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Chapter 1

Introduction to Purchasing

This chapter contains the following information igegd to introduce you to
Fitrix Purchasing:

*Highlights of Fitrix Purchasing
*Purchasing functionality
eIntroduction to purchasing

*Overview of the Purchasing module

Introduction to Purchasing
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Purchasing—Highlights

An efficient and robust Purchasing module is kaydibdistributors. If you don't track who you bfiypm, what you
buy from them, the cost items are purchased fat,hanwv long it will take get to you, it will be impsible to keep
your shelves stocked and service your customensh&long this information leads to procedural ireéncies,
inferior customer service, and reduced profitaypilit

When Fitrix Purchasing is integrated with Fitrixvémtory Control, Replenishment, Order Entry, Acdsupayable,
and General Ledger you have a comprehensive punchggstem that will track your purchases from tt@ment
they are ordered to the moment your vendor invoyoes The open order report lets you know whabigiog in
and when; the receipt of merchandise updates yaamtgdy on hand, fills customer back orders, arataes the
liability to your vendor in the GL,; the receipt fis through to Accounts Payable when the vendorigevis re-
ceived so you are assured you will always onlyfoayhat you received.

2 Introduction to Purchasing
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Purchasing Features/Functions

Modular Integration — Direct integration with Fitrix Inventory, Repliehment, Order Entry, Accounts
Payable, and General Ledger.

Item Catalogs— the ability to store multiple vendors, vendennitcode, and vendor cost per item. This
makes data entry more efficient and ensures teatdbts used on your purchase orders are accurate.

Non Stock Items— purchase orders can be processed for itemsoukes! in inventory such as supplies,
capital expenditures, and services.

Requisitions— automatic creation of requisitions for customnack orders that in turn create purchase or-
ders to your vendors.

Drop Shipments— by specifying in order entry via order type,rapiship customer order automatically
creates a vendor purchase order to your prefeeadaor at your contract cost.

Blanket Purchase Orders— allows you to enter a PO for a large quantitgrider to get quantity/price
breaks but take delivery using time pashed purcbaser releases.

Automatic Reordering — if the Replenishment module is also in use, lpase orders will be created auto-
matically for items that fall below user specifiegbrder levels.

Ship Dates— when you enter a purchase order you can enteiitwias confirmed with, the date is was con-
firmed, and the required ship date. You also hheeability to enter varying required ship datedibg item.
When the purchase order ships you can enter thet siigp date. All this information helps your custer
service department keep your customers informed agival status of any items they may have orkbac
order with your company.

Automatic Release of Customer Back Order when purchase orders are received, in additiaptating
your quantity on hand and General Ledger, any itemisack order will be released in oldest ordee dat
der.

Interface with Accounts Payable- when you receive the vendor invoice there is@ed to enter the pur-
chase information again to record the liabilitymBly bring up the PO, enter the invoice number daitz,
and post to Accounts Payable thereby creating an ppyable item to the vendor. If there are anianaes
in cost between the purchase order cost and inwaise these will be listed on the Price Changenteior
your review.

Reporting

Open Purchase Order Summary By PO Number, Buy&fendor
Open Purchase Order Detail By PO Number, BuyeY,esrdor
Goods Received By GL Code

Price Change Report (PO vs. Vendor Invoice)

Expected Receipts Report

Direct/Drop Ship Status Report

Blanket PO Release Status Report

Requisitions Created From Order Entry

Purchase Replenishment Journal

GL Activity by Account Number for Purchase Transawas Only

Introduction to Purchasing 3
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Introduction

The cycle of activity within Fitrix Purchasing htee following pattern:

P/O
Setup

'

P/O
Transactions

Ly

Reports

1. Setup must be complete before you do any trangam processing.

2. Transaction Processing requires that you enterllatransactions, check them against an edit list,rad then
post.

3. Reports are used to track purchasing transactisso you can recognize trends and make decisionssbd
on these trends.

Purchase Order Setup

Purchase Order setup has several steps, and tHeenofrsteps depends on if you already have yoonpemy set
up to use Fitrix Accounting or if this is a braneWnsetup.

Module-specific setup activities vary from moduentodule. A module setup may include the followidgsignat-

ing default ledger accounts for the module andrergepen items, entering account groups, enterirgjomers or
vendors, entering Ship-To and Pay-To addresses, etc

Transaction Processing

Transaction processing is the day-to-day handlfrdpouments. It consists of three separate prosesstering and
updating documents, checking edit lists, and pgslimcuments.

A transaction is initiated by entering a documé&ch screen for entering documents shows the ledgeunts that
will be affected by the document and provides fidll entering other relevant information aboutdbeument

4 Introduction to Purchasing
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(e.g., for Accounts Receivable invoices, a Shipat@idress, terms, miscellaneous charges, sales &ggsOnce a
document has been entered into the system, it maypbated at any time prior to posting.

Checking the Edit List

After a certain period in which documents have bergered, the next step is to print and check @ristdof these
transactions. This list simply shows all documensently in the system waiting to be posted (€2@s, invoices,
receipts). The edit list shows which ledger accewitl be adjusted and what effect each documeltaie on
them, along with other information about each doenmif you find mistakes in the transactions ds #dit list,
you can make corrections through the document éaitny, and then run the edit list again. Any erritvat will pre-
vent the posting of a document are stated on thdigde.g., “Document does not balance,” “Sehqp complete,”
“Account not found,” etc.

You can print and check an edit list as many tiamsecessary, and you must print at least onequainaent before

posting can take place. Also, if a document ondinlist is corrected via the entry screen, an kslitmust be run
again before posting.

Posting Documents

Posting puts documents into activity tables for@eneral Ledger and for each separate module. ¥oyaost doc-
uments at any time after printing an edit list, §od can post as many times within a period asssecg.

Note

Once a document has been posted, it cannot be ethalirgctly.

If an incorrect document is posted, the only wayrdo the error is to enter and post a reversitiy.e@nce docu-
ments are posted, they can no longer be updatedghrthe document input screen.

Besides the posting of documents, the posting tipereay also include adding or updating balannespien item
tables. After one or more postings, you can geaeggiorts to show the activity for a given peri8dch reports are
usually run at the end of the period.

Purchasing Terms

e A/P: Accounts Payable

» Approval: Each requested item must be approved beforeibeaonverted to a purchase order. This is ac-
complished by entering an approver code for eaghiséion. In order for the approval to be valie tap-
proval level of the approver must be higher thanahpproval level of the requestor.

» Approver: Each requestor in the system is assigned an a@devel. This level is designated by a number
from 0-9. An approver is a person who has an agptevel higher than that of the requestor.

» Buyer: Buyers, or Purchasing Agents, are the userseo$yltem authorized to assign vendors, create pur-
chase orders, and maintain the vendor-item catalog.

» General Ledger account: There are a number of G/L accounts ugeldebPurchasing system:

» Difference—Differences between ordered and invoiced amounts
» Capital—Capital purchase

Introduction to Purchasing 5



Fitrix Purchasing User Guide

» Cash—Cash account

* Freight—Freight charges

* Inventory—Inventory asset value

* Inventory Holding—Inventory received but not invoiced
* Miscellaneous—Miscellaneous amounts for purchases
* Non-stock—items not stocked in your warehouse

» Supplies—Supplies expense

» Services—Services expense

» Trade Discount—Discount amounts

* Inventory: Items entered into the Fitrix Inventory Contrabdule are recognized by the Fitrix Purchasing
module as stock keeping items. When goods arevexteihe inventory on-hand quantities are adjuated
cordingly.

» Invoice: Vendors will provide an invoice for the goods ghaised. Matching of these invoices with outstand-
ing purchase orders affords control over payahibs.posting of vendor invoices incurs Accounts PBéya
liabilities.

« Item: Items to be purchased are referenced by an &sbitgm code. It is also possible to purchase items

that are not pre-assigned, but when this opti@xéscised, considerable control over the purchasing
tion may be lost.

» Line Type: Each item being purchased falls into one of tlewing categories:

» CAP—Capital purchases

*  NON—Non-stock or non-inventory items

*+ SER—Services

» STK—Stock or Inventory items

» STN—Stock treated as non-stock

e  SUP—Supplies

* DRN: Direct shipment non-stock (with Order Entry)
* DRS: Direct shipment stock (with Order Entry)

Order Type There are two types of purchase orders whichbeaantered:
« REG—Regular purchase orders
* DIR—Direct Shipment (with Order Entry)
» DRW - Direct Shipment received into your warehouserfgaoshipping to your customer.
*  QUO - quotation that can then be changed to a REG .order
* RET — used for returning materials to the vendor.
» Purchase Order. To provide control over the purchasing functiand to allow accurate communication

with your company'’s suppliers, it is necessaryreate purchase orders. These are detailed redaette
shipment of goods to be purchased by your compamy the vendor.

* Receipt When items ordered are received, they must bdatald against outstanding purchase orders. At
this point in the purchasing process, an outstanliability is incurred and your asset or expensgoants
are adjusted to reflect the goods purchased.

6 Introduction to Purchasing
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Receiving Report In order to notify your receiving locations ofgis expected to be delivered, a receiving
report is created for each location. This repotaitlethe items, quantities, expected dates, andas in-
volved in the expected receipt of goods.

Requestor. Anyone in your organization authorized to requshs for purchase needs to be assigned a re-
questor code and approval level.

Requisition: A request for items to be purchased for your pizgtion.

Ship-To Warehouse Each requestor is assigned a default Ship-Toleaise location. This is the address
to which vendors will ship merchandise.
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Fitrix Purchasing User Guide

Purchasing Overview

Once the purchasing module is set up, you caneregtisitions (optional) and purchase orders,iveagoods,
create invoices, and produce reports. Below ided brerview of these processes.

Setup

Setup involves two processes. First is Companyethich is common to all Fitrix Accounting modulesd is
covered in th&etting Started with Fitrix manual. Company setup is done only once for yotireegystem.

The second process is Purchasing setup, whichvies@ntering reference information using the ojstiom the Pur-
chasing Setup menu. You enter the reference infieman the order shown below.

Purchasing Reference File Setup
1. Update Order Type Definitions
2. Update Line Type Definitions
3. Update Buyer Definitions

4. Update Warehouse Definitions
5. Update Requestor Definitions
6. Update Vendor Information

7. Update Pay-to Information

8. Update Non-Inventory Items
9. Update Item Catalog

10. Update Vendor Catalog

11. Update Landed Costs

11. Update Purchasing Defaults

Requisitions (optional)

With the Requisitions menu, personnel throughoutr yiyganization can create requisitions for goou$s services
they need. If you have Fitrix Order Entry install@dirchasing is linked to it and backorders created result of
sales can be transferred to requisitions whichtleey be approved by management before a PO isecréam
them. Requisitions can also be used to create psectrders for internal items needed such as dftipplies, etc..
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Requisition Processing Options
e Print O/E Item Requests
» Create O/E Requisitions
» Add/Update Requisitions
* Print Requisitions
» Assign Vendors

» Create PO from Requisitions

Purchase Orders

An authorized buyer can create a purchase ordecttiror can generate purchase orders from ah@futhorized
requisition line items that have a vendor assigonatiem. The Create PO from Requisitions optioesadl author-
ized requisitions that have a vendor assigned egates a PO for that vendor.

You use the PO Maintenance menu to create POdlgliead to update existing POs. In addition, ittedams options
for printing out the list of items you expect t@eéve, options for receiving those items, and aptifor posting
those items to Accounts Payable.

PO Processing Options
» Update Purchase Orders
» Print Purchase Orders
» Print Expected Receipts
» Blanket OrderRelease
* Update Receipts
» Print Receipts Edit List
» Post Receipts
» Update A/P Invoice
» Print Invoices Edit List
» Post Invoices
» Update Landed Cost
» Edit Landed Cost Variances

* Post Landed Cost Variances

Reports

Fitrix Purchasing comes with a standard set ofntsggbat allow you to track your purchasing acyivitith summary
and detail reports. These reports can be sortediimper, buyer, or vendor, and purchasing detadntegan be
sorted by item code or G/L code. You will also fieghorts for goods received, price changes, amtidéhip order
status.
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Report Printing Options
e Order Summary by PO Number
e Order Summary by Buyer
e Order Summary by Vendor
e Order Detail by PO Number
* Order Detail by Buyer
» Order Detail by Vendor
e Order Detail by Item Code
e Order Detail by G/L Code
» Goods Recvd by G/L Code
* Price Change Report
» Direct Ship Status
* Purchase Journal
» Purchase Replenishment Advice
e AP Holding Account Report
* Blanket Release Status

You can run the reports on this menu any time aktup is complete and you have transaction datebtars re-
porting.
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Set Up Purchasing

This chapter describes the menu options, prograntsfields used to set up the Purchasing
module. Purchasing setup must be done after Comgetnp and before actual Purchasing
transaction processing.

Company setup is covered in Chapter 2 of this miaamhthe Getting Started with Fitrix
Manual, and may already be done if you are culyarging Fitrix products. Company setup
establishes “reference files” such as, companyrinébion, chart of accounts, account num-
bers, etc..

You need to set up reference files for the Purctgasiodule. These reference files contain in-
formation the system uses to process purchasingactions. You set up reference files with
the programs on the Setup Purchasing menu.
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Setup Purchasing Menu

The options on the Setup Purchasing menu allowtgalo the initial set up of your purchasing systemyvell as to
update and maintain information you will use threogt the purchasing process (purchasing defaults).

;,E Dev 5.40 Database: sample Printers: Lexmark2/Dell Laser Prnter 1710n = ||_IEI—| 52 |
File ‘Wiew Execute Settings Help

dQem=EgE

»

3 Sales & 2 Repler &5 1 Requis

4 Purch: 5] Exi T
‘ﬂ Exﬂ ) & 2P0 Ma, & a Update Purchasing Defaults '

5 Production Managem
98M & 3 PORe &) b Print Purchasing Defaults

78 o

6 Production Planning g 4 panufi ¢ Update Misc. Definitions

7 Customer Relationsk - 5 : -
=] B3 5 Purchz &5 d Print Misc. Definitions

= 8 General.fAdministrati(iﬂ_"éﬁt:'

iz [E e Update Vendor Information
lﬂ . S [E| f Update PayTo Information

&= g Update Iter Catalog

@ h Update Landed Cost Categories

4] Ext

| Statuz  ldle |

When you enter requisitions, purchase orders, pear invoices, the system automatically assagfault values
to some of the information fields. The default vedumay come from a number of different places, deipg on the
type of data. By automatically filling fields withefault data, the system saves the user from hawingtype the
information for each transaction. You can overwnitany default values that appear when the tramsaidientered.

We will go through each menu option as it appearthe menu; however, if you were actually settipghe pur-

chasing reference files, you would go through aidip miscellaneous definitions first, and thehifilpurchasing
defaults once you have defined your different codes
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Update Purchasing Defaults

This screen allows you to create company-wide disféor the Purchasing system. Your entries areestin the
Purchasing Control table.

= Update Purchasing Defaults i“El

File Edit View MNavigation Tools Actions Options Help
(OR =RV A A BOEBEMOe
Q @ '

O 9 & ;]
Find Prev MNext Add Update Delete Browse AVL Passward

Use Department: Buyer: BETTYE . Price Tolerance %: 10.00
Ocean Rate: 1,00 Order Type: REG 1 Line Type: STK
Warehouse: MIAMI Ship Via: BEST WAY FOB Point: DESTIMATION
Print Notes: AVL Required: AVL Password: sessse
Tax Streamline Purchasing Setup
Tax Code - Default; NOTAX .| Exempt: NOTAX . Misc: NOTAX . Freight: NOTAX 1 Update Purchase Orders: Auto Print PO:
Print Pick Tickets for Backorders filed:
Account Numbers
Update Receipts:  Auto Post Receipt: Print Edit/Post Report:
AfP: 200000000 (= Difference: 120500000 |=, Inventory: 120000000 =
Update AP Invoices: Auto Post AP: Print Edit/Post Report:
Misc.: 790000000 <. Trade Disc.: 503000000 = Supplies: 704000000
Freight: 730000000 Inv Holding: 201500000 |, Mon-stock: 790000000 &,
Capital: 182000000 | Cash; 100000000 |
Rebate COG: . Rebate Recy: 115000000 |9, Purchase Variance: 520000000 =,

System Numbers/Batching

Req. Document Mo.: 120 Pasting No.: L
R.Q. Document Mo.: 616
Receipt - Document Mo, 7a0 Posting Mo.: 807 Batch?:
Invoice -Document No. : 100 Posting Mo.: 90 Batch?:
Initial Order Stage: ORD Hold Release Auth:
Require Approval to post?: Approval Code:
1o0f1

Notice that the Purchasing Defaults table contaimg one document (1 of 1 displayed at the botténhe screen).
Therefore, the only commands on the command prothptsare available are Update and Quit.

Default values that are used throughout the Puichaystem are entered in this screen, as oppodbdte associ-
ated with a particular vendor, warehouse, or aspecific reference information. Before setting @fedilts on this
screen, you must set up reference files using tiier &pdate options on this menu and those on piuaté Miscel-
laneous Definitions submenu. For example, beforecan enter a default warehouse code, it must tireedie
through Update Warehouse Definitions option.

Most of the entries made in this screen will bedatkd against the values entered in the apprepdptiate Defini-
tions screen programs described in this chapteen&ter this type of validation is appropriate, gan click on the
magnifying glass or press Ctrl Z to see a listalfd/entries for that field.

Entry Defaults section

The Entry Defaults section contains the followirglds:
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Use Department

Use Department Codes allows you to enter a Y imtofteld if you want to use department codes wpesting
amounts to General Ledger accounts.

Buyer

This field stores the default Buyer Code. All puash orders will have a buyer assigned at the tinceeation.
Zoom is available.

Price Tolerance %

Price Tolerance is the percentage you enter tamé&te the maximum allowable difference that will decepted
when an invoice price is modified. During the insiag phase of the purchasing cycle, the invoicéckepor a
particular item may be different from the origifaD. price. Setting this tolerance allows for s@diting con-
trol to eliminate data entry errors. This toleranaa be overridden during invoice entry.

Ocean Rate@ptional)

Enter the insurance rates for your oceannséiis. This rate will be applied to the cost ofshgoment,
calculate the insurance amount, and displsyamount on the OE shipments tracking screentoiating
Info screen.

Order Type

Default Order Type for new purchase orders. It alithost always be a regular purchase order (REGduir
particular operation requires an order type othantthe default, you would enter it here. Zoonviilable.

Line Type

Here you choose the default type of item to purelifso line type is specified during requisitionarder entry.
If most of your purchases are of inventory itenm) ywould enter STK here for stocked items. Zoomwigila-
ble.

Warehouse

This field holds the default ship-to warehouse timen If a particular requestor or buyer does ratena ship-to
assigned, the program will use the value in thikifas the default. Zoom is available.

Ship Via
This field holds the default freight carrier/method

FOB Point

This field holds the default designated point atclwtresponsibility for the shipped items changesfithe ven-
dor to your company.

Print Notes

This field accepts Y or N as whether or not you ttarhave notes entered when entering a purchakee print
on the purchase order.
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AVL Required

Check this box if vendors used when ordering parst be set up in the item catalog as an approgedor (AVL
stands for Approved Vendor List)

AVL Password

If AVL is required enter the password that mustibed to allow vendors to be used that are not apgreendors.
You may need to do this if it is a one time by franaendor other than your approved vendor.

Tax section

You choose the values entered in the three fididsi® section from the valid Tax Group codes getruthe Multi-
level Tax menu.

Default Tax Code

This field holds the default multilevel tax groupde. You must have set up multilevel tax and cretete group
codes. See the Chapter Muiltilevel Tax for details.

Exempt Tax Code

This will be a tax group code for multilevel taxattwill correspond to tax exempt purchases. (Ngt@mented
with this release.)

Misc. Tax Code

The Miscellaneous Tax Code will be the defaultgeoup for taxation of miscellaneous amounts entereth-
voices.

Freight Tax Code

This tax group code will be used as a default flalaaable freight charges.

Account Numbers Section

The Account Numbers section of the form allows y@set up default General Ledger account numberhé&fol-
lowing types of accounts:

AP

This holds the Accounts Payable account numbemuttafaed on orders from vendors that do not hasjgegific
A/P account in the vendor file.

Difference

The Difference account is used to track differertmetsveen the original purchase order amounts anérihl
invoiced amounts.

Inventory

This field stores the default Inventory (asset)aet that is affected when you receive goods intemtory. It
will be overridden with the STK Line Type defauttcaunt number if one has been specified.
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Misc.

The Miscellaneous account default is for trackirigamllaneous amounts entered when invoicing.

Trade Disc.

This is the Trade Discount account default. Itdsdifor posting discounts allowed by vendors.

Supplies

This is the default account for Supplies (expengelmses). If a default account is specified ferStuP Line
Type, that account number will be used insteathefaccount number entered here.

Freight
This is the default Freight expense account nurfdreany freight added to the PO.

Inv Holding

The Inventory Holding account number entered heeeliability account to balance the increasedritweg as-
set value upon the receipt of inventory items. Tiventory Holding account is then reduced when ice® are
posted to AP.

Non-Stock

This is the default account number for Non-Stockchases. Note that each Line Type also has a defecdunt
number, and that the Line Type account numberheilused as a default if it exists. In generag létter to
specify the Line Type account defaults with theelifypes rather than specify them here.

Capital

This is the default account number for Capital bpsechases. It will only be used if the CAP Lingp€ does
not have a default account number assigned to it.

Cash
This field records your company’s default Cash aocto
Rebate COG

The journal entry created by the Process ®elraport program will credit this cost of goodsaunt for any
rebate due you from the manufacturers optieducts you buy.

Rebate Recv

The journal entry created by the Process ®ebraport program will debit this receivable agtdor any
rebate due you from the manufacturers optieducts you buy. When you receive a check froamtlthis
account can then be credited.
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System Numbers/Batching section

The System Numbers section of the form containgegthat are used by the system to automaticathbeun doc-
uments and postings. Although the system maintamsiumbers, incrementing by 1 whenever used, yay mod-
ify the values to change the starting numbers. $éd@ion contains the following fields:

Requisition Document No.

This field stores the last “document number” assifjto a requisition. Document numbers are usetidgys-
tem as a unique key to identify transactions.

If you intend to use the automatically assignedudoent numbers, you should change this value tatinaber
directly preceding the first number to use; forrepte, if you wish the first requisition to be numée 2000, en-
ter a value of 1999.

Requisition Posting No.

The creation of purchase orders from requisitiares posting process. In order to provide a comaletst trail
each time this process is run, the RequisitioniRgdumber is automatically assigned and storedl thié req-
uisition. In all other respects this number is iitgad in function to the Document No. described\aho

Purchase Order Document No.

This field stores the last document number assigmedP.O. See Requisition Document Number aboke. T
number is assigned when you enter a purchase andemay not be changed. The document number shotild
be confused with the P.O. Number, which is the nemalssigned by you to identify the order. If yourdx as-
sign a P.O. number at the time you enter a purchiate, the system uses the document number.

Receipt Document No.

This field stores the last document number assigmadreceipt.

Note

The P.O. Number used to reference a purchase wittar entering receipts is the number in the
P.O. No. field from a specific purchase order, \whgnot necessarily the same as the number in
the Document No. field on the PO. In the case whereumber has been manually assigned to
the purchase order via the P.O. No. field, theslddiwill contain the same number.

Receipt Posting No.

The receiving of goods and creation of receipteffpurchase orders is a posting process. In ordemtdde a
complete audit trail each time this process is thea,Receipt Posting Number is automatically assigand
stored with the receipt. In all other respects thimber is identical in function to the Document Mescribed
above.

Invoice Document No.

This field stores the last document number assigmaah invoice. See Requisition Document Numbewabo

Invoice Posting No.
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The creation of invoices from receipts of purchasters is a posting process. In order to provideraplete au-
dit trail each time this process is run, the InedRosting Number is automatically assigned anedtaiith the
requisition. In all other respects, this numbedentical in function to the Document No. descriladbve.

Initial Order Stage

Set this to the initial stage you want the PO acsbt to upon entry. Valid values are ORD for acedesr HLD
for held if you want purchase orders to be apprqwéat to processing.

Hold release Auth

This is the authorization code that must be edteveelease the purchase order from HLD to ORBustso that
it can be printed and processed.

Batching

Receipt Batch
Set the value to Y if you want receipts to podbanch by user id.

Invoice Batch

Set this value to Y if you want AP invoices to pisbatch by user id.

Require Approval to Post

Set this value to Y if management approval is negiito post batches.

Approval Code:

Enter management approval code that must be enteiggbrove a batch for posting.

Note

See the Batch Processing chapter inGbtting Sarted with Fitrix manual for more information
or batch processing.
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Streamline Purchasing Setup

» Check the Auto Print PO box if you want POs to endtically print when saved

e Check the Print Pick Tickets for Backorders filleak if you want to automatically print pick tickets
any backordered items a PO receipt fulfills

» Check the Auto Post Receipts box if you want t@anatically post the receipt when saved

» Check the Print Edit/Post Report box if you walhtaad copy of the receipt posting list

» Check the Auto Post AP box if you want Invoice tdcenatically post when saved

e Check the Print Edit/Post Report box if you walhtaad copy of the invoice posting list

Print Purchasing Defaults

Use this program to print out the defaults inforimaiand check your default information for accuracy

l. = Print Purchasing Defaults E”E

File Mavigate Help

Q002 <

Date: 1072372012 Purchasing Control Defaults !:
Time: 16:38:37 BRC DISTRIBUTION Page: 1 [7
————————————————————————————— Entry- Defanihs e ‘
Use Depart - N Buyer : CATHY Price Tolerance % : 10_04 L
Order Type : REE Line Type: STE Warshouse : ATLAENTA
Ship Via = BEST WAY FOB Point : DESTINATION Prt Motea: ¥
________________________________ e e et e e
Tax Code — Default: NOTRXE Exempt: NOTREX Misc: NOTRE Freight: WOTRX
——————————————————————————— AEsanEL - BunBEE S e e e e e e

A/E = 200000000 Difference - 120500000 Inventory: 120000000

Mige. - 750000000 Trade Disc.: 503000000 Supplies - 704000000

Freight : 500000000 Inv Holding: 201500000 Non-stock: 730000000

Capital =: 182000000 Cash = 100000400
——————————————————————— Syatem Numbers/Batching ————H———————————--———~

Reg. Document No.: 161 Posting Mo::- 1
PB.O. Document No_: 88039

Receipt - Document No.: &332 Posting MHo.: 58% Batch?: N
Invoice — Document No.:- 100 Poszting Mo.: &4 Batch?: N
Reguire Approwval to post?: N
____________________________________________________________________________ =
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Update Miscellaneous Definitions

When you select this option, the following submeisplays:

T Dev5.40 Datak ple Printers: Lexmarke/Detl Laser Prinfer 1710
File ‘Wiew Execute Settings Help
e @ EZ

ElELEUY 4 Purchase Management
et SRR =R 5 Purchasing Setup
4 Purchc ' :

& 2 POMa & a updatff3 Update Misc. Definitions

5 Productlon Managem 1
& 3 PORe g b PrintP a Update OrderType Deﬂnmons :
6 Production Planning = 4 Manuf: S

Dev 5.40 !

