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Chapter 1

Introduction to Order
Entry

This chapter contains basic information about ¥i@rder Entry. It is meant to give you a
general picture of what Fitrix Order Entry can daldow it is used. The sections that ac-
complish this are as follows:

e General description of the Fitrix Order Entryteys
» Features of Fitrix Order Entry

e Overview of Order Entry

Introduction to Order Entry 1
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Fitrix Order Entry: General Description

Accurate and timely processing of customer ordeone of the most critical functions of any bussmé¥hen a cus-
tomer calls to place an order, you need to hawt af information that is easily accessible. Yoedé¢o see bill to
and ship to addresses, the availability of the #éeing ordered or substitute items if they are thet unit pricing
the customer is entitled to, and their shippingierOnce the order is entered you need to shipraoite the mer-
chandise in a timely manner. Effective order preiesleads to happy customers and happy custoeedsd a
successful and profitable business.

The Fitrix Order Entry module when integrated whike Inventory Management, Accounts Receivable, and

Purchasing, gives you all of the functionality ymeed to process customer orders quickly and a@tyréit pro-
vides a comprehensive system for tracking and magagistomer orders and is designed with real tiaesaction
updating and complete information access. You cd@r@rders of many types: quotations that can beecon-
verted to regular orders by merely changing theotype, drop ship orders shipped directly fromryeendor, cre-
dit and debit memos, and returned materials ord@#As). Item availability and pricing is checkedat¢éime. Once
the order is entered, your shipping departmentpciam picking tickets and packing lists and ship tirder. The
final step is to invoice your customer and wheis ftosted the quantity on hand is reduced, the éfenecord for
the customer is created, and the transaction @&ded in your General Ledger.

2 Introduction to Order Entry
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Order Entry Features/Functions Highlights

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

Order Types — Fitrix supports many different types of ordeustsas:

« QUO - used for quotations by your sales force tiedd can be turned into a regular order by simply

changing the order type.

* REG - used for shipments out of you distributiontee You can also use this order type and based on

the line type, ship some merchandise from your h@use and the rest directly from your vendor.

* DPS - used for drop shipments from your vendorctliyeyour customer. Using this order type auto-
matically creates the purchase order to your vendor

 RMA - used for merchandise that is being returngegidur customer.

Pricing — pricing can be set up for specific order typseecific items, a class of items, specific custaner
or a group of like customers. The price can bereffdor a specific date range with quantity breakd can
be a specific amount, a percent off list, or a mprikom cost.

Sales Kit Processing- You can define sales kits and use them duridgragntry. Component items for a
sales kit can be automatically exploded during éatay on any of the sales/shipping documentseifdétail
needs to be seen.

Alias Item Numbers — you can set up alias code for your inventormngaéhat are customer specific. This is
helpful during data entry when a customer callanrorder using their item codes. After enteringrtbede,
the program converts the code to your item code.dltas codes prints on all sales order documents.

Notes— when entering an order any customer notes, sigpmtes, and credit notes automatically display
for the user to review. You also have the abilitenter order specific notes that will print on sades order
documents you specify.

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

Profitability Check — you can set either globally or by item the reegiiprofit margin needed. If the price
entered is below this you will receive a warningssage. A price variance report is also availatdé ltbts
any items sold below the required profit margimglevith the customer code and the user that entbeed
price.

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

Multiple Warehouse Shipments— you have the ability to ship a single order frowmltiple warehouse loca-
tions.

Backorder Fulfillment — receipt of vendor purchase orders automatidiiligustomer backorders.

Lot/Serial Number Tracking — during the invoice process you will be prompi@énter the serial or lot
number for any items flagged as lot or serial nundoatrolled. This data is stored in an audit tatlhéch
can then be viewed so that you know which customershased which serial or lot #s and when.

Interface with UPS Worldship — Fitrix Order Entry provides the shipping addrisssthe UPS Worldship
software, acquires the freight charge, updatesttier status and tracks the progress of the shipmhbis
will allow the customer to know their costs andypde them with real-time tracking information.

Credit Card Processing- Fitrix Order Entry has a built in interface faedit card processing. Those cus-
tomers that pay by credit card have the order aiztha as soon as it is stored and the transactitiied
with their financial institution upon invoicing.

Introduction to Order Entry 3
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Overview

Before You Begin

Before you can enter transactions into Fitrix Oretry, you must first complete “setup” of the pragn. Setup is
the process by which you enter all of the informatiequired to begin entering customer orderstimtosystem.
Setup includes entry of basic “control” informatithvat the program needs to run, entry of your Cog&ccounts
and related company information, and entry of sgdeé@rder Entry reference information.

Fitrix Order Entry activities can be divided intw¢e broad categories: order entry setup, ordexegsing, and re-
port production. Each activity is associated witkpacific menu option, and these options are liieduick refer-
ence in this overview section. (The “keystroke p#bha menu option is indicated in parenthese®faihg each
option.)

Setup

There are two aspects of setup: Company Setup amlilétspecific setup (in this case, O/E setup).i@usetup,
you enter all of the information the system refesmnas transactions are recorded.

Company setup includes entering basic control médion that the programs need to run, such as coyripforma-
tion, and administrative information. This basitupeinformation is covered in Chapter 2, Companien this
manual.

Because the menu options used for company and &dration pertain to the company as a whole, thaurap-
tions used to do this initial company setup ardidaged in the Company Setup menu for each Fitr@duie you
have installed; however, you only need to perfdnis $etup procedure once for the system.

Module-specific setup, on the other hand is reglioe each module you have installed. The followamgions,
accessed from the Setup Order Entry menu, arefaseeference file setup in the order you use them:

« Update Order Type Definitions

« Update Line Type Definitions

« Update Alias Definitions

« Update Kit Definitions

« Update Discount Definitions

« Update Special Price Defaults

« Update Debit/Credit Reasons

* Update Tax Definitions

* Update Commission Definitions

* Update Salesperson Definitions

« Update Warehouse Definitions

e Update Payment Methods

« Update Shipping Terms

4 Introduction to Order Entry
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« Update Ship Codes/ UPS Services

« Update Customer Information

« Update Ship To Information

« Update Order Entry Defaults
The steps in reference information setup involveomg on the Setup Order Entry menu and one aiulsnenus,
the Update Order Definitions menu. These optiolmayou to set up (and update) special codes afidititens,

customer and ship-to information, and the orderyeséfaults, all of which are referenced on a ragbhlsis when
entering and processing customer orders. These ateplescribed in detail later in this manual.

Transaction Processing

After setup is complete, you can begin entering@modessing order entry transactions. For all tyyfesistomer
orders, the steps in this process correspond toreptound on the Order Maintenance Menu. Debit@edit me-
mos are also created using options on this mengemeral, regular order maintenance involves aergeaind ac-
knowledging customer orders, printing picking titkand updating picked amounts, updating shippedtities,
printing packing slips, and creating and printingdices, printing an edit list, and posting invaic&hese steps are
outlined as follows.

e Update Customer Orders

e Print Order Acknowledgments or Quotations
e Print Picking Documents

« Update Picked Quantities

e Print Shipping Manifests

< Update Shipped Quantities

« Invoicing programs

e Update Backorder Received

e Print Order Entry Edit List

e Post Order Entry Documents
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Reporting

Reports available through Order Entry:
e Order Status Reports

Print Open Order Summary

Print Open Order Detall

Print Salesperson Summary
Print Salesperson Detail

Print Open Order Item Summary)
Print Open Order Item Detail
Print Customer Order Summary
Print Customer Order Detail

Print Order Entry Journal

« Credit Card Report

Orders Pending Authorization
Credit Card Orders Declined
Print Credit Card Information
Expired Credit Card Report

e Sales History Reports

Daily Sales Register
Product Summary

Product by Date Summary
Product Detail

Customer Summary
Customer Detall
Salesperson Summary
Salesperson Detail
Salesperson by Product
Serial Number Inquiry
Commission by Salesperson
Price Variance

RMA History Report

¢ Print Order Definitions

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

Print Kit Definitions

Print Special Price Defaults
Print Discount Definitions
Print Debit/Credit Reasons
Print Commission Definitions
Print Salesperson Definitions
Print Warehouse Definitions)
Print Payment Types
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Chapter 2

Company Setup

The Setup Company Menu contains the following tepic
» Setting up Company Information
* Account Number Ranges
» Ledger Account Numbers and Descriptions

» Designating Checking Accounts

Menu

Company Setup Menu
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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 étad in Getting Started with Fitrix. 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

B 33aes 5 3 Systen & a Update Company Information
’ : = @ Copyright 2007
B 4 Purthify 3 pata ' b Print Company Information Fourth Generation
. Softwars Solutions, [n.
=1 P.rudu:_ﬂ EKJf ¢ Update Account Mumber Ranges
B

1 Froduction iEnning d PrintAccount Number Ranges

5—.'- Exit f Print Ledger Accounts
E o Update Ghecking Accounts

7 Generaliddministratic
@ e Update Ledger 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 Accoultits 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 adsamchecking ac-
counts. This allows you to use the check recorigilisfeature 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, se6etting Sarted with Fitrix.

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 includzdlynas a sample, and should be modified to reptg®ur
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. Ttigy 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 departroedes 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 FitriBusiness modules, you have the option of posting sales apdreses to specific depart-
ments. This is a three-character field.

Company Setup Menu 11
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e Description:

In this column, you specify the department named@ated with the department code in the same raural-
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 EX
File Edit’ Mavigation Help
OB @ik Q 200ED 900
Additional Campany Information Screen
Dezcription Data
telephione | 7704327812
Iweb address www, abedistribution. conm

| Fame 770-432-3448

[@ 0K J [Q:f Caricel J

YR

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

File Edit Help

ToLJAX

Credit Card OM:

HT ML Serial Mo:
ADVAMCE Serial Mo
Server Timne Out;
Server URL:

Trans, Authorize:

Tranz. Status Request:
Tranz. Change Reguest:
Batch Upload:

Batch Status Reguest:
Batch Change Request:

Credit Card Processing Information

ii]
{000152021124

|g9959a074578 |

1o |

- BX]

| https: 4 femanar skipjackic. com/soripts/

{evalvce. diPAuthorizeAF|

!_é;-olvcc.dII?SJAF'I_T rahzactionStatuzFequest

igﬂgl}ipicﬂ?_gq.ﬁ.Pl_T ranzactionChangeStatusReques

[Batchlplnad di?BatchUpload01

{evolvCC.dI 7SR _BATCHFILESTATUSREQUEST

(& ok

] [ﬂ{ Canhcel J

Is credit card OM? (7N

VR

Remittance Address

@

Click on the "*™ icon to display this screen. The address infoionagntered here will print on OE

and AR invoices.

& Extension r_addr

File Edit Help

QB

GHEHEPER @0

Remit Address
Address]: | ALLER
Address2:  [STE # 480
City:  [ATLANTA
State:
Zi

LB

Courtry: | us @l

[UNITED STATES

& ok

] [[:1 Cancel ]

Enter the first line of the remit address.

O%E

Company Setup Menu
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Print Company Information

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

The way that all 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 G UbEEQA Nl @0
4 0 09 0 9 W

" Find FPrevw Mest &dd Update Delete Browse

Firzt Eurrenthssel:'__ 10000000
Firgt Fized Aszet;
First Current Liability: 20000000

0{|CURRENT A55ETS |

[FIXED ASSETS

CHR L TS

First Long Term Liability: /T LIABILITIES
First E quity ar Capital: 300000
Firzt Inzcome or Sales:

First Cast of Gaods: | 500000000) COST OF GOODS
Firt Dperation Expense: | 600000000 [EXPENSES
1o0f1

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 theJastent 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 acoauoriers
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 lmedased 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 Fitrix Business system 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

16

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 rergage 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 accahmuslid
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@® Aheck reconciliation feature. See Chapter hémtcounts
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 thavgold like to have printed on various forms.

¢ Document Messages D@
File Edit “iew MNavigation Tools Actions Help

20 L=RVERE QA EBREOOELD OO

‘A 690 0 O &

" Find Prev Mext Add LUpdate Delste Browse

Effective Date; _0-13-01.1"20-08_?;4_4
= | D escription: || rvoice [order entry]

I= =
Proaram Mame: | oe:o_invce

Test

|'WE APFREACIATE YOUR BUSINESS

Jof8

D4R

Go into Add mode.

Enter the effective beginning date for the message.

Enter the program name. Zoom is available andaheving 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:0_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
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ar.o_invce Invoice(accounts receivable)
ar:o_stmt Statement of account

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

City Codes

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

# City Codes M=
File Edit Wiew Navigation Tools Actions Help

‘OB UUhEER AN G0

A GO0 0 0 &

© Find Prev Mest Add Update Delste Browse

Ci: AAROMSEURG |
10f17.054

OWE.

Country Codes

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

File Edit Wiew Navigation Tools Actions Help

OB O UhRE] ARM @0
A 000 0 0 &

i Find Prev Mest Add Update Delste Browse

Country Code: |@

Diescription; IUNITED STATES

10f1

=B

OWE.

Company Setup Menu
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Chapter 3

Multilevel Tax

This menu contains options that are used only witiftilevel tax. Multilevel taxes are
used to assign up to four tax codes to a singéeitam.
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Fitrix Order Entry User Guide

The Multilevel Tax Menu

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser [= [B]X]
File View Execute Settngs Help

ey mEg@

e 1 Financial Management

RS e 7 vulti-Level Tax

3 Bales g 2 pceolt &) Update Multilevel Tax Codes

B

Lo | © Copyright 2007
T THIENERR 3 Accolf & b Update Multilevel Tax Periods Fourth Ganeration

A EBoftwars Solutions, Ine.
5 Produt g 4?‘3?@”@ ¢ Update Multilevel Tax Groups
B Produiey 5 Fixed £ [ d Print Multilevel Tax Codes
i 'G.enerl:@-:-_a MUEC S e Print Multilevel Tax Groups
ﬁn_' 7 Mult-L & £ Print Multilevel Tax Analysis

4 et

Do ROODODD

i
=

.

I Status Idke
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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 stepafter you set up your ledger accounts, defbre you 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

File Edit Wiew Mavigation Tools Actions Help

oL NVIXE QA MR S0
A 000 0 0 &

" Find Prev Mext Add Update Delete Browse

Fultilewvel Tax Code: .-’-‘«TLTAQ I
Mulilevel Tax Rate: | 7654
Desciptior: CITY DFATLANTATAR |
Country 'U-S."-\ 1

Frovince / State : I_G

e
Include Tax With Aszet/Expense: :[\J
A/ Ta Account| 210000000 = | |ACCALIED SALES TAX |
A/R Dizcount Tax Account; |__ 210000000 .-’-‘:CEFH-LI-ED CALES Tax |
AP Taghccount | B3BS00000 & |  |SALES TAX EXPENSE |
A/P Discount Tax Account | 638500000 = | SALES TAX EXPENSE |
T1of7

Departmen

OYE.

1. Multilevel Tax Code:

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

+ Multilevel Tax Rate:
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28

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 cauttes amount (item+tax) to post to the expense atcou

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.
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9. A/R Discount Tax Account:

Entry Required-Zoom available. This is the ledgaraaint 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 ifGadculate Tax on Cash Discounts" field is seito
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 Discountsldfi{A/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
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Update Multilevel Tax Periods

The periods entered with this option are used @orMultilevel 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 E]E]
File Edit Wiew Mavigation Tools Actions Help
OB WhEE] BAaME00ED 00
P4 @ © 0 O 9 W\
% Find Prev MWext Add Update Delete  Browse
Corpany M arne: .&BE_ DISTRIEUTION '
Period F'e;ind Year Start Date End Date
o | [2008 | [ovmzoos | (ovarzzoos
0z 2009 | |oz/01/2009 02/28/2009
03 I 2003 I 03/01/2003 0343142009
04 2009 | |04/01/2009 0443042009
05 I 2003 I 05/01/2003 0543142009
08 2009 | |0B/01/2009 0E/30/2009
07 I 2003 I 07012003 0743142009
08 2009 | |o8/01/2009 08/31/2009
09 I 2003 I 09/01/2003 09/3042009
10 2009 | |10/01/2008 1043142009
m :2DDEI [ :11!01 J2009 | 114302009
1of1
[@ 0K l [Q:{ Caricel l
Enter the two digit period number. i

1. Company Name:

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

* 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

The Multilevel Tax Groups screen:

Multilevel Tax
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# Update Multilevel Tax Groups

Eile Edit “iew Mavigation Tools Actions Help

T W7IX A ARl B00ED 00
A 6090 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~EE
| 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 ifmyel tax code must already be set up throughe
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 foe 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.

Multilevel Tax



Fitrix Order Entry User Guide

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

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 Detalil

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 atalirate. This does not include the tax. TheWathg
formula may be helpful for remembering the termagy:

Gross amount = Net amount (goods amount) + Tax amou
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Chapter 4

Setup Order Entry

This chapter covers the option, screens, fields,pamt options you use to set up the Order
Entry module. It is assumed that if you are readlivig chapter for setup reference, you have
already done the basic Company setup that is redjbiefore you can set up any Fitrix mod-
ule. For a more complete discussion of the Compatyp, se&etting Started with Fitrix.
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Setup Order Entry Menu

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

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

Sy miEZE

& Financ ! -

2 \temM@ 1 S_ales ‘

£ 3 5ales B3 2 gales o g Orderl ;

> ! © Copyright 2007
&=

&=

4 Purchz, ot . i
urche §] st 5 2 Order![=] a Update Order Entry Defaults e

7 PHaucion Maragenes 3 mojay & 4 Print Order Entry Defaults
b Broguction BEnNinG. gy 4 sy B3 c Update Order Definitions
7 GeneraUAdm\mslratitﬂ Exit

o ext

d Print Qrder Definitions

e Update Customer Information
f Update Ship To Infarmation

h Credit Card Processing

0o mm o

i Update UPS Account Information

&
z

Status Idle:

The Order Entry Setup Menu provides options foralimd) and printing order entry defaults, and updatustomer
and ship-to information. Submenus accessed throptibns ¢ and d allow you to update and print a lmemof sys-
tem definitions such as warehouse codes, tax tiefisi order types, discount definitions, and paymmeethods.

The "Update" menu options are used to setup andtaiaireference tables. Reference tables storenaiion that
the system regularly uses, which is then accesgeding the reference code.

Update Order Entry Defaults

This menu option allows you to setup default valieegshe Order Entry system, default values thatumed
throughout the Order Entry system, rather thangtassociated with a particular customer, wareharsather spe-
cific reference information. Many of the defaultrées on this screen are codes you set up in referéles using
the other menu options on the Setup Order Entryuniaeiow Update Order Entry Defaults, so you wargdt up
the necessary reference files and information leejou set up the defaults file. For example, =f@mu can enter a
default warehouse code, it must have been defirredpdate Warehouse Definitions.
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The Order Entry Defaults screen:

late Order Entry Defaults !

t Wiew MNavigation Tools Actions Help

B O o Q B P 2 O

i Cbby Faste Zoom  Motes UFields ToDo  Techhical status Help

Fint | OF  Cancel

G 90 0 9O &\

Frev Nest Add Update Delete Browse

Warehaouse: | MIAMI Credit Reason: FlET I | Debit Reazon: QVF‘ J '
Order Type: :FH::G I ' Line Type: STK | Inv Gtage: [SHP Req Prafiti: UDI Initial Order Stage: [MEW.
Temms Cade: 'LA i 7 Diue Days: | 30' Use Department: Y | Papment: AH 7_ Hold Release Auth: .
FOB Paint: [SHIP POINT | ShipVia: [BEST Wy al Ship Terms: | |
: Ac“count Mumbers == =
Sales: i 400000000 AfR: | 110000000 &, | [nventory: i 120000000 %, | Restock Fees: | I 490000000 _,
Trade Disc.: | Cash: | 1 CostofGoods: | HO0000000 & |
Freight: I: Credit Card: | Scrap: I: E0000000 LY |
Tares
aTéH N_D_TAX Freight - Compute Tax: Y_ Discount: M|
Cocumert Printing Defaults
Frint Notes O Ack; ‘Y Pick: .Y
Kit Expansion On Ack: Y. Fick: [y |
N Swstem Nul"n-bersz’B atching
Doc/OrderMo.: | 388§ Irwenice Mo: . _2295 PostMa: | 59?I
Batch Invoices?: 'N Require Approval to post?: _N_ Approval Code: _

Tiuick BOL Mo; 1089
Tof1

When you enter orders and other transactions yters automatically assigns default values to sohtiee infor-
mation fields. The default values may come fronumber of different places, depending on the typdata. By
automatically filling fields with default data tlsgystem saves the user from having to enter infoombr each
transaction. You can overwrite most default valogsimply entering the desired value.

The data in the Order Entry Defaults screen isumig each company’s database. Notice that ther@mtey De-
faults screen contains only one document (the salesplays (1 of 1) at the bottom of the screemer€fore, the
commands on the command prompt are disabled, étlexception of Update and Quit. For example, yannot
Use Find because there is only one document tadfimabit shows up automatically.

Note

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

The Order Entry Defaults serve contains the follgyfields:

Warehouse
This field allows you to define a default wareholmmation for orders entered in the system.

+ Zoom to select from the current list of defined @l@muse codes

Credit Reason

The Credit Reason field provides a default explangor credit memos. When entering a credit meyoaol,
have the opportunity to enter a code that explaimg the credit memo is being created.
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e Zoom to select from a list of currently definedditeeason codes.

Debit Reason

The Debit Reason field provides a default explamator debit memos. When entering a debit memo,areu
given the opportunity to enter a code explaining we debit memo is being created.

* Zoom to select from a list of currently defined debason codes.

Order Type

When entering a new order, this field provides fadlé for the Type field on the Customer Order. Tloele
must have previously been setup through the Updeder Type Definitions option on the Update Ordefib-
tions Submenu.

e Zoom to select from currently defined order types.

Line Type

This field stores the default for the Typ columrthie detail section on the Customer Order. The endered
here must have previously been setup through thiatéd_ine Type Definitions option on the Update &rDe-
finitions submenu.

e Zoom to select from currently defined line types.

Inv Stage
This value determines what order lines are readyetmvoiced by the Create Automatic Invoice progra

» If you print picking tickets and then want to ingej set this value to ORD.
« If you use the Update Picked Quantities programthad invoice, set this value to PIC.

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

Req Profit %

This is the required profit percent your comparguiges on all items sold. If a user enters a poit@n order
and the profit percent is below this value, thelf igiceive a warning message. You can also setdiffeaent
required profit percent at the item code level.riim the field is not mandatory.

Terms Code

This value is not functional. Due Date is calculdb@sed upon the terms code.

Due Days

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

Use Department

You enter Y or N in this field to determine whetliemot you want to use department numbers whetingo®
revenue and expense accounts, and when postisgad and liability accounts. To use this featuepadtment
codes must have been set up in the Company file Cdmpany file is maintained with the Update Custom-
formation option on the Setup Company Menu.

Payment

Setup Order Entry



Fitrix Order Entry User Guide

The Payment field provides a default payment mefbodustomer orders. The Payment Method file isnma
tained with the Update Payment Type option on thddte Order Definitions Menu.

e Zoom is available to select from currently defipeyyment methods.

FOB Point

Use this field to enter the default free on-boasthpfor freight; that is, the point at which theyer assumes
ownership and liability for items on an order. Zo@mavailable.

Shipping Terms

This field stores the default Shipping Terms usmdctistomers that do not have specific shippingseset up at
either the ship-to code level or customer codellévge code entered here must have previously betap
through the Update Ship Code/ UPS Services Progfanm is available.

Initial Order Stage

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

Hold Release Auth

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

The Sales account is your general sales incomeuatdé Inventory Control is installed, the salesaunt from
the Fitrix Inventory Control Defaults file is usadther than the account entered here. A/R

This field stores the default Accounts Receivaloleoant used on orders for customers that do nat haspecif-
ic A/R account in their Customer file.

Inventory

This field is used only if you are also using thedntory Control module. It stores the default imesy (asset)
account that is decreased when you sell inventergs.

Trade Disc.

This field stores the default account number usethd order entry for posting trade discounts alovio cus-
tomers.

