Affordable, Adaptable ERP Software

Getting Started with Fitrix
Version 5.40




FItrix.
Getting Started with Fitrix

Version 5.40






Getting Started with Fitrix

Copyright

Copyright (c) 1988-2014 Fourth Generation Softwaodutions. All rights reserved. No part of this piedtion may be repro-
duced, transmitted, transcribed, stored in a rettisystem, or translated into any language infany by any means without the
written permission of Fourth Generation Softwaréusons.

Software License Notice

Your license agreement with Fourth Generation SaféwSolutions, which is included with the prodisgiecifies the permitted
and prohibited uses of the product. Any unauthdrideplication or use of Fitrix INFORMIX-4GL versipim whole or in part,
in print, or in any other storage and retrievaltsysis forbidden.

Licenses and Trademarks
Fitrix is a registered trademark of Fourth Generatoftware Solutions. Informix is a registeredi&namark of IBM Software,
Inc. UNIX is a registered trademark of AT&T.

FITRIX ACCOUNTING MANUALS ARE PROVIDED "AS IS" WITHOUT WARRANTY OF ANY KIND, FURTHER EX-
PRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, TH ENTIRE RISK AS TO THE QUALITY AND PERFOR-
MANCE OF THE FITRIX ACCOUNTING MANUALS IS WITH YOU.SHOULD THE FITRIX ACCOUNTING MANUALS
PROVE DEFECTIVE, YOU (AND NOT FOURTH GENERATION SOWARE SOLUTIONS SOFTWARE OR ANY AU-
THORIZED REPRESENTATIVE OF FOURTH GENERATION SOFTWAE SOLUTIONS) ASSUME THE ENTIRE COST
OF ALL NECESSARY SERVICING, REPAIR, OR CORRECTION NO EVENT WILL FOURTH GENERATION SOFT-
WARE SOLUTIONS BE LIABLE TO YOU FOR ANY DAMAGES, IKLUDING ANY LOST PROFITS, LOST SAVINGS,
OR OTHER INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISIS OUT OF THE USE OF OR INABILITY TO USE
SUCH FITRIX ACCOUNTING MANUALS, EVEN IF FOURTH GENEATION SOFTWARE SOLUTIONS OR AN AU-
THORIZED REPRESENTATIVE OF FOURTH GENERATION SOFTWE SOLUTIONS HAS BEE ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES, OR FOR ANY CLAIM BY AN OTHER PARTY. IN ADDITION, FOURTH GEN-
ERATION SOFTWARE SOLUTIONS SHALL NOT BE LIABLE FORNY CLAIM ARISING OUT OF THE USE OF OR
INABILITY TO USE SUCH FITRIX SOFTWARE OR MANUALS BASED UPON STRICT LIABILITY OR FOURTH GEN-
ERATION SOFTWARE SOLUTIONS'S NEGLIGENCE. SOME STASEDO NOT ALLOW THE EXCLUSION OF IM-
PLIED WARRANTIES, SO THE ABOVE EXCLUSION MAY NOT APLY TO YOU. THIS WARRANTY GIVES YOU
SPECIFIC LEGAL RIGHTS AND YOU MAY ALSO HAVE OTHER RGHTS, WHICH VARY FROM STATE TO STATE.

Fourth Generation Software Solutions Corporate: (770) 432-7623
100 Galleria Parkway, Suite 1020 Fax: (770) 432-3447
Atlanta, GA 30339 E-mail: sales@fitrix.com

http://www fitrix.com

Copyright (c) 1988-2014 - Fourth Generation Softwae Solutions Corporation - All rights reserved.
No part of this publication may be reproduced, graitted, transcribed, stored in a retrieval systertranslated.



Getting Started with Fitrix

Table of Contents

(@4 = o (=] PR 1
[ oo [ [ i o] o IO PP PP 1
Organization of thisS ManUAL .................coemmeeeiiiiiii e e e earrrnrrannesnnssannnnans 2
TYPES OFFINIX PrOGIAMS ...t s s ennnsnnnnnnnes 4
LCT= 111 a1 ] ¢= L =T SRR PPPPP 5
Using the Sample COMPANY ......coiiiiiiiiiie e e e e e e e e e e e e s eeeeeas 6
CNAPEEE 2 et et 7
MENUS ANd SUDIMENUS ... eeeemt e e et e e s e e e e e e e e e e e e e aeees 7
T o TU L@ o = a1 2= 11T ] o PP 8
L LT o 11, =T o U 9
(O =1 0] (=] P UPPUPP 11
L0 LS 0o N o0 | o F= T = PP UPPRTR 11
TYPES OF TOOIDAIS ... ettt e e e e e e rmm e e e e e e e e e e e e e e e e e e e 12
Y 1=T o 18 I 0o | o - PRSPPI 13
StANAAIrd TOOIDA .......eeiiiiiiiee e e e e e e e e e e e e e nbeeeees 23
(@101 g oo | o - RS 27
F Yo 1T ) T e T = 1 P 28
(O =T ] (=] g PP PUPPPPPPR 31
AN EE Yo = 1A Lo ST od (== o U 31
Yol (=TT o TR 32.
Features CommON t0 All SCIEENS ... e e 32
Storing and Abandoning ChANQES............ e e eeeeeeeeeeeeeeeeeaaeeeeeereennneennrenneereeeeeeeeeeeees 32
L0 16| o= U PP PPPPPPR TP 32
1] 0 32
DEIAUILS. ...ttt et e et e e e e e e et e e e e e e e e 33
0T ] 1 o RO TP TP PPUPRPPI 34
(0] 00101 o | A I T 35
SUPPIEMENTAI SCIEENS ....uuuiieeiieeeeieee s commmmme s sesteeeseeesaeeaseeasssansssasssasssnnsnnssssssssssssnsnnnnnnnns 35
Distinguishing Between Header and Detail SECHONS ..........uvvieuiiiuiiiiiiiieiiee e 36
Moving Around in Header/Detail SCreENS.......cccce it 38
Reordering Fields in Detail SECHON ........ccuuviiiiiieieee e 38
Hiding Fields in Detail SECHON ............uviiiiiiiiieiiiiiiiiii e anaaresereenrenrerennee 38



Getting Started with Fitrix

USING DiIAlOQG BOXES......uuuuiiiiiiiiiiietnsesmmmm e eeeeeeetestettstetteesteeesetesesesssaeeaaetassaaeteeteeerreeereerrrreree 39
EFTOr DIBIOG BOX ...etteeiiiiieeiiie e ottt e e n e a e 39
Warning Dialog BOX .......coueeiiiiiiiiiiiiiieeeee et n e e e e e 40
(O 0= o (=] PP RPUUPPPPPPT 43
Z00MiNg t0 FINA REFEIENCE.......ccoiii e e e 43
AT F= U S0 To o PP RPN PPUPPPPPRRRTP 44
USING ZOOIM ...ttt ettt 4444444 e ettt e 44244 smmR e e e £ oo e 4 e e b e e et e e e e e e e e n e 45
F U1 (o 14 o To] o o [P P U 46
CRAPLEE B ..o et e et e et —————————aaranaa 49
PHNTING REPOITS .ottt e e e e e e e e e ettt e e et et b et be st e e e e e e e e eeeaaaeeeees 49
L 11 CT D= 1o I =0 ) G 50
Flexible Document DElVENY (FDD) ......uuiiiiiceeeeieiiiee ettt eeeeee e e e e e e e e e e e e e e e e e e e e 54
Set Up EIM and HYIAFAX ........uiiiiiiiiiiiiceeeee s e 54
F Y o] o] o= LA To] TS =Y 1 o TP 54
L D T g1 (T g IT= 10T =0 ) P 56
(@4 =1 ] (] PSPPI 63
Y=L T (ol N O 11 (=] 4= PSSR 63
HOW 10 USE SEAICN CrItEIIA ... iiieieee ettt emme e e e e eeeeeeeeeenesanesnnnnnnnnnne 64
HOW 10 SEAICH ...ttt a e e e e e e s nneeees 64
Search Criteria DEfINITIONS ...........ooii ettt e e e e e e e e e s eeaaae s 64
LAY 1o o= o L 65
LdT F= Vo g F= T @] o= = 1o ) 65
SearCh CHEENa EXAMPIES ... e s 66
CRAPLEE 8 .. et ——————————————— 69
(@] [T L= o 1= o PP PR 69
USING ONlINE HeID oottt mmmmme e e e e eeeseeessessesseneesnnesnnnnnnne 70
[ (oo =T 0 0 T o 11 | o TP 70
e =] 0 T | 71
AP O e e e —————— a1 73
COMPANY SETUP IMEBNU ...ttt st ettt e e e e e e et e e e e e e e et e e e e e eenmmmsaa e e eeeeesannnens 73
Order Of SEIUDP SEEPS ....uuuitiiiiiiieee e eeeeree et e e e e e s e e e et e e e e aer e et e e e e e e s s e ssbrnrnneeeeeeeeaannne 74



Getting Started with Fitrix

Reference INformation OPLIONS ..........coi oo eneeeeeeeesseesssssrsenrrne 74
(e g a0 =10} VAT a10] o = 1o ] o 1 75
Update Company INFOMMELION .........oiiiiiiieeeeeei e rnree e e e 75
Additional Company INformation ...............cceeeiiiiiiieeeeeee e 77
Print Company INFOIMELION ..........oii it ettt e e e e e e e e e e e e s e n e e e e e eeeenaas 79
ACCOUNTNUMDEN RANQGES .....uiiiiieiies s e eeeeeee ettt anaansssssessssesnensnnennnesnnnsnnes 80
TYPES Of LEAGET ACCOUNTS .....eeiiiiiiiiiimrmmeesitte ettt e e e e s s st e e e e e e e e e s e e e e e e s s s ssbb e e e e e e e e e e e aanns 81
Print ACCOUNt NUMDBDEr RANJES ......coeiiiee e 82
[I0=To [0 =T ool o 1F [ o] = PP PRSP PPPPPPPPPRPPPR 83
e T aT (] o [ =Te [o =T o AN ot ol o 1N ) £ 84
ChECKING ACCOUNLS ... .ottt eeeee e e s eesseessaesssssssessssssrnnnnnnes 85
DOCUMENTMESSATES .vvuuuiiieiiieeiiii e e emmmmeees s e e e e eeeeattaaa s e e aaeeeatae e aeeeteeaaaeeatssa s aeeeeeeensssnnsaeaeeeennes 86
L0113V 0o [ T PP PP P PP PPTPPPR 87
(700101100 Lo L= PP 87
Update Email Templates and AIEITS .........ocormreeiieiii e 88
(O =1 o (=] O PSSR 93
IMUIEIIEVET TAX ettt et e e e e e e e e e e e s s s s et et e e e e e e e e e e e e e e s s e e aanns 93
The MURIIEVEI TAX MEBNU ..ot ettt e e e e e e e e e e e aaneeees 94
Update MUItIIEVEl TAX PEIHOUS ........... .ttt e e smmm e e e e e e e e e e e e e e n e 98
Update MUILHEVE] TAX GIOUPS ....vvvvuueeeessmmmmmseesseessessssnsssssssssnssesssssnnsssnssnnsnnsssssssssssssssssssssnnsmmnnnes 99
PriNt MUIIEVE] TAX COUES ....vveeiiiiiieiiiiittee ettt e e e e s e e e e e e e e e s nnnneeees 102
PriNt MUIIEVE] TAX GIOUPS .....ceeiiiiiieeeimmmme ettt e ettt e e e e e e e e e e e e e e e e 103
Print Multilevel TaX ANAIYSIS........ccoviiiiiieeeee et 104
Print ANAIYSIS SUMMBIY ...t ommmm ettt e e e e e e e s e e e e e e e e e 104
Print ANAlySiS Detall ..........ooo oo 104
=T 0= Yot I Ve €1 o U o PP 104
(@4 5 =1 0 (=] 5 107
BAtC CONIOL .. ..o et e e e e e e e e e e e e e e e eas 107
BatCh CONIIOI FEALUIE ... ettt et e et e e e e e e e e e et e e e e e e e e e e e e e e e eeeeeeees 108
Activating Batch Control (Initial SEt UpP) .....ceeerriiiiiiiiiieeiieeeeeeeeeeeeeeeeeeeeeeeeer e 108
Transaction Processing (Using DatChes) ... 110
o Fo o] g 1Y o] o] (0= | RS 111
CRAPLEE L2 .. e ———————————— 115



Getting Started with Fitrix

S T=Tol B | 1T PPPPPPUPPPPPPPPR 115
Overview of Security at the Program LEVEI ..., 116
HOW SECUIEY WOTKS ...ttt e e e e e eas 116
USET LEVE| DESCIIPLION ...ttt e e+ e e e e e e e e et e e e e e e et e e e ettt e eeeeeeeeeeeaaeeeaaaaaaaaaaaaaaaaaaaaaaaeeeees 116
Application LEVEl DESCIPLON............uwvtcereeeeieeriiiiii s s sss s s s s s e s s s s seeannsnnnesannsaannnnns 116
DetermMiNINGPIECEUERINCE .......uuiiiiiiii et e e e e e e e e e e e eeees 117
Overlapping Group PEIrMISSIONS ......ooiiiiiiiaee et 117
Y=o V20 o o To = g 1 RS 117
Setting Individual USer PEermiSSIONS.........cceeemivrurirmmmimniiiineiinssssseessesssnsnnnennnnnnnes 120
Setting Permission for an Entire MOAUIE .....cocaaeueinieiiiiee s 121
Setting Group PEIrMISSIONS .....ccccviiiiiiiicceeee ettt e e eeee e e e e e e e e e e e 122
Setting Defaults PermisSion ..............ci e oo e et 123
Adding Custom Programs to Module and Program In&ion ..., 512
Adding Custom Events to Security EVENES ......cccoooeeiiiiiiiieeeeee e 126
Overview of Security at the MeNU LEVEL ... it 128
Setting Up MENU LEVEI SECUILY .......uuiiiiicceeeeeeeeieeiieeeeetiiissssesssenssesessennseennsnssssssssssressrennrnne 128
(O =T 0 (=] g RS 129
DOCUMENT ATLACNMENTS ... ereee e e e e e e e e e e e as 129
Adding a Document AttaChMENT ........ccooii i e e e e 130
Viewing a Document AtLACHMENT ..........uuii e 132
Deleting a Document AtLACRMENT ............ e e e et e e 133
APPENAIX A i e e e a i —————————— 135
Quick Reference: Editing and Movement Commands ............ceuvvevuieiiiiinneeeeeeeeeeeeenne. 135
APPENAIX B ..o ————————— 137
Quick Reference: Implementation GUIAE ..........cceevviriiiiiiiiiiieiii e e eennaeeeees 137
Fitrix Implementation CRECKIIST.............ueiiiiiee e 138
COMPANY SET UP AND MULTILEVEL TAX ..ciiitiiie ittt eien e e sianea e 138
GNERAL LEDGER........cttiiiieiiiiiiee ettt cmmn ettt et e e e sttt a e e s nae e s nsneeeesennneeeeeans 139
ACCOUNTS PAYABLE ... ..ottt e e e e e e snneeaeeene 140
ACCOUNTS RECEIVABLE .....cco ittt ettt 141
INVENTORY CONTROL......utiiiiiiiiiiieeeiiiie et eseee et e e st e e saneeesanneeeees 141
ORDER ENTRY L..itiiiieiiiiiie ettt e ettt e e e st e e e e s e e nne e e e annneeeeennnees 142
PURGCHASING . ....oe ettt ettt e et e e e e st e e e e et e e e e e st ee e e e snneeesssneeeesanneneeenas 143
PAYROLL...ciiiiiiiiiee ettt ettt e e e ettt e e e e bt e e e e e e e e e e bt e e e e e nare e e e e annrees 144
MID YEAR SET UP FOR PAYROLL......cuttiiiiiiiieeeie e 144
FIXED ASSETS ..ottt ereeme e et e e e e et e e e e et e e e e e snsae e e e smneeeassaneeeannneeeeeaas 146

vi



Getting Started with Fitrix

REPLENISHMENT

.................................................................................................... 146
MULTICURRENCQ Y ...ttt ettt ettt et e e s eaesne e e e e anneee s 147

Converting Existing Accounting DatabaseMaltiCUITeNCY ............covveeiiiiiiiiiiiimn e 149
(€10 S1S7= 1 Y 150
0 [ PP P PP RTTPPPPPPN 159

Vi






Chapter 1

Introduction

Fitrix is a powerful and flexible accounting and distribntsoftware package. In order to
take full advantage of its features, you need twhee familiar with the commands and
screens that make it work. This manual containd#sic information that you need to know
before using-itrix—information that is common to all modules. Fooimhation specific to a
particular module, refer to that modul&Jser Guide

Introduction
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Organization of this Manual

Using menus and toolbars

You use the menus to select a program with whiclvéok. You use the toolbar to give commands
such asadd, update, print, and delete to the programsiddere discussed in "Menus and Submenus"
in Chapter 2 and Toolbars are discussed in Ch&pter

Data-entry screens

The data entry screens in tRgrix modules are organized and operated in a similamerarscreens are
dis- cussed in Chapter 4. This chapter explains tmwove through fields and use objects, such as
dialog box- es, that are common toFillrix screens.

How to find reference codes during data entry

The Zoom feature makes it easy to enter informatioring data entry without the need to memorize
this in- formation or refer to hard copy reporiehe Zoom feature is discussed in Chapter 5.

Printing Options.

Chapter 6 discusses the various print options abkilin Fitrix including the ability to direct outpto
file or screen, export to Excel, or send by faxearail via the Fitrix flexible document delivery ke
FDD) functionality.

Using search to find a single record or a group afecords.

Managing large amounts of data can be cumbersomeisBig search criteria you can easily pinpoint
the exact record or records you need without sprthrough all of your records. Search criteria is
explained in Chapter 7.

Online help.

Screens, programs, and fields have help availabl@eoto assist you in entering data and processing
trans- actions. "Online Help", discussed in Chagteshows you how to access Help and modify it, if
desired, to reflect your company’s own procedures.

Setting up company information

Before you can set up individual modules or begincpssing transactions, you must set up your
company information, including the company’s name ather vital statistics and the chart of accaunts
You only per- form company setup once, whether lyave oneFitrix module installed, all of them, or
some number in be- tween. Setting up your Comjprafioymation is discussed in Chapter 9.

Multilevel Tax.

The fourFitrix modules that handle sales tax calculations havedpacity to handle transactions with
multiple levels of tax, whether you need state kwdl, or federal and provincial. Multilevel Taxrca
even handle multiple taxes on a single line itetme $etup steps required are discussed in Chapter 10

Batch Control

Batch control is an optional feature which allowdfedent users to independently enter separate
batches in the same application at the same timeekample, before entering transactions in General
Ledger, user #1 will create a journal entry andagcl ID number will be created. All data entry,tedi
lists, and posting re- ports for user # | will bend within this batch ID. When user #2 enters jalrn
entries in General Ledger, all of these transastioill be entered in a new batch ID created by dser
2. These transactions will post separately froms¢hentered by user # 1. See Chapterll for more
information on batch control.

Introduction
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Security

Fitrix Security is a collection of programs that y®u define security permissions for each levelisér
and application. See Chapter 12 for information on Howget up security for your system.

Editing and Movement Commands

In Appendix A, you will find a quick reference chahat summarizes the editing and movement
commands used throughdtitrix modules. Keep this chart handy.

Implementation Checklist

Appendix B provides a handy check list of the stgps need to follow to set uitrix prior to
entering and processing transactions.

Introduction 3
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Types ofFitrix Programs

Fitrix applications consist of three types of programs:

Reference

Reference programs contain the records that stereddes, names, addresses, and other
information you use for transactions and reports.

You enter the data into the reference programbeatiine you set up your Business system, and you
can add records and update (modify) existing recatdany time.

Examples of reference programs are Vendors, Cusraenployees, and GL Ledger Accounts. Each
entry in a reference program is referred to ascarce

Transaction processing

Transaction processing programs are those progthatsyou use to process your data, such as
creating checks or entering invoices or journafiest

Examples of transaction processing programs arddhmal Entry program and the AP Invoices program.

Output

Output programs are programs that produce an qutpah as a report or a check. Posting programs
always produce a posting report and so are cladsifs output programs.

Examples of output programs are the Post Geneuahdbprogram, Print GL Activity Report program,
Print Vendor Mailing Labels, and Print AP Checks.

You choose the program with which you want to woykselecting the option from a menu. The menu
hierarchy is your road map through thigrix system.

Introduction
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Getting Started

Here is the Main Menu:

I Dev 5.40 Database: sample Printers: Lexmark2/NPBCCTDL (HP Laserlet P2035r)
File “iew Esecute Sattings  Help

Jvm=E=zm@

Dev 5.40

&y 1 Financial Management

B 2 tem Management

5 3 Sales Order Management

B 4 Purchase Management
‘& 5 Production Wanagement
& 6 Production Planning

[ 7 Customer Relationship Management

5= 8 GenerallAdministration

o] Exit

Statuz |dle

The Main Menu displays all of the products thatiastalled on your system:

Financial Management -General Ledger, Accounts Receivable, Accounts Ray#&ixed Assets,

Payroll, Multilevel Tax, and Multicurrency.

Iltem Management —Inventory Control, Bill of Material, Standard Roug
Sales Order Management- Sales Quotations and Sales Orders.

Purchase Management- Purchasing and Inventory Replenishment.

Production Management— Production Work Orders.

Production Planning — Materials Resource Planning (MRP).

Customer Relationship Management -manage sales leads, marketing campaigns, sups@s.ca

General and Administrative — Company Set Up, System Administration, Data Cosige/Import

Utilities.

Introduction 5
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Using the Sample Company

Fitrix gives you a sample company so you have a sepaegi®n of the database to use while you are getting
familiar with Fitrix. The sample database contains a chart of accandtsome sample transactions for you to

use while you are learning.

To change to the sample database:

Step Action
1 Click settings on the toolbar.
2 Click Change Database Access. The following scregiayis’:

F Change database access E =] @

Main company (database where program tables are found) [sample

V] DKl[lq Cancell

3 Type in "sample"”, and then click OK

The database name displays on the top left cofmgor screen. Be sure to use the sample datalvdgevben
you are learning how to ugstrix. Use your real company database for enteringdata and transactions.

6 Introduction



Chapter 2

Menus and Submenus

You access the Fitrix modules and programs by ugiagnenus. The System Main Menu,
module menus, and submenus all work in the same way

This chapter shows you:

+ How menus are organized
«  The difference between menus and submenus

e« How to use the menus

Menus and Submenus 7
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Menu Organization

Menus are hierarchical. The highest level mentésSystem Main Menu. It lists the products that are
available onyour system.

Note

As you go through the menus, some options may poavailable to you even though they
display on the menu. This is the result of the sgcsettings on your system. See Chapter 12
for more in- formation on Security.

The System Main Menu appears on the left side@stiteen, as do the module menus. Module submenus
appear on the right side of the screen and calhepndividual module programs. Some program sulusien
have further sub- menus indicated by the foldenion the menu item, so if a submenu with a foldeniis
selected, a further submenu will display.

T Dev 540 Database: sample Printers: Lexmark2/NPECCTDL (HP Laserlet P2035m)
File ‘iew Ewecute GSettings Help
demER

Dev 5.40
[=EWEIENE 1 Financial Management

S = RAELE 3 Accounts Payable

=]
I 4 Purchz &= 3 Accour & 2 Check a Updat:
=]

5 Produc o e
S 4 Payroll &5 3 Vendo &5 b PrntV. (= a Print Summary by Name |

6 Prod i :
fOCUt S 5 Fixed/ 5 4 Setup & ¢ PrintV) & b Print Summary by Code
B 7 Custor &5 5 Mulﬁ—Cﬂ Exit Bl d Updatt [ ¢ print Detail by Name

m

=l
&= 8 Gener; i-| = %
e S o R | e PrintV [E 4 printDetail by Code
o Bt 5] et & fPintve 5] Exit

B a F'rjm\fe'ndomging

& h Print Vendor Cash Require
=} i Print Vendor Open ltems
&= ] Vendor 1099's

dea b

Status Idle

8 Menus and Submenus
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Using Menus

There are two ways to use the menus:

e Use up and down arrow keys to move up and dowrhemtenu and execute the menu option by typing
the number or letter preceding the option on the mémiy lower case letters operate menu options.
Upper case letters are reserved for operating Boa@bmmands.

« Use the mouse to highlight the desired menu optlwm click to select that option.
You put away a menu or submenu by pressing [ESQjlieking Exit. Each time you press [ESC], or klic
exit, you put away the topmost submenu. Once alkstitbmenus are put away, you move to the menu one

level higher. You can continue to put menus awathis fashion until you have returned to the Syshdain
Menu.

Menus and Submenus 9






Chapter 3

Using Toolbars

You use the tool bars to have the program perfaarious commands. For example, you can
have the program access help, add a record, deleieord, or exit a program.