78 T S

=

¢ Update b Update Line Type Deﬂnmons

£ 7 Customer Relationsk B 5 Purch:

B8 General.fAdmlmstratl(ﬂ EX“-

[ d Print W & ¢ Update Buyer Definitions

E e Update

d Update Warehouse Definitions

lﬂm . = rUpdae

e Update Requestor Definitions

(m (m

B o Updat:ﬂt Exit
h Update Landed Cost Categories

Statuz  ldle

Use these options to update and maintain informaiged throughout the purchasing cycle as deschiblev.

Update Order Type Definitions

Use this screen to view and modify the specifie/pf purchase orders. Order types tell the sybtmmto process
the PO’s. You can modify the process controls basegour specific needs.
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¥~ Update Order Type Definitions | =

File Edit View MNavigation Tools Acticns Help
OB UUEPEABLORE O
A0 90 0 0 &\

Find Prev MNext Add Update Delete Browse

BO. Type: REG
Description: REGULAR PURCH ORDER

Process Controls

Post this order type: ¥
Print purchase orders: Y

Exdude costs on order: N

1of1

(=]
=

P.O. Type

The Purchase Order Type field holds the threerletide that denotes the type of purchase ordereTdre cur-
rently six pre-defined order types:

BLO - A blanket purchase order allows you to enter a®@flarge quantity in order to get quantity/price
breaks but not take delivery on the entire quaniitijl later. The blanket PO is entered with thidey type. On
each line the user enters the quantity they waatder and are then prompted to break out thistifyanto in-
crements with varying required delivery dates.

DIR/DTP—DIR is direct ship to the customer aBd P is direct ship to production (linked to and willfill a
production work order. See tiReoduction Order Processing User Guide). This purchase order type cannot be
entered but is generated by entering a DIR saldsr dype or creating a PO for a shortage on a ptamuwork
order . It will be shipped directly from your vendo your customer and bypass your warehouse it frdur
production requirements. When you receive the msetorder the line stage on the sales order igelainom
ORD to SHP so you know it is ready to be procesdatike REG purchase orders there is no entry ntade
general ledger when the PO is received. When wpstithe DIR PO receipt through to AP this GL erfitry
made:

Debit Cost of Sales
Credit AP

When you post the corresponding sales order thigidty is made:

Debit AR
Credit Sales

When you post the DTP PO Receipt through to APéhisy is made:

Debit Work in Process
Credit AP

When you post the Production Work Order the ergry i
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Stock items Debit Inventory
Credit Work in Process

Non-stock Items Debit Cost of Goods
Credit Work in Process

DRW - direct ship through warehouse. This is treatedt#y like a DIR order with two exceptions:

1. When you receive the PO your QOH is increasedHhmutrtventory is reserved/committed to the corre-
sponding DRW sales order.

2. The GL entries are as follows:

PO Receipt Debit Inventory
Credit AP Holding

PO Post to AP Debit AP Holding
Credit AP

Post Sales Order Debit AR

Debit Cost of Sales
Credit Inventory

Credit Sales
REG - regular . This purchase order will update your Q@ten received

QUO - quotation. This type is used to send a requesidote to your vendor. You can then change int&kgEG
order if you accept the quote.

RET - return. This type is used to return merchandis@tr vendor.

Description
Use this Description field to describe the typ®ufer.

Up to 21 characters

Post this order type

Enter Y or N depending on whether you want thisotgpe to post to General Ledger and Inventorytfbn

Print purchase orders

Enter Y or N depending on whether you want to phig purchase order type.

Exclude costs on order

Enter Y or N depending on whether you want cost\aide details to print on this purchase order.
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Update Line Type Definitions

This option allows you to view and update existing type definitions. Line types are used to cointystem ac-
tions of each line item entered on a requisitiopunchase order.

L Update Line Type Definitions =

File Edit View MNavigation Tools Actions Help

OB U URFEABLRND GO
A C 00 0 O &

Find Prev MNext Add Update Delete Browse

Line Type: STK
Description: STOCK ITEMS
Process Controls
Item Type: 5
Description Update: M

Price Update: ¥
Defaults
G/L Account: 120000000 | = INVENTORY
1o0f1

The Line Type form contains the following fields:

Line Type
This field stores the identifying code for the litype.
CAP—Capital expenditures
NON—Non-inventory items
SER—Services
STK—Stock items (inventory)
STN—Stock Treated as Nonstock. DIR/DRW sales ordexaterDIR/DRW purchase orders with this line type
SUP—Supplies
DRN - Direct ship non-stock items (see OE manual dothier explanation)

DRS - Direct ship stock items (see OE manual for fartexplanation)
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Description

Description of the line type can be entered in fieisl (up to 30 characters).

Iltem Type
The default item type designation in this fieldresponds directly to the pre-defined line types.
C—Capital Expenditures
E—Services
N—Non-inventory items
S—Stock items
T—Stock Treated as Nonstock

U—Supplies

Description Update

Entering Y in this field allows the user to modifye description of the item being purchased dueintgy. If this
field is N or left blank, the user will not be alled to modify item descriptions.

Price Update

Use this field to indicate whether or not the usw®suld be allowed to override the unit cost deéfrom the
vendor-item catalog for a particular item. An erdfyy will allow this change to be made. An entfyNowill
force the user to accept the existing catalog fooghe item for this particular vendor.

GL Account

In this field you will enter the default Generaldger account number for this type of purchase. nZmavaila-
ble. For lines types with item type = N the PO gipttogram will first look at the non-stock item akitg to get
the cost of goods account # to use. If not fouredetlit will use the account # found here. If natrfd there it
will use the default non-stock GL account foundhie Purchasing Defaults program.
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Update Buyer Definitions

This screen is used to maintain information regaygiour company's buyers or purchasing agents.

Note

If you are using the Replenishment module and &becgde is inserted in to the AP Vendor rec-

for the vendor.

ord, it is this buyer code that will be assigneany purchase orders generated by Replenishment

= Update Buyer Definitions
File Edit View MNavigation

Tools  Actions  Options

A ALEBRM o0
A OO0 0 0 &\

Find Prev Mext Add Update Delete Browse

Buyer Code: CATHY

Buyer Mame: CATHY SELIN

1of2

= e

Help

Currently, the Update Buyer Definitions screen earg the following fields:

Buyer Code

Buyer code is used to uniquely identify each bulgat is assigned to purchase orders. One of thege bodes

will also be entered in the default Buyer fieldtlloé Purchasing Defaults screen.

Up to six characters

Buyer Name

This field holds the Buyer’'s name, which will beedgor reporting purposes.

Up to 30 characters
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Update Warehouse Definitions

Use this option to set up the Ship-To warehousegesntThese locations will print on your purchasgeos as the
Ship-To addresses for shipment of goods from tinelee At least one warehouse must be entered ir docpro-
vide a default ship-to address. You may have asymanehouses as necessary and each requestor weag da-
fault warehouse assigned.

"~ Update Warehouse Definitions == .

File Edit View Mavigation Tools Actions Help
OB VWP HQAALRM 9O
A e 99 0 @ K

Find Prev Mext Add Update Delete Browse

Warehouse Code: MIAMI
Description: MIAMI WHSE
Department: 000 |9 ADMIN. OFFICE
Address: 100 PALM DRIVE

City: MIAMI
State; FL
Zip: 33133
Country: US
Phone: 800-222-3455
Fax: 305-222-1345
Email: dong@abc.com

Location Controfled: ¥

1of1

This screen contains the following fields:

Warehouse Code
The Warehouse code uniquely identifies each ind&alighip-to location.

e Up to 10 characters

Description
This is a description or name for the warehouse.

e Up to 30 characters
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Department

This field contains an optional department numisspeiated with this location. If you enter Y in tiee De-
partment field on the Purchasing Defaults forms theépartment code will be used as the defaultlfguachases
associated with this Ship-To address.

Address

There are two address lines available for eachheaise location. The following four fields store sifie por-
tions of the warehouse address:

» City

e State

e Zip

« Country
Phone

This field holds the phone number for this warelocsntact.

Fax

This field holds the fax number for this warehoaseatact.

Email

This field holds the email address for this waredgcontact.

Location Controlled

To “turn on” the multi-bin feature at the wareholseel, set Location Controlled to Y. If you weathe ware-
house to use just one static location as defindld thie item using the Update Inventory Informatpwogram,
set this to N and you will not be prompted to setealtiple bins when processing transactions. Eimtrihis
field is mandatory.
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Update Requestor Definitions

This screen allows you to specify to the purchasiysiem the various employees authorized to cregtgsitions
for items to be purchased.

F" Update Requestar Definitions |E’ =]

File Edit Wiew MNavigation Tools Actions Help

OB 4l S RN = 7 )

=

4“0 Q90 0 0O &\

Find Prev MNext Add Update Delete Browse

Requestor Code: WHMGR Mame: JOHM BEMNIMGTON
Approval Level: &
Whse ShigTo: SEATTLE SEATTLE DISTRIBUTION CENTER
4of4

This screen contains the following fields:

Requestor Code

The Requestor code uniquely identifies each requé&siown to the system. You must have at leastregees-
tor identified in order to create purchase reqioisg.

» Up to six characters

Name
This field contains the full name of the requestod is used for reporting purposes.

e Up to 30 characters

Approval Level

Each requestor will be assigned an approval leeeh f0-9. If a requestor has an approval level tfi®y may
approve their own requisitions in addition to aaguisitions made by someone with a lower apprasail
The default approval level for new requestors is 0.

Whse ShipTo

This field allows each requestor to be assigneefault Warehouse Ship-To location. When a requestor
enters requisitions the warehouse will defauthvalue found here but can be changed.
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Print Miscellaneous Definitions

This option brings up a submenu with programs tetphe definitions updated with the Update MisefiDitions
options. See Chapter 7 for samples of these reports

= Dev 5.40 Database: sample Printers: Lexmark2/Dell Laser Printer 1710n P==E=E
File ‘iew Ewecute Settings Help

e B =z@

Dev 5.40

& 2w e 1 e TR
& ¢ PGB @ 2 roe @« oo (TN

£ 5 Production Managem L e,
& 3 PORs = b PrintF = a Print Order Type Definitions |

m

{&= 6 Production Planning = =l -
B 5 Munah t Updatt = 5 PrintLine Type Definitions

&= 7 Customer Relationsh - 3 !
5 Purch: & g Print b ¢ Print Buyer Definitions

hﬂ i General.‘Admmstrah(-ﬂ: Exit E e Updat: d Print Warehouse Definitions
ﬂ i E 1 Update [Z} e Print Requestor Definitions
&g Updateﬂ' Exit
h Update Landed Cost Categories

Status Idle

Update Vendor Information

The Update Vendor Information option is used to add maintain information about vendors. The Vertdble
contains many of the defaults associated with vesididhere are six additional screen programs aitdessom the
Update Vendor Information program. These prograrastae Pay-To Information, Vendor Activity, Vendaging
and Terms, On PO, and Document Delivery. Each 6tteese programs is discussed in this section.
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The Vendor Information screen:

P~ Update Vendor Information = =]
File Edit View Navigation Tools Actions Options Help
QB U UREPEQRAALRE @O
Payto Ar%lv Agi'fg Ta?;\s oﬁo Doc
4 6 @ 9 § &
Find Prev Next Add Update Delete Browse
Vendor: 123457 Name:  CHAMPION INC -
Account No.: CHMP1038 Contact: JIM M PELIN
Cell: 404-234-9173 Phone: 404 265 8354
Address: 320 S\ 150TH Fax: 4042658300
COMPLEX 2GF
C/S[z: ATLANTA GA 42231
Country: US | UNITED STATES
Email: jpelin@abedist.com = EMail Currency:  STD
Web: www.abedist.com H et TaxCode:  DEKALB
Fraht Tax: Misc Tax Code: L
Hold: LastPay:  07/12(2012
Balance: 86302.70
Buyer: CATHY ) CATHY SELIN On Account: 0.00
AP Terms: B 2% 10 NET PAYMENT 30 DAYS Limit: 50000.00
Acct.Grp: EXINV a] INVENTORY EXPENSES ETA Days: %)
Pay Mthd: AP ACCOUNTS PAYABLE Take Disc: No
FedTax ID: 53-1876534 1099 Required:
onPo: 51164767.12 ¥TD Purchases: 28,512 Lifetime Purchases: 181,709
Accts AP: 200000000 (%) - 000 (% Cash: 100000000 (% - 000 |% EXPCOG: 704000000 (%) - 300 Rebate: 120000000 [%] Credit Card Template: )
1of1 =5
Note

The field descriptions with an asterisks (*) aréyavailable if you have Fitrix Purchasing in-
stalled. Contact your Fitrix Representative for enmformation.

Vendor:

This twenty-character alphanumeric field is theectitht identifies the vendor. Once a vendor hasgetions in
the system, you cannot change that vendor's cadelatete the vendor record. This is a requireld fie

Business Name:

This 30-character alphanumeric field stores thén®ss name of the vendor. If you do not enter atpaddress
for the vendor, this Business Name displays onkshekhis field also displays on many reports aneest.

Account No:

Enter the account number the vendor has assigngalitorhis account number prints on the AP checthad
the vendor can easily identify which account tolgpipe payment to.

Contact:

This 20-character alphanumeric field stores theenafiihe person that you most frequently telephooreern-
ing payments to this vendor.
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Phone/Cell/Fax:

These 20-character alphanumeric fields store tephene, cellular, and facsimile numbers of thetacinper-
son.

Currency:

If you are using Multicurrency, Currency Code iequired field and defaults to the home currencgefsed
in Update Multicurrency Defaults. If you are notngsMulticurrency, The Currency Code field is skagpand
remains null. You cannot change the currency cd@evendor with any activity. This is to ensuretttiee bal-
ance and activity for the vendor remain in a sirmgleency.

Address:

This 30-character field stores the first address &f the main or common address of the vendor.ni&ie ven-
dor address consists of the two Address fieldy, Gitate, Zip, and Country fields. If you do noterpay-to ad-
dresses, this address prints on checks.

There is an additional 30-character address fiefdd® the labeled address field that can be usexdoite
number or other address information.

C/siziC:
This row stores four separate fields:

e C/ —the vendor city (20-character alphanumeric)
» S/ —the state abbreviation (two-character alphamizne
e Z/ —zip and Zip+4 code if applicable (ten-charactghanumeric)

e /C —country (20-character alphanumeric)

Email:

This field stores the contact’s email address.

Bckord: *

This single-character alphanumeric field accepterary of "Y" (yes) or "N" (no) to indicate whether not this
vendor is allowed to backorder.

Web:

This field stores the company URL for the contact.

Tax Code:

This six-character alphanumeric field is the Mekiél Tax code for the vendor. It is the default tillevel Tax
code for the Update Payable Documents and UpdateA\® Checks option. Entry is optional. Zoom isitasa
ble.

Freight Tax Misc Tax Code:

This six-character alphanumeric field is the Meliél Tax code for the vendor. It is the default tillevel Tax
code for the Update Payable Documents and UpdateA\® Checks option. Entry is optional. Zoom isitasa
ble.
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Bill:

This 50-character alphanumeric field can be useddord any special payment instructions from teisdor.

Last Pay:

This is a system-maintained field. It displays dage that a payment was most recently made toémdor in
the report MM/DD/YYYY. The field is updated whenwy@ost a check to the vendor's account with thé Pos
Checks option (Check Processing menu.)

Hold:

This single-character field accepts an entry of (y's) or "N" (no) or it can be left blank. It ised to stop the
creation of automatic checks for a vendor. If tleédfis set to "Y" and the Payments Due reportiisfrom the
Check Processing menu, the customer will display#sON HOLD **** and the Totals field will show 00
even if there are outstanding invoices listed. Wymmrun Create Automatic Checks, no check wilgbaerat-
ed for this vendor. However, the system will allgau to enter a manual check for this vendor. K field con-
tains an "N" or is blank, automatic checks willdreated for the vendor.

Ship: *

This 50-character alphanumeric field records amcip shipping instructions from this vendor.

Take Disc.:

This single-character field accepts an entry of,"A™, or "N" to control how discounts are takenevhAuto-
matic Checks are created. If this field contain$Adh discounts are taken even if the payment israhe dis-
count date. If this field contains a "Y", discouate taken only if the payment is made on or befloeediscount
date. If this field contains an "N", discounts ao taken. In any case, the discount taken maybaged man-
ually before checks are printed.

Discount: *

This field is not currently functional.

Buyer: *

This six-character field is used to record the bugale identifying the primary buyer of inventotgms from
this vendor. You can use the Zoom feature to selecde for this field. After the code is validatdee system
fills in a buyer description in the unlabeled fiétdthe right.

Balance:

This numeric field displays the total amount owedhe vendor. This amount includes the On Accouomiunt.
This is a system-maintained field.

On Account:

This numeric field shows you the amount that youehsent to this vendor that was not applied tospecific
invoice (a prepayment). It can be positive or tiggaThis field is similar to the On Account fietd the Ven-
dor Open Items screen. The difference is thatithé flisplayed on the Vendor Open Items screenismeow
to the vendor record. During setup you can enrvtndor's On Account amount in either place. Qusietup,
entering a new figure into the On Account amountt@nVendor Open Items screen overrides any amaunt
previously entered in the On Account field hereteAfjou have balanced your accounts payable amdezha
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"Y" in the Account Payable Setup Complete fieldtof Accounts Payable Defaults screen, you are mgeio
able to change this value. After that point, thatue is entirely system maintained.

A/P Terms:

This field stores the terms code for the vendoe ¥éndor's terms are used to calculate when ins@icedue,

what discounts are allowed, and when those dissametlost. The terms code must have been preyieasup
in the Terms program using the Update Vendor Tapti®n of the Vendor Information menu. After youemna
terms code, the description for that terms codglas next to the A/P Terms field. The Zoom feafaravaila-
ble.

Limit:

This numeric field contains the maximum amounthére is one, that this vendor allows you to oweu ére
not required to make an entry in this field.

Acct. Grp:

This field stores the default account group tofosehis vendor. Account groups, the groups ofteeldedger
accounts that can be used automatically in inveitey, are generally used to specify different gatees of
purchase. This default account group displays erPdayable Documents screen. The account grouppreist
ously have been set up in the Account Groups tatitey the Update Account Groups option of the Setaya-
bles menu or the Payable Ledger menu. The Zoorarke#t available.

ETA Days: *

This four-character field is used to store thenested number of days that it takes for items todoeived from
this vendor.

Pay Mthd:

This six-character field records the method of pagtifor this vendor. After the payment method cisden-
tered, a description displays in the unlabelediftelthe right of the code. You can use Zoom tected payment
method code.

Take Discount:

Set to A to always take terms discount, N to nézke terms discount, or Y to only take terms distdithe
invoices are paid within terms.

FedTax ID:

This nine-digit numeric field stores the Federak Tdentification Number. The number is used for 208ports.
The proper data entry report is:

XX-XXXXXXX (also acceptable: XXX-XX-XXXX).

1099 Required:

Check this box if you need to report 1099 informatfor this vendor. If this box is checked themgactions
with this vendor will be printed on the 1099 repdirthis field is left blank, the default valueathyou entered in
the Select Vendor Default for 1099 Reporting fietdthe Accounts Payable Defaults screen is used.
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On PO:
Display only field that displays the total dollanaunt on open purchase orders for this vendor.
YTD Purchases:

Total year to date purchases you have made wishviridor. This value is reset by the system ab#ginning
of each fiscal year.

Lifetime Purchases:
Total purchases you have made with this vendor.

Accts A/P:

The first section of the A/P account field is a rarin field that stores the default accounts payabtunt you
want to use for the vendor. This is the accountdisplays in the A/P Check screen of Update A/lR¢Bk or
Update Non-A/P Checks and the Payable Documenges@f Update Payable Documents.

If you do not make an entry in this field, the A&count number from the Accounts Payable Defaaleses is
used. The number that you enter must be a validuetcmumber in the Ledger Accounts program.

The unlabeled second part of the A/P account fielttains the default department code (000), od#fault for
this vendor. This field allows you to link the atty of a vendor with a department. In order to tiedepart-
ment code feature, department codes must haveopidyibeen set up using the Update Company Infoomat
screen program on the Setup Company menu. The Zeatore can be used for both parts of the A/P field

Cash:
This nine-digit field stores the ledger cash actased to pay this vendor.

An entry must correspond to an established casbuactclf you do not enter an account number infieisl, the
default Cash Account from the Accounts Payable Giefarogram will be used for this vendor. Like thé>
field, a department code can be entered in thebetgd field to the right of the Cash account fi&ddu can use
the Zoom feature to select codes for both parthisffield.

EXP-COG:

This nine-digit Zoom field records the Account nweninsed for purchases from this vendor. This figldot re-
quired. An unlabeled Zoom field next to the Accofield stores a department code, if any, associaitidthis
account.

Rebate:

Enter the rebate receivable account number ifdtfferent than the default account number. SedPtimehasing
User Guide for more information on Vendor Rebatepssing.
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Credit Card Template:

If the vendor has a credit card template code thervendor can be used in the credit card stateimgratrting
process. See Chapter Six for more information enGtedit Card Import programs.

Update Pay-To

Information

This menu option allows you to store multiple payatidresses for multiple vendors. Use this featdmen you
want to keep several addresses for one vendorpayo codes are used in the Payable Invoices anogr

The vendor's primary address is entered in the ¥ietadble by using the Update Vendor Informationgoaon. That
screen provides an option to enter pay-to addrdes@ssingle vendor.

The Update Vendor Pay-Tos program is useful if gmuentering a batch of pay-to addresses for sewemdors.

The Pay-To Address screen:

¥~ Update Vendor Pay-To's

(RN A E

vendor Code: CANCN
Pay-To: CAMON1

City/State/Zip:  ATLANTA
Country: US

Web Address: canonusa.com
Bill Ins.:
Bckord: Y
Take Disc.: Y
Buyer: KEVIN
Discount:
Pay Method: AP
Credit Card AP Acct:
T1of1

File Edit View MNavigation Tools Actions Help

A BB
a @ P 0 © =W

Find Prey MNext Add Update Delete Browse

Pay-To Mame: CAMNOMN SOUTHEAST

Contact: BOB
Address1: 480 TRICKUM WaY Cell:
Address2: Fax: 770-456-7399

Email: bebs@canonusa.com

[E=H EoR ==

CANOM LS, A, INC,

Phone: B00-323-5753

GA 30339
UNITED STATES

Ta: NOTAX
ETA Days: 45
KEVIN KEMMER.

ACCOUNTS PAYABLE
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Pay-To Address Screen- Field Descriptions

36

Vendor Code:

This is the vendor code that uniquely identifies Wiendor. The vendor code must have been previsaslyp
using the Update Vendor Information option of thendor Information menu or the Update Vendor Infdiara
option of the Setup Payables menu. After the vendde is entered, the business name displays inrlabeled
field adjacent to the code. The Zoom feature ivipliex.

Pay-To:

This six-character alphanumeric required fieldesdhe code that uniquely identifies a single magetdress for
a vendor. A pay-to address is the address whictispoin checks. For a single vendor, you can setulfiple
pay-to addresses, each of which must have a catlésthnique to that vendor.

(Example: You can give both Aardvark Computer Sygpid Buffalo Office Products a pay-to code called
"HOME", but you cannot use that pay-to code folhb&ardvark’s Honolulu office and Aardvark’'s Des Mes
office.) .

Pay-To Name:

This 30-character alphanumeric field stores théness name of the vendor at the pay-to locatiomedfby the
pay-to code. This name prints on checks for thistpaaddress.

Contact:

This 20-character alphanumeric field stores theenafryour contact at this pay-to location.

Address 1:

This 30-character field stores the first streetragsl line of the pay-to address. This is the liimst of the address
that will print on checks for this pay-to locatiorhe entire address that will print on checks Far pay-to loca-
tion consists of the fields Address 1, Addressig, State, Zip, and Country.

Address 2:

This 30-character field stores the second addimes®f the pay-to address. Use this field if thg-fmlocation's
street address will not fit on one line.

City:

This 20-character alphanumeric field stores thefoit the pay-to address.

State:

This two-character alphanumeric field stores tlagestor the pay-to address.

Zip:

This ten-character alphanumeric field stores tpecede for the pay-to address.
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Country:

This 20-character alphanumeric field stores thenttgufor the pay-to address.

Tax:

This six-character alphanumeric field serves asifault Multilevel Tax code for the Update Payablecu-
ments and Update Non-A/P Checks options. This feeltbt required and the Zoom feature is available.

Cell:

The cellular number of the Principle accepting pagm

Fax:

The facsimile number of the Account Receivable depent for that Vendor.

Email:

The email address of the Principle accepting paymen

Web Address:

The website address of the company.

Take Disc.:

This one-character field controls how discountstaken when automatic checks are created for thys@ ad-
dress.

A = discounts are taken even if the payment is nadige the discount date.
Y = discounts are taken only if the payment is maelfiere the discount date.
N = a discount is not taken.

In any case, the discount taken may be changedatipiefore checks are printed. If this field isbk on the
Pay-To Addresses screen, the value for the disd@idton the Vendor Information screen is used.

Bckord:

This field is not currently functional.

