on V@iipjack, an email is sent from SkipJack to theiém
address stored with the credit card used.

If the credit card is declined you will receive ectine code of 1. There is no reason given by 8kipj
and this is to prevent fraudulent activity. You meall Skipjack to find out why the card was deetin

Order Changes

If you increase the order amount, you will be preedp “Authorize Additional Amount Y/N?” If you
decrease the order amount you ill be prompted “Bedwthorized Amount Y/N?".

Payment Method by Order

Users can change the customer’s payment methaedd card for a specific order by entering thg-pa
ment method on the order summary screen in ordgy. éhthere is credit card information in the Bm
for the customer a list of these credit cards di#play. If there is not, a screen will displaytkat user
may add the credit card information.

Picking Ticket Print Program

A picking ticket will not print for an order if thpayment method is credit card and the credit vasl
declined or not yet authorized. This is to ensheedrder is not picked and shipped by mistake.
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Settlement Process

7 Dev’5.40 Database: sample Printers: Lexmark2/Dell Laser Printer 1710n [E=N =N )
File ‘iew Ewxsocute Seftings Help
flv B =2

SR © 5'° Oroer Management |
&= 2 tem M = 1 Sales-
B 3 Sales' &= 2 sales B Drderl
= 4 P“mh‘ﬂ Exit = 2 Order: & a UDdate ! : i e

& 5 Production Managem
B 3 Sales = b PrintQ g a Create Automatlc it a’Tv'Ie

£ 6 Production Planning 5
= 4 Setup = ¢ print F [El b Update Invoices/iMemos

7 Customer Relationsk
n ﬂ EX‘I | & d Update &) ¢ Seftle Credit Card Invaices
8 GenerallAdmlnlstratlon .
E (=) e Pint F = g Receive Settlement Invaices

- [E f Update [ o Invoices Not Setiled Report

m

E g Updatt [ £ Printinvoices and Memos
& 1 Invoicin & g Update Declined Invaices
= j Update 5] Exit

k Print Order Entry Eniit List

| Post Order Entry Documents

@ m Customer Price Inquiry

El n Requested Quantity Query

£ o ExportForms

[El p Shipment Tracking

&= 1 Copy Recurring Orders

&3 s Fedex Billing Reconciliation

[El[z Update Batch Maintenance | =

3] Exit

Status |dle

Send for settlement

Once user has created invoices using the Creatarfatic Invoices/Memos program or entered the in-
voice information using the Update Invoice progréme, next step is to run the Settle Credit Carailcy
es program. This program sends the batch of ingdi&kipjack for settlement and marks the invoices
settlement flag to S for “sent”.

Receive Settlement Invoices

Due to the time it takes to settle invoices with tinedit card processor, you print and post inwafeer
the send process is run and then run this receograam the following morning after adequate time ha
lapsed.
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This program sets the invoice settle flag to Ytfwrse that settled successfully, to D for those weae
declined, and prints out this settlement report.

9 Receive Settlement Invoices

File Mavigate Help

20002 ¢

Date: 04/17/2007 Credit Card Settlement Process
Time: 14:Z0:4¢ DARTE PLUS DISTRIEUTION Page: 1
Settlement Batch ID: 000005056024

Order No. Invoice Moo Inwvoice Amount Settlement Amount

181 &0 .85 7.85

Grand Totals: 7.85 7.85

Any invoices that did not settle will have a nidlttement amount. This report can be used to réleotoc
the amount wired from your bank and to also appshcreceipts.

If email is turned on with Skipjack, the customeéll veceive this email confirming that their paynen
was settled.

Any invoice that does not settle will print on tim@oices Not Settled report (option e on the Inimmic
menu). The customer should be contacted to magmative payment arrangements.

If email is turned on with Skipjack, the customel also receive an email notification that paymerats
declined.

Update Declined Invoices

As previously mentioned, invoices declined will bdtieir settlement flag set to D and because sf thi
they will print on the Invoices Not Settled repiodefinitely. User will use this Update Declinedsdrices
program to reset this flag as follows:

Null- set to null if you wish to resend to Skipjack.

C —set to C if you wish to cancel and arrange adtterpayment terms with the  customer.

Invoice Print Program:
For any invoices that have the payment type = M, rlessage will print on the invoice:

PAID VIA CREDIT CARD. DO NOT PAY FROM THIS INVOICE
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Posting Process:

When the invoice is printed and the order postesl AR open item is created to the credit card compa
not the customer.

Reports

The following reports are available:

Print Credit Card Information - option (b) on mdmlow.

4 Setup Order Entry
[ERRVLET h credit Card Processing

= c© Update = b print Credit Card Information
= d Print C =) ¢ Expired Credit Card Report
E| e Updalt $] Exit

[E| f Update Ship To Information

£ h Credit Card Processing

@ i Update Carrier Information

&S] Exit

Print Credit Card Information - option (b) on mesiuove.

9 Print Credit Card Information

File Navigate Help
7 3 =
990D <&
-~
Date: 04/10/2007 Credit Card Informatiom
Time: 11:35:Z% PARTE PLUS DISTRIBUTION Page: 1
Customer Code First/Last Name Card Name Hunher |
14 EILL VISh 6781
COMPETETION SPECIALTIES SHARPTON
Exp. Manth: 0%
Exp. Year: 2003
Address: 22501 WEST MARTIN DEIVE
Cicy: KENT gtave: WA Zip: 98773
Country: UsSh
Telephone: 206 887 2133
Ewail: BIILSACOMPEPECTALTIES.COM
Fax: Z06-4ZZ2-5467
< £

Credit Card Processing 185



Fitrix Order Entry User Guide

Expired Credit Card Report
Option (c) on menu above.

This report will list all credit cards that are aib¢o expire so that the user can contact the mestand
get updated information. User is prompted to eatéate and all credit cards with an expiration gaiter

9 Expired Credit Card Report

File Mavigate Help

o Jci< B> IR

Date: 0471072007 Expired Credit Card Report

Time: 11:37:1F PARTE PLITE DISTRIBUTTION Pagea: 1

Custoner Code Card Name Card Number Exp. Month Exp. Year -
14 VISA E781 0g z007

COMPETETION SPECIALTIES

&
|
|

to this will print.

Order Pending Authorization

Option (a) on menu below.

2 Order Status Reports

SRR | Credit Card Reports

S b F'rintDi & a Orders Pending Authorization

(ol

= CPrnt3 &y CreditCard Orders Declined
= d PrintS o] Exit

g e Print Open Order ltem Summary

=] f Print Open Order ltem Detail

g g Print Customer Order Summary

= h Print Customer Order Detail

¥= i Print Order Entry Journal

=1 | Credit Card Reports

9] Exit
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This report lists all open orders that have notbgstn authorized through Skipjack.

Credit Card Orders Declined

Option (b) on menu above.

This report lists all orders where authorizatios baen declined and alternative payment arrangesment
should therefore be made with the customer.

9 Credh Card Orders Meclined

Bapa: (0 05000 Eraie Card Ordsre [ealinsd
Tmae 110ABeL RACTE CLUN CICTEIRLTOON Fugar L

el DaGE O30 KRSEEL  CERL Card  Ra.
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Chapter 5

Administration Menu

«Check Database Status
«Check Database Connections
«Update Database Statistics

« Security Reports

«Purge Activity

«Update Batch Information
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The Administration Menu:

7 Dev 5.40 Database: sample Printers: Lexmark2/NPBCCTDL (HP Laserlet P2035m) = =
File ‘iew Esxecute Seftings Help

demEam

Dev 5.40
a8 General/Administration
(SRR Bl 5 system Administration

5 3 Sales & 2 Systen! & a CheckDatabase Status

5 4 Purche & 3 Datalr [ b Check Database Connections
E 5 Produt & 4 Web s & e Update Database Statistics
= & Produt @& 5 Archive & m Security Reports

=7 Custorﬂ_ it B p Purge Activity
3 8 GenerallAdministratic @

z Update Batch Information

Status Idle

The following Options are available:

Check Database Status

Note

This function should only be used by your Systenmistrator. Please contact your
Fitrix Representative for further information.

Check Database Status (option a). Use this optice¢ if the database is up and running. If tHesia
"Online" then the database is up and ready for ections. Shows the current status of the datahate s
as:

« Database version
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« Status- Online/Quiescent/Offline
« Number of days the database has been up
« Size of memory allocated.

Check Database Connections

Note

This function should only be used by your Systenmixdstrator. Please contact your
Fitrix Representative for further information.

Check Database Connections (optionSf)ows information about the current users connectéke da-
tabase. There will be one line of information fack user that is currently connected to the dataimas
the following report:

- Session ID

« SQL Statement type - Select/Insert/Update/Delete
- Database name

» Isolation Level

« Error info if any.

Role Based Menus Setup

Use these programs to set up custom menu strudtureach role/user. See tBetting Sarted with
Fitrix User Guide for instructions on how to do this.

Security Reports

This menu option (option m) allows you to printegort of current security settings (ie- who is akal to
do what with the Fitrix software).

Purge Activity

Purge Activity (option p). This menu option has fokowing submenu:
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p Purge Activity
[El h Merge Customer Activity

,'_;_-1 i Print Duplicate Customer Info

[El j Merge Ship-To Activity

&S] Exit

Merge Customer Activity - this program is useful when a company changesgsand you want to set
up a new customer code that reflects the new coynpame and then transfer all sales history/actiaty
the new code.

!‘ Merge Customer Activity |i|

File Edit Wiew MNavigation Toels Acticns Help

OB iR EQABLEREMN 9O
@

AT

WARNMING: This program will transfer all activity, open items, and
reference records from the old customer code to the new customer
code and then delete the old customer code.

Enter Old Customer Code: E E|

CLASSIC PARTS UNLIMITED
Enter New Customer Code: 16 =)
WILD WEST MOTOR. RANCH

|G oK. | |r11 Cancel |

Enter Old Customer Code,

Print Duplicate Customer Information - this report program will list any informationathcould not be
merged into the new customer code because itiplicdte. For example, if old customer 2 has a-thip
code 01 and new customer 12 also has a ship-toG@hdship-to 01 can’'t be merged. What you will need
to do in this case is set up a new ship-to codeuoastomer 12 for this shipping address.

Merge Ship To Activity - This program transfers all sales history/actititghe new code and then de-
letes the old code.

Update Batch Information

Update Batch Information (option z). See the chagditied Batch Control Maintenance in tBetting
Sarted With Fitrix guide for information on this program.
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Chapter 6

SQL Queries

*Why SQL Queries are run
« SQL Commands - Select, Order By, Group By
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Using SQL

SQL stands for Structured Query Language. It imadard method for accessing a SQL-compatible dat@akrhis
section of the manual discusses how to use SQAhttoeginformation from the database.

SQL is used primarily to generate ad hoc repoa. 8ont end tools, such as Informix ISQL, allomyt enter
and run standard SQL queries with a simple sebofroands. Other productivity tools allow you to lidéta in the
SQL database to spreadsheets, word-processing éntsinsharts, and graphs. As the information irddtebase
changes, the spreadsheet changes automatically.

