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Chapter 1

Introduction

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

Introduction 1
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Organization of this Manual

Using menus and toolbars

You use the menus to select a program with whiclvddk. You use the toolbar to give commands such as
add, update, print, and delete to the programs.udlane discussed in "Menus and Submenus" in Chapte
and Toolbars are discussed in Chapter 3.

Data-entry screens

The data entry screens in thigrix modules are organized and operated in a similameraiscreens are dis-
cussed in Chapter 4. This chapter explains homdwoe through fields and use objects, such as diadog
es, that are common to &litrix screens.

How to find reference codes during data entry

The Zoom feature makes it easy to enter informatiating data entry without the need to memorizs i
formation or refer to hard copy reports. The Zdeature is discussed in Chapter 5.

Printing Options.

Chapter 6 discusses the various print options avigilin Fitrix including the ability to direct outpto file
or screen, export to Excel, or send by fax or emiaithe Fitrix flexible document delivery ( aka Bpfunc-
tionality.

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

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

Online help.

Screens, programs, and fields have help availafliaeoto assist you in entering data and processants-
actions. "Online Help", discussed in Chapter 8 wshgou how to access Help and modify it, if desired
reflect your company’s own procedures.

Setting up company information

Before you can set up individual modules or begicpssing transactions, you must set up your coynpan
information, including the company’s name and othital statistics and the chart of accounts. Yoly qer-
form company setup once, whether you haveFitrexk module installed, all of them, or some number in be
tween. Setting up your Company information is désed in Chapter 9.

Multilevel Tax.

The fiveFitrix modules that handle sales tax calculations havedhecity to handle transactions with mul-
tiple levels of tax, whether you need state andlloar federal and provincial. Multilevel Tax cavea han-
dle multiple taxes on a single line item. The settgps required are discussed in Chapter 10.

Batch Control

Batch control is an optional feature which allow8edent users to independently enter separatehbatin
the same application at the same time. For exarbplere entering transactions in General Ledgear, #3
will create a journal entry and a batch ID numbdt ne created. All data entry, edit lists, and g re-
ports for user # | will be done within this batdD. IWhen user #2 enters journal entries in Geneealger,
all of these transactions will be entered in a atch ID created by user # 2. These transactiolhgost
separately from those entered by user # 1. Seet€@idpfor more information on batch control.

Introduction
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Security

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

Editing and Movement Commands

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

Implementation Checklist

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

Introduction 3
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Types ofFitrix Programs
Fitrix applications consist of three types of programs:

+ Reference

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

You enter the data into the reference programiseatiine you set up your Business system, and yowadd
records and update (modify) existing records attang.

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

« Transaction processing

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

Examples of transaction processing programs ar@dbmal Entry program and the AP Invoices program.
¢ Output

Output programs are programs that produce an quépoh as a report or a check. Posting programayalw
produce a posting report and so are classifiediggibprograms.

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

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

4 Introduction
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Getting Started

Here is the System Main Menu:

#& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser |:]EFZI
File Wiew Execute Settings Help

dymERE

1 Financial Management
2 lterm Management

3 Bales Qrder Management

© Copyright 2007
Fourth Ganeration
Software Solutions, |nc.

4 Purchase Management
FProduction Management
6 Production Planning

T Generaliddministration

S F0PRFPDEDD

Exit

I Status Idle

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

Financial Management -General Ledger, Accounts Receivable, Accounts Hay&ixed Assets, Payroll,
Multilevel Tax, and Multicurrency.

Item Management —Inventory Control, Bill of Material, Standard Ring.
Sales Order Management- Sales Quotations and Sales Orders.
Purchase Management Purchasing and Inventory Replenishment.
Production Management— Production Work Orders.

Production Planning — Materials Resource Planning (MRP).

General and Administrative — Company Set Up, System Administration, Data Cosiga/Import Utilities.

Introduction 5
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Using the Sample Company

Fitrix gives you a sample company so you have a separedion of the database to use while you are gefimi-
iar with Fitrix. The sample database contains a chart of accandtsome sample transactions for you to use while
you are learning.

To change to the sample database:

1 Click settings on the toolbar.

2 Click Change Database Access. The following scdisplays’

#& Change database access

Main company (database where program tables are faund) isacmle

7] DHl K| Cancell

3 Type in "sample", and then click OK

The database name displays on the top left cofngru screen. Be sure to use the sample datatldgevben you
are learning how to udstrix. Use your real company database for enteringda&al and transactions.

6 Introduction



Chapter 2

Menus and Submenus

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

This chapter shows you:

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

. How to use the menus

Menus and Submenus 7
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Menu Organization

Menus are hierarchical. The highest level menhésSystem Main Menu. It lists the products thateuailable on
your system.

Note

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

The System Main Menu appears on the left side@ftiieen, as do the module menus. Modulemenus appear on
the right side of the screen and call up the imbligi module programs. Some program submenus habeifisub-
menus indicated by the folder icon on the menu itgorif a submenu with a folder icon is selectefiirther sub-
menu will display.

#& Devy 5.30 Database: sample Printers: Lexmark2/Dell Laser
File Wiew Execute Settings Help

syl =2 @

s )
= Flnancw
B 2 itemMey Gener:
B 3 Sales gy %Accourﬁ, 1 P.avabl © Copyright 2007
i 4 Ij-'urChEﬁ 3 AccoUt e 2 Check [ @ ek R
& 5 Produtpy 4 Payrollgsy 3 vends &y PrntY =5 a Print Summary by Name
3 6 Produtgsy 5 Fmed';ﬁ 4 Belp 5 ¢ PtV = b print Summary by Coda
@ T GenerEy 5 Mulli-C 5] et B d Updalti [ ¢ Print Detail by Name
Ol Bt & 7 u-Level Tax B 8 PntY & d Print Detail by Code
o) Exit 5 T PrintveS] St
5 g PrintVendor Aging
B2 h PrintVendor Cash Require
i Print Yendor Open ltems
£ i Wendor 1099's
o] Bt

Status Idle

8 Menus and Submenus
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Using Menus

There are two ways to use the menus:
« Use the mouse to highlight the desired menu opthman click to select that option.
* You can also execute a menu option by typing thebrar or letter preceding the option on the menuyOn
lower case letters operate menu options. Upperlettses are reserved for operating Toolbar comreand

Module submenus can overlap, so that if you selelstnenu 1, for example, and then submenu 2, subgheill
lay on top of submenu 1. You can continue to staekus in this fashion.

You put away a menu or submenu by pressing [ESQJlicking Exit. Each time you press [ESC], or kliexit, you

put away the topmost submenu. Once all the submeeusut away, you move to the menu one level higheu
can continue to put menus away in this fashion yoti have returned to the System Main Menu.

Menus and Submenus 9






Chapter 3

Using Toolbars

You use the tool bars to tell the program what camads to perform. For example, you can
tell the program to access help, add a recoréfelel record, or exit a program.

This chapter shows you:

e The different types of Toolbars
* Howto use Toolbars

What each of the Toolbar commands do

Using Toolbars 11
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Types of Toolbars

There are three toolbars in the Fitrix screen mogrand some may contain a fourth toolbar. Theopgtavailable
on each toolbar may vary depending upon what tyger@en program you are in and whether you aupiate or
view mode.

Toolbars:

Menu Update Customer Information
\‘ File Edit Wiew Mavigation Tools Actions Options Help

Standard —» QB | @ W BEHQ HMEREM 90

e ) : : : : : : :
Other ) % Shipto  Activity Addinfo Biling  Oeinfo  Ship_notes  Credit_notes  Credit_letter  Credit_card

A @90 0 0 & 9

ACtlon Find Prev Mest Add Update Delete Browse Options

Code: | | Cortact: | |
Company: | | Fhone: | |
Address: | | Cell: | |

| e |
City: | |

State: I:l Zip: l:l
Country: | |

Email: | |

Wweb Address: | |
Salesperson: | ot | | |
Tems: | 2, | | |
Banos [ |
Credtlimt: [ |
Credit Hold: | | CredtHoldDate: | |

(No Documents Selected)

QYR

Note

To enable/disable the text that displays beneath Ean, right click at the beginning of the tool-
bar and select enable text from this drop down list

&y Hot keys CirHE

@ Help CirHw
i about application Program

& phout |

B Print Screen

Enable Text

12 Using Toolbars
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Note

To move the position of the toolbar, left clickthé beginning of the toolbar and drag the toolbar
to the desired position on the screen. You mayhioit you prefer to have the toolbars positioned
on the side or bottom of the screen rather thdhneatop of the screen.

Menu Toolbar

This is the top most toolbar on the screen andatesithe following options, some of which are nadikable de-
pending upon the type of screen program you aaméhwhether or not you are in update mdflan option is un-
available for use it is grayed out.

File:

Iﬂ Print Screen CirHalt+P
Configure 3

@ Exit Q

Print screen - to print the screen you must type Ctrl Alt P.uy@an also print the screen by clicking on the top
left corner of the screen. If you do this a dropvddist displays:

Move
Size
- Minimize
O Maximize

¥ Close Alt+F4

HardCopy — Cirl-AltP

Configure - there are two options:

Fonts - displays instructions on how to change your &iné.

Color - if you are in a program, this option is not ftional. To change your color scheme you must be on

the main system menu, click execute on the tooloadt,then click configuration. The color configimat
manager is described in more detail in the Visusdddopment Tools Technical Guide.

Using Toolbars 13
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Edit:

14

Unda Typing
Redo Typing
o Ok Fetrn
A Cancel Esc
Cut Cirl+x
Copy Cirl+iC
Paste Ciri+Y
@, Zoom Cirl+z

@ Find Record F

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

Redo Typing - displays instructions on how to undo typing whis done by right clicking on the field and then
selecting Redo Typing.

OK - exits update mode and saves any changes you tim#uke data.

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

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

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

Zoom - if the cursor is in a zoom field (a zoom fiedany field that has the magnifying glass iconlgatng
this options will display the zoom screen.

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

Using Toolbars
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View:

@& Browse List of Selected Recards B

5] Motes

By User Defined Fields

Personal To Do

CirHM
Cir+F
CirH+T

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

File Mavigation Help
Contact &
11 Tiw AUTOSPORT INC EILL SPRING 515 443 5564
12 CLASSIC PARTS UMLIMITED KEM ANDERSOMN 219993 5436
13 GARDMER GEMERAL PARTS CO JAMET GARDMER 206 778 3342
14 COMPETETION SPECIALTIES  BRUCE WEIGHT 206 887 2133
15 OLYMPICAUTO WAREHOUSE | STEVE KLOCK 206 887 7554 X
18 WiILD WEST MOTOR RANCH ED MCCALL 503 BES 3356
17 MECCA NEW AND USED &UTO  MIKE DEAN 206 556 4423
18 GIDEOM ALL AROUND &JTO S ERIC GIDEON 509 332 4109
19 SUPER SERVE AUTO INC JOEL MITHCELL 503 7EE 3342
2 PERFORMAMCE AUTO PARTS  wially RUSSELL 515 4F33 5667
20 MIDwiaY SUPER SUPPLY JIM TAN 206 443 5393 -
[@ ok ] [Q:‘ Cancel ]
VR

Notes- this option brings up any notes that have bewered in view mode. If a record does have notesla¢d
to it the word Notes will display in the bottomti&and corner of the screen.

Freeform Notes
File Edit Help

TLYIKIENC

that for the manth of Apri
them an extra 5% discount for order > $15,000.

[@ox

] [Q:‘ Cancel

]

QYR

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

Using Toolbars 15



Getting Started with Fitrix

User Defined Keys

File Help

0B @

Contents

Jim Morgan

|Table:

||strc:ustr
|Ke_l,l: ||1
[@ ok ] [Q:{ Cancel ]

QYR

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

Navigation:

Personal To Do
File Edit Mavigation Help

- EBX

OO0 WP HEAIQO0ED 0

4/16- don't forget to pick up a bithday card for Chiis oy
your way home,

[@ox | [fdcancal | [ Edit |

QYR

@ Mext Record
& Frevious Recard

i Previous Array Row
¥1 Switch Between Header and Detail

€ First Detail Row

&) Page Down Detail Rows
@ F=g= Up Detail Rows
9 Last Detail Row

€ Insert Detail Row

&) Delete Detail Row

Doty
Lp

Cir+Tab

Horme
Fghowen
Fgllp
End

F1

Fz

Next Record - if you have selected a group of records, aliglon this option (or pressing N) will move you to

the next record.

Previous Record- if you have selected a group of records, cligkdm this option (or pressing P) will move you

to the previous record.

16
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Next Array Row - moves the cursor down one row.

Previous Array Row - moves the cursor up one row.

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

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

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

Last Detail Row - moves to the last detail row.

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

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

Tools:

&y Hot Key Button Cefinitions  CirHE
# Mavigation Event Definitions  Cirl+G
L Feature Requests

Hot Key Definitions - this option displays a list of hot key definiig A hotkey is a key that has a navigation
event attached to it. An example is of pressing KC{aunches the notes screen program. For mdoenmation
on hotkeys and navigation events, see Chaptetiiritrix Enhancement Toolkit Technical Reference

- B

File Edit Help

OBUW A0

[CTRL}n] Freeform Notes
[CTRL}Mao]  Operating System Exit
[CTRLHp]  Undefined

[CTRLHY  To Do List

[CTRLHu]  Undefined

TR Undened v
[0 ok ] [!;‘ Cancel ]

QYR

Navigation Event- this option displays a list of navigation eveisavigation event is basically a short cut
that allows you to launch different programs frotithim a program. An example of one is the abil@yldunch
the Update Ship-to program when in the Update @oetdnformation program. For more information on
hotkeys and navigation events, see Chapter 2 irithe Enhancement Toolkit Technical Reference
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Navigate: Choose an Action Item
File Edit Help

iOBON /|0

[

Add a navigation action
Activity Screen

Credit Motes

Wi Imvoice Detail

Ship-to zoreen
Mavigate [go)

€

[ 0K ] [Q:{Eancel ]

QYR

Feature Request this option launches a screen program wherecgouenter any program features you need.
This information is then logged in the errlog file your system administrator can review it and nibkee-
guested changes.

Software Feature Request

File Edit Mavigation Help

OUNRPEAIQOQED (O

Fleaze add a navigation event here zo that
we can run Aging reports while in this
progranm.

[@ox | [Gqcancal | [ Edit |

R,
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Actions:

@ AddRecord A
@ Update Record U
@ Delete Record D

n

@ Find Recaord
¥ oOptions

]

This drop down list contains the same actions asdan the action toolbar. Please see the discussgarding
the action toolbar below.

Options:

Any programs accessible from within a program camécessed via the Options drop down list. A go@aire
ple of this is the Customer Activity screen progrduat can be accessed from the Update Customaniafmn
program. These programs are also accessible fre@ther toolbar.

#& Update Customer Information
Flle Edlt Vlew Na\tlgatlon TDD|S ACtions Optluns Help

'} RN o0

"9 6 @ 2 @ @ @ o @ ©606 8 O,

% Ship-To  Activity  AddlInfoe Billginfo  OE Infa Ship Motes  Credit Wotes  Credit Lt CreditCard Order Frice  Sales Aging Terms
A0 9090 0 9 = h '}

Find Prey Mest Add Update Delete Browse Optio Ship-Ta :

Code:[1 | Activity o [BILLWLKER |
Campany: ACTION SUPPLY | oM : |404 B85 4146 ]
Address: [14307 15T STREET @ relp I |404 762 3456 |
| O Quit : 404 332 8197 ]
City: [PALM BEACH GARDENS |
Country: US| |UNITED STATES

Email: |bilwEaction. com |

ek dddress: [, action. com [

Salespersar: W % [wILLIAM MILLER |
Tems: |4 = !HE_T 30 |
Pay Method: [4R % | |4CCOUNTS RECENVABLE |
Balance: | 16714292 Resale No: 000000045 |
Credit Lirit:| 150000.00| Resale Expins: [07/28/2010 144
CreditHold| | CreditHoldDate: | |
Notes 10f1

OWE,
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Help:

Application Help- this option displays informatiabout the program you are using and, when in updatte,
about the field on the screen you are in.

#& Help - Display E]@

File Edit Mavigation
QU YihBPE MDY ED

Help information

Busziness Name:

Thiz thirty-character alphanumeric field stores the
cuztomer's businezs name. Thig name appears on reports
that lizt customer information, on invoices, and zo on,

Thiz iz a required field,

OYE

Note

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

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

S Technical Status |: EI@

File:
OB

|C0de generator version: 5.30.07.01 | |Database name: sample

|F'rnglam 1D ar.i_custr |

|Screen ID: default |

|Field: buz_name |

Status wariable: 0 |

OWR
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About Application Program - this option displays copyright information abdle program.

About Application Program, ... E]

‘whitten using the code generator
Copyright [c] 2006

Fourth Generation Software 5 olutions
Allanta, Georgia US4

QYR

About Fitrix For Genero - this options display version information andoadslink to the website for Fourth
Generation.

About Fitrix for Genero

File

O

Fitriz for Genero

“ersion: 4.10.FJ1 Build: 3010 A= of: 062202006
Thiz application was built with The Fitrix Wisual
Dervelopment Tool (WDT) for Genero.

Copryright 1992-2006

Fourth Generation Software Solutions Corparation
Atlarta, Georgia, LS4

sy fourthoener stion.cotm
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Standard Toolbar

The next toolbar on the screen is called the stahnalbar.

Note

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

o oK Return
4 Cancel Esc

dy Hot keys CirHE
@ Help Cir A
i 2bout spplication Program

S About

B Print Screen

v Enzhle Text

Just like with the Menus toolbar, if the optiomist available for use it is grayed out. In the egbnbelow, the OK,
Cancel, Cut, Copy, and Paste options are not dkailanless in update mode.

O B & /¢ R B Q B M @ (7]

CQuit Print o 0K Cancel Eut Eu.in.ny F;ashr—. Zoom | Motes U Fields ToDo | Technical statuz  Help

Quit - exits the program.

Print - displays information on how to print the scré€irl Alt P).

OK - exits update mode and saves any changes you tim#uke data.

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

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

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

Zoom - if the cursor is in a zoom field (a zoom fiedany field that has the magnifying glass iconlgatng
this options will display the drill down zoom scree

Notes- this option brings up any notes that have berered in view mode. If a record does have notesla¢d
to it the wordNoteswill display in the bottom left hand corner of thereen.
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#& Freeform Notes |Z|E|BJ

File Edit Help

‘OO O

et customner know that for the morith of March we're

giving therm an extra 5% dizcount for order > $15.000,

&

[& (1] 4 J [P:f Cancel ]

|

oOvR

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

& User Defined Keys M=1F3
File Help
Q% @
Line D ats Figld Mame Contents A
1 Sales Cantact Jim Black. L3
2
3
4
5
B
7
: 3
|Table: ||strcuslr
|Ke_l,l: ||1
Ia Ok l [[:1 Cancel ]
OWR

Personal To Do List- this option brings up your personal to do Iistiew mode.

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

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

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

Insert Detail Row - inserts a detail row if the program allows inger of a row (F1 also does this).
Delete Detail Row- deletes a detail row if the program allows delebf a row (F2 also does this).