This chapter shows you:

«  The different types of Toolbars
*+ How to use Toolbars

«  What each of the Toolbar commands do

Using Toolbars 11
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Types of Toolbars

There are three toolbars in the Fitrix screen @ogr and some may contain a fourth toolbar. Theoogti
available on each toolbar may vary depending upon what tfpgcreen program you are in and whether you
are in update or view mode.

E Update Customer Information |E@
File Edit View MNavigation Tools Actions Options Help
QR U B o & @

Quit Print O Zoom  Motes Aftachmentt UFiglds ToDo  Technicalstatus Help

e o088 ©

ShipTo Actvity AddiInfo Billginfo OFEInfo ShipMNotes CreditNotes Creditltr CreditCard Order Price Sales Aging Terms Document Delivery CommCalc

ARG 00 0 9 @ &

Find Prev Next Add Update Delete Browse Options

Customer Information
Code: 12 Contact; KEN ANDERSON
Company: CLASSIC PARTS UNLIMITED Phone: 574993 5436
Address: 22501 720D Cell: 5748764938
CLEARING POINT BUSINESS CENTER FAX: 5745338000
City: ‘SOUTH BEND Emall: kanderson@classicparts. com TP E-Mal ‘
State: IV Zip: 46601 Web Address: v, dassicparts. com |W}
Country: US UNITED STATES
Additional Defaults ‘Additional Phone Numbers
Salesperson: TM L TOMMACK AP DEPT 574-993-2039
Terms: NET30 . NET 30DAYS
Pay Method; AR . ACCOUNTS RECEIVABLE
Balance: 5371270 Resale No:
Credit Limit: 500000.00 Resale Expiry: (%)
Credit Hold: Credit Hold Date:
YTD Sales: 33,673 Lifetime Sales: 42,055

Account Type: | DISTRIBUTOR
Source: | REFERRAL

Notes 1of1

Note

To enable/disable the text that displays beneath &mn, right click at the beginning of the
toolbar and select enable text from this drop ddéisin

Hot keys Ctrl+E
Help Ctrl+W
About Application Program

About |

Print Screen

i@ E

<

Enable Text

Note

12 Using Toolbars
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To move the position of the toolbar, left clickthé beginning of the toolbar and drag the
toolbar to the desired position on the screen. Wawy do this if you prefer to have the
toolbars positionedon the side or bottom of the screen rather thdheatop of the screen.

Menu Toolbar

This is the top most toolbar on the screen andatasithe following options, some of which are neaikble
depending upon the type of screen program youreagd whether or not you are in update mdidan option
is unavailable for use it is grayed out.

File:

@I Print Screen Ctrl+Alt+P

Configure 3
= Q
Print screen - to print the screen you must type Ctrl Alt P. Yaan also print the screen by clicking on the

top left corner of the screen. If you do this apddmwn list displays:

Restore
Move
Size
- Minimize
o Maximize

x Close Alt+F4

HardCopy Ctrl+Alt+P
Configure - there are two options:
Fonts - displays instructions on how to change your finé.

Color - if you are in a program, this option is not fuoogl. To change your color scheme you must
be on the main system menu, click execute on thao, and then click configuration. The color
configuration manager is described in more detaihe Visual Development Tools Technical Guide.

Edit:
Unde Typing
Redo Typing
o OK Return
4 Cancel Esc
Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+V
@\ Zoom Cirl+Z
@ Find Record F

Undo Typing- displays instructions on how to undo typing whistdone by right clicking on the field
and then selecting Undo Typing.

Using Toolbars 13
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Redo Typing - displays instructions on how to undo typing whistdone by right clicking on the field and
then selecting Redo Typing.

OK - exits update mode and saves any changes you imdde data.

Cancel- exits update mode and does not save any chagesgde to the data.
Cut - used to cut text. Same functionality as Ctrl X.

Copy - used to copy text. Same functionality as Ctrl

C. Paste- used to paste text. Same functionality as

Ctrl V.

Zoom - if the cursor is in a zoom field (a zoom fieldasy field that has the magnifying glass icon),
selecting this options will display the zoom screen

Find Record - this option will put you in find mode so that yoway search for data.

View:
ﬁ Browse List of Selected Records B
E MNotes Ctrl+N
[y  Attachments Ctrl+A
[Bs User Defined Fields Ctrl+F
] Persenal To Do Ctrl+T

Browse- displays a summary list of selected data. Fomgpte, if you do a Find and find all customer
records and then select browse, this browse sdlisplays:

F Browse Customers o= || G ‘

File Mavigation Help

Customer Business Mame Contact Salespsn  Phone Address 1 City 5t Zip Code =
i ACTION AUTOPARTS it 14307 15T STREET i [ |
10 FISHERS SUPPLY RICH HEMDERSOM KTH 217 446 3374 1701 PIKE SPRINGFEILD IL 03345 |
u TEW AUTOSPORT INC BILL SPRING Bl 404-544-3665 4880 TREMOMT DR NE MARIETTA GA 30066 I
12 CLASSIC PARTS UNLIMITED ~ KEM ANDERSON ™ 574 993 5436 22501 72ND SOUTH BEND IN 46601
13 GARDMER GEMERAL PARTS ... JANET GARDNER ™ 206 778 3342 1702 WEST PIKE PLACE AUBURN w 98702
14 COMPETETION SPECIALTIES BRUCE WEIGHT ™ 206 887 2133 22501 WEST MARTIN DRIVE KENT s 9BTIE
15 OLYMPIC AUTO WAREHOU... STEVE KLOCK BJ 206 887 7654 307 BROAD STREET OLYMPIA o 98745
16 WILD WEST MOTOR RANCH  ED MCCALL Bl 503 665 3356 2401 WEST VALLEY ROAD PORTLAND OR 89397
17 MECCA NEW AND USED A..  MIKE DEAN Bl 206 556 4423 123443 WEST LITTLE FLOWER RD LAKE STEVES ... 98556
18 GIDEQM ALL AROUND AUT... ERIC GIDEON ™ 509 332 4108 SILVER LAKE DRIVE SPOAKNE —
19 SUPER SERVE AUTO INC JOEL MITHCELL BJ 503 768 3342 14432 FASTWAY LANE BEAVERTON OR. 87765 =

VR
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Notes- this option brings up any notes that have be¢ered in view mode. If a record does have notes
attachedto it the word Notes will display in the bottonftlband corner of the screen.

P Freeform Notes EI@

File Edit Mavigation Help

oL AN HA OQELEDE O

=

Let custormer know that we'll give
thern an extra 5% discount far arder = 15,000,

4 L1 3

Gok | [dcancel | | PEic | [, Time Stamp

OWVR

By clicking on the Time Stamp button you can alseert the user id, date, and time entered intmtie.
There is a tool setting available so that noteshEmautomatically time stamped. Have your systems
administrator update this setting:

cd $home

vi .bash_profile

Hit | to enter

insert

include the following line at the end of the file xpert
fx_auto_timestamp=1 Esc to exit insert mode and thkeo save and exit

Attachments- with the attachment functionality you can attacl gype of file to any record in the
database.Examples are pictures or schematics of your invgritems, store a PDF of the customer
PO with the sales order, recorded phone conversations or il to your customers when dealing
with collection issues, attach performance reviawd resumes to your employee records. If a record
does have files attached to it the word Attachmeiiitsdisplay at the bottom of the screen.
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-~ Attachments
File Help
oMAZ @B

Attachments

Filename Description Key code Search keywords
Phane message.mp3 mescage on placing order phone
Dell_Order_Has_Been_Confirmed.msg Order confirmation order

quote 588.pdf quotation quote

atlanta.jpg Atlanta

=

OVR.

See Chapter 13 in this User Guide for more infolomabn how to use the attachment feature

User Defined Fields- this option brings up the user defined fields §@u have defined in update mode.

¥~ User Defined Keys EI@

File Help

o®m @

Lin¢ Data Field Mame Contents -

1 Sales Contact Bill Brown |_|
2 Sales # 574-297-43937

=l h N =

=]
1

Table: stroustr
Key: 1

[ OK ] ’Q:* Cancel ] & insert &E Append ’5 Delete ] ’a Add a User Defined Field

Enter the data into this field. OVR

Using Toolbars




Getting Started with Fitrix

Personal To Do List- this optional brings up your personal to do ilistiew mode.

F=! Personal To Do E\@
File Edit Mavigation Help
QO EPRERA OQELEDLE O

4/16- den't forget to pick up a birthday card for Chris on
your way home,

Gok | [igcancel | [ZLEdit | [, Time Stamp

Navigation:
Next Record N
Previcus Record p
Next Array Row Down
‘wf  Previous Array Row Up
E Switch Between Header and Detail Ctrl+Tab
) First Detail Row Home
&2 Page Down Detail Rows PgDown
@ Page Up Detail Rows PgUp
4 Last Detail Row End
i Insert Detail Row F1
i) Delete Detail Row F2
:E Append Detail Row

Next Record- if you have selected a group of records, clickimgthis option (or pressing N) will move
you to the next record.

Previous Record- if you have selected a group of records, clickamgthis option (or pressing P) will
move you to the previous record.

Next Array Row - moves the cursor down one row.

Previous Array Row - moves the cursor up one row.

Switch Between Header And Detail moves cursor between header and detail sectibtie screen.
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First Detail Row - moves to the first detail row.

Page Down Detail Row moves the cursor down a page of rows at a time.

Page Up Detail Rows moves the cursor up a page of rows at a time.

Last Detail Row - moves to the last detail row.

Insert Detail Row - inserts a detail row if the program allows ingertof a row ( F1 also does this).

Delete Detail Row- deletes a detail row if the program allows deletdf a row ( F2 also does this).

Tools:

&) Hot Key Button Definitions Ctrl+E
'ﬁ} Navigation Event Definitions Ctrl+G
%, Feature Requests

Hot Key Definitions - this option displays a list of hot key definitmnA hotkey is a key that has a
navigation event attached to it. An example is of pressing ltaunches the notes screen program. For
more information on hotkeys and navigation eveseg, Chapter 2 in theitrix Enhancement Toolkit
Technical Reference
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-

£ Hot Keys [= &=

OB HR @

*

[F5] Shipment Details

[F&] Mon-5tock Details
[F7] Undefined

[F&] Browse Lines

[Fa] Itemn Alias

[F10] Order Summary

[F11] COrder Defaults s
[F12] Credit Check

[F13] Recalculate Prices

[F14] A/R Custormer

[F15] A/R Ship-To

[F16] Display Shipping Rates

[F17] Validate Address

[F18] Shiprment Tracking

[F19] Item Master

[F20] Lot/Location

[F21] Display Image

[F22] Make To Order

[E23] Canfirire S

[a oK ] [(d Cancel ]

m

OVR

Navigation Event- this option displays a list of navigation evemfisnavigation event is basically a
short cut that allows you to launch different programs frathin a program. An example of one is the
ability to launch the Update Ship-to program wherthie Update Customer Information program. For

more information on hot- keys and navigation evesge Chapter 2 in thHétrix Enhancement Toolkit
Technical Reference

rs Navigate: Choose an Action Item EI@

File Edit Help

OBOUR @

Add a navigation action

Validate Address

o] »

Alternate Itermns

Copy This Order To Another
Configure

Credit Check

A/R Customer

Display Image

Ttern Master

Item Alias

[a OK ] [Q:{ Cancel ]
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Feature Request this option launches a screen program where gouetiter any program features you
need. This information is then logged in the errlog fle your system administrator can review it and
make the re- quested changes.

Pl Software Feature Request E'@

File Edit MNavigation Help

QO U ELPERA QQEDE O

User: bettyb on Aug 30, 2012 at 03:03 PM
Please add a button on the toclbar so we can run an AR aging
report when in this|program.

m

Gok | [fqcancel | [P Eit | [L Time Stamp

Actions:
@ AddRecord A
@ Update Record U
Q Delete Record D
@ Find Record F
&! Options 0

This drop down list contains the same actions aadan the action toolbar. Please see the disgussio
regarding the action toolbar below.

Options:

Any programs accessible from within a program canabcessed via the Options drop down list. A good
example of this is the Customer Activity screengoam that can be accessed from the Update Customer
Information program. These programs are also aitiegsom the Other toolbar.
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'~ Update Customer Information = s
File Edit View Mavigation Tools Actions fOpt'mns Help
Q@ ® O i« @  shieTo 5 92 o
Quit Print = OK Cancel Cut Zo Activity Ids ToDo = Technical status Help
Addl Info @ @ @ :
ShipTo  Activity AddiInfo BillgInfo OEInfo Sh Billg Info r CreditCard Order Price Sales Aging Terms Document Delivery Comm Calc
A0 900 ©® Q@ @& | oo
Find Prev MNext Add Updaste Delete Browse Ship Motes
Customer Information Credit Notes
Code; 12 Credit Ltr ANDERSON
Company: CLASSIC PARTS UNLIMITED Credit Card 993 5435
Address: 22501 72MD Order 876 4938
CLEARING POINT BUSINESS CENTER Price 593 8000
City: 'SOUTH BEND T derson@dassicparts. com
Aging
State: IN Zip: 48601 hiire .dassicparts. com
Country: US [ UNITED STATES Dociment Belvery
Additional Defaults Comm Calc Additional Phone Numbers
Salesperson: TM TOM MACK AP DEPT 574-993-2039
Terms: NET30 @ NET 30 DAYS
Pay Method: AR ) ACCOUNTS RECEIVABLE
Balance: -53712.70 Resale Mo:
Credit Limit: 500000.00 Resale Expiry: [nxd
Credit Hold: Credit Hold Date:
¥TD Sales: 32,673 Lifetime Sales: 42,055
Account Type: | DISTRIBUTOR
Source: | REFERRAL
Notes 1o0f1
ShipTo Ve
Help:
Application Help- this option displays informati@bout the program you are using and, when in
update mode,about the field on the screen you are in.
P/ Help - Display [ [-E ]
File Edit Mavigation
— e
O VX RREY=S
Help information -
Code:  customer code
This is a twenty-character alphanumeric field that stores 3
the code that uniquely identifies a custormer. The system
verifies that the entered code is unique. —
-
Gok | [igcancal |
QVR
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Note

The text can be edited to fit your specific businesges by clicking edit, and then update on
the toolbar on this screen, or pressing U.

Technical Status- this option displays technical status of the paog such as the program name. This is
useful in the event you are having problems witiragram and need to provide your system admingstrat
the program name.

¥~ Technical Status EI@

File
o®

Code generator version: 5.40.05.01 Database name: sample

Program ID: ar.i_custr
Screen ID: default

Field: cust_code

Status variable: 0

About Application Program - this option displays copyright information abdlé program.

F About Application Program E'@

Accounts Receivable
Update Customer Information
Copyright (C) 2006

Written using the code generator
Copyright (c) 2006

Fourth Generation Software Solutions
Atlanta, Georgia USA
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About Fitrix For Genero - this options display version information and adslink to the website for
Fourth Generation.

P~ Fourth Generation Menu Systern EI [=] @

Version [sync] (build): 5.40.05.08 [1.70] (2598)
Running on: Win?? 6.1 Build: 7601
Screen resolution / Color depth: 1366x768 /16
Socket s0ck344M10.0.0.109/20020/0
Mode/state: CLASSIC/zoomed
Printer Dialog— Delay/mode: 1000/Auto
Current directory: C:/Program Files (x86VFourlsigdcffitrix-condor-5.40.05-1.70/fgss_bin
company/mn_company/cust_key: sample/=unset=/all
fg: Mitrixm_dev
fglibdir; Mitrif_tools
fgtooldir: Mtrief_tools
fgmakedir: fitrivf_tools
INFORMIXDIR: ~varfoptfitridifmy_ids11
INFORMIXSERVER: fx_dev_540_net
FGLDIR: fitrixfourjs_dev
LUSERMAME: bettyb
FGLSERVER=10.0.0.119:3

(/] DKl

Standard Toolbar

The next toolbar on the screen is called the stanalbar.

Note

If you want to enable text so that each icon og tbolbar has a label, right click at the
beginning of the toolbar and then click Enable Text

| @ oK Return
(¥4 cancel Esc
8  Hot keys Ctrl+E
[ @ Help Crl+ W
ﬁ_ About Application Program
& About
| |E:"| Print Screen
| o Accept Return
4 Cancel Esc
- v Enable Text

Just like with the Menus toolbar, if the optiomist available for use it is grayed out. In the eglarbelow,

Using Toolbars
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the OK, Cancel, Cut, Copy, and Paste options are notablailunless in update mode.

24

OB & A

Quit Print: | OK Cancel Cut

Qa B B B M @ @

Zoom | Motes Attachments UFields ToDo — Technical status  Help

Quit - exits the program.

Print - displays information on how to print the scre@tri Alt P).

OK - exits update mode and saves any changes you imdde data.

Cancel- exits update mode and does not save any chamgesgde to the data.
Cut - used to cut text. Same function as Ctrl X

Copy - used to copy text. Same function as Ctrl C.

Paste- used to paste text. Same function as Ctrl V.

Zoom - if the cursor is in a zoom field (a zoom fieldasy field that has the magnifying glass icon),
selecting this options will display the drill dovweom screen.

Notes- this option brings up any notes that have bedered in view mode. If a record does have notes
attached to it the word Notes will display in thattom left hand corner of the screen.

¥ Freeform Motes EI@

File Edit Mavigation Help

oL AR HA 0QEDHEO

User: bettyb on Aug 30, 2012 at 02:41 PM

Make sure to call Bob Brown when shipments leave whse,
800-345-2039

[Gok | [idcancel | [L2Edit | L, Time Stamp

By clicking on the Time Stamp button you can alsgert the user id, date, and time entered into the
note. There is a tool setting available so thagsiaan be automatically time stamped. Have your
systems administrator update this setting:

cd $home

Vi

.bash_profile

Hit | to enter

insert

include the following line at the end of the file xpert
fx_auto_timestamp=1 Esc to exit insert mode and the¢o save and
exit

Attachments- with the attachment functionality you can attacly gype of file to any record in the
database.Examples are pictures or schematics of your invgrntems, store a PDF of the customer
PO with the sales order, recorded phone conversations or s®ilt to your customers when
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dealing with collection issues, attach performareséews and resumes to your employee records. If
a record does havéiles attached to it the word Attachments willpdasy at the bottom of the screen.

= Attachments
File Help
OnmD@@HS

Attachments

Filename Description Key code Search keywords
Phone message.mp3 message on placing arder phone
Dell_Order Has_Been_Confirmed.msg Order confirmation order
quote 588.pdf quotation quote
atlanta,jpg Atlanta
: =

| & o] |52 cancel | @4 view

See Chapter 13 in this User Guide for more infolomabn how to use the attachment feature

User Defined Fields- this option brings up the user defined fields @ have defined in update mode.

"~ User Defined Keys e[ ]

File Help
oOr @

Line Data Field Mame Contents

1 Sales Contact Bill Brown | &
2 Sales # 574-297-4937

= Ch N o=

=]
1

Table: stroustr

Key: 1

[Q oK ] [Q:* Cancel ] i insert [ 2 Append [5 Delete ] ’& Add a User Defined Field

Enter the data into this field. OVR
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Personal To Do List- this optional brings up your personal to do ilisview mode.

¥~ Persenal To Do EI@

File Edit Mavigation Help

QOGP ER OQEDHE O

4/16- don't forget to pick up a birthday card for Chris on
your way home,

(Goxk | [4cancel | [P Edit | [L Time Stamp

View Detail - allows you to enter detail section of the scrizeview only mode.

Next Page- moves the cursor down a page of rows at a time.

Previous Page moves the cursor down a page of rows at a time.

Insert Detail Row - inserts a detail row if the program allows inesrtof a row (F1 also does this).

Delete Detail Row- deletes a detail row if the program allows deletdf a row (F2 also does this).

Help - this option displays information about the pragrgou are using and, when in update mode, about
the field on the screen you are in.

Note

The text can be edited to fit you specific businesss by clicking edit, and then update on
the toolbar on this screen, or pressing U.

26
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Technical Status- this option displays technical status of the pang such as the program name. This is
useful in the event you are having problems with a pnygeand need to provide your system administrator
the program name.

¥~ Technical Status EI@

File
o®

Code generator version: 5.40,05.01 Database name: sample

Program ID: ari_custr
Screen ID: default

Field: cust_code

Status variable: 0

R

Other Toolbar

The Other toolbar is the third toolbar on the soraed will only be found in programs where you hageup
an icon to launch navigation events (seeRitex Enhancement Toolkit Technical Reference @tiid more
information on navigation events). In the exampioly there are four navigation events set up inltpdate
Vendor Information screen program so that you caess Vendor Pay-to information, Vendor Invoice and
Payment Activity, run an AP Aging, enter new PaytriEarms, check open purchase orders, and when in
update mode set the method of delivery for VendacRase Orders (see Chapter 6 for more information
the Flexible Document De- livery (FDD) functiong)it

s © 2 © & ©

Payto Activity Aging Terms OnPO Document

velivery
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Action Toolbar

The last toolbar on the menu is the Action toolddese options are selected by either clickinghemt with
the mouse or pressing the first letter of the optiame (Ex- F for Find).

A6 00 0 0 &

Find Prev MNext Add Update Delete Browse

Find - In order to view, modify, or delete a record, youst first retrieve it. Use the Find command to
retrieve one or more records.

After selecting Find from the menu, a Query-by-Epéan(QBE) screen displays, and your cursor moves in
the first field in the screen. A QBE screen lets yoiery (search) the records in the database leyiegtdata
in a tem- plate that resembles the data-entry sci@rce you have filled in the QBE screen withdh¢a

you want to use for your search as specified betdiak OK, or press Enter, to execute the seartie T
system will retrieve all of the records or trangatsd that match the data you entered.

There are three different ways to find:

« All of the records - sSmply click OK, or press Enter, without enteringyasata into the QBE screen.
The system will retrieve all of the records fortthaogram.

e A particular record , enter a piece of information which is uniquehe tecord you are looking for.
For example, if you are searching for a particiaoice, you might enter the customer code, or the
customer's name and the invoice number. The sysi#metrieve the record which contains this
unique information.

e A group of records, enter search criteria into the QBE screen. Seatitdria is any information which
you want the records to match. For example, if waut to find all customers whose names begin with
the letter A, enter "A*" in the business name fieYau can enter search criteria in more than ogle fi
to further limit the search if you desire. For arste, if you want to find the employee recordsdibr
hourly employees who live in Texas, enter the cloddnourly employee in the Employee Type field
and Texas in the State field. This will retrieveratords which match both search criteria.

Using a combination of search criteria is a verwedul way to manage large amounts of information
be- cause it allows you to retrieve only the resoydu want to see. You will want to become familiar
with the different types of search criteria. Forrmanformation, see Chapter 7, "Search Criterif". |
you are executing a large query that you find kénig» several minutes, you can press [ESC] to et t
search in progress. The system will display thenmtxthat were retrieved up to the point at whioh y
halted the search.

If your search finds one record, that record ipldiged on the screen. If your search results inemor
than one record, the first record is displayed.idéothat a message appears at the bottom of teerscr
like 1 of n. The first number indicates the positia the stack of the records you are viewing; thes
total number of records retrieved by the searcle tis Next, Previous, and Browse commands
(discussed below) to display the records on theescr

Next and Prev (Previous) Once you have retrieved a group of records ugiag=ind command, use Next
and Prev to page through them. Next displays thxé neeord; Prev displays the previous record. VW
reach the last record (i.e.- record 10 of 10), Neillttake you to the first record. When you aretba first
record, Prev will display the last record. The mecadded most recently is always the last recorth so
quickly find the last record added, simply use Rimdetrieve all records and then select Prev. ¥aw also
press N and P.

Add - Use Add to add a new record or transaction inpttagram you are running. A blank data-entry screen
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appears with the cursor in the first data-entridfiéove through the fields on the screen by pres§T AB].

Once you finish entering information, save the meword or transaction by clicking OK, or pressingég. If
you decide you do not want to add the record, abaydon changes by pressing [ESC] or clicking cancel.

Update - Update is used to modify data in existing recofdisce you have located the document you wish to
modify with Find and Next/Prev or Browse, use Upgdat modify the record. The cursor moves to thet fir

input field on the screen. Move through the fiedasthe screen by pressing [TAB] making changes or
additions to the data as required. Notice how tiraroent line at the bottom of the screen changes to
correspond with the field where the cursor restse& keystroke combinations-[CTRL]-[a], [CTRL]-Xdnd
[CTRL]-[d]- are available for you to insert and et data while you update the record. See Chapter 4
"Navigating Screens", for more information on naigg through screens. Also see "Quick Referenddirig

and Movement Commands" in Appendix A for furthefonmation on these and other keystroke combinations

Click OK, or Press Enter, to store your change&kGTancel or press [ESC] to abandon your changds a
restore the document.