Before you use SQL report generators or produgtiaidls, you must know how SQL itself works. Thougpartic-
ular SQL front-end tool may differ, the basic instiion sets should work in a similar manner. Tleigti®n intro-
duces you to the basic use of these statementgiaeslyou examples of how they are used in a waoktvays

The examples use General Ledger tables and colBimse all accounting transactions eventually gméhuthe

General Ledger, it is a common application for Sfdleries. The point of this section, however, isdoer the ba-
sics of SQL, not to teach you how to create spedifieries in individual applications.
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SELECT Command

The SELECT statement gets information from the lukda. There are only six different clauses thatrobwhich
information this SELECT retrieves. They are caliélises since they describe a part of the oveELIEET com-
mand. Only two of these clauses are required fgrSfPL database query. These commands or clauséstaceand
described below.

SELECT: The SELECT clause is the start of all SQL quetlieis.required for all information retrieval. & used to
tell the system which information categories oldse—in SQL they are called columns—you want to asce

FROM: The FROM clause is also required for all SQL Stsleit is used to tell the system from which filetable
to take the data.

WHERE: The WHERE clause is optional. It lists the setatiiriteria for the Select statement. It allows youle-
scribe which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allowsi Yo tell the system in what order to put retrieved
records.

GROUP BY: The GROUP BY clause is also optional. It allows yo tell the system how to group records for to-
tals and subtotals.

HAVING: The HAVING clause is also optional. It allows ytmutell the system which groups to select.

You can retrieve any type of information from a S@itabase with these six clauses. In the next sksections we
will cover these commands in more detail.

Using SELECT and FROM

The format for the most basic SQL query is:

SELECT col utm- nanes FROM t abl e- nanes
In this statement, SQL commands are printed inagital letters; however, most SQL tools are ngecgensitive.

Column-names refers to the names of the actuahu@dwor information categories created in the tabddle-names
refers to the database tables that contain the data

Selecting All Columns

When you don’t want to specify specific column namgu can use the asteri¢k (o indicate that you want the
values in all columns. For example, suppose you wasee all information from a control table. BEnte

SELECT * FROM stxcntrc

“Stxcntrc is the name of the control table. Typligathere is only one record in this control tahbe, in this exam-
ple, the columns in it are company name, addresadtress #2, city, state, zip, county, countrg,fitst current
asset account, the first fixed asset account,dirgtent liability account, the first long termbBidity account, first
capital account, the first income account, firsitaaf goods account, and the first expense account.
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In response to this query, the system displayvahees associated with each of these columns. X&et éormat in
which this information is displayed differs froms$gm to system.

Selecting Specific Columns

If you just want to see specific columns from deéaknter the names of the columns. For examplmufwant just
the name and address information from the dataleases;

SELECT co_nane, addrl, addr2, city, state, zip, county, country
FROM st xcntrc

The names used are those that are part of thalidsitanary. In order to select specific columnsy youst know
what they are named in the database. Some SQL qustgms provide a display of these column anc: tahines.
Typically, however, you must work from printed tahlefinitions. There are SQL queries that allow itetrieve
information about the names of the columns ancetainl the database, but they are not covered here.

Notice that the different column names are sepdisyecommas. This is usually required. The lasticwl name
does not have a comma after it.

Using Math in the SELECT Statement

You can also include mathematical operations wiloiar SELECT statement. The mathematical operaigmsg-
nized are:

+  Addition
- Subtraction
* Multiplication
/ Division
Here is an example of addition:

SELECT doc_no, ampunt, anount + 1 FROM stgactvd
The result of this query shows the document nuntheramount of the transaction, and that amount + 1

Here is an example of multiplication:

SELECT doc_no, anpunt, anount * .077 FROM stgactvd

You do not need to use literal amounts as parbaf ynath. You can use other column names.

SELECT doc_no, anpunt, anount / doc_no FROM stgactvd

You can combine multiple mathematical operations ¢kample, you can multiply, divide, add, and saddtall in
the same SELECT statement), and you may combingreohames and literals in calculations.

SELECT doc_no, amount, doc_no + amount, amount / 2

FROM st gact vd

You can also use parentheses to show the ordeeocégence of mathematical operations.

SELECT doc_no, amount / (1 + 2)
FROM st gact vd
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This expression adds 1 + 2 before dividing this swmamount.

Selecting Specific Rows: WHERE

The simplest selection statements show all thetimddion in a file or table. However, you may onlgnt to see
specific rows (records) that meet a given seledtiiteria. To make such a selection, use the WHERESe.

The format for the WHERE clause is:

WHERE col um- nane rel ati onal - operator val ue

This may seem a little complicated, but an examshtauld clarify how it is used. For example, FitBisiness uses a
table to store all of the accounting detail frora Beneral Ledger system. If you want to see theéesrfor a particu-
lar original journal, use the following statement:

SELECT * FROM stgactvd WHERE orig_journal = "AP"

The asterisk causes the system to display all asduimthis table. The table named stgactvd is thigity data table
for the General Ledger system.

In the WHERE clause, you see the name of a coluimgnjournal, followed by a relational operator =ddimished
by a value, AP. What this statement means isalighe columns in the table stgactvd where therol
orig_journal contains AP.

In composing this query, you can use any columnenamnthe table.

Relational operators consist of the following:
Symbol Meaning
= Equal To
<> Not Equal To
> Greater Than
< Less Than
>= Greater Than or Equal To

<= Less Than or Equal To

Matching Character Patterns
The keyword MATCHES can be used within the WHER&uUSsE to select rows that contain certain strintgpa.

The format is as follows:

WHERE col umm- nane MATCHES val ue

In this case, the column name must be a charagierdblumn. This means that it must contain charachot num-
bers. The value is a pattern of characters and baushclosed in quotation marks. For example, cavipus query
of the general ledger activity table could havenbstated using the MATCHES keyword like this:

SELECT * FROM stgactvd WHERE orig_j ournal MATCHES " AP"
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In this example, we require an exact match, wisobxiactly the same as an = command. The real paiwer
MATCHES comes into play when you use wildcardsitd 8 meaningful character string within a londearmcter
column.

MATCH Wildcards

There are three wildcards:
* This matches any set of characters or no chagacter
? This matches any single character.

[ X-Y] This matches the range of characters indicated.

You can use these wildcards in a variety of wayselect the proper rows from a table. For examnipléhe General
Ledger detail table, there is a column that comstéie department code. Note that even though depattcodes
typically consist of digits, it is still a charactiéeld, not a numeric field. These codes can beduaracter string up
to three characters long. Use these codes to sieledtem detail in the variety of ways detaileeldw:

SELECT * FROM st gactvd WHERE department MATCHES "1*"

This finds any rows where the department code I3egith the character 1.

SELECT * FROM stgactvd WHERE departnment MATCHES "*10*"

This finds any rows where the department code amnthe character string 10 anywhere within it.

SELECT * FROM st gactvd WHERE departnent MATCHES "?10"

This finds any line item where the department dostthe characters 10 preceded by any other sugleacter. It
does not find a department beginning with 10, bfihds 110, 210 and so on.

SELECT * FROM stgactvd WHERE departnent MATCHES "1[1-5]*"

This finds all rows containing department codes begin with the digit 1, followed by the digitetirough 5, and
then followed by any other characters. This doedind rows where the digits 1 through 5 do not ietiately fol-
low the beginning digit 1.

Using AND and OR in the Where Clause

You can make your WHERE clause more complicateddiayg AND and OR as follows:

* AND: Makes the clause more restrictive. In order tedlected, the data must pass all tests joinedey th
AND clauses.

* OR: Makes the clause less restrictive. To be seletiieddata only need pass one test or the othersye
tax for the use of AND and OR is:

WHERE col um_nane rel ati onal - operator val ue
AND col um_nane rel ati onal - operator val ue

or

WHERE col um_nane rel ati onal - operator val ue
OR col um_nane rel ati onal -operator val ue

In the next example, the WHERE clause selects v in which the department code begins with tlyé d and
whose document number is greater than one hunBmgs in which the department code begins with 1vaindse
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document number is less than or equal to 100 arsatected. Rows in which the document numberestgr than
one hundred, but in which the department code doebegin with 1 are alsmt selected.

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
AND doc_no > 100

In the following example, even more documents atected. All documents in which the department doeigins
with 1 are selected because they pass the fitstiteaddition, all documents with numbers gre#ten one hundred
are selected because they pass the second test.

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
OR doc_no > 100

Note

Even though some documents may pass both tesygsathenly selectednce.

Using Multiple ANDs and ORs

You can use AND and OR to join any number of ptsase

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
AND doc_no > 100

AND orig_journal = "AR'

AND anount > 1000

Note

Remember: adding multiple AND statements makesebiemore and more restrictive; in order to
be selected, the row must mebtof these criteria.

You can also use parentheses to group ANDs and ORs.

SELECT * FROM stgactvd WHERE (departnent MATCHES "1*"
AND doc_no > 100) OR (orig_journal = "AR'
AND anount > 1000)

In this test, selected records or rows must eltlage a department code that begins with 1* andcardent number
greater than 100 or they must have an originahjalucode of AR and an amount greater than 1000.

Improper Use of AND or OR

Remember the AND and the OR are used to join campl@umn_name relational-operator value phrastsmwi
the WHERE clause. It isot used to join separate WHERE clauses or to joinegto a single column_name.

Correct:

SELECT * FROM st gactvd WHERE department MATCHES "1*"
OR doc_no > 100
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Incorrect:

SELECT. . .
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
OR departnment MATCHES "*1"

Incorrect:

SELECT. . .
OR MATCHES "*1"

WHERE Using LIKE

LIKE is a keyword that works almost identicallyMATCHES. The major difference is that it has diéfet wild
cards. Instead of using an asterisk to match ctems@ percent sign (%) is used. Instead of questiarks to
match a single character, an underscore is used.

SELECT * FROM stgactvd WHERE departnent LIKE "1%

This finds all departments that begin with 1 arelfatlowed by any combination of other charactef&E can only
be used for character columns (letters or digithg values used must be enclosed with quotatioksnar

WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that y@nt to select a value between two other values.

SELECT * FROM stgactvd WHERE anpunt BETWEEN 10 AND 40
This selects all rows in which the amount colums aaalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shovovheo indicate the second set of values.

Correct:

SELECT * FROM st gactvd WHERE anpunt BETWEEN 10 AND 40

Incorrect:

SELECT... BETWEEN 10 40

You also must show the values in the proper ord#r tlve smallest value first. The wrong examplesioet pro-
duce an error message, but no rows are selected.

Correct:

SELECT * FROM stgactvd WHERE anpunt BETWEEN 10 AND 40

Incorrect:

SELECT. .. BETWEEN 40 AND 10

You can also use BETWEEN to specify a range ofdatelphanumeric characters.