Cash

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

Cost of Goods

This field is used only if you are also using thedntory Control module. It records the default GdsGoods
Sold account that is increased when you sell items.
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Freight

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

Credit Card

This field stores the default account used foripgstrders that are paid by credit card. Typic#iig is the
same as the cash account.

Scrap

This is the default account increased when invgritems are damaged and cannot be re-sold. Ithsred con-
tra asset or a cost of goods account.

Restock Fee

This is the revenue account number used for astpeking fees you may charge your customers fochaar-
dise that is returned via an RMA order type.

The Taxes section contains the following fields:

Tax

You enter the default tax group code that you pahwMultilevel tax.

Compute Tax On Freight

This setting defines a default for whether or mot@mpute sales tax on freight charges. This feltkpts a val-
ue of "Y" (yes, calculate sales tax) or "N" (no,riut calculate sales tax). The default is "Y".

Discount Freight

This entry is the default value for whether or tmatle discounts are applied to freight chargess Tiid accepts
a value of "Y" (yes, calculate a discount) or "Nb( do not calculate a discount). The default i$."Y

The Document Printing Defaults section containkl§i¢hat control where you want the various ord#renotes
and kit expansions to print.
Print Notes On

In each of the four fields, you can enter "Y" or"fd indicate whether order notes entered, wheararg an or-
der, should be printed on the order acknowledgenpgcking ticket, shipping manifest, or invoice whenter-
ing an order.

Kit Expansion On

In each of the four fields, you can enter Y or Nrtdicate whether the "expanded" version of any &itdered
should appear on the order acknowledgement, pidigkgt, shipping manifest, or invoice.

The System Numbers section of the screen contaiogy that are used by the system to automaticaliyber re-
ports and transactions. Although the system maisttie numbers, incrementing each by 1 whenev&uged, you
can modify the values to change the starting number
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Doc/Order No.

This field stores the last "document number" assiigio an order. Document numbers are used by gterayas
a unigue key to identify transactions. The numbearsisigned when you enter and save an order andahage
changed. The document number should not be confuedhe Order Number, which is an optional number
assigned by you to identify the order. If you dé assign an order number, the system uses the adaturam-
ber as the default order number.

If you intend to use the automatically assigneceortimbers, you should set the value to the nuptemeding
the first number you want: for example, if you wéme first order to be numbered 2000, enter a vefu®99. If
you do not intend to use the document numbersdes mumbers, it is best to set this field to 0.

Invoice No.

The Invoice No. field is used to assign the stgribcument number to invoices. The value in thaklfis used
only if the Fitrix Accounts Receivable package ®Ninstalled. If A/R is installed on your systereffirst in-
voice number is retrieved from A/R, and is set@@Q in the system. See your system administratgyufwant
to change the beginning A/R document (invoice) neimb

Like the order document number, the invoice documember is assigned as the Invoice Number if yaare
nothing in the optional Invoice number field. Ingeidocument numbers are assigned when you prioicies.
You may specify Invoice numbers when you creatdrifieice and also when you print the invoice.

Note

It is possible to change any of the System Numatasy time. However, to maintain the integrity
of your audit trail information, you must not chantipe Document/Order No. after you have en-
tered orders, nor the Invoice No. after you haweted invoices.

Post No.:

This field is used to number posting reports creédethe Post Order Entry Documents option of theée®
Maintenance Menu. These numbers help you to tradkoaganize the posting reports. The starting nunsbe
usually set to 0 at setup time.

Truck BOL No.

This is a display only field and this number is awddically assigned when the sales order is ent@nedorints
on the bill of ladingThe beginning truck bill of lading number you wamtuse for your company should be
entered on this screen.

Batch Processing

Batch Invoices:

Enter “Y” in this field if Order Entry invoices shid be processed in batch by User ID.

* Require Approval To post?
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Enter “Y” if Order Entry batches require managemnegpproval to post.

Approval Code:

If approval is required, enter an approval codes Thlue will not be visible. This is the approealde the man-
ager will need to enter.

See the section on Batch Processing inGéiting Sarted with Fitrix manual for more information on batch
processing.

Print Order Entry Defaults

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

This menu option leads to the Update Order Defingisubmenu. The options on this submenu allowtysetup,
define, and update special codes, definitions,dfdults that are used on a regular basis whemniegiarders.

The Update Order Definitions Sub-Menu:

#& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser

File ‘iew Execute Settings Help

Sy mE2 @

4 Purch: 8] Byt & 2 ondertg |:a Updats ;:uﬂr‘t:;gesn:;:tt:; -
et Ve g o 2ales [ b Print CE a Update Crder Type Definitions
e D 48etp By ¢ Update & b Update Line Type Definitions
e 7__?enerawm‘msmt:ﬂ. Bit 5 d Print CE ¢ Update Alias Defintions
ol bt @ Updak[E] o Update Kit Definitions
E 1 Update [El e Update Discount Definitions
= h Credit & 1 Update Special Frice Defaults
=] \-Undaté@ oy Update Debit'CreditRMA Types
ﬂ. Exit  [E h RMAReason Maintenance
= i Update Multilevel Tax
j Update Commission Definitions
k Update Salesperson Definitions
@ | Update Warehouse Definitions [
El m Update Payment Methods
[El n Update Shipping Terms
@ o Update Ship Codesi/UPS Services
[E p Update Staging Area Definitions
9] Exit =
I Status Idle |

You use the options on this submenu to set up aidtain most of the definitions and reference infation. Most
of this information is set up when you initiallystall O/E, but as your business grows and changeswll periodi-
cally add new information and update existing infation via the options on this menu.

Update Order Type Definitions

This menu option is used to setup and maintairOtlter Types information. You can setup new ordpe tgefini-
tions based on the order types previously definethé system (like types). You can define any nundi@ew
order types to meet the needs of your company thingeinique combinations of process controls fehenew
order type, which controls how the order type calstthe order.
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@’E < ' | i

4 0 09V 0 9 K

 Find Prev MWest Add Update Delete Browse
Order Type: FEE_G'

Drezcription; ;I::HengAji;ar_glrder

Like Type: g
Create Baze Sales Order Mo 'Y-I
Allow multiple Debit/Credit/Bba Types: | |
F'locessh Eontlols
|5 this & Master Order?

I3 thiz a Reference Order?

Are ackhowledaements printed for thiz order twpe?
Are picking tickets printed for this order twpe’?

Are packing slips printed for this order type?

|z payment method required at the time of order?
Are customer PAD numbers required at order time?
|z the FOB reguired at the time of order’y

Iz the zhip via infarmation required at arder time’?

|2 the freight document number required?

Tof 1

128 @0

REG | [Regular Order

]

OYE

The Order Types screen contains the following §ield

Order Type

This field stores a unique three-character ordee tyode.

Description

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

Like Type

The Order Entry programs recognize several orgestyEvery new order type must be "like" one of¢heec-
ognized types. Several types have alternate codes-ean use either one, according to your inhousgaro

tion. Order Entry recognizes the following types:
« REG-regular order

* CRM-credit memo

+ DBM-debit memo

«  QUO - quotation

« DIR - direct or drop shipment from vendor

« DRW- direct shipment from vendor that is first reeel into your distribution center and then shipped

customer.
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e FUT - orders to be shipped at a future date.
¢ RMA- returned materials authorization.
«  WEX — warranty exchange

«  WRP — warranty repair

Create Base Sales Order

If this order type will be used to enter ordersriew shipments then set this to Y. For RMA typeeosdhat will
be based on existing sales order set this to Nyandwvill be prompted to select the original saledeo number
(and select items that were shipped on that otligia@s order number) when processing the RMA.

Allow Multiple Debit/Credit RMA types

When entering an RMA you must select the type ofARIMs. This value will be stored with all detdithes on
the RMA. If you wish to allow for multiple typese(i one line is being returned to stock and oneisd
scrapped) then set this value to Y.

Is this a Master Order?

This is a no entry field as this functionality istreurrently available.

Is this a Reference Order?

This no entry field is set to "Y" if the order &|is a reference order, and "N" if it is not. Aeefnce order can-
not advance beyond the "NEW" stage. Because ther inés cannot advance, picking lists won't benferd,
items won't be shipped, and nothing can be invaid&i can change a reference order to one of tndaeor-
der types at any time.

Are Acknowledgements printed for this order type?

In this field, indicate whether or not you wantatjuired to print an acknowledgement for this otgpe. You
can enter either "Y" or "N".

Are picking tickets printed for this order type?

Enter "Y" if you want picking tickets to be printéar this order type and "N" if they should not.

Are packing slips printed for this order type?

Enter “Y” if packing slips should be printed forigtorder type; enter "N" if packing slips need hetprinted.

Is payment method required at the time of order?

This value is not currently used by any program.

Are customer P/O numbers required at order time?

Indicate, by entering either "Y" or "N", if customgurchase order numbers are required at the tfroeder en-
try.

Is the FOB required at the time of order?
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The entry in this field indicates whether or na free on board point information is required &t tilme the or-

der is taken.

Is the ship via information required at order time?

Enter "Y" if the shipping carrier information isqeired at the time of order ; enter "N" if it istmequired at the

time of order.

Is the freight document number required?

This value is not currently used by any program.

Update Line Type Definitions

Update Line Type Definitions (option 4-c-b) alloysu to setup line type definitions based on tydesady defined
by the system. Line types are used to describattieidual line item types within an order. For exale, whether

the item is a stock or non-stock item.

The Line Item Type screen:

& Update Line Type Definitions Q@@

File Edit “iew Mavigation Tools Actions Help

OB G UhEER ARHE 00
QA Q@ 0 @ 0 9 =

© Find Prev Mest &dd Update Delete Erowse

Line Type ,SfK |

Description :[STOCK ITEM

LieTope TR [STOCKITEM.
Stock ltem ]

Allocate Inventary: 7]

Stage To Backorder:

Description Update: [

Frice Update S

Jof8

D4R

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

The Line Type screen contains the following fields:

Line Type

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

Description
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You can enter a short description (up to 30 charagfor this line type. If necessary, you can eatmnger de-
scription of the specifics of this line type asa®keyed to this line type.

Like Type

Because the Order Entry program recognizes a nuaibiere types, every new line type must be "likele of
the pre-defined types. The pre-defined line typesas follows:

« STK -stock items are the items you stock in inventorhe?WWyou enter a STK line type, you are telling the
program to commit items for this order. This doesactually reduce the amount of inventory, it jiesdtuc-
es the amount available for sale on subsequentfolethese items. The amount on hand is not edluo-
til the order is shipped and posted.

* NON -nonstock items are not part of your stocked invenbait are items you can readily order from your
vendors. When you use this line type , the itenh gdlon backorder. If you have Purchasing instalece-
quisition can be created for backordered items whidurn will create a vendor purchase order.

e STN —stock treated as nonstock are items that you s$togiur inventory, but you want to ship them direct
ly from your vendor rather than pick from your imgery.

* SUR -surplus items are treated like STK except thaudage history is not recorded. Usage history id use
to calculate usage rates for inventory replenishiraed surplus items are generally discounted satthek
will move quickly. You therefore do not want therpliasing department looking at usage rates based on
sales history for surplus items because they may they need to buy more.

« FOU —found items are available for sale but are notoaryinventory. These can include office furniture,
computers, or anything you want to sell that i&e'pt in inventory. Found items are treated as mahksbut
do not create backorders.

« DRN —direct ship nonstock are treated like nonstock except that a purchase order will be automatical-
ly created to your preferred vendor since thesastwill ship from the vendor.

* DRS -direct ship stock are treated like stock items pktieat a purchase order will be automatically rda
to your preferred vendor since these items wilpgtom the vendor.

« KIT - kit line type is entered with a kit code that ards to show all the line items that make up theTkiis
line type is not a defined line type in this screeogram.

« CAN - cancel is used to cancel the order line or pattt@fine. Any inventory allocated is de-allocated.
You cannot cancel a line item once it has reached®&HP stage. This line type is not a definedtipe in
this screen program.

* MTO — make to order. Use of this line type will createraduction work order. Once the production work
order is completed the line stage will change fidBEW to ORD as it is now ready for shipment.

Stock Item

This non entry field contains a Y if the item numisecompared to the inventory file to see if tidésn is in
stock; N if the inventory is not referenced.

Allocate Inventory

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

Stage To Backorder

Enter Y in this field if you want this line type g to backorder stage [BKO]. This is for nonstackl stock
treated as nonstock like types; N if you don’t wanig line type to go to [BKO].
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Description Update

Enter Y in this field if you want it to be okay tgpdate the item description for an item of thigltyipe; N if you

don’t want the description changed.

Price Update

Use this field to indicate whether or not the ustesuld be allowed to override the unit price whaetegng an
order. Enter Y if the user should be able to dderthe unit price; enter N if the user should betallowed to

override the unit price.

Update Alias Definitions

This menu option enables you to setup and mainiarilias file were you assign the customer’s ingeyncodes to
your own in house codes. This way customers caerdteims based on their own inventory codes andcgoustock

and ship items using your in house codes.

The Inventory Item Alias screen:

With aliases, you can enter the customer’s itenedondhe Iltem Code column in the detail sectiothef Customer
Order . The customer’s code is then displayedénAtias field at the bottom of the screen, and wilht on all

# Update Alias Definitions [Z |[B]X]
File Edit “iew Mavigation Tools Actions Help
QB & yiE Q BRE 90
4 @ 90 9 0 9 K

© Find Prev Mext Add Update Dslete Browss

Alims: MUFFLER 48
Irvventon ltem Code: ijM4B1 ] L
FLOWMASTER 4810 MUFFLER

Cuztomer Code:
Buziness Mame: FISH ERS SUPPLY
6of 7

shipping documents and invoices.

The Inventory Item Alias screen contains the follogvfields:

50

Alias

Use this twenty-character field to record the comds inventory item code. This is the code theammer uses

to order an item, based on his or her inventoriesys

Inventory Item Code
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This twenty-character field stores the inventoeyritcode your company uses in-house when custordersor
are entered.

e Zoom is available to select inventory item code.

Inventory Item Description

Once you enter a valid inventory item code, itscdpesion is displayed on the two lines beneathdbde. This
description allows you to verify that you have eatkthe correct item code.

Customer Code
This twenty-character field stores the code fordhstomer for whom you are setting up the aliascod

e Zoom to select from currently defined customers.

Note

If you leave the customer code blank, this is dglalias meaning you can use it when entering
all orders regardless of the customer code usetthéoorder.

Business Name

Once you enter a valid customer code, the busimes® for that customer comes up in this field.

Note

This is a global alias if you leave the custometecblank. This means you can use the alias when
entering all orders, regardless of the customee emgtd for the order.

Update Kit Definitions

Through this menu option, you setup and maintaénkt Definitions information. Kitting allows yowtgroup any
number of inventory items that are commonly solgetber under a single kit code.

The Kit Definitions screen:
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# Update Kit Definitions

File Edit Wiew Navigation Tools Actions Help

AU )L JRVER B A ABERE00ES OO
A 000 0 O &

" Find FPrew Mext &dd Update Delete Browse

Kit Code: [BOOMER | Kit Dse: | ALPINE AM/FM/CD + AMP & 2 i
:[SPESKERS ]
Itern Code Description [uianfity Iz, Pre:?
:ﬁLF’S_EEE |SLPINE [R] B CHAN AMP ] | 1.000
| ALPB203 |SLPINE B¢ THREE ‘WY SPEAKER | 2.000
|ALP7232 ALPINE 7292 REM. AM/FMACAS 1.000
1of2

V|ew Detail

D4R

You can use kit codes when entering customer ortlethe detail section of the screen, you entér &3 the line
type in the Typ column and then enter the Kit Civdine Item Code column. The kit item code "expkidand all
items in the kit are displayed in the detail setitid the Customer Order. Each line type changé&Tts, and the
system tracks the individual items.

Depending on the entries in the Order Entry Desatalble, the kit will be expanded and all kit itedisplayed (or
not) on acknowledgements, picking tickets, paclsiigs, and invoices.

The Kit Definitions screen contains the followinglds:

Kit Code

This field stores the unique code (up to 15 charagthat you assign to identify the kit.

Kit Desc

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

Item Code
Use this column to enter the inventory item codesfach item you want to include in the Kkit.

« Zoom to select an item code.

Description

When you enter a valid item code, the descriptigpleys next to it. These are descriptions entaréaventory
Control.

Quantity

This column stores the quantity of this line itdmttyou want included in this kit.
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Price

Enter "Y" if the line item’s price should be incled in the price of the kit; enter "N" if $0.00 shabbe used as

the line item’s price in the kit. This offers fléxity in kit pricing. For example, you might sddbth tires and
wheel rims individually, as well as the "kit" costing of a tire and rim sold together. When the isreold as

part of the kit, you could enter "N" in the Pricagemn for the rim; in effect, you would sell theetiat the regu-
lar price and include the rim "free of charge."

Update Discount Definitions

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

These discount codes are used as follows:

< If you insert the discount code in the customeorédor the customer’s ship-to record, this discouititap-

ply to all items on the order that have the “Subjex Trade Discount” field set to “Y”. For exampiéthe
order is for $1,000.00 and the customer recordaHets discount code, the net order will be for $060.

* You can also use the discount codes as a custdassrio the Special Pricing program. This effedtive
groups a class of customers together so that #egpwe special pricing based on their class. Famgte,

you can set up a discount code with a zero ratethis code as a customer class in the Speciahgico-

gram, and assign specific prices to specific itémas customers with this class code in their custoon

ship-to record will receive.

The Discount Definitions screen:

& Update Discount Definitions g@@

File Edit “iew Mavigation Tools Actions Help
OB |Gtk A HEBEM OO
4 0 90V 0 @ K

© Find Prev Mest Add Update Delste Erowse

Code: DEALER
Descriptiors MARKUP OF COST FOR DEALER
Rate: | 10.000]

Type: [MaRELP

MARKUP - In Order Entry anly, adds rate to average unit cost to compute selling
priceE. Cuantity dizcounts are ignored.
MARKDM - ln Purchasing only. subtracts rate from purchasing unit cost to compute
purchaze price. Huanhty dizcounts are ignored.
DISCMT - Computes trade dizcount amount of price az entered or compated,

20f9
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The Discount Definitions screen contains the folloyfields:

Code

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

Description

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

Rate

This is the percentage rate applied to your ligtepto determine selling price or trade discourdwHhat per-
centage is applied depends on the entry in the Tiglibdescribed below. The rate entered represedisect
percentage, i.e., 5.00 indicates five percent.

If Fitrix Inventory Control is installed, and theem’s “subject to trade discount” flag is set td’‘tiie rate ap-
plied to the price of an inventory item, is sethe Item Warehouse Detail.

Type

Enter the type of discount definition the code #sdate represent. The type determines how theodid is ap-
plied. The valid entries for this field are as folis:

< MARKUP —the percentage associated with this code is apfai¢he purchase cost (stored in the Inventory
file) to determine the amount to add to that costdt a selling price for an item.

< MARKDN - this type of discount is not currently used idemwentry or purchasing.

« DISCNT-this results in a discount being computed foitaths on an order that are subject to trade dis-
count (the Subject To Trade Discount field in thedntory file is set to Y or N for each item in bagare-
house that stocks the item). This discount is cdegbased on the price of the item after any qtyadis-
counts have been computed. (Quantity discountshaaetup in the Inventory file for each item infeac
warehouse that stocks the item).

Note

In the Order Entry Defaults screen, the entry eEliscount Freight field determines whether or
not you calculate discounts on freight charges.

Update Special Price Defaults

Update Special Price Defaults enables you to satdpmaintain the Special Price information, whiglhised to give
special pricing on orders based on certain facidns price overrides the inventory list price siifor an item in
Inventory Control.
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# Update Special Price Defaults

File Edit “iew Mavigation Tools Actions Help

oL VIXE QBB EO0EL @0
‘4 @ O 0 O 9 &

© Find Prev Mext Add Update Delete Browss

Description: |E!-'I'T(BF|TEAK OFF LIST -I

Level: | 1] Date Range:  |07/01/2009 144)  to  |12/31/2000 fiid]
Order Type: |__=_| i_ |
ltem Code: 16345 5| [ SCMcoROWAMATCLFTOR
Itern Clazs: |7 |

|
|
Customer Code: | al | |
]| | |

Dizcount Type: ID [ [Code, Digcount, Markup, Amount]
”Quantity Code/amt/Pct Drezcription

100000 | 10.000 |

200,000 12.000

300000 15.000

Cuztomer Clazs:

14 of 16

Wiew Detal |

OVE

When entering an order, once you enter an item,dbdesystem finds all pricing documents (recottiaj match
any of the following factors related to the order:

Order type
Item code
Item class
Customer
Customer class

Date range criteria.

In addition, price level allows you to put in anvéoriding” price record and date range allows yosgecify the
period during which the override is effective. Tdedail lines contain the quantity/price break infiation.

When the correct pricing document is selectedptider quantity is matched with a quantity foundhe price le-
vels detail. Information displayed in the Price ebvdetail changes depending on the entry in Discdype.

The Price Levels screen contains the followingdiel
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Description

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

Level

Arbitrary pricing levels 0-9. The system selects tacord in the group with the highest level. fricing
scheme has a low priority, assign it a lower numbet has a high priority (ie: it should overridgher pricing
matches), then it should be assigned a higher numbe

Note

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

56

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

e Zoom to select an order type.

Item Code

Use this field to store an item code if you wargagl pricing based on certain inventory itemgdfi are bas-
ing your special pricing on Item Class (i.e., ttea Class field is filled in) you would not wantuse this field.

e Zoom to select an item code from inventory.

Item Class

Use this field to store an inventory class if yoantvspecial pricing based on item class (item diasan item is
defined in Inventory Control). If you are basingstBpecial pricing on item code (Item Code fieldilisd in),
you would not want to use this field.

e Zoom to select an item class.

Customer Code

Enter a customer code if you are creating a sppdigihg record for a specific customer. You caa thss field
alone or in conjunction with the Item Code or It€hass fields. If you are basing your special pgoim cus-
tomer class (Customer Class field is filled in)uy@ould not want to use this field.

« Zoom to select a customer code.

Customer Class

Enter a customer class code for special pricingdhas customer class. You can use it alone ornjuoction
with the Item Code or Item Class fields. If you hesing this special pricing on customer code (@ust Code
field is filled in), you would not want to use tHisld.

e Zoom to select an entry for this field.
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Note

Customers are classified according to the entryeniadhe Discount field on the Customer Infor-
mation screen (option 4-e). The entry in this Digtadield is interpreted as the trade discount for
the customer. The different customer "classes'sangly the groups of customers that receive the
same trade discount defined in the Discounts tahl&pdate Discount Definitions (option 4-c-e).

Discount Type

Enter the single-character code in this field gpmcifies the discount type for this special pgaiacord: if you
enter C (code), you are prompted for a Discounedbdt relates a specified discount rate (one gouin
Update Discount Definitions), which the system dates and applies that discount rate; if you emter(dis-
count), the system prompts you for a percentagethat it will use as the discount rate (for a 5d&i%eount, en-
ter 5.5); if you enter an M (markup), the systemnppts you to enter a percent of markup over cost;ifayou
enter an A (Amount), the system prompt for a stradpllar amount to enter as the discounted price.

Date Range

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

Quantity

The system uses quantity level to determine whisbodint code should be used to compute the disquiog.
If the order quantity is greater than or equahi® quantity on the current detail line but lessttige next higher
level, the discount code from the current linesedito compute price.

Code/Percent

This column contains a code or percent (and theesponding column label) related to the Discourni€Tfield
in the header portion of the form. If the Discoligpe field contains a C, then the entry in thisuooh contains
a code. If the field contains a D, then this colurontains a percent of discount that should beiegplf the
field contains an M, then this column contains eceet of markup that should be applied. If thedfiebntains
an A, then this column contains an exact amoudtgoount for the specified quantity/price break.

Description

This column displays a description of the discaotte in the adjacent column if the discount typspiscified
as a code.