ETA Days:

This four-character field is used to store thenested number of days that it takes for items todoeived from
this vendor.

Buyer:

This six-character alphanumeric field is used twesthe code for the buyer of inventory items fritnis vendor.
When a valid code has been entered, a descriptittre@wode will display next to it. Zoom is availab

Discount:

This field is not currently functional.
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Pay Method:

This is a six-character alphanumeric field that lbarused to enter a payment method code for tinidore
When a valid code has been entered, a descripiibdigplay in the adjacent field. The Zoom functits avail-
able in this field.

Credit Card AP Acct and Department:

Not required. Fill in AP account number and deparitrto be used when creating credit card statemeaices
if different than the AP account number and departnstored with the vendor. See the section orCtiedit
Card Import programs in Chapter Six for more infation.

Update Item Catalog

The Item Catalog allows you to maintain your compeatalog of items approved for purchase from djweeen-
dors. When you choose this option, the followingreenu appears:

38

g Update item Catalog

@ a Update Mon-Inventory [terms
El b Update ltem Catalog

E| ¢ Update vendar Catalog

= d Print Mon-lnventory ltems
"=l & Printltem Catalog

f PrintWendar Catalog

& Exit
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Update Non-Inventory Items

This option allows the addition and maintenanceari-inventory items approved for purchase. Thesastwill be
available for selection any time a line type ottiien STK or STN is entered for a requisition orghaise order line
item. All STK items are maintained through the ikitnventory Control module. This screen programtains the
following fields used to enter and update non-inggnitems

Commodity Code:

Description:

Item Class:

Purchasing Unit;

Weight:

Volume;

Sales Account Mo:

Cost of Sales Account Mo
Taxable?:

Subject to Trade Discount:
Item Type:

Commission Code:
Default Unit Cost:
T1of1

E Update Mon-Inventory tems
File Edit View MNavigation Tools Actions Help
OB O WhPEHRAALRM OO
a4 ¢ 9 9 Q =
Find Prev Mext Add Update Delete Browse
Item Code: CPAPERS11
Vendor Code: 123478 COSTCO WHOLESALE

SUPPLIES
COPY PAPER. 8.5% 11

MNOM MOM ITEM CLASS
L5
10,000 Unit: LB

400000000

500000000 =
M
M
M

12,0000

E=EEE )

Item Code

This code uniquely identifies each approved noreimery item to the system.

Up to 20 characters

Vendor Code

This field holds the vendor code from which thenitis usually purchased.

Up to 20 characters

Commaodity Code

This field holds the unique commodity code for titésn. Certain industries use standard commoditiesdo
identify items they buy and sell. Entry in thisldiés optional.
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Description

There are two description lines available for eisetm entered.

Purchasing Unit

This two character field is required and speciffesdefault unit of purchase for this item.

Weight

The weight of each unit can optionally be enterethis field.

Unit
This field contains the unit of measure for thegh¢ientered in the previous field.
Volume

This field contains the volume of the item.

Sales Account Number

Enter the sales account number that should betededihen this item is sold. Initially defaults teetsales ac-
count number in the Update Order Entry Defaultgpmm but can be changed.

Cost of Sales Account No

Enter the cost of sales account number that shmifiebited when the vendor purchase order is ptstag.
Initially defaults to the Non Account number setinghe Update Purchasing Defaults program butzan
changed.

Taxable
Enter Y if taxed should be charged on this item nvités sold to a customer that you collect sadesftom.
Subject to Trade Discount

Enter Y if this item should be included in tradsatiunts offered to your customers.

Iltem Type

This is a non-entry field. It will contain an N farnon-stock item.
Commission Code:

Enter a commission code if commission is paid asitem when it is sold.
Default Unit Cost:

Cost used when non stock item is included in adbithaterial.
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Update Item Catalog

This header-detail screen gives one of two viewthefVendor-ltem Catalog used in PO entry. All iseshould
have at least one entry in the detail portion of itreen for a vendor that you purchase the item fi.e. - primary
vendor)

r' Update Item Catalog | = .
File Edit View MNavigation Tools Actions Help
OB GULEEEQARALEBM B00EDH 90

A 60 90 0 9 =W

Find Preyv MNext Add Update Delete Browse

Item Code: 12112 SCM A SERIES CVR-UP TAPE
Type: 5 Class:  NOM ALUMINUM FMD Required:

Vendor Pr  Business Name Curr  Item Cost FU Vendor Item Code FMD -
104588 N PRIME LINE AUTOPARTS  EUR 10,0000 EA VEMD_12112

123457 N CHAMPION INC 5TD 3.0000 EA VEMD_ 12112 @

123460 N WALKER EXHAUST INC 5TD 2.9600 EA VEMD_12112 I

123476 N COSTCO WHOLESALE 57D 2.7500 EA VEMND_12112 =

CANGON N CANOMN U.5.A, INC. 5TD 2.5500 EA VEMD_12112 ]

SCM ¥ SMITH-CORONA CORP. 5TD 23500 EA VEMD 12112 [

Tof1

To add a vendor do a Find and find the item youtw@mvork with.

Item Code

This holds the item code for the item you are uipdat

Item Description

This holds the description of the item you are tipda

Type

Item type can either be S, signifying a stock eeimory item, or N, signifying a non-stock itemdescribed
above. Fitrix Purchase catalog maintenance for bygtbs of items is done in the Purchasing module.
Class

This field holds the product class to which thé&ritbelongs. Product classes are set up in Inve@ongrol and
allow you to further group your inventory for refing purposes.

FMD Required

Display only field that displays the value in tihen master. FMD stands for Full Material Declanatidocu-
ment (part of ROHS or Restriction of Hazardoudevials compliance). If FMD required is checked #mel
FMD Received in the detail section of the screemois a line note is automatically added to thedegrpurchase
order requesting the vendor send one with the sripm
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The detail portion of this screen contains theofelhg fields:

42

Vendor

As many as 100 vendors can be assigned from whaneao purchase the specified item. This field dostthe
vendor codes of each approved vendor. Zoom availabl

Primary Vendor (Pr)

Enter a Y for the vendor that is your main or priyn@endor for this item, and N for all other secandvendors
that you can purchase this item from. One primamndor must be assigned for each item. This primangor
is assigned to the PO created when the Created®®Recommendations program is run in the Replergshim
module.

Business Name

This is a display-only field where the name of Wieador returns for the vendor code you entered.

Currency (Curr)

This column holds the currency code for the verfdgou have Fitrix Multicurrency installed.

Item Cost

This field allows you to enter the currently quotexst for this item from this vendor.
PU
Purchase unit of measure. Zoom is available dfitém does not have UOM list assigned to it inithe master

(meaning it is not possibly purchased in multipfétsi of measure) the value entered here must ebegbur-
chase unit of measure in the item master.

7 Error =N e >

The Itern Master UOM List Code is Blank

Therefore, you can only change the purchase unit

to EA to match the itern master

Vendor Item Code

This field allows the optional entry of the vendarhique item code for this item. This vendor itede will be
printed on the purchase order along with you iteahecto allow the vendor to easily identify the iteyou are
ordering.
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FMD Received

Check this box if the vendor has sent you a Fultélal Declaration document for this item.

Update Vendor Catalog

This is another view of the vendor-item catalogvbgdor, which shows all the items you can ordemfeospecific
vendor. This option allows maintenance and reviéthe catalog based on the items a particular veocawies.

7~ Update Vendor Catalag E=a|E2 .
File Edit View MNavigation Tools Actions Help
OB &gl A BLBEM BO00ED =00

A6 00 00 O &\

Find Prey MNext Add Update Delete Browse

Vendor Code: 123459 CASTROL OIL €O curr;
Contact: STEVE ISSACSON Phone: 512 344 5000
Item Cod Description Item Cost um PU Vendor Ttem Code End of Life Line:
CAS51030 CASTROL (R) 10W30 MOCTOR OIL 0.6400 EA 12/31/2012 ()18
CAS1040 CASTROL 10W40 MOTOR OIL 0.6900 EA [0)(8
CASGTXL030 CASTROL GTX10W30 MOTOR QIL 0.7300 EA oI
CASGTX1040 CASTROL GTX 10Wd0 MOTOR OIL 0.7500 EA OIL
KH008 DOUBLE SPRIMG ASSEMELY 8.0000 EA

40f39

Do add items to a vendor’s catalog do a Find amdl the vendor you want to work with

Vendor Code

The vendor code represents the vendor whose iteatogayou are updating. A non-labeled field nexthe
vendor code holds the vendor’s business name tima¢s up when you enter the vendor code.

Currency

If Fitrix Multicurrency is installed, this field Hds the currency code for the home currency ofvhizdor.

Contact

This field holds the name of the main contact presentative from this vendor.

Phone

This is the telephone number associated with the oantact.

The detail portion of this screen allows the maiatece of the list of items approved for purchasenfeach vendor.
The fields provided are the following:
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Item Code/Vend Item

This is your code for a particular approved itenis lan item that is defined as an inventory iten/C, or de-
fined as a non-stock item via Update Non-Inventteyns.

Description

This non-entry field displays the description astitem.

Item Cost
The vendor-quoted cost for this item is enterethis field.

UM

Purchase unit of measure. Zoom is available dfitdéan does not have UOM list assigned to it initken master
(meaning it is not possibly purchased in multipfétsi of measure) the value entered here must ebagbur-
chase unit of measure in the item master.

3 Eror [ o)

The Itern Master UOM List Code is Blank

Therefore, you can only change the purchase unit

to EA to match the itern master

Vend ltem

This field allows the optional entry of the vendarhique item code for this item. This vendor itemde will be
printed on the purchase order along with you iteatecto allow the vendor to easily identify the iteyou are
ordering.

End of Life

The date the vendor will discontinue supplying ftesn. This is for reference only.
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Update Landed Costs

This functionality gives you the ability to receimeerchandise at landed cost which will be the s@ith@item’s
cost, freight charges, broker fees, and any otbsisassociated with the merchandise. This willenthat the
profitability of the item is accurately reflectenlinclude its total landed cost when soltie first step in using the
landed cost feature is to set up your cost categdrhese cost categories are then used to enter ¢stirasts
when the vendor purchase order is entered.

P~ Update Landed Cost Categories | = |[~E

File Edit Wiew Mavigation Tools Actions Help
OB G UhHBER ALRE OO
A e 90 0 9 &

Find Preyv Mext Add Update Delete Browse

Category INLAMD FREIGHT
Variance Account 580000000 |=
Allocation Method | Weight

Tof1

Category — this is a 30 character field where the naméefcost category is entered.

Variance Account— this field is used to enter the GL account nuntbat any variances between estimat-
ed and actual costs will post to. See the discndsétow on the Post Landed Cost Variances program.

Allocation Method — enter the value here to determine how additiorerichandise costs such as freight
should be allocated to the product when you rectfiggourchase order so that the item’s cost ige tr
landed cost. Valid values are:

W- cost will be allocated based on the item’s weidftthis method is used it is imperative that
you have assigned a weight to the item when itseasip using the Update Inventory Information
program. If a purchase order can have items witlit different units of measure (LB vs. OZ)
then this method should not be used as there isgahanism in place to calculate a common
UOM to be used for all items when apportioning ¢bst.

V — cost will be allocated based on the item’s voluththis method is used it is imperative that
you have assigned a volume to the item when itsgasip using the Update Inventory Infor-
mation program.

C — cost will be allocated based on the item’s cest eelates to the receipt as a whole.

Q — cost will be allocated based on the item’s qityaas it relates to the receipt as a whole.
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M — cost will be manually allocated by the user.

See the next chapter on how to attach landed tmgtsur purchase orders.
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Chapter 3

Vendor Purchase Orders
and Returns Maintenance

In this chapter, we will discuss the options on&@ntenance menu. You use the options on
this menu to enter and update purchase ordersyeegeods you have purchased, post pur-
chase orders to accounts payable for payment osisg@egeived, and print various reports as-
sociated with these PO'’s, receipts, and invoices.
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PO Maintenance menu

The PO Maintenance menu is the second option oRthehasing main menu.

B 2 temM g5 4 Purchzm
UM - o rerarce

4 Purch: S Exi
= ‘ﬂ a Update Purchase Orders

Ll Cu“\ ﬁh—wa"—"—“ o ey SRk
& - Production Managem g5 5 on g [ b Print Purchase Orders

6 Producti i 3 = 5
=] roduction PIanming g o panuf; =l ¢ Print Expected Receipts

£ 7 Customer Relationst & 5 Purch: B

dl d Update Receipts By PO

8 GenerallAdministratic o =2 it
e ﬂ =HE e Update Receipts By Vendor

[T T T T

S B f Update Vendor Retums

=] g Print Receipts/Returns Edit List

=] h PostReceipts and Returns

i Update AP Invoices
= | PrintInvoices Edit List

k Postinvoices

| | Update Landed Cost

=] m Edit Landed Cost Variances
=l n PostLanded Cost Variances
Eq‘ o Print Purchase Receipt Labels

& z Update Batch Maintenance

s

Status Idle
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Update Purchase Orders

Use this option to enter and update purchase ardéren you choose this option from the PO Mainteeanenu,
the Update PO screen displays.

P~/ Update Purchase Orders = B |

File Edit Viev Navigation Tools Actions Options Help

OB QULHRAER ABEME00EDE W0

3 % %
W W
5 Summary Defaults Vendor Payto Print Landed Cost Prod Order RiseDd  BlanketRel

A G 00 0 O & ¥

Fnd Prev Next Add Update Delets Browse Optons

Purchase Order Information Additional Information References & Contract
Type: REG Y Buyer: CATHY Y Cust Doc No:
Vendor: 123457 Ship Via: BEST WAY Orig Cust Doc Mo
CHAMPION INC Order Total: 210.00 Production Order:
PayTo: WEST a Warehouse: MIAMI \| Confirm Date: (HE]
Status: ACT Orig PO Number: On Board Date: (3E)
PO No: 230-1 RO DESTRNARIN Multiple Orders: N
Blo Release No: ConTimetit: Contract:
Doc.No: 231 e Contact Name:
Stage: POG Currency; Container:
PO Date: 08/25/2013 |44
Required Ship Date: 03/25/2013  [1E4
Required Delivery Date: 09/26/2013 |Lid
Terms Code: B
Terms Desc:
e Stg | Item Code Description Additio Tiptio Warehouze  PU_ Quantity QtyReleased | Cost et Amaunt
157K POG 12104 SCM A SERIES MULSTRIKE MIAMI EA 30.0000 0.0000 7.0000 21000

79 of 79

E{S View Detail

Update PO screen—header section

This section holds the basic information in thédwing fields:

Type

This field stores the code for the Order Type @ ffurchase order. You set up order types with tépQader
Type Definitions program. You enter a defined cqatess TAB to select the default, or click on mégng
glass or press Ctrl Z to view a list of valid ordigres.

PO Maintenance 49



Fitrix Purchasing User Guide

F Look Up Order Types EI@

File Edit Help

OB} UL 00

Order Type  Description -
BLO BLAMKET ORDER

DIR DIRECT SHIP ORDER

DRW DIRECT SHIP TO WAREHOUSE

DTP DIRECT TO PRODUCTION

REG REGULAR PURCH ORDER

RET RETURMN TO VENDOR

[G aK ] [Q’A Cancel ] [M New Search

There may be on occasion the situation where yaut Wwelock in a price with your vendor for a shipméhat will
be shipped directly to your customer before thesatder from the customer is received. In thisasibn the ven-
dor purchase order will be created with an ordpetyf REG and there is no customer sales ordernWhe are
ready to create the sales order for this diregirabint PO, change the purchase order’s order tgme REG to DIR
or DRW. When you do this you will be prompted alfofws:

¥~ Confirm @

Chanaging from REG to DIR will prompt you to create customer S0. Continue?

@ Yes | [Q:! Mo l

If you select yes, you will then be prompted fae tbllowing information so that the correspondiades order can
be created:

-

F3 Enter Customer Information | = i|_EI_| 5|

O QUWREER AL »

Customer Code: (=]
Ship To Code: @
PONo.: 812
Ship via: BEST WAY Y

Order Date: 11/01/2012  [a¥d]
Ship Date: 11/01/2012  [aid]

(@ ox | [ cancel |

Enter the customer code.
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Vendor

This field stores the vendor code for this purchaséer. You set up vendor codes using the Updateddr In-
formation program on the Setup Purchasing menu.

Note

A vendor (supplier) may have multiple Pay-To addess If this is the case, when you select a
vendor, a window will automatically open that lisisthe vendor’s Pay-To addresses.

PayTo

Vendor Pay-To code. This code designates whererid the payment. You update Pay-To codes with dpdat
PayTo Information.

Status

The Status of the order is updated by the systenth@ purchase order is processed, the statusetiang
ACT—Active is the initial status for a new purchasdesr

COM —Complete means all lines have been invoiced aste.

CAN—cancelled if any line in the purchase order iscetind.

PO.No

You can enter your own 10 character alphanumerich@se order number in this field or it will defetd next
sequential PO Document Number as defined in theatdpdurchasing Defaults screen program upon séving
nothing is entered.

Blo Release No

This display only field displays the latest releasenber for blanket purchase orders (order typ©®Band is
updated automatically each time a PO is released fhe blanket purchase order.

Doc No

Document Number is a unique number assigned bgytem using the next sequential PO Document Number
in the Update Purchasing Defaults screen program.

Stage

The Stage field holds the code that representsGWEST stage of any of the purchase order line stedee
the PO line stages under the detail section betoydssibilities. When entering a purchase orderstage will
default to either ORD for ordered or HLD for helgpgnding on the value you entered in the Updatehasing
Defaults screen program. If the stage is set to it cannot print or process the purchase ordech@nge it
from HLD to ORD you will be prompted to enter thaesgword (this is the value you entered in the HRallbase
Auth field in the Update Purchasing Defaults scrpegram.
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= Prom pt

Enter Authorization Code to activate this order: ||

|Q oK | |Q:1 Cancel |

Any sales orders that generate purchase orders¢dDIRRW order type) that have been put on hold raaté
cally set the PO to HLD as well.

PO Date

The system defaults to the current date when yeaterthe original PO and you can update this dateeided.

Required Ship Date
This date is the date you need your vendor to thlggroduct.
Required Delivery Date

This date is the date you need to receive the gtodu

Terms Code

This field displays the terms code for the vendut this can be changed if needed.

Buyer

This field holds the Buyer code. Buyer codes atated information are set up with the Update Bupéor-
mation (option 4-c-c). This field has the followiagributes:

Ship Via

This field holds a Sip Via code/description for fhgight carrier you want to use. It is optionatlazan have up
to 15 characters.

Order Total

This is a non-entry field and is the total is thensof all the line items on the purchase order.

Whse.
Holds code for the warehouse where you want itema BO shipped.

e Required, Zoom available

FOB

This field holds the code/description for the Fhei@n Board point. It is optional and holds up focharacters.

Confirmed To

Holds the name of the vendor representative thairooed the order. This reference field is optional

Refer
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This field holds an Order Reference, which canrbghang pertinent to the PO and is optional.

Cust Doc No

This display only field displays the customer dodéy number if this is a direct ship purchase order
(type=DIR,DRW) that was automatically created tlglowrder entry or if the PO was created from a petidn
work order that is ties to a customer sales order

Orig Cust Doc No

System maintained. If the user deletes a salesy ovith order type DIR or DRW they will be promptexdcreate
a new sales order. If they answer Y a new onehiltreated and the original sales order numberb&iktored
in this field. If they answer N both the sales arded purchase order will be deleted.

Production Order

If the PO was automatically generated from a petida work order, the work order number will displa this
field.

Confirm Date

Date that the vendor confirmed receipt of PO (oin

On Board Date
Date that the merchandise was loaded for shipnogripfal).
Multiple Orders

If you want to create multiple purchase ordersnglezhis value to Y. For the initial purchase orglaw enter,
enter the total quantity for all purchase ordens w@ant to create from this purchase order. For gkenyou en-
ter a PO with a gty of 1000. When you store thepase you are prompted for the number of purchakr®
you want to create. If you enter 4, four purchaskeis will be created with a quantity of 250 onteane.

Contract

If the order is a direct ship order (order type DIRRW) and the sales order was entered and mukgdks or-
ders were created from it, this display only fielfl display the sales contract number assignetthécsale or-
ders as a cross reference.

Contact Name

If you want this purchase order to go to the aibendf a certain individual the name entered hetlepnint on
the purchase order.

Container

Optional field to enter ocean container number.
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Order Summary Screen

4

Click on the SUmmary buttonn on the toolbar to launch the order sumrsargen. You can use this screen to
enter ay miscellaneous or freight charges the veméy charge you but it would best to use the ldrmest
functionality described below so that these chamgeincluded in the cost of the product when yaeine it.

1 Order Summa.. |2 = ..

File Edit View Tools Help
OB U ihdE

Qrder Summary

»

Currency: STD

Sub-Total: 16075.00

Tax Amount: 0.00
Misc. Amount: 0. 01
Freight Amount: 0.00
Total Order; 16075,00

[(9 oK | I[:‘ Cancel |

A
Enter the miscellaneous amount ~

Order Defaults Screen

@

Use the Defaults pttom on the toolbar to launch this screen.
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) = Viiew/Update Deafult Information = @ -

File Edit View Tools Help
OB O WipBPHRABALEREM OO

Order Line Defaults

Warehouse Code: | JEE ~ [W]  MIAMI WHSE

Buyer Code: CATHY EJ CATHY SELIN
Order Type: REG  [&) REGULAR PURCH ORDER

Line Type: 5TK [ STOCK ITEMS

Tox Group Code: NOTAX  [®]  NOTAX
Use Department: N

Freight and Miscellaneous

Freight Tax Code: MOTAX @ N TAX
Freight Account: 500000000 [4] ooo (&
Misc Tax Code:  MOTAX |§| NO T.C\.X
Misc Account: 720000000 E| {ulil] E.]
@ok | [i4cance |

a
T

Enter the default warehouse,

Production Order Screen

&

. . Prod Order
If the purchase order was created from a produetiork order you can click on tt button to access

the work order.

Update PO screen—detail section

Ln

The Line number is the system assigned, incrementawber for each line item on the purchase order.

Typ

Type holds the type of item belonging to one offtilowing categories:
CAP—Capital purchases
NON—Non Stock keeping items
SER—Services
STK—Stock/inventory items
STN—Stock Treated as Non-stock (DIR and DRW lines dleta this line type)
SUP—Supplies
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DRN- Direct ship non-stock. You cannot enter this ligyge. They are generated from sales order entry.

DRS- Direct ship stock. You cannot enter this line typkey are generated from sales order entry.

Stg
This non-entry field holds the Stage of the lireris. The different stages are as follows:
ORD—Order is the initial stages for an ordered lirgarit

POG—PO Generated, item has been printed on a purardse A Po must be printed before you can re-
ceive it

REC—item has been received
INV —Item has been invoiced and posted through to AP

CAN—item has been cancelled

Item Code
Enter the item code you want to order. Zoom islatée.
UM

Unit of Measure is the unit in which the line itésrpurchased, e.g., each (EA), boxes (BX), car{@19, etc.
found in the item record. If the item master recimrthe item has a UOM list associated with it émieag you
can purchase this item in multiple units of meagne can zoom in to select a UOM that is differtran the
one found in the item master.

Quantity

Quantity represents the quantity you would liketder for the particular line item. If an item mbst purchased
in a certain number of incremental units (i.e. iy tase) defined in the item record, the quantitgred here
must be multiples of that increment. For examfilthe incremental purchase unit is 2, then youaraer 2,4,6,
or even 120, but you cannot place an order for 3, br 121.

Quantity Released

For blanket purchase orders this display onlydfihows the quantity that has been previously sekkdor this
line item.

Cost

This represents the cost of an individual purct@simt. You can enter the cost in this column diyeto apply
current cost, or set up a default cost with Updtate Catalog program .

Net Amount
Net Amount represents the Cost multiplied by theQity for the line.
Vendor Item Code

This display only field displays the vendor iterdedound in the item catalog.
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Line Detall

Two fields at the bottom of the Update PO screspldy information about the current line item. Yamcess these

o

Detailz

fields by clicking on the icon on the toolbar and change if needed.

= Additional Item Information =] =[]
File Edit View Tools Help

OB 0P EQA ALRM @O
STOCK ITEMS

Item Code:  [EE0E]

Description:  5CM A SERIES MULSTRIKE

Purchase Unit:  EA E]

Item Cost: §.0000
Tax Code:  NOTAX @
Sales Account No: 401000000 [
COS/Inv Account No: 120000000 (%) 000 [
Warehouse: MIAMI IEJ

Required Ship Date:  10/01/2013 ¥4
Required Delivery Date:  10/01/2013 .Ela
Confirm Date:  10/01/2013 [k
OnBoard Date:  10/02/2013 34

Component Seguence:

(@ox | [gcancel |

Enter the supplier's item code.,

Entering and Updating Line ltems

When you create a PO, you click Detail button @sprCtrl TABto go to the detail section to enter items you want
to order from the specified vendor. You can zoortoiselect items or enter them directly.

Zoom for Stock Items

When you zoom in from the item field to select@ckt(STK) item, the following screen displays:
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¥~ Choose a Zoom Screen

File Edit Help

OrRG Y @

=] 5=

Catalog Stock Items
All Stock Items

[G oK ] [Q:{ Cancel ]

Catalog Stock Items—shows you all your stock items offered by theipatar vendor for this PO.

All Stock Items—shows you all your inventory items for you to selieom, regardless of vendor. If you choose
a stock item other than one the vendor carrieseesaowill display that allows you to enter additabmfor-

mation about the item and prompts you to add this ito the catalog.

Zoom for Non-Stock Items

If you select a line type of NON, and zoom in ttesea non-stock item, the following screen display

¥~ Choose a Zoom Screen

File Edit Help

OrRGy @

=] 5=

Catalog Non-5tock Items
All Non-5tock Items

Gok | [idcance |

Catalog Non-Stock Items—shows you all your non-stock items offered by plaeticular vendor for this PO.