Delete- Use Delete to remove records from the system. iast first use Find to retrieve a record in orer
delete it. After selecting Delete, you are promptedverify deletion of the record or transactioratvoid
accidentally deleting data.

Browse - Browse lists information about several recorderate. The Browse list displays a single line of
information for each found record. You can scrolpage through the list and select the desiredrdetmobe
displayed on the screen. Browse is more efficieahtNext and Previous when you have retrievedge lar
number of records.

Each Browse screen is slightly different, to accardate the information it displays, but they all Gyie in
the same manner.

N ¥~ Browse Vendor Codes |i|@

File Mavigation Help

OB 2500 90

Vendor Business Mame Contact Phone 4
104568 PRIME LINEAUTOPARTS . : : '
123457 CHAMPION INC JIN I PELTN 404 265 8364 =
123458 DELCO/REMY INC RICH HOLLADAY 313 665 8444

123459 CASTROL OIL CQ STEVE [SSACSON 512 344 9000

123460 WALKER EXHAUSTINC ~ CARSON LEMMEN 904 343 5555

123461 ALPIME RADIO INC MIKE STEELE 213 452 3000

123462 SONY OF AMERICA JAMES YAN 408 765 6654

123463 KENWQOD INDUSTRIE.. LARRY JACOBS 408 443 5523

123464 MOTOROLA CELLULAR.., LARRY WATZ 708 533 5980

123465 NOVATEL COMMUNIC.., CATHY SELIN 214 887 6654

| 123466 HOLLEY MFGR. INC. STEVE HENDERSON 615 244 5333

(123467 GEMERAL MOTORS CO...  MARK SELIN 313 443 8765 -
[ o CK | |t‘:! Cancel |

-

The commands on the Browse menu are:

» Next and Prev- move the highlight to the next or previous recorthe array. The array is not
continuous; that is, you cannot move backwards thasfirst record or forward beyond the last record
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e Up and Down- page backward and forward through the recordshoose page at a time using the
up and down arrow icons.

¥

Options - with the "Pi%" jcon, you access extra options which may be abiailm certain programs. When

you select the Options command, a drop down Igbldis additional options available for that partac
program.

Many screens programs do not have any additiornadrmp
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Chapter 4

Navigating Screens

This chapter shows you:

* How to enter data into fields, how to store datal ather concepts common to all
screens

« How to access supplemental windows

»  The difference between Header-only and Header/Dstegéens and why the difference
is important

» How to use dialog boxes
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Screens

There are two different types of screens: headbram header/detail. Header-only screens aredbs&b
screen type. Header/detail screens are a variation om#séc format. The difference between the two is
discussed below.

Features Common to All Screens

All screens operate in basically the same manneu. &ore or abandon changes the same way; yowaolsts
the same way, and information is displayed in mtheh same way from screen to screen. These and other
common features are discussed in the following page

Storing and Abandoning Changes

When you are ready to store the changes or addition have made to a screen, click OK, or preserfEtt
record your work. Until you do this the work is jusmporary—the data in the database has not been
changed—and you can change it or delete it as sages

Once you click OK, or press Enter, your work hasrbeommitted—it has been written to the databasiesa
If you need to make changes, you must update etaltie record that you just added or updated.

If you make a mistake while entering data, or fmme other reason want to abandon your changegto th
screen, click Cancel, or press [ESC]. You will tleee a dialog box which asks you to verify the titehe

F= warning @

OK to Cancel? {y/n)

Qe | Fde

Press "Y", or click the Yes button, to confirm tlyatu want to delete your changes; Pressing "N¢lioking
the No button, preserves the changes made in teersand returns to the program.

Toolbars

Most screens have a toolbar at the top. You uséottibar to give commands to the program such a$ Ad
Update, Delete, and so forth. For information owlto use these toolbars, see Chapter 3, "Usingbeosl.

Fields

Fields are the areas on the screen into which pter énformation. The field itself directly followthe field
label, which tells you what information the fieldlts.

Different types of fields accept different typesdaita.
« Some fields accept digits (numbers) only.

« Some fields accept characters (letters) only.
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In some character fields, you can enter upperwelaase letters. In other fields, your entry is
converted toupper case, even if you enter them in lower c8bis is known asipshifting

« Some fields accept alphanumeric characters (nunaretdetters).

» Some fields accept a limited set of charactersigitsd

« For example, a "Yes/No" field accepts only the ab#ars "Y" or "N".

« Date fields hold numbers that can be correctly topsd as dates.

« Dates must be entered in the forméd/ yy, nm dd/yy, nmddyy, ormm dd-yy. Examples

are as 6/24/10, 06/24/10, 062410, and 6-24-10.

Your cursor must be in a field in order for youetater data into that field. You move from fieldfield in
several different ways:

e Press [TAB]. This will leave the field blank, reta pre-existing value that is in the field (if ngr
accept the default value. (See below for a disonssf default values.)

e Type valid data into the field and press [TAB].
« To move back to a field press [Shift] + [TAB].

Defaults

Some fields have default values. A default valua i&lue which the system automatically enters ihéo
field if you leave the field blank.

Default values serve two purposes:

1. They speed data entry: there is no need to entarvdzen the value is defined as a default. The only
time you need to enter data is when the value isxaeption to the default.

2. They eliminate the potential for accidentally fatgey to enter a value and thereby possibly cregatin
problems with your accounts or audit trails.

Defaults can always be overwritten at the tilreecord or transaction is entered. There aredifferent types

of defaults, field defaults and program defaults

Field defaults are written into the system itself and reflect Wiadue you would most commonly enter in the
field. Two examples of field defaults can be foundhe Update Payable Documents program: the Date
field de- faults to the current date; the Gross AmcEntry field defaults to N(0).

You can change the values in the fields if you wisliield default can always be overwritten simply
entering different information into the field.

Program defaults are set up by you or someone in your organizatidheatime your system is configured.
Examples of program defaults in the Payroll modarke Deduction and Obligation Code defaults. Program
defaults have a much broader impact than just tcpéar field; they can affect the operation of the
program as a whole. Program defaults can also beaoitten by entering different information in the

field.

There are many different levels of defaults whidh @ome into play while you are entering data and
processing transactions. Often the default levperate as a hierarchy: if no value is given atréiqudar
level, the value de- fined at the next higher lasalsed; if no value is present there, the vatubeanext
highest level is used, and so forth.
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You need to be very familiar with how your defaudi® set up. Refer to the specific moduleser Guide
for information about how the default hierarchy &®in each module.

Zoom

When there is a magnifying glass icon on a fiehils indicates that the zoom feature is availabdenfithis
field. Click on the magnifying glass or press Ctrl Z tmm. A list of valid values that can be enterethis
field will display and you can choose from thig iy double clicking on the item, or pressing Enter

Here is the zoom screen accessible from the Custbehe in the Update Customer Orders program.

T~ Look Up Customer Codes (=S =N ==

File Edit Help

0B} OH 90

Code Phene MName Contact Address1 City St Zip Slspsn Terms Limit. Balance o

404 885 4146 ACTION AUTOPARTS BILL WALKER 14307 15T STREET ( B i E

1 404-345-9876  ACTIOM AUTOPARTS SALES 14307 15T STREET ATLANTA GA 30399 Ic B 50,000.00 8,254.04
‘l 404-245-0877  ACTION AUTOPARTS AP DEPT 14307 15T STREET ATLANTA GA 20399 Jc B 50,000.00 8,254.04

1 404-345-0878  ACTION AUTOPARTS PURCHASING 14307 15T STREET ATLANTA GA 30399 Ic B 50,000.00 8,254.04
‘lU 217 446 3374 FISHERS SUPPLY RICH HENDERSON 1701 PIKE SPRINGFEILD IL 03345 KTH D 220,000.00 17209

10 404 885 4146 FISHERS SUPPLY SALES 1701 PIKE SPRINGFEILD IL 03345 KTH D 220,000.00 17209
10 7135551212 FISHERS SUPPLY 1701 PIKE SPRINGFEILD L 03345 KTH D 220,000.00 17209

1 404-544-3665  T&W AUTOSPORT INC BILL SPRING 4880 TREMOMTDRNE ~ MARIETTA GA 30066 B 2-10 43,000,00 429.98

2 574 993 5436 CLASSIC PARTS UNLIMITED KEN ANDERSON 22501 72ZND SOUTH BEND N 46601 ™ MET30 500,000.00 53,71270
|12 574-093-2039  CLASSIC PARTS UNLIMITED AP DEPT 22501 72MD SOUTH BEND IN 46601 ™ MNET30 500,000.00 5371270 ~
[@ OK | |r_"( Cancel ] {M New Search

OvR
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Comment Line

When you are moving through a screen, notice hexcttimment line at the bottom left corner of theeor
changesto give brief instructions for the field your corss in.

L= Update Warehouse Definitions |-=- |-
File Edit View Mavigation Tools Actions Help
DB VWP EQABALEMN @O

G 99 9 O 9

Updste Delete Browse

Warehouse Code:

Description:
Department: |E|

Address:

City:
State:
Zip:
Couniry:
Phone:
Fax:
Emil:

Location Contralled:

FEERIXEEER

Enter warehouse code.

Supplemental Screens

All programs have a main screen. Many programs lads@ one or more supplemental screens which contai
additional information. The programs are organigedhat the information that you need to see oesgmost
frequenly is always contained on the main screethe@program and other, less frequently used inddion is
located on supplemental windows that you can acpaisgly, usually with only one or two keystrokes.

To access one of the supplemental screens avaftalofethe main screen, simply click on the progtiaon on
the Other toolbar.

@
An example of a supplemental screen program i« 213! 'icon in the Update Customer Information
program. Enter data into the window the same wayoaswould in any screen. After you have made &mfust
or changes to the data on the window click OK, ressp [Enter], to store the new data. If you wardliandon
the additions or changes to the data on the winclmk Cancel, or press [ESC]. This does not affbetdata
on the main screen.
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Distinguishing Between Header and Detail Sections

Fitrix uses two different types of screens: heaaldy-and header/detail screens. The headetionof a head-
er/detail screen works like a header-only screerths distinction is really between headectionsand detail
sections

To understand header/detail sections, it is necgssainderstand the concepts of one-to-one anet@mneany
relationships.

A one-to-one relationship means that for every ueiqccurrence of an item, there can be ameé only one
occurrence of another particular item. An examiila one-to-one relationship is a customer. Forever
customer there can be one customer code.

In contrast to the one-to-one relationship is the-to-many relationship: For every one occurrerfce o
particular item, there can be more than one ofteratpecific item. An example of this type of riaship is
the — customer/ship-to locations. For every custaimere can be multiple ship-to location codes. ¢hellary,
or flip side, of the one-to-many relationship is thhany-to-one relationship: many ship-to locatiodes can
have the same customer code.

The one-to-one and one-to-many concepts occur émfyuin Fitrix Businesglata-entry screens. Header-
only screens and the header sections of headét/simens employ the one-to-one concept for the
information they hold. For every unique occurren€a vendor code, for example, there can only ke on
vendor, there can only be one vendor type, and @myterms code.

The relationship between the information on thedeeaection and the detail section is one-to-m&any.
each unique instance of the header informatiomgtban be many instances of the information ordttail
section: for every customer code, there can be rehipyto location codes.

Another example of a header/detail screen is a#&ypnvoice. There is only one invoice for a partir
transaction, with a unique invoice number, custqrdate, and so forth. But one invoice may contaied for
many different items. There is a one-to-many refeghip between the invoice and the line items.

Another example of a one-to-many relationship iaployee time card. The time card itself is unjdue it
may contain lines for a number of different weelwked in a pay period, or work on different jobsobr
different types such as overtime, vacation timgular, etc. There is a one-to-one relationship betwthe
header information in the time card and the détédrmation (the lines).
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Here is an example of a time card:

Header Section

Find Prev MNext

Employee WAGNHP

Ad

n)

Mavigation

IR AORY EOQED
© o &

Update Delete Browse

Tools  Actions  Help

WAGNER,, HONUS P
Card Starting Date  08/01/2012 14

[ E [

Ending Date 08/15/2012 il

@0

Income Code  Rate Mumber Amournt Hour Cirder
REGHER .25000000 80.00 500.00 80.00

OVERHR 8,38000000 0.00

SKHPAY 525000000 0.00

VCHPAY .25000000 0.00

i DRG0 ok -

4| | i

Totals: 80,00 500,00 30.00
Vac Allowey 56100 VacUsed: 000  MNet: 61.00
Sick Allowgd: 5100  Sick Used: 0.00  MNet: 51.00
(New Document)
oyR

Detail Section

You can see from the example above that detairimétion is displayed differently than header infation.
Rather than there being a field into which data is erttetee data in a detail section is arranged inrooki and

rows, like a table.

In a detail section, the fields are arranged velitic And each entry in a field pertains to a parr row. Field
la- bels are found at the top of the column (CdRigte, Number, Amount, and Hours are the field Ebethe
exam- ple), and you enter a value in the fieldegach row. (ex. REGHR, OVERHR, SKHPAY, VCHPAY, or

BONUS).

Navigating Screens 37



Getting Started with Fitrix

Therefore, in a detail section, a field can actulatild more than on@alue—it holds one value faachrow.
These vertical fields are known arays

The two most important things to remember are:

« In aregular field, the field follows the field lak in detail sections, the fields are actuallydvethe
field la- bel.

e In aregular field, you can have only one entryhia field; in detail sections, you can enter many
values in the field, one value for each row.

Moving Around in Header/Detail Screens

You move between the Header and Detail sectiomssmfreen by clicking Detail or Header, or by pregsCtrl
[TAB].

You scroll up and down the rows in detail sections using fhand down arrow keys or scrollbar.

To add a row between existing rows use the [F1] key, or clicket Detail Row icon on the toolbar. This
adds a row above your cursor.

To delete a row use the [F2] key, or click the Delete Detail Riman on the toolbar. This deletes the row your
cursor is on.

Note

The Add a Row and Delete a Row functions are natlable in all programs.

Reordering Fields in Detail Section

If you would like to reorder the fields in the diétection of the screen, left click on the fielddadrag it to the
de- sired position on the screen.

Hiding Fields in Detail Section
If you would like to hide a field in the detail s®m of the screen, right click on any detail heagied a drop

down list of all field names displays. Uncheck fiedd or fields you do not want to display. By rigtlicking
on a column heading in the timecard detail scrdmve you will get this:
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<

Income Code
Rate

Mumber
Amount
Hour

Order

Rel

R Y Y Y Y A

Seq

Mare...
Adjust Size
Reset to Defaults

Using Dialog Boxes

Fitrix uses different dialog boxes to instruct,edir, and warn you as you are processing data anddctions
in the system.

Error Dialog Box

An error dialog box will appear in cases where fiave entered invalid data, or have otherwise tiged
perform some action that is not permitted. Theradialog box means that you cannot perform theoactit
prompts you to acknowledge that you have read thesage, and then takes you back to where thewasor
committed so that you can proceed.

An error dialog box looks like this:

'_L Erron

Value Is Mot in the List of Valid Data.
Want more information ?

Gy | Bgre |

To respond to an error dialog box, simply pressTER] or click No to acknowledge that you have
received the message. This will allow you to caminvith the program. Clicking the Yes button magoal
access more information about the error itselfhsag a more detailed explanation of the error, Gaugires
you might consider to avoid the error, and so forth
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¥~ Error-- More Information E\@

File Edit Help
O N GUBBE

Error:  Value Is Mot in the List of Valid Data.

This error occurs when:

The value that was entered does not match any known value L
in the associated file,

Possible solutions indude:

Change the value & try again, If there is a zoom function L
attached to this field, you may scan through the file to
find the correct lockup value by pressing [CTRL]-[z].

Warning Dialog Box

A warning dialog box appears when you have entesthin data or attempted to take a particular ssf
action which is not advised or is in some way unusuat,ifwnot prohibited. The warning box gives you the
opportunity to change the activity, or to proce&dvarning box looks like this:

r;_!-; Erron '

Warning: Date Outside Current Period.
Want more information ?

VIERRE X1

Clicking the Yes button may also access more in&tion about what elicited the warning message.
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F Error-- More Information
File Edit Help

OMO VUREER + O

Error:  Warning: Date Outside Current Period.

This error occurs when:

You have entered a date for which ne Accounting Period
has yet been defined. This means that the transaction
is for a future Accounting Period or for an Accounting
Period before you started using the system.

Passible solutions indude:

Mo solution reguired if you want a future or past date.
Check the date entered and correct only if necessary.

QVR
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Chapter 5

Zooming to Find Reference
Codes

The Zoom feature makes data entry easier. It mgamslon’t have to remember a lot of

codes when you are entering data by letting yow\adist of relevant values for a
particular field.

This chapter shows you:

«  What Zoom is and when you will want to use it
e How to use Zoom

. How to use Auto Zoom
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What is Zoom

While you are entering records and transactiortstimt system, you will often need to enter refeeermdes,
such as Vendor Code, Item Code, Employee Numbekcoount Number. You cannot possibly remember all
of the codes in your system, so you could haverdcopy printout of all of the reference codes ia ystem

to refer to while you are entering transactionst fBis printout would be difficult to manage anduleb

become quickly out ofdate.

A better solution is provided by the Zoom functi@mom lets you look directly at the appropriateerefice
code table without exiting from the transactiongassing program. Then you can select preciselgdde
you need for the transaction. Zoom is availableviary field that calls for a previously-defined eod

For example, in the Payable Documents program,nyast enter a valid vendor code in the Vendor figlal.
enter the correct code while in the Vendor fielsk @oom to bring up a list of all your vendors émeir
codes. Select the appropriate code from the lidttha value is automatically entered into the Verfagd in
the Payable Documents screen.

Zoom is context sensitive; that is, whether the@danction is available and what it does dependsvbat
field your cursor is in when you use it. For examphe Non-AP Checks program requires reference<od
a number of different fields, among them: Ven@ade, and Pay-To Code. When you zoom from the
Vendor Code field, you see a list of all vendore®dnd names from the Vendor Information reference
program. When you are in the Pay- To Code field, e a list of all of the pay-to locations thatdhbeen
entered for the vendor whose code you enteredeirvéndor Code field. When you are in a field tha¢sl not
require a reference code, Zoom is not function- al.
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Using Zoom

Whenever your cursor is in a field where the Zoesatdre is available, you will see a magnifying glaGlick
the magnifying glass icon, or press [Ctrl] [Z] to bginp the Zoom window.

An example of the Zoom Window from the Vendor Cdigdd of the Update Payable Documents program:

" Look Up Vendor Codes [ [
File Edit Help
O B @ u O 6
Qut Print Zoom OK Cancel Status Help
Contact Phone Address 1 City St Zip Code Limit. Balance it

Business Name

HOMBURGER STRASSE 21 FRANKEURT DE 14200751

PRIME LINE AUTOPARTS (4521436993

|123457 CHAMPION INC JIA M PELIN 404 265 8364 320 SW160TH ATLANTA GA 42231 50,000.00 8530270
|123458 DELCO/REMY INC RICH HOLLADAY 313 665 8444 1900 NORTH NORMANDY ROAD DETRICT MI 29383 70,000.00 0.00
I123459 CASTROL OIL CO STEVE ISSACSON 512 344 9000 1237 RENTON WAY SAN ANTONIO TX 46537 35,000.00 0.00
i123450 WALKER EXHAUST INC CARSON LEMMEN 904 343 5555 3800 MCGILVRA JACKSONVILLE FL 22337 15,000.00 0.00
i123451 ALPINE RADIO INC MIKE STEELE 213452 3000 7908 WEST WAY LOS ANGELES CA 98047 23,000,00 0.00
123462 SONY OF AMERICA JAMES YAN 408 765 6654 14520 PHINNEY RIDGE SAN JOSE CA 96773 25,000.00 0.00
!123453 KENWOOD INDUSTRIES INC LARRY JACOBS 408 443 5523 9013 FOREST PL EAST SAN JOSE CA 896773 20,000.00 0.00
1123464 MOTOROLA CELLULAR INC LARRY WATZ 708 633 5990 6234 6TH AVE NW CHICAGO IL 47763 40,000.00 000 -
[@ oK | ‘r;{ Cancel ] {M New Search

When you execute the Zoom command from a field, s@eithe first page of the entries in the referéabke
loaded into the screen. To select the desired decse the up and down arrow keys or the scroltdacroll
down the list to find the item you want. Use th8][&nd [F4] keys to page up and down in the list.

These functions are satisfactory when there ammitetl number of records in the list. However, duyhave a
very large number of records in the list, it cangbée time consuming to move one line at a tintesw@n one
page at a time through the entire list. Fitrix pdes two options that make it easier to select @ioo from

the list.

New Search:

To narrow down your search, click on the New Sedmatton found at the bottom of the screen. Thi$ wil
clear the list from the screen. You can then useckecriteria to limit the values this search waturn.

By entering "A*" the search returns only those vendhose business name starts with an A. See Ghapte
7 for more information on how to use search crteri
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T Look Up Vendor Codes == Eom ==
File Edit Help
Q8 & ¢ 3 @ @
Quit Print  Zoom OK Cancel Status Help
Code Business Name Contact Phaone Address 1 City 5t ZipCode Limit. Balance = ‘
[E
A= B
Qg search | 174 cancel
QR
T Lok Up Vendor Cocles [ ]
File Edit Help
9B & U9 @ @
Quit Print Zoom OK Cancel Status Help
Code Business Name Contact Phone Address 1 City St Zip Code Limit Balance Lo
ALPINE RADIO INC 213 452 3000 LOS ANGELES
123471 ALLIED SIGNAL INC. CHRIS THOMAS 4123435533 DESMOINES BUILDING PITTSBURG PA 02339 50,000.00 0.00
123475 AUTOTOY INDUSTRIES INC, KITTY KELLEIGH 503 556 5331 7763 COLUMBIA BRIDGE WAY PORTLAND OR 93998 225,000.00 0.00
[@ox | [Efcancel | [#h niew search
QR
Sort:
This is used to list the data in a different ordéwu can use whatever criteria appear in the zoom
window's head-ings. For example, in the vendor zoom above therts are sorted by vendor code. If
you want to resort them by Contact simple clioktibe word Contact:
F3 Look Up Vendor Codes [ = =]
OB & @4 @ @
Quit Print Zoom OK Cancel Status Help
| Code Business Name Contact Phone Address 1 City St Zip Code Limit Balance &
|scm SMITH-COROMA CORP. WENDOR P.O.BOX 39043 SAN FRANCISCO Ch 94139 10,000.00 0.00 ;E
|1£4?0 MOTORCRAFT INC TODD STEBIN 419778 6657 5656 REMMINGTOM TOLEDO . 33344 0.00 000
|123459 CASTROL QIL CO STEVEISSACSON 512 344 9000 1237 RENTOMN WaY SAN ANTONIO TX 48537 35,000.00 .00
123466 HOLLEY MFGR. INC. STEVE HENDERSOMN 615244 5333 11226 WEST DRIVE BLVD MASHVILLE TN 19843 20,000.00 0.00
123472 COBRA CORP SEAN BOLTMAM 702455 4334 5399 WINGER ROAD CARSOM CITY NV 76648 40,000.00 .00
123458 DELCO/REMY INC RICH HOLLADAY 313665 8444 1900 NORTH NORMANDY ROAD DETRICT MI 29383 70,000.00 0.00
|123468 FELPRO GASKET CORP PERRY DILLARD 303622 2223 1547 AURCRA AVE DENVER CO 67734 17,000.00 0.00
123461 ALPINE RADIO INC MIKE STEELE 213452 3000 7908 WEST WAY LOS AMNGELES CA 98047 23,000.00 .00
|123457 GEMERAL MOTORS CORP MARK SELTN 313 443 9765 1003 OVERLAKE DRIVE DETROIT MI 24435 210,000.00 000 -
[@ox | [Edcancel | [#h new search
OvR

Auto Zoom

Auto Zoom is an accelerated version of the regiitaom feature. You enter a partial description fiek
along with an asterisk wildcard in order to sdistabox of all of the items that match the destoip. The
wildcard search acts just like any other wildcagdrsh. For more information on search descriptisas,
"Search Criteria Examples” in Chapter 7. Use Aldom when you know enough about the code you are
looking for to be able to narrow the list, but ®oough to be able to enter the code directly inéofield.
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To use Auto Zoom, in a field where Zoom is avaialdnter the character (or characters) of the value
you want to use in the field, along with * (asterisk). Thenegs [TAB] to activate the Auto Zoom. A

list box appears, with all of the items that mattoh selection crite

For example, if you wanted to use Auto Zoom ineddfito select al
"12," you would enter I2in the field and press [TAB].

ria appearing in the list box.

| possible items that begin with

= Update Purchase Orders | =
File Edit View Mavigation Tools Actions Options Help
- mne | = N i ==
2B O EQABLBRM BO00EDE 9O
(? X 3 on 1
Detzils Status S ary Defallts
Find Prev MNext Add Update
Type: REG Vendor: 123457 CHAMPION INC
PayTo: EAST Status: ACT PO No: Doc.No:
Stage: ORD PO Date: 08/30/2012 [tid Required Date:  08/30/2012 (]
Terms Code: B Terms Description: 2% 10 NET PAYMENT 30 DAYS
Buyer; CATHY Ship Via: BEST WAY Order Total: 0,00
Warehouse: ATLANTA FOB: DESTINATION
Confirmed To: 1. \"'J'A‘R.NBY Refer: Currency: STD
Cust Doc Mo: Orig Cust Doc No: Production Order:
Confirm Date: 08/30/2012 2] On Board Date:  03/30/2012 k] Multiple Orders: N
Contract: Contact Name: Container:
N Ln Typ Stg  Item Code Warehouse PU Quantity Cost Met Amount
1!8TK ORD 129 -EJATLANTA EA 1.0000
Description:
G/L Account: [i200]
@ ok | I&Q Cancel I @ Header I
OVR
Enter the item code. o
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F Look Upl‘temtodﬁ =

File Edit Help

oE!] Y90

Item Code Dezcription -
12104-ABC GASKET

12104-BKO SCM A SERIES MULSTRIKE I
12104-FGSS SCM A SERIES MULSTRIKE =
12104-FG551 SCM A SERIES MULSTRIKE T
12104/U SCM A SERIES MULSTRIKE

12104L0T LOT CONTROLLED ITEM

121040 SCM A SERIES MULSTRIKE

12112 SCM & SERIES CWR-UP TAPE
112120 SCM A SERIES LIFT-OFF i
[@ 0K | ll_'d Cancel ] |M Mew Search

Note

The wildcard search must contain an asterisk (il the presence of the asterisk that tells the
sys- tem that you want to perform Auto Zoom. The seangy also contain other characters
such as question marks if desired. For more inftiomaon wildcard searches, "Relational
Operators" in Chapter 7.
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Chapter 6

Printing Reports

All Fitrix output programs use the same interfae.output program is a program that pro-
duces a printed output, such as a report, a posiuine, checks, or mailing labels.