Update Debit/Credit/RMA Types

You apply Debit/Credit/RMA types when entering debemos and credit memos. Each code represeptsan
for issuing the debit or credit, and a scheme &mtipg to general ledger accounts.
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The Debit/Credit/RMA Types screen:

# Update Debit/Credit/RMA Types
File Edit Wiew Navigation Tools Actions Help
TOLNIXE QA BRM o0
4 @0 00 0O 9 =

" Find FPrew Mext &dd Update Delete Browse

Type: HMA
Crescription: M.t’-‘n.TEF! 1AL RETURMN

Diizposition; 2

Dizpositions Salez COG Inventary  Scrappage
[1] Returned and scrapped Decreaze Decreaze Mo Change  Increaze
[2] Beturned and restocked Decreaze Decreaze  |Increaze Mo Change

[3] Overpriced, nat returned Decreaze Mo Change Mo Change Mo Change
[4] Underpriced, not returried Increase. Mo Change Mo Change Mo Change
[5] Return for Exchanae/Repair  Decreaze Decreaze  Increase Mo Change

1of1
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This screen contains the following fields:

Type

In this field you enter a unique three-charactetecthat identifies this document. When you enteredit or de-
bit memo, you enter a type code (or accept theuttdfgpe as setup on the Order Entry Defaults sorezpro-
vide an explanation for why you entering a creditiebit memo. For example, you might enter a re&goa
RMA with the description "returned and restocked."

Description

This field contains a description of the reasorisTescription displays on the printed memo foromsthe list-
ing reports, and on the posting reports.

Disposition

Select one of the 5 dispositions available. WhenRMA is posted it is this disposition that deteras the af-
fect on your quantity on hand if any and also wlhtaccount numbers will be used (ie- if you usedsition 1
the post will debit the scrap account found intthelate Order Entry Defaults program rather thaemeory
since the merchandise is not being returned tonitove).

The four ledger accounts that may be affected are:

» Sales-This income account is increased by ordedstreerefore decreased by credit memos. Debit memos
resulting from undercharge to customers incredsesdles account.
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» Cost of Goods Sold (COG)-This account represenis guost for inventory items sold to your customéfrs.
is decreased when a customer returns an item.

« Inventory—This is the current assets account #ataisents the value of the goods in stock. Itdeesed if
an item is returned by a customer and put backti@hysical inventory. If the Inventory Contralgkage
is installed on your system, this module also rés@n increase to physical inventory.

» Scrappage—This account represents your cost fositeat are scrapped. It is increased when a cestan
turns an item that is damaged and cannot be retuogour inventory.

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

RMA Reason Maintenance

This program is used to set up the reasons forngt reason is entered when entering the RMArargee and it
is a required value. The RMA History report givestaistical analysis of all RMAs issued groupedhig reason

type.

File Edit Wiew Navigation Tools Actions Help
OB | AERE 9O
A P Q@ 0 9 =

© Find Prev Mest Add Update Delste Browse

Reason Code D.&M.&GE |
Description [PART WAS DAMAGED
1of5

OhE

Update Tax Definitions

This menu option brings up the Multilevel Tax megoption 7) from the Order Entry Main menu. See ¢bap for
the discussion of the options on this menu to petnd update multilevel tax capability.

Update Commission Definitions

Through this menu option, you setup and maintaénGbmmission information. Commission codes are tsed-
sociate commission rates with inventory items.

The Commission Codes screen:
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# Update Commission Definitions E]

File Edit Wiew Mavigation Tools Actions Heln
‘OB &yl QA HEMH 90
4 G P9 0 9 =

i Find Prev MNewt Add Update Delete Browse

Commission Code: STD
Description: [STANDARD COMMISSION RATE

Conmizzion B ate: BDDD:

5of9

R,

Commission definitions are not required by the déad Order Entry system. However, if your compasgsua
commission structure, the programs may be modtiatse commission codes specific to your needs.

The Commission Codes screen contains the folloWelds:

Commission Code

This field stores the unique code you enter upxelsaracters.

Description

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

Commission Rate

The commission rate is a percentage applied tader ¢o determine commissions. This rate is entased per-
centage; for example, 5.00 indicates five percent.

Update Salesperson Definitions

This menu option allows you to setup and maintafarimation on salespersons. Salesperson codeseadaaitrack
orders by salespeople.

The Salesperson Codes screen:
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# Update Salesperson Definitions Q@@
File Edit “iew Mavigation Tools Actions Help

oL IIXE L= T

2 600 0O O &

© Find Prev Mext Add Update Delete Browss

S alezperzon Code; Tr:*l |
Salesperson Mame: ETDM M.-’-‘«EIK:

Phone: 8005551200
Cell: [770-455-2870.
Fa: | 7704553000
Email |TOMM@PARTSPLUS.COM
7of8

OWR.

You can reference salesperson codes from a nunfilpéaices. You may use the codes to associate salpkp with
certain customers or with certain ship-to addrefsesustomers. When you do so, orders enterethédrcustomer
or shipping address default to the specified selsgm. This default salesperson can also be entergflthnged ma-
nually while you are entering the order. Using 8adesperson Codes program, salesperson data naalgled or
modified at any time.

The Salesperson Code screen contains the follofights:

Salesperson Code

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

Salesperson Name

You enter the name of the salesperson’s namesrfitid.

Update Warehouse Definitions

You use this option to setup and maintain the Waueh table which associates a code with a speediehouse
and information about that warehouse. When yowsélpdate Warehouse Definitions, this screen displa
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#& Update Warehouse Definitions Q@@
File Edit Wiew Navigation Tools Actions Help

TOLWVIX QA BN o0

A 090 0 9 .

 Find Prev Mest Add Update Delete Browse

“Warehouse Code: h_fIIA_h_-iI |
Descriptior: [MISMI WHSE
Department: 000 |  [ADMIN. OFFICE

Address: [100 PALM DR

City: [MIAMI
State: FL
Ziv: 833886368
Country; US.-’-‘« '
Phaone: |B00-222-3455 |
Fa:[080-883.8388
Email: ;_i-o _ns@a“b-cc-l.i"s't'rii:}ht'i-on.com
Location Controllad: Y

11 of 12

VR

Each warehouse document represents one of thédesdtom which your company receives and shipsgiiery
items. You can also use separate warehouses diffeeént cost and price information for an item.

The Update Warehouse Definitions screen contam$alfowing fields:

Warehouse Code

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

Description— warehouse description

This alphanumeric field stores the descriptionhef warehouse. It may be up to 30 characters irtheng

Department—department code

In this field you may specify a department codgdfi use different departments or profit centeos; might use

this field to indicate that transactions for itesigpped to and from this warehouse should postcerin de-
partment. You must have set up department codiseiCompany file prior to use here. (S&atting Started
with Fitrix for more details on department codes.)

Address and Phone Information

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

Location Controlled
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Enter a Y if you will have multiple bin locationgipitem for this warehouse. Enter an N if you witlly have
one static location per item for the warehouse.tBeénventory Control User Guide for more inforioat

Update Payment Methods

This option is used to setup and maintain codesdstomer payment methods. You set up payment e dor

to entering the orders themselves. There are tines categories of payment methods: on accoush, @acheck,
and credit card. The payment method codes enteredllforders indicate how the customers plan toestheir ac-
count.

The Payment Method Definitions screen:

# Update Payment Methods =17
File Edit “iew MNavigation Tools Actions Help

OB | @i QA Rl 00

A 600 0 0 &

© Find Prev Mest Add Update Delste Browse

Payment Code: AFE :I
Payment Description; |ACCOUNTS RECEIVABLE ]
FPayment Type: IA

20f8

OWR.

When entering an order, the payment method defauttee payment method stored in the Customer dedbthere
is not a payment method there, then the methodezhie the Order Entry Defaults screen is used. dauoverride
the payment method either before or after you ltgégnated the customer for the order.

The Payment Method Definitions screen containgdahewing fields:

Payment Code

This six-character code uniquely identifies therpagt method.

Payment Description

This thirty-character field stores the descriptionthis payment method.
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Payment Type

This field stores the one-character entry desiggéatie way this type of payment will be made. Aiyment me-

thods can be categorized into one of the follovgroups:

« A—On Account payment type is usually the defatlindlicates that the customer will pay for the isem
through Accounts Receivable with the payment tespesified for the customer. When the sales order is
posted an open AR item is created on the custoraecsunt.

e C—Cash or Check; Invoices are required for thigfyqut they are printed as cash receipts ratheritha
voices. When the sales order is posted there ispent AR item created and the GL posting is a debit

cash and a credit to sales.

e V—Credit Card; this payment type is actually adhparty billing, in which the sell-to customer getcus-
tomer who placed the order, and the bill-to custoiméhe credit card company. The sell-to custogeds
the numbers for sales analysis, but the credit candpany (the bill-to customer) gets the bill andhown

on the A/R aging report.
* D - Debit Card; similar to Credit Card.

Update Shipping Terms

The Shipping Terms field on the Update Order EBeyaults screen holds the information for the difshipping
term. If the shipping term at both the customep<4hilevel and customer level are null the orderyeprogram will

default to this shipping term.

# Update Shipping Terms

File Edit Wiew Mavigation Tools Actions Help

oL IXE A MEaM 90

4 Q09 0O 9 K
 Find Prev MWest Add Update Delete Browse
Shipping Terms Code: F'FEEPAID 250
Dezcription; ;F'HEF'AY IF ORDER OVER $250
Invoice Freight™? : N
Order Limit; | 250.00/
fof8

OWR

The UPS interface automatically adds a freight amh¢the invoice if the shipping term entered dgrihe order

entry process is coded to add freight.

There are four basic shipping terms of sale.

« Freight Collect — buyer pays freight. No freight invoiced to buyer
« Freight Prepaid- seller pays freight. No freight invoiced to buyer
« Freight Prepaid and Add — seller pays freight and invoices the buyer
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e COD - seller invoices freight to buyer. UPS colleetsds for merchandise and freight (entire invoice
amount) and then remits funds to seller. The COPppshg term will be marked invoice freight ="Y" .

If the invoice freight flag for the shipping termad = "N", freight will not be added to the invoizg the UPS inter-
face. Users can still add freight if they need to.

If the invoice freight flag for the shipping termead = "Y", and there was no freight added durirdgoentry, the
freight amount charged by UPS will be added toilieice. Users can still change freight amounhét need to.

The order limit value works as follows. If the shiipg terms code has an order limit not equal tb and the order
total is greater than or equal to this limit, thépping terms are automatically changed to PREP#dbhe user (or
the UPS interface if in use) knows that freightiddaot be added during invoicing. For example,dhstomer’s
default shipping terms are PREPAID 750 and the rdidet is set to $750.00. What this means is thatseller will
only prepay the freight if the total order amownequal to or greater than $750.00. If the ordied te >= $750.00,
the order’s shipping terms will automatically charfigppm PREPAID 750 to PREPAID and no freight wiél b
charged to the buyer.

Update Ship Codes/UPS Services

This program is used to add shipping codes foglfrietompanies used by your business and also tiewgdJPS
services codes (ex- Ground® Day Air, etc.).

#& Update Ship Codes/UPS Services M=1E3
File Edit' “iew Mavigation Tools Actions Help

ToLNVIXE QR BRE o0

4 QO 9 0O 9 K

© Find Prev Mext Add Update Delste Browse

Ship Type: UF'S |
Ship Code: |[GROUND
Description: |UPS GROUND

6of6

YR

e Ship Type- enter UPS or OTHER for other freight carriers.

* Ship Code enter the UPS service code or a code for otleggtit company. It is this code that will be used
on all order entry documents. You can select frbenlist of ship codes when entering orders or lit d-
fault to the Ship Via code found in the Update @idetry Defaults program.

« Description — enter description.
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Update Staging Area Definitions

This is an optional program that allows you tolgestaging areas in your warehouse that can thasdigned to
the sales order (via the Defaults screen in Satdsr Entry program) so that you can track itatmn.

# Update Staging Area Definitions DE

File Edit “iew Mavigation Tools Actions Help

O UUEEHEX BaM 90

4 999 0 9 W

 Find Prev MWest Add Update Delete Browse

Staging Areas Code: !S_TG'I—|

Description: |STAGING AREA 1

i |

| | |

| | |

1o0f2

OR
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Print Order Definitions

This menu option leads to the Print Order Defimtidlenu, which provides twelve additional menu apsi The
submenu options, labeled a through I, allow yopriot reports for the special codes, definitions] defaults that
you setup and maintain through the Update Ordeinidiehs Menu.

The Print Order Definitions submenu:

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser

File “iew Execute Settngs Help

JemEg@

e LI, Order.l © Copyright 2007
B ¢ Purch: 5] Byt fﬁ 2 Order!E 3 Updatg conhiSennstan oo
- Profluc_tlzon.hdanagem% 3 Bales [E) b Print () 4 Print Order Type Definitions
W e e _m 4 Setup. & ¢ Undate [ Prirt Line Type Definitions
ﬁ ?Genera\mdm\mslrantﬂ Exit [ d Frint CE= ¢ print alias Definitions
L & Update [ g Print Kit Definitions
@ T Update =0 o Print Discount Definitions
= h Credit /=1 1 Print Special Price Defaults
@ \-Updaiﬁig g Print DehitiCredit Reasons
ﬂ Exit B h Print Multilevel Tax
E‘ i Print Commission Definitions
.E, j Print Salesperson Definitions
& k Printwarehouge Definitions
&) 1 Print Payment Types
5 Exit
=
Status Idle |

These print options produce hardcopies of the eefs¥ information you setup through the Update Obi#initions
submenu (option 4d). Use these reports to checldberacy of the reference information.
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Update Customer Information

With this option, you maintain Customer Informatiéior your convenience, this option may also bessed from
the Setup Receivables Menu.

# Update Customer Information |Z”EH‘ZJ

File Edit Wiew Mavigation Tools Actions Options Help

‘@O B @ iy Hoe B B B @ ©

)
EE Quit Prnt  OF  Cancel Cut Copy Faste Zoom Motes UFields ToDo | Technical status  Help

@ & @ @ @ @ @ Q@ I &8 & O @ o

Ship-To  Activiy AddlInfo. Bilginfo OE info Ship Motes  Credit Motes  Credit Lty Credit Card  Order Price  Sales Aging Terms  Document Deliven

A 90 0 9 & ¥

Find Prew Mest Add Update Delete Browse Dptions

Cade:|1 | Contact [BLLWALKER |
Company: [ACTION SUPPLY | Phone (4048854148 ]
Address: [14307 15T STREET | el [404 752 3456 |

i 1 Fax 4043526157 ]

City: [ATLENTA ) |

State: |GA Zip: 30299 |

|
e | PRl Finatek =S |
5 o [UMITED STATES

Email: [bilw@action.cam |

a

Coaurtry:

Web Address: | W, action, corm [

S alespersorn: W A [wiLLIAM MILLER !
Tems: [& o | [MET 30 |
Pap Methad: al ACCOUNTS RECENABLE ]

Balance: 16447265 ResaleMo: (000000045 |
Creit Linit: | 150000.00] Resale Exping: [12/31/2009 o4
CredtHald:| CreditHold Date: [ |

Notes 2066

YR

The Customer Information screen contains the fahgviields:

Code

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

Company

This thirty-character alphanumeric field storesthstomer’s business name. This name appears ortgépat
list customer information, on invoices, and soDhis is a required field.

Contact
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This twenty-character alphanumeric field storesrthme of the person who you normally contact when-c
municating with a customer.

Phone

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

Cell

The mobile contact number for the customer.

Fax

The facsimile telephone number for the customePsd&partment.

Address

This thirty-character alphanumeric field storesfitst line of a customer’s hilling street addrefkere is an ad-
ditional twenty-character address field besideldbeled field that can be used for a suite nundregttention
line, etc.

C/siz

This row stores the billing city (twenty-characédphanumeric), state (two-character alphanumeaiw, zip
code (ten-character alphanumeric).

Country

This field records the billing country (twenty-chater alphanumeric).

Email

This is email address for the customer contact.

Web Address

This is the Internet URL for the customer.

Sales Person

This is the salesperson code used for establistales types. Zoom is available for this option.

Terms

This is the AR terms code. Zoom is available fas thption.

Balance

This system-maintained field displays the custometrrent balance as of the last posting of rebéivdocu-
ments and cash receipts.

Credit

This numeric field stores the customer’s credittiitinat is, it stores the maximum amount of crethiarges you
wish to allow the customer.
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Credit Hold

Entering "Y" will prohibit users from entering a®R or OE documents.

Credit Hold Date

The date that the customer was placed in Hold statu
Resale No

Enter the customer’s sales tax resale #. This eumlil automatically be transferred to their sateders and
can be viewed on the Sales Order entry defaulesgoeogram

Resale Expiry

Enter the customer’s sales tax resale # expiratair. This number will automatically be transfdrte their
sales orders and can be viewed on the Sales Omnttgrdefault screen program

Customer Ship-Tos
@

By selecting the Ship'T':'r icon you can access the Ship-To Address screeh. thé Ship-To Address screen pro-
gram, you maintain the Ship-To records. Ship-T@rés can also be maintained with the Update Cust@higp-

To’s program on the Setup Order Entry Menu. Thip-Slo screen program stores one or more shippiogrds for
some or all of your customers.

The Ship-To Address screen:
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# Update Ship To Information

File Edit “iew MNavigation Tools Actions Help

L JVIX i} MEBM 90
a Q @ 0 9 =

© Find Prev Mest Add Update Delete Browse

Customer Code: |1 @ iﬁ_ﬂuE—Tl_D_N_S_UFTF'LY

Ship-Tao: EAST

Ship-Ta Mame; (ACTION EAST [ Route Code; | |

| e e

Residential: [N_| Tax Code: |

Freight Tax Code: | a || Misc Tax Code: |

Contact: {M&RY SMITH | Phone:  [B00-345-5089 |
tddress 1: (2000 SOUTH END AVE |
Addiess 2|
City, State, Zip: ATLANTA | [Ga]
Cauntry; |5 Y | |UMITED STATES |
S alespersan: | TM o [TOMMacK |
Dizcount: | _‘-",_I | |
Ship Terms: |PREPAID .| |[FREIGHT PREF&ID- DO NOT INVOICE
Cel | |
Fau: : |
Email: | |
“Web Address: ! |
1of29

D4R,

The Ship-To Address screen contains one shippidgead. Should there be more than one shipping ssidie
other shipping addresses are accessed by usisgrbiebar, the up and down arrow icons, or keybd@arow keys.

The following fields appear on the Ship-To Addresseen:
Customer Code
This field displays the Customer Code and Busiizgse of the customer. This is a display only field.
Ship-To
This is a six-character alphanumeric field usecktwrd a customer’s ship-to code. This code idesti specif-

ic ship-to address for a customer; for a givenaust each code must be unique. However, diffenestoeners
can have identical Ship-To codes.

Ship-To Name

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

Route Code
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72

The Order Entry program has been modified to fask at the ship-to code to retrieve the routingeand if
not found there look at the customer record tdeedrthe routing code. The routing code selectdken in-
serted into the Order Entry summary screen.

The picking ticket print program has been modifiedirst print all picking tickets with no routingpde and
then group subsequent picking tickets by routingecd’ou may also print picking tickets by routirapde by
entering the code in the picking ticket selectiateca screen.

Residential

If this ship-to is a residential location and tigpping method is UPS set this value to Y. Seestiwion in this
manual that discusses the interface with UPS Whipd®r more information.

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

e Default - default tax code for merchandise
« Freight - default tax code to be charged on freight

e Miscellaneous - default tax code to be used onmaisgellaneous charges.

Note that if these tax code fields are left blahl, tax code at the customer level will be usethdftax code at
the customer level is blank also, the default @aecfound in the Update Order Entry Defaults scregram is
used.

Contact

This twenty-character alphanumeric field is prodder the name of the person to contact at a shipdation.

Phone

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

Cell

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

Fax

This is a twenty-character field facsimile telepagrumber at the ship-to location.

Addressl

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

Address?2

This is a thirty-character alphanumeric field whaan be used for suite information or any additi@uaress
information. This line is displayed directly berfeétte Address1 line on an invoice.

City, State, Zip
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This row stores the ship-to city (twenty-charaethanumeric), state (two-character alphanumeai}, zip
code (ten-character alphanumeric).
Country

This twenty-character alphanumeric field recorasdbuntry for a customer’s ship-to address. Ifsthipping
location is in the same country, it is recommenited you leave this field blank. This strategy agtonfusion
by the postal service.

Email

This is email address for the customer contact.

Web Address

This is the Internet URL for the customer.

Ship Terms

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

Salesperson

This six-character alphanumeric field records @lesperson code identifying the primary salespefsothis
customer. The Zoom function is available in th&ddi The system fills in a salesperson descripttiathe right
of this code (assuming a valid code has been ef)tere

Discount

A six-character alphanumeric field stores a dist@ode if the customer is entitled to trade dis¢eumnhe
Zoom function is available for this field to selectliscount code. The system enters a descriptitimei adjacent
field after the code is validated.

Customer Activity
e

Activity

Click on the .icon to access this screen.

Setup Order Entry 73



Fitrix Order Entry User Guide

#& Zoom aractvz

File Edit Help
OE] 94 90
i Type | Doc Mo Doz Date Inw/Chik Ha ""Due [rate Arnount Balance . Aﬁ
| 21EE 09 01/27/2010 25.00 25, 0
[ 1M 2167 12/28/2009 2167 01/27/2m0 15.00 15.0C
| IN 2168 12/28/2009 2168 /27200 10.00 10.0c
| IN 2175 12/28/2009 2175 /27200 12.00 12.0C0
| IN 2174 12/28/2009 2174 /27200 10.00 10.0c
IIN 2171 12/28/2009 2171 /27200 11.00 11.0C
| IN 217312/28/2009 2173 /27200 13.00 13.0C0
| IN 2142 12/08/2009 2142 01072010 110.00 110.0C
| IM 2140 12/08,2009 2140 m/07/2mo 110.00 110.0C
£ | 3l

[@ ok ] [t:d Cancel ] lﬂ Mew Search ] [q Detail ] bt_attach

OhR

The Customer Activity screen shows any recent paysnend outstanding invoices. They are sorted atothie most
recent open item appears at the top of the scmncan change the sort order by clicking the caoldmeadings.
For example, if you wanted the activity to sortdigest date instead of most recent click the Dot baading.

You can also use the scroll bar and the functiors ke move down through this list if there are moug¢standing
invoices than appear on the screen. In addition,cgm view the details about a transaction by iligkhe Detail
button when the cursor is on that line. The fi@dgthe Customer Activity screen are display only.

The following is a description of the columns oistform:

74

Type

This column displays the type of item that is dégqeld on the line. IN means that this line is amice. CD
means that the information on this line pertaina tash disbursement. CM means that the line pertaia cre-
dit memo. DM means that the line pertains to atdakbimo. CR means that this line is a cash receptmeans
that the line pertains to a finance charge.

Doc.No.

This column displays the document number of the.itBocument numbers are assigned during postingiend
used to track the document. The document numbex éash receipt, credit memo, and debit memo igdlce-
ment number of the invoice to which the transactipplies.

Doc.Date

This column displays the date that the documentemésred.

Inv/Chk No.

This ten character column stores the invoice nurobeheck number associated with the documentelfictiv-
ity is an invoice, the column displays a invoicentner; if the activity is a cash receipt, the coludisplays a
check number. You can use the Zoom feature to aibwof the transactions associated with a partictdaord.
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Due Date

This is the date that an invoice is due. It is gldted from the billing terms for the customer émel Invoice
Date.

Amount

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

Balance

This is the balance still due on an invoice.

Additional Customer Information

Click on the

@

Addl Info

. icon to access this screen.

#& Extension addinfo
File Edit Help

OB QUi

4 90
Acct/T ax Information

fcct Group: |MEAEE ()| |ACCOUNTS RECEIVABLE INVOICE.

AR Aecount: | 110000000 (& - (000 (=)
Currenoy Code: IUSD_IEI_
Credit Manager: iioms -i Send Credit Letters: i
Default: |W@' Freight: N_DT!—‘«:X lEl Miscellaneous: | MOTAX IEI

’_O oK J [Q:f Cancel ]

D4R

Enter the ledger account group for this customer,

Acct Grp.:

This six-character alphanumeric field stores aulefccount group for a customer. This entry maypber-
ridden on the Receivable Documents screen displapddr the Update Receivable Documents option. Ac-
count groups expedite data entry by displayingteoli accounts that the user can choose from whtsmieg
transactions. The user can enter an account gnodiph@refore, does not have to remember specifigele
account numbers. Account groups entered must haga previously using the Update Account Groups
program. You can use the Zoom function to sele@amount group. After you have entered a valid aoto
group, its description appears next to it. The dpson is automatically retrieved from the AccouBitoups
file.