All Non-Stock Items—shows you all the non-stock items for you to sefiem, regardless of vendor. If you en-
ter a non-stock item that does not exist in the Stwtk Catalog, the following screen displays:
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= Additional kem Informatien

File Edit View Tools Help

OB O WhBEABLEREMN 9O

MOM STOCK KEEPING ITEMS

Item Code:
Description:  COPY PAPER 8.5X 11

Purchase Unit; CS @
Item Cost:
Tax Code:  NOTAX @

Sales Account No: 400000000 (@]

COS{Inv Account No: 500000000 ooo [
Warehouse:  ATLANTA @
Required Date:  11/05/2012 [iid]
Confirm Date: -
On Board Date: e}
Component Sequence:
(@ox | [dcance |

Enter the supplier's item code,

== )

o]
A

After you click OK enter Y if you want to assigrigtitem to the specified vendor, which will updtte Ven-

dor/Item Catalog.

Approved Vendors

If you have the AVL checkbox in the Purchasing Détfaprogram checked and try to order an item feowen-
dor that is not set up as an approved vendor iitehe catalog you will receive this message.

-

I3 validate Password

@

Approved Vendors List:

Password:

[G oK l [Q:{ Cancel ]

Enter AVL password

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

(= = ](=]
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PO Status Screen

You can view the status of each line item by salgdDptions from the ring menu and then Status.

F= View PO Status (=] =] =]

File Edit Mavigation Help

Line Item Code Ordered Rejected Exp Rec Received Exp Inv Invoiced *
2 C-MON 15.0000 0.0000 15.0000 0.0000 0.0000
] T ¥

Processing Blanket Purchase Orders

Entering Release quantities and Dates

If the order type is BLO when you enter the qugrfor the item this release screen will displaytisat you can
break out the total quantity to be shipped withyirag dates. The total release quantity must edwatdtal ordered
quantity and the required date must be later tharship date and both dates must be entered indiageorder as

shown here.

i ™

ra2 pu.i_order.blo i”:EI_”_il

OB G UBRE

Item Code: 12104 5CM A SERIES MULSTRIKE
Qty Ordered: 1000, 000
Release Quantity Balance Remaining Ship Date Required Date -
200,000 200.000 10/01/2013 10/15/2013
300,000 300.000 10/15/2013 10/31/2013
400,000 400,000 11/15/2013 11/30/2013
100.000 100,000 11/30/2013 12/15/2013

[ ox | (4 cancel |

Enter release guantity. S
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Please note that you can change dates on thisxdoué@ot the order quantity. To revise the orderdgity you must
first change it on the PO detall line item itsatid this screen will then display so you can rethgeship quantities
to match.

Releasing Purchase Orders from a Blanket Purchaser@er
1. Go to the Update Purchase Orders program.

(1

2. Click on the BlanketRel o the toolbar.

3. Click on Add and enter the PO number or zoom froenRO number field to find all blanket purchase
order numbers that still have quantities that hestebeen released.

4. Entry of the date the vendor should ship the prbdad the date you should receive the product is
mandatory as these dates will be used on the eeldO.

5. Click on Detail and enter the quantity you wantdlease for each line item. The quantity entegsthot
exced the quanity remaining to be released. Whersgwe the transacton a new PO will be createdrend
PO number will be the blanket PO number followedHsyrelease number. For example the first release
for PO # 5000 will have PO# 5000-1, the secondassewill have PO # 5000-2, etc.. The blanket PO wil
have its Blo Release No updated accordingly atieheelease.

'~ Blanket Release [= ] & |5
File Edit View MNavigation Tools Actions Help

VB O HiRpPERA BB BO00EDRE 90

o
PO Mumber: 233 1 Enter Date Vendor Should Ship:  10/10/2013 [tid
Release Date: 10/01/2013 |_':!11. Enter Date You Require Receipt of Product:  10/25/2013 7]

Vendor Code: 123457
Vendor Name: CHAMPIOM INC
PO Date: 10/01/2013

Last Release Mo: 1
[ Item Code Description Qty Ordered Qty Released Qty Remaining Qty to Release
112104 SCM A SERIES MULSTRIKE 1000.000 300,000 700,000 5000} @

|O oK | |r';1 Cancel | !E Header |

Enter gty to release.

You can zoom from the Qty to Release field to vibe release detalil.
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i E pu.'i_.ouier.!:iiu

File Edit MNavigation Help

OB QURHER

T VEDE D90

Item Code: 12104 5CM A SERIES MULSTRIKE
Qty Ordered: 1000.000
Release Quantity Balance Remaining Ship Date Required Date -
0.000 10/02/2013
300,000 200,000 10/15/2013 10/31/2013
400.000 400,000 11/15/2013 11/30/2013
100.000 100,000 11/30,/2013 12/15/2013

OvR

Viewing Release Information

e

To view the release detail go to the line itemlmmlblanket PO and then click on - Rse D pytton found on the
toolbar to view this screen.

E pn.-i_-onier.liio (= '
File Edit MNavigation Help

OB O Wil E

@

OOEDHE VO

Item Code: 17104 SCM A SERIES MULSTRIKE
Qty Ordered: ‘J.[JDDU!]D

Quantities cannot be changed using this screen.
You must change the PO detail line quantity first to have access to changing release quantities.

Release Quantity Balance Remaining Ship Date Required Date e
200,000 0.000 10/15/2013
300.000 200,000 10/15/2013 10/31/2013
400,000 400,000 1171572013 11/30/2013
100,000 100.000 11/30,2013 12/15/2013

FESXEEN

Enter the date you want your vendor to ship this order,
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Entering Landed Costs

Once you have entered all of the line items on yauchase order you are ready to enter your esariahded

&

. . . . Landed Cost
cost. These amounts can be revised prior to reggthie purchase order. In update mode, click o1 =~_
icon on the toolbar.
P~ Landed Cost Summary = = ]
File Edit Mavigation Help
OB & QA BGTOQEDE O
Category Estimated Cost Alloc Metho Variance Acct Received Cost Invoiced Cost -
| d lloc Method d d
INLAND FREIGHT =] 350,00 Weight 580000000 0.00 0.00

|@ Ok | [F4cancel | I@\ Detail |

Enter Category

The Received Cost and Invoiced Cost fields arenty éields. The costs that populate these fieldsbe calculat-
ed and possibly modified if initial estimates wear accurate when the purchase order is receivedheam is pro-

cessed through to Accounts Payable.

When you click on detail you can view how the estiea costs were allocated to each item on the paechrder.

Enter the total estimated cost on this PO

> Landed Cost by Item Detail =[G
File Edit Mavigation Help
OB O UipPEHA RVv00EDE 0O
i Line  Item Description Category Estimated Cost Received Cost Invoiced Cost
1 C-MAC MAC LAPTOP INLAND FREIGHT 234, 74) 0.00 0.00
2 C-MON 24" MOMITOR INLAND FREIGHT 55.26 0.00 0.00
@ ox | [F4 cancel |

Please note that if you use a cost category theaatmanual calculation method you will need toketio details and
manually enter the cost you want to allocate tdétmen on the purchase order.

Important note: If you have set the Multiple Order flag to Y basa you want to create multiple purchase orders
from the purchase order entered, do not enter thodsts on the initial purchase order. They mustriered on

each individual purchase order.
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Print Purchase Orders

This menu option allows you to print all the newghase orders or reprint old ones. When you s#iécbption,
the following submenu appears.

b Print Purchase Orders

= a Print P.O. by P.O. Number

B

{= b Print P.O. by Buyer

& Exit

You will receive two prompts:

rﬁ-‘ Confirm @

Reprint selected picking documents 7

B ves | [rdo | |G a | (@ quit |

Select Yes to print purchase orders that have puely been printed, No to print only those purchaskers that
have not yet been printed, and All to both printtfee first time and reprint those that have bewipusly printed
(Helpful Hint: if you are printing a PO and are soire if it has been printed or not, select ALL)

= Please Answer [

Print only items Mot yet received?

Ve [igne | (@ qut |

By selecting Yes only items not yet received wilhpon the purchase order. This is useful if yeendor has
already partially shipped some items and requesithar copy of your PO. This will prevent duplicatépments.

You can enter selection criteria in one or moréheffields in the Order Selection Criteria formsmecify the POs
you want to print.
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F=! Enter Selection Criteria E'@
File
&)
Order Selection Criteria

Vendor Code:

Vendor Name:

Buyer Code:

Warehouse:

Purchase Order Mo.:

Document Mo.:

=
o
3

Required Date:
PO Type:

PO Status:

PO Stage:

[Q oK l |Qﬁ Cancel |

Enter vendor code.

If the purchase order is for a return to your veritRurchase Return” will print on the PDF insteddParchase Or-
der.

If the purchase order is a blanket order “BlankattRase Order” will print on the form and the rekeaetail (ship
quantities and dates) will print underneath eaoé liem.

If the purchase order is a release from a blantddrd'Blanket Release Purchase Order” will printtba form.

If the purchase order was created form a produetiork order the work order will print on the POtlie produc-
tion work order is linked to a sales order, the sabler number will also print.
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F=! Enter Selection Criteria E'@
File
)
Order Selection Criteria

vendor Code:

Viendor Mame:

Buyer Code:

Warehouse:

Purchase Order Mo.:

Document Mo.:

=
o
3

Required Date:
PO Type:

PO Status:

PO Stage:

[Q oK l |(:1 Cancel |

Enter vendor code.

Update PO Receipts by PO Number

You have entered a PO, printed it, and sent ith@fvendor. You use this option to receive the goaili ordered.
Please note that you must print the purchase txefere it can be received. Printing the PO chatigedine stage
from ORD to POG.
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I Update Receipts By PO =)
File Edit View Mavigation Tools Actions Options Help
QRBLRM BOOLDE OO

Landed Cost  LotfSeral

|
&
[
o
i
U
Ft
L
o
&
=
fa
i}
i
o
i
s
m
o
07
m

Date: 11/05/2012 L1y Reference: Receipt Mo,
POMNo.: &11 [E] Warehouse: MIAML Auto Rvd?: |
Vendor: 123457 CHAMPION INC Status:
Item Code Unit  \Warehouse Qty Expected Qty Received Landed Cost Extended Cost .
C-MAC EA MIANMI 50.000 0.000 294.0000 0.00
C-MON EA MIAMI 15.000 0.000 75.0000 0.00
Desc:

@ox | [4cance | [FEDewi |

Enter [Y] to received all remaining qty.

Goods Received screen—header section

This header section contains the information inftlewing fields for referencing the items you aeeeiving based
on purchase orders.

Date Received

Date items received. The default is the currerg.dat

Reference
Any manually assigned reference to this receipt.
* Optional

* Up to 10 alphanumeric characters

Receipt No.
Receipt Number is a system assigned number.

P.O. No.

When you enter a PO number and press [TAB], thaildate items will be display . This field has tfalow-
ing attributes:

* Required
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» Zoom available to select from current PO’s.

Warehouse

Warehouse assignment is the receiving warehousehvgtied to the original PO Ship-To and Vendesigna-
tion and requires no entry.

Auto Rvd?

Enter Y if all quantities received match the orajinrder quantities. Enter N to change the quastity entering
the detail section of the screen.

Vendor

Display only field. Vendor holds the vendor code &endor description from the original PO

Status
The Status of a receipt is a non-entry field antlwave the following values:
ACT —the items from the PO are in the process of besegived.
PST—all the items from the PO have been received asted to appropriate inventory and ledger accounts.

CAN—the receipt of items on the PO has been cancelled.

Goods Received screen—detall section

Once you find the correct PO by entering the infation in the header section, the line item infoioratppears.
The following columns make up the detail section:

Item Code

Non-entry field that shows the Item Code of thenitgou are receiving.
Unit

Non-entry field showing the Unit of measure for ttean.

Qty. Received

If the quantity received is different than the qtitgrordered, enter that quantity here. The follogvpicker win-
dow will then display:
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F= Partial Receipt Options
File Edit Help

OROGH @

= ECR =

Further Receipt Expected.

Enter Rejection Qty.
Cancel Remaining Qty.

[@ox | [qcance |

Further Receipt Expected- select this option if the vendor is going to makielitional shipments.

Enter Rejection Qty - select this option if you are rejecting the remivag quantity due to damage or other rea-
sons. You will then be prompted to enter a rejectode which is free form.

Cancel Remaining Qty- select this option if no further receipt is exfeel. This will set the line stage of this

guantity to CAN for cancelled.

Once you have received the PO you will be promptgubst the receipt. It can be done now or lamfthe menu.
It is the posting that will increases the quantityhand and create an entry in your GL activityesb

Receiving Serialized/Lot Controlled Items

The logic used here depends upon how you havepséitrix. If you set up your Inventory Control Defts so that
the receiving program automatically assigns sésdbr you (see chapter two of the Inventory Cdritleer Guide)
this screen will display the serial numbers thegpan has assigned to each item.

F- Add Location/Serial/Lot Infarmation

|| B
File Edit MNavigation Help
vy oo gieps L B R
OB OUhPEA S5 00EDHE OO
Item Code: C-MAC Warehouse: MIAML Quantity: 3.00  Purchase Unit: EA
Bin Location Lot Mumber Expiry Date Serial Mumber On Hand Committed Available Quantity
BHIPPING] E MNGC4369 0.000 0.000 0.000 1.000
SHIPPING MNGC4370 0.000 0.000 0.000 1.000
SHIPPIMG NGCA371 0.000 0.000 0.000 1.000
[Gox | [E4ceneel |
Enter the bin_location of this transaction I
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If the warehouse you are receiving the productisiocation controlled the bin location defaultsttie primary bin
location defined with the item code but it can bargyed. If the warehouse is not location contrdiiedbin location
that displays is the static location defined with ttem code and it cannot be changed.

If the auto serialization function is not turned ar you are receiving a Lot controlled item, yousinmanually en-
ter the serial numbers or lot numbers on this scree

= Enter Selection Criteria | -— || = |[=25]

File
O]

Bin Location: —@

Lot Mumber: (=]
Expiration Date: e

Quantity: 1.000
Serial Prefix: (=]
Serial Number: IE]
Serial Suffix:

|G oK. | |I'_:_* Cancel |

Enter the bin location.

Fill in the appropriate information in the follovwgrfields:
Bin Location:
If the warehouse is location controlled you mugeea valid bin location (zoo available).

Lot Number:
» Up to 20 alphanumeric characters
Quantity:
This field holds the number of items you are reicgj\and assigning serial numbers.
Serial Prefix:
This field holds the actual serial number for glgritem, or can make up the prefix part of théaserumber for
multiple items. As a prefix, this field is option#lincluded, the prefix would be the same forteaabsequent item

serial number. If you use this field to type in thiéque serial number for individual items, thea subsequent
fields are optional.

» Up to 20 alphanumeric characters
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Serial Number:

» Up to 10 numeric characters

This field holds the numeric portion of a seriahrher. You would use this number field to assigmes@umbers to
multiple items automatically. For example, if yoave a quantity of five items, by simply typing lrethnumber 100
for the number portion of the serial number, thegpam automatically assigns the numbers in sequenaifive
items, 100-104. This is a time saving feature if Y@ppen to receive the items you want to serialiizat the same
time. If you only have a single item to serializéfo/ou receive items randomly, you must assignsgguent serial
numbers manually, either in the Serial Prefix fietdif you are utilizing a common prefix for alems, enter re-
maining part of the numbers in the Serial NumbeldfiRemember that serial numbers that have bestgnas! to
this item are stored on the previous screen faregice.

Serial Suffix:

e Up to 20 alphanumeric characters

This field holds the suffix portion of a serial nber if you choose to have one. Like the prefix,sb#ix would be
the same for subsequent serial numbers for the gams.

Once all of the information is entered on the seretick OK. The following screen displays when @ quantity
equals the lot/serial number quantity and you deange the information if needed.

= Add Location/Serial/Lot Infarmation (=] G | [ea]
File Edit Navigation Help

OB QWEhBRER RUO00EDE O

Item Code: C-MAC Warehouse: MIAMI Quantity: 2.00  Purchase Unit: EA

i Bin Location Lot Mumber Expiry Date Serial Number On Hand Committed Available GQuantity

| .

E A1) |ﬂ 23131 0.000 0.000 0.000 1.000

iAl 3434324 0.000 0.000 0,000 1.000
Qo< | [igcane |

Enter the bin_location of this transaction

Click OK to return to the Update Receipts screen.
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Updating Landed Costs for PO Receipts

If you entered estimated landed costs when yoialilyitentered the purchase order, this prompt éidplay when
you save the purchase order receipt.

T Prompt =l

Display landed cost information?

FrrEml < ras

By selecting yes you can view and update the lawdsts with more accurate numbers before you pestetceipt.

’_-" Landed Cost Summary =) @ -

File Edit Mavigation Help
OB OUihEHEA 8300 ~»

Category Received Cost
IMLAMD FREIGHT 350,00}

[@oxk | [F4cancel | [® Detail |

L]
=

Enter the total received cost on thiz PO
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These costs are then added to the item’s unit Eostexample, PO # 811 above will have the follaywmit costs
for the items:

ltem  Merchandise Freight Qty Unit Cost
C-MAC $ 14950.00 $ 294.75 50 $ 304.90
C-MON $ 1125.00 $ 55.25 15 $ 78.68

The entry to the General Ledger for REG/DRW purehaslers will be:

Debit Inventory $ 16,425.00

Credit AP Holding 16,425.00

For DIR purchase orders and purchase orders fordtlmrk items, there is no entry made to the Generdger
when the receipt is posted. The entry is made whepurchase order is posted through to Accountatia using
the Post Invoices program as follows.

DIR Orders:

Debit item’s cost of goods account number
Credit AP

Nonstock items:

Debit item’s account number in non-tock catalog
Credit AP

If there is a partial receipt of merchandise malde costs will be prorated accordingly. For examipléne purchase
order has a freight cost of $1000.00 but you oabeive half of what was ordered, the freight onfitst receipt

will be adjusted to $500.00. The freight balanc&%®0.00 will remain with the PO for the next rgxteif merchan-
dise.

If when receiving the PO you don’t know the exeast, update the cost to be as accurate as poasithlany possi-
ble variance discovered when you receive the iragofoom the vendor will be addressed when we pesirtvoice
to AP (discussed later in this user guide).
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Once you press Enter or click on OK to save thesgation you will be prompted to post it. For STHogk) items
it is the posting program that increases your ardiguantity.

E Message E\@

Post Receipts now?

By entering N you will need to post these transactions

using the Print and Post Receipts menu option

T

Assignment of Shipping Units and Weight

When receiving a DIR/DRW purchase order (a shiprfrem your vendor straight to your customer) yon eater

shipping units and weights and this information wiint on the various Export/Shipping forms dissed in the
Order Entry User Guide.

When you receive a DIR/DRW purchase order usingafitiee Update Receipts programs you receivedhew-
ing prompt when you store the transaction if youehaot entered shipping units and weights:

F~ Confirm @

Enter weight information to print on shipping documents?

[g Yes | |Q:1 Mo |

If you select Y you must then Ctrl Tab to enter de¢ail section of the screen and click on the \Wefgreen icon
on the toolbar for each item code on the receignter the units and weights.
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I Enter Weight Information = -

File Edit MNavigation Help

L= VX!

PO Mo 813 Line Mo: 1 Total Units: 5
Unit  LOM Gross Tare Net -
5 EA 100.00 85.00 15.00

[@ox | [4canca |

Enter number of units.

Update PO Receipts by Vendor

In addition to being able to receive purchase artbgrPO number as explained in previous pagescgnialso re-
ceive purchase orders by vendor code. This is hamthe event that you are receiving multiple pasdorders
from the same vendor at the same time.

To receive purchase orders by vendor code, gaaititomode, enter then vendor code, and all puratraess with
line items yet to be received will display in thetall section. Ctrl TAB or click Details to get tive detail section of
the screen, find the PO number, and enter quastitie

' Update Receipts By Vendor = ECh )
File Edit View Mavigation Tools Actions Options Help
BEQABALBEM BE00ED & 00
T T 2
8a en  Land
Next Add Update
Vendor Code: 123457 [®) craMPION NG
Receipt Date; [EVAGEREE (K44
Status:
PO No. Item Code D Qt c osted &
114 CHAMPCI14 % I (R) CJ-14 SPARK ... 15.000 0.000 EA 0.00 N L
13t 63970699 GM L-88 SHORT BLOCK 1.000 0.000 EA 1320.0000 0.00 N
147 ALP&203 ALPINE 6X3 THREE WAY SPEA... MIAMI 1.000 0,000 EA 62,0000 000 N
149 ALP6203 ALPINE 6X9 THREE WAY SPEA... MIAMI 1000 0.000 EA 62,0000 0.00 N
149 ALP7292 ALPINE 7292 REM. AM/FM/CAS MIAMI 1.000 0.000 EA 2950000 0.00 N
151 C-MON 24" MONITOR MIART 10,000 0,000 EA 750000 000 N
152 C-Use USB FLASH DRIVE WIART 100.000 0.000 EA 20,0000 000 N
155 12112 SCM A SERIES CVR-UP TAPE  MIAMI 100000 0.000 EA 10.0000 0.00 N
155 12120 SCM A SERIES LIFT-OFF MIAMT 100,000 0,000 EA 20,0000 000 N
133 12112 SCM A SERIES CVR-UP TAPE SEATTLE 151.000 0.000 EA 10.0000 000 N
190 12120 SCM A SERIES LIFT-OFF MIAMI 10,000 0,000 EA 20,0000 0.00 N
198 12104 SCM A SERIES MULSTRIKE MIAMI 1.000 0.000 EA 15.0000 0.00 N
199 12104 SCM A SERIES MULSTRIKE WIART 1.000 0.000 EA 15.0000 000 N
200 12104 SCM A SERIES MULSTRIKE MIAMI 1000 0000 EA 150000 0.00 N
205 12112 SCM A SERIES CUR-UP TAPE  MIAMI 1,000 0.000 EA 10,0000 0.00 N -
@ o | [ cancel | [ERpett |
Enter receipt document date. s
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If any of the purchase orders received have lardsts landed costs attached to it, this promptdigplay.

T Message oo /==

The following purchase orders have landed cost associated with them.

To update landed cost select 'Yes' and then use the landed cost icon
to update costs before posting the purchase orders.
811

b

Click on the L 2 Lt ficon to view the landed costs and revise if nesngss

When you enter a PO receipt with this program younat have to return to the menu to run the editzost list
like you do if you enter PO receipts by PO numbestead you receive this prompt when you store¢heipt:

7™ Message [o ]l o]
Post Receipts now?
By entering M you will need to post these transactions
using the Print and Post Receipts menu option

Print Receipts Edit List

Use this option to print a list of the items yoge®ed and details about them. The details inctoti costs, and
accounts affected via a General Ledger summarg @lhsummary will list which period this transactiwill be
posted to which is based on the receipt date yteresh when receiving the PO. If “*FUTURE* printkig tells you
that this transaction is being held until the ngxture) accounting period. This happens becaus@tévious ac-
counting period is not closed out yet, and the déthis transaction falls in the next period.
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Post Recelpts

Use this option to post the receipt of goods irdoryon hand inventory and create entries into yalulctivity ta-
bles to.

If any items being received will fill back orders oustomer sales orders, the sales order and dimder will print
at the end of the posting report and the line stagthe sales order will change from BJKO to ORD

If any items being received will fill component stages on production work orders, the work ordet lare num-
ber will print at the end of the posting report.

Reverse Posted PO Receipts

In the event that you receive the wrong PO or thentjties or cost were wrong, you can use thistfando reverse
the receipt. The posted PO can be deleted andbédis affected by the original receipt will be ujgdia You can
then fix the quantities and costs and receive again

You can only reverse purchase orders that havgeidieen posted to AP (stage = INV). To reversadheipt go
into Update Receipts by PO and do a (F)ind to fir@purchase order. Next click on the reverse @othe toolbar
shown here. If all the related PO lines have nbbgen invoiced, are still in stock and have nathgen reversed,
the ‘Reverse’ Button will be active.

P~ Update Receipts By PO ==
File Edit View MNavigation Tools Actions Options Help
OB QW BREQA ALBMNM BO0Q0ED & 900
1) - £ oY
Batch Oplions.  Wei oreen  Landed Cost  LotfSerial |Reverse
R @ @ @ Q e |Re-.-'erse This Receipt
Find Prev Mext Add Update Delete Browse _————
Date: 11/05/2012 184 Reference: ReceiptNo.: 698
POMNo.: 813 4, Warehouse: MIAMI Auto Rvd?:
Vendor: 123457 CHAMPION INC Status: POSTED
Item Code Unit.  Warehouse Qty Expected Oty Received Landed Cost Extended Cost |
C-MAC EA MLANT 0.000 5.000 259.0000 149500 I

Desc :

Once you click on this you will get the Post Ret@rompt. Press Y or click on Yes to post the iggaeversal
now or run later from the menu.
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Update A/P Invoices

Use this option to match a vendor invoice to a R@ &eate an open AP invoice on the vendor’'s adc@mly

items that have been received can be invoiced. .

c;,ﬁU[.:udaf:e.ﬂ..."F“ Invoices [=][@]=]

File hlawigation Tl e LT Help

OB OULBEEQA AL BOOEDE 900

.Jih i, i 1
o o Ly

Batch Options PO Accts  Tax Codes  Tax Summary Addl Vendor Costs

A6 00 0 9 &

Find Prev Next Add Update Delete Browse
AcctDate: 01/18/2013 Inv Doc.No. :

P.O. No.: 895 _ (=] P.O. Date: 01/18/2013

Inv. No.: Currency: 5TD Inv. Date: 01f18/2013

Desc.: - Status:

Vendor: 123457 [®]  cHAMPION INC PayTo: EAST

Terms: B [EI_ -2“}1; 10 MET PAYMENMT 30 DAYS FOB: DESTINATION

Pay On: 01/28/2013 Due: 02/17/2013 [t  Disc: 01/28/2013 [l Disc%: 2,000

Misc.: 0.00 Freight: 0,00
Tax Tot.: 0.00 Invoice Total: 1807500
Item Code LM Qty Invd CostPrice Met Amount Vendor Item Code =
C-MAC EA 0171872013 50.000 2990000 14950.00 MLP-1977 E
C-MON EA 01/18/2013 15.000 75.0000 112500 24MOMN-20876
- Acct: - Dept: Tax Code:
Gox | [f4cancel | [Ehpemi |
e i OVR
Enter the vend_code's inveice number, .