SELECT * FROM stgactvd WHERE orig_j our nal
BETWEEN "A" AND "Z"
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This query selects all documents with an originarpal code beginning with a capital letter.

wrere USINg N

Use the keyword IN to compare the value in a colwith a list of possible values. You could do theng thing
using a series of ORs, but IN makes this somewloaé rstraight-forward.

The syntax:

WHERE col um-nanme IN (list of values)

Here is an example of selection from a list of faesvalues.

SELECT * FROM st gactvd
WHERE orig_journal IN ("AR',"AP","GI")

This select statement finds any rows which confd) AP, or GJ in the original journal code column.

It is the same as the following SELECT statement:

SELECT * FROM stgactvd WHERE orig_journal = "AR'
OR orig_journal =" AP"
OR orig_journal ="Q&"

You can see the advantage of using the IN keyword.

Matching NULL Values

SQL discriminates between a column filled with sgsaor zero and one filled with a NULL value. A aolu with a
NULL value has never had any values entered into itas had those values removed. Spaces or the xafo are
not considered NULL.

You may wish to identify the values that are NULhem selecting records. For this purpose, you h&weULL
keywords for use with the WHERE clause.

The syntax:

WHERE col um_nane 1S NULL

For example:

SELECT * FROM stgactvd WHERE departnent 1S NULL.

This finds all records in the activity table whilsave no department code associated with them.

Using NOT

With many WHERE statement keywords, you can usé&elygrord NOT to select records that aot matched by
your selection criteria. NOT can be used with thitofving keywords:

* MATCHES
* LIKE
« BETWEEN
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« IN
« NULL

For example, if you wanted to find all records watlwalue NOT NULL in the department column, usefdtiew-
ing:
SELECT * FROM stgactvd WHERE departnent 1S NOT NULL.

finds all the rows with values in the departmertiom
SELECT * FROM st gactvd WHERE ori g_j our nal
NOT IN ("AR',"AP","Q&J")
selects all rows that have orig_journal codes &hatnot equal to AR, AP, or GJ

SELECT * FROM st gactvd WHERE depart nent
NOT BETWEEN "A" AND " Z"

selects rows whose department codes do not betinavdapital letter

SELECT * FROM stgactvd WHERE departnment NOT MATCHES "1*"

selects all rows where the department code doelsegih with 1

SELECT * FROM stgactvd WHERE departnent NOT LIKE "1%

selects all rows where the department code doelsemih with 1.

Selecting From Multiple Tables

So far, we have shown only SQL queries that take filam one table. Using the WHERE command youaiao
join two tables together and get related informafrom them.

For example, in Fitrix General Ledger, the actitdple, stgactvd, contains the information aboahdane item that
is posted to the system. It does not contain tlseclhaformation about the document, such as whermad created
and a general description of the document. Thizrimétion is in a general reference table for alhsactions on the
system. This table is called stxtranr.

To see the document date as well as the informationit specific line items, select columns fromhbaftthese
tables and join them together using a WHERE claoghat only the related records are selected.

The syntax for joining multiple tables is:

SELECT [tabl e-nane] . col um-naneg, [t abl e- nane. ] col um-nane, ...
FROM t abl el, table2,...

WHERE t abl el. col um- nane=t abl e2. col utm- nane

The WHERE clause causes the SELECT statementumrenly those rows where the specified columresaich
table are identical. The table name after the SELE@tement only needs to be used when the colame rap-
pears in both tables.

In Fitrix Business, the table name must always be used because wberotumns carry matching data used for

joins, they are named identically. You can see Wwicidumns need to be joined in the WHERE clauseydiing
which columns in the two tables have the same name.
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Here is an example of a query that returns a fishwounts for the individual lines that make upams$action, se-
lected from the general ledger activity table, glaith the corresponding document date and desamniptf the
transaction from the general transaction table.

SELECT stxtranr.doc_no, doc_date, doc_desc, anpunt
FROM st xtranr, stgactvd
WHERE st xtranr.orig_journal =stgactvd. ori g_j our nal

AND st xtranr.doc_no = stgactvd. doc_no

This selection produces one row for each line tet entered under the Update General Journal ofiach line
contains the document number, the document daeldbcription of the transaction, and the amoustgabfor that
line.

Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is reduiecause
doc_no is used as a column in both tables. Theitecs are identical, but you need to specify il 8@ich table
you want to use.

Also notice that we did not have to use the tablmes for doc_date, doc_desc, and amount. Thicaube these
columns only appear in one table or the other.

Joining More Than Two Tables

You can use any number of tables in a SELECT statenif more tables are used, you simply extendAiHERE
clause to equate columns within each table.

For example, in Fitrix, there is another table thalds information about a transaction. This tablstgtranr and it
contains information such as the accounting pesitdl year for the transaction. If you want to ségitiformation
for each of your activity lines, extend your quésyinclude this third table.

SELECT stxtranr.doc_no, doc_date, doc_desc, acct_period, acct_year, anmpunt
FROM st xtranr, stgactvd, stgtranr

WHERE st xtranr.orig_journal =stgactvd. ori g_j our nal

AND st xtranr.orig_journal =stgtranr.orig_journal

AND st xtranr.doc_no = stgactvd. doc_no

AND st xtranr.doc_no = stgtranr.doc_no

Notice that two new columns have been added: aedbgand acct_year. No tables need to be speddicthese
columns because they occur only in the table sigt@tgtranr has been added to the FROM clauseANi2
clauses have also been duplicated to join the amduinom stxtranr to the matching ones in stgtrahe choice of
stxtranr for the join in this case was arbitramncs all tables involved contain the same keys.®¢dacould have
just as easily been used. However, this may naysvbe the case; many joins may take place on caldhat are
unique to a particular table.
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ORDER BY Command

Use the ORDER BY clause to sort the output. Ifp8amal and can be used in conjunction with anyotiptional
clauses.

The syntax:

ORDER BY col um- nane

Column-name must be an element in the SELECT fisblumns; that is, you cannot ORDER BY a columat thas
not been selected. For example, to see all ofdvs in the General Ledger activity table sortedlbgument num-
ber, use the following command:

SELECT * FROM stgactvd ORDER BY doc_no

If you want to do the same thing but select ondpacific original journal, use the following comnaan

SELECT * FROM st gactvd
WHERE orig_journal = "AR' ORDER BY doc_no

Sorting By Multiple Columns

You can create sorts within sorts. For examplgoif want to see all order lines organized by odbjaurnal, and
within each original journal, organized by depanmtneumber, use the following command:

SELECT * FROM st gactvd
ORDER BY orig_journal, doc_no

Using Aggregate Functions

There are a number of special functions that perfoalculations among the rows selected. Theseadliedaggre-
gate functions because they work on a group of réMieen they are used, you do not see the indivichvas them-
selves, but the results of the operation on allsrowgroups of rows.

The aggregate keywords and their functions are:
AVG (column-name) Calculates the average of the column specifiedhierows selected.
COUNT (*) Counts the number of rows retrieved by the WHEREs®e.
MAX (column-name) Finds the maximum value in the column specifiettii@ rows selected.
MIN (column-name) Finds the minimum value in the column specifiedtfe rows selected.

SUM (column_name)Adds the column specified and totals it for thesselected.

These aggregate functions are used like column siafer the SELECT keyword. They do not subtotdssyou
use the GROUP BY clause (explained in the next@@ct

Correct:

SELECT sun{anmpunt) FROM stgactvd WHERE doc_no = 4

This query produces the total amount for documetfitdbes not, however, show the document numbelfit
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Incorrect:

SELECT doc_no, sum(anount) FROM stgactvd

This produces an error requesting a GROUP BY phrase

GROUP BY Command

This clause gives you subtotals for different goprows using aggregate functions. The syntax:

SELECT colum-1ist, aggregate-functions FROM tabl e-nane
GROUP BY col um-1li st

For example:

SELECT doc_no, sum(anount) FROM stgactvd
GROUP BY doc_no

This produces a list showing each document numhbettee total for that document next to it.

Note

You must have a GROUP BY clause for each columecssd.

Correct:

SELECT doc_no, acct_no, sun(anount) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each unique combinatioa dbcument number and an account number. In otbiets,
you get the sum for document number one, for tis¢ diccount number, then the sum for document nuie for
the second account number, and so on. Yomotiget the sum for a given document number alone.

Incorrect:

SELECT. ..
GROUP BY doc_no

This produces a GROUP BY error because you refegbacct_no in the column selection but did not aéften
the GROUP BY column list.
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Chapter 7

Order Entry Reports

This chapter contains descriptions and exampléseofeports that come standard
with O/E. The following sets of reports are covenstich you will find on options 2
and 3 of the sales Orders submenu

«Order Status Reports

«Sales History Reports
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Order Status Reports

The Order Status Reports menu contains a numbrepofts that allow you to review activity in your
Order Entry system. These reports provide inforomatin what you have on order, salesperson activity,
order information by item, and customer activithiSS'menu also enables you to print the Order Entry
Journal.

The Order Status Reports Menu:

Fitrix Complete V 5.4
[SWEIIEL 3 Sales Order Management

(SRR N = R R-FT 5 sajes Orders

Rl —PA L SRR > Order Status Report
4 Purchz i iy T mmm e i
& 4 Purchi o Exit = 2 Ordert = 3 Print Open Order Summary :

5 Production Managem - o aojoe (o o« e o T
= 98M B3 3 Sales [ b Print Open Order Detail

T e = 4 Setup' = ¢ Print Salesperson Summary

= 7 CusmmerRelationsréﬂ"éﬁm_ d Print Salesperson Detail
E‘ B Generalfﬂdmlmstraﬂon . g e Print Open Order lterm Summary
ﬂ s f Print Open Order Item Detail

g g Print Customer Order Summary

h Print Customer Order Detail

IZ} i Print Order Entry Journal

£ | Credit Card Reports

IZ} k Print Order Status and Description

| Print Blanket Order Release Status

g m Print Blanket Order Expiration Report

&S] Exit
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Print Open Order Summary

This menu option prints a summary report that Bdteutstanding orders, orders with items thatehawt
yet shipped.