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

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

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

& Technical Status
File

OB

Code generator verzion: 4.12UCH p35 e [ratabasze name: zample

Frogram |0 ar.i_custr

Screen |D: default

Status variable: 0

QYR

Other Toolbar

The Other toolbar is the third toolbar on the seraed will only be found in programs where you hageup an
icon to launch navigation events (see Riteix Enhancement Toolkit Technical Reference @diddl more informa-
tion on navigation events). In the example belogréhare four navigation events set up in the Updatedor In-
formation screen program so that you can accesddrdPay-to information, Vendor Invoice and Paymé&dtivity,
run an AP Aging, enter new Payment Terms, and vilneipdate mode set the method of delivery for Verlar-
chase Orders (see Chapter 6 for more informatiotherrlexible Document Delivery (FDD) functionality

% © © © +

© Papto  Activity  Aging  Temns  Docurnent Delivery

Action Toolbar

The last toolbar on the menu is the Action toolfdese options are selected by either clickinghemt with the
mouse or pressing the first letter of the optiomadEx- F for Find).
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T GO0 O O

Find Prevy MNext aAdd Update Delete Browse

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

After selecting Find from the menu, a Query-by-Epser(QBE) screen displays, and your cursor movesthre
first field in the screen. A QBE screen lets yoemyu(search) the records in the database by egtddta in a tem-
plate that resembles the data-entry screen. Oncégee filled in the QBE screen with the data yantito use for
your search as specified below, click OK, or pfester, to execute the search. The system willeetrall of the
records or transactions that match the data yceresht

There are three different ways to find:

« All of the records - smply click OK, or press Enter, without enteringyatata into the QBE screen. The
system will retrieve all of the records for thabgram.

* A particular record, enter a piece of information which is uniquehe tecord you are looking for. For ex-
ample, if you are searching for a particular inegigou might enter the customer code, or the custam
name and the invoice number. The system will redridne record which contains this unique informatio

« A group of records, enter search criteria into the QBE screen. Seaitdria is any information which you
want the records to match. For example, if you viarfind all customers whose names begin with étiet
A, enter "A*" in the business name field. You cames search criteria in more than one field toHartlimit
the search if you desire. For instance, if you warfind the employee records for all hourly em@eg who
live in Texas, enter the code for hourly employethe Employee Type field and Texas in the State fi
This will retrieve all records which match both s#acriteria.

Using a combination of search criteria is a verweidul way to manage large amounts of informatien b
cause it allows you to retrieve only the records w@nt to see. You will want to become familiartwibe
different types of search criteria. For more infation, see Chapter 7, "Search Criteria". If youexecut-
ing a large query that you find is taking severaiutes, you can press [ESC] to halt the searchmdgrpss.
The system will display the records that were eg&d up to the point at which you halted the search

If your search finds one record, that record ipldiged on the screen. If your search results irerioan one
record, the first record is displayed. Notice thamessage appears at the bottom of the screeh tike.

The first number indicates the position in the staicthe records you are viewing; n is the totamnier of
records retrieved by the search. Use the Next,iBusyand Browse commands (discussed below) tdagisp
the records on the screen.

Next and Prev (Previous) Once you have retrieved a group of records ugiadg-ind command, use Next and
Prev to page through them. Next displays the repdnd; Prev displays the previous record. Whenrgagh the
last record (ie- record 10 of 10), Next will takeuyto the first record. When you are on the fiestard, Prev will
display the last record. The record added mosnthcis always the last record so to quickly fite ast record
added, simply use Find to retrieve all recordsthed select Prev. You can also press N and P.

Add - Use Add to add a new record or transaction irptiegram you are running. A blank data-entry scisgen
pears with the cursor in the first data-entry fidltbve through the fields on the screen by presgidd]. For more
information on entering data into data-entry scsesre "Features Common to All Screens” Chapter 4.

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

Using Toolbars 25



Getting Started with Fitrix

Update - Update is used to modify data in existing resofdnce you have located the document you wishoti-m
fy with Find and Next/Prev or Browse, use Updatentdify the record. The cursor moves to the fingit field on
the screen. Move through the fields on the screepréssing [TAB] making changes or additions todaé as re-
quired. Notice how the comment line at the bottdrthe screen changes to correspond with the fididresthe cur-
sor rests. Three keystroke combinations-[CTRL]{&]FRL]-[x], and [CTRL]-[d]- are available for yoto insert
and delete data while you update the record. Sept€nh4, "Navigating Screens"”, for more informationnavigat-
ing through screens. Also see "Quick Referenceifgdand Movement Commands" in Appendix A for fentin-
formation on these and other keystroke combinations

Click OK, or Press Enter, to store your changegkGTancel or press [ESC] to abandon your changdsestore
the document.

Delete- Use Delete to remove records from the systenu iviast first use Find to retrieve a record in ortdede-
lete it. After selecting Delete, you are promptedverify deletion of the record or transactioratmid accidentally
deleting data.

Browse - Browse lists information about several recordsree. The Browse list displays a single linenddima-
tion for each found record. You can scroll or pageugh the list and select the desired recordetdibplayed on
the screen. Browse is more efficient than Next Rrel/ious when you have retrieved a large numbegzaufrds.
Each Browse screen is slightly different, to accardate the information it displays, but they all gie in the
same manner.

#& Browse
File Mavigation Help
Qo8B & v 00 90
“ Quit Print  Mest Row  Previous Bow Help
I-Vendnl Business Mame Contact Phone :_
| 123453 DELCO/RERMY IMC RICH HOLLADAY 13 [
123455 SPRINT STEWE 155ACS0NM 512
| WitLKER ExHAUST INC CARSOMN LEMMEN
| 123461 ALPIME RADIO INC MIKE STEELE 213
123462 SONY OF AMERICA, JAMES YA 408
123463 KEMWOOD INDUSTRIES | LARRY JACOBS 408
123464 FMOTOROLA CELLULAR IN - LARRY wWATS 708
123465 MOWATEL COMMUMICATIO  CATHY SELIN 214
123466 HOLLEY MFGR. INC. STEWE HENDERSOM £15
123467 GEMERAL MOTORS CORF MAREK SELIN 313
123468 FELPRO GASKET CORP PERRY DILLARD 303
123469 TR FLOORING DAYID H CALAHAN 717
[E3 3@
[O 0k, l [011 Cancel J
%R

The commands on the Browse menu are:

* Next and Prev- move the highlight to the next or previous reciorthe array. The array is not continuous;
that is, you cannot move backwards past the fsbrd or forward beyond the last record.

« Up and Down- page backward and forward through the recor@shoawse page at a time using the up and

down arrow icons.
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¥

Options - with the "P%M icon. you access extra options which may be aviailim certain programs. When you

select the Options command, a drop down list disgpéadditional options available for that particyteogram.
Many screens programs do not have any additiortadrop

Using Toolbars 27






Chapter 4

Navigating Screens

This chapter shows you:

 How to enter data into fields, how to store date) ather concepts common to all
screens

 How to access supplemental windows

e The difference between Header-only and Header/Dstegens and why the difference
is important

 How to use dialog boxes
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Screens

There are two different types of screens: headbramd header/detail. Header-only screens aredbi Iscreen
type. Header/detail screens are a variation obaise format. The difference between the two isulised below.

Features Common to All Screens

All screens operate in basically the same manneu. Sfore or abandon changes the same way; yowolbais the
same way, and information is displayed in muchstémme way from screen to screen. These and othancaorfea-
tures are discussed in the following pages.

Storing and Abandoning Changes

When you are ready to store the changes or addition have made to a screen, click OK, or pressrEtat record
your work. Until you do this the work is just tempoy—the data in the database has not been charayadiyeu
can change it or delete it as necessary.

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

If you make a mistake while entering data, or fume other reason want to abandon your changes tctien,
click Cancel, or press [ESC]. You will then sedaat) box which asks you to verify the deletion:

0K to Cancel? [wn]

@v=_ ]

Press "Y", or click the Yes button, to confirm tlyau want to delete your changes; Pressing "Ntlioking the No
button, preserves the changes made in the screlere@mns to the program.

Toolbars

Most screens have a toolbar at the top. You usetiibar to give commands to the program such ak Aghdate,
Delete, and so forth. For information on how to theese toolbars, see Chapter 3, "Using Toolbars".

Fields

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

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

« Some fields accept characters (letters) only.

In some character fields, you can enter upperwela@ase letters. In other fields, your entry isvarted to
upper case, even if you enter them in lower cabis i§ known asipshifting
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* Some fields accept alphanumeric characters (nunametsetters).

« Some fields accept a limited set of characterdgitsd

* For example, a "Yes/No" field accepts only the aelers "Y" or "N".

» Date fields hold numbers that can be correctly tord as dates.

« Dates must be entered in the formatd/ yy, mi dd/yy, nmddyy, ornm dd- yy. Examples are as

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

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

e Press [TAB]. This will leave the field blank, retaa pre-existing value that is in the field (if angr accept
the default value. (See below for a discussioned@udlt values.)

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

Defaults

Some fields have default values. A default valug ¥&lue which the system automatically enterstiméofield if
you leave the field blank.

Default values serve two purposes:

1. They speed data entry: there is no need to éaterwhen the value is defined as a default. T time you
need to enter data is when the value is an exaeftithe default.

2. They eliminate the potential for accidentallygletting to enter a value and thereby possiblytorggroblems
with your accounts or audit trails.

Defaults can always be overwritten at the timerdwrd or transaction is entered.

There are two different types of defaults, fieldaddts and program defaults.

Field defaults are written into the system itself and reflect th&ue you would most commonly enter in the
field. Two examples of field defaults can be foumdhe Update Payable Documents program: the Deltbde-
faults to the current date; the Gross Amount Efiatgd defaults to N(0).

You can change the values in the fields if youhwi field default can always be overwritten simplyenter-
ing different information into the field.

Program defaults are set up by you or someone in your organizatidhe time your system is configured. Ex-
amples of program defaults in the Payroll moduée@eduction and Obligation Code defaults. Prografauts
have a much broader impact than just a particight;fthey can affect the operation of the progesma whole.
Program defaults can also be overwritten by ergedifferent information in the field.

There are many different levels of defaults whidgt @@me into play while you are entering data gmdcessing
transactions. Often the default levels operatelasrarchy: if no value is given at a particulardk the value de-
fined at the next higher level is used; if no valkipresent there, the value at the next highest Ie used, and so
forth.

You need to be very familiar with how your defawdte set up. Refer to the specific moduld&er Guidefor in-
formation about how the default hierarchy workeath module.
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Zoom
When there is a magnifying glass icon on a fidits indicates that the zoom feature is availaldenfthis field.
Click on the magnifying glass or press Ctrl Z tozo A list of valid values that can be enterethis field will

display and you can choose from this list by douttiking on the item, or pressing Enter.

Here is the zoom screen accessible from the acemumber filed in the Update General Journal program

#& Zoom chrtz

File Edit Help
OE] 9490
iAccnunl Acct Type Cat  Cred? ]

_________ LM CURRBEMT &, i -
100000007 CaSH ACCOUNT CURREMT &55ETS & N
100000002 CaSH ACCOUNT CURREMT &55ETS & N
100000003 CaSH ACCOUNT CURREMT &55ETS & N
101000000 SECOMDARY BANK ACCOUNT CURREMT &55ETS & N
101000001 SECOMDARY BANK ACCOUNT CURREMT &55ETS & N
101000002 SECOMDARY BANK ACCOUNT CURREMT &55ETS & N
101000003 SECOMDARY BANK CURREMT &55ETS & N
102000000 PAYROLL BAME ACCOUNT CURREMT &55ETS & N

< | 2 e
[@ ok ] [QH Cancel ] lﬂ Mew Search

OWE.
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Comment Line

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

# Update Warehouse Definitions - (O]

File Edit “iew Mavigation Toolk Actions Help
0B @ A BEBEM @0

A 9 OV 0 @ 9=
% Find Frev MWNewt Add  Update Delete Browse

‘wiarshouse Code: |

Description: . B i

2]

[Departmerit: | | |
ASddress: |

City:
State:
Zip:
Country: L
Phote:
Fau: |
Email:

Location Contralled:

|_O oK J [t;f Cancel

R
Enter warehouse code.

Supplemental Screens

All programs have a main screen. Many programs lzds@ one or more supplemental screens which eoatili-
tional information. The programs are organizedhsa the information that you need to see or aceesd frequent-
ly is always contained on the main screen of tlog@mm and other, less frequently used informatidndated on
supplemental windows that you can access quicklyally with only one or two keystrokes.

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

An example of a supplemental screen program i Ef",q l”f':'. icon in the Update Customer Information pro-

gram.Enter data into the window the same way asymuld in any screen. After you have made additimms
changes to the data on the window click OK, or pfEster], to store the new data. If you want taraton the addi-
tions or changes to the data on the window clicka@g or press [ESC]. This does not affect the datthe main
screen.
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Distinguishing Between Header and Detail Sections

Fitrix uses two different types of screens: header-amdlyreeader/detail screens. The heagetionof a head-
er/detail screen works like a header-only screeths distinction is really between headectionsand detaikec-
tions

To understand header/detail sections, it is necgssainderstand the concepts of one-to-one and@neany rela-
tionships.

A one-to-one relationship means that for every uaigccurrence of an item, there can beamonly oneccur-
rence of another particular item. An example oha-to-one relationship is a customer. For everyocusr there
can be one customer code.

In contrast to the one-to-one relationship is the-to-many relationship: For every one occurrerice marticular
item, there can be more than one of another spétgfn. An example of this type of relationshighe —
customer/ship-to locations. For every customeretlean be multiple ship-to location codes. The darg| or flip
side, of the one-to-many relationship is the mangite relationship: many ship-to location codesltare the same
customer code.

The one-to-one and one-to-many concepts occur drettyuin Fitrix Businesglata-entry screens. Header-only
screens and the header sections of header/detdinrscemploy the one-to-one concept for the inftionahey
hold. For every unique occurrence of a vendor ctmtegxample, there can only be one vendor, thareonly be
one vendor type, and only one terms code.

The relationship between the information on thedeeaection and the detail section is one-to-mkoy.each
unique instance of the header information, theretmamany instances of the information on the tséaition: for
every customer code, there can be many ship-tditoceodes.

Another example of a header/detail screen is a#&pivoice. There is only one invoice for a parti transaction,
with a unique invoice number, customer, date, anfbgh. But one invoice may contain lines for malifferent
items. There is a one-to-many relationship betwibernvoice and the line items.

Another example of a one-to-many relationship igaployee time card. The time card itself is unjdué it may
contain lines for a number of different weeks warke a pay period, or work on different jobs omifferent types
such as overtime, vacation time, regular, etc. @len one-to-one relationship between the head@miation in
the time card and the detail information (the ljnes
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Here is an example of a time card:

Header Section

# Update Time Cards

File Ed\ Wiew Navigation Tools Actions Help

OB\ W RERA EBH E00ED 00
L 600 0 0 &

" Find FPrew\ Mext Add Update Delste Browse

Employee [WAGNHP & | - [WAGNER, HONUS P i
Card Starting Date 03/01/2010 jLid| Ending DateEDE.n"15.n"2D1D pig

Income Code | Rate Mumber Amount Huur ;
|REGHR _ 2500000000 £0.00 2000.00 80.00 =
|OVERHR _ 3750000000 20.00 750.00 2000
| SKHPAY _ 2500000000 0.00 0.00 0.00

| YCHPAY _ 2500000000 0.00 0.00 0.00

|BONUS f 2500000000 0.00 0.00 0.00 |

Totals: | 0000 | 2750.00) | 100.00]
Vac Alloied: | 73.00] VacUsed | ooo) Ner [ 73.00]
Sick Allgwed: | B9.00| Sick Used: | 0on) et | 55.00]
{(New Document)

fiew Detal

OWR

Detail Section

You can see from the example above that detaitimdtion is displayed differently than header infation. Rather
than there being a field into which data is entetiee data in a detail section is arranged in coiand rows, like a
table.

In a detail section, the fields are arranged valitic And each entry in a field pertains to a partar row. Field la-
bels are found at the top of the column (Code, Rétenber, Amount, and Hours are the field labelthaexam-
ple), and you enter a value in the field for eamh.r(lex. REGHR, OVERHR, SKHPAY, VCHPAY, or BONUS).
Therefore, in a detail section, a field can aciuaflld more than onealue—it holds one value f@achrow. These
vertical fields are known amrays

The two most important things to remember are:

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

* In aregular field, you can have only one entrthia field; in detail sections, you can enter maalgs in
the field, one value for each row.
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Moving Around in Header/Detail Screens

You move between the Header and Detail sectioassofeen by clicking Detail or Header, or by preg<Ttrl
[TAB].

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

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

To delete a row use the [F2] key, or click the Delete Detail Rioan on the toolbar. This deletes the row your cur-
sor is on.

Note

The Add a Row and Delete a Row functions are natl@vle in all programs.

Reordering Fields in Detail Section

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

Hiding Fields in Detail Section

If you would like to hide a field in the detail $im of the screen, right click on any detail haaaled a drop down
list of all field names displays. Uncheck the fieldfields you do not want to display. By rightakling on a column
heading in the timecard detail screen above yolget! this:

Income Code
Rate

Murmber
Armount

L S SR A

Hour

Mare. ..
Reset to Defaults
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Using Dialog Boxes

Fitrix uses different dialog boxes to instruct, direct amrn you as you are processing data and transadti the
system.

Error Dialog Box

An error dialog box will appear in cases where hiaue entered invalid data, or have otherwise tagokerform
some action that is not permitted. The error didlog means that you cannot perform the action.dinpts you to
acknowledge that you have read the message, andakes you back to where the error was commitbetthat you

can proceed.

An error dialog box looks like this:

& Error:

Walue |s Mot in the List of ¥alid Data,
wéant more information 7

l@ ‘es J 4 No |

To respond to an error dialog box, simply pressTER] or click No to acknowledge that you have reedithe
message. This will allow you to continue with thhegram. Clicking the Yes button may also accesserndorma-
tion about the error itself, such as a more detadbeplanation of the error, approaches you mighsitter to avoid
the error, and so forth.

& Error-- More Infermation D@@

File Edit Heln

A O N VEXHETE = 7 |

Error: |\-"a|ue |z Mat in the List of ¥alid D ata,

This eror ocours when:

The walue that waz entered does not match any known wvalue
in the aszociated file,

Pazzible zolutions include:

Change the walue & tro again, [f there iz a zoom function
attached to this field, you may scan through the file to
find the comect lookup walue by preszing [CTRL]{z].

O%E

Warning Dialog Box
A warning dialog box appears when you have enteeethin data or attempted to take a particularsmof action

which is not advised or is in some way unusual,ibabt prohibited. The warning box gives you tippartunity to
change the activity, or to proceed. A warning bmoks like this:
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WWamning, Date Outside Cunent Periad.
“Want more information 7

’_@ Yes J E;* Mo J

Clicking the Yes button may also access more inftion about what elicited the warning message.

& Error-- More Information M=E]

File Edit Heln
Q QIABEER | 4O

Error: |\A-"aming: Date Dutzide Current Period.

This eror ocours when:

You have entered a date for which no Accounting Period
has vet been defined. Thiz means that the transaction
iz for a future Accounting Period or for an Accounting
Period before you started using the system.

Pazzible zolutions include:

Mo zalution required if you want & future or past date.
Check. the date entered and correct only if necessany.

O%E

38 Navigating Screens



Chapter 5

Zooming to Find Reference
Codes

The Zoom feature makes data entry easier. It mgamslon’t have to remember a lot of
codes when you are entering data by letting yow @dist of relevant values for a particular
field.