When you save the transaction you will receive pin@gmpt. Select Y to post immediately or N to pagtr using

the edit and post programs on the menu

rs Message

=N R~

Post Invoice Mow?

By entering N you will need to post this transaction

using the Print and Post Invoices menu option
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Invoice Clearing screen—header section

Acct’g Date

The date entered here will determine which GL pktiee transaction will post to. It defaults to therent sys-
tem date.

Invoice Doc. No.

Invoice Document Number is a non-entry field. Easloice is assigned a unique, sequential numbenine
record is posted.

P.O. No.

Purchase Order Number field is where you entewétid number of the PO pertaining to the invoice ywe
creating. When you enter a PO number and press TeBemaining information, including detail lirterns,
will display.

P.O. Date

Purchase order date is a non-entry field that digpthe date on the PO.

Invoice No.

Invoice Number is where you enter the vendor’s icemumber.

Currency

Holds the currency code for the vendor if the syshas Fitrix Multicurrency installed. (USD = U.Solar.)

Invoice Date

Enter the date of the vendor’s invoice. It is tiége that will be used by the AP aging report wiietermining
how to age the invoice.

Description

Optional — enter a general description of the iogpup to 20 alphanumeric characters.

Status

Status is a non-entry field. It holds a code thdtdates the status of the invoice:
ACT - ACTIVE —the invoice is active.

CAN - CANCEL —the invoice has been cancelled.

PST - POSTED—the invoice has been posted to Accounts Payable.

Vendor

This non-entry field holds the vendor code pertajrio the PO.
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Pay-To

The Pay-to code relates the vendor pay-to addoesghere you will send payment for purchased goods.

Terms

Terms code indicates the terms of payment. The tlwtedisplays here is the terms code defined thigh
vendor but it can be overridden.

FOB

Freight On Board contains the designation for thiatpwhere responsibility of the shipment changasds be-
tween you and vendor.

Pay On

Pay On date is the date the balance will be paely b overridden.

Due

Due Date is the date payments are due. May beidder.

Disc.

Discount Date. May be overridden.

Disc%

Discount Percentage. May be overridden.

Miscellaneous

Miscellaneous Total is where you enter the totabamh for any miscellaneous costs. In the Updateangadu
can change miscellaneous costs that may have péeree in the original PO. It's recommended that yee
landed cost functionality rather than this field¢égord any miscellaneous cost so that this cast@porated
into the cost of the item received. If this fietdused there is no effect on the item’s unit codtthe GL debit
goes to whatever account you entered in the “mascount number field in the Update Purchasing Dtfau
program.

Freight

Freight Total is where you enter the total amoontaiy freight costs. In the Update mode, you daange
freight charges that may have been entered inrigmal PO. It's recommended that you use landest fionc-
tionality rather than this field to record any fykt cost so that this cost is incorporated intodist of the item
received. If this field is used there is no effectthe item’s unit cost and the GL debit goes tateter account
you entered in the “freight” account number figldhe Update Purchasing Defaults program.

Tax Total

This non-entry field displays the total amountaf tue for the PO.

Invoiced Total

This non-entry field holds the total for the inveic
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Invoice Clearing screen—detail section

When you enter the PO number or other informatiothé header section, the detail lines for iteregired, print-
ed, and posted on the PO appear with the followoigmns:

Item Code

Item code is a non-entry field that holds the cfmte¢he item being invoiced.

UM

Unit of Measure is a non-entry field that holds phechasing unit for this item.

Date Rcvd

Date Received (mm/dd/yy) is non-entry field for thete the item was received.

Qty Invd

Quantity Invoiced will default to the quantity réeed, but can be overridden for partial receiptd partial in-
voices.

Cost Price

Cost Price will default to the price on the PO, Yl can override it. If the price exceeds what aashe PO in
relation to the price tolerance % set up in the dlpdPurchasing Defaults program, a warning is given

Net Amount
Net Amount is a non-entry field and the amounthiis field is calculated from price and quantitydmed.
Vendor Item Code

Display only field that display the vendor coderfdin the item catalog.

Acct

This field holds the invoice account number fostlme item. This is the G/L account to which timgoice line
item will post depending on the type of item (STNON, STN, CAP, SUP, SER).

Dept
This field holds the department code for this lireen.

Tax Code

This field displays the tax group assigned to thecsic line item. To modify the tax code, selecat& Tax
Code option from the Zoom picker window.

PO Maintenance 81



Fitrix Purchasing User Guide

Invoice Tax Adjustments
E

Use the 1/ €55 SR icon on the toolbar to access the Tax SummaryesciEhis screen program is used to adjust

tax amounts to handle discrepancies between autaihatalculated tax amounts and actual invoi@@damounts.
Additionally, you can use this screen to modify th&ribution of taxes to different tax group codes

P Look Up Tax Summary E@
File
TAX SUMMARY
Code Rate Acct Met Amt Tax Amount Frozen I
MOTAX 0.00 638500000 16400.00 000 N

[Q oK ] I[:{ Cancel J Einsert J [C; Append ‘ @Delete I

OVR.

Enter net amount

It contains the following fields:

Code

This field holds the tax group codes that pertaithts invoice. You cannot change the codes hereydu can
add new tax group codes that you want to assigimnig¢anvoice.

Rate

Display only field shows the total tax rate forsthéx group code.

Acct

This display-only field holds the G/L account numtigs tax affects.

Net Amt

The net amount is the amount of the invoice bedxgd at this rate. You can modify this amount aied.

Tax Amount

Tax amount is automatically calculated based om#ieamount and the tax rate. You can override#heulated
tax amount, and you must set the Frozen field to drder to keep this amount from being recalcualate
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Frozen

As stated above for the Tax Amount field, if yot theés field to Y for the particular tax code, thax Amount
will not be recalculated; if it is set to N, thessgm will recalculate the Tax Amount.

4

You can also click on th T2 Ced=s

than the invoice as a whole.

iicon if you want to change the tax information éoparticular line item rather

s View/Update Tax Code |-= || &3]

File Edit View Tocls Help
OB @ik ABEGH »

Tax Adjustment
Item Code: C-MAC

Line Amount: 14950.00
Tax Code: | [leiEs] IE
Tax Expense Amount: 0.00

Freeze Tax Expense: N

|Q oK | |[11 Cancel |

5

Enter the tax code for this line.

Adjusting Landed Cost and Vendors on AP Invoices

In the example below notice that the PO receiptidudls merchandise and costs for duty and freightherscreen.
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P Update NP-Erwuics E l

File Edit View Mavigation Tools Actions Options Help
OB WP EHABRALBEBN E00EDE 9O
) ) <

PO Accts Tax Codes Tax Summary  Addl Ve

AcctDate: 11j05/2012 k] Inv Doc.Mo. !
P.O. No,: 811 @ PO, Date: 10/01/2012
Inv. No.: 234234234 Currency: STD Inv, Date: 11/05/2012 |14
Desc,: Status:
Vendor: 123457 &, CHAMPIOM IMC PayTo: EAST
Terms: N30 R MET 30 DAYS FOB: PORT OF SHPMNT
Pay On: 12}05;’2012 L] Dus:  12/05/2012 (¥E] Disc.: 11/05/2012 [Lig Disc%: 0.000
Misc.: 0.00 Freight: 0.00
Tax Tot.: 0.00 Invaice Total: 16400.00
i Itemn Code um Qty Invd Cost Price Net Amount &
i C-MAC EA 111/05/2012 293,0000 14950,00
C-MON EA 11/05/2012 15.000 75,0000 1125.00
| INLAND FREIGHT EA [11/05/2012 1.000 3250000 325.00
II'“'IAC LAFTOP Acct: 120000000 Dept: 000 Tax Code: NOTAX

[@ oK | |i11 Cancel ] |E Header |

0V

-

Enter the quantity invoiced.

If all the costs are to be paid to the vendor theelpase order was issued to, simply enter the vénishwoice hum-
ber and invoice date and then run the edit andgrogiram to create an open AP item for the entist to the one
vendor. If however the costs are from differentdans the process is different. Using the examptatet’s as-
sume that the freight was not charged by ChampionYou must enter the detail section of the scegghzero out
the freight amount.

When the invoice is posted it will create an opéhiem to Champion Inc. for only the cost of therchandise.

Now the invoice from the vendor that needs to bid fox the freight s received. Again using theddpe AP
invoices program, enter the purchase order nunvkeador invoice number, and vendor invoice date. Vidrelor
code field is a no entry field and will display thendor code that the purchase order was issudwtohange this
code to the correct vendor code, click onAldkell Vendor Costsicon on the toolbar and you will receive this warn
ing message:
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F Warning E\@

This button should only be used to enter

invoices for costs associated with the PO
that are for vendors other than the vendor

the PO was issued to.

Select Yes to continue and enter the correct vecdde. When the edit and post are run, an operigh® will be
created for freight for the vendor code enteredhis example below the freight is being increase$i345 because
that is what is on the vendor’s invoice. How thésignce is handled from an accounting perspecsidisicussed in
the section below titled Landed Cost Variances.

I~ Update AP Invoices EI@

File Edit View Mavigation Tools Actions Options Help

QB O UhBREQA BB BO00EDHE 90O
& & & & &
Baich Options PO Accts Tax Codes  Tax Summary  Addl Vendor Costs
A0 ©0 0 9 &
Find Prev MNext Add Update Delete Browse
AcctDate: 11j05/2012 iy Inv Doc.Mo.
RO, No,: 811 @ PO, Date: 10/01/2012
Inv, No.: 5534534 [ Currency: 5TD Inv, Date: 11/05/2012 [£14
Desc,: ] Status:
Vendor: 123470 4, MOTORCRAFT INC PayTo: EAST
Terms: D & MNET 30 DAYS FOB: PORT OF SHPMNT
Pay On: 12/05/2012 14 Due: 12/05/2012 4|  Disc.: 11/05/2012]kkd Disc%:  0.000
Misc.: 0.00 Freight: 0.00
Tax Tot.: 0.00 Invaice Total: 345.00
Item Code UM Qty Invd Caost Price Net Amount 2
INLAMD FREIGHT EA 11/05/2012 3450000 345.00

Acct: 201500000 Dept: 000 Tax Code: MOTAX

[a aK | |r;1 Canicel ] IE Header ]

Enter the quantity invoiced.
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Print Invoice Edit List and Post Invoices

Use these options to print an edit list to checkimg} actual invoices and then post the checkeaiées to Accounts
Payable (A/P).

Note

You must print an invoice edit list before you qast invoices to Accounts Payable.

When you post invoices, the program will first ldakhe vendor information file in A/P to find tgP account
number and A/P department, and cash account nuamoecash departments.

If the A/P account number and cash account numigen@ found in the vendor information, they widl bssigned
values from purchasing defaults.
Here is how the different departments are used:

» Freight and miscellaneous charges are posted tweb@tment associated with the purchase order.

» Expenses are posted to the department for thd detathat the expense is associated with.

» Inventory is posted to the department for the tibted the item is associated with.

» Cash s posted to the department of the venddhéocash account.

» Accounts Payable is posted to the department ofe¢hdor for the accounts payable account.

Update Landed Cost Variances- Posting to GL

This program is option (I) on the PO maintenanceum@®©nce all costs for a purchase order have bemnded, if
there were any variances in costs between thettimestimated costs were initially entered whemtirehase or-
der was entered and when it was posted to AP, treances can be found here. In the example belmesti-
mated freight cost when the purchase order wasvestevas $325.00 but when the invoice from the wendas
received and posted to AP the freight cost wa$3di5. This created a freight variance of $20.00.
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LE| Update Landed Cost [= |[m]=]

oL =1 EXE QABLRMEQOEDE 90
a4 ¢ © 0 &\

Find Prey MNext Update Browse

Purchase Order Document: 811 Estimated Cost: 350.00
Category: INLAND FREIGHT Received Cost: 325.00
Variance Account: SQUUDUODU Invoiced Cost: 345.00
OFK to Post: N Posted: N Variance: -20,00
[ Line Item Diescription Est Cost Recv Cost I Cost Variance Ord Qty Recv Qty PU =
1 C-MAC MAC LAPTOP 294,74 273,68 290.53 -16.85 50,000 50,000 EA
2 C-MON 24" MONITOR 55.26 51.32 5447 -315 15.000 15.000 EA
| ¢
1of1
F# View Detail

When you are ready to post the variance to youeiggtedger, set the OK to Post flag to Y and haedit and
post landed cost variances programs.

The general ledger transactions created in eadingasutine for the purchase order number as fedto

Receive and post PO:

Debit Inventory
Credit AP Holding

Post purchase order to AP:

Debit AP Holding
Credit AP

Post landed cost variance:

Debit Variance Account  defined with the landedtacategory
Credit AP Holding

You can view the landed cost detail in the UpdatecRase Orders program by clicking on the Landest @on.
This way you will always know what additional costere associated with your purchase orders.
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I3 tanded Co Summary ==
File Edit Mavigation Help
OB OHLhBRER 8V 00EDHE 00O
Category Estimated Cost Alloc Method Variance Acct Received Cost Invoiced Cost &
INLAND Gl E] 350.00 Weight S5B0000000 325.00 34500
@oxk | [idcancel | R Dewmi |
Enter Category LR
o E s |

P~ Landed Cost by Item Detail
File Edit Mavigation Help

O OWhPRER B 00EDE 9O

Estimated Cost Received Cost Invoiced Cost

Line Item Description Category
1 C-MAC MAC LAPTOP INLAND FREIGHT 273.68 29053
2 C-MOM 24" MONITOR INLAND FREIGHT 55.26 51.32 54.47
=
I& OK | Im Cancel ]
OVR

Enter the total estimated cost on this PO

Print Purchase Receipt Labels

Use these programs to print labels for items ireiary. Menu option (a) prompts you for item codd & of labels
you need to print. Menu option (b) prompts youdgsurchase order number and will print a labekfach item on

the PO and for the quantity ordered.

o Print Purchase Order Labels

=] b PrintLabels By Purchase Order

& Exit
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Processing Merchandise Returns to Vendors

Entering Vendor Returns

Use the Update Purchase Order program to enteethien to your vendor. When entering vendor rettinesorder
type used should be RET. This order type creatasgative” purchase order. Other changes to theatépBur-
chase Order screen program for vendor returnsdedie following:

Return Reason- enter the reason you are returning the merchardithe vendor. To add additional information
about the return use Order Notes. You can entferdift return reasons at the line item level shtudy differ from
the return reason entered in the header sectitreafcreen.

Original PO Number — entry here is optional. If you want to referettoe original PO number you can enter it here
and the detail lines will automatically populategwihe items on the original PO and the quantitlyistinventory

from the PO. For example, if there was a quanfityon the original PO but 3 have since been shilquantity

that displays in the detail will be 7 as that igtlat is left to return. You can delete lines ahdnge quantities as
needed.

If you do not enter an original PO number and miyeater the line items the program will checkste what is
available for return. For example, if you try tawe 10 of an item and there are only 7 available will receive
this message “Return Quantity Decreased to theldblai Inventory Quantity” and the quantity will beduced to 3.
If there are none available you will receive thisssage “There Is No Available Inventory of thisritto Return”.
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!" Update Purchase Orders |E@
File Edit View Mavigation Tools Actions Options Help
OB & ik ABLEBEMEBEO00ED & 90
' o @ @ © e ©
Details  Status  Summary Defaults Vendor Payto Print  Landed Cost
A0 900 0 @ & &
Find Prev Mext Add Update Delete Browse Options
Type: RET %, Vendor: 123457 % CHAMPION INC
PayTo: PAYTO Status: ACT POMNe: B14 Doc.MNo: 514
Stage: HLD PO Date: 11/05/2012 |ui4 Required Date:  11/05/2012 (k]
Terms Code: B L Terms Description: 2% 10 NET PAYMENT 30 DAYS
Buyer: CATHY X Return Reason: DEFECTIVE Ship Via: FEDEX_GROUND Order Total: 299,00
Warehouse: MIAMI . Original PO Number: &13 | FOB: SHIP POINT
Confirmed To: BOB Refer: Currency: STD
Cust Doc Mo: 3717 Orig Cust Doc No: Production Crder;
Confirm Date: AT) On Board Date: (] Multiple Orders: N
Contract: 3717 Contact Name: Container:
Nl | Typ Stg ode se L i Cos Ne t Re Reazon
1 5T ORD C-MAC MLAMI EA 1.0000 2990000 299,00 DEFECTIVE
Description: MAC LAPTOP
GJL Account: 500000000 oo
(New Document)
 View Detail |

Print Vendor Returns

Before you can process the return you must prntétturn using the Print Purchase Order prograra.féim that
prints looks exactly like the purchase order bintpr'PURCHASE RETURN?” instead of “PURCHASE ORDER”.

Update Vendor Returns

This program works exactly like the Update Receiptsgrams but is used only for vendor returns. Sjrepter the
vendor return number (or zoom to find) and aut@inezif everything is being returned or manuallyegrthe quan-
tity being returned.

If your warehouse is location controlled or therites serial or lot number controlled this screeh #igplay for you
to enter the bin, serial, or lot number informatibnthis example the warehouse is location colgdoto you need
to enter the bin(s) the item is being removed from.

Edit and Post Vendor Returns

The next step in the return process is to run diteagd post programs. When the return is postedafiowing
takes place:
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Quantity on hand will be reduced
GL entry is:

Debit AP Holding
Credit Inventory

Process Vendor Return Through to AP

Use the Update AP Invoices program to enter infeionaabout the debit memo to your vendor. A venaburn is
processed exactly like any AP invoice; you simpitee a debit memo number and debit memo date.

Once this has been done run the edit and postdistVhen the post is run the following takes place:
A debit memo is created on the vendor’s accounethereducing the amount you owe.
GL entry is:

Debit AP
Credit AP Holding
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Chapter 4

Requisitions

This chapter contains reference information able@taptions you use to create requisitions
and generate purchase orders from those requisition
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Requisitions menu

The Requisitions menu option is the first optiontlea Purchasing main menu. As a buyer for your @mgmr just
an employee wanting to acquire some goods, yothgseptions under the Requisitions menu to cregtéate, and
print requisitions.

You use options on this menu to approve requisitems and assign vendors. Then an authorized psiredp agent
can create a purchase order from the approvedsigqos.

You can also create requisitions for items thatoardackorder for sales orders generated in Ordey E

When you enter a 1 for Requisitions on the PurcizgMain menu, the Requisitions menu displays.

1 Requisitions

E a Update Requisitions

b Print Requisitions

E| c Assignvendors

d Create PO from Requisitions
=

=) & Print O/E ltem Requests

T Create O/E Requisitions

& Exit
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Update Requisitions

You use this program to enter and update requisitibhe header section contains general informati@ut the
requisition and the detail section is for you téeeithe items you are requesting.

. F- Update Requisitions = l

File Edit View MNavigation Tools Actions Help
OB UURhPHA NORN HOOLD U 0O
A G P9 0 9 =

Find Prev MNext Add Update Delete Browse

Regquestor; WHMGR 4] JOHM BENMINGTOM ShipTo: SEATTLE
Authorization: Required Date: i
Order Doc Mo:

Order MNo: Reguest Date: 11,,"05;‘2612 iRk
Req Doc Number: 152 Type: REG Status: REQ
i Ln [ Type Stg | Item Ref Mo,
‘ MNON REQ CPAPERE1L cs 20,000
|
(New Document)

(=)
e}

Purchase Requisition screen—header

This portion of the Purchase Requisition form corgahe following fields where you enter and updafermation
pertaining to a requisition:
Requestor
This field takes the requestor code of the persguesting a purchase of item(s). Requestor codesetup
with Update Requestor Definitions.
ShipTo

This field contains the ShipTo Warehouse code atiig where you want to ship the items you are rimde
You set up warehouse codes with the Update Warehbefinitions program. You can also enter a warshou
code when defining a requestor so this field i@aatically filled in when you enter your requestode. The
following properties apply to this field:

Authorization

This field holds the code for an authorized appro@sce authorized or approved, the requisitidoéged and
toy can create a purchase order from the requisitio update of the requisition is allowed oncénatized.
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Required Date

Enter the date you require the item(s).

Order Doc No.

If the requisition was automatically created by @reate O/E requisitions program, the document reaxrabthe
sales order will display here. The order documemlmer may be different than the sales order nurfilyeu
manually assign order numbers.

Order No

If the requisition was automatically created by @reate O/E Requisitions program, the sales orderber will
display here.

Request Date

The system automatically puts in the current ddterwyou create a requisition, but you can changeste by
entering a new date.

Req Doc No.

A unique document number is assigned by the system.

Type
This is a system assigned field that defaults ¢oattder type entered in Update Purchasing Deféjitison 4-a)

Status

Requisition status field holds system assignedistedde that reflects the lowest line item stage &tg. in the
detail section). The system updates the requisgiiatus when you save a document.

Purchase Requisition screen—detail

Once you enter or update the information in thedbeaection, cliclbetail to go to the detail section to enter line
items. The detail section has the following colurforseach line:

96

Ln

This is the line number assigned by the systemsd&ktire numbers are used for an audit trail (&acking line
items on a P.O. to a requisition).

Type

This is the type of item you are requesting. If ylmn't enter a line type, it will default to thepiy you entered in
the Update Purchasing Defaults. The following typespredefined:

CAN—Cancels that line of the requisition.
CAP—Capital purchases.
NON—Non-stock keeping items, items you sell but dostotk.

STK—Stock items, merchandise that you purchase am#t &o resale.
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STN—Stock treated as non-stock.

SUP—Supplies.

Stg

The stage of line item is updated by the systeih@®ceeds through the requisition process. THeviing are
the requisition stages:

REQ—Active requisition waiting for authorization. Atis point, the requestor can still modify the resitui
tion.

AUT —Authorized requisition awaiting vendor assignmamd transfer to purchase order. Only an author-
ized approver can modify at this stage.

LCK —Locked requisition, approved and assigned a verafdy an authorized approver can modify at
this stage.

ORD—Ordered, requisition has been transferred to @selorder.

CAN—Line item has been cancelled.

ltem
Enter the item code of item you are requesting.

» Zoom to select from current list of stock or nonestitems.

UM

Unit of measure or purchasing unit for this iteng,. gbox (BX), carton (CT), pallet (PL), etc.

Quantity

This is the number of items in purchasing units tfoau want to order.

Ref No.

This reference number field is “free form,” meanywu can enter any kind of reference you feel appate. If
this requisition item was from an order enteredhitrix Order Entry, the sales order number and humber

is the reference.

Print Requisitions

This menu option prints out all new requisition@uvvould use this option if you are required toraitla copy of
your requisition or if you want a file copy.

This option displays a prompt to see if you wotulté to print specific requisitions. If you enterfor Yes, the sys-
tem will return the following selection criteriareen:
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'~ Enter Selection Criteria EI@

File
®
Selection Criteria
RequestMo: 152
Request Date:
Request Code:
Reguest Status:

Authorization Code:
Bill to Warehouse:

Ship to Warehouse:

[@ox | [igcanca |

]
-

Enter Reguest Date

Assign Vendors

You use this program to authorize the requisitind assign a vendor. You must assign a vendor bafeequisition
can be transferred to a PO.

r"* Assign Vendors = @

File Edit Wiew Mavigation Tools Actions Ciptions Help

DR OHBEBEE® AR E S e

wendor
. e 9 @ O o

Find Pre dext Add Update Delets

vendor Code:  [EEEER] =]  cHamPIoN MO

Authorization: OEMGR

Line Mumber: i

Document Mumber: w2
Order Mo:

Reguest Code: WHMGR

Item Code: CPAPERE11 CORY PAPER 8.5 X 11

Unit: CS
Order Quantity: 20.00
Tof T

(&8 ok | [E4 cancel |

Enter the vendor Code. Use = to Find Unassigned Lines. i

Use the Find command to select the requisition gt number. Assign a vendor and authorize theisitigm for
each line item. Enter information in the followifiglds:

Vendor Code

This field accepts a vendor code which assignsvbiadior to the line item in the lower portion oétbcreen.
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This value will initially default to the primary welor found in the item’s catalog .Zoom from thisldi will dis-
play all vendors that have the item in their vencealog. If the item is not in a vendor cataldbya@ndor codes
will display. When one is selected, you will be pifted to enter the item cost that will be usedhengurchase
order. There will also be a record inserted in®\kndor catalog for this item and cost.

Authorization

This field accepts the code for an authorized apgrol he authorizer must have an approval levdidrighan
that of the original requestor. Once authorized,rquisition line item is locked and you can tfang to a PO.
No update of the requisition is allowed after auttetion.

Create PO from Requisitions

This program selects all requisition lines thatawproved and have been assigned a vendor. Theaprageates
purchase orders by assigning these requisitionitimes to purchase orders based on the vendor code.

You can narrow down which requisitions create pasehorders by entering values into the selectib@rier screen.

F=! Enter Selection Criteria E\@
File
®
Requisition Selection Criteria
Item Code: ||

Warehouse:

Request Doc No.:

Vendor Code:

Reference Mo.:

Authorization Code:

Customer Order No.:

[O oK l |r;1 Cancel |

[a]
A

Enter Item code.

This program prints a report showing all the pusgharders created.

The next two menu options (1-e and 1-f) relatéagmi that need to be purchased due to backordsatedrfrom
Order Entry.

Print O/E Item Requests

Use this program to print a listing of all the badered line items from sales orders entered viaeOEntry. If you
want to create a requisition for one specific costporder, enter this order number in the seledideria screen
shown here:
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!" Enter Selection Criteria |- = || =

File Edit Help
© & i

Customer Order Mo: |

|O oK | |Ir11 Cancel |

Enter customer order number.

Create O/E Requisitions

Use this program to create requisitions for alihef Order Entry line items that are currently ookmader. You do
not have to use this option as you may prefer touably create requisitions for these backordereché.

After you create the requisition, the requisitimcdment number is recorded in the Backorder Relfl fwhich is
on the Customer Orders screen. This cross refesgheebackordered item to its requisition.