A/R Account:

This integer field specifies an Accounts Receivadideount number to use for transactions involving t
customer. Enter a value here if the account nurdbffars from your default Accounts Receivable agttou
setup on the Accounts Receivable Defaults scrédie Ifield is left blank, the default setup on thecounts
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Receivable Defaults screen is used for transactiordving this customer. This field allows you set dif-
ferent receivable categories for customers.

Currency Code:

This 3-character alphanumeric field is the defaultrency code for the current customer recordnly ap-
plies if the Fitrix Multicurrency module is instal and you have specified a value for currency cultien
doing multicurrency setup.

Credit Manager:

The value entered here is the credit manager reggerfor this customer and must be a valid lo§in This
user id must also be set up in the security tatill@i$ers (table name is stxsecur) so that the anogan find
the name associated with the id ( See chapter ouriBein the Getting Started With Fitrix manuat)3 this
name that prints on the collection letters senh&customer.

Send Credit Letters

This value defaults to "Y" which means a creditdetvill be  printed for this customer. If you dotrwish
to create credit  letters for specific customer guust change this value to "N".

Default:

This is the default multilevel tax code for gooddsim Update Receivable Documents and Update Cuetom
Orders. If this field is left blank, the Invoice faelt Tax Group found in Update Receivable Defaulils be
used.

Freight:

This is the default multilevel tax code for freigiitarged in Update Receivable Documents and Uitiage
tomer Orders. If this field is left blank, the Fgbt Tax Group found in Update Receivable Defauitt lve
used.

Miscellaneous

This is the default multilevel tax code for mise@kéous charges in Update Receivable Documents pnd U
date Customer Orders. If this field is left blattke Miscellaneous Tax Group found in Update Redséva
Defaults will be used.

Shipping Notes

The notes entered here will display when enteritigis. When these notes display the user has tienay chang-
ing the notes and will then be prompted "Store €H&isipping Notes (Y/N). The default is Y and thestes will
then print on the picking ticket and packing lishy changes made to the notes in order entry willamange the
default notes stored with the customer record.
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#& Shipping Notes QEIFXJ

File Edit Mavigation Help

leave the warehousze,

£ | ¥

& ok | [Ggcancel | {2 Edit | [--- Time Stamp

OE

Credit Notes
5 4

Click on the Lzl N':'tes.

icon to view this screen.

& Choose an Item |:JEIFZJ
Filz Edit Help

OEOL @

iz Credit Motes
Mew Credit Note
Delete Credit Hote
Edit Credit Mate

[@ Ok, ] [t:f Cancel l

OWER

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

This option allows user to enter a new credit ndtee note, date entered, and the login ID of ther tizat
entered the note will be stored.
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#& New Credit Note B@

File Edit Mavigation Help

D0 WLEER 004D O

| |

& ok X | [--- Time Stamp

OWR.

* Delete Credit Notes

This option will display a list of user ids and éabf all existing credit notes and user has opifoseleting
any item on the list by double clicking on the itanmd then answering Y to the prompt "Would You Lik@
Delete?".

« Edit Credit Notes

This option will display a list of user ids and @aif all existing credit notes and user has optioediting
any item on the list by double clicking on the item

Billing Information

@

Billg Info

Click on the . icon to view this screen.
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& Extension ... = |[O)X]

File Edit Heln

OB O HAe»

Billing Infarmatian
Statement Date; |01/01/2008 (I3

Statement Amount: 58917.40
Last Pap Date; |07/30/2008 [EI3

Balance: 164472 65

On Account: 14821

Depogits: Qoo

Credit Linnit:

Statement Cycle: |1
Open ltem/B al Fuwd: |0
Finance Charges: |
Fin. Chrg. Tax Code: | MOTa =]

[O 0K ] [ﬂ( Cancel l

YR
Enter this customer's credit lin

Statement Date

This is a system-maintained field. It displays da¢e that a statement was most recently generateddus-
tomer in the format “mm/dd/yyyy.” The field is upéd at the time a statement is generated. Duringpse
an entry may be made in this field.

Statement Amount

Again, this is a system-maintained field. It dig@ahe total amount outstanding for a customerf dlseolast
time a statement was generated for the customfarniation cannot be entered in this field afteupeis
complete.

Last Pay Date

This system-maintained field displays the mostmedate that a cash receipt was received from us.
It is updated by the system during the postingashcreceipt documents. The date is displayed ifiotimeat
“mm/dd/yyyy.” During setup, an entry may be madéhis field.

Balance

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

On Account

During setup (prior to setting the Accounts ReckleaSetup to complete on the Accounts Receivable De
faults screen) you can enter a value in this nurfezid. A positive value represents an amount thatcus-
tomer owes you. A negative amount represents dtdireat you can apply to outstanding invoices (@&-m
mos).

A similar On Account field appears on the Custo@pen Items screen. During setup, you may entenan o
account amount for a customer in either placeolf gnter a value on the Customer Information scrisem
enter a different value on the Customer Open lter@es, the on account amount becomes the valuerast
tered for that customer.

Deposits
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This field stores any open deposits that were edtar Update AR Cash Receipts
e Credit Limit :

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

e  Statement Cycle

This optional field stores a number that is reférne as the “statement cycle number.” When you geae
customer statements, the program prompts for onmae statement cycle numbers. This allows you to
generate statements for a particular class of mesta Setting up these statement cycle numbersleid-

ing on which categories to setup for customer®isedat your discretion.

e« Open Item/Bal Fwd:

This single-character alphanumeric field acceptsrary ofO (open item) oB (balance forward). This code
determines the type of statement to be generatatidccustomer. If left blank, this field defaulitsO.

e Finance Charges

This single-character field records whether orfirgnce charges should be applied to this custowfedid
entries areY" (yes, calculate a finance charge) b "(no, do not calculate a finance charge). If leéir,
the field defaults to "Y".

e Fin. Chrg. Tax Code

A six character alphanumeric field which definesvhiax is applied to finance charges. Values forfibkl
come from the Chart of Accounts. You can selectexgting finance charge tax account using Zooml{Ct
2).

Order Entry Information
P

0E Info

Click on the icon to view this screen.

#& Extension oeinfo
File Edit Heln

OB OWFEEAA @O

Qrder Entry Information

Discount: =] |25% MARK UP
Salesperzon: "W =] WILLIAKM MILLER
Pay Method: | AR =]
Ship Termsz: | BillTo3rdPart [®] |Bill to Third Party
LPS Account:
Rezsidential: |M Ship Complete:  |[M

Foute Code; |SET000

[o Ok, ] [ﬂ( Cancel ]

YR
Enter the discount code for this custormer.,
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Discount

This six-character alphanumeric field stores aalist code if the customer is entitled to trade alists.
The Zoom function is available for this field tdeset a discount code. After the code is validated,system
displays a description in the unlabeled field rtexhe code.

Salesperson

This six-character alphanumeric field is used tmrd the salesperson code identifying the primatgsper-
son for this customer. You can use the Zoom featurgelect a code for this field. After the codevadi-
dated, the system displays a salesperson desariptibe unlabeled field to the right.

Commission

This is an optional six-character alphanumeridfiglat allows you to record a commission code assst
with this customer. You can use the Zoom functiorselect a commission code for this field. Adjacent
the Commission field is an unlabeled field thaptiys the description of the commission code.

Pay Method

This six-character alphanumeric field can be usestdre the payment method code for this custofirtes.
payment method code must have been previously sketapgh the Setup Order Entry Menu in Fitrix Order
Entry. You can use Zoom (Ctrl-Z) to select a paymmeethod code for this field.

Ship Terms:

This 15-character alphanumeric field stores th@mshg terms used in order entry. Zoom is availabid
this value must have been previously set up inroedé&ry using the Update Shipping terms prograre. te
Order Entry User Guide for more information on $limgy Terms. If there is a shipping term found ie th
ship-to record, this value will be used. If thepghihg terms at both the customer and ship-to lavelnull,
the shipping terms found in Update Receivable Defaill be used in order entry.

UPS Account
If the UPS interface is in use it is this UPS actawmber that is passed to the UPS World Shipvsoé.
Residentiat

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

Ship Complete

If this value is set to "Y", the picking ticket arder entry will not print if the order has anynite that have a
back order status.

Route Code:

* The Order Entry program has been modified to firsk at the ship-to code to
sretrieve the routing code and if not found themklat the customer record to
eretrieve the routing code. The routing code seteitehen inserted into the Order
*Entry summary screen.

The picking ticket print program has been modifiedirst print all picking tickets with no routingpde and
then group subsequent picking tickets by routingeco
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You may also print picking tickets by routing cdaeentering the code in the picking ticket selattoite-
ria screen.

View Credit Card Information
5 4

Credit Hotes

Click on the icon to view this screen.

# Update Customer Credit Card |:]@E]

File Edit Wiew MNavigation Tools Actions Help
OB G URRE] MM 90
‘4 @ © 0 ® O &

© Find Prev Mest Add Update Delete Browse

v

Customer Code: |1 | |ACTION SUPPLY |
Paument Methiod: |DDEBIT o] |DIRECT DEEIT |
Card Marne: ' | Prirnary Card: W|
Card Mo | Security Code; :

Trans Ref Mo; |
Account Mo [ACCOUNT HUMBER |
Route Mo [ROUTE MUMBER |
Social Security |SOCIAL SECURITY NUME I
Diriver Licenss: [DRIVER LICENSE | Licenze State:

Exp. Month: | Exp. vearn |:|
|

First Mame; | | D Last Mame:
Address: ! |
| |
City: | [ State: | | Zip: |
tountry: :I |
Telephone; I [
Fam: | |
Email; | |

Tof2

CIVE

This option lets the user view any credit card finfation that is on file with the customer. See Géap, "Credit
Card Processing", in the Order Entry User Guidariore information.
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Credit Letters

Click on the

@

Credit Lir

& View detail letter

File Edit Mavigation Help

icon to view a list of credit letters sent to thestomer

=1k

A
COLL 3
03M2/2010 LD30
03M2/2010 LDED
03M2/2010 LDa0
03M2/2010 CoLL —
11/058/2009 LD30
01/427/2009 LDED
Q7032008 LD3n
Q7032008 LD3n
Q7032008 LD3n
Q7032008 LD3n
Q4/22/2008 LDAn
Q4/22/2008 LDAn b
[ﬂ 1] 4 ] [[H Cancel l
OWR

Document Delivery

Click on the

(4

Document Delivery

icon to set how documents are to be deliveredto gustomer.
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# Add on detail fdd =1
File Edit Mavigation Help
OB @
[rocument Title Frint | Subject E-Mail Address Fai Mumber il
aro_inves AR Invaices W AR Invoices O F
ara_letter R Diunning Letters . R Dunning Letters . B . | 7704323448
aro_statmt 4R Statements . 4R Statements .bettyb@fourthgeneration.com ]
oesa_billdg |Expart - Bil of Lading | [ |Bilof Lading [ |\ | 0
oE0_cminy .Export-Eommerciallnvoice . | Commercial Invoice . || Ll
os0_invee 0E Invaice . |OE Invoice .bettyb@fourthgeneration.c:om i}
oe_invef .Export - Final Invaice . Final Invaice . F . |:| |
oeio_order .Acknowledgements ” .Acknowledgements . | ] |:| .
oea_prfiny .Export-ProformaInvoice . |Profoma Invaice . E |
oE0_prainy .Export-Provisionallnvoice . |Provisional Invaice . B |
os0_quote Guntation . .Quotation F [
oe:o_shipr .F'ac:king Slip | .Packing Slip | Bl 0 o
oea_shper .Export - Packing List . .EHlet - Packing List . | [
¢ | e
[ 0K ] [’:‘ Cancel ]
Check document delivery method 2

See theGetting Started with Fitrix Manual for more information on the Flexible Document Dely (FDD) feature.

Credit Card Processing

See the Chapter on Credit card processing forimétion on these programs

84 Setup Order Entry



Chapter 5

Order Maintenance



Fitrix Order Entry User Guide

The Order Maintenance Menu

The Order Maintenance Menu is the most frequersggdumenu of the Order Entry system. Using this nyenucan
create, modify, and release regular orders, ceeditdebit memos, and reference orders. You carealso and
update picking, shipping, and invoice amounts.

#Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser L EFX
File ‘iew Execute Settings Help
slgm = 2

e R LR | order Maintenance TE—
@ 4 Fursheg] Eyit &= 2 Order!= a Update Gustarrer Orders © v Print Order Acknowledgments SF:“:"EIE“S”:I’:E‘;’:SJM_
& - dieion Managem 3 33l B b Print Quotes f Order Acknowledgments [E z Update Batch Maintenance
B 6 FIOducton Flaniing gy | sooy ¢ Print Picking Docurments
ﬁ_ ¢ Gonstaliadmini=tiatc YRR B d Undats Picked Quantties
o] Eat =) & Print Packing Slips
T Update Shipped Quantities
@ g Update Returned Quantities
= 1 Invoicing Programs
j Update Backorder Received
k Print Order Entry Edit List
=) | Post Order Entry Documents
@ m Custamer Price Inguiry
E n Reguested Quantity Guery
= o ExportForms
E p Shipment Tracking
© x Print Quotation
o Exit -
I Status Idle

This menu contains the following options:

e Update Customer Orders Use this option when entering a new customerrasdenodifying an existing
order. This option is used to create or updatelagguders, credit and debit memos, and quotes.

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

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

e Update Picked Quantities Use this option to indicate which items from adey have been picked for
shipment.

< Print Packing Slips: Use this option to print the shipping manifeshjet lists items included in an order
and serves as a packing slip.

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

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

e Invoicing Programs: There are seven invoicing programs availablergde®Entry.
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» Create Automatic Invoices/Memo- this program will automatically create invoices &ll orders that
have line stage equal to invoice stage as defiméloei Update Order Entry Defaults program.

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

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

* Receive Settlement InvoicesUse this option to receive settlement/declinerimfation from the credit
card service provider.

» Invoices Not Settled Report- This report lists all invoices where settlemesats declined and there-
fore alternate payment method must be worked atltt yaur customer.

» Print Invoices and Memos-Use this option to print customer invoices, deb@&nmes, and credit me-
mos.

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

Update Backorder ReceivedUse this option to mark items as received thatvptaced on backorder.
Print Order Entry Edit List : Use this option to print an edit list of all dowents prior to posting.

Post Order Entry Documents Use this option to post all documents and thergimate the Inventory,
Customer, and General Ledger tables.

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

Requested Quantity Query:Use this query screen to determine what affecmsrdot yet entered may
have on your quantity on hand based on receiptsadutyour average monthly sales quantities.

Export Forms- this submenu contains a full suite o&xport forms.

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

Update Batch Maintenance:lf batching is turned on, this program is usedpprove invoice batches. Read
the Getting Sarted with Fitrix manual for more information on batch processing.
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Update Customer Orders

You use Update Customer Orders (option 3-2-1-gnter or modify regular orders, quotations, andliti@nd debit
memos. You can break the customer order screen ddavthree sections: the header section, the ldeteiion, and
the order detail summary section.

When you select Update Customer Orders, the Cust@muer screen displays:

& Update Customer Orders

File Edit “iew Mavigation Tools Actions Options Help

Q BB BE00ED @O

: 2 @ o 0 = © © o e . e e o e
L ShipDtl Honstock Lines  Alas Summany  Defaults  Credie Check Recale Customer Ship-To Frice Sales Invoice  [temibaster  Loc/Lot Screen Tracking  Make To Order

A 6 90 0O @ & 3

© Find Prev MNewt 4dd Update Delete Browse Options

Customer Cirder Credit/Dehit/Fidd

Reason |

Customer: |1

3891

i ) Base Doc Mo |
Customer PO: I Order Mumber: 5389.1- Rk Ref Doc Mo |
Contract: _3@81 - Document: EES Default Type: |
Oirder Date: 0322-3.#2010 ToBe Invaoiced
Ship To X '
s Iuiltiple Drders:
Ship To: [EAST | ; : ; =
e = ; Status: |CaM | Stage: |CaM |
Ship Via: |[BEST wWaY 1| It G S
X - — Currency: |
Ship/Return Date: E
Discount Code: MREUP
" : Drder Totak | 143018
Ship Complete; > S
Line Items
| Lr Tuwpe St | Item Code Digzcriptiof wiatehouss LIt | Duantity Frice Met Smount Blia
15TK CAM | ALP35EE ALPIMNE [R) B CHAN AMP ATLANTA EA 1.000 E54.2000 E54.30 BOC
25Tk CAN | ALPE203 ALPIME 63 THREE 'wis SPEAKER MIAMI EA | 2.000 136.4346 272.87 BOC
35TE CAW ALP7252 ALPINE 7232 REM. &M/FM/CAS MMl EA 1.000 463.8771 463.88 BOC
4 5Tk CAN | SOMXS3011 SOMNY %5-3011 5144 CO-4% 5PKR SEATTLE EA | 2.000 45.5630 9313 BOC
49 of 50

The header section is at the top of the scre@wnitains general information about the order asaley such as
order type, customer code, business name, ordessthe order number, and so on.

The detail section is found beneath the headecantiins a single line for each inventory item loa dérder. You
can scroll through the lines that can number upO@0. (To increase the number of line an orderhzave, certain
program variables have to be changed, which isllysd@ne by an authorized Fitrix reseller.) Theoimhation that
displays in the details section of the screen idrotled by the user. To remove or add informasanply go into
the detail section of the screen and right clickaag column heading to get this selection screefisjplay:
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& Update Customer Orders =13

File Edit “iew Mavigation Tools Actions Options Help

Enter the line type.

: v' L
) @ DX @ Q @ @é v Type ; :
“ Oyt Print - OK  Cancel Cut Copy Faste Zoom  Motes UFields ToDo '-'v' stg Faoe  Insert Row  Delete Row | Technical status Help
i & . - & v Item code ; &
“ ShipDH MWonstock  Lines  Alias Summary  Defaults Credit Check  Recale Custon— . ce |temMaster Loc/Lot Screen Tracking  Make To Order
|| w Description
4 ¢ 9 @ 0 = = ¥ Additional Description
ind Prey Mest Add Update Delete Hrowze Options
Warehouse
Customer Order [ um
Customer: |1 &l Typei.;,. Quantity
Mame: |ACTION SUPPLY | Order Number | »  Price
| Document | w  Met Armount
| Order Diate Alias
Multiple Orders: 4 ias Description
Status, Sls Pan
|
e Currency|
EsTwary & o dy' o
= izcount Code|
/2172009 L1 ol A
iy rder Total|
Ship Complete: BroRef
Maore...
Line [tems
Reset to Defaults
Ln  Type Stg  Item Code De_scription T Ery Frice Met Amount
i [RJORD 12104 |SCH A SERIES MULSTRIKE = 1.000 77895 7.79
55 of 85
[@ 0K, ] [P:{Eancel ] @Header ]
VR,

Simply place a check next to those items that yantwo display in the detail portion of the saleden screen or

uncheck those that you do

not want to display.
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Customer Order screen—header section

90

Customer

You enter the customer code in this field that espnts the customer whose order you are enterimgs¥t up
customer codes with Update Customer Informatiomgnm. When you enter the customer code, the custome
business name is automatically called up, and HeiShipTo code for this customer if there is ang.

« Zoom to select from the current list of customede®

PO No

You can use this "free-form" field to enter thetomser’s purchase order number, if one is availair@ny oth-
er reference information up to 10 characters. Tideromay be retrieved in the future using this nantdr refer-
ence info. (Free-form means you can enter any caatioh of numbers and characters for the referarfoe
mation you need.)

Contract

This field is maintained by the program. If youesman order and then decide to turn it into mudtiptders the
contract number is set to the range of sadder numbers generated (ex- if you create mulopéiers 100
through 104 the contract number is set tall®Q It is this contract number that is used @enShipping Screen
program discussed below

Ship To

The ship to code represents the location whereub®mer wants the order shipped. You can setippgsh
codes with Update Ship To Information program. Ship-to code is automatically entered when theatust
code is entered and there is only one ship-to esdigned to this customer. If there are multipip $ loca-
tions for a customer, you are prompted as to whidp-to to use for this customer order.

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

Ship Via

This field stores the carrier that will ship theler. You set up Ship Via Codes with the Update Slides/UPS
Services program.

e Zoom to select from the current list of ship viales.

ShipDate

You can enter the order date in the format "mmAgdtfgr each order. This is the date you expectatter to
ship to the customer from your warehouse or thelogs warehouse for direct ship.
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Ship Complete

This value defaults to the value found in the comorecord and if that is null, it defaults to Nsétto Y a
picking ticket will not print for the order if itds any backordered line items since the custometsvtae order
to ship complete.

Order Type

You enter one of several different order type cdatlasrepresent what type of order you are entefihg sys-
tem recognizes several different order types. Otgjms are defined through the Setup Order EntrgiM¥ ou
can define any number of custom order types (fkes) that act "like" the system defined order $ype

Zoom to select from a current list of order types.

The system order types are as follows:

REG-regular order out of warehouse

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

If you later determine that you want to ship thdesrdirectly from your vendor to your customer,
you can change the order type from REG to DIR. iWwmu do this you will be prompted as follows:

Changing order tppe to DIR will create a vendaor purchaze order. Continue?

@ Tes ,| [{:1 Mo ]

DIR—direct ship (a.k.a. drop ship)

Items on a DIR type order are not picked and stddpem your warehouse. Instead, a PO is submitied t
the appropriate vendor and the vendor ships timsitéirectly to your customer. Since this type afesris
neither picked nor shipped from your warehouseicking ticket is not required. If Fitrix Purchasiigin-
stalled on your system, the DIR order generatesrehpse order requesting that your vendor sendriher
directly to your customer. When the PO is receitlesl sales order lines stage will change from NEW to
SHP. There is no entry made to GL until you postP© to AP. At that time the entry is a debit tgtoaf
sales and a credit to AP. When the sales ordeysteq it will debit AR and credit sales income.

If you initially enter the sales order with a DIRBRW order type but then decide you want to shippm
your warehouse you can change the order type friRt®@ REG. When you do this you will be prompted
for the warehouse you are going to ship the memtisarfrom:
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¢ Extensio... B@@

File Edit Help

['* ]S ] lg:fliancel ]

R
Enter the warehouse code,

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

1. For any items where there is not sufficient qugragit hand to fill the order the back order screen
displays so that you may then either reduce thatiiyan the order or decide to backorder the
item.

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

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

4. The vendor information on the Shipment Trackingsaoris updated accordingly.

You can also unlink the DIR/DRW purchase order fitim sales order so it can be linked to anothessal
order. This is needed in the event the originatauasr cancels their order.

If you delete a customer sales order that has @er daype of DIR you will receive the following prata

Create new sales order?

[@ Yes 1 [l::{ M ]

If you select yes the program will null out the tmmser code, ship to code, order number and document
number and put you in update mode. You can thé&r @ew customer and ship-to codes. When the order
is saved, a new order number, document numbercamtdact number will be assigned; the vendor PO wil
be updated with the new order information; the st@pt tracking table will be updated with the new in
formation; and the original sales order will be @alted. The field labeled Orig Cust Doc No on theddte
Vendor Purchase Orders screen will be set to tlerarumber that was cancelled as an audit trail.
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If you select no, you will receive this prompt:

Thiz will cancel the zales order and wendorpurchase order, Continue?

g e | [l:'{ Mo I

If you then select yes, the sales order and vepdahase will both be cancelled and the recordhersales
order will be removed from the Shipment Trackingest program. If you select no, there are no chenge
made and the original sales order and purchase ardeetained intact.

DRW- direct ship through warehouse

This type of order is like the DIR order type withe exception.. Just like a DIR order the salesmocdeates
a purchase order to the vendor. However when thesPézeived the receipt updates the quantity ol fa
your warehouse (and makes a GL entry to debit itorgrand credit AP Holding) but it stays reserved f
the sales order associated with it. When the salier is posted, it will debit AR and cost of saéand
credit sales and inventory.