3 Print Open Order Summary == =]

9O Q0062 <

Date: 11/14/2012 Order Status Summary Limited Selection
Time: 18:10:38 LBC DISTRIBUTION page: 3
Orders of type like: REG - Regular Order Stage

Order Document Date Slspsn Type To Ship Stat High Low open
37 37 08/07/2012 Jc BEC 08/07/2012 ACT BEO BEO 0
Customer: 1
38 a8 08/07/2012 ac BEE 08/07/2012 ACT ORD ©ORD &
Customer: 1
33 33 08/10/2012 Jc BEG 08/10/2012 ACT ORD ORD &
Customer: 1
Totals for order types like REG - Regular Order Open: 1127947
REmounts: Items Freight Discount Tax Total

Ordered: 1,132,530.70 582_40 000 1,883.75 1,134,175.53

Dosted: 1,383.38 112 g.00 0.00 1,611.10
On Inve.: 5,459.61 4582 o.00 4.93 5,521.36
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Print Open Order Detalil

This report lists all orders which have items tiggmhain to be shipped, plus it prints out a completgy

of these orders with line item detail

¥~ Print Open Order Detail
File Mavigate Help

© 00 ¢

=)

Date: 11/14/72012 Order Status Detail Limited Selecticon
Time: 18:11:-3% BRC DISTRIBUTICN Page: 3
Orders of type like: REf - Regular Order

Order: B84 oBs0Z/ 2012 Doc.: B4 Type: REE Stage: INV
Too: XL - Te&W RUTOSPORT INC
Ezyment Metheod: AR Status: ACT
Entry: kathyh a8/02/2012 12:37:43 Mpdified: kathyh 08/02/2012 1Z2:-4Z2:24
Line Item Code Warehouse ShipTo Stage Ordered Shipped UM
2 12104 MIAMT SHIETC INWV a8 a8 EA
So0ldTo: 11 BillTe: 11 Date: 08/02/2012
Amounta Icems Freight Discount Tax Total
Ordered: 570 a_0a a.0a0 a.oa I5.-70
On Inve.: 15 . -Fh 15.-Fih
Order: BS 08s0&8/2012 Doc_- ‘89 Type: REE Stage: ORD
Ta: L - 'ACTION AUTCEARTS
Payment Method: AR Status: ACT
Entry: sergice 0870672012 12:05:05 Modified: sergiecrc 08/06/2012 12:05:05
Line Item Code Warehouse ShipTo Stage Ordered Shipped UM
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Print Salesperson Summary

This menu option selects all open orders for eatdsperson, organized by order type, and pringpart

that lists subtotals for each customer for eachsgairson

File Mavigate Help

© 9000 ¢

Date: 1171472012 Salesperson Open COrder Summary

—

Limited Selection

Time: 18:14:41 RBC DISTRIBUIICN Page: 1
TH — TOM MACKE
Orders of type like: REE — Regular Order
Order Date Type Status Stage Ordered On B/O Shipped
Customer: 14 COMPETETION SPECIALTIES
3532 08/31/2012 ZEG ACT INV 7.85 0.00 7 .85
3807 08,25/2012 REC ACT BED Z28,550.00 2g,55%0.00 0.00
Totazl for Customer: 14 COMPETETICN SEECIALTIES
28,557_85 28,550.00 7.85
Customer: 18 GIDECON ALL AROUND AUTO SUEELY
5707 1072572012 REG ACT ORD 0.20 0.00 0.00
Total for Custeomer: 18 CGIDEON ALL AROUND AUTO SUBELY
0.20 0.00 0._09
Total for Orders of type like: BREE - Hegular Order
28,5%8.05 2&,550.00 7-85

»

m
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Print Salesperson Detail

This menu option selects all open orders for eatdsperson, prints information about each itemamthe
order, and prints a report that lists subtotalsfirh customer for each salesperson

2 piink Salesperson Detil

File Mavigate Help

© 00 ¢

2

Date: 11/14/2012 Salesperson Open Order Detail Limited Selecticn
Time: 18:15:31 BRC DISTRIBUTIOCN Page: 1

m

™ - TOM MACE
Orders of type like: BEE - Regular Order
Item Code fhae Shipto Stage Date Quantity Amount

14 - COMPETETICN SPECIALTIES

2532 08/31/2012 REG ACT INV
12104 SEATTLE SHIPTC INY 08/31/2012 4 Enh 7.85
Billto: 14
Ordered: PTLES Shipped: TLES Backordered: a.a0
3607 08/25/2012 REC IACT BRO
GM3565774 SEATTLE SHITTOC BEQ 05/25/2012 10 ER Z265590.00
Billto: 14
Ordered: Z26,550.00 Shipped: 0.00 Backordered: Z2&,590._00
Total 14 — COMPETETION SEECIALTIES
Ordered: Z6, 557 85 Shipped: FLHS Backordered: 2&,590_00
18 - GIDECN ALL AROUND AUTO SUDDPLY
2707 10/25/2012 BREG ACT ORD
MANGO MIAMT SHIPTOD ORD 10/25/2012 1 ER 0.20
Billto: 18
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Print Open Order Item Summary

This menu option selects all open orders and psinliéotals for each warehouse for each item that is
order and prints a subtotal for each item thani®mler.

r3 ?ﬁﬁi'@pen'ﬂﬁﬂimﬁumy

File Mavigate Help

© 00 ¢

] »

Date: 11/14/2012 Items On Order Summary Limited Selecticn
Time: 18:1%:47 ABC DISTEIBUTION Page: 1
Orders of type like: CBM - Credit Memo
Whse Stage Oldest Hewest Ordered Shipped Backordered Emount
12104 - 5CM A SERIES MULSTRIEE STRIEE MULTIPLE Unit: EX
ATLENTL INV 08/18/2012 0€/18/2012 i L 0 6.25
ATLANTR OBRD 03/20/2012 06/Z8/Z2012 3 a a 20625
MIAMT INV 03/24/2011 10/17/2011 Z0 e} a 145.30
MIAMT DRD 10/03/2011 10/11/2011 4 4] a 48 _55
MIAMT S5HE 0Z/21/2011 10/14/2011 5 S 0 T0_865
SERTTLE INV 05/13/2011 01/05/2012 13 13 a 102 .05
SERTTLE QORD 05/02/2011 07/23/2012 LE L] a 463.55
SERTTLE SHP 0&/25/2011 0€/25/2011 1 I 1] T-85
Ordered: 1,050.45 Shipped: 33Z.10 Backordered: a.4a0
12104-2332 — 5CM 2 SERIES MULSTRIEE Unit: E&
MIAMT INV 0Z/03/2011 0Z/04/2011 40 40 a 245.50
MIEMT SHE 0Z/04/2011 0Z/04/2011 10 Ih a 78.50
Ordered: 324 .00 Shipped: 3z4.00 Backordered: a.ao
1211z - 5CM 2 SERIES CVEB-UPF TABE Unit:- EA
MIRMI INV 02/03/2011 10/11/2011 1100 1100 a 3,65%.60
MIRMI CRD 101152011 10/11/2011 3000 L] [u] 10,110.00
MIAMI SHP 02/04/2011 0Z/21/2011 1z 1z 0 40.44
SEATTLE INV 05/13/2011 05/13/2011 g =] a £6.596
SEATTLE S5HP 09/21/2010 08/21/2010 1 i a 3.37 =
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Print Open Order Item Detall

This menu option selects all unshipped order lfna® open orders, prints a list of selected orderd
grouped by item number, and provides subtotalsusyomer, warehouse, and item.

T/ Print Open Order Item Detail
File Mavigate Help

© 00D <

m

Date: 11/14/201Z2 Items On Order Detail Limited Selectiocn

Time: 18:17:32 ABC DISTRIBUTION Page: 1

Orders of type like: REC - Regular Order
Order Date Type Number Customer Ship-to Stage Date Quantity UM Amount

12104 - SCM A SERIES MULSTRIKE STRIKE MULTIPLE

MIZMI 07/11/2012 BEG &1 12 ERST CRD Q7f1%/2012 1 EA
MIAMT 07/23/2012 REG 71 12 WEST ORD 0772372012 4 E2
ATLRNTZ 08/01/201Z REG B3 3 CALIF ORD 08/01/201Z 3 Er
ATLANTR 08/01/2012 REG 83 1 CALIF CRD 08/01/2012 100 EX
ATLANTR 08/01/2012 REG B3 - i CALIF CRD 08/01/2012 1o =2
ATLANTR 08/01/201Z REC 83 3 CALIF ORD 08/01/2012Z 1 En
MIRMI 0as0z/2012 11 SHIFIOD INV 08/02/2012 8 Er
ATLANTE 08/06/2012 -4 CALIF ORD 0B/06/2012 3 ER
ATLANTA 08/08/2012 L b X CALIF ORD 08/08/2012 1 En
ATLRNTR oa/s0&6/2012 £ CALIF ORD 0E/06/2012 x EX
ATLANTR 08/07/201Z R -1 CALIF ORD 0870772012 1 EA
ATLANTR 08/10/2012 REG 99 1 CALIF ORD 08/10/2012 1 Er
MIAMI 08/13/2012 REG 101 1z EAST INV 08/13/2012 4 Ex
MIARMI 08/14/201Z REC 102 iz EAST ORD 08/14/2012Z 4 En
MIAMI 08/20/2012 REG 104 iz EAST ORD 08/20/2012 4 EA
MIRMI 08/20/2012 REG 107 ig sz CRD 08/20/2012 4 EX
MIARMI 08/21/2012 REG 118 1z EAST ORD 08/21/2012 4 P
MIAMI 08/21/201Z REC 1139 i 5z ORD 0B/Zl/2012Z 1 En
SEATTLE 08/22/2012 REE 3505 is 52 ORD 0B8s22/2012 4 Ed
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Print Customer Order Summary

This menu option selects all open orders and paittitst of selected orders for each customer akasel

subtotals for each order and for each customer..

75 bt ComtormesOnder Sy
File Mavigate Help

© Q00D <

Date: 1171472012

Customer Open Order Summary

—

Limited Selection

Time: 18:18:44 LBC DISTRIBUTICN Page: 1
Orders of type like: CEM — Credit Memo
Order Date Type Status Stage Crdered On B/O Shipped
Customer: 12 - CLASSIC PARTS UNLIMITED
3821 1070272012 =MD ACT INV 50.00 0.00 50._00
3624 10/02/72012 BMI ACT INV l00.00 a.00a 100_00
73 07/23/2012 BMn ACT ORD 20.00 0.00 0.00
T4 072372012 BMR ACT ORD 28:.00 g.00 0.00
Total for Customer: 12 - CLASSIC PRRTS UNLIMITED

150.00 a.00 150_00
Total for Orders of type like: CBM - Credit Memo

130.00 0.00 150.00

»

il
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Print Customer Order Detall

This menu option selects all open orders and paititst of orders with the status of each ordes fior
each customer as well as subtotals for each ordkfos each customer.

T Print Customer Order Detail
File Mavigate Help

© 00D <

| -
Date: 11/14/301% Customer Open Order Datail Limited Selecticm
Time: 18:19:42 ABC DISTRIEBUTION Dage: 1
Orders of type like: REC - Regular Order
Item Code Whse Shipto Billto Stage Date Quantity Amount
12 - CLASSIC DRRTS UMLIMITED
101 08/13/2012 REG ACT INV
12104 MIEMT EAST 12 INV 087132012 1 7.85
Ordered: 7.85  Shipped: 7.85 Backordered: 0.00
102 08/14/2012 REG BCT ORD
12104 MIRMI EAST 12 oRD 087142012 1 7.88
Ordered: 7.85 Shipped: 0.00 Backordered: 0.a0
102 08/20/2012 REG ACT ORD
12104 MIAMI EAST 12 0RD 0872072012 4 7.85
Ordered: 7.85  Shipped:- 0.00 Backordered: 0_00
118 08/21/2012 REG ACT ORD
12104 MIRMI EAST 12 ORD 0872120132 4 7.88
Ordered: 7.85  Shipped: 0.00 Backordered: 0.00
3513 08/22/2012 REG RCT ORD
12104 MIRMI EAST 12 0RAD 0872272012 1 7.88
Ordered: 7.85 Shipped: 0.00 Backordered: 0.a00 L |
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Print Order Status and Description

This menu option prints order information (opemwgiced, or closed) for the date range and salesper
you select. It also prints the associated work oirfermation if there is one tied to the saleseor(MTO
and MTN items).