This chapter shows you:

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

. How to use Auto Zoom
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What is Zoom

While you are entering records and transactiorstim system, you will often need to enter refegermdes, such
as Vendor Code, Iltem Code, Employee Number, or datblumber. You cannot possibly remember all of the
codes in your system, so you could have a hardpdpjout of all of the reference codes in the syste refer to
while you are entering transactions. But this mrintwould be difficult to manage and would becomélkjy out of
date.

A better solution is provided by the Zoom functid@om lets you look directly at the appropriateerehce code
table without exiting from the transaction procagsprogram. Then you can select precisely the godeneed for
the transaction. Zoom is available in every fididttcalls for a previously-defined code.

For example, in the Payable Documents programnyast enter a valid vendor code in the Vendor figld enter
the correct code, while in the Vendor field use o bring up a list of all your vendors and thmides. Select the
appropriate code from the list and the value isimatically entered into the Vendor field in the Rialg Documents
screen.

Zoom is context sensitive; that is, whether theridanction is available and what it does dependw/loat field
your cursor is in when you use it. For example,Nloe-AP Checks program requires reference codasimmber
of different fields, among them: Vendor Code, aag-Fo Code. When you zoom from the Vendor Code figbu
see a list of all vendor codes and names from #veddr Information reference program. When you aithé Pay-
To Code field, you see a list of all of the paydoations that have been entered for the vendoseicode you en-
tered in the Vendor Code field. When you are irel fthat does not require a reference code, Zsonot function-
al.
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Using Zoom

Whenever your cursor is in a field where the Zoestdire is available, you will see a magnifying glaBlick the
magnifying glass icon, or press [Ctrl] +[Z] to bgimp the Zoom window.

An example of the Zoom Window from the Vendor Cdid&l of the Update Payable Documents program:

& Zoom vendz |Z|@@

File Edit Help
OBe Ol 90
i Code Business Mame Contact Address 1 % |
23457 3 JIk M PELIN OTH
123458 DELCO/REMY INC RICH HOLLADAY 313 BE5 8444 1900 MORTH NORMANDY ROAD DETRIOT
123453 SPRINT STEVE ISSACS0N 512 344 3000 1237 RENTON 'wiay SAN ANTONIO
123460 WAl KER EXHAUST INC CARSOM LEMMEN 904 343 5555 3800 MCGILYRA JACKSONYILLE
123461 AL PINE RADIO INC MIKE STEELE 213 452 3000 THOEWEST Wity LOS ANGELES
123462 SONY OF AMERICA JAMES TAN 408 765 6654 14520 PHINMEY RIDGE SaN JOSE
123463 KENWOOD INDUSTRIES INC L4RRY JACOBS 408 443 5523 SM3FOREST PLEAST SaN JOSE
123464 MOTOROLA CELLULAR INC LARRY WaTZ 708 B33 5330 E234 BTH AVE Nw CHICAGOD
123485 MOWVATEL COMMUMICATIONS INC - CATHY SELIN 214 887 6654 SEET BIG RANGE &VE DaLLAS
123466 HOLLEY MFGR. INC. STEVE HENDERSON E15 244 5333 11226'WEST DRIVE BLVD MASHVILLE
123467 GEMER&L MOTORS CORP MaRK SELIN 313 443 9765 1009 OVERLAKE DRIVE DETROIT
123468 FELPRO G&SKET CORP PERRY DILLARD 303622 2233 1547 &LIRORA AVE DEMVER
123463 TRW FLOORING DD H CALAHAN 717 3299957 312 LUDLOW ERIDGE Wy HAMBURG
123470 MOTORCRAFT IMC TODD STEEIM 419 774 BEST 5656 REMMINGTON TOLEDO
123471 ALLIED SIGMAL INC. CHRIS THOMAS 412 343 5533 DESMOINES BUILDING PITTSBURG
123472 COERA CORP SEAN BOLTMAN 702 455 4334 5399 WINGER ROAD CARSOM CITY
123473 FLOWMASTER MUFFLER INC. MADELINE MARKS 415 443 7788 2805 VALLEY WaY EAST SaN FRANCISCO
123474 BOSCH LTD. HARRY LITTLE E17 567 4234 37 DOUBLE FORK ROAD BOSTOM
£ ! ]
[ o 0K ] [t:‘ Cancel J [M Mew Search
ONR

When you execute the Zoom command from a field, serithe first page of the entries in the refer¢aioke loaded
into the screen. To select the desired recordthesap and down arrow keys or the scroll bar tolsdown the list
to find the item you want. Use the [F3] and [F4y&éo page up and down in the list.

These functions are satisfactory when there airaitetl number of records in the list. However,dfuyhave a very
large number of records in the list, it can be tilne consuming to move one line at a time, onevee page at a
time through the entire list. Fitrix provides twptmns that make it easier to select an option ftoenlist.

New Search:

To narrow down your search, click on the New Se#éngiton found at the bottom of the screen. This eldar
the list from the screen. You can then use seartdria to limit the values this search will return

By entering "A*" the search returns only those v@ndhose business name starts with an A. See Ghajive
more information on how to use search criteria.
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#& 7Zoom vendz

File Edit Help
OB] O 90
Code Business Mame Contact Fhane Address 1 Eit__l,l ¥
A '
< | 3
[@ Search ] [P:f Cancel ]
ONR

#& 7Zoom vendz

=)

Code Business Mame Contact Fhane

File Edit Help
OBe Ol 90
Addrezs 1 City

. ALPINE RADID INC MIKE STEELE ) ] v LS ANGELES

123471 ALLIED SIGHAL INC. CHRIS THOMAS 412 3438533 DESMOIMES BUILDING FITTSBURG

123475 AUTOTOY INDUSTRIES INC. KITTY KELLEIGH 503 556 5331 7763 COLUMElA BRIDGE Wy FORTLAND

133461 ALPINE RADIO N MIKE STEELE 213 452 3000 TA0BWEST way LOS AMGELES

4000 ABC SUPPLY JOHM SMITH N5-222-4313 100 SPRING RD WANCOUVER
ABRASIVE ABRASIVE SUPPLY CORPORATION  JACK WHITE 1203 DELL AVEMUE CAMPBELL
(e | L.

[@ aK ] [!;1 Cancel ] [M Mew Search

VR
Sort:

This is used to list the data in a different ordésu can use whatever criteria appear in the zoamdow's head-
ings. For example, in the vendor zoom above therdscare sorted by vendor code. If you want tortdbem

by Contact simple click on the word Contact:
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# Zoom vendz =19
File Edit Help
OBe Ol 90

Code Business Mame Contact = Fhone Addrezs 1 City

123471 ALLIED SIGMAL INC. CHRIS THOMAS 412 343 8533 DESMOINES BUILDING PITTSBURG

ABRASIVE ABRASIVE SUPPLY CORPORATION  JACK WHITE 1203 DELL AVEMUE CAMPEELL

4000 ABC SUPPLY JOHM SMITH 315-222-4313 100 SPRING RD WANCOUVER

1 AUTOTOY INDUSTRIES INC. FITTY KELLEIGH
ALPINE RADID INC MIKE STEELE

(133461 ALPINE RADIO N MIKE STEELE 213 452 BDDD TAOSWEST Wiy’ Los ANGELES

5 558

475 BRIDGE WAy

Sl | k.
[@ aK ] [ o4 Cancel ] [M Mew Search

OVR

Auto Zoom

Auto Zoom is an accelerated version of the regditam feature. You enter a partial description fiel along
with an asterisk wildcard in order to see a list bball of the items that match the descriptiohewildcard search
acts just like any other wildcard search. For minofermation on search descriptions, see "Searcte@iExam-
ples" in Chapter 7. Use Auto Zoom when you knowugyh about the code you are looking for to be &blearrow
the list, but not enough to be able to enter thdedtirectly into the field.

To use Auto Zoom, in a field where Zoom is avaiglanter the character (or characters) of the waduewant to
use in the field, along with * (asterisk). Thenegs [TAB] to activate the Auto Zoom. A list box &aps, with all of
the items that match the selection criteria appegari the list box.

For example, if you wanted to use Auto Zoom ineddfito select all possible items that begin witB,"ou would
enter 12 in the field and press [TAB].

#& Update Purchase Orders

File Edit’ Wiew Nawgatlon Tools  Actions Optlons Helg

OB @ik }AERE S JJQQ 20
£ Detalls Status Summary. Defaults Verdor Papto Print Landed Cost
P 0 9 0 0 9@ &| Y]

& Find Prey Mest &dd Update Delete Browse  Options

Type: |FEG ‘endar: [123457 | |CHAMPION |

PapTor Status: IEC_T PO Mo | DocMe: |
Required Date: "_EI%"'IE:"ZIIID
|
ShipVia: [BEST WikY Order Total: | 0.00]
Warehouse: |M FOB: !W|
Confirmed To: !B Fiefer: —i Currency: [usD
Cust Doc Mot | | Orig Cust Doc Mo |— | Production Order: |
Confirn D ate: ID3.-"1 EA2010 {%ﬁI On Board Date: | Multiple Orders: ﬂl
Contract; | | Contact Mame: [EOB JOMES | Container: | |
M Ln | Tup Stg Itn_am Code P Ouarntity ) Cost Met Amaunt |
18TK (ORD 12* ®JEA | 1.0000
Description: | 1| ] o
G /L Account: |7| :DT|

[ Ok ] [!;f Cancel ] EHeader ]

OVR
Enter the item code.
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&l 7oom itemz

File Edit Help

0Be OO
Itemn Code Description
12104 SCM & SERIES MULSTRIKE
12104-4 SCM 2222222
12104-B SCM A SERIES MIULSTRIKE - WSM B
12112 SCM A SERIES CVWR-JF TAPE
12120 SCM A SERIES LIFT-OFF
12138 SCM A SERIES CORR [PK/Z)

12155 SCM A SERIES NYLON

la ok ] ’Q:* Cancel ] lﬂ MNew Search

OYE

Note

The wildcard search must contain an asterisk {1k the presence of the asterisk that tells tise sy
tem that you want to perform Auto Zoom. The seanely also contain other characters such as

qguestion marks if desired. For more informationadldcard searches, "Relational Operators" in
Chapter 7.
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Chapter 6

Printing Reports

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

This chapter shows you:

 How to use the options on the Printer dialog box

 How you can fax or E-mail a report or store a répma file, or view it on the screen,
and how you edit a report using a program like ViPardl

e Exporting to Excel
e  Client Printer Options

*  Flexible Document Delivery (FDD)
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Printer Dialog Box

i* Select Printer - 001

Prints a detailed aging report of AR transactions sarted by customer code
Print Aging Detail By Code

" Screen pager

POF wiewer

~
 Editor ﬂl
& Host Printer Lexmark2 _vI Copies: m
= Client Printer | |

g o o o

€ Email

 Fax r _l

" File

Last process: Displayed to screen

Direct Report:

I Finished

When you select an output program, the printeodidiox above displays and you have the followintjons:
e Screen pager if you want to display the report on the screditk on this radio button.
« PDF viewer if you want to create a PDF file, click on th&lio button.

e Export to Excel - if you want to export the output to Excel, climk this radio button. The following report
output can be exported to Excel:

Accounts Payable:
Vendor Aging
Vendor Ledger

Accounts Receivable:
Customer Aging
Customer Ledger

General Ledger:
All Financial Statements

Inventory Control:

Inventory Valuation Reports

Count Sheets

Summary and Detail by Item Code or Class
Item Status

Count Sheets

Price/Cost List

Over/Short report
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Stock Status

Reorder report
Purchase/Sales History
Inventory Turns

Stock Locations by Bin

Purchasing:

Print Non Inventory Items

Print Item Catalog

Print Vendor Catalog

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

Order Detail by GL Code

Goods Received by GL Code
Price Change

Direct Ship Status

Purchase Replenishment Advice

Order Entry:

Print Credit Card Information
Expired Credit Card Report
Print Open Order Summary
Print Salesperson Summary
Print Salesperson Detail

Print Open Order Item Summary

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

Product By Date Summary
Product Detall

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

Commission By Salesperson
Special Pricing Definitions
Print Credit Card Information

Replenishment:
Print Usage Summary

Print Replenishment Data
Print Recommendations
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* Host Printer - click on this radio button to print the repasta network printer and then select from the drop
down list of available printers.

< Editor - you may have the need to edit certain informatiom@eport before printing it. An example may be
a Customer Aging report that you want to send tar yaistomer that has open credit memos. Click en th
editor button and the report will launch in WorddHar editing.

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

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

& Client Printer F'rinterSettingsl Marginsl Landscape anly
Line width (charactersy & g0 ¢ 132 o

Current selection: Dell Laser f Copies: 1 [ Paortrait
If you click on Printer Settings the standard Wing print dialog box will display:

Pant 2ix
— Printer
Froperties. .. |

Marne:

Statusz: Ready
Type: Dell Lazer Printer 17100
Where:  IP_10.0.0.203

Cormrnent:
— Print range Copies
o Al Murnber of copiss: I'I 3:

" Pages from:l to:l =l
[ Collate
 Selection Iﬁ ﬂ

QK I Cancel I

Select a printer and click OK.

Clicking on margins allows you to set the margins.

48 Posting and Printing Reports



Getting Started with Fitrix

21|

— FPaper

Size: I Letter

Sounce: I.&.utomaticall}l Select

— Orientation b arginz [inches]

=1
=1
= EPortrait Left: ||E| Right: |E|
= Landscape Top: ID E ottom: IEI

| Ok I Cancel I Eririter... I

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

If landscape only print is selected (11" x 8.5/9u have the choice of printing 132, 192, or 25&rabters
per line.

« Mail To - click on this radio button if you want to emtik report to someone. Contact your system admin-
istrator or your Authorized Fitrix reseller for arination on how to set up email functionality.

« Fax Number - click on this radio button if you want to faxetheport to someone. Contact your system ad-
ministrator or your Authorized Fitrix reseller fmformation on how to set up faxing capabilities.

* File - click on this radio button to store the repatadfile on your system. For the file name enterfihi
pathname of the file.

To print the report, click the Direct/Redirect lmutt To return to the menus, click the Finisheddutt

Flexible Document Delivery (FDD)

The 'Flexible Document Delivery (FDD) feature alkothe user to direct report output to printers (looglient),
emalil, or fax en masse.

The following report programs have been modifietidwe background print so that forms no longer riedzk pur-
chased. These programs also support FDD.

Order Entry:

Order Quotation and Acknowledgement
Picking Ticket (FDD enabled for background printygmot outbound email or fax)
Packing List (FDD enabled for background printyp not outbound email or fax)

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

Purchasing:
Vendor Purchase Order

Accounts Receivable:
Invoice

Customer Statement
Dunning Letters

Set Up Elm and Hylafax

There are two shareware products that need tostelad for FDD to work. They are Elm (for emaitjcaHylafax
(for faxing). For instructions on how to instalkege please visit our website @tvw.fitrix.com, click on Support,
and then click on the linkttp://www.fitrix.com/support/fitrix.pdf. print/ovesiew.html. If you still need assistance
please contact our sales departmestés@fitrix.confor a quotation.

Application Set Up

A new icon labeled Document Delivery has been adddde Update Customer Information and Update dend
Information Toolbar and is only accessible wheb/pdate mode.
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pdate Customer Information
File Edit “iew MNawvigation Tools Actions Options Help
oB @ W h B E Q B B M @ 7]
© Ouit Print 0K Cancel Cut Copy Paste Zoom  Motes UFields ToDo | Technical status  Help

2 e 2 @ o @ @ @ . LT LT S - - B -
© ShipTo  Actvity Addlinfo Billglnfo OE Info  ShipMotes  Credit Motes  Credit Lir Credit Card  Order Price Sales Agng Tems  Document Delivears
A 0GP0 O 9 & I s

Find Prev Mest Add  lUpdate Delete Browze Options

Code: | Contact: !BILL Wit KER |
Company: [ACTION SUPPLY | Phone: 404 285 4146 i
Aiddress: [14307 15T STREET | Cell |404 762 3456 |
]

i | Fex [404 332 8197
City: [PALM BEACH GARDENS |
State: [FL | Zp 311234 |

Courty:[US &)  [UNITED STATES

Email: |bilkwHaction.com |

wfeb dddress: |www. action. com |

Salespersan: /WM @) [wiLLlAM MILLER |
Terms: & @ [NET 30 |
Pay Method: [AR &l [ACCOUNTS RECEIVABLE |
Balance: | 167272 52| Resale Moo (000000045 i
Credit Limi: | 15000000 07/28/2010 (13|
CreditHold| | CredtHoldDate: [ ]
Notes 1of1
[ 0K ] [{:ﬁ Cancel ]

OVR

Enter a unique code toidentify this customer.

When you click on this icon the following screesmlays listing all report programs that currentipsort
FDD/Background Print:

#8 Add on detail fdd

File Edit Mavigation Help
QR O OoED 90
Document Title Print | Subject E-Mail Address ~
aro_invee AR Invoices AR Invoices F
aro_letter lAFE Dunning Letters lAF! Dunning Letters l |
aro_statmt .AFI Statements . .»’-‘«Fl Statements .hettyh@fourthgeneration.corn
ae:o_bildg |Espart: Billof Lading | & |Bill of Lading [®m |
OE 0 Gy .EHDDrt - Commercial Invoice l lEDmmerciaI Irvoice l =l
oe:o._invce OE Invaice | .DE Imwaice .hettyh@fourthgeneration.corn
oe:o_invek .Export - Final Invoice . .Final Invoice . | .
oe:0_order lAcknowIedgements [ lAcknowIedgements l Ll
oo prfiree .E:-cport- Proforma Invoice . .Ploformalnvoice . |
oe:0_prainy .Export - Provisional Invoice . .F'mvisional Imvaice . | E
og:0_nquate Quotation . | .Quotation .hettyb@fourthgeneration.corn
r | | | . | | - T
[a ]9 ] [t;* Cancel ]
Check document delivery method A
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By scrolling to the right the two additional fisldor fax Contact and Failure notify can be viewed.

#& Add on detail fdd

File Edit Mavigation Help

OB i Qay00dEb 90
[ _E-Mail | .-i\ddress ] l-:.&X_Number 1 tontact _Failule Matify [for Fawes] ;
O
| 7704323448 Tarm Smith .toms@fourthgeneralion.corn
bettyb@fourthgeneration. com . .
O O
0 o
bettybi@fourthgeneration. com |
O O
O O
E O
.5 O
bettyb@fourthgeneration. com O
| [E 1
[a oK. ] ’!:;1 Cancel ]
% OWE

Check document delivery method

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

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

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

E-mail- check this check box if the delivery methisdio send the report via email.

Address- the email address you wish to send thertrém

FAX - check this check box if the delivery metheda send the report via fax.

Number- the fax number you wish to send the refmort

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

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

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

(=13

Select Printer - 002

selects Purchase Orders
Print Purchase Orders by P.O. Mumber
prints arder forms far each selected arder

" Screen pager

Last process: Ready to select print option

4 Print

Here is the FDD printer dialog box:

Select Printer - 001

' PDF viewat

= Editar

& Host Printsr W:I Copies: |1_5
= Client Printer |
om0

 Fax r

 File I

Frint Invoices and Memas

prints invoice and memo forms for invoiced lines and memo lines

S Build Du:u:umentsl

v Email
& | I Fax

..§'M

Processing Controls - Direct to the Following
¥ Print (to be mailed)

¥ Print {internal copy)

=
—
—
-

~Preview Options

W FlexDirect | & preyiew before directing

% |

~rPrinter Selection

[ HustPrinterFemkz
Mailed
" Client Printer

Internal

" Client Printer

_vI Copies: |1 j
| |

= Host Printer II exmark? _VI Copies: |-1 i’

If you do not wish to use the flex direct optiommsly uncheck the flex direct box and the printe&lalg box will
disable the FDD options and display all optiong #ra on the non FDD printer dialog box.
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The FDD printer dialog box is divided into threetiens:

Processing controls:

~Processing Controls- - Direct to the Following
W Frint ito be mailed) ’7
¥ Email

B | V' Fan

¥ Frint {internal copy)

L Build Dncumentsl

I

i

The example above shows that the documents wirbeessed via print to be mailed, email, fax, amerhal print
to be filed. These boxes can be unchecked as needed

The first step is to click the Build Documents buttIf the Preview before directing check box isdked, you will
be able to view a PDF of the documents prior tas®yiprinting them. Please note that if you clibk €ancel but-
ton before clicking the Direct Documents button yall need to select the reprint option when yoaqess your
documents as the Build Documents options setsriheffag to Y at the table level even though yavé not

printed/sent your documents.