CRM —credit memo

Credit memos are used for accounting purposesjtstagrders that have been invoiced. For examplH) i
garden hoses are ordered but then 3 are damageelddiamemo is issued to reimburse the customethior
damaged items. A "reason code" at the bottom oftheen allows you to determine how the credit memo
should be handled.

DBM —debit memo

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

QUO-—quotation

A quotation order type can be sent to a customanasstimate. Because the quotation is enteredhiiker-
der it can be changed at any time into a reguldernoif the quote is accepted.

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

When you cancel an order, the order retains iteraigpe, but the stage and status are set to CAlbicated
inventory is de-allocated. Whole orders cannotédecelled if a line item has been shipped (SHP);evaw,
you can cancel individual line items that have lmegn shipped (see below).

RMA - Returned Materials
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This order type is similar to CRM except that akpig ticket will print that is then sent to the tumer as
authorization to return the merchandise. See tb&oseon processing RMAs below

»  WEX - warranty exchange

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

WRP — warranty repair

This merchandise is covered under warranty andbeilleturned, repaired, and reshipped. See thioisert
processing RMAs below

Description
Use this field to enter an optional descriptionitbe order.

OrderNo.

You can use this field, like the PO No. field, tter a specific sales order number for future mfee; however,
if left blank, it will default to the order documiemumber (see below).

Document No.

The Document No. field is system-maintained. Aften have saved orders, the value displayed irfiglib is
used by the order entry system to uniquely identi&/order. The system uses this unique numbezudit trail
purposes.

OrdrDate
You can enter the order date in the format "mmAdtfgr each order. This is simply the date the oiidec-
cepted and is not used for A/R or G/L postings. dfter date defaults to the current system date.

Multiple Orders

This defaults to unchecked. If you want to creatdtiple orders, check this field. For the initiader you enter,
enter the total quantity for all orders you wantteate from this order. For example, if you wantiteate 4 or-
ders with a quantity of 250 each check this figid anter a quantity of 1000. When you save thessaiger you
will be prompted as follows:

Enter nurmber of sales orders to create: | 4]

[l""Jl ak. ] [l':ﬂ Caricel J

Please note that if the order type you use is DRRAD(direct shipment from your vendor to your cuséom
there will be a vendor PO created for each salésror
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Stat

Stat is a system-maintained field that displayssthéus of the current order. Once a valid ordee tsode is en-
tered in the form, the system automatically entieesStat code describing the current status oétitiee order.
The following are the status designations an ocderhave:

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

REF-reference order designates a quote orderulElange a reference order to a regular ordestétes
goes to active.

PST-order has been posted.

CAN-order has been cancelled.

Stag

The Stag field displays the current stage of tlieeorAs the order moves through the various stabesystem
automatically maintains this field. Since the ofslshipment lines have stages (not the order )tsilis field ac-
tually reflects the lowest of all of the line stage the order, new being lowest. The followingikst of stage
values for orders:

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

HLD- sales order will be held. When salesepsdare entered, an option must exist for thenetsadved
initially as ‘Held for processing’. They c#ren be released by an authorized user by entdréng
authorization code you used in the Updai@e®Entry Defaults program . Until they are relehse
they:

Cannot have a pick list generated

Will not allow any transactions against their assted Production Order:

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

Cannot allow pick entry, ship entry, or invoeetry

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

If the sales order automatically creates purchaders, any purchase orders created will also e uil
the sales order is released from hold. Purchasr®eade automatically created one of three ways:

1. Itemis backordered and you answer Y to the “Cre@eNow” prompt.
2. Order type is DIR or DRW (drop ship from vendorctgstomer).
3. Line type is DRN (direct nonstock) or DRS (diretdick).

ORD- you have ordered items, committed (allocait®egntory.

BKO-items on backorder.

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

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

e PST-order has been posted.

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

Disc. Code

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

OrderTotal

This field is system maintained and displays thaeototal, which includes the sum of net totalsefach ship-
ment line, plus any shipping, miscellaneous charged tax (if applicable).

Customer Order screen—detail section

From the header section, you access the detaibedtie order lines) by clicking on Detail buttonpressing Ctrl
TAB. The detail section of the screen is organima columns rather than fields. The column heasliaig dis-
played just below the header. What information ldigp is how you have the settings set as descebede. To

change what columns display in the detail sectibilendetail section right click on any column hesglto have this

screen display. Then check the columns that you teesee displayed.

# Update Customer Orders fEX

File Edit “iew Mavigation Tools Actions C| v

OB | g g Eri (i

Ot Print - OK Cancel py Paste 2w

: & @ dqv

“ ShipDH Monstock  Lines  &lias Summary Defa) o
A @O0 O O
“ Find Prey Mest Add Update Delete Browsg

Custornier v

Customer: |_12 Al i

Name: [CLASSIC PARTS UNLIMITED LLCIH v

Customer PO: |‘I- 32 7 v
Eontract:[ |

Ln
Type
519

Item Code

Description

Additional Description
Warehause

U

Quantity

Price

Met Armount

Alias

Alias Description

8 O o «
View Detall  Mest Page  Frevious Page  Insert Fow  Delste Row

P 2 o 0 © @ &

cmer ShipTo Price. Sales  |nvoice  |tembdaster Loc/Lot Screen

= [REG = |

I
| ]
e [12/29/2009 [:d]

£

Enter the inventary item code.

T oo Sk Pen w7 stage [NEW]
o el . Tax A | ]
Ship Via: f..BEST WA (&) CRM Ren Lie== t
Stip Date: 12/28/2008 11| KO Ref e
Ship Complete: = |
More...
Lirie Items Reset to Defaults
Ln | Type Stg | Item Code Descrphon U | Guantity Price
15TK MEW
[@ 0K, ] [Q;* Caricel ] @ Header ]

Technical status  Help

o

ey
Tracking Make ToOrder

Met Armourt

CWR
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As you enter the order lines for an order, the moey items are allocated or committed as sooroascpmplete
and save the individual order line by pressing [TABce you have entered all the line item informatiColumn
headings are as follows:

Ln

This first column displays the line number.

Typ

The Typ column accepts a line type code for eamh ih the order, which is required. This is diffgréhan the
Type field in the header section that defines yipe for the entire order; this Typ column defines type for
individual items. Line type codes are set up usiveg Update Line Type Definitions program. The syste-
cognizes the following line types:

STK-stock refers to an item stocked in inventoryh#re is not sufficient stock is available for saldack-
order is created. Stock items available for sadeadipcated.

NON-nonstock refers to items not stocked in your inegnbut available for sale. A Non-Stock Item exten
sion screen automatically appears for you to @nfermation about the non-stock item. If this narcst

item has not been previously set up using the myentory items catalog in Purchasing (See Puradgasi
User Guide) the sales account number default tgdhes account number you entered in the UpdaterOrd
Entry Defaults program and the cost of sales asicoumber defaults to the non-stock account nurgber
entered in the Update Purchasing Defaults program.

#& Extension non_stk

File Edit Help

OB A EIEAA PO
MOM STOCEIMG ITERM

Wendor:
Item Code: | TAILPIPE

b e

Drescription:

Commodity Code:
Purchasze Unit:
Lnit Cost:
wigight: U nit:
T axable?: |M
Digcountable?: |k
Sales Account Ma: 400000000 =]
Cost of Sales Account Mo: 730000000 =]

[' )4 ] [Q:_f[lancel ]

%R

Enter the vendor code {if knowmn).

All of the ordered amount is put on backorder.uféhasing is installed, a purchase request is gégfor
the item.
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STN-stock handled as non-stock are items handledaliken-stock item, except that the item exists in in
ventory. While you can use item information (degsiioin, unit of measure, cost, and so on) as itaeesl in
the system, inventory is not allocated for the omied sales history is not posted to inventorysThithe de-
fault line type for Direct Ship orders.

FOU-found item; items available for sale that areinahventory. Found items are treated like non¥toc
items, except that they do not create a backorder.

KIT kit is a group of items sold together, which catwéhe line (and subsequent lines) into the breakd
of the specified kit. Line types of converted lirmes set to the STK type as specified in the Kinden.

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

DRS - direct ship stock items. Items using this liped will have a vendor purchase order automatically
created since they will be shipping directly frame vvendor.

DRN - direct ship non stock items. Items using thig lippe will have a vendor purchase order automatica
ly created since they will be shipping directlyrfrahe vendor.

MTO - make to order. Using this line type will creatproduction work order. The line stage will inlitya

be set to NEW but when the item is made and praalucirder is processed so that it gets added totijya
on hand, the line stage will be reset to ORD sbttimitem can be picked and shipped. If the ogdrmtity
is greater than 1 you will receive this prompt:

# Message =13

Itern : 029350
This itern is serialized

Do pou wwant to create multiple production orders?

OWR

Answer Yes if you want to create a separate pragiuetork order or No if you want to create one prod
tion work order for the total quantity ordered.

The Stg field in the detail section is system-naiimgd, and the current stage is defined for indigidine items
as well as for the entire order. It displays theent stage for each item on the order. The saagestalues are
used for line items as are used for order stagtwistag field in the header section.

Item Code

The Item Code column stores a pre-established igéscr code for the item you are ordering. If theeltype
STK, the entry in this field is validated from timventory file. If the line type is a NON type, thgou enter in-
formation about this non-stock item.

Zoom to select a valid item code. This screenaiiiplay and you can use query symbols such asfindo
group of of items. You can then use the check beetect multiple items at one time.
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#& Zoom item

BX

File Edit Heln
OE] O 90
[ Inciude Item Code Clazs Description il
12104 FARTS SCM A SERIES MULSTRIKE
] 12104-8 HOW SCM 2222222
12104-B FARTS SCM A SERIES MULSTRIKE -WSH B
12112 HOM SCM A SERIES CWR-UP TAPE
vl 12120 MHOM SCM A SERIES LIFT-OFF
] 12138 HON SCM A SERIES CORR [FK/2)
| 12155 HOM SCM A SERIES NYLOM
3 B v |
Contral: "L" = Lot Contral "5!" = Senial Control
"B" = Lot and Serial Control " *' = Mot Controlled
[@ Ok ] [g:{ Cancel ] [ﬂ Mew Search
VR
Check if you want to include this item :

Description
First line item description for the item code.

Additional Description

Second line item description for the item codenié @xists .

Warehouse Code

Shipping warehouse (default to warehouse code fourithe order defaults screen in header but cainéeged)

UM

The UM column is used to indicate the Unit of Measim which a quantity of the individual item iddoUnits
of measure are established for the item in thentorg file. Examples of units might be EA (each&, (box),

PL (pallet), etc.

Quantity

You enter the number of items to order in this Qifsacolumn. If the line type is NON, this quantityautomat-
ically placed on backorder. If the line type is S@iKd there isn’'t enough stock to meet the quaatitiered, a

pop-up window prompts you for what to do:
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File Edit Heln
QR | UUhEER 9O
Backorder Information

Lire Murnber:

Item Code: |1004-C |
wiarehouse:
Bllow Backorder?:
Gty Ordered:
iy, Avvailable:

Avg. Lead Time: ljl days.
Lazt Lead Time: El dayz,
Prior Lead Time: ljl days.

Q. To e
(Aty. To Back Order: 1.0000

& oK | [fcancel | [@, PO Detais
ks

OWER

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

Use the Zoom feature to retrieve purchase ordaild€tuantity, eta date, etc), for any incomingpstents
from vendors. You can then give customers a bitéar as to when the backorder will ship.

Note

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

Price

This column stores the price per unit for the ibeen. If the item is non-stock, you must enter izgrlf the item
is a stocking item, the system calculates the grés=d on special pricing factors: customer, custdype,
item, item type, order type, order date, and ogiemntity. You can override this generated pridbéf system is
setup to allow you to do so. If you have a requpsafit percent set up at either the item leveglobally at the
OE defaults level and the price entered is belawé#guired profit percent when compared to costwitiure-
ceive this message:

& Warning

Price below required prafit margin. Continwe i) ?

[@ ez .| [EH Mo ]

Net Amount
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The Net Amount column stores the net price foratder line. The amount displayed in this columthis prod-
uct of the Quantity multiplied by the Price, whishcalculated by the system.

Alias

If you are entering the order using customer al@des (which then reverts to your item code), tlees @ode
will display here and also print on the customenine as a cross reference for you customer.

Sls Psn salesperson code (defaults to the salespersowl fou the OE Defaults screen accessed from theehead
section but it can be changed).

Tax- sales tax code (defaults to the tax code founthe®E Defaults screen accessed from the head#rsec
but it can be changed).

CRM Rsn- credit or debit memo reason code ( ie RET fouRwetd).

Lot Selection in Order Entry

If you enter an item that is lot controlled in orémtry this screen will display. It will selectetioldest lots first
based on the expiration date but you can selffeteint lots as needed.

#& Add on detail lot

File Edit Mavigation Help

‘OB @ HA 25 00€ED 90

Oty This Order [ 10000] 0nPo:[ 157000

| Serial Mo. Gty Avvail Gty To Order Expiry Date Landed Cost |
308.000 06/20/2003 100000 |
300.000 06/20/2003 10.0000
248.000 0B/30/2003 10,0000
10.000 06/02/3003 10,4000

| |

& ok | [dcancel | (@, PO Details |
: : OWE
Enter the guantity to order - Zoom to PO Detail,

Create Purchase Orders for Backorders

When the order is stored this prompt will displathere are any part numbers with a line stageki®B
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102

Create backarders now?

Flzaze note that once the order iz gtored and the purchasze order(z] create

any guantity changes made to the order musgt be manually changed on the

correzponding purchaze order =0 that the bwo documents stay in zpnc.

OWE
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This screen then displays the primary vendor you
purchase the item from:

# Add on detail bkopo

File Edit Mavigation Help
OB OWEFER 2Y00ED 900
Ln  Item Code Quantity Description Wendor Cods Wendor Part Murnber Cost {]
120705 1.000 5CM TEMPD A5C1I 12 iSCH ® 580
& It
[@ 0K ] [P‘:{Cance\ ]
CWR:
Enter the supplier code,

If you want to select all vendors in the catalograa
vendor that is not in the catalog click on the

magnifying glass or press control Z to receive this
prompt:

& Warning X

Dizplay catalog vendors only’?

@ Yes .I [P:{ Mo ]
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If you answer Yes, all vendors found in catalog wiil
display. If you answer No all vendors will display.

Customer Order Supporting Screens

This section describes several of the primary stpppscreens associated with the main customesr@ateen: the
Order Summary screen, the Shipment Detail scréerQtder Line Defaults screen, the Customer/Cesdéen, the
Inventory Status screen, and the Inventory Infoionascreen.

The Order Summary Screen

@
Summary

When in the header section of the screen clickel » icon to access this screen.
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#& Extension summ E”E“E

File Edit Help
O QWhEER 00
Papment Method : [f [ [ACCOUNTS RECEIMABLE |
[Tems | [E [&| |3/15NET 45 DAYS I
Credit Card Intormation Shipping Information
CreditCardMo| | AwhCode | |AuwhDate | €@ Ship Via: | BEST WY ]
Auth. Amnant: iil Declire Code: ﬁ Rezidential?: _
Decline Messag.: . | Ship Terms: IrF'IEIEF':’-".ID2_55_|-3:L|!
Email: | | FOB Paint: EEPDIHT !
Ship Complete: ;ﬂl Weight: | |
URFS &ccount: | |
Foute Code: RTE# 100 |
Shipment Tracking Data Order &rmolnts
Deposit Amount Reguired: '—_| Sub-Total: :—??91
[locuments Sent; '7@1 Discc%t: i EI.DD|
Destination: | @__l Freight Amavnt: I—D_DDHI
Consignee Mame: | Freight Tax Code: 'f‘-JijAX_@|
Conzignee Address . | Total Tax| EI.DD|
[ [ Total Drder: | 773
| | 2 [
| |
Mokify Party Mame: | [
Hatify Party Info: | [
Truck BOL Mo: [543 |
’_@ oK J ’P:* Cancel J
Enter the method of payment. dty

The top section of the Order Summary screen héerelift fields depending on this customer’s paynmegithod.
Payment methods include cash or check, credit loit dard, accounts receivable. Zoom to select fedlist of cur-
rently defined payment methods.

The lower section of the screen, Shipping Inforovatcontains fields used to provide specific infation regarding
the charges for this particular order.

The Order Summary screen contains the followinigl$ie

Payment Method

This field stores the payment method for this ortiéhen entering an order, the payment method dsfauthe
payment method setup in the customer record. ietlseenot a method setup in the customer recoedimtbthod
setup in the Order Entry Defaults table is useds ¥an override the payment method either befowdter you
have identified the customer for the order. Thenparyt methods must be setup through Update Payment M
thods (option 4-c-I).

e Zoom to select from the current list of define¢mpant methods.
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Check Number

This field is used to enter the number of the chtbekcustomer used to pay for the order if paynagihbe by
check.

e Up to eight characters

Credit Card No.

This field records the last four digits of the dtexird number for credit card payments. See tlagien onCre-
dit Card Processing.

Auth Code

Authorization Code for credit card transactionse Shapter oiCredit Card Processing.

Auth. Date

Date credit card was authorized. See Chapt&redit Card Processing.

Auth Amount

Amount authorized on credit card. See ChapteCidit Card Processing.

Decline Code

Reason credit card was declined. See Chapt@redit Card Processing.

Messg

Declined message. See ChapteCoedit Card Processing.

Terms

This field stores the payment terms code. The t@ode must have been setup in the Terms table ¢Gouxts
Receivable. Next to the Terms field is an unlabédield that displays the terms code descriptiopratte terms
code is validated.

* Zoom to select from a current list of terms code.
Ship Via

This fifteen-character alphanumeric field is usedetcord the carrier used for shipping this ordeom is avail-
able.

Residential

This value is used in conjunction with the UPS W @hip interface and defaults first to the valuéhia ship to
record and if that is null, the value in the customecord.

Ship Terms

Shipping terms for this order (collect, prepaia, etThis value defaults to the value found in$héeto record
and if null, the value in the customer record. Zderavailable if this value needs to be changed.

FOB Point
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The Free on Board code designates the party reify@ifsr transportation charges on merchandisepsplf
the free on-board point is "point-of-origin," thestomer is responsible for freight charges; iffi@B point is
"destination" the vendor is responsible for freighéirges. The FOB code is printed on order ackroyements,
picking lists, and packing slips.

Weight

This system-maintained field indicates the totaighieof this shipment.

UPS Account
Defaults to UPS account number found in the custaemEord.
Route Code

This value will come first from the ship to recomiwd if null there the customer record. When pigkiokets
are printed en masse they will group first by mgtcode and then print all picking tickets withnooiting code.

Shipment Tracking Data

The information entered in this section of the sardisplays on the Shipment Tracking Screen disclisder in
this Chapter.

Sub-Total

This system-maintained field displays the ordeitciah

Discount

This is the dollar amount of all discounts calcedbfor the order.

Tax

This system-maintained field stores the amounawicalculated for the entire order.

Freight Amount

You enter freight charge here, if applicable. Thgght charge applies to the entire order andétuided in the
Total Order field. The charge is posted to thegleaccount specified on the Order Entry DefaultrfoThat ac-
count must have previously been setup in the Ledgeounts file, which is maintained with the Upd&eder
Entry Defaults (option 4-a). Freight may or may hettaxable, depending on your setup on the Ordey De-
fault form.

Frght Tax Code

This stores the value for the sales tax code taskd on any freight charged. This value defaultb¢ovalue
found in the ship to record and if null, the vafaand in the customer record. Zoom is availabierieeds to be
changed.

Total Tax

Display only field that displays sales tax calciglat

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

The Shipment Detail screen

@

Ship D

While in the detail section of the screen clicktba icon the view this screen.

# Zoom shipd

File Edit Help
QER W9
i.!3h|:|N|:| _Stg __Walehouse __Bt_l,l 1 Price __Net.l’-‘n.mnunt
1[GE | SEATTLE _ 1.0000 7.7895 7.7

= E-i.ustc-mer Infarmation

SoldTa: [12 |- [CLASSICPARTS UNUMITEDLLENEG |

Ship-Tee [SHIPTO | - |CLASSIC PARTS UNLIMITED LLOING i

Bil-Ta: [12 | - |CLASSICPARTS UNLIMITED LLCINC _

Cast, | 132500 Location:  [SCM 1248 | Shipwt: | 2000]
Shipment D ate

Projscted | i34 Request | 4] Reject | 4 Achual | ]|

[@ Ok, ] [[:_{Cancel J [ESetDates ]

R,

Enter the stage code: [NEWW] [Cak]. :

The Shipment Detail form contains the followingdie

ShpNo

This system-maintained field stores the shipmeéme)YIinumber for this order line.

Stg

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

Warehouse

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

Quantity

The quantity of items for this order line.

Price

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

Net Amount

The Net Amount field is calculated by the systerdigplay the net amount for this order line.
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Sold-To

This non-entry field displays the customer codetliis order line; the customer description appeadjacent to
the customer code.

Ship-To

This non-entry field displays the customer shipade for this order line; the ship-to descriptigpears adja-
cent to the ship-to code.

Bill-To

This non-entry field displays the bill-to code tbis order line; the bill-to description appeargaaédnt to the
bill-to code.

Cost

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

Location

This non-entry field displays the static locatite item in the warehouse. If you are using the inbirt
Functionality this field will be blank.

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

Note:

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

The Order Defaults screen

Form the header section of the screen clic D%/®!s

contains the following fields:

. icon to view this screen. The Order Entry Defasatteeen
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&l Extension dflt

File Edit Help
OB QUWREPER 90
Order Line Defaults
T : | MEIIS &) [NOTax |
‘wiarshouse Code: | SEATTLE [&)| [SEATTLE DISTRIBUTION CENTER |
Department; | 000 [ |4DMIN. OFFICE |
Sales Persor: |BJ &) |BILLJOHNSON |
Staging Area:l @l | |
Resale Mo: | |
Rezale Expiny:
[@ Ok, ] [!:_‘ Cancel l
Tax group code use for this order. O

Warehouse Code

This field stores the default warehouse code fisr¢hstomer order. The warehouse code descriptiexisto the
code.

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

Department

This three-character field stores the default depamt code for the order. The department code ighigar is
displayed next to the code. When the order is temiand posted, the debit entry to Accounts Rebkwaill
use this department code.

e Zoom is available to select from a list of depamim=ndes.

Sales Person

Use this field to enter the code for the salespeessociated with this customer order. The salsspedescrip-
tion is displayed adjacent to the code.

e Zoom to select a salesperson code.

Staging Area

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

This sales tax number comes from the customer decor

Resale Expiry

This expiration date comes from the customer record
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The Customer/Credit Screen

@

From the header section click on * “=3t Eheek 000 46 view this screen
# 7oom aractvz - [B)X
File Edit Help
ome 04 o0
i Type Doc Mo Doc Date Ine/Chk. Mo Due Date Aot Balance L
| 22442008 20 510,00 R
IM 2182 12/23/2008 2152 359550 389550
IM 2138 12/08/2008 2134 ms2z2s2030 48,95 48.95
IM 2148 12/08/2008 2148 ms2z2s2030 93,90 93,580
IM 2147 12/08/2008 2147 ms2z2s2030 27.00 27.00
IM 2133 12/07/2008 134 ms21420é0 591.00 531.00
Chd 2131 12/06/2008 13 -180.00
[ &R Limit EXCEEDED = | &/ Balance: | B156671.14]
Credit Lirnit; 32400000
l@ ok ] ’Q:! Cancel ] [M New Search ]
OhE

In addition to activity columns, the Customer/Ctextireen contains the following fields:

1. A/R Balance

This field stores the current accounts receivahlarice for the customer.

* AJR Limit

This field displays the accounts receivable limeit ®r the customer. If the balance is greater tharimit, "***
A/R Limit EXCEEDED ***," appears at the bottom dfé Credit form. In the above case, no A/R limisés.