T~ Print Order Ststus and Description =N R
Eile Mavigate Help
O o002 <
S
| b
=1
09/30/2013 16:10:1¢€ Page: 1
Tser: Order Descripticn and Status Deport Pgm: o_ordesec
Date Delvered Productn Inwvoiced
Order Ordered Date Rec Date Date Customer Prod Ord Stage Type Sla Psn Matl Labr Cmpl Invc
105 09/16/13 09/16/13 b & 4 ORD REG BJ No No No No
CLASSIC PARTS UNLIMITED
12104 1.000 EA SCM 2 SERIES MULSTRIEE
108 09/17/13 03/17/13 12 63 MEW REG BJ Yes No No No
CLASSIC PARTS UNLIMITED
REPRIR 1.000 EA REPAIR
107 09/17/13 03/17/13 & § 64 MEW REG BJ No No No No
CLASSIC PARRTS UNLIMIIED
REPRTR 1.000 EA REDRTR
108 08/17/13 09/17/13 1z &5 NEW REG BJ No Ho No No
CLASSIC PRRTS UNLIMITED
REPRTIR 1.000 EA REDRTR
125 05/18/13 09/18/123 03/18/13 iz 72 ORD REE BJ Yes HNo Yes Neo
CLASSIC PARTS UNLIMITED =
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Print Order Entry Journal

The Order Entry Journal report provides a daily mary of postings to the Accounts Receivable, Inven-
tory, Sales of Inventory, and Cost of Goods Soltbants within a date range you specify.

' Print Order Entry Journal

File Mavigate Help

© 00D &

] »

Date: 1171472012 Order Entry Jourmal
Time: 18:20:50 ABRC DISTRIBUTICN Page: 1
Between 10/01/2012 and 11/14/20132

Document Date Locount Reference

1838 16/01/2012
110000000-000 ACCOUNTS RECEIVABLE 40_4& DB
120000000-000 TIHVENTORY 14.35 CR
400000000-000 PARTS SALES 40.48 CR
500000000-000 PARTS COGCS 14.3858 DB

1835 10/0Z2/2012
110000000-000 ACCOUNTS RECEIVABLE 50._00 DB
120000000-000 INVENTORY 50.00 CR
400000000-000 PBRRTS SALES 50._.00 cR
500000000-000 PBARTS COES 50.490 DB

1302 10/02/2012
110000000-000 ACCOUNTS RECEIVAELE 5.00 DB
120000000-000 INVENTORY 5.00 cR
400000000-000 PARTS SALES 5.00 ca
500000000-000 PBARTS COGES 5_0a DB

1303 1070272012
110000000-000 ACCOUNTS RECEIVABLE 5_00 cR
120000000-000 TINVENTORY 4.00 DB
400000000-000 EBARTS SALES 5.00 DB
500000000-000 PARTS COCES 4.00 CR ==
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Print Blanket Order Release Status

T Print Blanket Order Release Status
File Mavigate Help

© Q00D &

n

Date: 12/19/2013 Blanket Order Release Status

Time: 16:44:04 ABC MANUFACTURING Bage: 1

Customer Hame 50 Number Warehouse Irem Code Descriptien gy Ordered Qry Released

1 ACTION COMPUTERS & ELEZCTRONICS 459 MIAMI 12104 SCM A SERIES MULSTRIKE 1.000 0.000
Balance to release Scheduled Date

1.000 11/06/2013

A ACTION COMDUTERS & ELECTRONICS 470 MIAMI 12104 SCM  SEATES MULSTRIKE 10.000 7009

Balance to relesse  Scheduled Date

3.000  11/14/2013

1 ACTION COMPUTERS & ELECTRONICS 532 MIAMI 1z104 SCM & SERIES MULSTRIKE 1,000.000 250.000

Balance to relesse  Scheduled Date

250.000  01/15/2014

& ACTION COMPUTERS & ZLECTRONICS 532 MIAMI 1z11z SCM & SERIES CVR-UF TAPE 1,000.000 500.000

Balance to release Scheduled Date

1| m v
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Print Blanket Order Expiration Report

gﬁmﬁankﬁ rder Expiration Report
File Mavigate Help
-

Date: 12/19/2013 Blanket Order Zxpiration Report =
Time: 1&-45:3Z LBC MANUFACTURINGE Dage: 1
Customer Name S50 Nurber Order Date Expiration Date
1 ACTION COMPUTERS & ELECTRONICS 459 11/08/2013 11/08/2013

Item Code Description Bzlance to relezse Scheduled Date

12104 SCM A SERIES MULSTRIEE 1.000 11/06/2013
1 ACTICH COMPUTERS & ELECTRONICS 470 11/11/2013 11/23/2013

Item Code Description Bzlznce to relezse Scheduled Date

12104 SCH R SERIES MULSTRIEE 3.000 11/14/2013
T2 CLARSSIC PARTS UNLIMITED 481 11/15/2013 0373172014

Item Code Description Balance to release Scheduled Date

C-DISE HRERD DISE 400_000 11/15/2013

C-EEY EEYBORRD 50.000 1171572013

C-MON-SUB 24" MONITOR 750.000 11/15/2013
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Credit Card Reports

See Chapter Four, Credit Card processing.
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The Sales History Reports Menu

This menu provides options for printing a numbesales history reports.

Fitrix Complete V 5.4

=R 3 Sales Order Management

B 2temM B 1 sales ERTT A

& 3 Sales' g5 2 sales' &5 1 order | EIETTTT tory Reports

4 Purch: i i
(= ] Exit = 2 Order: = 5 paily Sales Register

& 5 Production Managem & 3 Sales '

b Product Summary

£ 6 Production Planning £ 4 Setup = ¢ Product by Date Summary

B 7 CustomerRelationsriﬂ"é'ﬁ"" 4 Product Detail
i3 8 GeneralAdministration £ e Gustomer Summary
ﬂ Em =) f Customer Detail

Eq‘ g Salesperson Summary

"=l h Salesperson Detail

E‘ i Salesperson by Product
[E j SerialiLot Number History
"= k Price Variance

Eq' | Commission by Salesperson

"=l m RMA History Report

& Exit
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Daily Sales Register

The Daily Sales Register report provides a dailpsiary of sales and allows you to select of invoice
dates for the report. Each page corresponds ted@figpday, with the last page showing the Totalsthe
date range specified.

' Daily Sales Register

File Mavigate Help

O 002 <

| .

Date: 11/15/201Z ZRC DISTREIBUTION
Time: 11:15:51 Dzily Sales Begister Ezge: 1
Between 10/01/2012 and 11/15/2013

Invoice Sales Emount Tax Freight Cost Marging

Customer: 12

1838 40._ 4@ L [ ] 0_.00 14_5500 &e3.05
10/01/2012 Total: Sales Zmount Tax Freight Cost Margin%
40_4& a_00 0. 08 14_.5500 &3.05

Az Total: Sales AZmount Tax Freight Cost Margink
40.48 0.0 0.00 14,5500 €3.08
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Product Summary

This report provides a total sales figure for thege of dates you select. It allows you to selpetific

invoice dates and product classes for the report.

(- = 7o
7= Product Summary
File Mavigate Help

© 00 ¢

Date: 11/15/2012 Product Sales Summary
Time: 11:17:03 BRC DISTRIBUTICN Page: 1
Between 11/01/2012 and 11/15/2012

Item Class Sales Amcunt Eross Margin Margink
AUDIO AUDIC EQUIDMENT 1,184.88 340.86 28.77
NON NOM ITEM CLASS aed.00 24_00 4000

Sales Amount Eross Margin Margink

Company Totala for Heport Period: 1,244 88 354.8¢8 25.3%

2

m
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Product by Date Summary

This report provides a summary of sales and allgmvusto select invoice dates and product classethéor
report. Totals are provided for each product cj@ssselect and for each date within each prodactscl

-

EPFUdUdbyDEtE Summary [ = ||-'EI_||--E§-|

© 00D <

»

Date: 11/15/2012 Product Sales History
Time: 11:25:42 BRC DISTRIBUTICN Page: 1
Between 11/01/2012 and 11/15/2012

m

Sales Amount Item Cocst Gross Margin Margink

AUDIO AUDIO EQUIDMENT

11/08/2012 1.1B4.86 844 .0000 240.88 28.77

NON NON ITEM CLASS S
11/14/2012 60_00 36.0000 24.00 4000
Grand Totals: Sales Amount Cocst Grosa Margin Margink
1,244.8% 880.0000 264.86 25.31
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Product Detall

This report provides a summary of sales broken doyvclass. In addition, it shows detail for indival
product sales transactions and allows you to s&lecice dates for the report.

' Product Detail
File Mavigate Help

© 00D <

— [

Date: 11/15/201Z2 Preduct Sales Hiastory Detail
Time: 11:268:57 ABC DISTRIBUTION Page: 1
Between 11/01/2012 and 11/15/2012

I

STK - STOCK ITEM

DocNo Inveice Order Number Szles Emount Item Cost Cross Margin Margin® Item Code Lot Number

AUDIC AODDIO EQUIPMENT
Custemer:13
2024 2024 3727 425.00 278.0000 147.00 34.59 RLPVZIZ
Customer:1%
2025 202Zs 37z8 425.00 278.00040 147.00 234.59 ALP7Z32
Customer:13
2026 2Z0Ze 3730 284 88 278.0000 6._86 Z.41 RLE7Z32
Customer:12
2027 2027 3731 50.00 1020000 40,00 80.00 ALFBO00 ARC
AUDIO Total: 1,184 38 844 0000 340_8% 28_77

Now NON ITEM CLRSS

Customer:1Z

2058 zZos9 37&3 1z.00 0.0000 1z.00 100.00 ETH1
Customer:12Z
2060 zo&0 3764 Z4.00 l6.0000 8.00 33.32 ETH1

Customer:12Z
2061 2081 3785 24.00 Z20.0000 4.00 16.67 KTHLOT LOT1
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Customer Summary

The Customer Sales Summary report provides a suynohaales history by customer, for a selected date
range. It also allows you to select invoice dated @istomers for the report.

o] @]l

FCmmmrSummary
File Mavigate Help

© 002D <
Date: 11/15/2012 Customer Sales Summary

Time: 11:28:01 LBC DISTRIBUTICHN Fage:
Between 11/01/201Z and 11/15/2012

»

m

1

Szles Amount GEross Margin Margink
1z - CLASSIC PRRTS UNLIMITED
Totals 110.00 &4 .00 58.18
13 - SUBER SERVE ZUTIO INC
Totals 1,134 _8& 300.8¢ 26.51
Totals for Eeport Period 1,244 8¢ 364.88 25.31
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Customer Detall

The Customer Sales Detail report provides line itistail of sales history by customer. It allows you
select invoice dates and customers for the reptst included are daily and customer totals forrdmege
or dates you select.

v = =
EC:Mrﬁetall
File Mavigate Help
QO 9002 <
E
| .
Date: 1171572012 Customer Sales Detail
Time: 11:29:Z9 EBC DISTRIBUTION Dage: 1
Between 11/701/2012 and 1171572012 =
Invoice Item Sales Emount Gross Margin Marging
12 - CLASSIC PRARTS UNLIMITED
2027 ALEB000 50.00 40.00 80.00 S
117082012 Total: 50.00 40.00 g0.00
2059 ETHI 1z_00 1z.00 100.0
2060 ETHL 24.09 8:._00 33.33
20€1 ETHLOT 24.00 4.00 1667
11/14/201Z% Total: @0.00 24.00 40.00
12 Totals 110.00 g4.00 55.18
19 - SUPER SERWVE AUTC INC
2024 ALETZSZ 4z5.00 147.00 34.5%
2025 ALP7Z52 425.00 147.00 3458
z0zg§ ALEB7Z9Z Z84.88 .86 Z2.41
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Salesperson Summary

The Salesperson Sales Summary report providealsstdes figure for the range of dates you select.
allows selection of invoice dates and salespeapléhe report.