¢ Confirm

Reprint zelected invoices 7

V32 | X TR | CITR

The next step is to click the Direct DocumentsdnutfT his will send/print the documents. See disomssn Printer
Selection section below for directing the documémtgour various printers.

If all Direction method check boxes were checkbd,grinter dialog box will look like this after tlitvcuments
were printed/sent:
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Select Printer - 001

prints invoice and memaoa forms for invoiced lines and memo lines
Print Invaices and Memas

~Processing Controls - Direct to the Following

| |” v

b | |r

o

_l

~Preview Options

= ~

|Gy, Preview ducumentsl

~Printer Selection
* Host Printer lLemnarkz _vI Copies: |1 =
¢~ Client Printer | J

Hailed

% Host Printer IEI exmark? Copies: |-1 =
Internal _VI j
" Client Printer | |

The green check marks indicate the direction methldt were processed. To return to the menu, tieKinished
button.

In the event that you want to process the docuregdm (an example of the need for this would lhefprinter
ran out of paper or the paper jammed) click the featton and then check the direction method clheskthat you
wish to process again. Once the direction metheglcboxes are checked, click the Direct Documeut®hb to
reprint/resend your documents.

If you uncheck some of the selection methods (idy oheck email check box) and then process thedeats the
printer dialog box will have a Cancel button insted a Finished button
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Select Printer - 001

prints invoice and memaoa forms for invoiced lines and memo lines
Print Invaices and Memas

~Processing Controls - Direct to the Following

3 | I Printto be mailed) |
. 5
3 DirectDncumentsl I Fax r

[™ Print finternal copy) |_
" Redo

~Preview Options

= r

|Gy, Preview ducumentsl

~Printer Selection
* Host Printer lLemnarkz _vI Copies: |1 =
¢~ Client Printer | J

Hailed

Internal

i+ Host Printer IEI exmark? _VI Copies: |-1 ﬁ

" Client Printer

To return to the menu click the Cancel button amd will receive this warning:

! E Mot all output has been produced. Are you sure 7

I fes l [ Mo

This warning lets you know that all delivery metbaglere not selected. Click Yes if this is corréick No if you
wish to display the printer dialog box again.
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Preview Options:

Preview Options

¥ Preview before directing

Sy

If this check box is checked (and that is the diéfsetting) you will be able to preview a PDF oéth
documents by clicking the Build Documents buttoioipto Directing/Processing them. If you do not lwis pre-
view, uncheck this box.

Printer Selection:

~Printer Selection
' Host Printer ILe:markz :I Copies: |1 i’

Mailed
= Client Printer | |
& Haost Printer Eemkz :I Copies: |-1 i’

Internal
= Client Printer | |

This section of the screen controls printer sebecti

Mailed — printer selection will only be accessililhe Print (to be mailed) check box is checkegle§t either a
network printer or a client printer and the numbfcopies to print for the documents that will bailed.

Internal - printer selection will only be accessilfithe Print (internal copy) check box is check8dlect either a
network printer or a client printer and the numbgcopies to print for the documents that will binted for inter-
nal purposes.

Note about Client Printers:

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

SelectiCopies Fage Setup

and
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~Printer Selection
* Host Printer lLema.rk2 :I Copies: |1 =
" Client Printer | J

" Host Printer ﬂ |-1 =

¢ Client Printer SelectiCopies | FPage Setup |Lexmark 2 i Copies 1

Hailed

Internal

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

Prirter

Marme: |De||Laser V| [ Froperties. .. l

Statuz Ready
Type: Dell Laser Printer 17100
“Where:  [P_10.0.0.203

Comment;:
Print range Copies
[OTA Mumber of copies:  |E &

Fages
Collate
Selection

[ [1]8 H Cancel l

Page Setup — click this option to review/changepége set up:

€ Dell Laser Properties
Settings Web Help

Page Layout | FPaper Il Print Quality_i -Dther Dptions|

Copies Orientation A

_1£-2£-3 | EJ * Portrait

Copies: ] n 1 F  Landszape
="

[ Collate copies

Letter 222 x 11in

¢ i 2 | Copies : 1
_ ™ Print last page first I~ Raotate 180 S =
2-sided printing Multipage printing (N-Upi A SRR
Paper Type : Use printer settings
[~ Z-sided printing Fages per theet : —
I £ =
& Le =®
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To proceed click the Build Documents button. Siaagient printer was selected, Adobe Acrobat wiilkdt copy(s)
to the printer.

You may see a message like:

paprant a‘

' 'j Mo application Far: {C:\Program Files\FourJs\gdo-Fitrix-test\tmpiprint_mailed_oe_o_prfiny, pdf}
L

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

W G-t .
W ADOBE" READER®

installed from:http://www.adobe.corby clicking on.
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Chapter 7

Search Criteria

Search criteria is used to help you pinpoint oneore records or transactions from among
all the records and transactions in your systenu aleo use search criteria to narrow the
scope of reports and posting routines to give y@uetkxact outcome you need.

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

This chapter shows you:

* How to use search criteria
»  The different types of search criteria

»  Several examples of searches using search criteria

Search Criteria 61



Getting Started with Fitrix

How to Use Search Criteria

Whenever you want to update, view, or delete arckoorecords, you must first use the Find comntargktlect the
records. You can retrieve all records, or you ceensearch criteria to limit the number of recotdsd aire retrieved.

You can also use search criteria to find a padictécord that you are looking for. For examplegoifi know some
of the information about an invoice (such as thede), but you do not know the specific invoice ftném you can
use search criteria to bring up all the invoices thertain to the vendor, and then look throughrkieices for the
one you need.

How to Search

To perform a search, use Find to bring up the QbgriExample (QBE) screen for the program. Movehfield
for the data you will search on. Most often, thifl e a code, name, or date, but it can be arthefields on the
QBE screen. Enter the search criteria. You carr ee@rch criteria in more than one field to helpppint the exact
record or records you are looking for. Then pr&sgdr], or click OK, to begin the search.

A Find search can use specific data, or it carrelsg¢ional operators and wild cards for the seaithyou need to
know are the relational operators and their meaniagd you can perform any type of search thatngmd.

Your selection criteria entries are not limitedhe size of the field since the fields are scraglliields.

Search Criteria Definitions

Remembernumeric fields hold numbers onlyCharacter fields hold letters only. Alphanumeric fields hold letter
and numberdate fieldshold dates.

ASCII sort order: When you search using relational operators, y@»driio know how the system determines the
relationships between different types of characiatues that begin with spaces or punctuation cfirsg fol-
lowed by words that begin with numbers. Next arfeesthat begin with uppercase letters, followed/dlyes that
begin with lower case letters. Therefore the sootelkr of the following numbers and letters wouddlh 10, A, Z,
a, z.
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Wildcards

Wildcards are special characters used to represkeat characters. The wildcards that can be usedsatection
criteria screen are listed below. Wildcards maysedonly with character or alphanumeric fields

Wildcard
Symbol

Definition

Asterisk

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

)

Question Mark
The question mark replaces any single charactercimaracter field.

Relational Operators

Relational operators are symbols used to compayevalues. These values can be character, numerigte types.
A variety of operators are available to help yoacify ranges or lists.

When using the first five relational operators éje than, greater than or equal to, less thas thes) or equal to,
and not equal to), the relational operator is enutdirst, followed by the number or alphanumeriareltter(s).

Relational
Operator

Definition

Greater Than
Finds all values greater than the specified value.

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

Less Than
Finds all values less than the specified value.

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

<>

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

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

Range
Search for a range of values. Can be used with noneharacter, alpha-
numeric, and date fields. Uses the ASCII sort arBanges araclusive

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

Search Criteria Examples

1. Search for the employee record for Martin Samuslon.
In the Last Name field, enteBAMUELSON. In the First Name field, enteWARTI N.

This selects the unique record for that employee.

2. Search for all transactions dated from June 1,@XX to July 31, 20XX.
In that Date field, enter6/ 1/ XX: 7/ 31/ 07 or 0601XX: 0731XX

This search selects all transactions between thef@gd datesincludingthose dated June 1 and July 31. Re-
member, when entering dates, any of the followorgnats are validn d/ yy, mm dd/ yy, mddyy, ornm
dd-vyy.

3. Search for all invoices with a total amount ove$100.00.

In the Invoice Total field, enter100. 00

This selects only those invoices greater than $100.

4. Search for all invoices with a total amount of $00.00 or more.
In the Invoice Total field, enter=100. 00

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

5. Search for all invoices for vendors with code VEO04 or VEN25.

In the Vendor field, enterVENO4| VEN25

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

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

This selects all vendor codes where B is precegiezkactly one character and followed by none orramyber
of characters.

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

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

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

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

Online Help

Online Help can assist you when entering data @cg®sing transactions by giving you easy
access to information about the program or field gce in.

This chapter shows you:

 How Help is organized
« How to access Help

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

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

Program Help

Program Help is available for Fitrix input prograny®u can add your own information to the Help tiget so that
information specific to the way your company preeesstransactions is available when others accdgs He
You can access help three different ways:

e Click on the word help on the menu toolbar

o

Help

¢ Click on the icon on the standard toolbar

e Press Ctrl w.

& Help - Display

File Edit Mavigation

Help information

All customer reference infarmation riuzt be entered thraugh

thiz function before any open items of ransaction can

be entered for a given customer.

- Azzign & unique code to identify each customer. This code
acts as the key linking all customer information.

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

O%E

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

e Click Edit and select Update.

« Update the text.

» Click OK.

e Click Quit, or press Q.
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Field Help

Help is available for each field as well as generfirmation on a program. You access field-spedifelp the same
way you access program help while your cursor thénfield you want to see Help on. A window simiia the
Program Help window displays. The commands aval&igm the Help window are also the same, and wou ¢
update field Help text in the same way as well.

4 Help - Display =13
File Edit Mavigation

Q@ ipE

Help information

H a0 ED

Salespen: zalegperson code

Thiz zix-character alphanumernic figld iz uzed to record the
zalezperzan code identifying the primary salespersan far
thiz cuztomer. vou can uze the Zoom feature to select &
code for this field. After the code is validated. the

spztem fillz it a salesperson description in the unlabeled

O%E
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Chapter 9

Company Setup Menu

The Setup Company Menu contains the following tepic

. Setting up Company Information

. Account Number Ranges

. Ledger Account Numbers and Descriptions
. Designating Checking Accounts

. Document Messages

. Email Templates
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Order of Setup Steps

When you set up reference files, the order of stefdssigned so that earlier steps add informahancan then be
accessed automatically in the course of later stemsinstance, once you have set up account nurahges, any
time an account number is entered the system damatically tell you what type of account it is (fexample,
whether it is an asset or liability account). Caisedy, if you try to perform setup steps out ofarfor example,
setting up account numbers before defining accramges) you may defeat the system’s capacity teigeauseful
data-entry information through automatic lookups.

The setup steps that apply to all Fitrix modulesrigrmed from the Company Setup menu that is aedefsem

option 7, General/Administrative) are covered itaidlén Getting Started withFitrix. They are discussed here be-
cause the information they include forms the bfsisater setup steps.

Reference Information Options

The Setup Company Menu:

#& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser
File Wiew Execute Seftings Help

Sy miEZE

(=L ikl 7 General/Administration
gLl TRl il 1 company Setup

3 Bales 5 3 systen|E] a Update Gompany Information

rinn . = © Copyright 2007
UhEES 3 Datalr (= b Print Company Information Fourth Generation

Software Solutions, [nc.

]
=
= P.rudu:_ﬂ E"{Jf ¢ Update Account Mumber Ranges
B

1 Froduction iEnning d PrintAccount Number Ranges

5__'. Exit: f Print Ledger Accounts

7 Generaliddministratic
@ e Update Ledger Accounts

E o Update Ghecking Accounts
h Document Messages

E i Country Codes

i City Codes

k Update E-Mail Termplates

o] et

Status Idle:

Gl | K
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Menu options include:

Update Account Number Ranges (1-cllows you to define the number of digits that vad the standard
for your ledger accounts, and to define the liraftthe numeric ranges that correspond to diffeaecbunt

types.

Update Ledger Accounts (1-ejs used to create or modify your Chart of Accoultitis also used to specify
contra accounts and to set up optional subtotalpgg@f accounts for reporting purposes.

Update Checking Accounts (1-gfoptional) is used to designate certain cash adsasmchecking ac-
counts. This allows you to use the check recorigliefeature in Accounts Payable.

Information Checklist for Reference File Setup

Decide on company divisions that will be assignepaitment codes for reporting purposes (or usdehe
fault of a single department “000").

If using departments, create department codes &j three characters.
Decide number of digits to be used in account numbe

Modify Account Number Ranges to correspond to antaumbering.
Create a list of account numbers and account g¢enrs to be added.

Define subtotal groups (if any) to be assigned wititcount ranges.
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Company Information

Use this program to store basic company informatigaur business name and address, department cutes,

whether or not you will use the Multilevel Tax fas.

Multilevel Tax features are used in conjunctionhafiitrix Accounts Payable and Accounts Receivaldelmes to
track costs and prices that are subject to more ¢ha type of tax. For information about the us#laftilevel Tax

features, seGetting Started with Fitx.

Update Company Information

This option is used to set up and maintain the Gaomgile. This file stores data regarding the name address of
your company, which is used on reports. In addjtd@partment codes—used if you intend to assigonigcand
expenses to departments—are stored here. Refee ttefinitions for departments and profit centardppendix B:

Glossary for further information.

The Company Information screen:

# Update Company Information
File Edit “iew Mawvigation Tools Actions Options Help

7 4 P P

2 Addl Info CreditCard  Remit

a0 9 0 O =

 Find Prey Mext Add Update Delete Browse

(=1t

@E*. AR EA BN H00ED 0O

Business Mame: .&B_CDIS-TFHIBLI-TID M

#ddress1: 100 SPRING RD

Dept | Descrption
| ooo - ADKIM. OFFICE
| 100 EAST DIST. CEMTER
| 200 CEMTRAL DIST. CEMTER
| 300 SWEST DIST. CEMTER
| S8BT ABCDEPRT

1of1

Address2; |- J
City, State, Zip: [ATLANTA | - [BA] {30333
County: [ - |
County:[US (& |UNITED STATES
Multilewvel T aw: |"r' | Use Multilevel Tax Groups: |“P|

DR
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When you first use the system, the company infolondtelds have default data provided in both tample and
standard company data sets. This data is includedlynas a sample, and should be modified to reptggur
company.

The data in the Company table is unique to eacibdat (i.e. company). The table contains one alycdboe
record; therefore, the commands on the commandpiramith the exception of Update, have been deshblhe
name and address entered in the Company Informsgiction appear on all reports generated by thersys

The Company Information screen contains the foltmafields:

1.

Business Name:

This alphanumeric field may be up to 30 charadtelsngth, and contains your company’s name. Thigy ém
this field will be displayed on reports generatgdie system.

Addressl

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

Address2:

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

City, State, Zip

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

County:

Up to 30 alphanumeric characters may be entered.

Country:

This field may contain up to 30 alphanumeric chemac

Multilevel Tax:

Set to Y only if using Fitrix modules that have tialel tax capabilities (AP, AR, OE, PU). See tiapter on
multilevel tax for more information.

Use Multilevel Tax Groups:

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

The Department section of the screen stores opecundred department codes. The departmenidielgphanu-
meric, allowing you to establish numeric or alphabéor a combination) codes. The use of departroedées for
tracking income and expenses is completely optional

1.

Department Codes:

In this column, you enter a department code trettifles a profit center, a division of the compaetg.
Throughout the FitriBusinessnodules, you have the option of posting sales apdreses to specific depart-
ments. This is a three-character field.
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2. Description:

In this column, you specify the department named@ated with the department code in the same rayurl-
phanumeric department name may be up to 30 chesaotkength. This Company Information Form is used
specify the name and address to put on your repadghe “profit centers” or “company divisions’desociate
with various department codes.

Additional Company Information

Additional Company Information

Click on the Addl lnf':'. icon and this screen displays. This screen is tsstbre additional information such as tele-

phone number, fax number, etc.

#& Add on detail addinfo

File Edit Mavigation Help

OB WP ER 2900ED 9O
Additional Company [nformation Screen
Dezcription Data
|telephone | |7ron4327612
|web address v abcdistribution. com

| Fam 770-432-3448

[ﬁ ok, J [Q:f Caricel J

D4R

Enter the description of the data, ie telephone, fax, email.

Credit Card Processing Information

Click on the Credit Ea'd. icon to display this screen. If you are usingd@reard processing in Order Entry, itis in

this screen that you enter the interface infornmatio
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#& Extension ccard D@

File Edit Heln

0% gunE

Credit Card Proceszing Information
Credit Card ON: ||

HTML Serial Mo: 000152021124
ADVAMCE Serial Mo 999598074878 |

Server Time Dut; i1 0 |

Server URL: | https:/ fwna. skipjackic. comdscripts/
Trans. Authorize: {evalvee.dliZAuthorizedP

Tranz. Status Request: !_e-;-olvcc.dII?SJAF'I_TransactinnStalusHequesl

Batch Upload: EBatchUpIoad._di@alchUpIoadD'I
Batch Status Request |evolvCC.dI?SJARI_BATCHFILESTATUSREQUEST
Batch Change Request: EevoIvEC.dII?SJAF'I__BATCHFILEGI—;IHESF'DN_SEFILE

|
Tranz. Change Reguest: EEJEIEE_:ECE?_%L&.PI_T ranzactionChangeStatusReques |
|
|

[ oK. ] [P;{ Cancel J
Is credit card QN2 MG TR

Remittance Address

@

Click on the & icon to display this screen. The address infoiomagntered here will print on OE
and AR invoices.

& Extension r_addr Q@

File Edit Help

OB JWEEER 90

Femit &ddress

Address1:
Address2:  [STE # 480

City:  [ATLANTA

State:

Zi

Courtny:  |US [&J| |UNITED STATES

la [1]8 ] [[:1 Cancel ]

O%E

Enter the first line of the remit address.