This chapter shows you:

+ How to use the options on the Printer dialog box

* How you can fax or E-mail a report or store a repomaa file, or view it on the screen,
and how you edit a report using a program like Vi@l

»  Exporting to Excel
«  Client Printer Options
»  Flexible Document Delivery (FDD)
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Printer Dialog Box

¥~ Select Printer - 001 EI@

Print Aging Summary By Code
Prints a summary of aged receivables sorted by customer code

" Screen pager
 PDF viewer

" Export (i.e. Excel)

" Editor Savel
& Host Printer |Lemark2 _vI Copies: Il i’

Outputformat @ Plaintext ¢ Graphical (PDF)

" Client Printer PrinterSeningsl I'-.-1argin5| Landscape only

Line width (characters) & 80 132 ¢ 192 256
Paper Source © Cutsheet ¢ Continuous
Output format & Plain text " Graphical (PDF)

Current selection: /Copies: 1 /Portrait
NPI3CCY7D1 (HP LaserJet P2035n)

" Email To: Subject:
¢ File File Name:

Last process: Ready to select print option

24 CreateiDirect Report| (4 Finished|

When you select an output program, the printerodidlox above displays and you have the followintioog:
e Screen pager if you want to display the report on the screditk on this radio button.
» PDF viewer- if you want to create a PDF file, click on thédio button.

« Export to Excel — if you want to export the output to Excel, clizk this radio button. The following
report output can be exported to Excel:

Accounts Payable:
Vendor Aging
Vendor Ledger

Accounts Receivable:
Customer Aging
Customer Ledger

General Ledger:
All Financial Statements

Inventory Control:

Inventory Valuation

Reports Count Sheets

Summary and Detail by Item Code or Class
Item Status

Count Sheets
Price/Cost List
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Over/Short report
Stock Status

Reorder report
Purchase/Sales History
Inventory Turns

Stock Locations by Bin

Purchasing:

Print Non Inventory Items

Print Item Catalog

Print Vendor Catalog

Order Summary By PO Number, Buyer, Vendor
Order Detail by PO, Vendor, Buyer
Order Detail by Iltem Code

Order Detail by GL Code

Goods Received by GL

Code Price Change

Direct Ship Status

Purchase Replenishment Advice

Order Entry:

Print Invoices

Print Credit Card

Information Expired Credit

Card Report Print Open

Order Summary Print
Salesperson Summary Print
Salesperson Detail

Print Open Order Item Summary

Print Open Order Item Detail
Print Customer Order
Summary Print Customer
Order Detail Daily Sales
Register

Product Summary

Product By Date Summary
Product Detall

Customer Summary
Customer Detail
Salesperson Summary
Salesperson Detall
Salesperson By Product
Price Variance

Commission By Salesperson
Special Pricing Definitions
Print Credit Card

Information
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Replenishment:

Print Usage Summary
Print Replenishment
Data Print
Recommendations Print
Expedite Report

« Host Printer - click on this radio button to print the reportametwork printer and then select from the
drop down list of available printers.

- Editor - you may have the need to edit certain informatioraaeport before printing it. An example
may be a Customer Aging report that you want tagenyour customer that has open credit memos.
Click on the editor button and the report will latinin Word Pad for editing.

« Number of copies- change the number of copies you want to printilnking on the up arrow button

« Client Printer - click on this radio button to print the reportttee printer hooked up to your PC. There
are various settings available.

&+ Client Printer PrinterSettingsl Marginsl Landscape only

Line width (characters) & 80 ¢ 132 ¢ 192 256
Paper Source * Cutsheet € Continuous

Output format ™ Plain text " Graphical (PDF)

Current selection: / Copies: 1 /Portrait
NPI3CCTD1 (HF LaserJet P2035n)

If you click on Printer Settings the standard Windgrint dialog box will display:

Print @
Printer
Name:  |NPI3CC7D1 (HF LaserJet P2035n) ~| | Fropetties.. |
Status: Ready

Type: HP Laserlet P2035n
Where:  WSD-5da7698cfchb-4fad-88c8-cBd3e70ba2le.006a

Comment:
Print range Copies
@ Al Mumber of copies: 1 =
Pages
Collate
Selection 1.1 2,2 3,3

0K || cancel

Select a printer and click OK.
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Clicking on margins allows you to set the margins.

Page Setup @
Paper
Letter
futto Select
Orientation Margins (inches)
Fortrait Left: 0} Right: 0
Landscape Top: ] Bottom: 0
[ ok || Concel |

If normal portrait print is selected (8.5” x 11¥)ou have the choice of printing 80 or 132 characper
line (132 characters is compressed print).

If landscape only print is selected (11" x 8.5"puyhave the choice of printing 132, 192, or 256
characters per line.

e Mail To - click on this radio button if you want to emdiktreport to someone. Contact your system
administrator or your Authorized Fitrix reseller fi@aformation on how to set up email functionality.

e Fax Number - click on this radio button if you want to fax theport to someone. Contact your system
administrator or your Authorized Fitrix reseller fioformation on how to set up faxing capabilities.

« File - click on this radio button to store the reporade on your system. For the file name enter the
full pathname of the file.

To print the report, click the Direct/Redirect lmuit To return to the menus, click the Finisheddrutt
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Flexible Document Delivery (FDD)

The 'Flexible Document Delivery (FDD) feature alkothe user to direct report output to printers {loos
client), email, or fax in masse.

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

Order Entry:

Order Quotation and Acknowledgement

Invoice

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

Purchasing:
Vendor Purchase Order

Accounts Receivable:
Invoice

Customer Statement
Dunning Letters

Payroll:
Direct deposit check stubs can be emailed to emsgloy

Set Up EIm and Hylafax

There are two shareware products that need todballed for FDD to work. They are EIm (for emait)ca
Hylafax (for faxing). For instructions on how tosiall these please visit our websitevaivw.fitrix.com, click
on Support, and then click on the lihkp://www.fitrix.com/support/fitrix.pdf.print/ovesiew.html If you
still need assistance please contact our salestdega atsales@fitrix.confor a quotation.

Application Set Up
(4

A new iconDDmment Delivery has been added to the Update Customer Informdtipdate Vendor Information,
and Update Employee toolbar and information cay belchanged when in Update mode.

When you click on this icon in the Update Customméormation program the following screen displaigsithg
all report programs that currently support FDD/Bgrckind Print:
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F~ Additional Information =N o =
File Edit Mavigati
OFE i 25 00ELDHE 90
Document Title Print Subject E-Mall  Address FAX Number Sent By Failure Notify (for faxes) *
ario_invee AR Invoices @ | ARInvoices ] []
ario_letter AR Dunning Letters [#] AR Dunning Letters [ =
ar:o_statmt AR Statements [F] AR Statements @ kanderson@classicparts.com )
oe0_billdg Export - Bill of Lading [ Export - Bill of Lading 1 =
ceo_cminyv Export - Commercial Inveice ¥ Export- Commerciallnveice [
oeio_invee OE Invoice [l OEInveice [l  kanderson@classicparts.com [}
ceto_invef Export - Final Invoice [¥]  Export - Final Invoice ] ]
oeo_order Acknowledgements [ Acknowledgements i} i
oeio_picker Pick List Pick List ]
oero_prfiny Export - Proforma Invoice Export - Proforma Invoice [ =
oe0_proiny Export - Provisional Invoice Export - Provisional Inveice ] @] -
[@oc | fdcanee |
Check document defivery method

After FDD is installed by going into update mode éach customer the default setting will be se®riat for
all reports. You can then update for each customaeesssary.

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

Print- check this check box if the delivery methisdo send the report to a
printer. Subject — subject line for your fax cogbeet.

E-mail- check this check box if the delivery methedo send the report via
email. Address- the email address you wish to seadeport to.
FAX - check this check box if the delivery methsdad send the report via fax.

Number- the fax number you wish to send the refworEnter just like you would dial the number (ieyou
need to press 9 and then 1 for a long distancecoédr 198888888888.

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

Failure notify — the email address of the emplayee should be notified in the event the fax wakssmt.
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FDD Printer Dialog Box

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

Here is the FDD printer dialog box:
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If you do not wish to use the flex direct optiommsly uncheck the flex direct box and the printelag box
will disable the FDD options and display all optioret thre on the non FDD printer dialog box.

The FDD printer dialog box is divided into threetens:

Processing controls:

rProcessing Controls- - Direct to the Following-

I¥ Print {to be mailed) |_
¥ Email |_
B Direct D-:ucumentsl M Fax |_
¥ Print {internal copy) |_

= Redo

. Build Documentsl

The example above shows that the documents witlrbeessed via print to be mailed, email, fax, andrhal
print to be filed. These boxes can be uncheckatkeded.

The first step is to click the Build Documents buttIf the Preview before directing check box ieaked, you
will be able to view a PDF of the documents primsénding/printing them. Please note that if yackdhe
Cancel but- ton before clicking the Direct Docunseptitton you will need to select the reprint optwhen
you process your documents as the Build Documeptteres sets the print flag to Y at the table lesetn
though you have not printed/sent your documents.

The next step is to click the Direct Documents doutT his will send/print the documents. See discusen
Printer Selection section below for directing tfeedments to your various printers.

If all Direction method check boxes were checkéd, grinter dialog box will look like this after the
documents were printed/sent:;
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F Select !-':'lﬁnter - 001

= =)

Print Invoices and Memns

prints invoice and memo forms for invoiced lines and memo lines

~Processing Controls-

% Build Dotumen'rsl

[¥ Flex Direct

¥ Direct Documents

- Direct to the Following-
[™ Print (to be mailed) 5
™ Email
[T Fax

[T Print (intemal copy)

QQQ

" Redo

~Preview Options

|y, Preview documeritsl

¥ Preview before directing

~Printer Selection

Mailed

™ Client Printer  Printer Setlings |

' Host Printer |midataz

Margins |

Line width {characters) & 80
Paper Source % Cutshest

Current selection: | Copies: 1

_vI Copies: !1 :::I
Landscape only
£132 07 192 £ 256
" Continuous

i Portrait

NPIZCCTD1 (HP Laserlet P2035n)

Internal ¢ Client Printer PrinTerSemngsl

& Host Printer |Okidatal

Margins

Linewidth fcharacters) % 80

_vl Copies: ll ﬁ
Landscape anly
132 ' 192 € 256

The green check marks indicate the direction methbalt were processed. To return to the menu, tiiek

finished button.

In the event that you want to process the docurregdas (an example of the need for this would kibef
printer ran out of paper or the paper jammed) diickredo button and then check the direction ntetiieeck
box that you wish to process again. Once the timeenethod check boxes are checked, click thedDire

Documents button to reprint/resend your documemtisyemu will get this message:

Preview Options:

r3

A

P4

You are reprinting:
Print mailed
Print internal

Areyou sure 7

Yes Mo

I

Preview Options

¥ Preview before directing

|¢d, Preview documents
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If this check box is checked (and that is the défsetting) you will be able to preview a PDF oéth
documents by clicking the Build Documents buttoiopto Directing/Processing them. If you do not lwis
preview, uncheck this box.

Printer Selection:

rPrinter Selection

' Host Printer [Okidatal j Copies: |1 ﬁ
 Client Printer PrinterSeﬂingsl r-.-1argin5| Landscape only
reETE Line width (characters) ¢ 80 ¢ 132 ¢ 192 258
Paper Source & Cutsheet " Continuous
Current selection: /Copies: 1 [/ Portrait
NPIZCCT7D1 (HF LaserJet P2035n)
& Host Printer |Okidatal :I Copies: |1 =
€ Client Printer PrinterSettingsl r-.-1argins| Landscape only
e — Line width {(characters) & 80 ¢ 132 192 256

Paper Source {* Cutsheet " Continuous

Current selection: /Copies: 1 /Porrait
MPI3CC7D1 (HP Laserdet P2035n)

This section of the screen controls printer sebecti
Mailed — printer selection will only be accessililthe Print (to be mailed) check box is checkeele€t either
a network printer or a client printer and the numbgcopies to print for the documents that willibailed.

Internal - printer selection will only be accessiliflthe Print (internal copy) check box is check&dlect either
a network printer or a client printer and the numtfecopies to print for the documents that will frénted
for inter- nal purposes.

Note about Client Printers:

If you change your printer selection to a clieribfar the printer selection section will displayotwew buttons:

SelectCopi Page Setu
electiCopies anc ¥ f
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rPrinter Selection
* Host Printer lLexma.rk2 :I Copies: |1 i’
" Client Printer

C HustF'rinter| ﬁ |1 =

& Client Printer SelchCapiesl Page SetuplLexmarkz I Copies: 1

Mailed

Internal

Select/Copies — click this button to select thentliprinter and the number of copies you wish totpr

Print @
Printer
Name:  |[NPI3CCTD1 (HF Laserdet P2036n) | | Properies.. |
Status: Ready

Type: HP Laserlet P2035n
Where:  WS5D-bda7698cfcbb-Had-88c8-c8d3e7lba2le 006a

Comment:
Print range Copies
@ Al Mumber of copies: 1 =
Pages
Collate
Selection _1,g _2,3 _3,3

[ ok || Cancel
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To proceed click the Build Documents button. Siaadient printer was selected, Adobe Acrobat willect
copy(s) to the printer.

You may see a message like:

Pl P E1

1 E Mo application For: {C:\Program Files\FourJsigdc-fitrix-testitmplprint_mailed_oe_o_prfiny.pdft
L3

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

Get b

installed from:http://www.adobe.conby clicking on'E SOPRE" REMDER
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Chapter 7

SearchCriteria

Search criteria is used to help you pinpoint onenore records or transactions from among
all the records and transactions in your systenu &leo use search criteria to narrow the
scope of reports and posting routines to give yauexact outcome you need.

Familiarity with search criteria will help you moedficiently manage your data and your
transactions.

This chapter shows you:

+ How to use search criteria
«  The different types of search criteria

+  Several examples of searches using search criteria

Search Criteria
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How to Use Search Criteria

Whenever you want to update, view, or delete arceoorecords, you must first use the Find comntand
select therecords. You can retrieve all records, or you as@é search criteria to limit the number of records
that are retrieved.

You can also use search criteria to find a paricrgécord that you are looking for. For examplejdéi know
some of the information about an invoice (suchhasviendor), but you do not know the specific ineoic
number, you can use search criteria to bring ughalinvoices that pertain to the vendor, and thek
through the invoices for the one you need.

How to Search

To perform a search, use Find to bring up the QbgrExample (QBE) screen for the program. Moveh® t
field for the data you will search on. Most oftémis will be a code, name, or date, but it can e d the
fields on the QBE screen. Enter the search crit&fia can enter search criteria in more than ogle fio
help pinpoint the exact record or records you aokihg for. Then press [Enter], or click OK, to lrethe
search.

A Find search can use specific data, or it canrelsgional operators and wild cards for the seafdhyou
need to know are the relational operators and theanings, and you can perform any type of sedahyou
need.

Your selection criteria entries are not limitecthie size of the field since the fields are scrglffields.

Search Criteria Definitions

Remembernumeric fields hold numbers onlyCharacter fields hold letters only. Alphanumeric fields hold
letters and number®ate fieldshold dates.

ASCII sort order: When you search using relational operators, yerdrto know how the system determines
the relationships between different types of charac Values that begin with spaces or punctuat@me

first, fol- lowed by words that begin with numbelext are values that begin with uppercase letters,
followed by values that begin with lower case lett@ herefore the sorted order of the following tvens

and letters would be 1, 10, A, Z, a, z.
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Wildcards

Wildcards are special characters used to represket characters. The wildcards that can be usetl on
selection criteria screen are listed below. Wildcards maybedonly with character or alphanumeric fields

Wildcard

Symbol Definition

Asterisk
The asterisk replaces any group of zero or moreactexs in a character field.

Question Mark
The question mark replaces any single charactarcimaracter field.

Relational Operators

Relational operators are symbols used to compasevailies. These values can be character, numerizte
types. A variety of operators are available to halp specify ranges or lists.

When using the first five relational operators &jee than, greater than or equal to, less thas,them or equal
to, and not equal to), the relational operatomi®eed first, followed by the number or alphanumeri
character(s).

Relational

Operator Definition

Greater Than
Finds all values greater than the specified value.

Greater Than or Equal To
Finds all values greater than or equal to the ipdoialue.

Less Than
Finds all values less than the specified value.

Less Than or Equal To
Finds all values less than or equal to the spetifidue

Not Equal To

<> . .
Finds all values not equal to the specified value.

Null
= Finds records that have a null value in the fidldhull value means that the
field has no value—it is empty.
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Not Null
I= Finds all values that are not null. Selects albrds that havanything in
the field.

Range
Search for a range of values. Can be used with nianoharacter, alpha-
numeric, and date fields. Uses the ASCII sort oreenges aréclusive

Pipe
The pipe symbol is used to represent "or". On rkegboards, the pipe
symbol is found above the backslash "\".

Search Criteria Examples

1. Search for the employee record for Martin Samuelson
In the Last Name field, enteBAMJELSON. In the First Name field, enteMARTI N.

This selects the unique record for that employee.

2. Search for all transactions dated from June 1, 20XXo July 31, 20XX.
In that Date field, enter®/ 1/ XX: 7/ 31/ XX or 0601XX: 0731XX

This search selects all transactions between thefigd datesincludingthose dated June 1 and July 31.
Remember, when entering dates, any of the folloiimmats are validod d/ yy, nmi dd/ yy, nmddyy,
ormm dd-yy.

3. Search for all invoices with a total amount over $020.00.
In the Invoice Total field, enter100. 00

This selects only those invoices greater than R100.

4. Search for all invoices with a total amount of $10Q0 or more.
In the Invoice Total field, enter=100. 00

This selects all invoices with totals greater tbarqual t0$100.00.

5. Search for all invoices for vendors with code VENO#r VEN25.

In the Vendor field, enterVENO4| VEN25

6. Search for vendor codes beginning with B
In the Vendor field, enteB*

This selects all vendor codes that begin with Bofeéd by none or any number of characters.
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7. Search for vendor codes with B as the second chatac.
In the Vendor field, ente?B*

This selects all vendor codes where B is preceglezkctly one character and followed by none or any
number of characters.

Search for vendor codes with B as any character.
In the Vendor field, entefB*

This selects all vendor codes where a B is precadddollowed by none or any number of characters.

Search for vendor codes with B as the last charaate
In the Vendor field, entetB

This selects all vendor codes where a B is precbgietbne or any characters and is the last characte
the code.
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Chapter 8

Online Help

Online Help can assist you when entering data ocgssing transactions by giving you easy
access to information about the program or field goe in.

This chapter shows you:

+ How Help is organized
« How to access Help

+  How to customize Help to reflect your company’sqadures
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Using Online Help

Online Help is available at two levels: at the peog level, and at the field level. The level of plgbu see
when you invoke the Help command depends upon the ¢§sereen you are viewing and where your
cursor is at the time.

Program Help

Program Help is available for Fitrix input prograny®u can add your own information to the Help thbe, so
that information specific to the way your compamggesses transactions is available when othersscce

Help.
You can access help three different ways:

e Click on the word help on the menu toolbar

Q@

. Click onthe "®® icon on the standard toolbar

* Press Ctrl w.

F Help - Display
File Edit Mavigation

O ¢ W BB E & @ &

Quit | OK Cancel Cut Copy Paste View Update Insert Row

Help information

All customer reference information must be entered through

this function before any open items or transaction can

be entered for a given customer,

- Assign a unique code to identify each custorner, This code
acts as the key linking all custormer information,

- Enter all reference information about the customer, The
address and contact need not be the shipping address.
Additional shipping address and contacts can be entered

The Help window displays general help text aboatghogram, sometimes including some tips about
information to enter into the fields.
To edit or update the existing help text to fit ydusiness, follow these steps:

» Click Edit and select Update.

e Update the text.

« Click OK.

e Click Quit, or press Q.
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Field Help

Help is available for each field as well as genarilrmation on a program. You access field-spedifelp the

same way you access program help while your curson ighe field you want to see Help on. A window

similar to the Program Help window displays. Thenoaands available from the Help window are also the

same, and you can update field Help text in theesamy as well.

I Help - Dispay oo e
File Edit Mavigation
- F] = =z
9 @ 0 BB E #4 O & ¢E
Quit  OK Cancel Cut Copy Paste @ View Update  InsertRow Append Row
Help information =
Code:  customer code
This is a twenty-character alphanumeric field that stores
the code that uniquely identifies a customer. The system
verifies that the entered code is unique.
[G OK ] [Q:f Cancel ]
OvR

Online Help
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Chapter 9

Company SetupMenu

The Setup Company Menu contains the following tepic

. Setting up Company Information

. Account Number Ranges

. Ledger Account Numbers and Descriptions
. Designating Checking Accounts

. Document Messages

. Email Templates

Company Setup Menu 73



Getting Started with Fitrix

Order of Setup Steps

When you set up reference files, the order of sitedesigned so that earlier steps add informatiah
can then be accessed automatically in the courset@f &eps. For instance, once you have set up
account number ranges, any time an account nuralenéred the system can automatically tell you
what type of account it is (for example, whethdsiain asset or liability account). Converselyat

try to perform setup steps out of order (for exampktting up account numbers before defining
account ranges) you may defeat the system’s capacjirovide useful data-entry information through
automatic lookups.

The setup steps that apply to all Fitrix modulesrfgrmed from the Company Setup menu that is
accessed from option 8, General/Administrative)aeered in detail in this chapter.

Reference Information Options

The Setup Company Menu:

File ‘iew Ewecute Seftings Help

Jym =2@

Dev 5.40

(s EEMEEN 8 General/Administration

5 2itemM &= 1 compif] Company Setup

5 3 Sales 5 2 Systen & 2 Update Company Information |
E 4 Purch: & 3 Datall @ p print Company Information
5 5 Produt @& 4 web s ¢ Update Account Number Ranges
5 6 Produt & 5 Archive \Z) d Print Account Number Ranges
B 7 custor§] Exit [E e Update Ledger Accounts

B 8 Generél;‘;\-ﬁ_mi‘r‘ﬁ_é-t-rat'i'( g

f Print Ledger Accounts

g Update Checking Accounts
h Document Messages

I Country Codes

j City Codes

E Update E-Mail Templates

00 EEE D

| Update Printer Defaults

m Update Email Address Mapping
8] Exit

' Dev 5.40 Database: semple Printers: Lexmark2/NPIECCTDI (HP Laserlet P2035r) =n = ==

Statuz Ide
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Company Information

Use this program to store basic company informatigaur business name and address, department
codes, and whether or not you will use the Multilevel Tieature.

Multilevel Tax features are used in conjunctionhaiitrix Accounts Payable and Accounts Receivable
mod- ules to track costs and prices that are stfjemore than one type of tax. For information atbo

the use of Multilevel Tax features, s€bapter 10.