P~ Salesperson Summary

File Mavigate Help

© 00 ¢

2

Date: 11/15/2012 Salesperson Sales Summary
Time: 11:34:1& BRC DISTRIBUTICN Page: 1
Between 10/01/2012 and 10/31/2012

m

Szles Amount Eross Margin Margin% Szles Perscon
12,035.48 7,471.51 &2.08 BAE - BETTY BRRY
2,785._98 2,103 8% 75.38 BJ — BILL JOHNSON | S
—28.09 —IH-50 &-07 JC — JIM CRESON
90625 803.48 =E= 1 ™ — TOM MACE
15,703 _€5 10,355%.58 £5.97 Company Totals for Report Pericd
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Salesperson Detall

The Salesperson Detail report allows selectiomedice dates and salespersons. It provides a sadds
ysis report including sales figures for each inedit the date range you select, broken down bggate
son.

T Salesperson Detail

File Mavigate Help

© 00D <

| %

Date: 11/15/2012 Salesperson Sales History Detail
Time: 11:35:31 ABC DISTRIBUTICN Lage:- 2
Between 10/01/2012 and 10/31/2012

 F—TT—

Salesperscn: BJ — BILL JOHNSON

Inv HNo Inv Date Customer Business Name Sales Amount Cross Margin Margin%
z0le 10/18/7201Z 1@ WILD WEST MOTOR RANCH 1,583 %8 1,005.86 €3.Z8
202z 10/28/2012 16 WILD WEST MOTCR RANCH 1,200:00 1,0987.23 91.44

BT Total: Z,783%.3%8 Z,103.09 75.38
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Salesperson by Product

The Salesperson By Product report allows selectionvoice dates and salespersons. It provideses sa
analysis report including sales figures for eaadpct in the date range you select, broken down by
salesperson.

4!?58tﬁpﬂmnbyp‘mdud :

File Mavigate Help

© 00D &

| .
Date: 11/15/7201Z ZRC DISTREIBUTION
Time: 11:41:01 Szlesperson Product Szles History Ezge: 1
Between 1070172012 and 10/31/2012 =
Sales BEmount Gross Margin Margin®
BLE BETTY BRAY
ENG ENGE 1z,045.00 7,454 .00 &l_88
NHOM NOM ITEM CLASS =50-80 —-8.00 1e.00 S
DROTE RUTO PRRETS 40.48 25.51 £3.08
BLE Totala: 1z,035.48 & B g2.08
BJ BILL JCHMNSON
COMP COMEUTER EQUIEMENT 2.785%:98 2.103:09 75.38
BT Totala: Z,785.838 2.103.09 538
Jc JIM CRESON
AUDIO AUDIO EQUIDMENT 0.00 0.00 0.00
COME COMEUTER EQUIPMENT —-2B8.00 =FE-ED e6.07
Jc Totala: —=ZB.00 =18:58 €£6.07
™ TOM MACE
AODIO AUDIO EQUIDMENT 8.25 g.25 100.00 =
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Serial Number History

This is not a report, but a query screen. Usepiligram to research which customer purchased serial
lot number controlled merchandise and on what iteoi

. "~/ Serial/Lot Number History E’ :
File Edit View MNavigation Tools Actions Help
OB U ULEEABIRY HOOEDE 0O
A G 9 .|

Find Prey MNext Browse

Customer Code: 19 SUPER SERVE ALTO INC

Order No: 3730

Invoice Mo: 2026
Invoice Date:  11/08/2012

Item Code: ALP7292

Line Lot No Serial Mo Quantty

1 FX105MIM 1.000

236 Order Entry Reports



Fitrix Order Entry User Guide

Price Variance Report

If you have set up your system to require a mininprofit percent be met on inventory items (see ehap
ter on OE Set Up), this report will list any iteswd below that required percentage and the ussfrtiae
person that accepted the price on the order.

AE Price Vanance {

File Mavigate Help

© 00D <

| %

Date: 11/15/2012 Price Variance
Time: 11:55:34 ABC DISTRIBUTION Page: 1
Between 10/01/2012 and 10/31/2012

Customer Hame User ID Ttem Code Frice Charged Frice Allowed Variance
1z CLASSIC PARTS UNLIMITED kathyh CWIS00 5.0000 5.7s500 A
1z CLASSIC PARTS UNLIMITED kathyh CWI500 5.0000 5_.7500 S
1z CLASSIC PRATS UNLIMITED kathyh CWIS00 5.0000 £.7500 =B
1z CLASSIC PARTS UNLIMITED kathyh CWIS00 5.0000 5.7500 -.78
le WILD WEST MOTOR RANCH betcyk 10000000 .aoaoo 1z .0000 -1z.00
le WILD WEST MOTCR RANCH bettyb 12104 1.982Z5 2.87590 -.981
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Commission by Salesperson Report

This report lists commission due your salespeoitieeon open orders or paid invoices, whichevey wa
you pay out commissions. The selection criteria gan choose from is:

A selects both open and paid invoices basedwmide date
P selects only paid invoices based on paid date
O selects all unpaid invoices based on invoite da

"I Commission by Satesperson

File Mavigate Help

Q002D <

| -

Date: 11/15/2012 Commissicn Report
Time- 11:57:51 ABC DISTRIBUTION Page: 1 g
Between 10/01/2012 and 10/31/2012
Days Revised
Invoice Date Ttem Code Sales Comm _ % Comm._ Emount Date PBaid Past Due Comm % Revised Amt

Szlespersocn: BJ

Customer: 1& — WILD WEST MOTOR RENCH

201 10/1872012 C-DISEZ- AL 200.00 0.00 a.oo
2016 1071872012 C-EEY 25.59 5ID 8.00 2.40
Z01e 1071872012 C-MAC 1,200_00 7_00 84_00
2018 1041872012 C-MON 155.59 1z.00 19.20
20zz 10/26/2012 C-MRC 1,200.00 T-90 84.00
Total Salesperson: BJ Z,7858.58 1858.60
Grand Total Z2,785._98 189.60
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RMA History Report

This report will list by reason code the numbeRMAS you have issued each month, the total percent-
age they represent versus total AR for the momiti the percent increase/decrease from the number of
RMAs issued in the previous 12 months.

e
E Enter Selection Criteria o [ & ][ =]

e Ekdit Mawgation  Help
QU ULPERAOQOEDE @
Starting Month: | January = |Ending Month: m

Year: 2012

Mo Of Years History: 1

(@ ox | [ cancel |

Enter the starting month for the report

EM H'Siory ﬁeporb -E E=H = “

File Mavigate Help

© 00 &

Date: 11/15/2012 BMA History Report
Time: 11:58:40 Page: 1

Base Year: ZO01Z

Code  Descriptica Jan Feb Maz Rpr May Jun Jul Rug Sep oct Hov Dec Total  %Change

CORE CORE RETURN

DAMACE DAMAGED IN SHIPMENT
DEFECT DEFECTIVE

REDAT2 RELATR RWND RESHID
WRONG WRONG ITEM SHIFFED
{NONE) MISSING REASCN CODE
Total Year 201Z

% AR 25.00 -00 14.29 -00 20.00 -00

& Bi'g
8 & By
oMo

oo ooooo
B BoRroo
oo ooooo
B BoRroo
oo ooooo
Mo mMao oo
i
Bas s B's
oo B o0 B0
oo ooooo

==

8 75.00
33.33 1z2.50 85.47 -0o -00 25.33

d 8 P MO O R D

r
o
e

< i *
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Lost

Sales Report

The Lost Sales report is option (n) on the Salestdty Reports submenu.

Date: 12/21/2015

Lost sSales

Time: 05:28:43 ABC MANUFACTURING Page: 1
Botween 12/15/2015 and 12/21/2015

Item Code Description Customar Quantity

Reason: BEO BACKORDERED TOO LONG

12104-BLO SCM A SERIES MULSTRIKE 2ND DESCRIPTION LINE 1z 10.000
Total Reason BKO: 10.000

Reason: PRICE BETTER PRICING FOUND

12104 ECM A SERIEE MULSTRIKE 2ND DESCRIPTION LINE 12 12/15/2015 10.000

12104 SCM A SERIES MULSTRIKE 2ZND DESCRIPTION LINE 1z 12/15/2015 30.000

12104 SCM A SERIEE MULSTRIKE 2ND DESCRIPTION LINE 12 f21/201s 2.000

12112 SCM A SERIES CVR-UP TAPE 1z f21/2015 3.000

17€16 CORONAMATIC COVER-UP 2 12/21/2015 1.000
Total Reason PRICE: 46.000

Reason: SHPPNG EXPENSIVE SHIPPING

12104 8CM A SERIESE MULSTRIKE 2ND DESCRIPTION LINE 1z 12/15/2015 20.000

12104-BLO SCM A SERIES MULSTRIKE 2ND DESCRIPTION LINE 12 12/21/2015 8.000
Total Reason 28.000
Grand Total: 84.000
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Appendix A

Forms

The standard Fitrix products have been designatk with forms manufactured by the Harland Com-

pany. These forms can be ordered through the Hhfampany, at 1-800-346-5316. Sample forms are

also available.

Note: Those forms that have 530 in their numberf@r€&itrix version 530 and higher.