Company Setup Menu 77



Getting Started with Fitrix

Print Company Information

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

The way that all these different types of accoanésidentified to the computer system is by accoumbers. After
deciding upon a list of accounts, you need to asaignique account number or “account code” to @acbunt. In
the Fitrix system, this “code” is a number thatsists of up to nine digits. You assign these nusiberthat the
numbers of similar accounts all fall within the sanumeric range. Fitrix lets you assign these range

The Account Number Ranges screen:

# Update Account Number Ranges

File Edit Wiew Mavigation Tools Actions Help

OB O UREE]A BRM 90
A Q@O 0 O =

" Find FPrevw Mest &dd Update Delete Browse

First Cumert Asset; | 100000000) [CURRENT ASSETS

First Fised Asset; | 180000000 [FIXED ASSETS
First Current Liabilty: | 200000000 [CUR LISBILITIES
L/T LIABILITIES

First Equity or Capital: | 300000000 [CAPITAL

First Inicome orSaIes::: 00000000 | |INCOME

First Cost of Goods: | 500000000 [COST OF GOODS.
Firt Dperation Expense: | 600000000 [EXPENSES
Tof1

First Long Term Liability: 270000000

OWR

These ranges can be changed by the user, butdfpesounts always fall in this order. For exampleed Assets
accounts always start on the number after thedastent Assets account. You do not, of course, haeetually
use this number, but the posting program recogritizesthat type. Fitrix comes with a default ChafrAccounts,
which you can use as a guide for assigning your asaount numbers. Once you have chosen the acoauriers
you want to use, you can change that default {isthanging, adding, or deleting the accounts used.

Warning!

There is a direct connection between account numargyes and individual account numbers. The
account number ranges should be set up prior tmgetp individual accounts. When an account
is set up, the program accesses the Account R#lage tletermine the type of account (more spe-
cifically, whether the account balance should lnedased with a credit or debit). If you change
the account ranges, you must update or deleteffdaed accounts in your Chart of Accounts, be-
cause the account type is determined when the atcoareated or updated.
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Types of Ledger Accounts

The FitrixBusinessystem recognizes eight different types of ledgeounts. Five of these account types appear on
the company’s balance sheet and describe its ndhwo

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

Long Term Liabilities are debts that must be paid over a long peridiaraf, such as mortgages or business
loans.

Capital accountsare those accounts that contain the value of pasiness, such as stock and retained earn-
ings.

The next three types of accounts are those thatasgm the income statement (or profit and logsestant) and
describe how your company performed for a givermogler

80

Income accountsshow the sources of your income.

Cost of Goods accountare expense accounts that show what you paidofar pperchandise. They are also
called “selling expenses” because they are direiettlto making sales.

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

This program prints a hardcopy of information eateunder the Update Account Number Ranges menaropti
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Ledger Accounts

The previous step created the ranges of accounbensnthat correspond to account types. At thistgbmindivid-
ual ledger accounts comprising the Chart of Accommtist be entered into thedger Accountstable, using num-
bers defined by these ranges.

To view examples of ledger accounts, see the sa@ipdet of Accounts provided with the sample datal{ésample
company”).

The Ledger Accounts screen:

# Update Ledger Accounts M=1E3
File Edit “iew Mavigation Tools Actions Help
OB O UhEER BaM @0

4 0 09 0 9 &\
© Find Prev MWest Add Update Delete Browse
Account Mumber: _ 1EIEIEIDEIEIEIEI
Type: [CURRENT ASSETS
Desciiption: CASH ACCOUNT
Subtatal Group [optional]: )
Increase with Cledit?;.éﬂ_‘!
Allows Use in Manual Journal Entries?: Y

2 of 155

ONE.

1. Account Number:
Enter an account number of up to nine digits. TheeTand Increase with Credit field are filled inthg system
according to your predefined account number ranges.

2. Description:

Enter up to 30 characters.

3. Subtotal Group (optional):

Subtotal groups (optional) are assigned for a rergange of contiguous accounts for the purposeredting a
subtotal on reports. The description prints onrdport along with the subtotal for the accounts.

4. Increase with Credit:

Thelncrease with Credit?field displays a default of “Y” or “N” according tihe standard method for increas-
ing the balance of this type of account. For examifthe account number range for Income is 400000
499999999, and the account number you type in@9@0a000, when you press [ENTER] the default of fy¥
Income accounts—balance increases with a creditptadis in the Increase with Credit? field.

If you are adding an account whose purpose isfeebbther entries that fall within the same Tyg®nge the
default here to indicate that this account’s badanil be increased with the opposite of the norendty. For
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example, an account with a number of 42000000®R&iurns and Allowances falls within the Income &ng
account numbers. However, the Increase with Crdigit® for this account is set to “N” to define bslance as
increasing with a debit.

5. Allow Use in Manual Journal Entries:

If this value is set to N the user will not be alkd to use this account number in the Update Jbtmtaies
program. There are some account numbers that haireGL balance maintained by the system (Exampée@
Accounts Receivable and Trade Accounts Payablejterdfore manual journal entries to these accahuslid
not be allowed.

Printing Ledger Accounts

This program prints a hardcopy of information eateunder the Update Ledger Accounts menu optiois. fEport
should be checked to verify data-entry accuracy.
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Checking Accounts

If Fitrix Accounts Payable is installed on your ®ms, cash accounts from which you issue checkbea®et up as
checking accounts. This will allow you to use th® &heck reconciliation feature. See Chapter héftcounts
Payable User Guide

The Checking Accounts screen:

# Update Checking Accounts

File Edit “iew MNavigation Tools Actions Help

OB U 4 hE E Q B B B @ @

C Quit Print - OF Cancel Cul Copy Pagte Zoom  Motes UFields ToDo  Technical status  Help

A0 P09 0 © W

© Find Prev Mext Add Update Delste Browse

Bank Code; BOA |

Bank Mame; [BANK OF AMERICE |
Bianch BRTD0 |

Brarich Mame: |CUMBERLAND |

Aacaunt Mame: [ABC SUPPLY |

Bank Address: |100 CUMBERLAND BLYD

Bank Account Mo: [02438954979 |

GL Aecount Ma: | 100000000 = |  |CASH ACCOUNT |
Department Code; (000 < | /ADMIN. OFFICE |
20f6

ONE
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Document Messages

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

¢ Document Messages E]@

File Edit Yiew MNavigation Tools Actions Help

o’

OB QU EEQ ARN 200ED 00
A @ O 0 ©® 9 W

© Find Prev Mest Add Update Delete Browse

Effective Date: _D-1HD1£2|:IUS_I£iEI

N o S 1 L | i
Program Mame: | oe:o_invoce “ | Description: |Invaice [arder entry)

Text

| WE APPREACIATE YOUR BUSINESS

Jof8

OE

Go into Add mode.

Enter the effective beginning date for the message.

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

wn e

Name Description

oe:o_order Order Acknowledgement
oe:.0_picker Picking Ticket

oe:o_shipr Packing Slip

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

ar:o_invce Invoice(accounts receivable)
ar:o_stmt Statement of account
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4. Enter the detail section of the screen to enter poessage.
5. Click OK or press Enter to store.

City Codes

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

# City Codes - [EX]

File Edit Wiew Navigation Tools Actions Help

OB G YhEEQ AR 90
Q4 @ @ @ 0 9 =

© Find Prev Mest Add Update Delste Browse

City: |[&4RONSBURG |
10f 17.054

OWE.

Country Codes

The Fitrix database comes preloaded with all Cqu@trdes. The data stored in the country codes table
is used to validate the country code entered whegriag your customer and vendor addresses.

& Country Codes B =1E3

File Edit Wiew Navigation Tools Actions Help

OB GUhEE] BBP @0
Q4 @ @ @ 0 9 =

© Find Prev Mest Add Update Delste Browse

Country Code: :LS_'
Description: |UNITED STATES |
10f1

OWE.
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Update Email Templates

Please note that the email template below andlatenttifies designate recipients that the listgphas been
changed are delivered with the software and areihetemplates available at this time. Future titgs that may
be needed will need to be coordinated with a prognar as there is some programming involved to ektre spe-
cific data needed using the special charactergji®elow.

# Update E-Mail Templates Hi=1E]
File Edit Wiew Navigation Tools Actions Options Helg

OB U UhDEQ MR EOO0ED 00
P @
it Recipients

A 600 0 0 &
“ Find Prew Mest Add Update Delete Browse
Event Cade: [HOLD_PROD_ORDER |

Drezcription; iE‘_UDUCTH:lN ORDER BEING HELD
Aitive: IT‘(J

Type: [EMAIL il
Mezsage Subject: !Drder tprod arder held by fuzer with &reazon |

Seq Test |
i 1 Production order &prod_order has been held by &uzer with hal
| & d code &reazon

10f1

OWE

When in Update mode, click on the Recipient icorttantoolbar and enter the recipient’s email addréke condi-
tional expression field is reserved for future asd can therefore be left blank for now.
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# Add on detail recpnt

VeoED @0

Conditional Expression

[ﬁ oK ] ’_D;i Cancel J

Enter and e-mail address S

The mail addresses used must be internal compaay addresses. Addresses not internal will recadtditional
configuration by your IT department.
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Multilevel Tax

This menu contains options that are used only witiftilevel sales tax. Multilevel tax-
es are used to assign up to multiple tax codesiogde line item on a sales order or
AR/AP invoice.
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The Multilevel Tax Menu

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser [= [B]X]
Fle View Exerute Settings Help

dym=am

0T Financial Management =y
LS B Rt 7 Multi-Level Tax

4 Bdlds g5 Z Accoll & @ Update Multilevel Tax Codes |
o | © Copyright 2007
4 PURREES 3 Accour & b Update Multilevel Tax Periods P —

. : . = Softerare Solutions, Inc.
0 PR 4 Payroll & ¢ Update Multilevel Tax Groups
B Produt gy 5 Fixed/ = d Print Multilevel Tax Codes
7 Gener @ B MU-C B o Print Multilevel Tax Groups

7 Multi-l &= 1 Print Multilevel Tax Analysis

4 et

E [ EPE"

.

I Status Idle
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Update Multilevel Tax Codes

The tax codes entered here are used with the pudtitaxes feature. The multilevel tax featuresisdiin the
Accounts Payable, Accounts Receivable, and Orday Emodules.

When you plan to switch to multilevel taxes, yoed¢o set up your multilevel tax codes. You shqéd
form this stemafter you set up your ledger accounts, d&edoreyou set up your default files.

Note:

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

The Multilevel Tax Code screen:

# Update Multilevel Tax Codes

Eile Edit' “iew HMavigation Tools Actions Help

T L NIXE Q BP0
A 0 OV 0 U K

© Find Prev Mext Add Update Delste Browse

Multilevel Tax Code: A?LT.&R- Il
Multilervel Tax Rate: | 7.654]
Description: [CITY OF ATLANTA TAX |
Courtry US.-’-‘« il
Frovince / State ; I_G."—‘l.
Department: @ _
Include Tax 'With Asset/Expense: :EJ
A/R Tax Account | 210000000 ACCRLIED SALES TAx |
A/R Dizcount T ax Account; I__ 210000000 .-’-‘:CEFH-LI-ED CALES Tax I
AP TagAccount | B3B500000 & | [SALES TAX EXPENSE |
AJP Discount Ta Account | 638500000 o, |  [SALES TAX EXPENSE i
1of7

OYR

1. Multilevel Tax Code:

This six-character field is required. It stores tele assigned to a particular tax category ared rat

2. Multilevel Tax Rate:

Multilevel Tax
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Enter the tax rate for this multilevel tax codetdgrihe tax rate in whole numbers. Example: 15%5as
(not .15). This field is required.

Description:

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

Country:

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

. Province / State:

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

Department:

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

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

Include Tax with Asset/Expense:

Y/IN field-entry optional. This field affects the waansaction amounts from the Purchasing modusé po
to asset or expense accounts in the General L€@dgr Entering "Y" causes tax to be included in the
amount posted to the expense or asset accourd i@lth

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

For example, suppose your company purchases angxjtem and is obligated to pay state sales tax on
it. How do you want your accounting system to hantls situation? Do you want the full amount o th
purchase (item plus tax) to post to the GL expagseunt, or just the amount of the item (purchase
amount less tax)? Entering "Y" in this field caufiesamount (item + tax) to post to the expensewauic

in the GL.

A/R Tax Account:

Entry Required-Zoom available. This field goverhe posting of tax amounts when you are processing
receivable documents (A/R invoices, credit memts) er cash receipts. Enter the ledger account to
which you want to post tax amounts for these tygfésansactions in A/R.

Multilevel Tax



Getting Started with Fitrix

9. A/R Discount Tax Account:

Entry Required-Zoom available. This is the ledgaroaint where you want to post any tax amount in-
cluded in discounts allowed on customer invoicest &l businesses track tax in this way. The sgtthh
or N) of the "Calculate Tax on Cash Discounts"dig\/R Defaults form) governs the use, during the
posting process, of the account number you spétcitfyis field. If set to "N", the system calculatss tax
on cash discounts. In this case, the account nuytheenter here doesn't matter.

However, you must enter an account here even ifG@adculate Tax on Cash Discounts" field is seilto
In this case, you should probably enter the sahgeleaccount you used in #8 above. (Use Zoom.)

If you set the "Calculate Tax on Cash DiscountsltfiA/R Defaults form) to "Y", then any discourt a
lowed on an A/R invoice contains some tax. Keemind that you are defining the characteristics of a
Multilevel Tax code. Suppose that, when you use ¢bide in the future, you want to calculate tayAdR
cash discounts and account for that tax in a ledgeount. In that case, you should have define®/Rn

Discount Tax Account when you set up your Charhatounts, and you should set up the A/R Default as

just described. You now enter the ledger accounthar for the A/R Discount Tax Account in this field

10.A/P Tax Account:

Entry Required-Zoom available. This field goverhe posting of tax amounts when you are processing

payable documents (A/P invoices, credit memos) etdNon-A/P Checks. Enter the ledger account
where you want to post tax amounts for these tgpésmnsactions in A/P.

11.A/P Discount Tax Account:

Entry Required-Zoom available. This is the ledgaroaint where you want to post any tax amount in-
cluded in discounts taken on vendor invoices. Nldiwsinesses track tax in this way.

The setting (Y or N) of the "Calculate Tax on C&shkcounts" field (A/P Defaults form) governs theeus
during the posting process, of the account numbarspecify in this field. If set to "N", the systamalcu-
lates no tax on cash discounts. In this case,dbeusmt number you enter here doesn't matter.

However, you must enter an account here even ifGladculate Tax on Cash Discounts" field is selto
In this case, you should probably enter the sahgeleaccount you used in the A/P Tax Account field.

If you set the "Calculate Tax on Cash DiscountsldfiA/P Defaults form) to "Y", then any discoutt a
lowed on an A/P invoice contains some tax. Keemiimd that you are defining the characteristics of a
Multilevel Tax code. Suppose that, when you use ¢bide in the future, you want to calculate taxAdp
cash discounts and account for that tax in a ledgeount. In that case, you should have define®/Bn

discount tax account when you set up your Chaftazbunts, and you should set up the A/P Default as

described above. You now enter the ledger accaumber for the A/P discount tax account in thisdiel

Multilevel Tax
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Update Multilevel Tax Periods

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

Note: If you use monthly and not quarterly periogtsa) need to enter only the first period and tts default
correctly. If you use quarterly periods, do notegatdhese defaults.

The Multilevel Tax Periods screen

# Update Multilevel Tax Periods A=l
File Edit Wiew Mavigation Tools Actions Help
OB WhEE] BAaME00ED 00
P4 @ © 0 O 9 W\
% Find Prev MWext Add Update Delete  Browse
Compary Name: .-’-‘«Bl:- DISTRIEUTION |
Period F'e;ind ear Start Drate End Date
o EREL:D | |oozoos | (osizoos
02 . 2009 : . 02/01/2009 02/28/20038
03 |2003 | |03/01/2009 03431/2008
04 2009 | | 04,/01/2009 04/30/20038
i3] I 2003 I 05401 /2009 05431/2009
0g 2003 : 06/01/2009 0E/30,2009
a7 I 2003 I 07/01/2009 07431/2009
08 2003 : 0s8/01/2009 08/31,/2009
03 I 2003 I 09/01/2009 03/30/2009
10 2003 : 10401/2009 104312009
.11 :2009 [ :113’01;’2009 | [11/30/2009
1of1
[@ oK ] [Q:{ Cancel l
Enter the two digit period number, T

1. Company Name:

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

2. Period:

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

3. Period Year:
This is the year of the reporting period. The difisthe last period year entered.
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4. Start Date:

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

5. End Date:
Enter the end date of this reporting period. Ied#s to the end of the month entered for the skaiet.

Update Multilevel Tax Groups

This menu option is used to enter multilevel taaugrs. Tax groups handle the special cases wheare dhe
two or more taxes for a single line item. You cae up to four different tax codes and the ratesciest®d
with them in a given tax group.

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

Note:

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

Accounts Receivable:
» Update Receivable Documents
» Update Receivable Defaults

e Update Customer Information

Accounts Payable:
e Update Payable Documents
« Update Non-A/P Checks
» Update Payable Defaults

« Update Vendor Information

Multilevel Tax
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The Multilevel Tax Groups screen:

96

# Update Multilevel Tax Groups

Eile Edit “iew Mavigation Tools Actions Help

OB O UEEEQ AN BO0LES 90
‘A 600 0 0 &

© Find Prev Mext Add Update Dslete Browss

bultilervel Tax Group Code: SEATH
Descriptior:  |SEATTLE SALES TAX

TaxCd Dezcription Rate Curnulative
[KINGED | |COUNTY DF KING TAX . 1300 [N
SEACTY | |CITY OF SEATTLE Téx || ato0 (M
| | |
- |
E ~%f E

| Enter a [¥] if this tax is cumulative on taxes before it,

e Detail

YR

Multilevel Tax Group Code:

This is a six-character field and is required.

Description:

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

Tax Code:

Enter a six-character multilevel tax code. The imyel tax code must already be set up throughre
date Multilevel Tax Codes program. The Zoom featsii@vailable. When you enter the tax code, the de-
scription and rate appear for this multilevel taxle. NOTE: up to four different tax codes and tites
associated with them can be implemented withirnvargtax group.

Description:

This display only field contains the description fee multilevel tax code. The description was mdéan
the Update Multilevel Tax Codes option.

Rate:

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

Cumulative:

Enter "N" if the tax should be calculated on thearmaount (without tax) only. Enter "Y" if the takauld
be calculated on the total of the goods amount fhlesmount of tax on those goods for a tax thpears
on a previous line.
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For example, PST, Canada’s Provincial Sales Taftén calculated on the price of the goods ples th
amount of the federal GST (Goods and Services T .tax groups are used in the following way:

Table 1: Multilevel Tax Group Code: A

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

e

The G and P tax codes must be set up in Updatdl®ugt Tax Codes with the appropriate rates and ac-
count numbers. For a net goods amount of $300ptlmeving tax is calculated in invoice entry wheret

A tax group is used.

In this example, GST is 7% and PST is 6%:

300.00 =

300.00 X

321.00 X

340.26 =

Net goods amount (without tax)

.07

.06

21.00

19.26

= GST

= PST

Gross goods amount (with tax)

Multilevel Tax
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Print Multilevel Tax Codes

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

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

This menu option allows you to print a summary deéail report.

The following Selection screen appears:

& Select dat_range
Eile

: @

Period r'ear From D ate ToDate Ledger
12/01/2009 (€13 12/31/2009 €3] R

[0 0K, ] [t:‘ Cancel ]

OWR
Enter 'R' for receivables, 'P' for payables, nothing for all

Print Analysis Summary

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

Print Analysis Detail

This option prints a detail report of the multilétex information posted to the Multilevel Tax a4ty file. It
prints the ledger account number and descriptiomgice number, date, tax code, goods amount, and ta
amount by account number and tax code.