The next steps will be to assign a vendor, apptio@eequisition, and create a purchase order.
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Chapter 5

Manufacturer Rebates

In this chapter we will discuss how to import rebdata and post the amount due you to General
Ledger
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The Manufacturer Rebates feature addition to FRtixchasing supports the definition of items puselgiafrom
manufacturers offering rebates when the itemsalte After sale of an eligible item, reports anayhe rebate
amounts to be processed, and update processeb@ashounts as credits to cost of sales in the i@ebedger.

Manufacturer Rebates is composed of the following:fions:

« Update Import Templates — define layouts of reblate being imported

« Update Rebate Date — create new contracts by vétethoy update contracts, delete contracts

« Import Rebate Import — Import contract data froneaternal source to create a new contract

¢ Rebate Report — print report of items sold withitinge period, to determine the rebate amount tpde.

* Process Rebates Report — creates General Ledgeajad rebate requests to be sent to manufacturers

« Rebate Expiration Report — prints list of rebatatcacts due to expire within a user-defined nundfer
days.

Update Purchasing Defaults:

Enter the rebates accounts for Rebates ReceivalllRebates Earned in the Update Purchasing Defaaggam
shown here:

Tax

q

Use Department:
Ocean Rate:

Warehouse:  ATLANTA

F Update Purchasing Defaults
File Edit View
OB O Wik

a @ ©

Find Prev MNext

Navigation Tools Actions Help

A ROEBEM OO

Add Update Delete Browse

Buyer: CATHY .| Price Tolerance %:

0.03 Order Type: REG

Ship Via: BEST WAY

Print Notes:

Print Pick Tickets for Backorders filed:

Tax Code - Default: NOTAX

Exempt: NOTAX . Misc: MOTAX

Account Numbers
AfR: 200000000 = Difference: 120500000
Misc,: 790000000 Trade Disc.: 503000000 | &,
Freight; 500000000 4| InvHolding: 201500000
Capital: 182000000 = Cash: 100000000
Rebate COG: 525000000 |=| Rebate Recv: 116000000 | =
System Numbers/Batching
Reg. Document MNa.: 162 Posting Mo.:
R.O. Document Ma.: 881
Receipt - Document Mo.: 723 Paosting Mo,
Invoice - Document No.: 100 Posting Mo,
Initial Order Stage: ORD Hold Release Auth:

Require Approval to past?:

Approval Code:

Line Type: i STK

FOB Point: DESTINATION

. Freight: NOTAX

%,| Inventory: 120000000

Supplies: 704000000 @

. Mon-stock: 790000000 =

591 Batch?:
68 Batch?;

10.00

=5 o =5

m
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Update Import Templates

The following screen displays:

iy

j Lupdatellm D _ plates

[ Filte Edit View MNavigation Tools Actions Help
OB ¢ ULPEA BOBM EOMED
A0 90 0 9O .

Find Prev MNext Add Update Delete Browse

Rebate Import Template
Table Mame: STUMFRED Template Name: DEFALLT

Sequence  Spreadsheet | Database Column
1A vend_code
2B contract
Edi S item_code
4D contract_cost

Table Name —enter STUMFRBE for the contract header data, or BIFEBD for the contract detail data.
Template Name -enter a value unigue to this template for table BTFRBE/STUMFRBD

Spreadsheet -Enter the column from the spreadsheet or text file

Database Column —Enter the column from table STUMFRBE/STUMFRBD tlsato receive the data

NOTE 1: All columns in the spreadsheet or test file nhestiefined on this screen. If any columns contgidiata
are not included, it is possible that incorrecedatll be loaded into the database columns.

NOTE 2: It is not necessary that the spreadsheet/text cure defined in the order by column. The progrdlin w
rearrange the columns after maintenance is conthlbieassigning a unique sequence number to edginoo
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Import Rebate Data

After selecting the destination for the print outghbe following screen appears:

e ; 7

File
o
Load Flat File
Enter the name of the file to be loaded:

Choase the delimiter that is used in your data file:
@ Pipe (D{Default)
! Comma
&) Tab
1 Tilde {~)
Enter the name of the database table to be loaded
STUMFRED
Enter the name of the load template to be used
DEFALLT

& ok | [id cancel |

Enter the file name {ncuding any extension)

Enter the name of the file to be loadedThe file containing the spreadsheet or text datatrpe placed in a specif-
ic directory on the server’s system. Work with ysystem administrator to place the file in the ecrdirectory
($fg/data/load). Once you verified the proper lamatenter the name of the file, including the esien assigned to
the file.

Choose the delimiter that is used in your data file Select one of the choices, based on the chanamtiensed to
separate the columns in your spreadsheet or texFbr Microsoft Excel spreadsheets, the most comseparators
are: comma (save as a ‘Comma-separated’ file)m(dave as a ‘Tab-delimited’ file).

Enter the name of the database table to be loadedenter STUMFRBE for the import header, or STUMFRBD
for the contract detail.

Enter the name of the load template to be usedEnter the template name you defined in ‘Update Impem-
plates’.

Click OK to process the file.

A report will print, showing the status of the inmfeal data. Each successfully imported line is idetlin a total
count of successful import. If any errors are emtered with a line, a message is printed with tlaron and its
values, and a description of the error in moreitidassible error messages are:

* The number of values do not match the numbepwafsrin the template’
‘ Character data is too long’

* Invalid numeric data’

‘ Invalid date’
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‘Row already in table. Cannot add’
Any errors must be corrected with the lines rejgctsd another import must be executed.

NOTE: If a file you imported contains accepted and rgj@dines, you can correct the data in the rejelobed
directly, then:
« Re-import the entire text file again. If you choakis approach, the lines previously acceptedbvélle-
jected as duplicates.
» Re-import only the rejected lines again, by pladimgm in a separate file with a new name, them ntimmp
the newly named file.

Update Rebate Data

Use this option to maintain Rebate Contract infdioma You can use this option to manually enteew icontract
(as an alternative to the Import Rebate Optionjpgrerform updates to an existing contract.

File Edit View Mavigation Tools Actions Help
OB ¢ UEEERA BOBE BOOED
A6 99 0 @ .

Find Prev Mext Add Update Delete Browse

Vendor: 123457 T&]  Mame: CHAMPION INC
Contract: 1 Description: CONTRACT 1 FOR TESTIMG
StartDate: 07/01/2011 24 End Date: 07/31/2011 |14

Item Code Contract Cost
10060420 95.0000
10245265 50,0000

Vendor — Enter the vendor code for the manufacturer, othis&oom key to see a list. The name for the vendor
displays automatically.

Contract — Enter the unique contract identifier for this vendo
Description —Enter a description for the contract

Start Date —Enter the date this contract starts. Any sales #ite date will use the contract costs for thengen
the contract.
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End Date - Enter the date this contract ends. Any sales be&fboa this date will use the contract costs far th
items in the contract.

Item Code - enter the item code to include in the contract
Contract Cost —enter the rebate cost for the item on this contract

NOTE 1. The amount due per unit sold, from the manufactonethe Rebate Report and Rebate Processing Re-
port, will be the difference between the purchasest of the item and the Contract Cost definechamdcreen.

NOTE 2: As items are sold and invoiced in the Order Entodnie, the Post Order Entry Documents menu option
in Order Entry will create rebate transactions \whigll be included in the Rebate Reports and ReBabeessing
Reports.

Rebate Report

Use this option to print a report that comparesctist of sold items to their associated rebatesctstcompute an
amount due from manufacturers. After selectingdidgtination for the print output, the following pmpt screen
appears:

e sl il

15

-
Invoice Date - Start: TP Fise] [zid]
End: 07/25/2011 [k
vendar:

Print Invoice Details?:

[@ox | |igcancel |

Enter the beginning date you wish to select.

Invoice Date — Start —Line items on invoices with invoice dates on oeathis date will be included on the report.
Invoice Date — End —-Line items on invoices with invoice dates on ordpefthis date will be included on the report.
Vendor — Enter an option vendor code, or leave blank fovatidors

Print Invoice Details —Enter Y to print one line per invoice/line item feach eligible invoiced items. If you enter
N, only vendor totals for cost amount, rebate amoamd amount due are printed.
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The following report prints:

File Mavigate Help

Q00D <
-
‘ -
=
Date: 07/Z5/Z011 ZBC DISTRIBUTION
Time: 12:23:18 Rebate Report Page: 1
Between 07/01/2011 and 07/31/2011 =S
Invoice  Customer Item Code Descripticn Quantity Szles Cost 2ebate Amt Dua
VENDOR — 123457 CHAMPION INC
817 1z 10060420 PART 1 Z.00 400.00 220.0000  200.0000 40.0000
VENDOR TOTAL: 40.00
REPORT TOTRAL: 40_00
1 il | ¢

Sales -The net sale amount to the customer on the invoice
Cost —The extended cost of goods sold for them
Rebate —The extended rebate cost of the item

Amount Due —The total amount due from the manufacturer foritd® sold

Process Rebates Report (Month End Processing)

Use this option to print a report that comparesctist of sold items to their associated rebatesctstcompute an

amount due from manufacturers, and to optionally:

* Refresh the contract price for any items sold. Ulséthe contract rebate cost changed since theide

was posted.

¢ Post the new amount due from the vendor to a GEbedger Transaction Journal, with offsetting essri

credited to Cost of Goods Sold.

After selecting the destination for the print outghe following prompt screen appears:
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(e ebete e S ol i
| [y 3

Invoice Date - Start:
End: 07/25/2011 [33)]
Document Date: 07/25/2011 [143]

Refresh Contract Prices?:

Perform Month-end Posting?:

(& ox | (g cancel |

Enter the beginning date you wish to select,

Invoice Date — Start —-Line items on invoices with invoice dates on oeafhis date will be included on the report.
Invoice Date — End —-Line items on invoices with invoice dates on ordoefthis date will be included on the report.

Document Date —Enter the date to be used for the General Ledgenadbposting. The default value is the current
system date.

Refresh Contract Prices ? -Enter Y to update the rebate cost assigned atdev@osting with the current contract
cost in the Rebate Contract file for the vendaniite

Perform Month-end Posting? —Enter Y to create a General Ledger Journal of theuats dues by vendor.
NOTE: if you select Y, all transactions included in theméunt Due calculation for the report are flagge®&sST-

ED to the General Ledger, to prevent a possibl&iaddl re-posting of the same transactions on laroteport exe-
cution.
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The following report prints:

File Mavigate Help

930092 <

m

Date: 07/25/2011 ZBC DISTRIBUTION

Time: 12:35:08 Rebate Processing Repozt Page: 1
Between 07/01/2011 and 07/31/2011 N

Invoice  Customer Ttem Code Descripticn Quantity Sales Cost Rebate Amt Due
VENDOR — 123457 CHAMPION INC
817 1z 10060420 PART 1 z.00 400.00 240.0000  130.0000 50.0000
VENDOR TOTAL: 50.00
REDPORT TOTAL: 50.00

Sales —-The net sale amount to the customer on the invoice

Cost —The extended cost of goods sold for them

Rebate —The extended rebate cost of the item

Amount Due —The total amount due from the manufacturer foritéva sold

If you select ‘Perform Month-end Processing’ withaYGeneral Ledger journal entry is created andmnyast post
this using the options (c) and (d) on the Ledgerdal menu.

1 Ledger Journal

b Copy Recurring Documents
IE) ¢ Print General Journal Listing
d Post General Journal

IE} & Create Reversing Entries

Z Update Batch Maintenance

S Exit
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Order Summary by PO Number

File Mavigate

© 2002

Help

:

»

Date: 11/705/201z2 Order Summary By PO Number

Time: 12:Z28:54 LRBC DISTRIBUTION Page: 1

B_O. No. Date Buyer Net Emount

F97 097242012 CARTHY 20.00
Vendor: 104588 PRIME LINE RUIOERETS

778 09/24/2012 CATHY 30.00
Vendeor: 104538 PRIME LINE AUTOPRETS

780 09724/2012 CARTHY 50.00
Vendor: 104538 PRIME LINE ARUTCOPRETS

784 087252012 CATHY 19.00
Vendor: 104538 PRIME LINE RUIOPRETS

787 10/02/72012 CRATHY 20.00
Vendor: 104588 PRIME LINE RUTOERRTS

803 1071142012 CATHY 10.00
Vendeor: 104588 PRIME LINE AUTOPRETS

769 08,17/72012 5.00
Vender: 123457 CHAMPION INC

774 08/13/2012 80.00
Vendor: 123457 CHAMEION INC

Sample Reports
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Order Summary by Buyer

-

EDrderSummar}r by Buyer |i”£”£|
File Mavigate El]
000D
-

Date: 11/705/201Z Order Summary By Buyer !;
Time: 12:30:22 ARC DISTRIBUTION Page: 1 (7
B_O. No. Date Buyer Net Emount ‘
777 09/z4/2012 CATHY Z0.00

Vendor: 104588 — PRIME LINE AUTOPRRTS
778 09/24,2012 CATHY 30.00

Vendor: 104588 - PEIME LINE AUTCOPRATS
780 09/24/2012 CATHY 50.00

Vendor: 1045828 — PRIME LINE AUTCOPRAETS
734 08/25/2012 CATHY 19.00

Vendor: 104588 — PRIME LINE AUIOPRRTS
787 10/0z/2012 CRTHY Z0_00

Vendor: 104588 - PRIME LINE AUTCOPRRTS
803 10/11,2012 CATHY 10.00

Vendor: 104588 — PRIME LINE AUTOPRRTS
789 03/17 /2012 5.00

Vendor: 123457 - CHAMPION INC
774 09/19/2012 80.00

Vendor: 123457 — CHAMPION IHC -
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Order Summary by Vendor

File Mavigate

© 2002 ¢

Help

= Order Summary by Vendor

— I

»

1

Date: 11/705/201z2 Order Summary By WVendor

Time: 12:31:28 EBC DISTRIBUTION Page: 1

B_O. No. Date Buyer Net Emount

F97 097242012 CARTHY 20.00
Vendor: 104588 PRIME LINE RUIOERETS

778 09/24/2012 CATHY 30.00
Vendeor: 104538 PRIME LINE AUTOPRETS

780 09724/2012 CARTHY 50.00
Vendor: 104538 PRIME LINE ARUTCOPRETS

784 087252012 CATHY 19.00
Vendor: 104538 PRIME LINE RUIOPRETS

787 10/02/72012 CRATHY 20.00
Vendor: 104588 PRIME LINE RUTOERRTS

803 1071142012 CATHY 10.00
Vendeor: 104588 PRIME LINE AUTOPRETS

769 08,17/72012 5.00
Vender: 123457 CHAMPION INC

774 08/13/2012 80.00
Vendor: 123457 CHAMEION INC
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Order Detail by PO Number

™ Order Detail by PO Num
File Mavigate Help

© Q00D <

»

m

Date: 11/705/201Z Order Detail By PO Humber
Time: 1Z:3Z:58 BBC DISTEIBUTICN Dage: 1

Vendor Code: 104588 - PRIME LINE AUTOPARTS

P.O. No. el D.O. Date : 0%/24/2012 Doc.Mo.: 777
Zeference = Required by: 05/24/2012 Whae = MULTIFLE
Type z REG Status BT Stage @ BOC
Buyer = CATHY
Item Code/Description M Rty Bemaining Cost Price Extension
1lz104 ZR 1.000 10,0000 10.00
SCM R SERIES MULSTRIEE Tyvpe: STE Stvage: POE Warehouse: SEATTLE
12104 ER 1.000 10.0000 10.00
5CHM A SERIES MULSTRIEE Type: STE Stage: POG HWarehouse: RTLANTA
Total Value 20.00

Vendor Code: 104588 - PRIME LINE AUTOPARTS

F.O. Mo. = e P.O. Date =:- 09/24/2012 Doc_ Mo.: 778
Beference - Bequired by: 0%/24/2012 Whse : ATLANTR
Tvpe = REG Status : ACT Stage - ORD
Buyer = CATHY
Item Code/Description Qi) .4 fty Remaining Cost Price Extensicn
12104 ER 2.000 10.40000 Z0.00
SCM A SERIES MULSTRIEE Type: STE Stage: ORD Warehouse: RILANTER
12104 =R 1.000 10.00300 10.00
SCHM A SERIES MULSTRIEE Type: STE Stage: ORD Warehouse: RTLANTR b
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Order Detail by Buyer

T Order Detail by PO Num
File Mavigate Help

© Q00D <

»

m

Date: 1170572012 Order Detail By PO Humber L
Time: 1Z:3Z:58 BBC DISTEIBUTICN Dage: 1

Vendor Code: 104588 - PRIME LINE AUTOPARTS

P.O. No. el D.O. Date : 0%/24/2012 Doc.Mo.: 777
Zeference = Required by: 05/24/2012 Whae = MUOLTIFLE
Type z REG Status BT Stage @ BOC
Buyer = CATHY
Item Code/Description M Rty Bemaining Cost Price Extension
1lz104 ZR 1.000 10,0000 10.00
SCM R SERIES MULSTRIEE Tyvpe: STE Stvage: POE Warehouse: SEATTLE
12104 ER 1.000 10.0000 10.00
5CHM A SERIES MULSTRIEE Type: STE Stage: POG HWarehouse: RTLANTA
Total Value 20.00

Vendor Code: 104588 - PRIME LINE AUTOPARTS

F.O. Mo. = e P.O. Date =:- 09/24/2012 Doc_ Mo.: 778
Beference - Bequired by: 0%/24/2012 Whse : ATLANTR
Tvpe = REG Status : ACT Stage - ORD
Buyer = CATHY
Item Code/Description Qi) .4 fty Remaining Cost Price Extensicn
12104 ER 2.000 10.40000 Z0.00
SCM A SERIES MULSTRIEE Type: STE Stage: ORD Warehouse: RILANTER
12104 =R 1.000 10.00300 10.00
SCHM A SERIES MULSTRIEE Type: STE Stage: ORD Warehouse: RTLANTR b
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Order Detail by Vendor

™ Order Detail by Vendor
File Mavigate Help

© Q00D <

»

m

Date: 11/705/201Z Order Detail By Vendor
Time: 1Z:4Z:37 BBC DISTEIBUTICN Dage: 1

Vendor Code: 104588 - PRIME LINE AUTOPARTS

P.O. No. el D.O. Date : 0%/24/2012 Doc.Mo.: 777
Zeference = Required by: 05/24/2012 Whae = MULTIFLE
Type z REG Status BT Stage @ BOC
Buyer = CATHY
Item Code/Description M Rty Bemaining Cost Price Extension
1lz104 ZR 1.000 10,0000 10.00
SCM R SERIES MULSTRIEE Tyvpe: STE Stvage: POE Warehouse: SEATTLE
12104 ER 1.000 10.0000 10.00
5CHM A SERIES MULSTRIEE Type: STE Stage: POG HWarehouse: RTLANTA
Total Value 20.00

Vendor Code: 104588 - PRIME LINE AUTOPARTS

F.O. Mo. = e P.O. Date =:- 09/24/2012 Doc_ Mo.: 778
Beference - Bequired by: 0%/24/2012 Whse : ATLANTR
Tvpe = REG Status : ACT Stage - ORD
Buyer = CATHY
Item Code/Description Qi) .4 fty Remaining Cost Price Extensicn
12104 ER 2.000 10.40000 Z0.00
SCM A SERIES MULSTRIEE Type: STE Stage: ORD Warehouse: RILANTER
12104 =R 1.000 10.00300 10.00
SCHM A SERIES MULSTRIEE Type: STE Stage: ORD Warehouse: RTLANTR b
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Order Detail by Item Code

T Order Detil by em Code
File Mavigate Help

© Q00D <

Date: 1170572012

Time: 12:43:5% ABRC DISTRIBUTICN

Order Detail by Item Code

»

m

Eage: 1

Item Code: 100180

B.O. No. Dzte Iype Stage Quantity
750
10/08/2012 STE ORD 10.000
Vendor: 123457 - CHAMPION INC
Teotal: 100180 10.000

Item Code: 100337-168

P.O. NHo. Dzte Iype Stage Quantity
780
1o0/09/2012 STE ORD 10.000
Vendor: 123457 - CHAMPION INC
Total: 100337-168 10.000

Item Code: 12104

EF_D. Ho. Date Iype Stage Quantity
777
09/24/2012 STE POG 1.000
Vendor: 104588 — PRIME LINE RUTOPARTS
77
03/24/2012 STE POG 1.000

Vendor: 104588 - PRIME LINE AUTCPARTS

Description: PAPER INSERT (ERAPHICS)

Description: EXT MODULE 3X5.5"

Description: S5CM R SERIES MULSTRIEE

Price Extension
10.0000 100.00
100.00

Price Extension
5.0000 50.00
50.00

Price Extensicn
10.0000 10.00
10.0000 10_00
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Order Detail by G/L Code

[ : SR = =
P Order Detail by G/L Code
File Mavigate Help
Q090D <
-~
|E
Date: 11/05/2012 Order Detail by /L Code
Time: 12:48:05 ZBC DISTEIBUTICH Dage: 1
E/L Code: 120000000 Department: 000
BD Date Item Code fuantity Erice Extension
10/11/2008 FRMEH14 1. 88 4.2500 4_25
PO No:1Z2345 Vendor: 123471 - ALLIED SIGHNAL INC.
04/0&/2007 CHRMPCJI14 1500 0.3700 555
FO No-l1l4 Wendor: 123457 - CHEMPION INC
04/0&,/2007 12104 1500.00 5_5700 8355_00
PO No:lle Vendor: SCM - SMITH-CORONA CORP.
04/06,/2007 &711l@ 15.08 &.1400 52 .10
PO No:lla Vendor: SCM - SMITH-CORONA CORP.
04/,11/2007 1211z 1.00 45.0000 45 00
PO No:lZ0 Vendor: 123480 - WALFER EXHRUST INC
05/31/2007 EM504100 2.040 1135.0000 2270.00
PO No:zlz? Wendor: 123487 - CENERAL MOTORS CORP
10/08/2012 100130 10.00 10.0000 10000
B No:730 Vendor: 123457 - CHREMPION INC
10/08/2012 100337-16€8 10.00 5.0000 50.00
PO Mo:-7%0 Vendor: 123457 - CHREMPION INC
04/1Z/2011 CCBRD3107 40.00 90.0000 3€00.00
PO No:-342 Vendor: 123472 - COBRR CORP
05/30/2010 RLETZSZ 100 295.0000 295.00
FO No:-l4s Wendor: 123457 - CHEMPION INC
10/05/2010 ALP&Z03 100 &Z.0000 g2.00
B No:-145 Vendor: 123457 - CHREMPION INC
10/05/2010 ALP729Z 1,08 295.0000 285.00
PO No:-145 Vendor: 123457 - CHEMPION INC >
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Goods Received by G/L Code

File MNavigate Help

© 900D &

-
Datez I1/0572012 Print Goodsz Received
Time: 12:50:17 ABRC DISTRIBUTICN Page: 1
E/L Code: 120000000 E
Dpt—P_Q_——————= Roevd Dete--Item Code————————————— fuantity-———-————-—— Cost——-——-Het Value
Te7
oo 09/07/201Z EHQO0& 1.00 10.90000 10.00
788
a0 09/10/201Z EHOO9 1.00 5.0000 5.00 |
770
000 09/717/2012 EHOO09 1.00 5.0000 5.00
TTE
ooo 09/18/2012 EHOO09 5.00 5.0000 25.00
771
ooo 09/18/2012 EHI09 1.00 5.0000 5.00
773
aoa 09/18/2012 EHOO8 10.00 8.00a0 80.00
776
000 09/21/2012 C-MOUSE i00.09 15.0000 1500.00
T7E
aao 09/21/2012 C-MON 100.00 T5.0000 7500.00
TTE
aoa 09%/21/201Z C-EEY 100.440 20.0000 2004.00
775
ada 09%/2172012 C-DISKZ- ALT 100._00 52 5000 5250.00
AT
aoa 08/24/2012 12104 50.00 15.0000 750.00
TBZ
[]a]s] 09/25/2012 12104 1.a0 15.0000 15.00
784
ooon 09/27/20L2 12104 1.00 10.0000 10.00
TEST DELETE
aoo 09727201 1Z104 1.00 15.0000 15.00
TEST DELETE
000 0972772012 12120 1.00 20.0000 20.00
-
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Price Change

Use this report to see any purchase orders whengribe on the vendor invoice differed from thecpron the pur-
chase order. The variance between the two prigessited to the “difference” account as definedienWpdate
Purchasing Defaults screen.

'3 Price Chonge =y )

File Mavigate Help

© 900D ¢

— 0

Date: 11/05/201Z2 Price Changes Report
Time: 12:51:35 ABC DISTRIBUTION Page: 1
Inv Doc No Line No Item Code Description Quy Invoiced 0ld Price New Price Value
44 1 CHARMPCJ14 CHAMPION (R) CJ-14 SPRRK PFLUG 50.000 0.3700 0.8500 14.00
47 1 @GM504100 GENERARL MOTORS (R) L5S-6& ENGINE 8.000 1135.0000 1100_0000 —Z30_00
B2 1 1z104 SCM A SERIES MULSTAIKE 3.000 300.0000 100.0000 -600.00
35 1. 12104 SCH A SERIES MULSTRIKE 1.000 15.5000 15.5000 9.00
b-13 1 12112 SCM R SERIES CVR-UP TAPE 1.000 1.1200 1.1z00 0.090
106 1 Hlle143221 CRNON FAXTHONE 30 SUPPLY RIT 10.000 11.4000 11.4000 —-228.00
1z4 1 1z104 SCHM A SERIES MULSTRIKE 100.000 15.0000 1z.0000 -300.00
Grand Total - -1354 00
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Direct Ship Status

This report option lists the current orders that @direct ship orders (order type = DIR/DRW). You ese it to see
where these orders are in the direct ship prodesthe order stage shown on this report.

POG—purchase order generated and sent to vendor.
REC—the merchandise has been shipped to the customer.

INV —the DIR order has been invoiced and posted towmts@ayable.