Update Company Information

This option is used to set up and maintain the Gomfile. This file stores data regarding the name
and ad- dress of your company, which is used oartepln addition, department codes—used if you
intend to assign income and expenses to departmamésstored here. Refer to the definitions for
departments and profit centers in Appendix B: Gloggor further information.

The Company Information screen:

ri Update Company Information
File Edit View MNavigation Tools Actions

@rg:\ld.e.ﬁu
a0 0V O® O &\

Find Prev MNext Add Update Delete Browse

Company Information
Business Mame: ABC DISTRIBUTION
Address1: 100 SPRING RD
Address2:
City: ATLANTA

County:
Country: US 2, UNITED STATES

Options  Help
SQA BB B00ELEDC

Stater (GA Zip:

Multilevel Tax:
Use Multilevel Tax Groups:

Use Posting Error Notifications:

30339

IfJI'JCI ADMIN, OFFICE
|100 EAST DIST, CENTER
200 CENTRAL DIST. CENTER

300 WEST DIST. CENTER

1o0f1
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When you first use the system, the company infaondields have default data provided in both tample
and standard company data sets. This data is iedloterely as a sample, and should be modified to
represent your company.

The data in the Company table is unique to eachbdae (i.e. company). The table contains one alydooe

record; therefore, the commands on the command giromith the exception of Update, have been deshbl
The name and address entered in the Company Infiommsection appear on all reports generated by the
system.

The Company Information screen contains the foltmnfields:

1. Business Name:

This alphanumeric field may be up to 30 charadtetength, and contains your company’s name. The en
try in this field will be displayed on reports geated by the system.

2. Addressl

This is the contact address of the company. UtalBhanumeric characters may be entered.

3. Address2:

This field provides an additional 30-character addrline for suite number or other address infoiomat

4. City, State, Zip

Enter the city, state, and zip code for your comypan

5. County:

Up to 30 alphanumeric characters may be entered.

6. Country:

This field may contain up to 30 alphanumeric chmac

7. Multilevel Tax:
Set to Y only if using Fitrix modules that have tilalel tax capabilities (AP, AR, OE, PU). See the
chapter on multilevel tax for more information.

8. Use Multilevel Tax Groups:

Unless you enter a “Y” in the Multilevel Tax fielthis field is skipped. See Chapter 3 - MultileValx
for more information.

9. Use Posting Error Notifications:

If this box is checked you will receive a notifiat on your screen if a record is locked duringpating
routine.

For example, if you are posting sales orders amdodithe customers affected is open in update rbgde

another user you will receive a message on yowescnotifying you what table is locked and what ise

locking it so you can ask them to close it and gan run the post routine again.
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The Department section of the screen stores opéchundred department codes. The department field
is alphanumeric, allowing you to establish numerialghabetic (or a combination) codes. The use of
department codes for tracking income and experssesmpletely optional.

1. Department Codes:

In this column, you enter a department code thattifles a profit center, a division of the company
etc. Throughout the Fitrix modules, you have theampof posting sales and expenses to specific
departments. This is a three-character field (alpheeric).

2. Description:

In this column, you specify the department nameaated with the department code in the same
row. Your alphanumeric department name may be \g®toharacters in length.

Additional Company Information

Additional Company Information

g

Click on the o icon and this screen displays. This screen is tsatbre additional information

such as telephone number, fax number, etc.

F= Additional Company Infarmation == .

File Edit Mavigation Help
OB OUhPERA 2V 00EDE OO

Additional Company Information Screen

Description Data
| elephone] |573-876-5350
| fax
e-mail
| web address
I pin_num
(@ox | [G4cance |

Enter the description of the data, ie telephone, fax, email.
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Credit Card Processing Information

Click on the “™®3 L3 jeon to dispkiays screen. If you are using credit card processirOrder Entry, it

is in this screen that you enter the interfacerimfation.

=

¥ > Credit Card Information EI

File Edit View Tools Help
OB OWhBPEQABALEREM OO

Credit Card Processing Information

Credit Card ON; |J]
HTML Serial No: 000060107832
ADVANCE Serial Mo: 959533074878
Server Time Out: 10
Server URL:  https: {fwww,skipjackic. comjscripts/
Trans. Authorize: * evolvee, diZAuthorize APT
Trans. Status Request:  evolvcc. dPSIAPI_TransactionStatusRequest
Trans. Change Request: evnlvcc.cill?sJAPI_TransactioncﬁangeStat_lsRequest
Batch Upload: Bai:d';L.lpload.diI.?éatcHLlploadU1.
Batch Status Reguest: - evolyCC,dI?SIAPL BATCHFILESTATUSREQUEST
Batch Change Request: evolvCC.dI?SIAPI_BATCHFILEGETRESPOMSEFILE

& ok | |4 cancel |

Is credit card ONZ (YN} v

Remittance Address

@
Click on the 7™, icon to display this screen. The address infaonatntered here will print oil©OE
and AR invoices.

' Remmittance Address =
File Edit View Tools Help
OB WP ERA ALERM @O
Remit Address
Address1: |POBOX 105906

Address2: ||
City: ATLANTA
State:  GA
Zip: 3039

Country: US [&]  UNITED STATES

I@ Ok | |P:d Cancel ‘

EVR

Enter the second line of the remit address.
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Web Services

e

Click on the Web Services | jcon to turn on web services usedheyfederal Express and UPS ship-

ping interfaces. See the Federal Express/UPS UsieleGor more information on how these inter-
faces work with Fitrix Order Entry.

Print Company Information

This program prints a hardcopy of information eateunder the Update Company Information option.
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Account Number Ranges

The way that all the different types of accountsidentified to the programs is by account numheges.
After deciding upon a list of accounts, you nee@ssign a unique account number or “account cameath
account. In the Fitrix system, this “code” is a taenthat consists of up to nine digits. You asshggse num-
bers so that the numbers of similar accounts kiivishin the same numeric range.

The Account Number Ranges screen:

E Update Account Number Ranges E'@
File Edit VWView Navigation Tools Actions Help
OB & A ERLEBME -
A0 09 0 0 &\
Find Prev MNext Add Update Delete Browse
First Current Asset: 100000000 CURREMT ASSETS
First Fixed Asset: 130000000 FIXED ASSETS
First Current Liability: 200000000 CUR LIABILITIES
First Long Term Liability: 270000000 LT LIABILITIES
First Equity or Capital: ~ 300000000 CAPITAL
First Income or Sales: 400000000 INCCOME
First Cost of Goods: 500000000 COST OF GOCDS
First Operation Expense: 200000000 EXPEMSES
1of1

These ranges can be changed by the user, butay@esounts always fall in this order. For exampieed
Assets accounts always start on the number aftelatit Current Assets account. You do not, of agurave
to actually use this number, but the posting progracognizes it as that type. Fitrix comes witheéadlt
Chart of Accounts, which you can use as a guides$signing your own account numbers. Once you have
chosen the account numbers you want to use, yoelmamge that default list by changing, adding, eeting
the accounts used.

Warning!

There is a direct connection between account numabeyes and individual account num-
bers. The account number ranges should be setiapti@setting up individual accounts.
When an account is set up, the program accesséstmint Range file to determine the
type of account (more specifically, whether thecart balance should be increased with a
credit or debit). If you change the account ranges, must update or delete the affected
accounts in your Chart of Accounts, because thewattatype is determined when the ac-
count is created or updated.
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Types of Ledger Accounts

Fitrix recognizes eight different types of ledgecaunts. Five of these account types appear on the
company’s balance sheet and describe its net worth.

Current Assetsare liquid assets such as cash or Accounts Payable.
Fixed Assetsare property such as furniture and real estate.
Current Liabilities are debts that must be paid in the short term asgbayroll or accounts payable.

Long Term Liabilities are debts that must be paid over a long periodre, tsuch as
mortgages orbusiness loans.

Capital accountsare those accounts that contain the value of yasiness, such as stock
and re- tained earnings.

The next three types of accounts are those thataaam the income statement (or profit and loss
statement) and describe how your company perforimied given period.

Income accountsshow the sources of your income.

Cost of Goods accountare expense accounts that show what you paid far iperchandise.
They are also called “selling expenses” becausgdhe directly tied to making sales.

Expense accountsategorize all of your other expenses such as satdries, utilities, etc.
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Print Account Number Ranges

This program prints a hardcopy of information eateunder the Update Account Number Ranges menu op-
tion.
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Ledger Accounts

The previous step created the ranges of accounbensnthat correspond to account types. At thistpoin
the individual ledger accounts comprising the ChartAstounts must be entered into thedger
Accountstable, using numbers defined by these ranges.

To view examples of ledger accounts, see the sa@Glpdet of Accounts provided with the sample
database (“sample company”).

The Ledger Accounts screen:

!" Update Ledger Accounts || =50

File Edit View Mavigation Tools Actions Help

OB YURHEHA ALEN @O
*C 600 0 O &

Find Prev MNext Add Update Delete Browse

Account Number: 100000000
Type: CURRENT ASSETS
Description: BAMK OF AMERICA
Subtotal Group {optional):
Increase with Credit?: N

Allow Use in Manual Journal Entries?:

1o0f1

1. Account Number:
Enter an account number of up to nine digits. TpeTand Increase with Credit field are filled in
by the system according to your predefined accauntber ranges.

2. Description:

Enter up to 30 characters.

3. Subtotal Group (optional):

Subtotal groups (optional) are assigned for a itertmge of contiguous accounts for the purpose of
creat- ing a subtotal on reports. The descriptiont® on the report along with the subtotal for the
accounts.

4. Increase with Credit:

The Increase with Credit? field displays a default of “Y” or “N” according tthe standard method
for increasing the balance of this type of accobnt. example, if the account number range for
Income is 400000000 - 499999999, and the accounbru you type in is 410000000, when you
press [ENTER] the default of “Y” for Income accos#tbalance increases with a credit—displays in
the Increase with Credit? field.
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If you are adding an account whose purpose isfsebbther entries that fall within the same Type,
change the default here to indicate that this aut®balance will be increased with the opposit¢hef
normal entry. For example, an account with a nunathe&20000000 for Returns and Allowances falls
within the Income range of account numbers. Howether Increase with Credit? field for this accoimt
set to “N” to define its balance as increasing veittiebit.

5. Allow Use in Manual Journal Entries:

If this value is set to N the user will not be alkd to use this account number in the Update Jb&ma
tries program. There are some account numbersithvat their GL balance maintained by the system (Ex-
ample-Trade Accounts Receivable and Trade AccdRaymble) and therefore manual journal entries to
these accounts should not be allowed.

Printing Ledger Accounts

This program prints a hardcopy of information eateunder the Update Ledger Accounts menu optiois Th
report should be checked to verify data-entry aacyr
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Checking Accounts

If Fitrix Accounts Payable is installed on your ®m, cash accounts from which you issue checks can
be setup as checking accounts. This will allow you te ube A/P check reconciliation feature. See

Chapter 7 in theAccounts

Payable User Guide

The Checking Accounts screen:

.

E| Update Checkin

QA6 O

Bank Code:
Bank Mame:
Branch:
Branch MName:
Account Name:
Bank Address:
Bank Account Mo:
GL Account Mo:
Department Code:
Next Check Mo:
1

g Accounts

A LR 90

@ O 9 &

Find Prev Mext Add Update Delete Browse

BOA
BANK OF AMERICA
BRANCH %1
CUMBERLAND
AEC DISTRIELTION
100 CUMBERLAND BLVD
0251033109
100000000 |2  BANK OF AMERICA
e ADMIN. GFFICE
128
of 2

[o & |[==]

]

When setting up your checking accounts for the firee be sure to enter the next check number that
will be used on your check run. The system willnthupdate this number each time a check run is done.
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Document Messages

This program enables you to enter messages thawgald like to have printed on various forms.

5 Bocument Messages = || & |3
File Edit View Mavigation Tools Actions Help
OB & Wik A BALREME00EDE OO

A e 900 0 9 .\

Find Prev Mext Add Update Delete Browse

Effective Date: 01/01/2008 [Lig

Program Name: ar:o_statmt % Description: Statement of account

Text

1. Go into Add mode.

Enter the effective beginning date for the message.

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

n

Name Description

oe:o_order Order Acknowledgement
oe:0_picker Picking Ticket

oe:o_shipr Packing Slip

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

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

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

City Codes

The Fitrix database comes preloaded with all citiedldwide. The data stored in the city code
table is used to validate the shipment destination edten the Order Entry summary screen

12 Gity Codes

File Edit View Mavigation Tools Actions Help
OB U UREER BORE OO
AR e 00 0 9 &\

Find Prev Mext Add Update Delete Browse

Country Code: US UMNITED STATES
City: ATLANTA

1of1

=5 EORx

Country Codes

The Fitrix database comes preloaded with all Cqu@wdes. The data stored in the country codes
table is used to validate the country code enteteeh entering your customer and vendor

addresses.

r Country Codes

File Edit View MNavigation Tools Acticns Help
OB UWEFEQRABALEBEM @O
A6 9 0 @ &

Find Prev Mext Add Update Delete Browse

Country Code: US
Description:  UNITED STATES

Tof1

el
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Update Email Templates and Alerts

Update Email Address Mapping
There are 2 default values necessary to ensureipeopail routing:

Errors - this email address will receive rejection andernotifications.

F~ Update Email Address Mapping = =
File Edit View Mavigation Tools Actions Help

(OB =RVEXE! A B0ERMOO
AR e 00 0 9 &\

Find Prev Mext Add Update Delete Browse

User ID: errors

Email: admin@mycompany.cont

1o0f2

Default - this is used when the users email addressesoutithe @domain) are the same as the
Linux login ID. It will be appended to the user t®form the email address
(myuserid@mycompany.cdmand used as the reply-to address in outbound.ema

= Update Email Address Mapping = | = |
File Edit View MNavigation Tools Acticns Help

OB UWEFEQRABALEBEM @O
A e 00 0 O =

Find Prev Mext Add Update Delete Browse

User ID: default

Email: @mycompany.com

20f2
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This screen is also used for mapping the actuall emdress to the user’s Linux login ID. This is
needed when the Linux ID does NOT match the user’'s eraddress name. This email address is

used as the “Re- ply-to” address in outbound email.

E Update Ernail Address Mapping
File Edit View Mavigation Tools Actions Help

OB U UPEEABNLRM OO
A0 00 0 9 &

Find Prev Mext Add Update Delete Browse

User ID: susanb
Email: susanb@abcdistribution.com

1of1

=5 EORx

Update Email Templates

Any templates that may be needed will need to lmedinated with a programmer as there is some
program- ming involved to extract the specific da¢gded using the special wildcard characters (ie-

&) below.
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L&) Update E-Mail Templates E=NES .
File Edit View MNavigation Tools Actions Options Help
OB & ik A BB ME00ED Q0
s B @
ReplyTo Reports: Redpients Cc Redpients  Beoc Redpients
G 90 0 0 &\

Event Code: HOLD_ORDER_ALERT
Description: HOLD ALERT
Active: ¥
Type: EMAIL Priority 1S

Message Subject: ' Order on hold pending approval

1 This arder is temporarily on held because it needs managment approval.
2Tt will be necessary for a manager from your crganization to contact us
3 before zales order # &order_no will be released from hold.

3of7

Event Code — a unique identifier for this emailralélhe event code is then used within the
program code to trigger the email alert.

Description - a freeform description of the emadira
Active - set to Y if this event is Active, set toilNt is not used. Type
- currently EMAIL is the only valid type.

Priority - This is used to set the priority levéltbe email. 1 is the highest and 5 is the lowéti-
ority 1 is used for Urgent emails. In most emgdtems it causes the email to be highlighted in

some way, such as an exclamation ! . Priority 3 is standard email priority. Priorityi& low
priority. In most email systems it causes the étodbe denoted with a low priority ma & =,

Message Subject- this will be inserted into thgeettof the email. Wildcards may be used to place
dynamic values into the subject. These must bedowated with a programmer.

Text - This is the body of the email. Wildcardsyniee used here also, and must be coordinated

with a programmer.

After creating and saving the email alert recofthase “Update” and use these toolbar buttons
to set additional parameters:

. T & EE @

ReplyTo Reports Redpients CcRedpients Boc Redpients
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Reply To - If a default email address is to be uskdn the recipient clicks “Reply”, enter the email
address here. It can be left blank. Conditionglregsion is reserved for future use.

- = Update Reply-To Recipients = -

File Edit Mavigation Help
OB WP ER 23 O00EDE 00O

Reply-To Redpient Conditional Expression

| administrator@mycompany.com

[@ox | [dcancel |

Enter a Reply-To e-mail address

Reports — You can run a system report and attachtlite email as a PDF. Enter the module, program
name, and version. The parameters must be cadedinvith a programmer. These enable you to
retrieve specific records in the report. The PDdyre password protected by checking the PW box
and entering a password. A file name must be asdigmthe report. In this example we are sending an
order acknowledgement when an order is placed tthdral the attachment is password protected.

7= Define Reports = @
File Edit MNavigation Help
OB @ ! BEQA 8T 00EDHE 0O
Sequence Module Program Ver Parameters PW: Password File Mame
1 oel E o_order 4gs -decno Bidocno -reprint &reprint [V] esnanes Acknowledgement
2 L I = — . 3
I@ oK | |!;{ Cancel I
Module Of This Report (oe, ar; ic, etc.) 1k
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Recipients, Cc Recipients, and Bcc Recipients -ehe email address of recipients, Cc RecipiemtsEBcc
Recipients that will receive this email each tirhe alert is triggered. Additional dynamically deténed
recipients outside of your company may be addeHlimihe program code with the help of a programmer.
For example, an order hold alert may be sent togh®il address defined in the customer masterdeco
The conditional expression field is reserved fdufe use and can therefore be left blank.

'_'q Add Recipients = ‘

File Edit MNavigation Help
OB OUWhFPEHRALIOVOEDE OO

Redipient Conditional Expression

[@ oK | |P:1 Cancel ]

Enter and e-mai address
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The Multilevel Tax Menu

File ‘iew Execute Setings Help

demEzm

Dev 5.40
[SEEMEIEE 1 Financial Management
[ERBCUUES RN 7 puiti-Level Tax

£ 3 Sales &5 2 Accour & 3 Update Multilevel Tax Codes |
[ 4 Purchz &= 3 Accour
= 5 Produt & 4 Payroll

b Update Multilevel Tax Periods
¢ Update Multilevel Tax Groups
5 8 Produt & 5 Fixed# [ d Print Multilevel Tax Codes
5 7 Custol & 6 MUl-C [ & Print Hulilevel Tax Groups

5 8 Gener & 7 Multi-L & 1 PrintMultilevel Tax Analysis
L
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Update Multilevel Tax Codes

The tax codes entered here are used with the eudtitaxes feature. The multilevel tax featuresedu
in the Accounts Payable, Accounts Receivable, Purchasind,Order Entry modules.

You should set up tax codes and groafisr you set up your ledger accounts, dredoreyou set up
your default files.

Note:

Update Multilevel Tax Codes has an “intelligent’lete function that does not allow
you to delete multilevel tax codes that have aistiviosted to the Multilevel Tax
activity file. This is similar to the intelligent edete function of Update Ledger
Accounts.

The Multilevel Tax Code screen:

L= Update Multilevel Tax Codes = =

File Edit View Mavigation Tools Actions Help

OB U WhPHABOLEREMN 9O
AR e 00 0 9 &\

Find Prev Mext Add Update Delete Browse

Multilevel Tax Code: ATLTAX
Multilevel Tax Rate: 7.600
Description: CITY OF ATLAMTA TAX
Country : U.SA
Province f State : GA
Department:
Include Tax With Asset/Expense: N
AR Tax Account: 210000000 | =, ACCRLUED SALES TAX
AR Discount Tax Account: 210000000 @, ACCRLUED SALES TAX

AJP Tax Account: 638500000 &, SALES TAX EXPEMNSE
AP Discount Tax Account: 6538500000 = SALES TAX EXPENSE
1of 14

1. Multilevel Tax Code:

This six-character field is required. It stores tloele assigned to a particular tax category ared rat
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. Multilevel Tax Rate:

Enter the tax rate for this multilevel tax codetdfrithe tax rate in whole numbers. Example: 15%%s
(not .15). This field is required.

. Description:

Enter the description for this tax code. This digsion appears when you use the Zoom feature.

. Country:

Enter the Country for this tax code. This fielchit required, nor is it used by any other options.

. Province / State:

Enter the province or state for this tax code. Tiail is not required, nor is it used by any otbptions.

. Department:

This field affects the behavior of the Order Ergnd Purchasing modules. You may leave it blank. Any
entry must be a valid department code. If left klahe system uses the Department Code specified fo
the document.

For example, if you have a department code of Ifihed for an Order Entry invoice and you leave the
Department field blank here, the tax posts to depamt 100. If you always want to use the same depar
ment when posting tax, enter that department m fthid.

. Include Tax with Asset/Expense:

Y/N field-entry optional. This field affects the wé&ransaction amounts from the Purchasing modugt po
to asset or expense accounts in the General Lé&ggr Entering "Y" causes tax to be included in the
amount posted to the expense or asset accourg iBlth

This allows you to post the fully landed cost oféntory or assets, which is useful for US (not eaddld-
ed tax) and Canadian (partial value added taxasitos.

For example, suppose your company purchases amsxjtem and is obligated to pay state sales tax on
it. How do you want your accounting system to harttlis situation? Do you want the full amount & th
purchase (item plus tax) to post to the GL expems®unt, or just the amount of the item (purchase
amount less tax)? Entering "Y" in this field cauties amount (item + tax) to post to the expensewtc

in the GL.

. A/R Tax Account:

Entry Required-Zoom available. This field goverhs posting of tax amounts when you are processing
receivable documents (A/R invoices, credit memus) er cash receipts. Enter the ledger account to
which you want to post tax amounts for these tygfesansactions in A/R.
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9. A/R Discount Tax Account:

Entry Required-Zoom available. This is the ledgaroaint where you want to post any tax amount
in- cluded in discounts allowed on customer invoidést all businesses track tax in this way. The
setting (Y or N) of the "Calculate Tax on Cash Disots" field (A/R Defaults form) governs the
use, during the posting process, of the accounteuryou specify in this field. If set to "N", the
system calculates no tax on cash discounts. Inctige, the account number you enter here doesn't
matter.

However, you must enter an account here even if@ladculate Tax on Cash Discounts" field is set
to N. In this case, you should probably enter #aesledger account you used in #8 above. (Use
Zoom.)

If you set the "Calculate Tax on Cash DiscountsldfiA/R Defaults form) to "Y", then any discount
al- lowed on an A/R invoice contains some tax. Keemind that you are defining the
characteristics of a Multilevel Tax code. Suppde#,twhen you use this code in the future, you
want to calculate tax on A/R cash discounts andwutcfor that tax in a ledger account. In that case
you should have defined an A/R Discount Tax Accomnén you set up your Chart of Accounts,
and you should set up the A/R Default as just diesdr You now enter the ledger account number
for the A/R Discount Tax Account in this field.

10.A/P Tax Account:

Entry Required-Zoom available. This field goverhs posting of tax amounts when you are
processing payable documents (A/P invoices, credinos, etc.) or Non-A/P Checks. Enter the
ledger account where you want to post tax amownmtghese types of transactions in A/P.

11. A/P Discount Tax Account:

Entry Required-Zoom available. This is the ledgeroaint where you want to post any tax amount
in- cluded in discounts taken on vendor invoicest &ll businesses track tax in this way.

The setting (Y or N) of the "Calculate Tax on C&xkcounts" field (A/P Defaults form) governs the
use, during the posting process, of the accountbeurgou specify in this field. If set to "N", the
system calcu- lates no tax on cash discounts.is$ncese, the account number you enter here doesn't
matter.

However, you must enter an account here even if@ladculate Tax on Cash Discounts" field is set
to N. In this case, you should probably enter #maesledger account you used in the A/P Tax
Account field.

If you set the "Calculate Tax on Cash DiscountsldfiA/P Defaults form) to "Y", then any discount
al- lowed on an A/P invoice contains some tax. Kieemind that you are defining the
characteristics of a Multilevel Tax code. Suppdss,twhen you use this code in the future, you
want to calculate tax on A/P cash discounts andwatdor that tax in a ledger account. In that case
you should have defined an A/P discount tax accadr@n you set up your Chart of Accounts, and
you should set up the A/P Default as described @b¥wu now enter the ledger account number for
the A/P discount tax account in this field.
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Update Multilevel Tax Periods

The periods entered with this option are used éoyMultilevel Tax reports. The periods are usedhia se-
lection criteria screen displayed before the reporun. All ring menu commands have been disabbazbpt
the Update command.

Note: If you use monthly and not quarterly periogtsy need to enter only the first period and thet default
correctly. If you use quarterly periods, do notegatchese defaults.