Line Item Browse Screen

From the detail section of the screen click onitloa to view this screen. This screen gives yoeasy way to find
a specific line item on an order that has many itiees
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File Edit Help
oEe 90
Ln  Typ | Stg Item Code Uk Quantity Price Eutended )
12104 = 1.0000 77895
25TE. ORD 12104 Ed 1.0000 77895 77
35TE. ORD 12104 Ed 1.0000 77895 77
4 5TK. ORD 12104 Ed 1.0000 77895 77
RETE. ORD 12104 Ed 1.0000 77895 77
ESTE. ORD 12104 Ed 1.0000 77895 77
TETE. ORD 12104 Ed 1.0000 77895 77
85TE. ORD 12104 Ed 1.0000 77895 779 .
95TK. ORD 12104 Ed 1.0000 77895 77
105TK.  ORD 12104 Ed 1.0000 7.7a95 77
11 5TK. ORD 12104 Ed 1.0000 7.7a95 77 =
17 CTE nom 1721004 C A 1 NN T TOOE iy
l@ ok ] [[:1 Cancel ] lﬂ Mew Search
OWR

The Inventory Status screen

From the Quantity field the detail section of thes€mer Order screen, you can Zoom to see thesstthem
item.

=

& 7oom availz
File Edit Help
QE] U190

Itern Cods: [12104 |

Unit: |E_TJ
Factor: | 1FZIEI_DD_Di
| Wwharehouze On Hand Committed On BRO On Req. On POAT &f ~
LATLANTS, 2010000 : 0.00 .00 1174.00
CHICAGO 20010.00 1.00 0.0 1.00 0.o0
DaLLAS 1010.00 1010.00 0.0 0.0 1500.00
EDM 2000000 1.00 0.0 0.0 [
hAlakA| 333.00 13.00 n.on n.on B554.00
| SEATTLE 23870050 BOE12 42 250 n.on 901929 &6

@ o | [Ffcancel | [@ Detal |

OYE

The Inventory Status form contains the followinglds:

Item Code

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

Unit

This field stores the stock unit of measure forithentory item.
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Factor

This is the conversion factor that converts stouksuo sell units.

Warehouse

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

On Hand

This system-maintained column displays the amotititis order line item "on hand" in the warehoussid-
nated in the warehouse column.

Committed

This system-maintained column displays the amofititis item committed to orders and transfer oatrfrthis
warehouse.

On BKO

This system-maintained column displays the amoftititis item that is already on backorder for ther@house.

On Req.

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

On PO/Tsf

This system-maintained column displays the amofititis item that is currently ordered, and the amou
transferred.

By clicking the Zoom button you can view the dethdt makes up the committed, backordered, and on
PO/Transfers quantities.

CEx

File Ed_it Help
OEOH @
|

Lzt Commit Orders
| List BE.O Ordesrs
| List POz Tranzfers

l@ oK ] [t:d Cancel ]

OWR

Order Entry Notes

There are several different types of notes, somewl print on shipping documents, and some #ratfor refer-
ence only, and some that are entered elsewhehe idatabase but can be accessed here for inforrabgarposes.

To access the notes press Ctrl N, or click the imen on the standard toolbar.
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# Choose a Note Topic
File Edit Help

OBROH O

OrdersLine Maotes
Irventany [hern Motes

Ficking Mates

Itermn Pricing Mates

Order Mates

Cuztomer Maotes

Shipping Mates

Lozt Sale Maotes “

IG [1]8 ] [Q:f Cancel ]

O%E

Order Notes

These notes apply to the order as a whole; yoleagint these notes on the order acknowledgerpaking
ticket, packing slip, invoice, and the edit andtpuaglists. Entries in the Order Entry Default®f(lUpdate Order
Entry Defaults) determine the documents on whigsé¢hnotes are printed. You could reserve theses fatén-
ternal use by setting the defaults for printingesan the Order Entry Defaults file appropriately.

Order/Line Notes

You enter these notes through the detail portioth@fCustomer Order screen: the notes relate peafi& order
line in the detail section. You can have order/lio¢es print on the acknowledgement, picking tickatking
slip, and invoice. If there are extra descriptiates in Inventory Control for an inventory itemesie extra notes
appear when you enter the item code on an order lin

Picking Notes

You access these notes through the detail porfitlmeoCustomer Order screen and they print on itking
ticket. The picking notes are for the people assieglorders in the warehouse and usually are shgpistruc-
tions. The picking notes for a particular item niigiad, "Be sure to pack with antistatic foam alaatg a hu-
midity eater in the package."

Inventory Item Notes

These notes are for reference only. If an itemhaenarder has notes associated with it (notes ehterie in-
ventory item record), you can access this notesiopd display them.

Item Alias Notes

If the item has a customer alias code associatdditwaccess this notes option to view any ndtas are asso-
ciated with the alias code.

Customer Notes

These notes are for reference only. If the custdraemotes associated with it (notes entered ioubtmer
master record), you can access this notes optidispday them.

Item Pricing Notes
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These notes are for reference only Use these tmtsger any notes as to why an item’s pricing efeenged
from the customer’s default pricing to another eric

Lost Sale Notes

These notes are for reference only. Use these tmteger information as to why an order was cdedel

PO Notes

Any notes using this option will print on vendorrpase orders if the customer order is a diregnsbint order
(order type —DIR) or a purchase order was createthé backordered items through the requisitiacess.

Shipping Notes

These notes print on the picking ticket and packiifgand work two ways. Default shipping notesdarus-
tomer can be entered using the Update Customemtafion program. When you enter an order for acrust
that has default notes, these notes will displegrder entry and you will be prompted “Store Th8b&ping
Notes?”. If you store them you can modify thenmasded. If the customer does not have default hpoescan
enter them during order entry by selecting shippiates from the notes zoom picker screen.

Options Icon in Order Entry

¥

Options

When you select th . icon from the customer order screen toolbar, dfiewing displays:
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File Edit “iew Mavigation Tools Actions Options Help

OB A @ @ X B B OB B0 @ < -
Gt Print Ok, Cancel Cut Copy Faste Zoom Maotes U Fields. ToDo | %iew Detal MNestPage  Frevious Page  |hsert Row  Delete Row Technical status Help
1 I £ L, L £ . <L, . ) T, L, Ty

T F - ‘ )
= ShipDH  Monstock: Lines  Alias Summary. Defaults  Credit Check  Recale Custorner Ship-To Prce. Sales  |nwoice  ltembdaster  Loc/lot Screen Tracking Make To Order

.
£ Find  Prew Mest édd Update Delete Browse Option) Quotation
Customer Acknowledgement
Customer: [12 = Status
I History

Customer PO; | _| :
Contract: r3218E| | TrackSHiAmert
= ot Pick Status
ShipTo e Help
Ship To: [SHIPTO @ Quit
Ship Vi CY]|
3 F > Digcount Code:
Ship Date: |12/29/2009 | =
. E— Order Total: | 779
Ship Complete: -+
Lire Iterns
[ Type Sta |tem Code Crescription Additional Description ‘wharehouse Uk | Quaritity
5TE [ORD 12104 SCH & SERIES MULSTRIKE SEATTLE E&

& View Detail

& Update Customer Orders

9 0 O @ = b ]

Mame: [CLASSIC PARTS UNLIMITED LLCING ]
= E Motes Shipping

(New Document)

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

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

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

Hist—this option prints a history of all the orders this customer in the form of an Order Status De¢ai
port, which prints to the screen.

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

Track Shipment- this option stores the UPS tracking informati®ae the chapter that discusses the UPS
Interface for more information.

Pick Status- with this screetthe user can view when the merchandise shipped.i$ hielpful when there
are multiple shipments per order and the custorls  inquire when the various items shipped
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=)k

& Zoom pickz

File Edit Help
HON LWV 17
Ticket# wihs | Item Code Oty Line Stg D ate Shipped
0SEA  TEST12 10,00 ORD
0SEA 12104 500 FST 12/08/2009
Ie QK. l [[:1 Cancel ]

OWER

Entering RMA Orders

To enter an order for returned merchandise use tyge RMA. When you enter this order type, this
screen will display so that you may select the lmader the merchandise was shipped on.

# Enter Base order Mi=1t3
Default Credit/Debit/RMA Type: !ﬂ-‘lﬂ__@_l
Include Line ltems:
Type: | ItemCode Order Quantity | Frice CR/DM/BMA Type
I@ QK ] ’Q:f Cancel ]
OWR,
Select lines to copy automatically
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Base Sales Order Document Number
Enter the sales order number or zoom to find aofistles orders for the customer
Default Credit/Debit/RMA Type

Enter the type or zoom to find the tydéhis type will be assigned to all lines on the RM#ét you can change at the
line level if the order type allows for multiple RMypes as discussed above in the Order Typesoseatithis doc-
ument. If the type dictates that the merchandigeisg returned to stock (disposition type is 2) ydll be prompt-
ed to enter a restocking fee that will be deduétenh the total credit due to your customer for tatirn.

Include Items to Select

If you choose All you will be returned to the m& screen and the detail section will be populatita all items
on the original sales. You can then delete lines@drange quantities as needed.

If you choose Select, the line items on the origgades order will display and you can pick andag®which items
should be on the RMA order by checking/un-checkiegcheck box.

If you choose None, no items will be selected ftbenoriginal order.
Restocking Fee

If the type dictates that the merchandise is bedtigrned to stock (disposition type is 2) you Wil prompted to
enter a restocking fee that will be deducted frbmtbtal credit due to your customer for the return

# Prompt E|
Restocking Fee: 25.00
IQ Ok ] ’Q:* Cancel ]

The GL account that will be credited when the RMAbdsted is the Restock Fee account number. Eh&ryes-
tocking fee is optional.

RMA Reason Code

Once returned to the main screen you must entB\&A reason code. It is this code that is used wdwting RMA
processed on the RMA History Report.
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Credit/D ebit/HMA

Baze Doc Mo 3894
Ra Ref Dac Ma:
Default Type: | FiMa, (/]

Ta Be Invoiced: [

To Be Invoiced

When you are ready to process a credit memo foRMA order, check this box. See further discussibaut
processing credit memos in the section that dig=u€seate Automatic Invoices/Memos.

Warranty Exchanges or Repairs

On occasion you may receive a returned item thadvered by a warranty that warrants that the ibermeplaced
and reshipped or repaired and reshipped. In tlie gau will use one of these two orders types.

WEX- replace and reship
WRP- repair and reship.

If the order type is WEX or WRP this screen wikplay after you enter the Order Type for you tesethe RMA
number it should refer back to. If the RMA was éomade to order item (line type MTO) as it is ia #xample
below, when you save to sales order a productiak waler will automatically be created. Procesghrig
WEX/WRP order is the same processing followed wheressing a REG sales order.

Order Maintenance 119



Fitrix Order Entry User Guide

il Enter RMA order

i S
Fitda Order Document Number; 3681 =
Baze Salez Order: 3630
Inchude Line ltems:
Type  ltem Code Drescription Order Quantity | Price Rt Type
MTO 1004 FROCESSIMG UMNIT 1 R00.000
I@ ok ] [!:{ Cancel ] [E Change Order
OWR
Check to include line on this order
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Print Quotation

You use Print Quotation to print quotes to be senypur customer. You can only print quotes forséngales orders
that have order type equal to QUO.

Print Order Acknowledgements

You use Print Order Acknowledgements to print agqatint acknowledgements for orders entered thraljghate
Customer Orders The acknowledgements are not iegpiut you can send them to the customer to vidrdflytheir
order has been entered and is processing.

The process you use to print reports and docunigots/ered in the beginning man@@dtting Started with Fitrix.
If you have forms to print the acknowledgment am, yould want to load the forms into the printefdoe running
this option.

When you select the option you are prompted aghetlver you want to reprint order that have previphad

Acknowledgements printed. Once you select yeoparselection criteria screen comes up for yaetect specif-
ic orders to acknowledge if you want.

Print Picking Documents

You use this menu option to print or reprint pickitiocuments for orders entered through the Updasto@er Or-
ders option. Print Picking Documents identifiesarrtines that have reached the ORD stage and phiatgsicking
ticket used by warehouse personnel to select iterddill the order. Picking lists include informati such as the
warehouse, customer contact and business, phonleemamd ship-to address, item and item warehousgidm
codes, order quantity, item description, and wamsbmame, as well as a section for recording seuimbers of
items picked (if applicable).

The process you use to print reports and docunieots/ered in the beginning man@stting Started with Fitrix.
If you have forms to print the picking tickets gou would want to load the forms into the printefdye running
this option.

When you select the option you are prompted ashigther you want to reprint orders that have presfiphad
picking tickets printed. Once you select yes oraneelection criteria form comes up for you to sespecific orders
to print picking tickets for.

If the order is shipping from multiple warehousggicking ticket will print for each warehouse agath picking
ticket will contain a notation about the items ®dhipped from other warehouses.
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Update Picked Quantities

This menu option allows you to directly update liteans that have been picked to fill orders entéhedugh Up-
date Customer Orders. After picking tickets arated and the ordered items are picked from the vearges, use
this menu option to update the quantities that lmeen picked for each item. Please note that udgsoprogram is
optional and you can go right from printing thekiing ticket to invoicing.

The Update Picked Quantities screen:

#& Update Picked Quantities

File Edit “iew Mavigation Tools Actions Options Help

OB Y HEEQ] AR E00ED @0

b et

i Loc/lof Screen

b= ‘.'I- f:ﬂ- 'ILJ d {B '.'-'.I'

= Find Prey WNext Add Update  Browse
Sales Order Number. | 3436 [®J] [CLASSIC PARTS UNLIMITED LLOINE |
Pick Ticket Number: (1|

Mark all itermns picked?: :|

[ Fik Ln | ltemCode Warehouze Ficked Shipped

112104 SEATTLE 3.000
212112 SEATTLE 2.000
& ok | [ifcancel | [EDetal |

R
Enter [¥] to mark all iterns as picked, [N] to manually. mark.

The top section of the Update Picked Quantitiesestishows basic order information that uniquelytifies the
order. The bottom portion of the screen display/red items for the order that have reached thé3Rge and you
are updating some or all of these items as pickbi. screen contains the following fields:

1. Sales Order Number

Enter the order number that corresponds to therQidefield on the Customer Order form. Zoom isikalde
to help you select a valid number for the ordertaiming the items you want to update as picked.

After you enter a valid Sales Order Number, the @aifrthe customer is displayed, which helps confinat you
selected the correct order number, and the ondes khow up in the detail section.

2. Pick Ticket Number

This system-maintained field indicates the pickilcget number for this order, which is used to fyetinat you
are entering information for the correct pickingkst.
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. Mark all items picked?

Enter Y if all items listed on this order have bgérked; enter N if not all the items have beerkgi; so you
can select which items and the quantity of eaah i@ mark as picked.

. Picked?

In this column, enter Y to mark the full quantity gicked for this line. Enter N if not all the iteran this line
were picked.

. Order Line

This system-maintained column displays the line neirdor this item.

. Item Code

The Item Code column stores the code for eachtime on the order.

. Quantity Picked

Use this column to enter the quantity picked. dfienter a quantity less then what is in the QutatdiPick
column, a pop-up window opens for you to selecaetion of what to do with remaining quantities aftecking
only part of the order.

# Choose a pa... D@E|

File Edit Help

OBQ Y O

IPut on exception repork

Re-order the remaining itemsz
Backorder the remaining itemsz
Fick the remaining items later

E | B

[‘ ]S ] [r:{lzancel J

R

Put On Exception Report the line stage for the items not picked will heeged to NEW and a report can be
run that will list all items with this line stage shat user can determine the next course of a¢tiamcel the line,
etc.)

Re-order Remaining Items the line stage for the items not picked will bhenged to CAN so that they can be
reordered on another order at a later time.

Backorder The Remaining Items- the line stage for the items not picked willdi®nged to BKO.
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Pick The Remaining Items Later-the line stage for the items not picked will be &f ORD and they can be
picked later after another picking ticket is prohfer them.

Serialized / Lot Controlled Inventory

If you sell serialized controlled inventory itemsd they are marked as such in the item recordwjibprompted
to enter specific serial #s by the following pragsa

. Update Picked Quantity
. Update Shipped Quantities

. Update Invoices

For lot controlled items lots are selected whenstiles order is entered but if the lots pickedediffom the lots

S

selected during order entry, you can change tise#i® by clicking on the i Loo/LotSereen icon.

Note:

Once serial numbers are entered in one progranmilbnot be prompted to enter again in subse-
quent programs.

The serialized inventory screen displays once yaprave one or all serialized items as picked. Tdieen below
shows the item code, the warehouse code, the tpaitked, and all available serial #s. Since thardity picked
is 3 in the example below you need to select Jabrtimbers.

= ¢ =
# Add on detail srle (=]
File Edit Mavigation Help
TLIX
Jtem Code: [ALP7292 i Warehouze: 'S_EAffLE ‘ Cuantity: |_ 3_0_0:
Bin Location Lot Mumber Senal Number OnHand Committed PLovailable Quantity f\ :
A -3 | ALPH 35938802 | 1.000 0.000 1.000 1.000
A -3 ALPH 35938803 | 1.000 0.000 1.000 1.000
A -3 ALPH 35938804 | 1.000 0.000; 1.000 1.000
A -3 ALPH35939104 | 1.000 0.000; 1.000
A -3 ALPH 35939204 | 1.000 0.000; 1.000 3
A -3 ALPH35939105 | 1.000 0.000; 1.000
A -3 ALPH35939106 | 1.000 0.000; 1.000
& -3 ALPH35539107 | 1.000 0,000 1.000
& -3 ALPH35539108 | 1.000 0,000 1.000
A -3 22456 | 1.000 0.000 1.000
A -3 22457 | 1.000 0.000 1.000
|4 -3 22458 1.000 0.000 1.000 |
[@ 0K ] [g:( Cancel ]
OWE,
Enter the quantity for this fransaction
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Print Packing Slips (optional)

This menu option is used to print and reprint paglslips for orders entered through the Updated®ust Orders.
The packing slips includes information such as ordenber, item description and order quantities,rthme of the
shipping carrier, and any special delivery notdssElip is packed with the shipment. A separatkiog slip is
printed for each shipping warehouse.

If the order is shipping from multiple warehouseach packing slip will print a notation about thenis that are
shipping from other warehouses.

Update Shipped Quantities (optional)

This menu option allows you to directly update liteans that will be shipped for orders entered tlgfothe Update
Customer Orders option.

The Update Shipped Quantities screen:

# Update Shipped Quantities

File Edit “iew Mavigation Tools Actions Oplions Help

OB gWhEEe BB G00ED 90

4

© Loc/Lot Screen

A0 9 0 0 9 & h Y

% Find Prev: Mest &dd LUpdate Delete Browse Options

S ales Order Mumber: | 3500 % | |CLASSIC PARTS UNLIMITED LLEINC |
‘warehouze Code: ,S_E.f-‘-.TTI:E | I :

Mark itemz as shipped: -

- Shipped? Lirje Mo | Stage  ltem Code Gy Shipped T o-Ship Cluantiby -i
i 1/ PIC ALPY292 2.000
[@ ]S ] [[:1 Cancel ] [E Header ]

Enter [v] to ship full quantity, [M] to ship partial quantity e

The Update Shipped Quantities option places yoectir in Add mode. The top part of the Mark Itentgpped
screen shows basic order information that uniqigsytifies the order. The bottom portion of theesar displays all
detail lines for this order.

The Update Shipped Quantities screen containsoftaning fields:

Order Maintenance 125



Fitrix Order Entry User Guide

Sales Order Number

Enter the order number in this field for a partaautustomer order. The entry in this field corresmto the
Order No. field on the Customer Order form. Th@&deature is available in this field to help yalest the
correct number for the order you want to update.

After you enter a valid Sales Order Number, the @aifthe customer that placed the order is displangxt to
the field. This customer name helps confirm that gelected the correct order number.

Warehouse Code

This field stores the three-character warehouse abehtifying the warehouse from which this ordesént. The
system maintains this field.

Mark items as shipped?

This one-character field accepts an entry of "#"; or "M". An entry of "A" indicates that all itesrlisted as
part of this order should be marked as shippedertry of "P" indicates that all items listed astprthis order
that have been picked should be marked as shippeentry of "M" allows you to select manually whithms
should be marked as shipped.

Shipped?

Enter "Y" to mark the full quantity as shipped fthis line. Enter "N"if the entire quantity was retipped.

Order Line

This system-maintained column displays the line n@infor this item, as it appeared on the originetomer
order.

Ship No.

The number in this column indicates the numbehgireents that have been made for this order. Talisen is
maintained by the system.

Stage

The entry in this system-maintained field reflatits stage of the order lines for the order. Theed®iL indi-
cates that the order line has been picked.

Item Code

The Item Code column records the code for eachrdirieas it was entered in the detail sectiorhef¢ustomer
order form. This is a system-maintained column.

Quantity Shipped

Use this column to enter the shipped quantity. ¥y refer to the Qty Shipped column for the totzmtity to
enter for this order line. If you enter a quantéygs than the amount entered in the Quantity tp 8biumn, an
extension picker window opens for you to supplgason for shipping only a partial order.
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# Choose a pa... D@E|

File Edit Help
‘OBO O
| |

IFLL on exception repork
Re-order the remaining items
Backorder the remaining itemz
Ship the remaining items later

[‘ ]S ] [#:fliancel J

R

Put On Exception Report the line stage for the items not picked will beged to NEW. A report can be run
listing all items with this line stage so that usan determine the next course of action ( camexline , etc.)

Re-order Remaining Items- the line stage for the items not picked will teeged to CAN so that they can be
reordered on another order at a later time.

Backorder The Remaining Items- the line stage for the items not picked willdi®nged to BKO.

Ship The Remaining Items Later -the line stage for the items not picked will betsetither ORD or PIC so
that they can be shipped later.

Qty Shipped

This system-maintained column displays the itermtjtyaon the order.

Update Returned Quantities

If the returned order type used requires a pidietibe printed this must be done prior to runnhig program

This program is very similar the Update Picked, &edShipped, and Update Invoices programs. Simplytp
Add mode, enter or zoom to find the RMA number aeléct A if All was returned, or select P or Mtifd a partial
return.

Please note that any line items with an RMA typ tias a disposition of 1 (item to be scrapped)nait display on
this screen since the item is not being returndédventory.
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# Update Returned Quantities |Z|@|E

File Edit Wiew Navigation Tools Actions Cptions Helg

s -é;‘
- 9
: dd
OB UhBHAA AN EB00ED 90O
Rk Cirder Mumber. (@) [CLASSIC PARTS UNLIMITED LLCING |

‘warshouse Code: (SEATTLE | ] |

Mark items as Fetumed: IE:

Returned? Lire Mo | Stage: | [tem Code Bty Retumied To-Retumr Quantity
¥ 1 1 0RD 12104 10.000 10.000
¥ 2 10RD 12112 2.000 8.000

& ok | [fcancel | [#Detal |

:
Enter the RMA order number. G

If you are using a location controlled warehousé/ar if any if the items are serial or lot numleentrolled a
screen will display where you can enter the binasand/or lot numbers for the items being retdrne

Create Automatic Invoice/Memos

This program creates invoice records in batch Hasrder lines with the line stage equal to what ttser defines as
ready to be invoiced. The stage is set up in thedtipOrder Entry Defaults screen program in the febeled Inv
Stage.
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& Update Order Entry Defaults

File Edit “iew Mavigation Tools Actions Help
i@ B O o
* Qut Print | OF Cancel Cut Copy Paste Zoom

L4 6 00 0 0 &\

© Find Prev Mest &dd lpdate Delete Browse

HE|

Y|

Order Type: | )

5 e B B B

Maotes U Fields ToDo

Credit Feazon _

Line Type [&T

@ o

Technical statuz  Help

I Stage: |S_7HF‘_
Teirne Code: | Diue Daps: Use Department: W_I
FOE Point | ShipWia |BEST Wihly' a|
Ac‘count Mumbers
Sales: AR \__‘I‘IﬁD_D_DﬁDD_T| Inventanys:
Trade Disc.: Cash: ‘_‘IDDW| Cost of Goods:
Freight: | 420000000 | Credt Carck [ 110000000 2, | Serap:
Tanes
Taw [NOTEX & [NOTA&x | Freight - Compute Tax: [T
= Drocument Printing Defaults —
Print Mates On; Ack: E Pick: [Y_"l Ship: 'le
Kit Expansion On: Ack: '_Y] Pick: '_Yj Ship: ::fl
System Numbers/Batching
Doc/Order Mo !_EE-DEE Irwenice Mo |-_é1_341-:
Batch Invoices?: ’E Require Approval to past?:
Truck BOL No: (265 |

|
1of1

Debit Reason: |_DEF‘ ~|

Iritial Order Stage: |NEW|
Hold Rielease Auth | |

Reaq. Profit?z: | Ub|
Payment |4 T!
| Enter Invoice Stage [ORD] [PIC] [SHFP].