7~ Direct Ship Status felEEs]
File Mavigate Help
Q90D <
-
| -~
Date: 11/05/2012 Direct Ship Status
Time: 1Z:53:4Z2 BBC DISTEIBUTICH Fage: 1 3
2_0_. Na_- 813 .0, Date: 1170572012 Doc_No_- 813
Vendor Code: 123457 — CHAMPION INC
Order Humber: 3717 Stage: REC =
Customer: 12 - CLASSIC PARTS UNLIMITED
22501 7iZND CLERREING POINT BUSINESS CENIER
SCUTH BEND , IN 46801
Date Created: 11/05/2012 Date Modified: 1170572012
Item Code 84 Qty Ordered Qty Shipped Cost Price Extension
C-MAC =R 5.000 5.000 2%5.0000 1455_000
Sub-Total: 1455_00
Migc: 0.09
Tax: 0._aa
Freight: 0._0aa
Total: 14585_00
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Purchase Journal

This option allows you to print a ledger reportwing the account activity generated from transadtiim Purchas-
ing. This report shows all the GL debits and ceeddrted by the document number assigned to eacbairtion.
You select a date range for which you want to gramsactions for.

e
¥~ Purchase Journal == e
File Mavigate Help
Q090D <
| -~
SSSSSSesssssseeereTrTTTT—_——————SSS—___—~—~———
Date: 1170572012 Purchase Journal L_
Time: 12:55:5% RBC DISTREIBUTICHN Dage: 1
Between 0%3/01/2012 and 11/05/2012
Document Date Lecount Reference
B /275 0%/27 /2012
200000000-000 ACCOUNTS PAYABLE 15.43 DB
200000000-000 ACCOUNTS PAYABLE 36647 CR
200000000-000 ACCOUNTS PAYRBLE 15.4% DB
200000000-000 ACCOUNTS BAVABLE 15.4% DB
201500000-000 AP HOLDING ACCCOUNT 285_00° DB
720000000-000 TFREIGHT (HOT IN C.O.G) 15_00 DB
TH50000000-000 OTHER OFFICE EXPENSES 10.00 DB
PO FZT7E Qgr27 /2012
200000000-000 ACCOUNTS BAYARLE 2950:00 CRB
Z201500000-000. 2P HOLDING ACCOUNT £950.00 DB
PO 27T 1072372012
200000000-000 ACCOUNTS PAYABLE 15.00 CR
201500000-000 AP HOLDING ACCCOUNT 15_00° DB
oy sz78 11/058/2012
200000000-000 RCCOUNTS BAYABLE 16075.00 CR
201500000-000 AP HOLDING ACCOUNT 14550.00 DB
201500000-000 AP HOLDING ACCOUNT 0.00 CR
201500000-000 AP HOLDING ACCOUNT 1125.00 DB
PO /273 11/05/2012
200000000-000 ACCOUNTS PAYARBLE 34500 CR
201500000-000 AP HOLDING ACCCOUNT 345.00° DB
BT SZ80 11/05/2012 Variance
201500000-000 AP HOLDING RCCOUNT 350.00 DB
580000000-000 TANDED COST VARIANCE 350.00 CR =
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Purchase Replenishment Advice

This report is option (g) on the PO reports mendiiara tool to help you determine what productdisde be pur-

chased.

Please note that this report is too wide to vieyoif redirect to the screen so your options to wtiesventire report

include:
1. View via PDF
2. View via Word editor
3. Export to Excel.
4. Printin compressed print

There are three selection criteria screens:

Screen 1:

-

I3 Enter Selection Criteria

© @ Hin
Selection Criteria
Viendor Code:

Warehouse Code:

Item Code:

|0 oK | |Q:* Canicel |

Enter warehouse code.

===

Screen 2:

Enter the most current month/year of usage you waptint on the report and the 11 months previmege will

also print.
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P~ Enter Selection Criteria |=
File
]
Selection Criteria
EndPeriod: [l 2012

[Q oK J |Ir11 Cancel |

=

Enter end period.

Screen 3:

If you would like to see the purchase orders faheitem that are due to come in within the nextrsbnths, click
Yes.

= Answer

Print on order gty for the next six months?

LQ Yes | |r; Mo |

The information that prints is as follows:
Primary vendor code as assigned in the item catalog

Item code

Warehouse code

Unit cost charged by primary vendor
Purchase unit of measure

Sales usage per month

Total Usage

Average Usage for 12 months
Available on hand

On order with vendors

Total = Available + On Order
Months on hand = Total/Average (if average usag@etieen Months on Hand will print “No Usage”).

124 Sample Reports



Fitrix Purchasing User Guide

AP Holding Report

This reports list purchase orders that have beegived but you have yet to receive the invoice fyaar vendor so
that you can post it to AP.

Received Amount - $ amount of merchandise received
Invoice Amount - $ amount of PO receipts posteARo

Cost Diff - any cost variance between what wasiveckversus what was posted to AP. For example, if
item was received at $100.00 but cost on vendaigevis $95.00 the cost difference would be $5100 a
open amount in the AP Holding account is therefre

Open Amount in AP Hold account on balance sheeteeived amount — invoiced amount +/-
cost difference
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Purchasing Log

This report lists all purchase orders for the yaatered. Excel is the best output choice giverwtidéh of this re-
port.

¥ print Purchasing Log

© @000

Date: 03/30/2013 Purchasing Log

Time: 13:37:37 ABC MANUFACTURING

PO Number Stage Buyer Code Rept Date Inv Date PO Date Date Promised Production Order Sales Order Item Code Description 1

130 oG 03/05/2013 03/05/2013 247 HARD DISK

130 EOG 03/05/2013 03/05/2013 247 HARD DISK

130 POC 03/05/2013 03/05/2013 247 KEYBOARD INT!

130 EOG 03/05/2013 03/05/2013 MAC LAFTOP

138 REC CATHY 08/08/2013 08/0€&/2013 08/06/2013 ALPINE 7292 REM. AM/FM/CAS
139 IRV CATHY 08/06/2013 08/06/2013 0B8/06/2013 08/06/2013 24" MONITOR

138 INV CATHY 08/06/2013 08/06/2013 08/06/2013 08/06/2013 KEYBOARD

140 INV CATHY 0a/07/2013 08/07/2013 08/0&6/2013 08/06/2013 5CM R SERIES MULSTRIKE
141 pOC CATHY 08/02/2013 08/07/2013 08/07/2013 38000 S X 11

143 oG CATHY 08/07/2013 08/07/2013 MULSTRIKE
144 REC CATHY 08/07/2013 08/07/2013 08/07/2013 5 X1

143 REC 08/07/2013 08/07/2013 08/07/2013 as 12104 MULSTRIKE
148 INV CATHY 08/07/2013 08/08/2013 08/08/2013 08/08/2013 12104 MULSTRIRE
145 jei= CATHY 08/13/2013 08/13/2013 12104 MULSTRIKE
1s0 poc CATHY 09/03/2013 08/13/2012 08/13/2013 12104

151 POG CATHY 03/03/2013 08/13/2013 08/13/2013 12104

TG i = i
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Blanket Release Status

T prompt

File

@

-
[Gox | [qcance |
I3 Print Blanket Release Status ===
0002 <
-
-
Date: 10/01/2013 Blanket Release Status
Time:- 15:47:50 LBC MANUFACTURING Dage: 1
Vendor Buyer PO Number Warehouse Item Cocde Description Qty Ordered Qty Released
123457 CATHY 184 MIAMT 12104 S5CM R SERIES MULSTRIEE 1.000 0.000
Balance to release Scheduled Date
1.000 a8/03/2013 =
123457 CRATHY 185 MIAMT 1z104 SCM A SERIES MULSTRIEE a.a00 a.009
Balance to release Scheduled Date
7-000 08/04/2013
1.000 08/05/2013
123457 CRTHY 182 MIRMT 12104 S5CH A SERTES MULSTRIEE 10.000 1.000
Balance to release Scheduled Date
5.000 09/10/2013
123457 CATHY 182 MIAMIL 12104 SCM AR SERIEZS MULSTRIEE 20.000 1.000
Balance to release Scheduled Date
14.000 a8/10/2013
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Chapter 7

Administration

*Check Database Status
*Check Database Connections
*Update Database Statistics

* Security Reports

*Purge Activity

*Update Batch Information
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The Administration Menu:

= Dev5.40 Database: sample Printers: Lexma '
File ‘iew Esxecute Seftings Help

demEam

Dev 5.40
a8 General/Administration
LU = R el o system Administration

3 Sales g 2 Systen: & a Check Database Status

4 Purchz & 3 Datalr E| b Check Database Connections

5 Produt g 4 wWeb S & e Update Database Statistics
6 Produt 2

Ve = m Security Reports

i B p Purge Activity
8 General/Administratic

R B R

[E z update Batch Information
of Bt 2] Exit

Status Idle

The following Options are available:

Check Database Status

Note

This function should only be used by your Systenmidstrator. Please contact your Fitrix Rep-

resentative for further information.

Check Database Status (option a). Use this optice¢ if the database is up and running. If thesta "Online"
then the database is up and ready for connect8ir@muys the current status of the database such as:

¢ Database version

e Status- Online/Quiescent/Offline
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» Number of days the database has been up

» Size of memory allocated.

Check Database Connections

Note

This function should only be used by your Systenmidstrator. Please contact your Fitrix Rep-
resentative for further information.

Check Database Connections (option3f)ows information about the current users conndctélte database. There
will be one line of information for each user tiaturrently connected to the database in thevatig report:

» Session ID

* SQL Statement type - Select/Insert/Update/Delete
+ Database name

* Isolation Level

» Error info if any.

Role Based Menus Setup

Use these programs to set up custom menu strudtureach role/user. See tBetting Sarted with
Fitrix User Guide for instructions on how to do this.

Security Reports

This menu option (option m) allows you to printeport of current security settings (ie- who is af#al to do what
with the Fitrix software).

Purge Activity

Purge Activity (option p). This menu option has thlkowing submenu:
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p Purge Activity
[El h Merge Customer Activity
[l

= 1 Print Duplicate Customer Info

[El j Merge Ship-To Activity

&S] Exit

Merge Customer Activity - this program is useful when a company changegesand you want to set up a new
customer code that reflects the new company nam¢hem transfer all sales history/activity to tleswcode.

) E Merge Customer Activity |i|

File Edit VWiew Mavigation Tools Actions Help

O R EQ AEM @O
#.
WARMING: This program will transfer all activity, open items, and
reference records from the old customer code to the new customer
code and then delete the old customer code.
Enter Old Customer Code:  [B (=)

CLASSIC PARTS UNLIMITED
Enter New Customer Code: 16 =

WILD WEST MOTOR. RANCH

(@ox | [Fqcancel |

Enter Old Customer Code, S

Print Duplicate Customer Information - this report program will list any informationathcould not be merged
into the new customer code because it is a dupli¢air example, if old customer 2 has a ship-tediiland new
customer 12 also has a ship-to code 01, ship-taf1 be merged. What you will need to do in tlaseis set up a
new ship-to code under customer 12 for this shigpiddress.

Merge Ship To Activity - This program transfers all sales history/actititghe new code and then deletes the old
code.

Update Batch Information

Update Batch Information (option z). See the chapiditled Batch Control Maintenance in Betting Sarted with
Fitrix guide for information on this program.
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Chapter 8

SQL Queries

*Why SQL Queries are run
*SQL Commands - Select, Order By, Group By
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Using SQL

SQL stands for Structured Query Language. It imadard method for accessing a SQL-compatible dat@akrhis
section of the manual discusses how to use SQAhtteeginformation from the database.

SQL is used primarily to generate ad hoc repoa. 8ont end tools, such as Informix ISQL, allomyt enter
and run standard SQL queries with a simple sebofroands. Other productivity tools allow you to lidéta in the
SQL database to spreadsheets, word-processing éntsinsharts, and graphs. As the information irddtabase
changes, the spreadsheet changes automatically.

Before you use SQL report generators or produgtiaiols, you must know how SQL itself works. Thougpartic-
ular SQL front-end tool may differ, the basic instion sets should work in a similar manner. Tleigti®n intro-
duces you to the basic use of these statementgiaeslyou examples of how they are used in a waoktvays
The examples use General Ledger tables and colBimse all accounting transactions eventually gméhithe

General Ledger, it is a common application for Sfdleries. The point of this section, however, isdoer the ba-
sics of SQL, not to teach you how to create spedifieries in individual applications.

SELECT Command

The SELECT statement gets information from the lakeda. There are only six different clauses thatrobwhich
information this SELECT retrieves. They are caltéalises since they describe a part of the oveEIEET com-
mand. Only two of these clauses are required fgrSApL database query. These commands or clauséstaceand
described below.

SELECT: The SELECT clause is the start of all SQL quetlieis.required for all information retrieval. & used to
tell the system which information categories oldise—in SQL they are called columns—you want to asce

FROM: The FROM clause is also required for all SQL Sslet is used to tell the system from which filetable
to take the data.

WHERE: The WHERE clause is optional. It lists the setatitriteria for the Select statement. It allows youle-
scribe which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allowsi yo tell the system in what order to put retrieved
records.

GROUP BY: The GROUP BY clause is also optional. It allows yo tell the system how to group records for to-
tals and subtotals.

HAVING: The HAVING clause is also optional. It allows ymutell the system which groups to select.

You can retrieve any type of information from a S@tabase with these six clauses. In the next akesections we
will cover these commands in more detalil.

Using SELECT and FROM

The format for the most basic SQL query is:

SELECT col utmm- names FROM t abl e- nanes
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In this statement, SQL commands are printed inaital letters; however, most SQL tools are nsecsensitive.

Column-names refer to the names of the actual awduon information categories created in the tabédle-names
refer to the database tables that contain the data.

Selecting All Columns

When you don’t want to specify specific column nam@mu can use the asterisk (*) to indicate thatwant the
values in all columns. For example, suppose you wasee all information from a control table. BEnte

SELECT * FROM stxcntrc

“Stxcntrc is the name of the control table. Typlgathere is only one record in this control tahted, in this exam-
ple, the columns in it are company name, addresadtress #2, city, state, zip, county, countrg,fitst current
asset account, the first fixed asset account,dirgtent liability account, the first long termBidity account, first
capital account, the first income account, firsgtaaf goods account, and the first expense account.

In response to this query, the system displaysahees associated with each of these columns. Xhet éormat in
which this information is displayed differs froms$gm to system.

Selecting Specific Columns

If you just want to see specific columns from deéabknter the names of the columns. For examplmufwant just
the name and address information from the dataleasey;:

SELECT co_nane, addrl, addr2, city, state, zip, county, country
FROM st xcntrc

The names used are those that are part of thald#itanary. In order to select specific columnsy youst know
what they are named in the database. Some SQL qustgms provide a display of these column anc: tabines.
Typically, however, you must work from printed tallefinitions. There are SQL queries that allow itetrieve
information about the names of the columns ancetainl the database, but they are not covered here.

Notice that the different column names are sepdiayecommas. This is usually required. The lasticwl name
does not have a comma after it.

Using Math in the SELECT Statement

You can also include mathematical operations wiloiar SELECT statement. The mathematical operaigmsg-
nized are:

+  Addition
- Subtraction
*  Multiplication
/ Division
Here is an example of addition:

SELECT doc_no, ampunt, anount + 1 FROM stgactvd
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The result of this query shows the document nuntheramount of the transaction, and that amount + 1

Here is an example of multiplication:

SELECT doc_no, ampunt, anmpunt * .077 FROM stgactvd

You do not need to use literal amounts as parbaf ynath. You can use other column names.

SELECT doc_no, ampunt, ampunt / doc_no FROM stgactvd

You can combine multiple mathematical operations ékample, you can multiply, divide, add, and saditall in
the same SELECT statement), and you may combingreohames and literals in calculations.

SELECT doc_no, ampunt, doc_no + anount, amount / 2
FROM st gact vd

You can also use parentheses to show the ordeeocégence of mathematical operations.

SELECT doc_no, amount / (1 + 2)
FROM st gact vd

This expression adds 1 + 2 before dividing this smamount.

Selecting Specific Rows: WHERE

The simplest selection statements show all thetnimddion in a file or table. However, you may onlgnt to see
specific rows (records) that meet a given seledtiiteria. To make such a selection, use the WHEREse.

The format for the WHERE clause is:

WHERE col umm- nane rel ati onal - operator val ue

This may seem a little complicated, but an exarshtauld clarify how it is used. For example, FitBMsiness uses
a table to store all of the accounting detail frin® General Ledger system. If you want to see titrées for a par-
ticular original journal, use the following statemtie

SELECT * FROM stgactvd WHERE orig_journal = "AP"

The asterisk causes the system to display all asduimthis table. The table named stgactvd is thigity data table
for the General Ledger system.

In the WHERE clause, you see the name of a coluimgnjournal, followed by a relational operator =ddimished
by a value, AP. What this statement means isalishe columns in the table stgactvd where therol
orig_journal contains AP.

In composing this query, you can use any columnenamnthe table.
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Relational operators consist of the following:

Symbol Meaning
= Equal To
<> Not Equal To
> Greater Than
< Less Than
>= Greater Than or Equal To
<= Less Than or Equal To

Matching Character Patterns

The keyword MATCHES can be used within the WHER&LsE to select rows that contain certain strintepa.

The format is as follows:

WHERE col umm- nane MATCHES val ue

In this case, the column name must be a charagierdblumn. This means that it must contain charachot num-
bers. The value is a pattern of characters and baushclosed in quotation marks. For example, cavipus query
of the general ledger activity table could havenbstated using the MATCHES keyword like this:

SELECT * FROM stgactvd WHERE orig_j ournal MATCHES " AP"

In this example, we require an exact match, wisobxiactly the same as an = command. The real paiwer
MATCHES comes into play when you use wildcardsitd i meaningful character string within a londearmcter
column.

MATCH Wildcards

There are three wildcards:
* This matches any set of characters or no chamacte
? This matches any single character.

[X-Y] This matches the range of characters indidate

You can use these wildcards in a variety of wayselect the proper rows from a table. For examnipléhe General
Ledger detail table, there is a column that comstéie department code. Note that even though depattcodes
typically consist of digits, it is still a charactiéeld, not a numeric field. These codes can beduaracter string up
to three characters long. Use these codes to dieledtem detail in the variety of ways detailesldw:

SELECT * FROM stgactvd WHERE department MATCHES "1*"

This finds any rows where the department code I3egith the character 1.

SELECT * FROM stgactvd WHERE departnent MATCHES "*10*"

This finds any rows where the department code amnthe character string 10 anywhere within it.

SELECT * FROM stgactvd WHERE departnent MATCHES "?10"

This finds any line item where the department dostthe characters 10 preceded by any other suigleacter. It
does not find a department beginning with 10, bfihds 110, 210 and so on.

138 Administration Menu



Fitrix Purchasing User Guide

SELECT * FROM stgactvd WHERE departnent MATCHES "1[1-5]*"

This finds all rows containing department codes beayin with the digit 1, followed by the digit¢tirough 5, and
then followed by any other characters. This doegind rows where the digits 1 through 5 do not ietiately fol-
low the beginning digit 1.

Using AND and OR in the Where Clause

You can make your WHERE clause more complicateddiayg AND and OR as follows:

» AND: Makes the clause more restrictive. In order tedlected, the data must pass all tests joinedey th
AND clauses.

* OR: Makes the clause less restrictive. To be selettedjata only need pass one test or the othersye
tax for the use of AND and OR is:

WHERE col umm_nane rel ati onal - operator val ue

AND col um_nane rel ational - operator val ue
Or

WHERE col um_nane rel ati onal - operator val ue
OR col um_nane rel ati onal -operator val ue

In the next example, the WHERE clause selects v in which the department code begins with tlyé d and
whose document number is greater than one hunBmgs in which the department code begins with 1vaindse
document number is less than or equal to 100 arsatected. Rows in which the document numberestgr than
one hundred, but in which the department code dotebegin with 1 are also not selected.

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
AND doc_no > 100

In the following example, even more documents atected. All documents in which the department doeigins
with 1 are selected because they pass the fitstiteaddition, all documents with numbers gre#ten one hundred
are selected because they pass the second test.

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
OR doc_no > 100

Note

Even though some documents may pass both tesysath@nly selectednce.

Using Multiple ANDs and ORs

You can use AND and OR to join any number of ptsase

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
AND doc_no > 100

AND orig_journal = "AR'

AND anount > 1000
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Note

Remember: adding multiple AND statements makesetstemore and more restrictive; in order to
be selected, the row must meet all of these ciiteri

You can also use parentheses to group ANDs and ORs.

SELECT * FROM stgactvd WHERE (departnent MATCHES "1*"
AND doc_no > 100) OR (orig_journal = "AR
AND anount > 1000)

In this test, selected records or rows must eltlage a department code that begins with 1* andcardent number
greater than 100 or they must have an originahjalucode of AR and an amount greater than 1000.

Improper Use of AND or OR

Remember the AND and the OR are used to join campl@umn_name relational-operator value phras#smwi
the WHERE clause. It is not used to join separaBRE clauses or to join values to a single coluname

Correct:

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
OR doc_no > 100

I ncorrect:

SELECT. . .
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE departnent MATCHES "1*"
OR departnment MATCHES "*1"

I ncorrect:

SELECT. . .
OR MATCHES "*1"

WHERE Using LIKE

LIKE is a keyword that works almost identicallyMATCHES. The major difference is that it has diéfet wild
cards. Instead of using an asterisk to match ctersg@ percent sign (%) is used. Instead of cqurestiarks to
match a single character, an underscore is used.

SELECT * FROM stgactvd WHERE departnent LIKE "1%

This finds all departments that begin with 1 arelfatlowed by any combination of other charactef&E can only
be used for character columns (letters or digite values used must be enclosed with quotatioksnar
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WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that y@nt to select a value between two other values.

SELECT * FROM st gactvd WHERE anount BETWEEN 10 AND 40
This selects all rows in which the amount columa adaalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shovovheo indicate the second set of values.

Correct:

SELECT * FROM stgactvd WHERE armount BETWEEN 10 AND 40

I ncorrect:

SELECT. .. BETWEEN 10 40

You also must show the values in the proper ordtr thhe smallest value first. The wrong examplesioet pro-
duce an error message, but no rows are selected.

Correct:

SELECT * FROM stgactvd WHERE armount BETWEEN 10 AND 40

I ncorrect:

SELECT... BETWEEN 40 AND 10

You can also use BETWEEN to specify a range ofdlatealphanumeric characters.

SELECT * FROM st gactvd WHERE ori g_j our nal
BETWEEN "A" AND "Z"

This query selects all documents with an originarpal code beginning with a capital letter.

WHERE Using IN

Use the keyword IN to compare the value in a colwith a list of possible values. You could do theng thing
using a series of ORs, but IN makes this somewloaé rstraight-forward.

The syntax:

WHERE col um-nanme IN (list of values)

Here is an example of selection from a list of aesvalues.

SELECT * FROM st gactvd
WHERE orig_journal IN ("AR',"AP","GI")

This select statement finds any rows which confd) AP, or GJ in the original journal code column.

It is the same as the following SELECT statement:

SELECT * FROM stgactvd WHERE orig_journal = "AR'
OR orig_journal =" AP"
OR orig_journal ="Q&"
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You can see the advantage of using the IN keyword.

Matching NULL Values

SQL discriminates between a column filled with sgsaor zero and one filled with a NULL value. A aolu with a
NULL value has never had any values entered indo fitas had those values removed. Spaces or the xafo are
not considered NULL.

You may wish to identify the values that are NULhem selecting records. For this purpose, you hawULL
keywords for use with the WHERE clause.

The syntax:

WHERE col umm_nane |'S NULL

For example:

SELECT * FROM st gactvd WHERE department |S NULL.

This finds all records in the activity table whichve no department code associated with them.

Using NOT

With many WHERE statement keywords, you can usé&elygrord NOT to select records that aot matched by
your selection criteria. NOT can be used with thifving keywords:

» MATCHES
* LIKE

» BETWEEN
« IN

« NULL

For example, if you wanted to find all records watlvalue NOT NULL in the department column, usefdtiew-
ing:
SELECT * FROM stgactvd WHERE departnent 1S NOT NULL.

finds all the rows with values in the departmertiom

SELECT * FROM stgactvd WHERE orig_j our nal
NOT IN ("AR',"AP","Q&")

selects all rows that have orig_journal codes &hatot equal to AR, AP, or GJ

SELECT * FROM stgactvd WHERE depart nent
NOT BETWEEN "A" AND " Z"

selects rows whose department codes do not betinavgapital letter

SELECT * FROM st gactvd WHERE department NOT MATCHES "1*"

selects all rows where the department code doelsagih with 1
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SELECT * FROM stgactvd WHERE departnent NOT LIKE "1%

selects all rows where the department code doelsemih with 1.

Selecting From Multiple Tables

So far, we have shown only SQL queries that take filam one table. Using the WHERE command youaiao
join two tables together and get related informafrom them.

For example, in Fitrix General Ledger, the activdple, stgactvd, contains the information aboahdane item that
is posted to the system. It does not contain tiseclhaformation about the document, such as whermad created
and a general description of the document. Thizrmétion is in a general reference table for alhsactions on the
system. This table is called stxtranr.

To see the document date as well as the informationit specific line items, select columns fromhbaitthese
tables and join them together using a WHERE claoghat only the related records are selected.

The syntax for joining multiple tables is:

SELECT [tabl e-nane] . col um- naneg, [t abl e- nane. ] col um-nane, ...
FROM t abl el, table2,...
WHERE t abl el. col um- nane=t abl e2. col uim- nane

The WHERE clause causes the SELECT statementumrenly those rows where the specified columresaich
table are identical. The table name after the SELE@tement only needs to be used when the colame rap-
pears in both tables.

In Fitrix Business, the table name must alwaysdslibecause when two columns carry matching dathfos
joins, they are named identically. You can see Wwicidumns need to be joined in the WHERE clauseydiing
which columns in the two tables have the same name.

Here is an example of a query that returns a fishwounts for the individual lines that make upamsaction, se-
lected from the general ledger activity table, glaith the corresponding document date and desamniptf the
transaction from the general transaction table.

SELECT stxtranr.doc_no, doc_date, doc_desc, anpunt
FROM st xtranr, stgactvd
WHERE st xtranr. orig_journal =stgactvd. ori g_j our nal

AND st xtranr.doc_no = stgactvd. doc_no

This selection produces one row for each line tet entered under the Update General Journal ofiaxch line
contains the document number, the document daeldbcription of the transaction, and the amoustgabfor that
line.

Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is reduiecause
doc_no is used as a column in both tables. Theitecds are identical, but you need to specify i 3@ich table
you want to use.

Also notice that we did not have to use the tablmes for doc_date, doc_desc, and amount. Thicaule these
columns only appear in one table or the other.
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Joining More Than Two Tables

You can use any number of tables in a SELECT statenif more tables are used, you simply extendAiHERE
clause to equate columns within each table.

For example, in Fitrix, there is another table thalds information about a transaction. This tablstgtranr and it
contains information such as the accounting pesitdl year for the transaction. If you want to ségitiformation
for each of your activity lines, extend your quésyinclude this third table.

SELECT stxtranr.doc_no, doc_date, doc_desc, acct_period, acct_year, anmpunt
FROM st xtranr, stgactvd, stgtranr

WHERE st xtranr. orig_journal =stgactvd. ori g_j our nal

AND st xtranr.orig_journal =stgtranr.orig_journal

AND st xtranr.doc_no = stgactvd. doc_no

AND st xtranr.doc_no = stgtranr.doc_no

Notice that two new columns have been added: aedbgand acct_year. No tables need to be speddiethese
columns because they occur only in the table sigt@tgtranr has been added to the FROM clauseAN2
clauses have also been duplicated to join the amduinom stxtranr to the matching ones in stgtrahe choice of
stxtranr for the join in this case was arbitramncs all tables involved contain the same keys.@¥dacould have
just as easily been used. However, this may naysvbe the case; many joins may take place on caldhat are
unique to a particular table.
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ORDER BY Command

Use the ORDER BY clause to sort the output. Ifp8amal and can be used in conjunction with anyotiptional
clauses.

The syntax:

ORDER BY col um- nane

Column-name must be an element in the SELECT fisblumns; that is, you cannot ORDER BY a columat thas
not been selected. For example, to see all ofdvs in the General Ledger activity table sortedlbgument num-
ber, use the following command:

SELECT * FROM stgactvd ORDER BY doc_no

If you want to do the same thing but select ondpacific original journal, use the following comnaan

SELECT * FROM st gactvd
WHERE orig_journal = "AR' ORDER BY doc_no

Sorting By Multiple Columns

You can create sorts within sorts. For examplgoif want to see all order lines organized by odbjaurnal, and
within each original journal, organized by depanmtneumber, use the following command:

SELECT * FROM st gactvd
ORDER BY orig_journal, doc_no

Using Aggregate Functions

There are a number of special functions that perfoalculations among the rows selected. Theseadliedaggre-
gate functions because they work on a group of réMigen they are used, you do not see the indivichvas them-
selves, but the results of the operation on allsrowgroups of rows.

The aggregate keywords and their functions are:
AVG (column-name) Calculates the average of the colspecified for the rows selected.
COUNT (*) Counts the number of rows retrieved by the V\RiEclause.
MAX (column-name) Finds the maximum value in the caolwpecified for the rows selected.
MIN (column-name) Finds the minimum value in the calwpecified for the rows selected.

SUM (column_name) Adds the column specified and tatdits the rows selected.

These aggregate functions are used like column siafer the SELECT keyword. They do not subtotdssyou
use the GROUP BY clause (explained in the next@@ct

Correct:

SELECT sun{anpunt) FROM stgactvd WHERE doc_no = 4

This query produces the total amount for documetfitdbes not, however, show the document numbelfit
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I ncorrect:

SELECT doc_no, sum(anount) FROM stgactvd

This produces an error requesting a GROUP BY phrase

GROUP BY Command

This clause gives you subtotals for different goprows using aggregate functions. The syntax:

SELECT colum-1ist, aggregate-functions FROM tabl e-nane
GROUP BY col um-1li st

For example:

SELECT doc_no, sum(anount) FROM stgactvd
GROUP BY doc_no

This produces a list showing each document numhbettee total for that document next to it.
You must have a GROUP BY clause for each columecsead.

Correct:

SELECT doc_no, acct_no, sun{anount) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each unique combinatioa dbcument number and an account number. In otbets,
you get the sum for document number one, for tis¢ diccount number, then the sum for document nuie for
the second account number, and so on. Yomotiget the sum for a given document number alone.

I ncorrect:

SELECT. . .
GROUP BY doc_no

This produces a GROUP BY error because you refegeacct_no in the column selection but did not aéfien
the GROUP BY column list.
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Standard Forms

The standard Fitrix products have been designet& with forms manufactured by the Harland Compdrhese
forms can be ordered through the Harland Compary890-346-5316. Sample forms are also available.

Note: Those forms that have 530 in their numberf@ré&itrix version 530 and higher.

Screen Screen Type

Number

4GEN1 Invoice Continuous

AGEN1- Invoice Continuous
530

4GEN6 Invoice Laser

AGENG- Invoice Laser
530

4GEN2 Statement Continuous

4GEN7 Statement Laser

4GEN3 Pick Ticket Continuous

4%@'(\)]3_ Pick Ticket Continuous

4GENS8 Pick Ticket Laser

Sandard Forms
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4%2'818' Pick Ticket Laser
4GEN5 Payroll Check Continuous
4GEN10 Payroll Check Laser
4GEN14 AP Check Continuous
4GEN19 AP Check Laser
4GEN11 Purchase Order Continuous
4GEN12 Purchase Order Laser
4GEN14 | OrderAcknowl- Continuous
edgement
4GEN20 Packing List Continuous
4GEN21 Packing List Laser
DW2 Double Window Envelopes
DW73 Double Window Envelopes
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Appendix B

Glossary

Account: An account is a classifying or summarizing devlteepresents a category of transactions thatsibas
entity has decided to track. All transactions rdedrin a journal are subsequently posted to twoare accounts. A
transaction is posted as a debit or credit entgntaccount. The difference between the totallafedit entries and
the total of all credit entries posted to a sirggteount is referred to as the account’s “balanbegending on the
type of account, an account’s balance is eitheegrged or decreased by a debit or credit entryl§sbés and Cred-
its).

Account Number: Each account in the Chart of Accounts is iderdifdy a uniqgue number, up to nine digits long.
Accounts of a given type usually are grouped byanotnumber. For example, all asset accounts nhighin with a
“1” followed by up to eight numbers.

Example: 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: There are three basic types of accounts: asabiljtly, and capital. Capital is also referred 0 a
owners’ equity. Income and expense accounts anbses of retained earnings, which is a capital acto

Accounting Periods or General Ledger PeriodsEach business transaction is time-sensitivehigigystem, a new
accounting period is created every time you clagelme existing period. You are not limited to agiyen number
of periods during the course of a year. A transacthat takes place in the current year falls arte of these possi-
ble periods.

Accrual Method: A method of accounting which records revenuesexpenses in the period in which they are
earned or incurred and not in the period in whiwytare received or paid. Compared to the cashadethac-
counting, the accrual method of accounting is nam@urate, but tends to be more complex.

Adding a Row: Adding a row means creating a new row and additgthe table. For example, when you add a
new account to the account table, you are addiogvao that table.
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Adjusting Entries: Entries that adjust the balances of ledger aceoéjusting entries are usually made for one of
two reasons. One reason is to record unrecordettesech as revenue earned but not received. Tiee i@ason is
to correct accounting errors.

Age: The number of days between the date on a pantidoleument and the “aging date.” When processinggan
ing report, the system prompts for the aging dieuser determines which date to use as an agieg (bee Cus-
tomer Aging. See also Vendor Aging.)

Alphanumeric field: An alphanumeric field is a field whose entries cansist of any combination of letters and
numbers.

Asset Account:Assets are things of value possessed by a busi@ask in a bank account is an asset, as is asount
receivable (the money owed a business by its clustgmAssets need not be paid for to be considesselts. Asset
accounts are increased by a debit and decreaszdreylit.

Audit Trail: The ability to verify and track accounting trartsas or ledger balances.

Automatic Reorder: The process of generating purchase orders fontoweitems whose quantity falls below the
reorder point.

Average Cost:Average cost is a method of calculating the costventory items by averaging the per unit cost of
all items currently in stock.

Backorder: If items are out of stock, these items can beoputack order. When the item comes in, it is uguall
shipped. The backorder document is a modified warsf the original sales order and represents egeatent to
ship the item as soon as the item becomes available

Backup: In computer terms, backup refers to the processpy§ing computer files. These copies are usuatigen
to diskette or tape. File backups are insurancesapsystem failure.

Balance: The balance of an account is equal to the sureoflebit and credit postings to the account. Actoare
in balance if the total debits are equal to theltotedits.

Balance Forward Customers:Statements for “balance forward” customers sholy thre transactions that affect
the current period. For balance forward custonpagments are applied to the oldest invoices finstontrast,
“open item” statements show each outstanding irey@ad payments may be applied to a particulaiéevo

Balance SheetThe balance sheet shows the current financialitondf a company. The balance sheet lists as-
sets, liabilities, and capital. It is usually t@dlin two main sections. The first section totalsets. The second totals
liabilities and capital. Assets must always eqigddilities plus capital.

Blanket Order: This is a large order that is split into more tloene shipment, possibly to different locations.

Blanket ReleaseA blanket release is a document that is a sulfsetarger blanket order. It represents a single
shipment for an order that comprises multiple slapts.

Capital Accounts: (Also called owners’ equity accounts.) These ant®tecord the difference between what is
owned (assets) and what is owed (liabilities). Taeyalso called proprietorship or net worth. Gatcounts are
increased by a credit and decreased by a debit.

Cash Method: A method of accounting which records revenuesexenses in the period in which they are re-

ceived or paid and not in the period in which they earned or incurred. Compared to the accrudiodedf ac-
counting, the cash method is less complex and ofted by smaller businesses.
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Cash Receipt:Money received as payment for goods or servicasA/R cash receipt is a payment that applies to
an outstanding invoice. A non-A/R cash receipt jmgment that does not apply to an outstandingioevé non-
A/R receipt may not even apply to a customer’s anto

Cash Receipts Journal:The cash receipts journal is the journal into \whatl cash receipts activity is recorded,
thus affecting the balances of accounts in theivabke ledger.

Chart of Accounts: A “chart” is a list of accounts. A chart of accesimcludes all the different accounts used in
summarizing the transactions and current conditifoa business.

Check Journal/Cash Disbursement Journal This is the journal into which all cash disburssns activity is rec-
orded, thus affecting the balances of accountsérpayable ledger.

Column: A column is a category slot into which you entédbrmation in a table. For example, if the compytigis
“Enter Company:” on the form, the space followihg tolon is the “column” into which informationestered.
This is the “Company” column.

Cost of Goods (COG) AccountsThese are expense accounts; they track the cts¢ sghme products whose reve-
nues are recorded in sales accounts. In other witrelse accounts record the cost of those proefith the com-
pany sells. This cost is recorded at the time [&f. Sehe balance of these accounts is increasedandtbit and de-
creased with a credit.

Count Adjustment Account: This is a balancing account that is posted to vthernnventory quantity-on-hand is
adjusted—in this case there is no correspondirgg@gburchase of inventory.

Count Sheet:This is a list of items and their physical locasdn a warehouse(s) to be used by personnel cgunti
inventory.

Credit: The term credit can refer to two different thirggpending on its usage. If used in reference tdedc-
counts, credit refers to an entry that increasefeoreases a ledger account. Some accounts agasedrby a credit
while others are decreased by a credit. How a ttoedlebit affects the balance of an account dependhe type of
account involved. If used in reference to custoageounts, a credit refers to an acknowledgmenagifnent. When
a customer pays you, you credit that customer’s@auc When you pay a vendor, that vendor credits gy@count.

Credit Memo: If referring to customer accounts, a credit meefens to a document notifying a customer that his
account has been credited (reduced). When dealthgvendor accounts you enter a credit memo toeiase the
amount you owe the vendor.

Creditor: A person or company to whom you owe money. Youndees are creditors when you owe them money.

Current Accounting Period or General Ledger Peridus is the accounting period for which you arerently
posting transactions.

Current Assets: Current assets are assets that are normally ysddring the operating cycle of a business (usually
one year). Cash and inventory are typical exampiesirrent assets.

Customer Accounts:Though not an account in the general ledger sensestomer account is used to summarize
what a given customer owes or is owed at a paatiqubint in time. A customer’s account is summatibg a
statement.

Customer Activity: Activity refers to any transaction that affecte ttalance of a customer or ledger account. A
summary of activity shows all transactions affegtinose balances in the current period.
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Customer Aging: The customer aging shows how long any open iteaws been on the books and how much of a
customer’s debt falls into various aging categoflésse aging categories reflect progressively rser®us levels
of overdue payment.

Customer Balance:The customer balance is the amount owed by or davactustomer. If the customer owes you
money, he is said to have a debit balance. If yoe loim money, he is said to have a credit balafaristomer
balance is the total of his current open items.

Customer Terms: Customer terms are the conditions under whicheyqect payment from the customer. Custom-
er terms typically include the period of time withivhich you expect to be paid, any discounts altbfee early
payment, and the time frame within which such disite are allowed.

Database:A database is all the related information withicomputer system to which you have access in ame fo
or another.

Debit: The term debit can refer to two different thingpending on its usage. If used in reference todedg-
counts, a debit refers to an entry that increaseecreases a ledger account. Some accounts aeased by debits
while others are decreased by debits. How a coeditbit affects the balance of an account dependke type of
account involved. If used in reference to custoasmounts, when a customer purchases goods fronygaujebit
that customer’s account. When you purchase goods & vendor, the vendor debits your account.

Debit Memo: If used in reference to a customer account, a dedino refers to a document notifying the customer
that his account has been debited (increased).

Debits and Credits: Each transaction entered into a journal, and exadigtposted to the subsidiary and general
ledgers, consists of debit and credit entries t@wmore accounts. A ledger account balance iglifference be-
tween all debit postings to that account and &tlitrpostings. Whether a debit or credit postingricaccount in-
creases or decreases the account balance depetidstgpe of account.

The basic accounting equation is: assets = ligslit capital. Accounts (assets) on the left sfdd@accounting
equation are increased with a debit. Those onigiie side (liabilities and capital) are increasdthva credit. Re-
tained earnings is a type of capital account; reeeand expense accounts are a subset of retaimedgsa Reve-
nues increase retained earnings, and becausel @amitaunts are increased with a credit, revenuewats are in-
creased with a credit. Similarly, expense accodatsease retained earnings and capital accountkeareased with
a debit. Therefore, expense accounts are increwisie@ debit.

Deleting a Row:Deleting a row is the process of removing it frire computer database after it has been added or
updated.

Department Code: A three-character department code identifies whichfit center” an account belongs to. If you
are not using profit centers, the default departmede is “000.” Refer to the entry for Profit Cerst for an exam-
ple of the use of department codes to set up prefiters within a company.

Document: Transactions entered in the Fitrix Accounting egstre referred to as “documents.” Different jolsna
(accounts receivable, accounts payable, for exgmmpdg be used to record different types of docusddbcu-
ments consist of debit and credit entries to twmore ledger accounts. In order to save a docurtfettdocument
must be in balance; that is, the total of all debitries must 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 your vendoydur customer.

Employee Code:Each employee in the Payroll system is identiigdh unique six-character code. Although an

employee’s name and social security number carsée to sort and view data on an employee, the smploode
is the key used throughout the Payroll system tquely identify an employee.
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Employee Type:Each employee in the Payroll system can be agsdcigith an employee type which is identified
by a unique six-character code. The employee typeiges access to default setup values for the @yepl and
provides a means for grouping employees.

Expense AccountsExpense accounts are used to track the cost nfjdnisiness. They are a subset of retained
earnings (a capital account). At the end of a jgeoittime (usually a year) the difference betwdentbtal of all
income account balances and the total of all expansount balances is calculated and that balartcansferred to
retained earnings. After transferring this figusaetained earnings, the balance of each incomegnehse account
is set to zero. Capital accounts are decreasedawdtbit. Because expenses decrease capital, expecmsunts are
increased with a debit.

Field: A field is a data-entry or display area on a foArfield may or may not correspond to what is aliyustored
in a table in the database.

FIFO: “First-In First-Out"—One of several methods of el@hining the value of inventory and calculating tiost
of goods sold. Using the FIFO method, it is assuthatthe “first inventory items in” (the oldestentory items)
are the “first inventory items out” (the first itsnto be shipped).

Finance Charges:Finance charges are charges made by a vendoisaigain or made by you against a customer,
for non-payment of an amount due. Finance changesew charges made against the account becaupayiment
was not made according to the established terms.

Flat Rate: A value applied on a per-payment basis. Unlike@entage rate, which calculates a specified ptipor
of an amount, a flat rate ignores the exact vafub@amount, treating it as a single payment tectvia single unit
of the “rate” value is applied. Thus the “calcutitgalue due to a flat rate is the same each tirisedpplied.

FOB: FOB stands for “free on board” or “freight on baddrrhe FOB point determines when the title to adurct
changes hands; that is, it determines at what ploenbuyer assumes ownership of a product. FOB somee—but
does not necessarily—affects who pays the freightges for shipping a product. In some busine$sesdller pays
freight up to the FOB point and the buyer pays ftomFOB point. Similarly, in some businesses @& point
determines who 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 information frartheader” table at the top of the form and sdwenas from a
“detail” table at the bottom.

General Journal: The most basic type of journal in an accountirgfey is the general journal. It may be the only
journal. Transactions which consist of a debitttteast one account and a credit to at least affer@ht) account
are entered in such a journal. Ultimately eachgaation is posted from the general journal to a&garedger ac-
count.

General Ledger: The general ledger includes each account listéldeirchart of accounts, along with debit and
credit transaction entries that add up to the attcbalance.

Income Accounts:These accounts are used to track revenues. Saiegras, for example, are a type of income
account. They are a subset of retained earningapiéal account). At the end of a period of timsually a year) the
difference between the total of all income accdaiainces and the total of all expense account badais calculat-
ed and that balance is transferred to retainedreggnAfter transferring this figure to retainedraags, the balance
of each income and expense account is set to €apital accounts are increased with a credit asdedsed with a
debit. Because revenue increases capital, incoomuats are increased with a credit.

Income/Deduction/Obligation CodesEach type of income, deduction, and incurred eggslobligation is identi-
fied by a unique six-character code. When the irgaeduction, or obligation is used in a payrotheit is re-
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ferred to by this code. The code provides accedefault values and basic information requiredaicualate the
income, deduction, or obligation amount.

Income Statement:The income statement (also referred to as a ‘paofi loss” statement) records the changes in
equity associated with business operations foreaifipd period of time. This statement lists theereues and ex-
penses and the difference between them for a pefitiche. The difference between revenues and esqwis re-
ferred to as a net profit or a net loss.

Inventory Account: This is the current assets account that reprefiemtgalue of the goods in stock.

Inventory Adjustment Account: This is the ledger account that balances changeke o the inventory account
balance that do not result from sales, returnpuothases.

Inventory Control (I/C): This is the system for tracking goods stored &be $0 customers, including calculation of
costs and prices.

Inventory Item: This is a single unit of merchandise from inveptor
Item Code: An item code is a unique alphanumeric string idiging a type of inventory item.

Journal: Journals are used to sequentially record busin@ssactions. Each transaction consists of a tielait
least one account and a credit to at least onfef€ift) account. Journal entries are posted tceledgcounts; there-
fore, every entry made in a journal ultimately haseffect on the balance of two or more ledger actso An ac-
counting system may include multiple journals, easbd to record a specific type of transaction. ffiost basic
type of journal is the general journal. In additiblere may be an accounts receivable journal, eousats payable
journal, and so on.

Ledger: A ledger consists of a group of accounts and detmtcredit entries representing transactionsatfett the
account balance. A group of accounts is calledigde The general ledger includes all accountsdigt the chart
of accounts. Subsidiary ledgers comprise subsdtseafhart of accounts. The accounts receivablgeledor exam-
ple, comprises all customer accounts. The totallafustomer account balances equals the balartbe iaccounts
receivable ledger account.

Liability Accounts: Liabilities are debts or anything that is owedalility accounts are increased by a credit and
decreased by a debit.

LIFO: “Last-In First-Out” is one of several methods efalating the cost of inventory items. With thé=QO
method those inventory items “last in” (most rebeptirchased) are considered the “first out” (fasbe sold).

Open Item Customers:Statements for open item customers show eachaoulisg invoice. For open item custom-
ers, payments are applied to a specific invoiceointrast, balance forward statements show onlyrémsactions
that affect the current period. For balance forwarstomers, payments are applied to the oldestdasdirst.

Open Items: Open items are the invoices that have been pastedontain outstanding balances. These balances
represent an amount owed by the customer or daeémdor. The document is considered an open itdiitloat
balance is paid or otherwise adjusted to zero.

Order Acknowledgment: An order acknowledgment is a hardcopy version dilas order. Order acknowledg-
ments may be sent to customers so that they hee@ed of the sales transaction.

Payable Document:There are four common types of payable documenisndor invoice, a cash disbursement, a
vendor credit, and a vendor debit.
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Payable Ledger:A payable ledger is the ledger that includeshaldccounts affected by accounts payable transac-
tions—invoices, cash disbursements, and vendoitsradd debits.

Payroll Deduction: A payroll deduction is any amount withheld fromemployee’s check. For every deduction
there is typically an employer liability incurred.

Payroll Document: A payroll document is the complete record of arpliylisbursement. This document includes
an employee’s gross income, deductions, net incamet employer obligations, as well as the relatedanting
data for the document.

Payroll Income: Payroll income comprises wages, reimbursementscash outlays recorded as part of a payroll
entry. Payroll income normally is an operating exgee

Payroll Journal: The payroll journal is the journal into which plyroll activity—paychecks, income, deductions,
and employer obligations—is recorded. When postes activity affects the balance of accounts i payroll
ledger.

Payroll Ledger: A payroll ledger is the ledger that includes B# accounts affected by posted payroll transac-
tions—paychecks, income, withholding, and incummbtigations.

Payroll Obligation: A payroll obligation is an employer liability rdsiag from a payroll transaction. For example,
when an employer withholds federal taxes from apleyee’s paycheck, the employer incurs a liabilég obliga-
tion) to pay the amount withheld to the federal gqovnent.

Posting: Posting is the process of transferring transast{doecuments) from the journal to the ledger.

Posting Sequence NumbersAll processes which “post” entered data into aagie area for completed documents
have reports that feature a posting sequence nubhese numbers are used to keep track of regmtshould be
permanently stored in your records. Each of theperts has its own sequence of posting numbers.

Prepaid Asset:This is an asset that you have paid for, but Bbtgceived.

Profit Center: A “profit center” identifies a part of a compargrfwhich profits can be calculated separately. Sale
and expenses for that division are designated affub-account” number.
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Example: A Simple Chart of Accounts with Two Prddiénters

Number Sub Description Type
Account
100000000 CASH IN BANK ASSET
200000000 ACCOUNTS PAYA- | LIABILITY
BLE
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
600000000 100 GENERAL EXPENSE
400000000 200 PRODUCT SALES INCOME
500000000 200 COST OF GOODS EXPENSE
600000000 200 GENERAL EXPENSE

Purchase Order: A purchase order represents the purchase of matideafrom a vendor.

Purchasing: The purchasing system is one of several Fitrixodrting modules. It provides an automated method
for tracking purchases, tracking receiving, andgating cash requirements.

Receivable DocumentsThere are four common types of receivable docusnentustomer invoice, a customer
cash receipt, a customer credit, and a customét. deb

Receivable Journal: The receivable journal is the journal into whidhaacounts receivable transactions—
invoicing, credits, and debits—are recorded. Whestqd, these transactions affect the balance oluats in the
receivable ledger.

Receivable Ledger:A receivable ledger is the ledger that includéshal accounts affected by accounts receivable
transactions—invoices, cash receipts, and custareedits and debits.

Retained Earnings:Retained earnings is the increase in equity thatrasulted from profitable operations; net in-
come to date minus dividends to date.

Row: A row is one set of specific information withirtable. For example, an account table containdalirifor-
mation about a single account in an account rowaégount table contains as many rows as thereffeectt ac-
counts.

Statement: The customer statement shows the current acfitg given customer. The statement shows outstand-
ing invoices, recent payments, credits, and débitse customer’s account.

Store or Record: Recording or storing a row is the process of gqitim the computer database after it has been
added or updated.

Table: A table is where information is stored in a congpuf given table contains only a specific typendbr-
mation. For example, an account table containgliffierent sales and expense accounts used by shensy

Transaction: A transaction is an event that is recorded inatteounting records. Typically, such an event ingslv

the transfer of money, product, or services. Eeatstaction entered in the Fitrix Accounting systemeferred to as
a “document.”
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Trial Balance: This is a work sheet used as a preliminary stgget®rating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its Wleimd credit balance. The total of all debit baksishould equal
the total of all credit balances.

Update: Updating a table is the process of changing roitlsimit. Whenever you change a description indbe
count table, for example, you are updating a rothiwithat table.

Vendor Accounts: Though not an “account” in the general ledger seasrendor account is used to summarize
what a vendor is owed at a particular point in tidve&endor’s account is summarized by an agingstant.

Vendor Activity: Activity refers to any transaction involving a \ckm that affects the balance of a vendor or ledger
account. A summary of activity shows all transatsiaffecting those balances over a specified peridisne.

Vendor Aging: A vendor aging report lists outstanding vendowings categorized by number of days from the
vendor invoice date or due date.

Vendor aging reports can be setup to “age” in tifl@ient ways. In the first, an aging report can putstanding
vendor invoices into categories, ranging from thaseently due to those past due. With this metlioel aging cat-
egories reflect ever more serious levels of ovephygnent.

In the second, an aging report can arrange outsigrdndor invoices into categories, ranging frémose currently
due to those that will be due in the future. Tieisart is a projection of cash requirements. In ¢hise, the aging
categories reflect amounts due farther in the &utur

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 balance. If the vendes you money, the vendor’s account has a thakdince. A
vendor’s balance is the sum of all open items pentg to that vendor.

Vendor Terms: Vendor “terms” are the conditions under which Wieador expects payment from you. Vendor

terms typically include the period of time withirhigh you expect to pay that vendor’s invoices, disgounts al-
lowed for early payment, and the time frame withimich such discounts are allowed.
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