The Multilevel Tax Periods screen

L&) Update Multilevel Tax Periods = =

File Edit View Mavigation Tools Actions Help

OB OWhBERA BB B0QEDRE 90

Find Mext Add Updste Delete Browse

Company Mame: ABC DISTRIBUTION

| Period Period Year Start Date End Date -
X} 2012 01/01L/2012 01/31/2012
02 2012 02/01/2012 02/29/2012
03 2012 03/01/2012 03/31/2012
04 2012 04,/01/2012 04/30/2012
05 2012 05/01/2012 05/31/2012
06 2012 06/01/2012 06/30/2012
a7 2012 07/01/2012 07,/31/202
08 2012 08/01/2012 08/31/2012
03 2012 09/01/2012 09,/30/2012
10 2012 10/01/2012 10/31/2012 :
1of1
@ok | [F4canca |

=1

Enter the two digit period number.

1. Company Name:

This is a system-maintained field. It is the busgheame of the company as entered via Update Cgmpan
Defaults.

2. Period:

This is the period number for this reporting periddis field is required. Once you enter a perioel hext
period is increased to the last period plus one.

3. Period Year:

This is the year of the reporting period. The difesuthe last period year entered.
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4. Start Date:

Enter the start date of this reporting period.effadilts to the day after the last end date entered.

5. End Date:
Enter the end date of this reporting period. ledés to the end of the month entered for the sizte.

Update Multilevel Tax Groups

This menu option is used to enter multilevel tasugps. Tax groups handle the special cases where
there aretwo or more taxes for a single line item. You sahup different tax codes and the rates
associated with them in a tax group.

Multilevel tax groups are only valid when the Useltevel Tax Groups field on the Company
Information screen is setto V.

Note:

If there is a "Y" in the Use Multilevel Tax Groufisld om the Company Information
screen, you must enter a multilevel tax group aadleer than a multilevel tax code for
the following options:

The Multilevel Tax Groups screen:

E Update Multilevel Tax Groups = | = |

File Edit View MNavigation Tools Acticns Help
[CR=RIVER HABLBM E00EDSE Q0
A e 00 0 O &

Find Prev Mext Add Update Delete Browse

Multilevel Tax Group Code: DEKALB
Description: DEKALE COUNTY

|TE..~ Cd Description Rate Cun

|DEt]1 DEKALB COUNTY 4.000 N

|DE02 DEKALB HOMESTEAD 1.000 N

‘DE(B DEKALE MARTA 1.000 N

IDEIZM DEKALB EDUCATIOMNAL 1.000 N
1of5

e

VvienDetal |
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Multilevel Tax Group Code:

This is a six-character field and is required.

Description:

Enter a 20 character description for this tax grooge. This description appears when using the Zoom
feature.

Tax Code:

Enter a six-character multilevel tax code. The iayél tax code must already be set up througHpe
date Multilevel Tax Codes program. The Zoom featsravailable. When you enter the tax code, the de-
scription and rate appear for this multilevel taxie. NOTE: up to four different tax codes and tites
associated with them can be implemented withinvargiax group.

Description:

This display only field contains the descriptiom foe multilevel tax code. The description was edean

the Update Multilevel Tax Codes option.

Rate:

This display only field contains the rate for thaltievel tax code. The rate was entered in the dtigpd
Multilevel Tax Codes option.

Cumulative:

Enter "N" if the tax should be calculated on thé amount (without tax) only. Enter "Y" if the taxauld
be calculated on the total of the goods amount fllesamount of tax on those goods for a tax thpears
on a previous line.

For example, PST, Canada’s Provincial Sales Taxftén calculated on the price of the goods plas th
amount of the federal GST (Goods and Services Tihg.tax groups are used in the following way:

Table 1: Multilevel Tax Group Code: A

Tax Code | Description Rate Cumulative
R GST .07 N
P PST .06 Y

The G and P tax codes must be set up in Updatel&uelt Tax Codes with the appropriate rates and ac-
count numbers. For a net goods amount of $300fotlmving tax is calculated in invoice entry whehret
A tax group is used.
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In this example, GST is 7% and PST is 6%:

300.00 = Net goods amount (without tax)
300.00 X .07 = 21.00 = GST
321.00 X .06 = 19.26 = PST
340.26 = Gross goods amount (with tax)
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Print Multilevel Tax Codes

This program prints the information entered througidate Multilevel Tax Codes.
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Print Multilevel Tax Groups

This program prints the information entered throlgdate Multilevel Tax Groups.
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Print Multilevel Tax Analysis

This menu option allows you to print a summary ategail report.The

following Selection screen appears:

'~ Enter Selection Criteria EI@
File
Period Year From Date To Date Ledger

08fo1/2012 i) 08/31/2012 [ "

[@ oK ] |r;1 Cancel |

(w]
~

Enter 'R’ for receivables, 'F' for payables, nothing for all

Print Analysis Summary

This report prints a summary of the multilevel taformation posted to the Multilevel Tax activitief. It
prints the total debits and credits for each tadecwithin the ledger account, a description oftirecode,
and a total of debits and credits for each account.

Print Analysis Detall

This option prints a detail report of the multilét@x information posted to the Multilevel Tax adty file. It
prints the ledger account number and descriptipmgice number, date, tax code, goods amount, and ta
amount by account number and tax code.

The goods amount is the amount of goods sold atdlxi rate. This does not include the tax. Thefualhg
formula may be helpful for remembering the termagyt

Gross amount = Net amount (goods amount) + Tax amau

Replace Tax Group

Use this program to in the event that a more thrantax group was set up for the same tax jurisgidai
error. The program will transfer all historical anfnation from the Existing Tax code to tiNew tax
code (the real one you want to retain) and deletecbde entered in error.
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ot Niews s Nabigation ook clions=»Help
OB UWREPEQA ALEM 90
' Q

! Add
Existing Tax Group: _ E.]i
New Tax Group: E‘l

PSS

Enter Existing Tax Group, 5
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Batch Control

This chapter shows you how to:

+ Create a Batch ID
« Reassign a batch ID

*  Approve a batch ID
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Batch Control Feature

Batch control is an optional feature which allovifedent users to independently enter separatehbatn the
same application at the same time. For example, bedatering invoices in Accounts Payable, user #1 will
create a batch and a batch ID number will be geaerall data entry, edit lists, and postings feeu#l will
be done within this batch. When user #2 entersig®gin Accounts Payable, all of these transactwitide
entered in a batch created by user #2. These ttimss will post separately from those entered ssrutl.

Batch control is found in the following Fitrix molds:

Module Application Batch Type
Accounts Receivable Update Receivable Documents AR
Update Cash Receipts CR
Accounts Payable Update Payable Documents AP
Update Checks CD
General Ledger Update General Journal GJ
Order Entry Update Invoices OE
Purchasing Update Receipts PR
Update A/P Invoices PU
Inventory Control Inventory Adjustments IC

Activating Batch Control (Initial Set Up)

» Select the set up menu for each module and thentdéle update defaults program.

» Click update on the action toolbar and move cutsdhe batch field.
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Here is the Update Payables Defaults screen program

P Update Payable Defaults
File Edit

OB & udil

Find Prev

Invoicing Terms Code: B

Multilevel Tax
Default Tax Code: MNOTAX

Gross Invoice Entry: N

Account Numbers

Al 200000000 |=, Cash:
Aging Information
AgeOn: D
Desc: Current
Days: 1]

Tax Reporting

Miscellaneous
Is A/P Setup Complete?: ¥

Require Approval to post?: I

1of1

View MNavigation

A e 009 0 9 &\

Mext Add Update Delete Browse

Federal Tax ID Number; 91-1303556

Tools  Actions  Help

QABLEMOe

2% 10 NET PAYMENT 30 DAYS

Taw Entry on Detail Line; v

Calculate Tax on Cash Discounts: M

102000000 | %, | Discount: 503000000 |9

(D - Due Date, I - Invoice Date)
1o 30 Days 31 to S0 Days

30 60

Cryer 60 Days

Vendor Default for 1099 Reporting? M

Batch - Invoices?: Y Payments?: N

Approval Code:

Batch - set to "Y" to activate batch control.

Require Approval To Post- If this is set to "Y", you will be allowed to eatdocuments and perform any
other procedures but you will not be allowed to postluthe batch has been approved for posting. Once a
batch has been approved for posting, you can maKarther changes to the batch. If approval is not
necessary, this should be set to "N".

Approval Code - Enter the approval code needed to approve bafohgmsting. The code entered will not be
visible on the screen. This code can be differenefich application. If at a later date this codeds to be
changed, the original code will be needed to acttesdield. This same code is used in other bafpbrations
within the module such as accessing someone élatek or selecting all batches.
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Transaction Processing (using batches)
&

Batch Optionz

From a data entry screen that supports batch dpséiect . from the toolbar and then select

batch. The following picker window will display:

P~ Cheose an Item EI@

File Edit Help

OBRGH @

Select an Existing Batch
Cancel a Batch
Select All Batches

@ok | [qcance |

Create Batch- This option will create a new batch. A batch mostcreated prior to entry of transactions. All
transactions you enter will go into this batch Lttt batch is posted or you create another neehbat

Select An Existing Batch- This is a zoom window that will display all adibatches for the current batch
type (batch type="AR" for AR invoices, "CD" for ABash disbursements, "GJ" for GL journal entri¢s.,)e

First a prompt displays, "Select From Your BatcBedy Y/N?". If "Y" is entered, only batches owney you
will display and you can select any batch fromlike If "N" is entered, you will be asked for tapproval
code. All batches will be displayed regardlesthefowner and you can select any batch from the lis

= prompt =

Select from your Batches only?{Y,M) |

LG OK ] IQ:* Cancel |

110 Batch Control



Getting Started with Fitrix

nNext a list of batches will display.

"5 Look Up Batches =R

File Edit Help

OB} 0190

Batch ID Owner Created By Create Date Stat

Ia Gt | |’:d Cancel ‘ {M Mew Search

The various batch stages are:
ACT - Active batch
APR - Approved
CAN - Cancelled batch
PST- Posted batch

Cancel A Batch- This option will cancel the current batch thatiyare working in. Only batches that don't
contain transactions can be canceled (the batch meusmpty).

Select All Batches This option is a manager level function and thpraval code is required to access this
option. This option allows the manager to view adit all transactions in all active batches simétzusly.
Batches can also be posted simultaneously withoot imdividual batch approval. Selecting a batetotigh
Select An Existing Batch option will remove manaffem All Batches mode.

Batch Approval

Batch approval by management can be done from éparate menus and all maintenance functions require
the approval code.
1. Approval within Application:

There is a menu option at the bottom of each agjidic menu where batching is used labeled Update
Batch Maintenance. User can only access those dmtbhat have the batch type of the module theynare
(i.e.- AR,CD,GJ,etc.).

When Update Batch Maintenance is selected, theviiiig screen will display.
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E Update Batch for Invoicing = \

File Edit WView MNavigation Tools Actions Options Help

QB P EQA ALRBH @O

Batch Options

A0 909 O 9 =

Find Prev Mext Add Update Delete Browse

Batch ID: 121  Batch Type: AP AP INVOICE ENTRY
Owner; bettyb Status: ACT Active
Create Date: 08/22/2012 i3 Time: 11;55:28
By: bettyb
Approve Date: : i Time:
By:
Post Date: .IEE'A Time:
By:
Post Sequence Number: a
Total Transactions Posted: o
3of3

The Add, Update, and Delete options on the actiotbar are disabled. Use the Find command on ttienac
toolbar to locate a batch.

e

Once found, select ti,ff, i W

picker window will display:

.icon from the action toolbar and then select haitte following

I~ Choose anItem EI@

File Edit Help

OB @

Cancel a Batch
Select All Batches
Re-Assign Owner of Batch

@ox | [idcancel |
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If the batch displayed on the screen is approviedus = APR), the picker window will not have anpipve
option on it. It will have a Un-approve option instead.

Note

The first three options on this window have beesvimusly discussed in the Transaction Pro-
cessing section.

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

Un-approve Current Batch - this option is used to "un-approve" a batch pyasly approved in error.
When a batch is unapproved, it can once again tesaed.

Re- Assign Owner Of Current Batch this function is used to re-assign an active b&tca different user.

2. Approval from Administration Menu:
There is also menu option on the System Administatenu. The only difference between approving a

batch here versus within the module where batclrabis active is that the manager can access all
batches regardless of batch type.
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Chapter 12

Security

This chapter shows you how to:
+  How to set up individual users
« How to set up a group of users that should havednge security privileges.
+  How to set up security at the module level, progtewel, and event level

» How to set up security at the menu level
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Overview of Security at the Program Level

You can think of security in terms of levels. BitGecurity defines three levels for both systenrsused our
appli- cations. By using a hierarchical structure, FiBigcurity establishes a permission precedence. gmce
understand the hierarchy and the logic behindx~Becurity, you can design a security plan appavgrfor
your business.
This chapter covers the following topics:

e How Security Works

e The Security Programs

How Security Works

As mentioned before, Security is based on a hieyar€ou design your security system around threel& of
users. The key to setting up a quality securityesysdepends on your understanding of these levelshaw
they relate to each other.

User Level Description

Individual User - this level defines system users on a unique dividual basis. All system users, in other
words anyone able to log in to the system, areidered individual users. You can grant individusérs
explicit allow or deny permission settings.

User Group - this level is made up of a subset of system usta define and determine the types of
groups and the members of each group on your syséran you set permissions for a group, all members
of the group are given that permission.

Defaults - this level is made up of all system users. Isudefaults as a keyword that signifies a user group

contain- ing every individual user. When you satpissions for defaults, you are setting permissionsall
users who do not receive more specific group dividual permissions.

Application Level Description

Module - a collection of input and output programs thahpose an application product, such as General lredge

Program - a single program within a module. For instancen&al Ledger Setup is an input program within
the General Ledger module.

Event - an activity or command within a program. For epgnmany input programs let you update current
infor- mation. The update command is consideree\amnt.
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Determining Precedence

Security determines precedence in an inverted attém up” manner. In other words, the most specific
settings (theindividual user settings and the event settingkg forecedence over the more general settings. In
terms of user levels, Fitrix Security searchesafoallow or deny permission first on the individiglel, then

on the group level, and finally on the global ofaidts group level. In terms of application levedscurity

looks first at the event level, then the programeleand finally the module level.

User Level Search Order
Individual >> Group >> Defaults
Application Level Search Order

Event >> Program >> Module

Overlapping Group Permissions

Security is designed to meet as many custom sgagitips as possible. For this reason, you cam plac
individual users into more than one user group. &ones, however, users belong to groups that aontai
conflicting permis- sion settings otherwise knovencaerlapping user groups. Users that belong to
overlapping groups are given allow permission. iRstance a customer service representative migohge
to a group named Customer Service and a group n&aled. At times, customer service reps and sejf&s r
might have conflicting permission settings. For tamge, customer Service might allow the Update eaad
Sales might deny it. In this situation, the custonservice rep that belongs to both groups is ablese the
Update event.

Security Programs

Note

You must have root permission to run these progr&nsatact your system administrator, or your
authorized Fitrix reseller for more information.

Fitrix Security is a collection of programs thatt y®u define security permissions for each levelisér and
applica- tion. Security consists of five input pragns. These programs work interactively. In otherds,
information de- fined in one program is used tovide information for another program. Even an atier
command within a program. For example, many inpagmms let you Update current information. The
Update command, then, is considered an event.
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To access these programs from the main menu togtharlogin ID must be included in group root. lic
on execute and then click on security. This drop ddéisindisplays:

T~ Dev 5.40 Database: sample Printers: Lexmark2/NPIZCCTD1 (HP Laserlet P2035n) =
File ‘iew Ewecute Seftihgs Help

o] ¢ [ Configuration
Shell !
Security » | Security Groups

Dev 5.40 User and Group Perrnissions
Security Events

&1 Finaﬂcm Module and Program Information
3 2 temM g 1 Generf  GroupSecurityContiol
B 3 sales & 2 Accout &5 1 Py ETEETEIE T

4 Purch:
& 4 Purch: &5 3 Accour & 2 check [ERWLET 7 Batch Maintenance

5 Produt G B
I & 4 Payroll & 3 Vendo b Print P a Update Batch for Invaicing | |

§ Prod Sed e
. O a5 Fued/ gy 4 S_etu_p_ =] c PostP [El o Update Batch for Payments

& 7 Custor &5 6 Mulu-Cﬂ Exit = a F'TiﬂtF'ﬂ Exit

] IS
=3 8 Gener &= 7 Multi-Level Tax B

et e Print GIL Activity

lﬁ!’ B él Exit & f Update Ledger Accounts
@ a Update Account Groups
=l h Create Recurring Documents
B i Credit Card Import

=3 z Batch Maintenance

den

[ status ide |

Security Groups - this program lets you define which individual tssbelong to which user group. By
creating groups of users that require similar syséecess, you can simplify your security configiarat For
example, you might want to assign sales departtoeaitgroup named sales.
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¥ Main Screen | (=]
File Edit View Mavigation Tools Actions Help
QB O UhPEQA LR E0Q0EDIE Q0O
A e Q09 0 9O =
Find Prev Mext Add Update Delete Browse
Security Groups
Group Code:  acct
Description: ACCOUNTIMG DERT
bettyb
billj
jackhb
maryj
1of3
OVR

Once you define a security group, you can set pssions for that group in the User and Group Peratiss
pro- gram or the Group Security Control program.

User & Group Permissions- this program provides a complete method for ifigng the users and groups
on your system. In addition, it links informatiamthe Module, and Event programs with user and grou
definitions, and it allows you to set explicit ugerd group permissions. Most of the work you ddwit
Security is done in this program. In the examplieweall users that belong to group “sales” are altdwed
access to the General Ledger module.
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r security.i_usrid. usrid ==
File Edit View Mavigation Tools Actions Help
OB VU RhBPEQRABIBR BE00EDE 00
A e 0909 0 O &
Find Prev MNext Add Update Delete Browse
User and Group Permissions
User Login Last Mame First Mame M1
sales SALES DEPT
Email:
Company: Department:
Manager: Phone:
lic Linvtr sdd Add a Record N
: ic i_inwvtr delete Delete a Record M
lic i_invtr update Update a Record N
iic i_price add Add a Record M
i ic i_price delete Delete a Record N
|ic i_price update Update a Record M
‘ N
|

Setting Individual User Permissions

The most basic task of the User and Group Permisgicogram is setting permissions for an individussdr.
To set permission for an individual user:

Step Action
1 Select Add from the action toolbar.
2 Enter values for the User Login and Name fields.

For example, if you are setting permissions foryjanter maryj in the User Login field

and Mary Johnson in the name fields. The User Laguh Last Name fields are the only re-
quired fields. The other fields in the header sectire optional, such as the Department and
Phone fields.
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3 Click detail or press Ctrl- [TAB] to move to the diétsection of the program. In the detail sec-
tion you can enter the module, program, and eveatwant to set permissions on. You can
also click on the magnifying glass in each fielcdpogss Ctrl-[z] to pick from a list of defined
modules, programs, and events.

For example, suppose you want to deny maryj thétyatol post journal entries since they
need to reviewed by her manager first. Below isatiey that would be made:
£ security.i_usrid.usrid = |
File Edit View MNavigation Tools Actions Help
OB i P BB B00ERE 00
A e 009 O © =
Find Prev Next Add Update Delete Browse
User and Group Permissions
User Login Last Mame First Name M/T
maryj JOHNSOM MARY A
Email: MARYJ@IOHNSOM.NET
Company: PARTSPLUS Department: ACCOUNTIMNG
Manager: BILL JOHMSOMN Phone:  770-433-8000
| Module Program Ewvent Descripbon Al
!gl pogenjrn N =
4of7
4 Once you finish entering permission data, press [ER|Td# click OK to store your entry.

Setting Permission for an Entire Module

To set permissions for an entire module, only §pebe module name in the detail portion of Used &roup
Per- missions. For example, to deny lizb access tpraljrams in the General Ledger module, make the

following entry:
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- security.i_usrid.usrid |i|IE| .

File Edit View MNavigation Tools Actions Help

3 o i - &7 P FE |
QR G URPERABLILRE G00ED 90O
Qa0 09 O® 9@ &’|
Find Prev MNext Add Update Delete Browse
User and Group Permissions

User Login Last Mame First Mame M1

lizks BLACK LIZ A
Email:

Company: PARTSPLUS Department: SALES

Manager: LIZ BLACK Phaone:
| adule Program Event -EZ--?e:'-:-:-:-!' Alio |7 [
gl N
| =

Jof7

In a similar sense, you can set permissions fagwadhts in a program: specify both the module andnam
and fill in the Event field.

Setting Group Permissions

You can also set permissions for groups that yae liefined in the Security Group program. In thesavay
you set permissions for individual users, you @sbpermissions for groups.

To set permissions for a group:

Step Action

1 Select Add from the action toolbar..

2 Enter the group code (i.e., group name) in the Usgin field and enter a description of the
group in the Last Name field.
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Click Details, or press Ctrl [TAB] to move to thetdi section of the program. In the detail
section, enter the module, program, and event you t@aset permissions on. You can also
click the magnifying glass in each field or presd-{z] to pick from a list of defined modules,
programs, and events.

For example, to deny access to the Payroll moduted sales department you would have
this entry:

- security.l_usrid.usrid |i|IE|

File Edit View MNavigation Tools Actions Help
OR VWP EA BB S00ED & 00
A6 909 0 © =

Find Prev Next Add Update Delete Browse

User and Group Permissions
User Login Last Mame First Name M/T

sales SALES DEPT
Email;
Company; Department:

Manager: Phane:

{New Document)

Once you finish entering permission data, click on @kress [ENTER] to store your entry.

Setting Defaults Permission

The Defaults permission is a reserved permissitimgeThe values set for Defaults are passedItosars and

groups not otherwise defined. For instance, ifuker bettyb does not belong to any groups and nlotelsave

an individual user entry, she receives the permissset in defaults.

To set Defaults permission:

Step Action
1 Select Add from the action toolbar..
2 Enter defaults in the User Login field and DEFAULTShe Last Name field.

Security
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3 Click Detalils, or press Ctrl [TAB] to move to thetaié section of the screen. In the detail sec-
tion, enter the module, program, and event you waset permissions on. You can also click

on the magnifying glass in each field or press-2irto pick from a list of defined modules,
programs, and events.

4 Once you complete setting defaults permissionsg dit OK or press [ENTER] to store your
settings.
Warning!

The Defaults permission affects all users on tletesy. You should set Defaults permissions
during a period of light system use.

Module and Program Information - this program lets you enter the modules and progreligible to secure.
All' Fitrix modules and programs come pre-loadedumly need to use Module and Program Information
when you create custom programs or modules.

!‘ Main Screen |3|@

File Edit VWiew Mavigation Tools Actions Help
OB O WihPEEQRA ALEBRME @O
A6 O 9 0 © =

Find Prev Mext Add Update Delete Browse

Module and Program Information
Module Mame: all

Program Mame: Description:  Base Files

User Definable: N

1 of 582

124 Security



Getting Started with Fitrix

Adding Custom Programs to Module and Program Informaion

When you create a custom application, the RepodieGaenerator automatically builds logic that Seaguri

recognizes.

To add a custom report to Module and Program Inftion:

Step Action
1 Select Add from the action toolbar.
2 In the Module Name field, enter the module directiryhe custom program. For example, if

your custom report is in sales.4gm, enter salésdérModule Name field.

3 In the Program Name field, enter the program dimydioat contains your custom report. For
example, if your custom report is in q1_sales.4gser g1_sales in the Program Name field.

4 Enter a description for your custom report in thes®iption field. The User Definable field is
a non-entry field. At this time, you can leave tfigdd blank.

5 Click on OK or press [ENTER] to store your entry.

Security Events- This input program is similar to Module and PiagrInformation. It too comes pre-loaded
with events used in our programs, such as add, dedeig, update. Similar to Module and Program

Information, Security Events just lets you defimemts that are eligible to secure.

¥ Main Screen
File Edit View

Q@ G @

Find Prev MNext

Module Name

Default Setting:

O® & Wike

Mavigation Tools  Actions  Help

@ © 9 &\

Add Update Delete Browse

Security Events
Program Mame Event Name

add

Description:  Add & Record

User Definable: N
Tof12

HA RA0RM 0

=
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Adding Custom Events to Security Events

If your application contains custom events, you add these events to the Security Events prograrce O
added, you can use the User and Group Permissions protralace individual and group permissions on
your custom event. Unlike custom programs, wherB&y logic gets generated automatically, you nadd
a few lines of code at the start of your custormévéor Security to be able to recognize it. Faaraple,
suppose you create a q1_sales program. In ql_galesreate a custom event that allows users toefpart
output to company headquarters. At the start of yoistom fax event, add the following lines of code

# Inserted for program level security.
# Check for permission
if not security_chk("fax")

security_msg(“fax")
exit program(100)

After you add this code to your custom event, mgkhat event eligible to secure requires the follmasteps:

126

Action

Select Add from the action toolbar.