Discount: E

- f

Post No: ! 5-38_‘

Approval Code: .

This value should be set as follows:

ORD - if you want all order lines with stage = ORD ®ibvoiced NOT RECOMMENDED
PIC - if you want all order lines with stage = PIChte invoiced.

SHP - if you want all order lines with stage = SHP tihvoiced.

When the Create Automatic Invoices/Memos programrisyou will be prompted as follows:

e Enter "Y" to proceed.

#& Confirm

WwSEMIMNG - Thiz job can't be canceled.

E”? Yes :I [t;f Mo

Froceed?
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& Please Answer [Z]@

Do you want to create DBACR/RMA memos [v/MN]T

MOTE 1: Only DB, CR. and Rk Memos that have the 'Ta Be Invoiced'

field in Update Customer Orders checked will be processed

MOTE 2 If any ifvoices or memos conkain kot or senial number
controlled items and the lot/serial numbers have not

vet been selected, they will not be processed until

they have been selected

OWER

If you want to create invoice records for any opesdit memos and debit memos in addition to op€eersryou
must:

1. Go to the Update Customer Orders program and dineckT o Be Invoiced Box”.
2. Have selected serial numbers or lot number usiaedJiidate Returned Quantities program.

Here is a sample of the report output created éyCiieate Automatic Invoices/Memos program.

# Create Automatic Invoices/Memos =13
File Mavigate Help

‘@ @ O © o 2

© Quit | Statoffile  Previous page Mestpage Endoffile  About

L

Date: 1Z2/31/2003 Create Automatic Inwvoices/Memos
Time: 15:1&:58 ABC DISTREIEUTION Page: 1
Type Order No. Customer Freight Terms

Order Amt. Disc Amb . Froght Amt. . Total Amt.
REG 3500 1z PREPAIL

1,391.63 o.oa 139163
L4 I | >

If after creating the invoice records you needdib any of the information like adding freight, uge Update In-
voices/Memos program to do this before printingices.
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Update Invoices

This program is used if you want to create invemeords one at a time, and to edit records crdatdle Create
Automatic Invoices/Memos program.

Through the Update Invoices option, you enter thentjties shipped on a customer order to createvaice.

To select the customer order you want to invoigecate the Add command and use the Zoom functi@hoose
the correct sales order number for the customegrdbéit must be billed.

# Update Invoices/Memos =17
File Edit “iew Mavigation Tools Actions Options Help
OB @ 8B H B B B 9 ® 5
 Quit Print | OK Cancel  Cuf Motez U Fields ToDo  ViewDetal Mest Fage  Frevious Page e
T (k.
L e

Baich Options  Loc/Lot Screen

e e D 9 O > 1
i Find Frey HMest Add Update Delete  Browse

Sales Drder | 3500 =) [CLASSICPARTS UNUMITEDLLOING | ShipTor[SHIPTD (]|
Pay Methad: | AR [R]| /ACCOUNTS RECEIVABLE | Temze &
Bil-To: 12 ] Depositbpplied:| |
Ivoice Date; |12;§1;g009 Eﬁl Irvoice Stage:; ,IN_V7| | oice: . |
Ship Terms: | PREPAID [@J|[FREIGHT PREPAID- DONOT INvOl | InwFrohtz N |
Auto Approve? ;‘?_| Dizcaunt : |w 4 Tawx: filelTﬂ?{ | Currency: |
| Apln Stg [tem Code UM | Giantitg Frice Met Smount [
v 1INy ALPY232 (EA 3.000 4635771 1391.63
i |
L oL
i SubTotal | T8
Discountable?: l Discount:
Tawable?: | Freight Amotnt: D DD
Line Taw Code: | i Freight T ax Code: —I-ii
Ship Weight; | Total Taw: |—Dﬁ|
Pic Ticket Mo | ] Total lnwoice: | 1391 63|
10f1

& ox | [gcancel | [EEDetal |

YR,

Enter [Y] if vou want to automatically approve line items.

This Invoice screen is divided into three sectidrise top section contains information identifyiig tspecific or-
der. The middle section displays detail informationthe order. Both order total information andaidleinformation
for the current line item appear in the bottom isecdf the screen. The Invoice screen containgahawing fields:

Sales Order

Use this field to enter the sales order numbeeémh order you want to approve for invoicing. Attee order
number is validated, the customer’s business napeaas to the right of the Sales Order field. Alitjment
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customer information and detail information for theler is displayed on the form. The Zoom feataraviaila-
ble in this field to select a sales order numbeirfeoicing.

Ship-To

This system-maintained field displays the custom#nee-character shipping address code for thisror

Pay Method

The six-character Pay Method field stores the paymeethod for this order. It defaults to the seftastablished
with the order was created. A description of thenpant method appears to the right of the code.

Terms

This is the payment terms code. It defaults tosetting established when the order was createdndsavaila-
ble if the term needs to be changed.

Bill-To

This system-maintained field stores the code ferarty now being billed for this order. Dependamthe
payment method for the order, the Bill-To code meggyresent the customer who placed the order arcapibr-

ty.
Invoice Date

A date should be entered in the format “mm/dd/yihis is the date used to determine the accountnigg the
invoice will post to, and is used to calculate Ehee Date of the invoice.

Invoice Stage

This indicates the current status of the invoiceelation to when an invoice is to be created.

Invoice

This is the invoice number for the order, which barentered when the invoice is created or assignedg
printing. When you run the Print Invoices and Mempton, you are prompted for a starting invoicenber. If
you entered a number during invoice creation, youmak need to enter a number during printing.

Shipping Terms

This is the shipping terms code. The default sgttias established when the order was created.eloaght of
this field the terms descriptions displays, in #iddito details as to whether this code meansftbaght should
be added to the invoice (ex. Prepaid and Add). Zsoavailable if the shipping terms need to be gedn
Auto Approve?

In this one-character field, enter a Y if you wemautomatically approve all line items for invaigi Enter a N
if you want to approve or disapprove order linesanndividual basis. If you respond with a Y, tirder will
be totaled and the cursor moves to the Freight Arnfield. If you respond with a N, the cursor moveshe
first line of the detail section of the screen.

Discount

This system-maintained field displays the totatdist (if any) that will be applied to this order.
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Tax

This system-maintained field stores the tax am@unpercentage form) that will be applied to thider.

Aprv.

Enter "Y" in this column to approve the order lfioe billing. Enter "N" in this column to change theder line
quantity.

Ln

This number corresponds to the order line numbsigasd for each order item (row) in the detail isecof the
customer order document. The column is maintainethé system.

Stg

The Stg column in the detail section is system-tadied. It displays the current stage for eachitie in the
order.

Item Code

The twenty-character Item Code column stores arifitien code for the item ordered.

UM

The UM column is used to indicate the unit of meadwy which quantities of the item are sold. Faaraple, an
entry of EA indicates that the items are orderedlgirather than by the case, pound, or dozen.

Quantity

This column stores the order quantity for this lilhis amount may be adjusted (reduced only) iEssary to
reflect the actual quantity shipped.

If you do reduce the order quantity, the followinmndow displays:

File Edit Help

OEGH @

IF Lt on exception report

| Re-order the remaining iters

Backaorder the remaining items

Invoice remaining items in another invoice

¢ | @

I_@ Ok J [t:f Cancel J

OhR.
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Put On Exception Report the line stage for the items not picked will boged to NEW and a report can
be run that will list all items with this line stago that user can determine the next course iofhactancel
the line , etc.)

Re-order Remaining Items the line stage for the items not picked will teeged to CAN so that they can
be reordered on another order at a later time.

Backorder The Remaining Items- the line stage for the items not picked willdienged to BKO.

Invoice Remaining ltems In Another Invoice--the line stage for the items not picked will be teegither
ORD, PIC, or SHP so that they can be shipped later.

Price

This system-maintained column displays the priceupé of measure for the line item. If the itenaistock
item, the system calculates the price based oous®mer, customer type, item, item type, ordee typder
date, and order quantity. (Special pricing can &indd for any of the above criteria.)

Net Amount

The dollar amount displayed in this field is dedveom the values in the Quantity and Price colunirss col-
umn is system maintained.

Item Description

This unlabeled field displays a brief descriptidrihe current line item.

Discountable?

The entry in this field indicates whether or nastitem is subject to the customer’s trade discotihis is a sys-
tem-maintained field.

Taxable?

The entry in this field indicates whether or nastbrder line is taxable. The system maintainsfibid.

Line Tax Code

This code determines whether tax will be chargetheriine item. It defaults to the setting estdi#i$ when the
order was created.

Ship Weight

This field represents the total weight of the indijal items in this shipment line. The system n&iimd this field
for informational purposes.

Pic Ticket No.

This system-maintained field records the latestipigticket number for this order line.

Sub-Total

The system calculates the sub-total for the ordsed on order item, price, and quantity, beforedasgount,
tax, or other charges are considered.

Discount
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This is the dollar amount of the discount calcuddta the invoice.

Tax

This is the amount of tax calculated for the entimmice.

Freight Amount

Use this field to enter the freight charge (if apglble). It defaults to the value entered whenditoker was
created, but may be changed at this point. Thighteeharge applies to the entire order and isuhet! when the
Invoice Total field is calculated.

Freight Tax Code

This code determines whether tax will be chargeét@ight. It defaults to the setting establishecewlthe order
was created. Zoom is available if the code needtie tchanged.

Invoice Total

This field represents a summation of the Sub-Tdtak, and Freight Amount fields, less the Discdieitl.

Print Invoices and Memos

This menu option prints invoices, credit memos deldit memos. An invoice is a customer billing, wdas a credit
or debit memo is an adjustment to a customer bill.

When you select this option, you are prompted fstaating invoice number. This number prints onfttst invoice
and is incremented for each additional invoiceolfi did not enter invoices numbers the systemasiiign them for
you.

When this option runs, all orders that have hatstshipped and approved for invoicing are seleesdecorded
through the Create Automatic Invoices/Memos or Wpdiavoices option. It also finds all un-postedditend debit
memos. You also have the option of running thissfuecific order numbers.

Update Backorder Received

The Update Backorder Received option allows yotekease backorders via the screen below. Whenelease
backordered items, the line stage on the ordergdmfrom BKO stage to ORD stage. Since backomterauto-
matically released when merchandise is receivethipurchase orders receipts this program is pilynased to
release backorders when merchandise becomes deanaither ways (ie- physical counts, inventorjuatments,
or other sales orders for the same item are cauell

Order Maintenance 135



Fitrix Order Entry User Guide

& Update Backorder Received

File Edit “iew Mavigation Tools Actions Help
OB OUbEEQ BRP HOOED 0O

;O
i oddd

Warshouse  :|SEATTLE (& [SEATTLE DISTRIEUTION CENTER |

Iter Code & |GM39EG774 |EI| ?GENEHAL MOTORS LS-7 EMGINE

Gty To Release; | i | Available: I_ 1DQQQ| itz |_ET|

Auto Releaze? - |__|

| RelYHP Order Mo B/ Date Aty To Feleaze Aty Backordered

: 1471 04,01 /2008 10.000
[ 1475 04,/03/2008 1.000
[ 2500 04/28/2009 1.000
Tatals: | 0.000] 12.000]

& ok | [dcancel | [EDetal |

OE
Enter the amount to apply to backorder releaszes,

Use the following fields to release backorders:

Warehouse

Use this field to enter the warehouse code fomtarehouse where the items were received. The Zeamre is
available in this field to select the correct ware$e code.

Item Code

This field stores the item code for items receivadaddition, a list of all backorders in the systéor this ware-
house/item code appears in the detail sectioneofdim. The Zoom function is available.

Quantity to Release

In this field, you enter the amount of the backoeddtems you want to release. You cannot releage than is
available.

Available

Amount available to apply to backorders.

Units

This field holds the unit in which an item is solthe system maintains this field based the unitsigdor in-
ventory in the inventory file.

Auto Release
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Enter a "Y" to automatically release items in otd#sp date order, and disburse the amount torithers listed
in the detail section. Enter "N" to update eack limanually.
Release?

If you are releasing backordered items manualig,¢blumn accepts an entry of "Y" to release tatabunt
backordered, "N" to not release any, or "P" foradtigl release. With an entry of "P", you indicatev many
units to release in the Amount to Release column.

Sales Order

This column displays the sales order number foh é@ckorder.

B/O Date

The B/O Date column records the date this salesramds placed on backorder. This column is system-
maintained.

Amount to Release

You enter the amount to release for each backorder.

Amount Backordered

This column displays the total amount backordeozdch sales order.

Totals

These Totals fields display the total amount obadlers released and the total amount of all ordackordered,
respectively.
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Print Order Entry Edit List

Before you can post the invoices and memos, you firesprint an edit list. Printing the edit liatlows you to re-
view documents for accuracy and correct any efvefsre posting. Once the edit list prints, you ti@n post.

If some of the documents have errors detecteddogybtem, error messages print on the edit list*'®ne or

More Document will not post - Review this reportefally.” This will appear at the end of the docurhsummary,
just before the G/L Account Summary at the enchefreport.

This edit list will contain some of the same infation that prints on the posting report, with tieeption of inven-
tory transactions. They are not displayed becaasecgnnot know the cost of an inventory item beeaifghe dy-

namic nature of the cost stack. The cost returyethé posting program may be a different value yatian if you
posted it tomorrow.

Post Order Entry Documents

The posting process changes the status of a do¢tmBST. It also generates inventory, accountdedand sales
history information based on the recording of ies, credit memos, and debit memos.

You can post documents only after an edit listtheen printed with the Print Order Entry Edit Listmu option.
Posting produces a report that shows both the tomgand accounting information generated by th&tipg.
When you post invoices, credit memos, and debit ostie information in those documents is storettiénorder

entry transaction history tables. If you are udtitgx General Ledger, Accounts Receivable, Invepnt@ontrol, or
Purchasing, the posting process may also updaieniation in those files.
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Customer Price Inquiry

This screen shows dollar price per customer by.ifEime Special pricing screen does not show thislldtems as it
does not always have a specific dollar amoungaldiscount % based on the customer class or véthaes (see
section on special pricing).

& Customer Price Inquiry EHIEJB]

File Edit Wiew Mavigation Tools Actions Help
OB OWREEA AR BO00ED 9O
o
£ add
Custarner Code: i @i

[tern. Code: | |
|_Item Cade Huantity Lyl End D ate Bazed On Walue _F"ricr; :
| 030303030 1 112432007 ORCDER TYPE  DPS 000
IDBDSDSDSD 1 0o/ /2020 0.00
f0534ﬁl: 1 112/ /2007 ORDER TYPE  DPS 53.37
:DES4EIE 1 00 /2020 56.24
| 0B:344D 1 112/ /2007 ORDER TYPE  DPFS E0.56
| DE343D. . 1 po//eneg | 1 L 5738 |
I Il |

@ ok | [i4cancel | (82 Detal |
OWE

Enter the customer code,

In add mode, enter a customer code. Entry is mangdh the item code field you can enter a spediém, a range
of items, or leave blank to find all items and klan OK or press Enter. If you selected to find pndgems and then
want to find a specific item from the list, click detail to enter the detail section of the screen, click on zoom to
open a line browse screen. You can then enterafigspgem code and will be taken right to it whgou click on
OK.
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#& 7oom brwitmz E i‘@

File Edit Help

OER U490

06349C
063490

07005

1001

1002

1003

1004

10044,

1004-8

1004-C

1005

1008 ¥

[ 4 l [t:{EanceI l [M Mew Search]

ONE.

Requested Quantity Query

This program is only functional if Purchasing Reshment is being used to create sales usagbersifor
replenishment purposes.

This screen program is used to determine the adf@cissible order will have on the quantity on hand

# Requested Quantity Query =13
File Edit “iew MNavigation Tools Actions Help
OB WP E} BBEM B00<ER 00
9
fdd
Itern Code: |- E-_H
Reguest Gty - 100,000
Warshouse Code: SEATTLE (&
Available Dty | 176071 540
New QOH: |
Marith I Ot Balance
Begin Balance 0.000 0.000 17¥971.580
December 8855.000 12697 18EE99.663
Jaruary 0.000 12697 18E572.746
Februany 0.000 12697 186445.829
March 0.000 126917 186318912
April 0.000 126917 186191.995
May 0.000 126917 18E0E5.078
& ok | [fdcancel | [E¥Detal |
-
Enter the item code. el
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Use the following steps to find and track items:

1 In Add mode, enter the item code.

2 Enter the requested order quantity.

Enter the warehouse code or zoom to select a wasehdf left blank the information that
displays will be for all warehouses.

Press Tab. The item details screen displays. ¢s@rshen:

e Click detail, and zoom into the “IN” quantitiesfiad details about purchase orders /
4 transfers.

e The "Out" quantity in each month is the 12 monthrage usage.
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Export Forms

There is a full suite of export forms found on thisnu. Though the submenu these programs resigelaipeled
Export Forms, these forms can also be used fqunsmts out of your warehouse.

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser
File View Execute Settings Help

Sy miEZE

] 3 sales Order Management
C = RREEEE > sales Orders
3 5al . : i
B e et BT | Order Maintenance @ Copyright 2007
: : : : pyrigd

4 Purch: S Bwit 7 4
_' < it ﬁ S =T RELLE T o Export Forms e e
4 Praduction Managem@

3 Sales 04 n Print &/ 3 Proforma Invoice

4 Setup [ ¢ print FIE b Update weight Information (Warehouse Shipmeni)
?. Genera\mdm\mslrat!tﬂ' Exit d Updati @ ¢ Packing List

IS [E) e Print F& 4 gill of Lading

@ fUpdate_g‘ e Commercial Invoice

g Update I f Provisional Invaice

5 1 Invoicin (=1 g Final Invoice

(= Up_date‘ﬂ Exit

B« Print Griier Entty Bt List

6 Production Planning &

SR ODEBR

=) | Post Order Entry Documents

m Gustomer Price Inguiry

&l [n Requested Quantity Query]

B o Export Forms

n Shipment Tracking

@& x Print Quotation:

& y Print Order Acknowledgrments

@ z Up'dat'e Batch Maintenance

B

BN

I Status Idle:

[Thursdav, Decermber 31, 2003]

For REG or out of warehouse shipments you musbath the Print Picking Ticket and Update Picked Qitias
programs before you can print:

Packing List

Bill of Lading
Commercial Invoice
Provisional Invoice

For DIR shipments from your vendor to your custoy@u must first receive the vendor purchase ordergithe

Update Receipts program before you can print:

Packing List
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Bill of Lading
Commercial Invoice
Provisional Invoice

For REG shipments you must enter shipment weiggitsre printing the Packing List. See the Purclia8oide

section on Po receipts to learn how to enter weightmation for DRI/DRW shipments.

Prior to running this program you must first pranpicking ticket and then run Update Picked Quimstiprogram to
update the quantities that were picked for the @intgshipment. Once you've done this, select Uptlédight In-
formation program, do a (F)ind and enter the custoonder number. Then go into (U)pdate mode arm din the
Weight Screen icon on the toolbar to enter theghgpunits and weights for each item on the order.

In this example, the customer order is for 100absopper and it is shipping in two boxes; one &g 60 Ibs and

the other weighing 40 Ibs.

#+ Add on detail weight

AEES

File Edit Mavigation Help
OB Qs HA 2900€ED 900
PO Mo 1235 |Line Mo: |1 | Ship Na: [1 | Tatal Urits: |2
| Uit LIk Grozs Tare Met

1 B | E2.00 2.00 E0.00

1 B _ 41.00 1.00 40.00

’@ Ok ] [l;* Cancel

YR

Enter number of units,

For both REG and DIR shipments you must run thedtgthvoices/Memos program before printing the Hina

voice.

Shipment Tracking Screen

Every time a customer order is entered in the @elan entry is inserted into the Shipment Tractdabte. This
screen program enables you to enter informatiavegit to your shipment that will aid you in tradkiits progress.

144 Order Maintenance




Fitrix Order Entry User Guide

i Shipment Tracking

File Edit “iew Mavigation Tools actions Options Help

OB G QMM 0

i o
¢ Accouriing Screen

406090 0 =

Find Prev Mext Update Browse
Sales Contract [nfo Logistics Info
Contract #ET;}M i | Faorwarder Mame IHANSWDHLD )i | Tmucking BOL # 1 2!1
[ : Status  ACT | Forwarder # 123456789 ] Ocean BOL [BOL 1234567
| Froof BOL Received | 02/26/200% | ,
Booking # B HOU29482361 1
| Carrier ABF -_| $end Driginal Docs | |
1000MARIGOLD LAKE J Does send to-customer :_02."25."2008
HONG KOKG: 1 [ ] 1 Container Sizs 1200 ]
'CH\NA iI Container Number M [
Natify Party Name JOHN BROWN ]

Congignee Addrete S

1234567 | Fielease Requested | 02/25/200%
Seal Number ‘SL27E|E|§7 | Releasze Hecelvedﬂ?ﬂ’ZE#ZE}UB L14)
Load Lacation| ]

il Loading Date
Destination i[—!DUSTDN . Fort of Exit

| CuOif Date | 02/25/2008 134

Product [#2 COPPER/BIRCH CLIFF 1 Vessel [}IN TONG 1 ETD 02/25/2008 [
Pricel3.00 ] Yoyage PT133T ] ETA|03/10/2008 |13
Puichaze Contract Info Transhipment Info
Vandar [CHAMPION INC i | Port Trans Mo Wessel Voyage ETA ETD

PO BT i | [TRANS MO T |[vESSELT |[vovagE 1 |[02/25/2008 1k

Bt Fradei | § | [TRaNs D 2 VESSEL 2 VOYAGE 2 02/26/2003 2/26/2008
Gioss|  11009.00] Lbs | | [TRANS ND 3 |VESSEL 3 |[vovacE 3 |[02/z7/2008 12| [02727/2008 [
Nel‘: T000.00] li \ [TRANS MO 4 |[vESsEL iqum@gg |02/26/2008 144||02/26/2008 114
et e | | [TR&NS MO S |[vESSELS | [vovesE s |[02/29/2008 11y (020282008 L]

Monday, February 25, 2008

Please note that if the order has a DIR order &pkthe product is being purchased from multipledess there
will be a record inserted into the tracking talwe dach sales order/purchase order combination.

The information that displays on this screen coramfthe following sources.

Sales Contact Info:

Contract # - this is a display only field that displays ttentract number assigned to the sales order wheasit
entered.

SO - customer sales order number.

Status-display only sales order status. Possible values ar
ACT — active
PST - posted

CAN - cancelled

Customer —display only field for the customer’s business name

Consignee and Notify Information— this information is entered on the order sumnsangen when you enter the
sales order but it can be modified here.
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Order Summary Screen:

4 Extension summ

File Edit Help
HON YNV ER ] Qe

Payment Method : |5 &l  [ACCOUNTS RECEIVABLE
[Tems : | o &1 [MET 45 Davs

Credit Card Intarmation

Credit Card Mo ' Auth. Code: |
Aaath. Armount: | |

| Auth. Diate: '

Cecling Code: |

[2E]]
L

Shipping [nformation

Messg.: |

Email: |

Ship Complete: :M

Shipment Tracking Data

Deposit Amount Hequiled:i IEDDD.D_D:E

Documents Sent: | 02/25,/20038

[HouSTON

Conzignee Mame: ,G IDEOM SUPPLY

Consignee Address: [SUITE 100

(1000 MARIGOLD LANE

[HONG KONG

[CHIME,

MHotify Party Mame: JDHN BROWHN

FOB Pairit: HOMG KONG.
wieight: |_
LIPS Account: [

Order Amounts

L BX

10000.000]

bl

Freight dmourt: | 0.00]
Freight Tax Code: [NOTAX __I:EJ]

Tatal Tax: : 000

Motify Party Info; | 770-432.7623

Truck BOL Mo 1123

[@ ok ] [Q;‘ Cancel

Enter the method of payment,

OVR

There has also been a field to the summary scréenewyou can enter the deposit amount required jm@um cus-
tomer before the order will ship. This amount digsl on the Shipment Tracking screen accountingsatscussed

below.