Screen Screen Type

Number

4GEN1 Invoice Continuous

AGEN1- Invoice Continuous
530

A4GEN6 Invoice Laser

AGENG- Invoice Laser
530

4GEN2 Statement Continuous

4GEN7 Statement Laser

4GEN3 Pick Ticket Continuous

4%2'813' Pick Ticket Continuous

4GENS8 Pick Ticket Laser

Forms
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Forms

4%2'818' Pick Ticket Laser
4GEN5 Payroll Check Continuous
4GEN10 Payroll Check Laser
4GEN14 AP Check Continuous
4GEN19 AP Check Laser
4GEN11 Purchase Order Continuous
4GEN12 Purchase Order Laser
4GEN14 | OrderAcknowl- Continuous
edgement
4GEN20 Packing List Continuous
4GEN21 Packing List Laser
DW2 Double Window Envelopes
DW73 Double Window Envelopes
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Appendix B

Glossary

Account—An account is a classifying or summarizing deviteepresents a category of transactions that améss
entity has decided to track. All transactions rdedrin a journal are subsequently posted to twoare
accounts. A transaction is posted as a debit @itazatry to an account. The difference betweertated of all
debit entries and the total of all credit entriested to a single account is referred to as theuatts “balance.”
Depending on the type of account, an account’'snigalés either increased or decreased by a debiedit entry
(see Debits and Credits).

Account Number—Each account in the Chart of Accounts is identifigch uniqgue number, up to nine digits long.
Accounts of a given type usually are grouped byaotnumber. For example, all asset accounts nhigin
with a “1” followed by up to eight numbers.

Example: a basic Chart of Accounts

Table 1: A Basic Chart of Accounts

Number Account Description Type
100000000 CASH ACCOUNT ASSET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 PRODUCT SALES INCOME
500000000 COST OF GOODS EXPENSE
600000000 GENERAL EXPENSE EXPENSE

Account Types—T here are three basic types of accounts: assgtjtijaand capital. Capital is also referred to as
owners’ equity. Income and expense accounts anbsesof retained earnings, which is a capital aeto
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Accounting Periods (General Ledger Periods}-Each business transaction is time-sensitive.isystem, a new
accounting period is created every time you clagelte existing period. You are not limited to ayiyen
number of periods during the course of a yearafidaction that takes place in the current yeas fialb one of
these possible periods.

Accrual Method—A method of accounting which records revenues apeémses in the period in which they are
earned or incurred and not in the period in whieytare received or paid. Compared to the cashadeth
accounting, the accrual method of accounting isena@curate, but tends to be more complex.

Adding a Row—Adding a row means creating a new row and additgtiie table. For example, when you add a
new account to the account table, you are addiogvdo that table.

Adjusting Entries—Entries that adjust the balances of ledger accoludfjsisting entries are usually made for one
of two reasons. One reason is to record unrecagdedts such as revenue earned but not receivedtiibe
reason is to correct accounting errors.

Age—The number of days between the date on a partidoleument and the “aging date.” When processing an
aging report, the system prompts for the aging;dageuser determines which date to use as an dgiteg (See
Customer Aging. See also Vendor Aging.)

Alphanumeric field—An alphanumeric field is a field whose entries cansist of any combination of letters and
numbers.

Asset Account—Assets are things of value possessed by a busi@ask.in a bank account is an asset, as is
accounts receivable (the money owed a busineds lsystomers). Assets need not be paid for to beidered
assets. Asset accounts are increased by a debiteaneased by a credit.

Audit Trail— The ability to verify and track accounting transaics or ledger balances.

Automatic Reorder—The process of generating purchase orders for toweitems whose quantity falls below the
reorder point.

Average Cost—Average cost is a method of calculating the costwéntory items by averaging the per unit cost of
all items currently in stock.

Backorder—If items are out of stock, these items can be putack order. When the item comes in, it is usually
shipped. The backorder document is a modified warsf the original sales order and represents egeagent
to ship the item as soon as the item becomes alaila

Backup—In computer terms, backup refers to the procesepying computer files. These copies are usuallgana
to diskette or tape. File backups are insurancesapsystem failure.

Balance—The balance of an account is equal to the sumeofiibit and credit postings to the account. Account
are in balance if the total debits are equal tadked credits.

Balance Forward Customers—Statements for “balance forward” customers show the transactions that affect
the current period. For balance forward custonmmagments are applied to the oldest invoices finstontrast,
“open item” statements show each outstanding iry@ad payments may be applied to a particularié¢evo

Balance Sheet—Fhe balance sheet shows the current financial tonddf a company. The balance sheet lists
assets, liabilities, and capital. It is usuallyatet! in two main sections. The first section totasets. The second
totals liabilities and capital. Assets must alwagsial liabilities plus capital.

Blanket Order—This is a large order that is split into more tloae shipment, possibly to different locations.

Blanket Release-A blanket release is a document that is a subsetarfyer blanket order. It represents a single
shipment for an order that comprises multiple slapts.
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Capital Accounts—(Also called owners’ equity accounts.) These actotgcord the difference between what is
owned (assets) and what is owed (liabilities). Tamyalso called proprietorship or net worth. Gatcounts
are increased by a credit and decreased by a debit.

Cash Method—A method of accounting which records revenues aperses in the period in which they are
received or paid and not in the period in whichytaee earned or incurred. Compared to the accreghoad of
accounting, the cash method is less complex armd offed by smaller businesses.

Cash Receipt—Money received as payment for goods or servicesAcash receipt is a payment that applies to
an outstanding invoice. A non-A/R cash receipt mgment that does not apply to an outstandingiceva\
non-A/R receipt may not even apply to a customactount.

Cash Receipts Journal—Fhe cash receipts journal is the journal into wratttcash receipts activity is recorded,
thus affecting the balances of accounts in theivabke ledger.

Chart of Accounts—A “chart” is a list of accounts. A chart of accosiimcludes all the different accounts used in
summarizing the transactions and current conditifoa business.

Check Journal/Cash Disbursement JournaThis is the journal into which all cash disbursetseactivity is
recorded, thus affecting the balances of accouriise payable ledger.

Column—A column is a category slot into which you entdoimation in a table. For example, if the computer
puts “Enter Company:” on the form, the space foltaythe colon is the “column” into which informatias
entered. This is the “Company” column.

Cost of Goods (COG) Accounts—Fhese are expense accounts; they track the ctis¢ same products whose
revenues are recorded in sales accounts. In othrelswthese accounts record the cost of those proehich
the company sells. This cost is recorded at the bfrsale. The balance of these accounts is inedeaih a
debit and decreased with a credit.

Count Adjustment Account—This is a balancing account that is posted to vtherinventory quantity-on-hand is
adjusted—in this case there is no correspondirgg@agburchase of inventory.

Count Sheet—This is a list of items and their physical locagan a warehouse(s) to be used by personnel cguntin
inventory.

Credit—The term credit can refer to two different thinggpednding on its usage. If used in reference todedg
accounts, credit refers to an entry that increasetecreases a ledger account. Some accountscaeased by a
credit while others are decreased by a credit. Hanedit or debit affects the balance of an accdaepends on
the type of account involved. If used in referetceustomer accounts, a credit refers to an ackeugvhent of
payment. When a customer pays you, you creditdiistbomer’s account. When you pay a vendor, thatiaen
credits your account.

Credit Memo—If referring to customer accounts, a credit menferseto a document notifying a customer that his
account has been credited (reduced). When dealihgvendor accounts you enter a credit memo tceizse the
amount you owe the vendor.

Creditor— A person or company to whom you owe money. Youidees are creditors when you owe them money.

Current Accounting Period or General Ledger Peridtiis-is the accounting period for which you arerently
posting transactions.

Current Assets—Current assets are assets that are normally usedring the operating cycle of a business
(usually one year). Cash and inventory are tymeamples of current assets.

Customer Accounts—Though not an account in the general ledger sensestomer account is used to summarize
what a given customer owes or is owed at a pagiqubint in time. A customer’s account is summatibg a
statement.
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Customer Activity—Activity refers to any transaction that affects baance of a customer or ledger account. A
summary of activity shows all transactions affegtinose balances in the current period.

Customer Aging—The customer aging shows how long any open iteme haen on the books and how much of a
customer’s debt falls into various aging categorid®se aging categories reflect progressively rser®ous
levels of overdue payment.

Customer Balance—The customer balance is the amount owed by or dwadustomer. If the customer owes you
money, he is said to have a debit balance. If yoe lbim money, he is said to have a credit balaAcristomer
balance is the total of his current open items.

Customer Terms—Customer terms are the conditions under which ymeet payment from the customer.
Customer terms typically include the period of timi¢ghin which you expect to be paid, any discoultswed
for early payment, and the time frame within whéttth discounts are allowed.

Database—A database is all the related information withicoanputer system to which you have access in one
form or another.

Debit—The term debit can refer to two different thingpeleding on its usage. If used in reference to ledge
accounts, a debit refers to an entry that increasdecreases a ledger account. Some accountscagased by
debits while others are decreased by debits. Horedit or debit affects the balance of an accoepedds on
the type of account involved. If used in referet@ceustomer accounts, when a customer purchasels diam
you, you debit that customer’s account. When yowglpase goods from a vendor, the vendor debits your
account.

Debit Memo—f used in reference to a customer account, a adediho refers to a document notifying the customer
that his account has been debited (increased).

Debits and Credits—Each transaction entered into a journal, and eadigtposted to the subsidiary and general
ledgers, consists of debit and credit entries awmore accounts. A ledger account balance igifference
between all debit postings to that account andretfiit postings. Whether a debit or credit postmgn account
increases or decreases the account balance depettus type of account.

The basic accounting equation is: assets = ligslit capital. Accounts (assets) on the left sfdb® account-
ing equation are increased with a debit. Thosénenright side (liabilities and capital) are incregsvith a cred-
it. Retained earnings is a type of capital accorgvenue and expense accounts are a subset ofec&arnings.
Revenues increase retained earnings, and becauita eacounts are increased with a credit, reverogeunts
are increased with a credit. Similarly, expenseants decrease retained earnings and capital atscarende-
creased with a debit. Therefore, expense accommisnereased with a debit.

Deleting a Row—beleting a row is the process of removing it frdra tomputer database after it has been added or
updated.

Department Code—A three-character department code identifies whpehbfit center” an account belongs to. If
you are not using profit centers, the default depant code is “000.” Refer to the entry for Pr&inters for an
example of the use of department codes to setafft penters within a company.

Document—Transactions entered in the Fourth GeneradBiasiness system are referred to as “documents.”
Different journals (accounts receivable, accoumatgaple, for example) may be used to record diffengres of
documents. Documents consist of debit and credlitesrto two or more ledger accounts. In orderateesa
document, that document must be in balance; thdtegotal of all debit entries must equal thaltof all credit
entries.

Drop Ship Order—This is an order that is shipped directly to youstomer. The items ordered never enter your
warehouse. The items go directly from your vendoydur customer.
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Employee Code—Each employee in the Payroll system is identifigdlunique six-character code. Although an
employee’s name and social security number carsée o sort and view data on an employee, the smglo
code is the key used throughout the Payroll systeamiquely identify an employee.

Employee Type—Each employee in the Payroll system can be assdcigith an employee type which is identified
by a unique six-character code. The employee typeighes access to default setup values for the @yepl and
provides a means for grouping employees.