In the Module Name field, enter the module direcifryour custom program. For example, if
the module directory is sales.4gm, enter sales.

In the Program Name field, enter the program dimyodd your custom program. For example,
if the program directory is q1_sales.4gs, entesgles.

Note: If you want to set permissions for your event intladl programs in a module, leave the
Program Name field blank.

In the Event Name field, enter the name of youramus¢vent. For example, if the event name
is fax, enter fax.

In the Description field, enter a description of yewent.

In the Default Setting field, enter the default pission for the event. The User Definable field
is a non-entry field.

Click on OK or press [ENTER] to store your entry.
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Group Security Control - Group Security Control is a simplified versiontb& User and Group
Permissions pro-gram. With Group Security Control, the most commpoogram events are already listed.
Group Security Control gives you a graphical mavith which to assign permission settings for arosf
group on a defined module. In the example belowsties group can view inventory items and priciog b
cannot add, update, or delete.

r' Main Screen E‘

File Edit View Mavigation Tools Actions Help

-, ) pHy | = = 5 L

OB @i A BB B00EDE 9O

A9 99 0 @ =

Find Prev MNext Add Update Delete Browse

Group Security Control

Group : cales .| SALES DEPARTMENT
Module & ic .| Inventory Control

Program Run Add Upd Del Fnd Brw Tab Opt Bng Hot Nav o

Item Adjustment Entry |
I/C Contral File Update

Item Purchase Cost Entry |
Item Count Adjustment Entry =
View/Delete Inventory kems

View/Delete Item Warehouses

Inventory ftem Entry

Alternate rerms

Item Selling Price Entry : M M N ¥ ¥ Y Y Y ¥ X
Sales Projections Analysis |

Update Sales Projections

Item Purchase Entry

Item Shipped Entry

Transfer Item Entry

70f12

OK. 4 Cancel fE‘ Header
< X i

o
B

Enter permission for running the program.
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Overview of Security at the Menu Level

Another way to secure the system is at the merel.I®ather than using the security tables previodisicussed
you can edit the menu option permissions. Againryeed to be part of group root (a super user) takive to
access the menu security programs.

Setting Up Menu Level Security

Set up users and groups using the standard sepuoijyams previously discussed. Once these angpset
follow the instructions below to set up your mergiyity.

On main menu, select View from the toolbar.

Select edit.

Select default radio button and then click on OK.

To set security for an entire module such as Ghtrajck on the words “GENERAL LEDGER”
next to this modules menu option and then selextrtg from this drop down box.

PonNE

e Folder
MNew Pragram
Edit

Delete
Security

5. When the screen below displays set who shouldlbe/edl access. For example the Allow column
below has group “acct”, Only users in group acctidde allowed access to GL. When users outside
of group *“acct” launch the Financial management uribye GL option will be grayed out
(inaccessible to them). The
* next to acct designates that this is a group,amindividual user.

F Maintain Security for: 1.w530_fmmenu.main EI =1 @

Groups

Allow Disallow

sales 9
[FETE = 1 sk field il

Q) -

s Users
billj -~
jackb
lizh

maryj
sales
sk field -

(7] 0K|Q:1-:}ui1|

1018

m

6. You can also set this for individual programs witlai module following the same steps.
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Document Attachments

This chapter shows you how to attach various tyfdses to records in the Fitrix database
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With the attachment functionality you can attack gype of file to any record in the database. Exespre
pictures or schematics of your inventory itemsrest PDF of the customer PO with the sales ordegrded
phone conversations or emails sent to your customerswdealing with collection issues, attach perfornganc
reviews and resumes to your employee records.

Adding a Document Attachment

In this example we will attach a picture of an int@y item to the item master

record. Find the inventory item you wish to worktwi

o = |
i& Update Inventory Information E EI”Y
File Edit Yiew Mavigation Tools Actions Options Help
- ge e fremn o4 2 = = =
OB QO @ bh®E B Q| A G B M @B ) o & = & -
oquit Print | OK© Cancel Cut Copy  Paste: Foom | Motes Attachments UFields ‘ToDo | View Detal MextPage Previous Page  Insett Row  Delete Row  Append Row
) r : " i« N C : r T " ™ L
LT vc; ec} J ’%A? 7 ’au? er.; vc; o @ ® @ t} o & 3
WheeDH  Reorder Detall  Loc/Lob/Serial  Cost Stack  Copy Whse  Usage History  Status  Catalog  History  Turns  Cross Sells  MPg-Base  Mfg-Plan  Mig/Wwh-Base  MigfWwh-Plan - Sourcing
A0 0@ O O Ik
© Find Prew Mext Add Update Delste Erowse
General Image -
Ttem Code: | C-DISK ‘ Commadity Cade: || |
Description: EHARD DISK ‘ | |
Ttem Class; !COMP @| ECOMPUTER EQUIFMENT | [] check IF This Is & Special Order Ttem
SerialfLot: | V_J Price Group: | |
Market Price: :N | UPC Code: | |
Special Handling Charge: | |
Uniks of Measure Accounting Price Levels
LM List: | & Inventary: | 120000000 [&]|| INVENTORY | Discount Level 1: |
Stocking Unit: Cost of Goods; ‘ 500000000 7|iPARTS COGS | Discount Level 2 |
Seling Uinit: Sales:| 400000000 [ |PARTS SALES 1l Discourt Level 3: |
Factor |_ Discount Level 4. |
Increment: | Discount Level 5 i-
: =1 ) Dirmensions
Purchasing Linit; |EA @; e
— Weight: | |! |
Factor! | 1,000000 | —
—_ yiolume: | |
Increrment: 1.00 —_—
Warehouses =
Warehouse Location O Hand e alable Cost Price: erdor
AR D1 0,000 0,000 0,0000 200,000 ]
< i | B
[a oK } [[:! Caneel ] @ Dietail ]
0 fE 7 YR,
Enter the commodity code For this inventory item.

Gy

In update mode click on tt Attachments jcon on the toolbar. This screen displays:
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& Attachments X

File He\p.
OADeGEC

Attachments

Filzname Deescription Key code Search keywords

praduct specs,doc | product specifications SPEC

Eclick the button> .

£

GYR)

Click on the and find your file.

X

& Attachments
Fle Help
oadesnc
Attachments
Filzname Deescription Key code Search keywords
praduct specs,doc | praduct specifications SPEC
phaota_19515_20100807.1PG . | Mace .phntn

£

GYR)

Description-optional.

Key code — optional unless it is an image you wardisplay on a screen. If it is you must enter the
word IMAGE (case sensitive).

Search keywords — optional.

Click OK and save the change and the image wipldis
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#& Update Inventory Information |ZE]®
File Edit ¥iew MNavigation Tools Actions  Options  Help
om0 W h®HA M B & : ]
oQuk Prink | OFK  Cancel Cut Copy Paste Zoom | Motes  Attachments. UFields ToDo | ViewDetal MNextPage  Previous Page  Insert Row  Delete Row  Append Row
8 @ © © 6 © ©o 6 & e e = © o
© Mihse D Reorder Detall LocjlotfSerial CostStack Copy Whse Usage History  Status  Catalog History Turns Cross Sells MPg-Base Mfg-Plan  Migitwh-Base  MPgfWh-Plan  Sourcing
F?d Fgﬂ Ngt ﬁg Upj.ate Del?te Erlojise
General Image -~
Ttem Code: | C-DISK ‘ Commodity Code: |
Descriptian: |HARD DISK | | |
Item Class: !COMP '.| EC.OMPUTER EQUIPMENT | Check If This Is A Spedial Order [tem
Serial/Lot; |:| Price Group: | |
Market Price: I:I UPC Code: | |
Special Handling Charge: | |
Units of Measure Accounting Price Levels
womust[ ]| Inventory: | 120000000 = |[IvenTORY | Discount Level 1 |
[ea @ Cost of Goods: | 500000000 | &, [PARTS €OG3 | Discount Leve 2 |
Seling Uinit: [E& @ Sales:| 400000000 < ||PARTS SALES | Discourt Level 3: |
Factor; |71-D-D_DD-D-D_| Discount Level 4; i—_
Discount Level 5t |
Dimensions
Fackor | Heiot ’7‘—! l:l
Increment .:LDD: BRI l:l
Warehouses =
‘Warehouse Location 0 Hand Aviailable Cost Price “endar
MACTN D1 0.000 0,000 | 0.0000 200,000 o
| &
YR,

Viewing a Document Attachment

To view attachments that are not images:

Gy

1. Go into update mode, click on t Attachments jcon on the toolbar.
2. Place cursor on the row that contains the filehefattachment you want to view and click in thewie
button on the bottom of the screen shown here.
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]

il Attachments
File  Help

OMADOIHC
Atkachments
‘ Filename: Description Key code Search keywords
‘Phone message.mpd ‘message on placing order phone
i Del_Order_Has_Been_Confirmed.msg Order confirmation arder

guoke

‘ quate 583.pdf

2

R

Deleting a Document Attachment

To delete attachments:
[y

1. Go into update mode, click on t Attachments jcon on the toolbar.

2. Place cursor on the row that contains the filehefattachment you want to delete and click on

5

the DElste Row  icon on the toolbar.
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Quick Reference: Editing
and Movement Commands

The table on the following pages shows the standatd-entry, editing, and movement keystrokes used
throughout Fitrix screens:

Key or
Key Combination

Effect

Data-Entry Commands

TAB Moves to next field on the screen
SHIFT TAB Moves back one field on the screen
[Enter] Store

Exit and save the information on the screen tadtitabase. Same as clicking on OK
[ESC] Cancel

Exit and do not save the information on the scr&me as clicking on cancel.
[BACKSPACE] Backspace

Delete one character to the left of the cursor.
[CTRL]-[2] Picker Window

Bring up the picker window so you can move to aedéht window within the program.

OR
Zoom
Use the Zoom function to find the appropriate vdhrea field.

Editing Commands

[F1]

Insert Row
Insert a row (in the detail portion of a screen).
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X

[F2] Delete Row

Delete a row (in the detail portion of the screen).
Insert Key Activates overtype mode.
Delete Key Deletes one character to the left of the cursor.
Home Key Moves cursor to beginning of the data field.
[CTRL-[c] Copies highlighted text.
[CTRL-[X] Cuts highlighted text.
[CTRL-[V] Pastes text.
[CTRL-[a] Highlights all text in the data field.
[CTRL-[d] Deletes one character to the right of the cursor.
[CTRL-[h] Deletes one character to the left of the cursor.
[CTRL-[K] Deletes all text to the right of the cursor.

Movement Commands

[F3] Page Down
Move down one page (window-full) in the detail pontiof the screen.
[F4] Page Up

Move up one page (window-full) in the detail portiointhe screen.

[CTRL]-[TAB]

Next Window
Move to the next window or section of the screen.dlguioggles between header and
detail section.

[CTRL]-[1] Move Right

Substitute for right arrow if there is no right@ar on your keyboard
[CTRL]-[h] Move Left

Substitute for left arrow if there is no left arrmm your keyboard
[CTRL]-[] Move Down

Substitute for down arrow if there is no down arranvyour keyboard
[CTRL]-[K] Move Up

Substitute for up arrow if there is no up arrowyor keyboard.
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Quick Reference:
Implementation Guide

The following pages describe the steps neededttgagye system up and running. For a more detailed
explanation of each step, refer to the User Guide for that uhed
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Fitrix Implementation Checklist

COMPANY SET UP AND MULTILEVEL TAX

1. Update Company Information (GL-9-a):
« Enter Company Name and Address and remittance saldrdifferent than your Company Address.
« Set multilevel tax flags to applicable setting
» Enter department codes

e Enter credit card interface information if you aisng credit card processing in order entry

2. Update Account Number Ranges (GL-9-c)
These ranges identify the type of account (assdi)ity, income, expense, etc.)
These ranges group the totals on the financiadstants. Account numbers can also be subtotaledhwith

these groups when the account numbers are set up. $8ersélUpdate Beginning Balances" under General
Ledger Implementation.

3. Update Ledger Accounts (GL-9-e)

This is where you set up the chart of accounts. admunts can be set up how or set up concurresitiythe
be- ginning balances. See section "Updating BegmBialances" under the General Ledger Implememtatio

4. Update Checking Accounts (GL-9-q)

Set up all checking accounts General Ledger acaoumbers that must interface with the Accounts Bleya
Check- ing Account Reconciliation program. The kedgumbers must be set up prior to doing this.

5. Enter Document Messages.
6. Enter Email Templates.

7. Multilevel Tax (skip if sales tax does not applyd your organization)

e "Update Tax Codes (GL7-a)
e "Update Tax Periods (GL-7-b)

e "Update Tax Groups (GL-7-c) This is where you defgroups of one or more tax codes.
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GNERAL LEDGER

1. Update Defaults (GL-4-a)

Define current period and year. This is the ustgag date. Transactions dated prior to this détenot
post to the general ledger.

Define retained earnings account numbers that st already been setup.

Direct DB/CR entry - if this value is set to N, udll have to enter a (-) sign in front of dollar
amounts when entering journal entries in orderéalit account numbers that are normally debited
and vice-versa.

Ledger Complete Set Up Date - This should be dafyderiod defined in (a) above. All transactions
with a date equal to or greater than this date pafit to the general ledger.

Ledger Setup Complete - Do not change this flatytountil you have entered beginning balances
(see #2 below). Once this flag is set to "Y", bakmcannot be changed except through transaction
processing.

Set the number of periods back and periods forwaest should be allowed to post to.

Period Maintenance (Ctrl TAB to get to this sectafrscreen) - Enter the date range for your
beginning pe- riod. For example, if current peréotl year set up in Defaults is 01 2012, user will
enter the following:

Period Start Date End Date GL Controlled

01 2012 01/01/2012 01/31/2012 (system maintained)

You can define future periods at this time or yan be prompted each time you use the "Begin a New
Period" function.

Update Beginning Balances (GL-4-c)

Enter account number. Field "Type" will automatigdle display based on account number in ranges
previous setup.

Enter account description.

Enter "Subtotal Group" (optional) - This code vghoup like accounts together and subtotal them on
financial statements (ie, a subtotal code forrall¢l and entertainment accounts could be T & E
Expenses).

Increase with Credit? This will default to "Y" oN" based on account number ranges previous set
up. For example, if this account number falls witthe range of current assets, this value will
default to "N". User must change this field for ttanaccounts (ie, accumulated depreciation will
default to "N", so user must change to "Y").

Detail section (Ctrl TAB to get to this sectiontbé screen)
1. Enter department code if applicable, System wifadk to 000.

2. Enter beginning period and year (ie, if currentigebiand year set up in general ledger defaults
(GL-4-a) is 01 2012, you would enter the followiog this screen:
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Dept Period Activity Balance This Period Postings Budgeted

000 01 2012 skip this 500.00 (system maintained) 200.00

Enter the beginning balance for the current pefotich is equal to the ending balance of the
period immediately preceding your current period) in tf®ance column. Do not enter anything
in the activity column for the current period.

Balances for periods prior to the GL Setup Complese can also be entered here but they
will be strictly for historical/comparative repary. You cannot post transactions to periods
prior to the GL Setup Complete Date. If enterindpifior prior periods, enter values in both

activity and balance columns.

For accounts with no initial balance you must emtdralance of zero in the balance column if you
wish to see these accounts listed on financialrtefmefore any activity is posted to them.

* Run Trial Balance-Verify that balances are coreed in balance (GL-3-d).

e Go to Update General Ledger Defaults (GL-4-a) amhge ledger setup flag to "Y". Once set to
"Y", ac- count balances can only be changed thrdraytsaction processing.

« Optional Features The following features areal :
1. Source Document Type (GL-4-e) See General Ledger &fsGuide.

2. Account Groups (GL-4-g) See General Ledger User Gdeé.

The Account Groups can assist you in entering reguitransactions that involve the same set of
general ledger account numbers each time. The AtoBuoups can be used in GL, AP and AR.
Each time you use an Account Group in a transactlmn general ledger account numbers in that
group will automatically populate the fields ancduyenter the amounts.

Recurring Documents (GL-2-a) Recurring documents @redefined documents stored in a file
for oc- casional or periodic use in transactioncpesing.

ACCOUNTS PAYABLE

140

Update Vendor Payment Terms (AP-3-d)

Update Accounts Payable Defaults (AP-4-1) Leave ddets Payable Complete flag set to N until you
have entered all open items and verified totaterhs is correct.

. Add Vendors (AP-3-a) Enter the vendor address atdildnformation.

Update Account Groups (AP-4-c) The account grouthera a set of pre-determined general ledger
account numbers. A useful way to use this functipAP is to attach an account group to the Vendd€s

so that when you enter an invoice for that venttog, general ledger account numbers normally used fo
this vendor are automatically entered into the io@aletail area. Then you only have to fill in thellar
amounts.

Add Vendor Pay-To's (AP-4-f) If a vendor has mdrart one remittance address, use will enter a p&yrto
each address. Documents will be entered in accqaytable using the pay-to code so that the rencittan
address on
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the check will be correct. If no pay-to addressdged, the address on the check will be the addetssp
in Up- date Vendor Information.

6. Enter Vendor Open Items (AP-4-h)
7. Print Vendor Open Items (AP-4-j) Print this reptartverify open items and total of items are correct

8. Update 1099 Accounts (AP-4-j) Enter cash accoumhbers through which disbursements will be
tracked or those vendors that have the 1099 redjfiekel in vendor master set to "Y".

9. Change set up complete flag in Accounts Payableusf (AP-4-a) to "Y".

ACCOUNTS RECEIVABLE

1. Update Customer Payment Terms (AR-2-d)

2. Update AR Defaults (AR-3-a) Leave AR Setup Compfieteset to N until you have entered all open
items and verified total of items is correct.

3. Add Customers (AR-2-a)

4. Add Customer Ship-to's if customer has more thansiipping location (AR-2-f).
5. Enter Customer Open Items (AR-3-h)

6. Print Customer Open Items (AR-3-i) Verify total this report is correct.

7. Enter Customer Credit Card information if applicaphAR-2-m).

7. Change Set Up Complete Flag in Accounts RabévDefaults to "Y" (AR-3-a)

INVENTORY CONTROL

1. Enter Warehouse Definitions (IC-4-b) Set up a Wausie record for each warehouse.

2. Enter Commission Definitions (IC-4-c) This allowswto associate a commission code with specific
inventory items.

3. Enter Item Classifications (IC-4-d) This optionahfure allows you to group inventory items for was
functions and reports.

4. Enter Inventory Defaults (IC-4-a) Leave Inventomst® Complete to N until the inventory items,
guantities on hand and average costs are enteheth. dJome back and change Setup Complete to "Y".

If set to "N", you can enter the quantity on haaderage costs, history and cost stack informatimmdg
individual inventory item setup.
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If set to "Y" before items, quantity and averagestsoare entered, you will have to enter all exgstin
inventory quantities by receiving, shipping or transferringentory items to affect the inventory, and the
system automatically calculates average costs.

The Usage History screen and the LIFO/FIFO costests become "view only".
5. Enter Inventory Items (IC-1-a)
a. Enter Inventory Item Header Information

b. Enter Inventory Item Warehouse Detail. Press C&BTto access this area. Zoom to display picker
window and select "Modify Warehouse Detail".

"When you record the quantity on hand for itemshvetcosting type of LIFO/FIFO, a screen will
appear so that you can enter the LIFO/FIFO cosksta

"When you record the quantity on hand for itemg #ra serialized, lot or both, a screen will appear
so that the serial and lot information can be euter

c. Copy the inventory item to additional warehousesdtessary. Press Ctrl Z while in the inventory
detail screen and then select "Copy Warehouse tih&n'.

d. Modify the Warehouse information for inventory itemplaced in additional warehouses.

e. Enter Reorder Detail. This is an optional item. @owhile in the inventory item detail section to
display picker window and select "Modify Reorderta

6. Print the Valuation Report (IC-3-F-a) Run this reefter all inventory items and quantities araupet Enter
the Grand Total value into the Inventory accoungémeral ledger.

7. Enter Bin Locations (IC-4-k).

8. Enter Alternate/Substitute items (IC-4-e).

9. Enter UOM lists (IC-4-o0.
10. Enter Cross sell items (IC-4-p).

11. Set the Inventory Defaults Setup Complete Flagvto (IC-4-a)

ORDER ENTRY

1. Add or Modify Order Definitions (OE-4-c-a)

2. Add or Modify Line Type Definitions (OE-4-c-b)
3. Add Alias Definitions (OE-4-c-c)

4. Add Kit Definitions (OE-4-c-d)
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5. Add Discount Definitions (OE-4-c-e)

6. Add Special Price Defaults (OE-4-c-f)

7. Add Debit/Credit/ /RMA types (OE-4-c-g)

8. Add RMA Reasons (OE-4-c-h)

9. Add Commission Definitions (OE-4-c-j) ff they hamet been setup during Inventory Control Setup.
10. Add Salesperson Definitions (OE-4-c-k)

11. Add Warehouse Definitions (OE-4-c-l) if they havat been setup during Inventory Control Setup.
12.Update shipping terms (OE-4-c-n)

13.Update Ship Codes/UPS Services (OE-4-c-0)

14. Add Split Payment Terms (OE-4-c-r)

14. Add or Modify Payment Methods (OE-4-c-m)

16.Add Order Entry Defaults (OE-4-c-a)

17.Add Order Entry Customer Information (OE-4-e) Mo$tthe customer information will be entered if the
customers are already entered during Accounts Reulei setup.

18.Add Customer Ship-to Addresses (OE-4-f) Enter qustoship-to information if the customer has muéipl
ship- to address or the address differs from the addreske customer file. If no ship-to address is
entered, the sys- tem will use the customer address

PURCHASING

1. Add or Modify Order Type Definitions (PU-5-c-a)

2. Add or Modify Order Line Type Definitions (PU-5-9-b

3. Add Buyer Definitions (PU-5-c-c)

4. Add Warehouse Definitions (PU-5-c-d) if it has heten setup in Inventory Control Setup.
5. Add Requestor Definitions (PU-5-c-e)

6. Enter Landed Cost categories (PU-5-h)

7. Add Purchasing Defaults (PU-5-c-a)
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PAYROLL

. Add Accrual Codes (PY-4-c)

The accrual codes are used for sick leave andieacatcruals.

Add Income Codes (PY-4-d)

. Add Deduction Codes (PY-4-¢e)

Add Obligation Codes (PY-4-f)

These codes are used to record employer obligasiocts as FUTA and FICA.

Add Tax Tables (PY-4-i)

You will have a tax table for each type of tax sashFederal Income Tax, State Income Tax, etc.
Add Employee Types (PY-4-k) (optional)

This creates a template for employees with sinmiit@ome, deduction and obligation information. & hi
will speed data entry when entering new employees.

. Add Payroll Defaults (PY-4-a)

If you are setting up your payroll module at thgibaing of a year, set the Post to GL flag to "Y".

If you have already issued payroll during the cotryeear, see the instructions below for "Midyeatupe
Set up Direct Deposit (optional)

Setup Employees (PY-3-a)

MID YEAR SET UP FOR PAYROLL

These additional steps will accurately transfeofiyour payroll information from your old systeamd ensure
that your reports, as well as the accrued inforomeaith the employee's quarterly and year -to-datkéts, will
be correct.

1.

3.

144

Set the Post to GL flag in the Payroll Defaults {#°4) file to N.

This will allow you to run the Post option withoattually affecting your Chart of Accounts so thaty
don't duplicate any information already in your @haf Accounts.

Get the aggregate quarterly figures from your gtem.

Make sure you have the information for each quartehe current fiscal year. If you are presentiythie
middle of a quarter, get the quarter-to-date infation for that quarter too.

For every employee, create a manual payroll emdryefich quarter using the Update Payroll Entries
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(PY-1-d) option. Use the end-of-quarter date for the paytale.
Repeat steps 3-6 for each quarter of the curreat ye

. Set Print Check to N. Enter a fictitious check nemlike 0000. For the Payroll Date and Ending Date
fields, enter the ending date of the quarter yeuvesrking on.

Ignore any error message, saying this date isdmuthie normal range. Simply press [ENTER] to cargin
. Print Detailed Edit List (PY-1-e-b). Verify thatdtentries and totals are correct.

. Run Post Payroll Entries (PY-1-h). This updatesEhgloyee Information files.

. Repeat these steps until payroll information fazhequarter has been entered.

. Set the Payroll Defaults File (PY-4-a) Post to BLY".

Appendix B 145



Getting Started with Fitrix

FIXED ASSETS

. Add Asset Classes (FA-3-c)

The IRS maintains a list of asset classes. The wmsimonly used categories are already stored in the
Fixed Assets module for you.