The goods amount is the amount of goods sold sitdlxirate. This does not include the tax. Thewilhg
formula may be helpful for remembering the termagy:

Gross amount = Net amount (goods amount) + Tax amat
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Batch Control

This chapter shows you how to:

» Create a Batch ID
* Reassign a batch ID

*  Approve a batch ID
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Batch Control Feature

Batch control is an optional feature which alloviffedent users to independently enter separatehbatm the same
application at the same time. For example, befoterang invoices in Accounts Payable, user #1 evilate a batch
and a batch ID number will be generated. All daiixye edit lists, and postings for user #l will d@ne within this
batch. When user #2 enters invoices in AccountsiBlayall of these transactions will be entered batch created
by user #2. These transactions will post separétety those entered by user #1.

Batch control is found in the following Fitrix molds:

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

Activating Batch Control (Initial Set Up)

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

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

& Update Payable Defaults M=
File Edit “iew MNavigation Tools Actions Help
‘OB @G W B E A B B P @ o

S fut Prnt | Ok Cancel cﬁi r.-._np_l,l Faste Zoom  Motes UFielde ToDo  Technical statuz  Help

A G P90 O © &

Find Prew Mest Add Update Delete Browse

Invoicing Tems Cod: |8 & [2%10NET PAYMENT 30D4YS ]
Fultilewel Tax
Drefault Tax Code: rT‘JEI-'I'-JEAX_ __ Tax Entry on Detail Line: 'YI
Grozz Invoice Entry; I‘-J] Calculate Tax on Cagh Discounts; Nj
Account Mumbers
AP, [ 200000000 & | Caste | 100000000 &, | Discount [ 503000000 4|
Aging Infarmation
Age On: D [ - Due Date, | - Invoice Date)
Desc: | Cument | [ 1te30Daps | [ 31 toE0Days | | OverB0Days
Dys [ 0] " ]
Tax Reporting
Federal Tax |0 Mumber: 91 303556 | “Wendor Default faor 1099 Reparting? r?u
Miscellaneous
Iz &/P Setup Complete?: Y Batch - Invoices?: N Payments?: N
Require Approial to pozst?: N Approval Code: [ ]
1of1
OWE

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

Require Approval To Post- If this is set to "Y", you will be allowed to &1 documents and perform any other
procedures but you will not be allowed to postiuhi batch has been approved for posting. On@chthas been
approved for posting, you can make no further charig the batch. If approval is not necessary sthisild be set
to "N".

Approval Code - Enter the approval code needed to approve bafohg@osting. The code entered will not be visi-
ble on the screen. This code can be differentdchepplication. If at a later date this code nded® changed, the
original code will be needed to access this figlis same code is used in other batch operatiotisnithe module
such as accessing someone else's batch or selelttbaiches.

Transaction Processing (using batches)
&

B atch Options

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

The following picker window will display:
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#& Choose an Item... [ |

File Edit Help

EIES

OBRg ' @

#Create & Batch
Select an Existing Batch
Cancel a Batch
Select 4ll Batches

[@ (1] 4 ] [ﬂ{ Cancel ]

OWR.

Create Batch- This option will create a new batch. A batch tries created prior to entry of transactions. All
transactions you enter will go into this batch utht& batch is posted or you create another neshbat

Select An Existing Batch- This is a zoom window that will display all actibatches for the current batch type
(batch type= "AR" for AR invoices, "CD" for AP caslisbursements, "GJ" for GL journal entries, etc.).

First a prompt displays, "Select From Your BatcBedy Y/N?". If "Y" is entered, only batches owneg you will
display and you can select any batch from the IistN" is entered, you will be asked for the apyal code. All
batches will be displayed regardless of the owndryeu can select any batch from the list.

& Prompt

Select from your Batches only?[v /M) ID

Ia oK ] ’Q:* Cancel ]

x

Next a list of batches will display.
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& Zoom abatchz Q@@

File Edit Help
LN I )
Batch ID Owiner Created By Create Date Stat
28 bettyb bettyub 04424,/,2007
179 bettyb bettyb /27,2009 ACT
247 bettyb bettyb 03/419/2010 ACT
248 bettyb bettyb 03/419/2010 ACT
2419 bettyb bettyb 03/19/2010 ACT
[ 4 0K ] [!:_‘ Cancel ] [ﬂ Mew Search
OWR

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

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

Select All Batches This option is a manager level function anddpproval code is required to access this option.
This option allows the manager to view and editralhsactions in all active batches simultaneoudyches can

also be posted simultaneously without prior indixtibatch approval. Selecting a batch through $&lerdExisting
Batch option will remove manager from All Batchesde.

Batch Approval

Batch approval by management can be done from ¢warate menus and all maintenance functions rethére
approval code.

1. Approval Within Application:

There is a menu option at the bottom of each agtdic menu where batching is used labeled UpdatehBa
Maintenance. User can only access those batchesaba the batch type of the module they are @-(i.
AR,CD,GJ,etc.).

When Update Batch Maintenance is selected, thevillg screen will display.
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#& Update Batch for Invoicing =13

File Edit “iew MNavigation Tools Actions Options Help

=51

OB UUhEER ARN OO

&

" Batch Options

Q4 0 O 9 0 9 .\
© Find Prev Mest Add Update Delete Browse

Batch ID: | 197] Batch Type: [8R|  |&/R INVOICE ENTRY
Dwiner: [raﬁy|—| Status: [ACT | [Active |
Create Date: 'W Tirne: ﬁ_@{ﬂt|
oy i |
Approve Date; —|@ Tirmne: \:l
e |
Fost Date: |—I-l-l’.’1-| Tirme: i—_|
N —
Past Sequence Murnber: |7D—I
Total Transactions Posted: |—EI]
Tof1

OWE

The Add, Update, and Delete options on the actioibtr are disabled. Use the Find command on ttieraioolbar
to locate a batch.

4

Once found, select ttEE Bt Ealfas

.icon from the action toolbar and then select hattte following picker
window will display:

#& Choose an Item... [ |[TX]
File Edit Help

‘OBOL @

15 elect an Exizting Batch
Cancel a Batch

Select 4ll Batches
Re-dzzign Owiner of Batch

[G oK J [Q:f Cancel ]

ONE.

If the batch displayed on the screen is approvedus = APR), the picker window will not have anpipve option
on it. It will have a Un-approve option instead.
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Note

The first three options on this window have beeavimusly discussed in the Transaction
Processing section.

Approve Current Batch - the batch is now approved for posting and naxgha can be made to the batch.

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

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

2. Approval from Administration Menu:

There is also menu option on the System Administnanenu. The only difference between approvingtp

here versus within the module where batch congraktive is that the manager can access all bategasdless
of batch type.
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Chapter 12

Security

This chapter shows you how to:
*  How to set up individual users
* How to set up a group of users that should havedhge security privileges.
* How to set up security at the module level, proglewel, and event level

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

You can think of security in terms of levels. FitBecurity defines three levels for both systenraiaed our appli-
cations. By using a hierarchical structure, Fi8pcurity establishes a permission precedence. @ncanderstand
the hierarchy and the logic behind Fitrix Secunjiyu can design a security plan appropriate for yusiness.
This chapter covers the following topics:

e How Security Works

e The Security Programs

How Security Works

As mentioned before, Security is based on a hibyar¢ou design your security system around threelgeof users.
The key to setting up a quality security systemeteis on your understanding of these levels andthewrelate to
each other.

User Level Description

Individual User - this level defines system users on a uniquedividual basis. All system users, in other words
anyone able to log in to the system, are considiewdididual users. You can grant individual usexpleit allow or
deny permission settings.

User Group - this level is made up of a subset of systemausésu define and determine the types of groups and
the members of each group on your system. Whersgbpermissions for a group, all members of thegiare
given that permission.

Defaults - this level is made up of all system users. #sudefaults as a keyword that signifies a usergoomtain-

ing every individual user. When you set permissifomgiefaults, you are setting permissions fouakrs who do
not receive more specific group or individual pessions.

Application Level Description

Module - a collection of input and output programs th@hpose an application product, such as Generaldredg

Program - a single program within a module. For instar@eneral Ledger Setup is an input program within the
General Ledger module.

Event - an activity or command within a program. For epé&nmany input programs let you update currerdrinf
mation. The update command is considered an event.
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Determining Precedence

Security determines precedence in an inverted attdm up" manner. In other words, the most spesiiitings (the
individual user settings and the event settinge} fmecedence over the more general settingsrrirstef user le-
vels, Fitrix Security searches for an allow or deeymission first on the individual level, thenthe group level,
and finally on the global or defaults group levalterms of application levels, Security looks ffias the event level,
then the program level, and finally the module leve

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

Event >> Program >> Module

Overlapping Group Permissions

Security is designed to meet as many custom sga@aitips as possible. For this reason, you cae jhaévidual
users into more than one user group. Sometimesevenwusers belong to groups that contain confliciermis-
sion settings otherwise known as overlapping usaupgs. Users that belong to overlapping groupgien allow
permission. For instance a customer service reprathee might belong to a group named Customeri&eiand a
group named Sales. At times, customer serviceargsales reps might have conflicting permissidtinggs. For
instance, customer Service might allow the Updaémeand Sales might deny it. In this situatioe, tustomer
service rep that belongs to both groups is ableséothe Update event.

Security Programs

Note

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

Fitrix Security is a collection of programs that yeu define security permissions for each levalsdr and applica-
tion. Security consists of five input programs. 3&@rograms work interactively. In other wordspmnfation de-
fined in one program is used to provide informationanother program. Even an activity or commaurithivw a
program. For example, many input programs let ypdate current information. The Update command,,ttgen
considered an event.
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To access these programs from the main menu, atickxecute and then click on security. This drogrdbst dis-
plays:

Security Graups

User and Group Permissions
Security Events

Module and Program Information
Eroup Security Control

Security Groups - this program lets you define which individuaéts belong to which user group. By creating
groups of users that require similar system acg@ascan simplify your security configuration. Fetample, you
might want to assign sales department to a groopedasales.

# Main Screen M=
File Edit “Wiew Navigation Tools Actions Help
OB QW HEEAA HaEM E00ED 00

ia @ © 9 0O 9 W
% Find Prey MWest Add Update Delete Browse

Security Groups

Group Code: ;3|es—
Description: SALESDEF’AHTMENT

| U zer Lagin
; irb (=]

| mnary|

|
1of1

[ 4 0K J [ri( Canicel I LE Header I

OWR
Enter the user login.

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

User & Group Permissions- this program provides a complete method for tifigng the users and groups on
your system. In addition, it links information inet Module, and Event programs with user and gra@iinitions,
and it allows you to set explicit user and groumpssions. Most of the work you do with Securitydsne in this

program. In the example below all users that betorgroup “sales” are not allowed access to theeGd.edger
module.
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EEX

# Main Screen
File Edit “iew Mavigation Tools Actions Help

OB G YLhEER OB G000 @0
A @O0 0O 9 W

" Find Prev Next &dd Update Delete Browse

|Jzer and Group Permizsions

Jzer Login Last Mame First Mame b4l
[sales | |SALES DEPT ! |
Company: Department:
Manager: | Phore: _-
[ Module Frogranm Exent Diescrptinm Al
al M
1of1

Setting Individual User Permissions

The most basic task of the User and Group Permisgicogram is setting permissions for an individigdr. To set

permission for an individual user:
Step Action

1 Select Add from the action toolbar.

2 Enter values for the User Login and Name fields.

For example, if you are setting permissions forypanter maryj in the User Login field
and Mary Johnson in the name fields. The User Lagih Last Name fields are the only r
quired fields. The other fields in the header sgctre optional, such as the Department

and Phone fields.

[9°)
]
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3 Click detail or press Ctrl- [TAB] to move to tdetail section of the program. In the detail sec-
tion you can enter the module, program, and eveuatwant to set permissions on. You can
also click on the magnifying glass in each fielpogss Ctrl-[z] to pick from a list of defined
modules, programs, and events.

For example, suppose you want to deny maryj thidyatw post journal entries because
they should be reviewed and posted by the Accogmtianager. Below is the entry that
would be made:
Main Screen
File Edit Wiew Navigation Tools Actions Help
OB |OWEBREQ BN E00ED 90
i @ @@ 0 9 &
% Find Prev Mest Add Update Delete Browse
User and Group Permissions
Uszer Login Last Mame Firzt Mame [LH]
maryj JOHMSOM AR A
Company: PARTS PLUS Department;  |ACCOUMTIMNG
Manager: [BILL JOHMSOM FPhone: |770-433-8000
Module Frogram Ewent Drescription Allow
(&) p_genim N
50f6
[@ ak. l [Q:(Eancel ] @Header ]
Enter the module name. [ @l
4 Once you finish entering permission data, prE®$T[ER] or click OK to store your entry.

Setting Permission for an Entire Module

To set permissions for an entire module, only dpeébe module name in the detail portion of Used &roup Per-
missions. For example, to deny lizb access toraljmms in the General Ledger module, make thevatig entry:
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& Main Screen g@@
File Edit Wiew Mavigation Tools Actions Help
OB |OWRPEQAIABM E00ED 00
i Q @ 0 0 9 &
% Find Prev Mest Add Update Delete Browse
Uszer and Group Permissions
Uszer Login Last Mame Firzt Mame [LH]
lizb BLALCK, LIZ A
Company: \PARTS PLUS Department: |SALES
Manager: |LIZ BLACK, Fhane:
Module Frogram Ewent Drezcription Allow
=) N
4of6
[‘ ok ] [’;‘Eancel ] @Header ]
Enter the module name. @i

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

Setting Group Permissions

You can also set permissions for groups that yome ldiefined in the Security Group program. In theeavay you
set permissions for individual users, you alsgsemissions for groups.

To set permissions for a group:

1 Select Add from the action toolbar..

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

For example, to deny access to the Payroll modulkd sales department you would have
this entry:
& Main Screen E@@
File Edit View Navigation Tools Actions Help
OB UUhEEA BB BOOEDH |90
i Find Prev Mest Add Update Delste Browse
User and Group Permissions
User Login Last Mame First Mame M
sales SALES DEPT
Company: Department:
M anager: Phane:
Module Program Event Drescription Allow
= N
[O oK ] [l;(l:ancal ] [EHeader ]
Enter the module name. o8
4 Once you finish entering permission data, clinkaK or press [ENTER] to store your entry.

Setting Defaults Permission

The Defaults permission is a reserved permissittinge The values set for Defaults are passedltosalrs and
groups not otherwise defined. For instance, ifuber bettyb does not belong to any groups and mimdsave an
individual user entry, she receives the permisssatsn defaults.

To set Defaults permission:

Step Action

1 Select Add from the action toolbar..

2 Enter defaults in the User Login field and DEFAK&.in the Last Name field.

3 Click Detalils, or press Ctrl [TAB] to move toetlletail section of the screen. In the detail se
tion, enter the module, program, and event you wasét permissions on. You can also click
on the magnifying glass in each field or press-{2{rto pick from a list of defined modules,
programs, and events.
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4 Once you complete setting defaults permissiditk on OK or press [ENTER] to store your
settings.
Warning!

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

Module and Program Information - this program lets you enter the modules andnarog eligible to secure. All
Fitrix modules and programs come pre-loaded. Ydy need to use Module and Program Information wjnan
create custom programs or modules.

# Main Screen E@

File Edit Wiew Navigation Tools Actions Help
ORGP HRE @00
AR 0P 0 0 O W

" Find FPrev Mext Add Update Delste Browse

todule and Program Information
Madule Narne: gl
Frogram Mame: I|_n::halt ' Description; G.n"L.&ccountsEntr_l,J
User Definabler M|
20f29

Adding Custom Programs to Module and Program Information

When you create a custom application, the Repote@®enerator automatically builds logic that Segugcogniz-
es.

To add a custom report to Module and Program Iné&pion:

1 Select Add from the action toolbar.

2 In the Module Name field, enter the module divegbf the custom program. For example, if
your custom report is in sales.4gm, enter saléisarModule Name field.

3 In the Program Name field, enter the programctiing that contains your custom report. For
example, if your custom report is in q1_sales.4g$er q1_sales in the Program Name field.
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4 Enter a description for your custom report in[Erescription field. The User Definable field is
a non-entry field. At this time, you can leave tfigdd blank.

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

Security Events- This input program is similar to Module and Rmag Information. It too comes pre-loaded with
events used in our programs, such as add, detetejpdate. Similar to Module and Program Informati®ecurity
Events just lets you define events that are ekgiblsecure.

# Main Screen =l
File Edit Wiew Navigation Tools Actions Help

T LYIXE QBN @0
A GO0 0 Q@ .

© Find Prev Mest Add Update Delste Browse

Security Events
Module Hame Frogram Hame Event Mame

| [ updats

Description: Update aFecord -

Default Setting: Uzer Definahle: N
11 0f 11

OVE

Adding Custom Events to Security Events

If your application contains custom events, you add these events to the Security Events programe @dded,
you can use the User and Group Permissions progratace individual and group permissions on yaigtom
event. Unlike custom programs, where Security l@gits generated automatically, you must add aifeas lof code
at the start of your custom events for Securitpeable to recognize it. For example, suppose yeate a q1_sales
program. In g1_sales, you create a custom evenalioavs users to fax report output to company headers. At
the start of your custom fax event, add the folluydines of code:

# Inserted for program level security.
# Check for permission

if not security _chk("fax")

then

call security_msg("fax")

exit program(100)

end if

118 Security



Getting Started with Fitrix

After you add this code to your custom event, mgkirat event eligible to secure requires the foilgasteps:

1 Select Add from the action toolbar.

2 In the Module Name field, enter the module diwegiof your custom program. For example, |if
the module directory is sales.4gm, enter sales.

3 In the Program Name field, enter the programatlimy of your custom program. For example,
if the program directory is q1_sales.4gs, entersqles.

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

4 In the Event Name field, enter the name of yaist@m event. For example, if the event name
is fax, enter fax.

5 In the Description field, enter a descriptioryofir event.

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

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

Group Security Control - Group Security Control is a simplified versiontbé User and Group Permissions pro-
gram. With Group Security Control, the most comrpoogram events are already listed. Group SecuGiyti©|
gives you a graphical matrix with which to assigmmission settings for a defined group on a defmedule. In
the example below the sales group can view invgntems and pricing but cannot add, update, ortdele
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#& Main Screen |:”E @

File Edit “iew MNavigation Tools Actions Help

OB OWihEER BB S00ED 00
ia @ © 0 0O 9 &
i Find ‘Prey Mest Add lUpdate Delete  Browse
Group Security Control
||SALES DEPARTMENT |
.| [Irwventory Cantral ]

Group | sales

Module |c

Frogram Run | Add Upd Del ' Fnd Brw  Tab | Opt Bng  Hot  Mav A
Itern Adjustment Entry

1/C Contral File Update

Itern Purchaze Cost Entry

Itern Count Adjustment Entry

Wiew/Delete Inventary [kems

Yiew/Delete ltem Warehouszes | | |
Irventary [bemm Entry | il M N Ir. i
Item Seling Price Entiy A N M N i [l
Item Purchasze Entry

Item Shipped Entry

!i(

[‘ 0k, J [r_:{[lancel J @Header J

YR,

Enter perrmission for the Tab option,

Overview of Security at the Menu Level

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

Setting Up Menu Level Security

Set up users and groups using the standard sepuijyams previously discussed. Once these axgdellow the
instructions below to set up your menu security.

On main menu, select View from the toolbar.

Select edit.

Select default radio button and then click on OK.