Expense Accounts—Expense accounts are used to track the cost of drisiness. They are a subset of retained
earnings (a capital account). At the end of a geoftime (usually a year) the difference betwdentbtal of all
income account balances and the total of all ex@ansount balances is calculated and that balance i
transferred to retained earnings. After transferthis figure to retained earnings, the balanceaah income
and expense account is set to zero. Capital accanatdecreased with a debit. Because expensesdecr
capital, expense accounts are increased with & debi

Field—A field is a data-entry or display area on a foArfield may or may not correspond to what is adfual
stored in a table in the database.

FIFO—"First-In First-Out"—One of several methods of datining the value of inventory and calculating tioest
of goods sold. Using the FIFO method, it is assuthadthe “first inventory items in” (the oldestentory
items) are the “first inventory items out” (thestiitems to be shipped).

Finance Charges—Finance charges are charges made by a vendor againor made by you against a customer,
for non-payment of an amount due. Finance changesew charges made against the account because the
payment was not made according to the establigretst

Flat Rate—A value applied on a per-payment basis. Unlikeragretage rate, which calculates a specified
proportion of an amount, a flat rate ignores thacéxalue of the amount, treating it as a singhgrpnt to
which a single unit of the “rate” value is appliddhus the “calculated” value due to a flat ratéhis same each
time it is applied.

FOB—FOB stands for “free on board” or “freight on boartihe FOB point determines when the title to aduat
changes hands; that is, it determines at what plegnbuyer assumes ownership of a product. FOB soee—
but does not necessarily—affects who pays thehtaibarges for shipping a product. In some busewtdse
seller pays freight up to the FOB point and thedsypays from the FOB point. Similarly, in some Ingsises the
FOB point determines who pays insurance on thensdip.

Form—A form is the template into which information istered. A form may combine information from several
different tables, usually lines of information frarfheader” table at the top of the form and sdweras from a
“detail” table at the bottom.

General Journal—The most basic type of journal in an accountingesysis the general journal. It may be the only
journal. Transactions which consist of a debitttteast one account and a credit to at least adifferg@ht)
account are entered in such a journal. Ultimatabheransaction is posted from the general joumalgeneral
ledger account.

General Ledger—The general ledger includes each account listélderchart of accounts, along with debit and
credit transaction entries that add up to the agicbalance.

Income Accounts—These accounts are used to track revenues. Salegras, for example, are a type of income
account. They are a subset of retained earningagiéal account). At the end of a period of timsuaily a year)
the difference between the total of all income antdalances and the total of all expense accaalahbes is
calculated and that balance is transferred torretbearnings. After transferring this figure taameéd earnings,
the balance of each income and expense accougtttis zero. Capital accounts are increased witleditcand
decreased with a debit. Because revenue increap#alcincome accounts are increased with a credit

Income/Deduction/Obligation Codes—Each type of income, deduction, and incurred enmgrlopligation is
identified by a unique six-character code. Whenitlkeme, deduction, or obligation is used in a pHyntry it
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is referred to by this code. The code provides sste default values and basic information requioechlculate
the income, deduction, or obligation amount.

Income Statement—The income statement (also referred to as a “paofit loss” statement) records the changes in
equity associated with business operations foreaifipd period of time. This statement lists theereues and
expenses and the difference between them for acgefitime. The difference between revenues aneérmesgs is
referred to as a net profit or a net loss.

Inventory Account—This is the current assets account that represiatgalue of the goods in stock.

Inventory Adjustment Account—This is the ledger account that balances changés teathe inventory account
balance that do not result from sales, returnpuochases.

Inventory Control (I/C)— This is the system for tracking goods stored fée sgacustomers, including calculation
of costs and prices.

Inventory Item—This is a single unit of merchandise from inventory
Item Code—An item code is a unique alphanumeric string idginty a type of inventory item.

Journal—Journals are used to sequentially record businassactions. Each transaction consists of a delit t
least one account and a credit to at least onkefdift) account. Journal entries are posted tceledgcounts;
therefore, every entry made in a journal ultimatedg an effect on the balance of two or more ledgeounts.
An accounting system may include multiple journaksch used to record a specific type of transaclibe
most basic type of journal is the general jourtrabddition there may be an accounts receivablenpduan
accounts payable journal, and so on.

Ledger—A ledger consists of a group of accounts and detitcredit entries representing transactions ffiedtta
the account balance. A group of accounts is callktiger. The general ledger includes all accdist&l in the
chart of accounts. Subsidiary ledgers compriseetalzd the chart of accounts. The accounts recksivatiger,
for example, comprises all customer accounts. dted of all customer account balances equals theba in
the accounts receivable ledger account.

Liability Accounts— Liabilities are debts or anything that is owed.Hiliay accounts are increased by a credit and
decreased by a debit.

LIFO— “Last-In First-Out” is one of several methods ofccdating the cost of inventory items. With the OF
method those inventory items “last in” (most rebeptirchased) are considered the “first out” (fbsbe sold).

Open Item Customers—Statements for open item customers show each adisthinvoice and payments are
applied to a specific invoice. In contrast, balafarevard statements show only the transactionsdfiatt the
current period. For balance forward customers, paymare applied to the oldest invoices first.

Open Iltems—Open items are posted invoices that contain outsigrbalances representing amounts owed by
customers or due to vendors. A document is coresitian open item until that balance is zero.

Order Acknowledgment—An order acknowledgment is a hardcopy version sdlas order. Order
acknowledgments may be sent to customers so tiattve a record of the sales transaction.

Payable Document—Fhere are four common types of payable documentsndor invoice, a cash disbursement, a
vendor credit, and a vendor debit.

Payable Ledger—A payable ledger is the ledger that includes ald@hcounts affected by accounts payable
transactions—invoices, cash disbursements, andovemedits and debits.

Payroll Deduction—A payroll deduction is any amount withheld fromemployee’s check. For every deduction
there is typically an employer liability incurred.
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Payroll Document—A payroll document is the complete record of a plytisbursement. This document includes
an employee’s gross income, deductions, net incamet employer obligations, as well as the relatedanting
data for the document.

Payroll Income—Payroll income comprises wages, reimbursementscasia outlays recorded as part of a payroll
entry. Payroll income normally is an operating exgee

Payroll Journal—The payroll journal is the journal into which aliyoll activity—paychecks, income, deductions,
and employer obligations—is recorded. When podtes activity affects the balance of accounts i playroll
ledger.

Payroll Ledger—A payroll ledger is the ledger that includes a# #tcounts affected by posted payroll
transactions—paychecks, income, withholding, awcdrired obligations.

Payroll Obligation—An employer liability resulting from a payroll treaction, such as withholding federal taxes
from an employee’s paycheck.

Posting—Posting is the process of transferring transactidnsuments) from the journal to the ledger.

Posting Sequence Numbers-All processes which “post” entered data into aesjerarea for completed documents
have reports that feature a posting sequence nuifibese numbers are used to keep track of regwatshould
be permanently stored in your records. Each ofethegorts has its own sequence of posting numbers.

Prepaid Asset—This is an asset that you have paid for, but nbteeeived.

Profit Center—A “profit center” identifies a part of a company f@hich profits can be calculated separately. Sales
and expenses for that division are designated afibepartment” number.

Table 2: Simple Account Chart with Two Profit Centeas

Number Dept|  Account Description Type
100000000 CASH IN BANK ASET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 100 PRODUCT SALES INCOME
400000000 200 PRODUCT SALES INCOME
450000000 100 SERVICE SALES INCOME
450000000 200 SERVICE SALES INCOME
500000000 100 COST OF GOODS EXPENSE
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500000000 200 COST OF GOODS EXPENSE
600000000 100 GENERAL EXPENSE EXPENSE
600000000 200 GENREXPENSE EXPENSE

Purchase Order—A purchase order represents the purchase of matigeafiom a vendor.

Purchasing—The purchasing system is one of seveitdix modules. It provides an automated method for track
purchases, tracking receiving, and projecting caghirements.

Receivable Documents—Fhere are four common types of receivable documentastomer invoice, a customer
cash receipt, a customer credit, and a customét. deb

Receivable Journal—The receivable journal is the journal into whichaalcounts receivable transactions—
invoicing, credits, and debits—are recorded. Whestqd, these transactions affect the balance oluats in
the receivable ledger.

Receivable Ledger—A receivable ledger is the ledger that includestedlaccounts affected by accounts receivable
transactions—invoices, cash receipts, and custaneelits and debits.

Retained Earnings—Retained earnings is the increase in equity thewrésulted from profitable operations; net
income to date minus dividends to date.

Row—A row is one set of specific information withinabte. For example, an account table contains all th
information about a single account in an accoumt ¥n account table contains as many rows as iere
different accounts.

Statement—The customer statement shows the current actioity fgiven customer. The statement shows
outstanding invoices, recent payments, credits,datiits to the customer’s account.

Store or Record—Recording or storing a row is the process of saitingthe computer database after it has been
added or updated.

Table—A table is where information is stored in a compugegiven table contains only a specific type of
information. For example, an account table conttiedifferent sales and expense accounts usduklsystem.

Transaction—A transaction is an event that is recorded in ttemanting records. Typically, such an event invelve
the transfer of money, product, or services. Eeatistaction entered in tiBeisiness system is referred to as a
“document.”

Trial Balance—This is a work sheet used as a preliminary steget®rating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its Wleimd credit balance. The total of all debit baksshould
equal the total of all credit balances.

Update—Updating a table is the process of changing rovisiwit. Whenever you change a description in the
account table, for example, you are updating awithvin that table.

Vendor Accounts—Though not an “account” in the general ledger seasendor account is used to summarize
what a vendor is owed at a particular point in tidieendor’s account is summarized by an agingstant.

Vendor Activity— Activity refers to any transaction involving a vemdhat affects the balance of a vendor or
ledger account. A summary of activity shows alhfactions affecting those balances over a spe@feidd of
time.
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Vendor Aging—A vendor aging report lists outstanding vendor inge categorized by number of days from the
vendor invoice date or due date.

Vendor aging reports can be setup to “age” in tiffeicent ways. In the first, an aging report can putstand-

ing vendor invoices into categories, ranging fréwsie currently due to those past due. With thidhotktthe ag-
ing categories reflect ever more serious levelveidue payment.

In the second, an aging report can arrange ouisigreéndor invoices into categories, ranging fréwose cur-
rently due to those that will be due in the futdrkis report is a projection of cash requiremelmtshis case, the
aging categories reflect amounts due farther irffuhege.

Vendor Balance—The vendor balance is the amount owed to or oweal\mndor. If you owe a vendor money, the
vendor’s account has a credit balance. If the vend@s you money, the vendor’s account has a thakdnce.
A vendor’s balance is the sum of all open itemsgpeing to that vendor.

Vendor Terms—Vendor “terms” are the conditions under which ¥eador expects payment from you. Vendor
terms typically include the period of time withirhigh you expect to pay that vendor’s invoices, disgounts
allowed for early payment, and the time frame witiwhich such discounts are allowed.
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