. Add Book Definitions (FA-3-e)

There are a minimum of four types of depreciationks, Main Accounting Book, Federal Taxes Book,
Alternative Minimum Tax Book and Adjusted Currerdriings Books. You may define additional books as
needed.

Add or Modify Depreciation Codes (FA-3-g)

The system comes with 19 pre-defined depreciattates that can be modified. You may add additional
depreciation method codes as needed.

. Add Limit Tables (FA-3-h)

A limit code allows you to specify limits of depiation for different assets.

. Add Fixed Assets Defaults (FA-3-j)

. Add Fixed Asset Information (FA-3-a or FA-1-a)

Be sure to read the Fixed Assets Manual for infdionaon "cloning” similar fixed assets

REPLENISHMENT

1.

2.

146

Update System Default Screen (RL-1-a)

Update Product Line (RL-1-b-a)

Assign a code, description and vendor to a prolinet
Update Vendor Catalog (RL-1-b-b)

Access the vendor/item catalogs defined in FoutheBations Purchasing module, allowing you to assig
product line to items.

Create Product Line History (RL-1-b-d)

This stores the information in a temporary tabliich is accessed to populate the fields in the¥alhg
option, Update Product Line History.

Update Product Line History (RL-1-b-e)

Allows you to set the minimum and target purchaliesso calculates the review cycle based on tigy ef
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the target amount.

Usage - Update Inventory Control Tracking DefaulRL-1-c-a)
Usage - Update Order Entry Tracking Defaults (Rt}
Usage - Period Definitions (RL-1-c-c)

Calculations - Update Lookup Definitions (RL-1-d-a)

10. Calculations - Update Pre-set Formulas(RL-1-d-b)

11. Calculations - Update Calculations (RL-1-d-c)

12. Scripts - Update Script Definitions Screen (RL-&)e-

MULTICURRENCY

1.

4,

Add Currencies (MC-5-c)

Define the home currency and currencies for yomdees and/or customers.

Add Daily Exchange Rate (MC-5-€)

This is optional, you may choose to use the Pefixchange Rate described below.

Define a code with unique currency code and datebagation. This daily exchange rate is valid foe th
single day specified.

Add Period Exchange Rate (MC-5-g)
This is optional, you may choose to use the Daiglange Rate described above.

Define a code with unique currency code and peyeat/ combination. This period exchange rate idvali
for the single period/year specified.

Add Multicurrency Defaults (MC-5-a)

Use Multicurrency in AR and OE? Y/N

If you use Multicurrency in Order Entry, you mustcuse Multicurrency in Accounts Receivable.

Use Multicurrency in AP and PU? Y/N
If you use Multicurrency in Purchasing, you mustcalise Multicurrency in Accounts Payable.

If you choose not to use Multicurrency in the AR/@EAP/PU modules, the currency data fields in
those modules are skipped and remain null.
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Warning!

If you choose to activate Multicurrency in AR/OEA&P/PU modules you must never change
the Use Multicurrency in AR/OE (AP/PU) flag back to N.

148

Saving the Multicurrency Defaults File.

When you press ESC to exit and save the Multicayrédefault file, if you have changed the Use
Multicurrency in AR/OE (AP/PU) from N to "Y", you il see the following prompt:

You have activated Multicurrency for AR/OE (AP/PBinter "Y" to set all currency codes in the
customer (or vendor) and activity files to the home currenalue shown above. Press 'N' to cancel.

If you answer "Y" to this prompt, the home curreigynserted into every record for:

Table 5:

AR/OE AP/PU

existing customers existing vendors

outstanding AR invoices

outstanding AP invoices

AR Cash Receipts

AP Cash Disbursements

AR Activity/Records

AP Activity Records

all existing orders all existing purchase orders

If you are installing Multicurrency on a new systamd have no existing records in AP,PU,AR or OErdh
will be nothing to change.

If you are installing Multicurrency on an existisgstem running AP, PU, AR or OE, this feature wéle
you from manually updating each record with theency code. See next section for additional notes
converting existing accounting databases to Multency.
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Converting Existing Accounting Databases to
Multicurrency

1. Follow Multicurrency Implementation Steps 1-3.

2. In Step 4, answer "Y" to Use Multicurrency in AP/P(dr AR/OE).

3. Press ESC to save and exit the Multicurrency Desdilé.

4. Answer "Y" to the following:

5. You have activated Multicurrency for AR/OE (or ARIR Enter "Y" to set all currency codes in the
customer (or vendor) and activity files to the home curngmalue shown above. Press 'N' to cancel.

The home currency code will be inserted into:

Table 6:

AR/OE

AP/PU

existing customers

existing vendors

outstanding AR invoices

outstanding AP invoices

AR Cash Receipts

AP Cash Disbursements

AR Activity/Records

AP Activity Records

all existing orders

all existing purchase orders

Warning!

IT IS IMPORTANT THAT YOU DO NOT CHANGE THE CURRENCYCODE OF

CUSTOMERS OR VENDORS THAT HAVE EXISTING ITEMS OR BANCES.

If you used the system previously without Multi@mcy, the system assumed that all transactions were

the home currency.

For customers or vendorswith no activity

For customers with no activity, who have a curreather than the home currency, use Update

Customer or Update Vendor Information to specisittturrency.

For customers or vendorswith existing activity
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You must NOT change the currency code of vendaustoeners or their activity if they have open
items or balances. Therefore, you must create a new custome=ndor code with the foreign currency.
Use the new vendor or customer code for all newiact

Glossary

Account—An account is a classifying or summarizing deviteepresents a category of transactions that a
business entity has decided to track. All transastirecorded in a journal are subsequently postégd or
more accounts. A transaction is posted as a delsitedlit entry to an account. The difference betwie
total of all debit entries and theatatf all credit entries posted to a single accasimeferred to as
the account’s “balance.” Depending on the typeazbant, an account’s balance is either increased or
decreased by a debit or credit entry (see DebdsCredits).

Account Number—Each account in the Chart of Accounts is identifigdh unique number, up to nine digits
long. Accounts of a given type usually are groupgéccount number. For example, all asset accounts
might begin with a “1” followed by up to eight nues.

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: asdeiljitiaand capital. Capital is also referred to
as owners’ equity. Income and expense accounta aubset of retained earnings, which is a capital
account.

Accounting Periods (General Ledger Periods}-Each business transaction is time-sensitive. imghstem, a
new accounting period is created every time yoselout the existing period. You are not limitectty
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given number of periods during the course of a yearafigaction that takes place in the current yeds fal
into one of these possible periods.

Accrual Method—A method of accounting which records revenues apemses in the period in which they
are earned or incurred and not in the period irctviiney are received or paid. Compared to the cash
method of accounting, the accrual method of acéogr$ more accurate, but tends to be more complex.

Adding a Row—Adding a row means creating a new row and additg tite table. For example, when you
add a new account to the account table, you arim@ddrow to that table.

Adjusting Entries—Entries that adjust the balances of ledger accoiulisisting entries are usually made for
one of two reasons. One reason is to record urdedogvents such as revenue earned but not received.
The other reason is to correct accounting errors.

Age—The number of days between the date on a partidelemment and the “aging date.” When processing
an aging report, the system prompts for the agatg;dhe user determines which date to use asing ag
date. (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@ash.in a bank account is an asset, as is
accounts receivable (the money owed a businests loystomers). Assets need not be paid for to be
considered assets. Asset accounts are increaseddlyit and decreased by a credit.

Audit Trail— The ability to verify and track accounting transas or ledger balances.

Automatic Reorder—The process of generating purchase orders for toveitems whose quantity falls
below the reorder point.

Average Cost—Average cost is a method of calculating the cosheéntory items by averaging the per unit
cost of all items currently in stock.

Backorder—If items are out of stock, these items can be puback order. When the item comes in, it is
usually shipped. The backorder document is a metiifiersion of the original sales order and repitssen
an agreement to ship the item as soon as the ib@ontes available.

Backup—In computer terms, backup refers to the procesopfing computer files. These copies are usually
made to diskette or tape. File backups are inseragainst system failure.

Balance—The balance of an account is equal to the sumeotiébit and credit postings to the account.
Accounts are in balance if the total debits areabtjuthe total credits.

Balance Forward Customers—Statements for “balance forward” customers showy dhé transactions that
affect the current period. For balance forward eogtrs, payments are applied to the oldest invdicgts
In contrast, “open item” statements show each antihg invoice, and payments may be applied to a
particular invoice.

Balance Sheet—Fhe balance sheet shows the current financial tionddf a company. The balance sheet lists
assets, liabilities, and capital. It is usuallyatet! in two main sections. The first section totsets. The
second totals liabilities and capital. Asgatsst always equal liabilities plus capital.

Blanket Order—This is a large order that is split into more thgne shipment, possibly to different locations.

Blanket Release-A blanket release is a document that is a subsatafger blanket order. It represents a
single shipment for an order that comprises mutgilipments.

Capital Accounts—Also called owners’ equity accounts.) These actouecord the difference between
what is owned (assets) and what is owed (liabgljti@ hey are also called proprietorship or net fort
Capital accounts are increased by a credit ancedsed by a debit.
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Cash Method—A method of accounting which records revenues apereses in the period in which they are
received or paid and not in the period in whichythee earned or incurred. Compared to the accre#haod
of accounting, the cash method is less complexadteth used by smaller businesses.

Cash Receipt—Money received as payment for goods or servicesA/hcash receipt is a payment that
applies to an outstanding invoice. A non-A/R casteipt is a payment that does not apply to an
outstanding invoice. A non-A/R receipt may not ea@ply to a customer’s account.

Cash Receipts Journal—¥he cash receipts journal is the journal into whadlicash receipts activity is
recorded, thus affecting the balances of accountisd receivable ledger.

Chart of Accounts—A “chart” is a list of accounts. A chart of accosimcludes all the different accounts
used in summarizing the transactions and curremiifon of a business.

Check Journal/Cash Disbursement JournatThis is the journal into which all cash disbursatseactivity is
recorded, thus affecting the balances of accountiseé payable ledger.

Column—A column is a category slot into which you enteformation in a table. For example, if the
computer puts “Enter Company:” on the form, thecgpfllowing the colon is the “column” into which
information is entered. This is the “Company” colum

Cost of Goods (COG) Accounts—Fhese are expense accounts; they track the ctlsé slame products
whose revenues are recorded in sales accountthénwords, these accounts record the cost of those
products which the company sells. This cost isndew at the time of sale. The balance of these
accounts is increased with a debit and decreastdandredit.

Count Adjustment Account—This is a balancing account that is posted to wherinventory quantity-on-
hand is adjusted—in this case there is no corralpgrsale or purchase of inventory.

Count Sheet—This is a list of items and their physical locasdn a warehouse(s) to be used by personnel
counting inventory.

Credit—The term credit can refer to two different thinggpdnding on its usage. If used in reference todedg
accounts, credit refers to an entry that increasefecreases a ledger account. Some accountscagased
by a credit while others are decreased by a creldiv a credit or debit affects the balance of aroaat
depends on the type of account involved. If usekfarence to customer accounts, a credit refeamto
acknowledgment of payment. When a customer paysyaucredit that customer’s account. When you
pay a vendor, that vendor credits your account.

Credit Memo—If referring to customer accounts, a credit menfereeto a document notifying a customer
that his account has been credited (reduced). Whaling with vendor accounts you enter a credit mem
to increase the amount you owe the vendor.

Creditor— A person or company to whom you owe money. Yourdees are creditors when you owe them
money.

Current Accounting Period or General Ledger Periddhis is the accounting period for which you are
currently posting transactions.

Current Assets—Current assets are assets that are normally usddring the operating cycle of a business
(usually one year). Cash and inventory are typésamples of current assets.

Customer Accounts—Though not an account in the general ledger sensastomer account is used to
summarize what a given customer owes or is owedparticular point in time. A customer’s account is
summarized by a statement.

Customer Activity—Activity refers to any transaction that affects ttedance of a customer or ledger account.
A summary of activity shows all transactions affiegtthose balances in the current period.
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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 categoriehose aging categories reflect progressively
more serious levels of overdue payment.

Customer Balance—The customer balance is the amount owed by or dwedcustomer. If the customer owes
you money, he is said to have a debit balanceoufgwe him money, he is said to have a credit loalaA
customer balance is the total of his current opems.

Customer Terms—Customer terms are the conditions under which ywpeet payment from the customer.
Customer terms typically include the period of timi¢hin which you expect to be paid, any discounts
allowed for early payment, and the time frame withihich such discounts are allowed.

Database—A database is all the related information withinaputer 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 increaségcreases a ledger account. Some accounts are
increased by debits while others are decreaseetysd How a credit or debit affects the balancarof
account depends on the type of account involvedséfd in reference to customer accounts, when a
customer purchases goods from you, you debit thetbmer’s account. When you purchase goods from a
vendor, the vendor debits your account.

Debit Memo—If used in reference to a customer account, a agebiho refers to a document notifying the
customer that his account has been debited (ire¢as

Debits and Credits—Each transaction entered into a journal, and eadlgtposted to the subsidiary and
general ledgers, consists of debit and creditemnto two or more accounts. A ledger account balénc
the difference between all debit postings to tltabant and all credit postings. Whether a debiredit
posting to an account increases or decreases ther@chalance depends on the type of account.

The basic accounting equation is: assets = ligslit capital. Accounts (assets) on the left sidihe
account- ing equation are increased with a debibs€ on the right side (liabilities and capita® ar
increased with a cred- it. Retained earnings igea bf capital account; revenue and expense acsaueat
a subset of retained earnings. Revenues incretesnae earnings, and because capital accounts are
increased with a credit, revenue accounts areaseik with a credit. Similarly, expense accountsedese
retained earnings and capital accounts are de-sedeaith a debit. Therefore, expense accounts are
increased with a debit.

Deleting a Row—Deleting a row is the process of removing it frdma tomputer database after it has been
added or updated.

Department Code—A three-character department code identifies whiebfit center” an account belongs to.
If you are not using profit centers, the defadpdrtment code is “000.” Refer to the entry forfero
Centers for an example of the use of departmergéstal set up profit centers within a company.

Document—Transactions entered in the Fourth GenerdBosinessystem are referred to as “documents.”
Different journals (accounts receivable, accoumtgaple, for example) may be used to record difteren
types of documents. Documents consist of debitcaedit entries to two or more ledger accounts. In
order to save a document, that document must balance; that is, the total of all debit entriessimu
equal the total of 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 yourda@rto your customer.

Employee Code—Each employee in the Payroll system is identified & unique six-character code.
Although an employee’'s name and social security bemtan be used to sort and view data on an
employee, the employee code is the key used thmugthe Payroll system to uniquely identify an
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employee.

Employee Type—Each employee in the Payroll system can be assdciaith an employee type which is
identified by a unique six-character code. The employee pypeides access to default setup values for the
employee, and provides a means for grouping empkye

Expense Accounts—Expense accounts are used to track the cost ofjdnisiness. They are a subset of
retained earnings (a capital account). At the dral period of time (usually a year) the differetegween
the total of all income account balances and tked tf all expense account balances is calculatekdtizat
balance is transferred to retained earnings. Aftarsferring this figure to retained earnings, théance of
each income and expense account is set to zerdtaCagcounts are decreased with a debit. Because
expenses decrease capital, expense accounts eased with a debit.

Field—A field is a data-entry or display area on a fofrfield may or may not correspond to what is
actually stored in a table in the database.

FIFO—"First-In First-Out"—One of several methods of daténing the value of inventory and calculating the
cost of goods sold. Using the FIFO method, it suased that the “first inventory items in” (the cdtle
inventory items) are the “first inventory items 0(the first items to be shipped).

Finance Charges—Finance charges are charges made by a vendor figainsor made by you against a
customer, for non-payment of an amount due. Fingheeges are new charges made against the account
because the payment was not made according tcstablished terms.

Flat Rate—A value applied on a per-payment basis. Unlike @grgage rate, which calculates a specified
proportion of an amount, a flat rate ignores thactxalue of the amount, treating it as a singhgmnt to
which a single unit of the “rate” value is applifthus the “calculated” value due to a flat ratéhis same
each time it is applied.

FOB—FOB stands for “free on board” or “freight on bodrthe FOB point determines when the title to a
product changes hands; that is, it determines at whint the buyer assumes ownership of a prodi@B
sometimes— but does not necessarily—affects whe gag freight charges for shipping a product. In
some businesses the seller pays freight up to @i point and the buyer pays from the FOB point.
Similarly, in some businesses the FOB point deteesiwho pays insurance on the shipment.

Form—A form is the template into which information istered. A form may combine information from
several different tables, usually lines of inforfoatfrom a “header” table at the top of the forntd aeveral
rows from a “detail” table at the bottom.

General Journal—The most basic type of journal in an accountindesysis the general journal. It may be the
only journal. Transactions which consist of a débiat least one account and a credit to at le@st o
(different) account are entered in such a jourdéimately each transaction is posted from the gane
journal to a general ledger account.

General Ledger—The general ledger includes each account listeldarchart of accounts, along with debit
and credit transaction entries that add up to toewnt balance.

Income Accounts—T hese accounts are used to track revenues. Salesnds, for example, are a type of
income account. They are a subset of retainedregsifa capital account). At the end of a perioté
(usually a year) the difference between the totallancome account balances and the total oégtlense
account balances is calculated and that balartcerisferred to retained earnings. After transfertims
figure to retained earnings, the balance of eacbrite and expense account is set to zero. Capialats
are increased with a credit and decreased withhi. ddecause revenue increases capital, incomeuatso
are increased with a credit.

Income/Deduction/Obligation Codes—Each type of income, deduction, and incurred engr@pligation is
identified by a unique six-character code. Whenitieceme, deduction, or obligation is used in a plyr
entry it is referred to by this code. The codevjites access to default values and basic informatio
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required to calculatethe income, deduction, or obligation amount.

Income Statement—The income statement (also referred to as a “paniit loss” statement) records the
changes in equity associated with business opesafar a specified period of time. This statemésis|
the revenues and expenses and the difference betiverm for a period of time. The difference between
revenues and expenses is referred to as a net preafinet loss.

Inventory Account—This is the current assets account that represiemtgalue of the goods in stock.

Inventory Adjustment Account—This is the ledger account that balances changeg neathe inventory
account balance that do not result from salesfnsfwr purchases.

Inventory Control (I/C)— This is the system for tracking goods stored fde & customers, 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 busimassédctions. Each transaction consists of a debit
to at least one account and a credit to at least(different) account. Journal entries are postdddger
accounts; therefore, every entry made in a jowtishately has an effect on the balance of two oren
ledger accounts. An accounting system may includkipfe journals, each used to record a specifiety
of transaction. The most basic type of journahis general journal. In addition there may be amacts
receivable journal, an accounts payable journal,smon.

Ledger—A ledger consists of a group of accounts and defidt credit entries representing transactions that
affect the account balance. A group of accountsiled a ledger. The general ledger includes abants
listed in the chart of accounts. Subsidiary ledgenmiprise subsets of the chart of accounts. Theunts
receivable ledger, for example, comprises all austoaccounts. The total of all customer account
balances equals the balance in the accounts réteilelger account.

Liability Accounts— Liabilities are debts or anything that is owed.Hilidy accounts are increased by a credit
and decreased by a debit.

LIFO— “Last-In First-Out” is one of several methods ofctdating the cost of inventory items. With the OF
method those inventory items “last in” (most rebeptirchased) are considered the “first out” (fistbe
sold).

Open ltem Customers—Statements for open item customers show each adistainvoice and payments are
applied to a specific invoice. In contrast, balafarvard statements show only the transactionsaffatt
the current period. For balance forward custonpagments are applied to the oldest invoices first.

Open Items—Open items are posted invoices that contain oudgtgrbalances representing amounts owed by
customers or due to vendors. A document is corsitian open item until that balance is zero.

Order Acknowledgment—An order acknowledgment is a hardcopy version sélas order. Order
acknowledgments may be sent to customers so tbative a record of the sales transaction.

Payable Document—Fhere are four common types of payable documenisndor invoice, a cash
disbursement, a vendor credit, and a vendor debit.

Payable Ledger—A payable ledger is the ledger that includes aldlcounts affected by accounts payable
transactions—invoices, cash disbursements, andovemrddits and debits.

Payroll Deduction—A payroll deduction is any amount withheld fromemployee’s check. For every
deduction there is typically an employer liabilibcurred.

Payroll Document—A payroll document is the complete record of a plydisbursement. This document
includes an employee’s gross income, deductiontspnobeme, and employer obligations, as well as the
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related accountingdata for the document.
Payroll Income—Payroll income comprises wages, reimbursementscasid outlays recorded as part of a
payroll entry. Payroll income normally is an opéergtexpense.

Payroll Journal—The payroll journal is the journal into which aliyroll activity—paychecks, income,
deductions, and employer obligations—is recordetielVposted, this activity affects the balance of
accounts in the payroll ledger.

Payroll Ledger—A payroll ledger is the ledger that includes a# ticcounts affected by posted payroll
transactions—paychecks, income, withholding, amdiired obligations.

Payroll Obligation—An employer liability resulting from a payroll traaction, such as withholding federal
taxes from an employee’s paycheck.

Posting—Posting is the process of transferring transactfdnsuments) from the journal to the ledger.

Posting Sequence NumbersAll processes which “post” entered data into a ager area for completed
documents have reports that feature a posting sequeumber. These numbers are used to keep track of
reports that should be permanently stored in yeaords. Each of these reports has its own sequaince
posting numbers.

Prepaid Asset—This is an asset that you have paid for, but notgeeived.

Profit Center—A “profit center” identifies a part of a company fahich profits can be calculated separately.
Sales and expenses for that division are desigmaitada “Department” number.

Table 2: Simple Account Chart with Two Profit Centa's

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
500000000 | 200 COST OF GOODS EXPENSE
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600000000 100 GENERAL EXPENSE EXPENSE

600000000 200 GENERAL EXPENSE EXPENSE

Purchase Order—A purchase order represents the purchase of matideafiom a vendor.

Purchasing—The purchasing system is one of sevé&ittix modules. It provides an automated method for
tracking purchases, tracking receiving, and projecting casjuirements.

Receivable Documents—Fhere are four common types of receivable documentsistomer invoice, a
customer cash receipt, a customer credit, and taroes debit.

Receivable Journal—The receivable journal is the journal into whichacounts receivable transactions—
invoicing, credits, and debits—are recorded. Whestgx, these transactions affect the balance of
accounts in the receivable ledger.

Receivable Ledger—A receivable ledger is the ledger that includeghadl accounts affected by accounts
receivable transactions—invoices, cash receipts,castomer credits and debits.

Retained Earnings—Retained earnings is the increase in equity thatresulted from profitable operations;
net income to date minus dividends to date.

Row—A row is one set of specific information within@bte. For example, an account table contains all th
information about a single account in an account rdn account table contains as many rows as theze
different accounts.

Statement—The customer statement shows the current actioityfgiven customer. The statement shows
outstanding invoices, recent payments, credits,diits to the customer’s account.

Store or Record—Recording or storing a row is the process of saitiiigthe 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 conttiesdifferent sales and expense accounts uselkeby t
system.

Transaction—A transaction is an event that is recorded in teoanting records. Typically, such an event
involves the transfer of money, product, or servideach transaction entered in Bigsinessystem is
referred to as a “document.”

Trial Balance—This is a work sheet used as a preliminary stegeteerating a Balance Sheet. The trial
balance is a listing of every ledger account, alaity its debit and credit balance. The total dfdabit
balances should equal the total of all credit bedan

Update—Updating a table is the process of changing rovtkimit. Whenever you change a description in the
account table, for example, you are updating awitin that table.

Vendor Accounts—Though not an “account” in the general ledger seaseendor account is used to
summarize what a vendor is owed at a particulantgnitime. A vendor’s account is summarized by an
aging statement.

Vendor Activity— Activity refers to any transaction involving a vemdhat affects the balance of a vendor or
ledger account. A summary of activity shows alhs@ctions affecting those balances over a specified
period 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 tiffeibnt ways. In the first, an aging report can pu
outstanding vendor invoices into categories, rag@iam those currently due to those past due. \tiith
method, the aging categories reflect ever mor@ssiievels of overdue payment.

In the second, an aging report can arrange oufsiguvendor invoices into categories, ranging frdmse
currently due to those that will be due in the faturhis report is a projection of cash requirerselnt this
case, the aging categories reflect amounts duleefairt the future.

Vendor Balance—The vendor balance is the amount owed to or oweal \ndor. If you owe a vendor
money, the vendor’s account has a credit balarfi¢ke lvendor owes you money, the vendor’s accoast h
a debit balance. A vendor’s balance is the sunlafpen items pertaining to that vendor.

Vendor Terms—Vendor “terms” are the conditions under which #emdor expects payment from you.
Vendor terms typically include the period of timéhin which you expect to pay that vendor’s invagce
any discounts allowed for early payment, and thetframe within which such discounts are allowed.
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