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

PONPE

Mew Folder
MNew Program
Edit

Delets
Security
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5. When the screen below displays set who shouldlbeed access. For example the Allow column below
has group “acct”, only users in group acct wouldab@ewed access to GL. When users outside of group
“acct” launch the Financial management menu theotion will be grayed out (inaccessible to them).

Maintain Security for: 1.mainmenu.main

£oX

Al

Groups

acct
sales

Lsers
billj
jackb
lizh
mary]
sales
Susans

& ok 24 ouit|

| Digallmw

i

6. You can also set this for individual programs withi module following the same steps.
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Appendix A

Quick Reference: Editing
and Movement Commands

The table on the following pages shows the standatal-entry, editing, and movement keystrokes tis@dighout

Fitrix screens:

Key or
Key Combination

Effect

Data-Entry Commands

[Enter] Store

Exit and save the information on the screen talttabase.
[ESC] Cancel

Exit and do not save the information on the screen.
[BACKSPACE] Backspace

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

Bring up the picker window so you can move to &edént window within the program.
OR

Zoom

Use the Zoom function to find the appropriate vdtrea field.

Editing Commands

[F1] Insert Row

Insert a row (in the detail portion of a screen).
[F2] Delete Row

Delete a row (in the detail portion of the screen).
Insert Key Activates overtype mode.
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Delete Key Deletes one character to the left ofctimsor.
Home Key Moves cursor to beginning of the datalfiel
[CTRL-[C] Copies highlighted text.

[CTRL-[X] Cuts highlighted text.

[CTRL-[V] Pastes text.

[CTRL-[a] Highlights all text in the data field.
[CTRL-[d] Deletes one character to the right of tuesor.
[CTRL-[h] Deletes one character to the left of thesor.
[CTRL-[K] Deletes all text to the right of hte cors

Movement Commands

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

[F4] Page Up
Move up one page (window-full) in the detail portiof the screen.

[CTRL]-[TAB] Next Window
Move to the next window or section of the screesudlly toggles between header and
detail section.

[CTRL]-[1] Move Right
Substitute for right arrow if there is no right@r on your keyboard

[CTRL]-[h] Move Left
Substitute for left arrow if there is no left arr@m your keyboard

[CTRLI] Move Down
Substitute for down arrow if there is no down armvyour keyboard

[CTRL]-[K] Move Up
Substitute for up arrow if there is no up arrowyoir keyboard.
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Appendix B

Quick Reference:
Implementation Guide

The following pages describe the steps neededttpoge system up and running. For a more detailgda@ation
of each step, refer to the User Guide for that nfeadu
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Fitrix Implementation Checklist

COMPANY SET UP AND MULTILEVEL TAX

1. Update Company Information (GL-9-a):

« Enter Company Name and Address and remittance saliréifferent than your Company Address.
< Set multilevel tax flags to applicable setting
e Enter department codes

< Enter credit card interface information if you aieng credit card processing in order entry

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

groups when the account numbers are set up. Séers8dpdate Beginning Balances" under General leedm-
plementation.

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

This is where you set up the chart of accounts.ddm®unts can be set up now or set up concurrestthythe be-
ginning balances. See section "Updating Beginniataices" under the General Ledger Implementation.

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

Set up all checking accounts General Ledger acamumbers that must interface with the Accounts Biey&heck-
ing Account Reconciliation program. The ledger nenstmust be set up prior to doing this.

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

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

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

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

1. Update Defaults (GL-4-a)

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

Define retained earnings account numbers that st already been setup.

Direct DB/CR entry - if this value is set to N, usdll have to enter a (-) sign in front of dollamounts
when entering journal entries in order to creddcamt numbers that are normally debited and vigsaze

Ledger Complete Set Up Date - This should be dafyderiod defined in (a) above. All transactionshaa
date equal to or greater than this date will poshé general ledger.

Ledger Setup Complete - Do not change this fldtytountil you have entered beginning balances ¢&2e
below). Once this flag is set to "Y", balances nahbe changed except through transaction proagssin

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

Period Maintenance (Ctrl TAB to get to this sectidrscreen) - Enter the date range for your begimipie-
riod. For example, if current period and year geiruDefaults is 01 2000, user will enter the faling:

Period Start Date End Date GL Controlled

01 2010 01/01/2010 01/31/2010 (system maintained)

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

Update Beginning Balances (GL-4-c)

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

Enter account description.

Enter "Subtotal Group” (optional) - This code vgtbup like accounts together and subtotal themir@ant
cial statements (ie, a subtotal code for all trarel entertainment accounts could be T & E Expenses

Increase with Credit? This will default to "Y" oN" based on account number ranges previous sétarp.
example, if this account number falls within thage of current assets, this value will defaulth."User
must change this field for contra accounts (iepaudated depreciation will default to "N", so useunst
change to "Y").

Detail section (Ctrl TAB to get to this sectiontb& screen)
1. Enter department code if applicable, Systemdhugfhult to 000.

2. Enter beginning period and year (ie, if curneatiod and year set up in general ledger defaGlis4-a)
is 01 2010, you would enter the following on thisegn:
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Dept Period Activity Balance This Period Postings Beiehgl

000 01 2010 skip this 500.00 (system maintained) 00.0

Enter the beginning balance for the current pegldich is equal to the ending balance of the period
immediately preceding your current period) in tladalnce column. Do not enter anything in the agtivit
column for the current period.

Balances for periods prior to the GL Setup Compleste can also be entered here but they will be
strictly for historical/comparative reporting. Yean not post transactions to periods prior to theS6-
tup Complete Date. If entering info for prior pet enter values in both activity and balance colsim

For accounts with no initial balance you must eatéalance of zero in the balance column if yothwis
to see these accounts listed on financial rep@&fisre any activity is posted to them.

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

« Go to Update General Ledger Defaults (GL-4-a) dmhge ledger setup flag to "Y". Once set to "Y*, ac
count balances can only be changed through traosgmtocessing.

e Optional Features The following features aremyl :
1. Source Document Type (GL-4-e) See General Ledgdser Guide.

2. Account Groups (GL-4-g) See General Ledger Us@&uide.

The Account Groups can assist you in entering reaytransactions that involve the same set of gene
al ledger account numbers each time. The Accouati@ can be used in GL, AP and AR. Each time
you use an Account Group in a transaction, the igéfedger account numbers in that group will auto-
matically populate the fields and you enter the ant®.

Recurring Documents (GL-2-a) Recurring documengspaiedefined documents stored in a file for oc-
casional or periodic use in transaction processing.

ACCOUNTS PAYABLE
1. Update Vendor Payment Terms (AP-3-d)

2. Update Accounts Payable Defaults (AP-4-1) LeAgeounts Payable Complete flag set to N until yauéhen-
tered all open items and verified total of itemsasrect.

3. Add Vendors (AP-3-a) Enter the vendor addresisdatail information.

4. Update Account Groups (AP-4-c) The account grgathers a set of pre-determined general ledgesuatc
numbers. A useful way to use this function in ARd attach an account group to the Vendor's dilthat when
you enter an invoice for that vendor, the genadbér account numbers normally used for this veaderau-
tomatically entered into the invoice detail arddaen you only have to fill in the dollar amounts.

5. Add Vendor Pay-To's (AP-4-f) If a vendor has entitan one remittance address, use will enter ag&y each
address. Documents will be entered in accountsijpayssing the pay-to code so that the remittanclress on
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the check will be correct. If no pay-to addresased, the address on the check will be the addetasp in Up-
date Vendor Information.

Enter Vendor Open Items (AP-4-h)
Print Vendor Open Items (AP-4-j) Print this rej@o verify open items and total of items are eotr

Update 1099 Accounts (AP-4-j) Enter cash accowmbers through which disbursements will be trdc&e
those vendors that have the 1099 required fieleeimdor master set to "Y".

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

ACCOUNTS RECEIVABLE

Update Customer Payment Terms (AR-2-d)

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

Add Customers (AR-2-a)

4. Add Customer Ship-to's if customer has more transhipping location (AR-2-f).

5. Enter Customer Open Items (AR-3-h)

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

7. Enter Customer Credit Card information if apatile (AR-2-m).

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

INVENTORY CONTROL

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

2. Enter Commission Definitions (IC-4-c) This allewou to associate a commission code with speicifientory
items.

3. Enter Item Classifications (IC-4-d) This optibfeature allows you to group inventory items farious func-

tions and reports.

Enter Inventory Defaults (IC-4-a) Leave Invegt@etup Complete to N until the inventory itemsaufities on
hand and average costs are entered. Then comabdahange Setup Complete to "Y".

If set to "N", you can enter the quantity on haadgrage costs, history and cost stack informatimng indi-
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vidual inventory item setup.

If set to "Y" before items, quantity and averagstsaare entered, you will have to enter all exisiimventory
quantities by receiving, shipping or transferringentory items to affect the inventory, and theeysautomati-
cally calculates average costs.

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

b. Enter Inventory Item Warehouse Detail. Pres$ TAB to access this area. Zoom to display pickén-w
dow and select "Modify Warehouse Detail".

"When you record the quantity on hand for itemshwveitcosting type of LIFO/FIFO, a screen will appsar
that you can enter the LIFO/FIFO cost stack.

"When you record the quantity on hand for itemg tra serialized, lot or both, a screen will apmathat
the serial and lot information can be entered.

c. Copy the inventory item to additional warehouda®ecessary. Press Ctrl Z while in the inventdetail
screen and then select "Copy Warehouse to Another".

d. Modify the Warehouse information for inventotgms placed in additional warehouses.

e. Enter Reorder Detail. This is an optional itefoom while in the inventory item detail sectiondisplay
picker window and select "Modify Reorder Detail"

6. Print the Valuation Report (IC-3-F-a) Run theport after all inventory items and quantities setip. Enter the
Grand Total value into the Inventory account ineyahledger.

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

8. Set the Inventory Defaults Setup Complete Faatyt. (IC-4-a)

ORDER ENTRY

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

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

4. Add Kit Definitions (OE-4-c-d)

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

6. Add Special Price Defaults (OE-4-c-f)
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7. Add Debit/Credit/ /RMA types (OE-4-c-g)

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

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

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

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

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

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

16. Add Order Entry Customer Information (OE-4-ep3¢lof the customer information will be enteredhié cus-
tomers are already entered during Accounts Recleivsiup.

17. Add Customer Ship-to Addresses (OE-4-f) Entestamer ship-to information if the customer hastipld ship-
to address or the address differs from the addneg®e customer file. If no ship-to address iscesd, the sys-
tem will use the customer address.

PURCHASING

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

2. Add or Modify Order Line Type Definitions (PU¢tb)

3. Add Buyer Definitions (PU-4-c-c)

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

6. Enter Landed Cost categories (PU-4-h)

7. Add Purchasing Defaults (PU-4-c-a)
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PAYROLL
1. Add Accrual Codes (PY-4-c)
The accrual codes are used for sick leave andieacatcruals.
2. Add Income Codes (PY-4-d)
3. Add Deduction Codes (PY-4-¢)
4. Add Obligation Codes (PY-4-f)
These codes are used to record employer obligasiecis as FUTA and FICA.
5. Add Tax Tables (PY-4-i)
You will have a tax table for each type of tax sash-ederal Income Tax, State Income Tax, etc.
6. Add Employee Types (PY-4-k) (optional)

This creates a template for employees with simil@ome, deduction and obligation information. Thisl
speed data entry when entering new employees.

7. Add Payroll Defaults (PY-4-a)
If you are setting up your payroll module at thgibeing of a year, set the Post to GL flag to "Y".

If you have already issued payroll during the cotrygear, see the instructions below for "Midyeatupé
8. Set up Direct Deposit (optional)

9. Setup Employees (PY-3-a)

MID YEAR SET UP FOR PAYROLL

These additional steps will accurately transfepfijour payroll information from your old systeamd ensure that
your reports, as well as the accrued informatiothenemployee's quarterly and year -to-date buchelisoe cor-
rect.

1. Setthe Postto GL flag in the Payroll Defa(iR¥'-4-a) file to N.

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

2. Getthe aggregate quarterly figures from yodrsylstem.
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Make sure you have the information for each quart¢he current fiscal year. If you are presemtlghe middle
of a quarter, get the quarter-to-date informatmmtiiat quarter too.

. For every employee, create a manual payrollyefotr each quarter using the Update Payroll Entfi®g-1-d)
option. Use the end-of-quarter date for the paytate.

Repeat steps 3-6 for each quarter of the curregt y

Set Print Check to N. Enter a fictitious checkrnier like 0000. For the Payroll Date and EndirajelXfields,
enter the ending date of the quarter you are wgrkim

Ignore any error message, saying this date isdsutee normal range. Simply press [ENTER] to amumi
Print Detailed Edit List (PY-1-e-b). Verify thdte entries and totals are correct.

Run Post Payroll Entries (PY-1-h). This updabesEmployee Information files.

Repeat these steps until payroll informationgfach quarter has been entered.

Set the Payroll Defaults File (PY-4-a) PosGloto "Y".
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FIXED ASSETS

Add Asset Classes (FA-3-c)

The IRS maintains a list of asset classes. The omamonly used categories are already storeddr-tked
Assets module for you.

Add Book Definitions (FA-3-e)

There are a minimum of four types of depreciabonks, Main Accounting Book, Federal Taxes Bookeia-
tive Minimum Tax Book and Adjusted Current Earnifgoks. You may define additional books as needed.

Add or Modify Depreciation Codes (FA-3-9)

The system comes with 19 pre-defined depreciattates that can be modified. You may add additideglre-
ciation method codes as needed.

Add Limit Tables (FA-3-h)

A limit code allows you to specify limits of deiation for different assets.
Add Fixed Assets Defaults (FA-3-j)

Add Fixed Asset Information (FA-3-a or FA-1-a)

Be sure to read the Fixed Assets Manual for infgiom on "cloning” similar fixed assets

REPLENISHMENT

1.

2.

Update System Default Screen (RL-1-a)

Update Product Line (RL-1-b-a)

Assign a code, description and vendor to a prolifuet
Update Vendor Catalog (RL-1-b-b)

Access the vendor/item catalogs defined in FoGetherations Purchasing module, allowing you togasgrod-
uct line to items.

Create Product Line History (RL-1-b-d)

This stores the information in a temporary talleich is accessed to populate the fields in thie¥dhg option,
Update Product Line History.

Update Product Line History (RL-1-b-e)
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Allows you to set the minimum and target purchalesso calculates the review cycle based oretitey of the
target amount.

6. Usage - Update Inventory Control Tracking DefaulRL-1-c-a)
7. Usage - Update Order Entry Tracking Defaults-(R¢-b)

8. Usage - Period Definitions (RL-1-c-c)

9. Calculations - Update Lookup Definitions (RL-1ayl

10. Calculations - Update Pre-set Formulas(RL-1-d-b

11. Calculations - Update Calculations (RL-1-d-c)

12. Scripts - Update Script Definitions Screen (Re-a)

MULTICURRENCY
1. Add Currencies (MC-5-c)
Define the home currency and currencies for yamders and/or customers.
2. Add Daily Exchange Rate (MC-5-€)
This is optional, you may choose to use the Pdfxthange Rate described below.

Define a code with unique currency code and daiebination. This daily exchange rate is valid foe single
day specified.

3. Add Period Exchange Rate (MC-5-g)
This is optional, you may choose to use the DXdghange Rate described above.

Define a code with unique currency code and péyeaat combination. This period exchange rate igvak the
single period/year specified.

4. Add Multicurrency Defaults (MC-5-a)

Use Multicurrency in AR and OE? Y/N

If you use Multicurrency in Order Entry, you mustause Multicurrency in Accounts Receivable.

Use Multicurrency in AP and PU? Y/N
If you use Multicurrency in Purchasing, you musioalise Multicurrency in Accounts Payable.

If you choose not to use Multicurrency in the AR/OEAP/PU modules, the currency data fields in ¢hos
modules are skipped and remain null.
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Warning!

If you choose to activate Multicurrency in AR/OEAR/PU modules you must never change the

Use Multicurrency in AR/OE (AP/PU) flag back to N.

Saving the Multicurrency Defaults File.

When you press ESC to exit and save the Multicagréefault file, if you have changed the Use Multiency

in AR/OE (AP/PU) from N to "Y", you will see the lfowing prompt:

You have activated Multicurrency for AR/OE (AP/PBinter "Y" to set all currency codes in the custome
(or vendor) and activity files to the home currerajue shown above. Press 'N' to cancel.

If you answer "Y" to this prompt, the home curremejnserted into every record for:

Table 5:

AR/OE

AP/PU

existing customers

existing vendors

outstanding AR invoices

outstanding AP invoices

AR Cash Receipts

AP Cash Disbursements

AR Activity/Records

AP Activity Records

all existing orders

all existing purchase orders

If you are installing Multicurrency on a new systand have no existing records in AP,PU,AR or OErehwill

be nothing to change.

If you are installing Multicurrency on an existisgstem running AP, PU, AR or OE, this feature wdl/e you
from manually updating each record with the curyecmde. See next section for additional notesamverting

existing accounting databases to Multicurrency.
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Converting Existing Accounting Databases to
Multicurrency

1. Follow Multicurrency Implementation Steps 1-3.

2. In Step 4, answer "Y" to Use Multicurrency in/R® (or AR/OE).
3. Press ESC to save and exit the MulticurrencyaDlés file.

4. Answer "Y" to the following:

5. You have activated Multicurrency for AR/OE (oPAU). Enter "Y" to set all currency codes in thistomer
(or vendor) and activity files to the home currenejue shown above. Press 'N' to cancel.

The home currency code will be inserted into:

Table 6:

AR/OE AP/PU
existing customers existing vendors
outstanding AR invoices outstanding AP invoices
AR Cash Receipts AP Cash Disbursements
AR Activity/Records AP Activity Records
all existing orders all existing purchase orders

Warning!

IT IS IMPORTANT THAT YOU DO NOT CHANGE THE CURRENCYODE OF CUSTOM-
ERS OR VENDORS THAT HAVE EXISTING ITEMS OR BALANCES

If you used the system previously without Multi@mcy, the system assumed that all transactions iwé¢ne
home currency.

For customers or vendorswith no activity

For customers with no activity, who have a curreather than the home currency, use Update Customer
Update Vendor Information to specify their currency

For customers or vendorswith existing activity
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You must NOT change the currency code of vendarstoeners or their activity if they have open itemns
balances. Therefore, you must create a new customamdor code with the foreign currency. Useribe
vendor or customer code for all new activity.

138 Fitrix Implementation Checklist



Glossary

Account—An account is a classifying or summarizing deviteepresents a category of transactions that ambss
entity has decided to track. All transactions reedrin a journal are subsequently posted to twoame
accounts. A transaction is posted as a debit ditoratry to an account. The difference betweertdka of all
debit entries and the total of all credit entriested to a single account is referred to as thewntts “balance.”
Depending on the type of account, an account’snioalés either increased or decreased by a debiedit entry
(see Debits and Credits).

Account Number—Each account in the Chart of Accounts is identifigch unique number, up to nine digits long.
Accounts of a given type usually are grouped byantnumber. For example, all asset accounts rhigdin
with a “1” followed by up to eight numbers.

Example: a basic Chart of Accounts

Table 1: A Basic Chart of Accounts

Number Account Description Type
100000000 CASH ACCOUNT ASSET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 PRODUCT SALES INCOME
500000000 COST OF GOODS EXPENSE
600000000 GENERAL EXPENSE EXPENSE

Account Types—There are three basic types of accounts: asdetjtiiaand capital. Capital is also referred to as
owners’ equity. Income and expense accounts aubsesof retained earnings, which is a capital aeto

Accounting Periods (General Ledger Periods}-Each business transaction is time-sensitive. imdystem, a new
accounting period is created every time you clagelte existing period. You are not limited to ajiyen
number of periods during the course of a yearafagaction that takes place in the current yeas fialb one of
these possible periods.
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Accrual Method—A method of accounting which records revenues apemses in the period in which they are
earned or incurred and not in the period in whigytare received or paid. Compared to the cashadeth
accounting, the accrual method of accounting isena@curate, but tends to be more complex.

Adding a Row—Adding a row means creating a new row and additaytite table. For example, when you add a
new account to the account table, you are addiogveo that table.

Adjusting Entries—Entries that adjust the balances of ledger accolwljsisting entries are usually made for one
of two reasons. One reason is to record unrecogdedts such as revenue earned but not receivedthibe
reason is to correct accounting errors.

Age—The number of days between the date on a partidolemment and the “aging date.” When processing an
aging report, the system prompts for the aging;daguser determines which date to use as an agiteg (See
Customer Aging. See also Vendor Aging.)

Alphanumeric field—An alphanumeric field is a field whose entries cansist of any combination of letters and
numbers.

Asset Account—Assets are things of value possessed by a busi@ash.in a bank account is an asset, as is
accounts receivable (the money owed a busineds loystomers). Assets need not be paid for to bhsidered
assets. Asset accounts are increased by a dehitegnelased by a credit.

Audit Trail— The ability to verify and track accounting transaas or ledger balances.

Automatic Reorder—The process of generating purchase orders for tovgeitems whose quantity falls below the
reorder point.

Average Cost—Average cost is a method of calculating the costwaéntory items by averaging the per unit cost of
all items currently in stock.

Backorder—If items are out of stock, these items can be putack order. When the item comes in, it is usually
shipped. The backorder document is a modified @arsf the original sales order and represents egeagent
to ship the item as soon as the item becomes biaila

Backup—In computer terms, backup refers to the proces®pying computer files. These copies are usuallgana
to diskette or tape. File backups are insurancsagsystem failure.

Balance—The balance of an account is equal to the sumeofiéibit and credit postings to the account. Account
are in balance if the total debits are equal tadlted credits.

Balance Forward Customers—Statements for “balance forward” customers show tm transactions that affect
the current period. For balance forward custonmagments are applied to the oldest invoices finstontrast,
“open item” statements show each outstanding iryaad payments may be applied to a particularidéevo

Balance Sheet—Fhe balance sheet shows the current financial tionddf a company. The balance sheet lists
assets, liabilities, and capital. It is usuallyated in two main sections. The first section totesets. The second
totals liabilities and capital. Assets must alwagsial liabilities plus capital.

Blanket Order—This is a large order that is split into more tlozwe shipment, possibly to different locations.

Blanket Release—A blanket release is a document that is a subseiarer blanket order. It represents a single
shipment for an order that comprises multiple skapts.

Capital Accounts—(Also called owners’ equity accounts.) These actotecord the difference between what is
owned (assets) and what is owed (liabilities). Thmyalso called proprietorship or net worth. Gatcounts
are increased by a credit and decreased by a debit.
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Cash Method—A method of accounting which records revenues apemses in the period in which they are
received or paid and not in the period in whictythee earned or incurred. Compared to the accre#iod of
accounting, the cash method is less complex aed afed by smaller businesses.

Cash Receipt—Money received as payment for goods or servicesA/cash receipt is a payment that applies to
an outstanding invoice. A non-A/R cash receipt imgment that does not apply to an outstandingiceve\
non-A/R receipt may not even apply to a customactsount.

Cash Receipts Journal—Ffhe cash receipts journal is the journal into whatlrtash receipts activity is recorded,
thus affecting the balances of accounts in theivabé ledger.

Chart of Accounts—A “chart” is a list of accounts. A chart of accosimcludes all the different accounts used in
summarizing the transactions and current conditifoa business.

Check Journal/Cash Disbursement Journal-This is the journal into which all cash disbursetseactivity is
recorded, thus affecting the balances of accountse payable ledger.

Column—A column is a category slot into which you entdoimation in a table. For example, if the computer
puts “Enter Company:” on the form, the space follgythe colon is the “column” into which informatias
entered. This is the “Company” column.

Cost of Goods (COG) Accounts—Fhese are expense accounts; they track the ctis shme products whose
revenues are recorded in sales accounts. In ottielswthese accounts record the cost of those pi®éathich
the company sells. This cost is recorded at the tifrsale. The balance of these accounts is inedeaih a
debit and decreased with a credit.

Count Adjustment Account—This is a balancing account that is posted to vithennventory quantity-on-hand is
adjusted—in this case there is no correspondirggaapurchase of inventory.

Count Sheet—This is a list of items and their physical locasan a warehouse(s) to be used by personnel caguntin
inventory.

Credit—The term credit can refer to two different thinggpdnding on its usage. If used in reference todedg
accounts, credit refers to an entry that increaseecreases a ledger account. Some accountscaeased by a
credit while others are decreased by a credit. Hanedit or debit affects the balance of an accdepends on
the type of account involved. If used in referetceustomer accounts, a credit refers to an aclesyvhent of
payment. When a customer pays you, you creditdirstomer’s account. When you pay a vendor, thadmen
credits your account.

Credit Memo—If referring to customer accounts, a credit menferssto a document notifying a customer that his
account has been credited (reduced). When dealihgrendor accounts you enter a credit memo tceimee the
amount you owe the vendor.

Creditor— A person or company to whom you owe money. Youdees are creditors when you owe them money.

Current Accounting Period or General Ledger Periddis-is the accounting period for which you arerently
posting transactions.

Current Assets—Current assets are assets that are normally usddring the operating cycle of a business
(usually one year). Cash and inventory are tymeaimples of current assets.

Customer Accounts—Though not an account in the general ledger sensestomer account is used to summarize
what a given customer owes or is owed at a paatiqubint in time. A customer’s account is summatibg a
statement.

Customer Activity—Activity refers to any transaction that affects Haance of a customer or ledger account. A
summary of activity shows all transactions affegtihose balances in the current period.
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Customer Aging—The customer aging shows how long any open items haen on the books and how much of a
customer’s debt falls into various aging categoridmse aging categories reflect progressively rsersmus
levels of overdue payment.

Customer Balance—T he 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 bim money, he is said to have a credit balaficaistomer
balance is the total of his current open items.

Customer Terms—Customer terms are the conditions under which yeet payment from the customer.
Customer terms typically include the period of timi¢hin which you expect to be paid, any discoualtswed
for early payment, and the time frame within whétkth discounts are allowed.

Database—A database is all the related information withiccanputer system to which you have access in one
form or another.

Debit—The term debit can refer to two different thingpeieding on its usage. If used in reference to ledge
accounts, a debit refers to an entry that increasdscreases a ledger account. Some accountscaeased by
debits while others are decreased by debits. Hokedit or debit affects the balance of an accoepedds on
the type of account involved. If used in referet@eustomer accounts, when a customer purchases diaom
you, you debit that customer’s account. When yowlpase goods from a vendor, the vendor debits your
account.

Debit Memo—If used in reference to a customer account, a aedibo refers to a document notifying the customer
that his account has been debited (increased).

Debits and Credits—Each transaction entered into a journal, and eadlgtposted to the subsidiary and general
ledgers, consists of debit and credit entries mdawmore accounts. A ledger account balance idifference
between all debit postings to that account andraflit postings. Whether a debit or credit postimgn account
increases or decreases the account balance depetias type of account.

The basic accounting equation is: assets = liagslit capital. Accounts (assets) on the left sidb@account-
ing equation are increased with a debit. Thoséhermright side (liabilities and capital) are incredsvith a cre-
dit. Retained earnings is a type of capital accawvenue and expense accounts are a subsetiobbarn-
ings. Revenues increase retained earnings, andiggcapital accounts are increased with a credignue ac-
counts are increased with a credit. Similarly, erggeaccounts decrease retained earnings and Geqatalints
are decreased with a debit. Therefore, expenseaiatsare increased with a debit.

Deleting a Row—Dbeleting a row is the process of removing it frdra tomputer database after it has been added or
updated.

Department Code—A three-character department code identifies whichfit center” an account belongs to. If
you are not using profit centers, the default depant code is “000.” Refer to the entry for Pr&@#nters for an
example of the use of department codes to setaffi penters within a company.

Document—Transactions entered in the Fourth GenerdBosinessystem are referred to as “documents.”
Different journals (accounts receivable, accouatgaple, for example) may be used to record differygres of
documents. Documents consist of debit and credlitesrto two or more ledger accounts. In orderaiesa
document, that document must be in balance; thétéstotal of all debit entries must equal thaltof all credit
entries.

Drop Ship Order—This is an order that is shipped directly to youstomer. The items ordered never enter your
warehouse. The items go directly from your vendoydur customer.

Employee Code—Each employee in the Payroll system is identifigclunique six-character code. Although an
employee’s name and social security number carseé o sort and view data on an employee, the smplo
code is the key used throughout the Payroll systenmiquely identify an employee.
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Employee Type—Each employee in the Payroll system can be assdcigith an employee type which is identified
by a unique six-character code. The employee typeiges access to default setup values for the @yepl and
provides a means for grouping employees.

Expense Accounts—Expense accounts are used to track the cost of daisiness. They are a subset of retained
earnings (a capital account). At the end of a pkoittime (usually a year) the difference betwdentotal of all
income account balances and the total of all ex@ansount balances is calculated and that balance i
transferred to retained earnings. After transferthis figure to retained earnings, the balanceagh income
and expense account is set to zero. Capital accanatdecreased with a debit. Because expensesadecr
capital, expense accounts are increased with & debi

Field—A field is a data-entry or display area on a foArfield may or may not correspond to what is adual
stored in a table in the database.

FIFO—"First-In First-Out"—One of several methods of daténing the value of inventory and calculating tuest
of goods sold. Using the FIFO method, it is assuthatithe “first inventory items in” (the oldesventory
items) are the “first inventory items out” (thestiitems to be shipped).

Finance Charges—Finance charges are charges made by a vendor tigainor made by you against a customer,
for non-payment of an amount due. Finance changesew charges made against the account because the
payment was not made according to the establigreust

Flat Rate—A value applied on a per-payment basis. Unlikeragrgage rate, which calculates a specified
proportion of an amount, a flat rate ignores thecéxalue of the amount, treating it as a singgnEnt to
which a single unit of the “rate” value is applifidus the “calculated” value due to a flat ratthis same each
time it is applied.

FOB—FOB stands for “free on board” or “freight on bo&rthe FOB point determines when the title to adurct
changes hands; that is, it determines at what pleénbuyer assumes ownership of a product. FOB Somee—
but does not necessarily—affects who pays thelitaiarges for shipping a product. In some busewetse
seller pays freight up to the FOB point and thedspays from the FOB point. Similarly, in some Imgsises the
FOB point determines who pays insurance on thestrip.

Form—A form is the template into which information istered. A form may combine information from several
different tables, usually lines of information franfheader” 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 accountingesysis 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. Ultimatalsheransaction is posted from the general joumalgeneral
ledger account.

General Ledger—The general ledger includes each account listédechart of accounts, along with debit and
credit transaction entries that add up to the auicbalance.

Income Accounts—T hese accounts are used to track revenues. Salesras, for example, are a type of income
account. They are a subset of retained earningagital account). At the end of a period of timsually a year)
the difference between the total of all income aotdalances and the total of all expense accalanbes is
calculated and that balance is transferred torretagarnings. After transferring this figure taameéd earnings,
the balance of each income and expense accougtttis sero. Capital accounts are increased witteditcand
decreased with a debit. Because revenue increapéalcincome accounts are increased with a credit

Income/Deduction/Obligation Codes—Each type of income, deduction, and incurred engglapligation is
identified by a unique six-character code. Whenitikeme, deduction, or obligation is used in a plntry it
is referred to by this code. The code provides sxt@ default values and basic information requicechlculate
the income, deduction, or obligation amount.
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Income Statement—T he income statement (also referred to as a “paofit loss” statement) records the changes in
equity associated with business operations foreaifipd period of time. This statement lists theergues and
expenses and the difference between them for agefitime. The difference between revenues anémsgs is
referred to as a net profit or a net loss.

Inventory Account—This is the current assets account that repreiemtgalue of the goods in stock.

Inventory Adjustment Account—This is the ledger account that balances changds toathe inventory account
balance that do not result from sales, returnpuochases.

Inventory Control (I/C)— This is the system for tracking goods stored fée s@mcustomers, including calculation
of costs and prices.

Inventory Item— This is a single unit of merchandise from inventory
Item Code—An item code is a unique alphanumeric string idgimt a type of inventory item.

Journal—Journals are used to sequentially record busimassdactions. Each transaction consists of a delait t
least one account and a credit to at least onfe(dift) account. Journal entries are posted toeledgcounts;
therefore, every entry made in a journal ultimatedg an effect on the balance of two or more ledgeounts.
An accounting system may include multiple journaksch used to record a specific type of transaciibe
most basic type of journal is the general jourlrahddition there may be an accounts receivablmpdyan
accounts payable journal, and so on.

Ledger—A ledger consists of a group of accounts and detdtcredit entries representing transactions fiatta
the account balance. A group of accounts is callextiger. The general ledger includes all accdistesl in the
chart of accounts. Subsidiary ledgers compriseetatudf the chart of accounts. The accounts reckevatiger,
for example, comprises all customer accounts. dta of all customer account balances equals tkenba in
the accounts receivable ledger account.

Liability Accounts— Liabilities are debts or anything that is owed.Hilidy accounts are increased by a credit and
decreased by a debit.

LIFO— “Last-In First-Out” is one of several methods ofcceating the cost of inventory items. With the OF
method those inventory items “last in” (most retgptrchased) are considered the “first out” (fasbe sold).

Open Item Customers—Statements for open item customers show each adtatpinvoice and payments are
applied to a specific invoice. In contrast, balafeme&vard statements show only the transactionsaffatt the
current period. For balance forward customers, gagmare applied to the oldest invoices first.

Open Items—Open items are posted invoices that contain oudstgrbalances representing amounts owed by
customers or due to vendors. A document is considen open item until that balance is zero.

Order Acknowledgment—An order acknowledgment is a hardcopy version dlas order. Order
acknowledgments may be sent to customers so tiatdive a record of the sales transaction.

Payable Document—Fhere are four common types of payable documentsndor invoice, a cash disbursement, a
vendor credit, and a vendor debit.

Payable Ledger—A payable ledger is the ledger that includes aldbcounts affected by accounts payable
transactions—invoices, cash disbursements, andovemddits and 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 a plytisbursement. This document includes
an employee’s gross income, deductions, net incam employer obligations, as well as the relatadanting
data for the document.
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Payroll Income—Payroll income comprises wages, reimbursementscasid outlays recorded as part of a payroll
entry. Payroll income normally is an operating engee

Payroll Journal—The payroll journal is the journal into which adlyroll activity—paychecks, income, deductions,
and employer obligations—is recorded. When pogtes activity affects the balance of accounts i playroll
ledger.

Payroll Ledger—A payroll ledger is the ledger that includes a#l #itcounts affected by posted payroll
transactions—paychecks, income, withholding, awcdiired obligations.

Payroll Obligation—An employer liability resulting from a payroll traaction, such as withholding federal taxes
from an employee’s paycheck.

Posting—Posting is the process of transferring transactidosuments) from the journal to the ledger.

Posting Sequence Numbers-All processes which “post” entered data into aajerarea for completed documents
have reports that feature a posting sequence nufibese numbers are used to keep track of regmtshould
be permanently stored in your records. Each ofthegorts has its own sequence of posting numbers.

Prepaid Asset—This is an asset that you have paid for, but nbtgeeived.

Profit Center—A “profit center” identifies a part of a company fwhich profits can be calculated separately. Sales
and expenses for that division are designated avibepartment” number.

Table 2: Simple Account Chart with Two Profit Centes

Number Dept Account Description Type
100000000 CASH IN BANK ASET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 100 PRODUCT SALES INCOME
400000000 200 PRODUCT SALES INCOME
450000000 100 SERVICE SALES INCOME
450000000 200 SERVICE SALES INCOME
500000000 100 COST OF GOODS EXPENSE
500000000 200 COST OF GOODS EXPENSE
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600000000 100 GENERAL EXPENSE EXPENSE

600000000 200 GENERAL EXPENSE EXPENSE

Purchase Order—A purchase order represents the purchase of matideafiom a vendor.

Purchasing—The purchasing system is one of seveiaix modules. It provides an automated method for treck
purchases, tracking receiving, and projecting caghirements.

Receivable Documents—Fhere are four common types of receivable documantsistomer invoice, a customer
cash receipt, a customer credit, and a customet. deb

Receivable Journal—T he receivable journal is the journal into whichaalcounts receivable transactions—
invoicing, credits, and debits—are recorded. Whestqd, these transactions affect the balance oluats in
the receivable ledger.

Receivable Ledger—A receivable ledger is the ledger that includestalaccounts affected by accounts receivable
transactions—invoices, cash receipts, and custoneelits and debits.

Retained Earnings—Retained earnings is the increase in equity thatrésulted from profitable operations; net
income to date minus dividends to date.

Row—A row is one set of specific information withinabte. For example, an account table contains all th
information about a single account in an account dn account table contains as many rows as there
different accounts.

Statement—The customer statement shows the current actigita fgiven customer. The statement shows
outstanding invoices, recent payments, credits,defits to the customer’s account.

Store or Record—Recording or storing a row is the process of saitingthe computer database after it has been
added or updated.

Table—A table is where information is stored in a compufegiven table contains only a specific type of
information. For example, an account table conttiedifferent sales and expense accounts usetketsystem.

Transaction—A transaction is an event that is recorded in twanting records. Typically, such an event invslve
the transfer of money, product, or services. Eeafsiction entered in tlRisinessystem is referred to as a
“document.”

Trial Balance—This is a work sheet used as a preliminary stegeterating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its deimd credit balance. The total of all debit baksshould
equal the total of all credit balances.

Update—Updating a table is the process of changing rowkiwit. Whenever you change a description in the
account table, for example, you are updating awithin that table.

Vendor Accounts—Though not an “account” in the general ledger seasendor account is used to summarize
what a vendor is owed at a particular point in tidieendor’s account is summarized by an agingstant.

Vendor Activity— Activity refers to any transaction involving a vemdhat affects the balance of a vendor or
ledger account. A summary of activity shows alhsiactions affecting those balances over a spegfeidd of
time.

Vendor Aging—A vendor aging report lists outstanding vendor inee categorized by number of days from the
vendor invoice date or due date.
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Vendor aging reports can be setup to “age” in tiffeibnt ways. In the first, an aging report can putstand-
ing vendor invoices into categories, ranging frévose currently due to those past due. With thihowstthe ag-
ing categories reflect ever more serious levelsverdue payment.

In the second, an aging report can arrange outistgnvéndor invoices into categories, ranging frévose cur-
rently due to those that will be due in the futdrbis report is a projection of cash requiremelmshis case, the
aging categories reflect amounts due farther irfuhee.

Vendor Balance—T he 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 vend@s you money, the vendor’s account has a thakince.
A vendor’s balance is the sum of all open itemsapeing to that vendor.

Vendor Terms—Vendor “terms” are the conditions under which Weador expects payment from you. Vendor
terms typically include the period of time withirhieh you expect to pay that vendor’s invoices, disgounts
allowed for early payment, and the time frame wativhich such discounts are allowed.
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