Any modifications made here automatically transfethe sales order summary screen.

Terms- customer payment terms on the sales order.
Destination— from the sales order summary screen.

Product — if the sales order has only one item code, #ma itode will display here. If there are multipkenit codes,

the word “multiple” will display here.

Price - if the sales order has only one item code, tia icode’s price will display here. If there areltiple item

codes, the word “multiple” will display here.

Purchase Contract Information:
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If the sales order has an order type of DIR meaitiiggshipping directly from your vendor to yourstomer, a ven-
dor PO is automatically created when the salesrasdsored. The vendor business name, vendor psecorder

number, and buyer/trader code will display in g@stion of the screen.

The weights that display here are the weights edtehen the Vendor purchase order was receivedartp the
Packing List being printed if this is an out of whouse shipment . See the discussion on Featl88G#n this doc-

ument and also the Purchasing Addendum.

Logistics Information:

All the information in this section is entered usihe Shipment Tracking screen program with thie¥dahg excep-

tions:

Trucking BOL # - this is a display only field and this number iscanétically assigned when the sales order is en-
tered.The beginning truck bill of lading number you wamtuse for your company should be entered in theatip
Order Entry Defaults screen program (option (ajrenOrder Entry Set Up submenu):

¢ Update Order Entry Defaults
File Edit Wiew MNavigation Tools Actions Help

OB U i QA B B M @ o

© Quit Print  OF Cancel Cut Copy Paste Zoom | Motes U Fields ToDo | Technical status  Help

A 6090 0 0 =

© Find Prey Mest &dd Update Delete Browse

TLE \_l Credit Reasor: || Debit Reasar: |

| Line Type: | 3 Irv Stage: | | Req. Prafit?; | 15.00|
Ly Due Daps: | 30| Usze Department: N Payrnent: |AH i
FOE Pairt: [SHIF POINT | ShipVia: |BEST WY 0l Ship Terms: | =
= Account Numbers )
Sales: | 400000000 %, | &/ | 110000000 | lmwentor: | 120000000 = |
Trade Disc.: | 100000000 %, | Cash: [ 100000000 & | CostefGoods: | 500000000 &, |
Freight: | 422000000 =, | Credit Card: | 110000000 Sorap: | 590000000 @,
: == Taves : =
Tax: 'N_DTA>_< \; :ND_TAX | Freight - Compute Tax: N| Discourt: n_N
z = Document Printing Defaults Z =
Print Mates On: Ack: YJ Pick: Y_ Ship: Y I |7
Kit Expansion On; Ack: Y. Pick: Y Ship: Y. I 1
Syztem Nul%bers.-"Batching = =
Doc/Order Mo | 1322 Imvgice Ma: | 218 Fost Ho: | 238_
Batch Invoices? [N] Require &pproval o post?; 'N Approval Code: [ )

Truck BOL Mo: 137 |
Ly 10f1

O4R

This bill of lading number prints on the Export Riag List.

Docs Send to Customer this is a display only field and displays the dat¢ered in the Order Entry summary
screen.
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Container # -if this is a DIR sales order and therefore hasralwe purchase order associated with it, the coatain
number entered with the purchase order displays. efield for the container number has been addede Up-
date Purchase Orders header screen. The numbezdcenmast b3 4 alpha characters followed by 7 numeri

& Update Purchase Orders EEX
File Edit View Navigation TDD|S actions Options Help

A GO0 O O & @
Flnd Prev Mest Add Updste Delete: Browse  Options

B O kB K] E B E @ o & ] @ 7]

Frint 0K Cancel Cul Copy Paste Zoom Maotes UFields ToDo  ViewDetall MestFage Frevious Fage  |nserf Bow  Delete How | Technical status Help

Tupe: imi Vendor: 123457 & [CHaMPION INC |
PayTo: [PEYTO [&]] Stat L] PO | | POMo: [571 | DocMa:| 671
_l ReqDate: ml Temns Code: !87@
Buyer: | & Ship'iz: [BESTwiAY | Drder Total
Warehouse: [SEATTLE [&]] FOB: [SHIP POINT — i 10000.00]
Corfimed To: | | Refer: |_7| Currency: I_LI_S_P [usp |
Cust Doc Mo.: | Orig Cust Doc Mo.: |:|
Canfirn D ate: [—Egi On Board D ate: w Multiple Orders: D
Cortract: (1314 | Coritainer: |MSCL1234567 |
M| Ln | Typ Stg | ltem Code FU | Guantity Cist | Met Smount
15TH REC CBFZ2 LE | 10000.000 1.000 10000.00
Deseription: |#2 COPPER/BIRCH CLIFF Il |
G/LAccount | 500000000 (000 |
1of1
[ Ok l‘{Cancel [éDelall ] D;‘j ‘B @ @ @ @ “; \‘;
© Detalz Status Summary  Defaults Vendor Papto  Frint Landed Cost

DR

Enter The Shiorent Container Murmber

Transhipment Information:
All the information in this section is entered ugsihe Shipment Tracking screen
Accounting Screen:

There is an icon on the Shipment Tracking screleeldal “Accounting Screen”.
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: =

¢ Extension acct =13

File Edit Help

QB @ik
Arzounting Infa

Dieposit dmount Reguined: | 1-5-EIEIEI-DD,

Dieposit dmount Paid: _

Desan Marine Insurance: (RO

[@ Ok, ] [rj( Cancel l

4 @0

— %R
Enter ocean marine insurance

Deposit Required-this is a display only field that displays what veadered on the Order Entry summary screen.

Deposit Amount Paid —this is a display only field that displays the dsipoeceived form the customer posted
through Update AR Cash Receipts.

Ocean Marine Insurance -this is a calculation. A field has been addechtoWpdate Purchasing Defaults program
(option (a) on the Set Up Purchasing submenu) wjaue need to enter you ocean marine insurance et $):

& Update Purchasing Defaults

File Edit “iew Navigation Tools Actions Help
OB g WB® B A B % )
¢ Cul Print  'OK Cancel Cut Copy Paste Zoom  Motes UFields ToDo  Techrical status  Help
©OFid Prew Mest Add Update Delete Browse
Usze Department: Fl Buyer: Price Tolerance %: ; | Ocean Hate:é EI'|5:
I Line Type: I ‘Warehouse: |SEATTLE %
Ship Via: [OCEAN FREIGHT ] FOB Paint: [DESTINATION | PrtNotes: v |
Taw
Taw Code - Defaul: [NOT& (] Evempt  [NOTAX (& Misc: [NOTAx & Freight ||
Account Numbers
AP | 200000000 @| Difference: | Ireventory: | 120000000 @|
Misc.: 790000000 (]| TradeDise: | Supplies: 704000000 [&]]
Freiht: | 730000000 (3] InvHolging [ Mostock: [ 730000000 [S]
Capial: | 182000000 [&]] Cashi | 100 |
= Spstem MNumbers/B atching
Feq. Document Mo 143 Posting Mo 1]
P.O. Document Mo.: | 571|
Receipt - Document Mo:: | 283| Posting Mo.: | 1917! Batch?: @i
Invdice - Dacument No: | 1_1_1' Posting Mo.: | 59? Batch?: L»Jl
Fiequire Approval ta post?: |1‘17; Approval Code: | |
1of1
OYR
Enter Default Order Type.

The calculation is:

(total cost of merchandise on the order) /100 »aaa®arine insurance rate.
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Chapter 6

Credit Card Processing

This chapter discusses Fitrix credit card proceshinctionality through an interface with
Skipjack Financial Services. Other interfaces maglipported in the future. Please check
with your Fourth Generation sales representative.

Credit Card Processing Setup

The order entry module interfaces with a paymearigaction network for automated credit card praogs€redit
card information is stored at the customer leveheWorders are entered the order information israatically sent
for real time authorization. When orders are inedithe information is automatically sent in batabden for settle-
ment.

Note

The order entry module is delivered with the creditd functionality turned off. This is because
the tools needed to interface with Skip Jack vayeshding upon what hardware platform you are
running your Fitrix software on. Consult your auiked Fitrix reseller for assistance in turning on
this functionality. You must also contact Skipjatkl-888-368-8507 to establish a merchant ac-
count with them.

Setting Up Payment Codes

A payment code must be set up for each type oftatadd (VISA, MASTERCARD, etc.). To set up thegseyment
codes follow these steps:

Step Action

1 Select Order Entry from the main menu.

2 Select option 4 - Setup Order Entry.
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3 Select option C - Update Order Definitions.

4 Select option L - Update Payment Methods

Enter a payment method for each credit card:
5 Payment Code — abbreviation for credit card (14SA).
Payment Description — name of credit card company

Set Payment Type to V for credit cards. This erstitat when the order is
6 posted the bill to for the AR record created is¢hedit card company and
not the customer code.

Establishing Credit Card Customers

A customer record must be set up for each credit campany and it MUST be identical to the creditdcpayment
code inSetting Up Payment Codes in the previous section.

Enter Customer Credit Card Information

This program is used to store credit card inforomator your customers. Each customer can haveipteiitredit

cards.
Step Action

1 Select Sales Order Management and then SalesQrde
2 Select option 4 - Setup Order Entry.
3 Select option H - Credit Card Processing.
4 Select option A - Update Customer Credit Card
Enter credit card information for each credit ctimel customer uses. The
5 . .
Customer Credit Card screen displays.
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#& Update Customer Credit Card

File Edit Yiew Navigation Tools Actions Help

CHEQ BB @0

EEX

A @00 0 O K

Find Prew Mext Add lpdate Delete Browse

Customer Code: |1 o |ACTION SUPPLY |
Paymerit Methiod: | CCARD & |CREDIT CARD |
Card Mame; E\-"IS.& | Primary Card: E
Card Mo: 5225 | Security Code; |_|
Trans Ref Mo |30000005162157.107 |
Aiccount Mo: I |
Route Mo ! |
Social Security; I |
Diriver License: I | Licenze State: I:I
Exp. Month: E\ Exp. Year
First Mame; ETDM | D Last Mame: |S ITH
Address: 8320 TEST Wity |
| |
City: [ATLANTA | State: |GA|  Zipr 5284
Country:[US & | IUNITED STATES |
Telephons: [E78 123 4567 |
Fax: | |
Email: {test@hatmail. com |
1ofd

OWR.
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The following information is required and therefoneist be filled in:

e Customer code  First_ Name

» Card Name * Last Name

* Card Number * Address 1

» Exp Month « City, State, and Zip
 Exp Year e Telephone

. + Email

A customer may have credit cards from multiple aarthpanies. Since Fitrix only stores one creditnpaiyt me-
thod (ex-VISA) with the customer, order entry veiéit the order’s bill-to code to the order’s payhod. For exam-
ple, if the customer normally pays by VISA, VISAlMie the pay method in the customer record. Howewnhen
entering an order and the customer wants to payASTERCARD, both the pay method and the bill to €dolr
the order will be set to MCARD when this is thedit card selected.

Update Payment Method in Customer Record

Once a payment method has been set up as desalibed, update your customer records for those mustthat
pay via credit card.

Step Action

1 Select Financial management and then Account Relsleiv
from the main menu.

2 Select option 2 - Customer Information.

3 Select option A - Update Customer Information.

4 Find the Customer Code and go into Update Mode.

5 Click OE Info icon on the toolbar.

6 Enter payment method (ie VISA) .
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#& Extension oeinfo
File Edit Help

OB O HA @O

Order Entry Information

Dizcount: =)
Salesperszan: | T [&] |TOM MACK
Pay. Method: | 4154 =)

Ship Terms: |PREPAID 250 [&] |PREP&Y IFORDER OVER
UPS Account:

Reszidential: |M Ship Complete:  |M
Route Code:
[O 1] 4 l [t;{ Cancel l

OWR
Enter the discount code for this customer,

Enter Credit Card Processor Information

Use the Update Company information program to steeenterface information.

Step Action

1

Company Set Up.

From the main menu select General/Administrative: then

Select option 9 - Setup Company.

Select option A - Update Company Information.

Go into Update Mode.

Click on the Credit Card icon on the toolbar.

Select the method of Credit Card processing.

Credit Card Processing
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#& Extension ccard

File Edit Help
OB QPR Ee 90
Credit Card Proceszsing Information
Credit Card ON: ||

HTML Serial No: |000152021124
ADVANCE Serial No: (993538074878 |
Server Time Cut: ._'ID |

Server URL: |ht

4 . skipjackic. com/seripts/

Trans. Authorize: | wobvee. di7Author

Trans. Status Request: [evolver dI?SJAPI_TransactionStatusRequest

Betch Liplnad: |Baichlpload.di7BatchUiploadl
Batch Status Request: Ejnievolvl:C.dII?SJ.t’-‘-.F'I_B.t’-‘-.TCHFILEST:&TUSHEE!LIEST
Batch Change Reuest [evolvCC dI7SJAFL BATCHFILEGETRESFONSEFILE.

|
|
|
Trans. Change Request: |evolvee. di?SJAP)_TransactionChangeStatusRequest |
|
|

[0 Ok, ] [ﬂ( Cancel l

VR

Is credit card OM? (7N

The following fields are used on the Skipjack Ct&hrd processing screen.

HTML Serial No.- assigned by Skipjack.

The initial serial number assigned by Skipjacloistésting purposes only and will therefore neebdda@hanged
when you are ready to go live.

Advance Serial No.- assigned by Skipjack.

This also is for testing purposes only and wilkkdiéo be changed when you are ready to go live.

Server Time Out

Number of seconds before connection to Skipjackiwldisconnected due to lack of response.

Server URL

Assigned by Skipjack

Trans Authorize

Assigned by Skipjack for authorization

Trans Status Request - assigned by Skipjack.

This field is used to get transaction id, authoedeitional amounts if items are added to an oattelady autho-
rized, or to delete an authorized transaction énethent the order is cancelled.

Trans Change Request- assigned by Skipjack

This field is used to get change status due totiathdi amounts or deletions.
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Batch Upload — assigned by Skipjack

Used to upload batches for settlement

Batch Status request - assigned by Skip Jack.

Used to check batch file status (uploaded, prongssompleted).

Batch Change request - assigned by Skipjack.

Once the batch status is completed this API is tsedad the result of every transaction

Set Skip Jack Batch Settlement Settings

On the Skipjack website, click on Batch Settlenfergferences and set to manual daily so that Skipjdll settle

all invoices once a day at a time of day specifiggou.
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Prodoreoscos | Bopods | Mouapi Usais | Tlocksd | Holo
foiouinls § BLafdmm ul | Ao | il § Bl

BATCH SETTLEMERNT

Carfijpow Lhe balchs falimrmnl gialwdreces e Lhin maech ] soZoonl
I Fim Pealp o Ve ncinaidpiad B ki

HT kL el humbier: 3034947 25040
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Next, you need to set the following options:

Enable blind credits

Click "Edit Account” button and enable "Allow Blif@redits." option. This is so all outstanding cte@iuto-

matically settle at the end of the day.

Enable batch processing

Ask Skipjack to enable this when you set up youramant account.
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Turn on send email to customeroptional)

Click the "Edit Account" button and enable "Sendhl Response to Customer" option. Also custominaik
message to reflect your company’s information. Téigptional. Do not turn this on if you do not wawour cus-
tomer to receive an email each time an order isai#ted or an invoice s settled.

Order Processing

If an order is entered for a customer that payskedit card (customer’s payment method has a paytype =V),
user will be prompted “ Authorize Credit Card NoMNY?” when the order is stored. If an N is entetegldrder will
be stored without credit card authorization. Eactetan order that is paid via credit card is updated stored and
no authorization code is found, the user will reeghis prompt.

A list of valid credit cards for the customer wdisplay when the user stores the order. From itisselect the cre-
dit card the customer is using based on the tymeeafit card and the last four digits of the cdmel tustomer is us-

ing.

& Zoom ccardz

File Edit Help
OB |00

Card Mame Card # | ExpYear Exp Month

IO 0K L\\\J [’;‘ Cancel ] [M Mew Search

QYR

Select the credit card and click on OK. On the sexéen that displays, enter the entire credit nardber and se-
curity code given by the customer and click on OK.
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Add on header ccard

File Edit Help
OB OWREDEAA (OO
Credit Card Number: 40030001 23456751 ]
Security Code:
Customer Code: |14 | | |
CardName:  [vI54 [&|  [COMPANY CREDIT C4RD |
Card Mo
Exp. Month:
Exp. ‘Vear
First Name:  [BILL | Last Name:  [SHARPTON |
Address: (22501 WEST MARTIN DRIVE |
Address: | |
City:  [KENT | State: Zip:
Country: |USA |
Telephone:  [205 857 2133 |
Email. [BIILS@COMPSPECIALTIES.COM |
Fax [205-422-5467 |
[@ ok ] [Q:{Eancel ]
Enter security code, 20

Approved Card

If the credit card is approved the order will berstl with the following information in the ordemsmary screen.

Extension summ

File Edit Help
OB UWREER @O
Order Summary
Payment Method |COMPaNY CREDIT CARD |
I = |
e Credit Card Information
Credit Card No: Awtth. Code: Auth. Date:
Auth. Amount: Decline Code: l:l
Messa.: | |
= Shipping Infarmation — ——————— Order Amounts ——————————
Ship Via SubTatak 785
Fiesidential? Discount:
Ship Terms: Freight Amount:
FOB Paint: Frght. Tax Code:
Weight 0.250 Total Tz
UPS decount [ | Total Order 785
Ermail: | |
Ship Complete:
Enter the method of payment, G

e Credit Card No. — last four digits of the creditdcaumber
e Auth Code — authorization code returned by Skipjack
e Auth Date — authorization date returned by Skipjack

¢ Auth Amt- amount authorized

If email is turned on with Skipjack, an email iss&om SkipJack to the email address stored wighdredit card

used and it contains the following information.
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Declined Card

If the credit card is declined the following screadisplays and user has the following options:

& Select ccst
File

: @

Decline Code: |1

Meszg.: |Authorization failled, card declined.
Fietry:
Enter Mew Credit Card:
Hold:
Enter Mew Pmt Method:
Cancel Order:

Update Card Information and Retry:

[O ok ] [’;‘ Cancel ]

Check with () ta retry credit card 20

Retry

Check this box if you would like to try to authoriagain using the same information.

Enter New Credit Card

Check this box if you would like to return to thistlof credit cards for this customer and selecttser card to
use.

Hold

Check this box if you do not want to try to autkzeragain at this time. Order will be stored with trecline
code.

Enter New Pmt Method

Check this box if you want to change the paymemhs$eto a term other than credit card. You will burned to
the Order Summary screen to enter a new paymeihioahet

Enter Authorization Code Manually

Check this box if you want to enter the authormaittode manually and you will be returned to thdediSum-
mary screen. This will require a telephone calbkipJack to get the authorization code.

Cancel Order

Check this box if you want to cancel the order.

Update Card Information

Check this box if you want to update the creditldaformation for the card being used and resulfmniutho-
rization.
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If the card is declined and email is turned on \@#ipjack, an email is sent from SkipJack to theikaddress
stored with the credit card used.

If the credit card is declined you will receive ectine code of 1. There is no reason given by 8kipand this is to
prevent fraudulent activity. You must call Skipjackfind out why the card was declined.

Order Changes

If you increase the order amount, you will be prégdp “Authorize Additional Amount Y/N?” If you deease the
order amount you ill be prompted “Reduce Authori2edount Y/N?”.

Payment Method by Order

Users can change the customer’s payment methaedd card for a specific order by entering thgrpant me-
thod on the order summary screen in order entiyelffe is credit card information in the systemtfa customer a
list of these credit cards will display. If thegeriot, a screen will display so that user may &éd:tedit card infor-
mation.

Picking Ticket Print Program

A picking ticket will not print for an order if theayment method is credit card and the credit easl declined or
not yet authorized. This is to ensure the ordeoispicked and shipped by mistake.
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Settlement Process

#& Dev 5.30 Database: sample ers: Lexmark2/Dell Laser

File Wiew Execute Settings Help

slglm = 2@

U il 3 Sales Order Management

= E PR o cales Orders

e = e L L 1 oraer maintenance

@ Copyright 2007

&=
=
(=]
2 4 Purche 5] Exit B 20dertg Updats etk
=]
&=
=

5 Praduction M '
L b Print Q@ (= 5 Create Automatic InvaicesiMemas
‘B Production Plannin
. "¢ & 4 Getp ¢ PAnt FIE b Update Invoicesiemos
7 Generalrﬂzdmini"straticﬂ Exit

4] it

d Updatt 5 ¢ Setile Credit Gard Invaices

e Print FIE o Receive Setflement Invaices
T Update = & Invoices Mot Settled Repart
9 Updati /) 1 Print Invaices and Memos

i Invoicin [ g Update Declined Invoices

i Update.‘ﬂ' Exit

k Print Ord.erEntry Edit List

| Post Order Entry Docurments

rn Custorner Price [nguiry

n Reguestad Quantity Quary

o Export Forms

p ShipmentTracking
% Frint Quotation

y Print Ordear Ackno‘WIedgments

Qo B U EHEDEEMEP EERET D

Status Idle

by L‘_

Send for settlement

Once user has created invoices using the Creatanfatic Invoices/Memos program or entered theisevfor-
mation using the Update Invoice program, the ntef & to run the Settle Credit Card Invoices paogrThis pro-
gram sends the batch of invoices to Skipjack ftitesaent and marks the invoices settlement flag for “sent”.

Receive Settlement Invoices

Due to the time it takes to settle invoices witl thedit card processor, you print and post inwafeer the send
process is run and then run this receive progranfdifiowing morning after adequate time has lapsed.

This program sets the invoice settle flag to Ytfarse that settled successfully, to D for thoséweae declined,
and prints out this settlement report.
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9 Receive Settlement Invoices

File Mavigate Help
ORI < I AR
-~
Date: 0471772007 Credit Card Settlement Process
Time: l4:z20:46& DARTE PLUS DISTRIEUTION Page: 1
Settlement Batch ID: 000005056024
Order HNo. Invoice No. Invoice Amwount Settlement Amount
12l &0 7.85 7.85
Grand Totals: 7.8E 7.8E
< Pl

Any invoices that did not settle will have a nidtteement amount. This report can be used to releotucthe
amount wired from your bank and to also apply caskeipts.

If email is turned on with Skipjack, the customell veceive this email confirming that their payntevas settled.

Any invoice that does not settle will print on tlwoices Not Settled report (option e on the Inirggcmenu). The
customer should be contacted to make alternatiympat arrangements.

If email is turned on with Skipjack, the customell also receive an email notification that paymarts declined.

Update Declined Invoices

As previously mentioned, invoices declined will batheir settlement flag set to D and because sfthay will
print on the Invoices Not Settled report indefilyitdJser will use this Update Declined Invoices gnam to reset
this flag as follows:

Null- set to null if you wish to resend to Skipjack.

C - set to C if you wish to cancel and arrange adtierpayment terms with the customer.

Invoice Print Program:
For any invoices that have the payment type = Ig, itessage will print on the invoice:

PAID VIA CREDIT CARD. DO NOT PAY FROM THIS INVOICE

Posting Process:

When the invoice is printed and the order postesl AR open item is created to the credit card comypat the
customer.

Credit Card Processing 163



Fitrix Order Entry User Guide

Reports

The following reports are available:

Print Credit Card Information - option (b) on memiow.

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser
File View Execute Settings Help

del=EgME

il @il 3 Sales Order Management
2 termMiE] 1 Salec EREPIRT T —
e R LR BT 4 setup Order Entry ; 3
e R ¥ » @ Copyright 2007

Fourth Generation
Software Solutions, [nc.

4 Purche it : :
- Exit =it ugl = IULEN ) Credit Card Processing

Praduction Managem - =
B ¢ Saes [H y pin CE a Update Custamer Credit Card

B Production Planhing e
o " B 4580 B5 o Updale [ b print Credit Card Infarmation

i Geherauﬁdmwms'lrétitﬂ"é{'

= d Print LI} ¢ Expired Credit Card Report
i o Upset 5] Exit

Bl  Update Ship To Information

EorepoepEDOom

= h Credit Card Processing

Bl i Update UPS Account Information

Status Idle.

Print Credit Card Information - option (b) on meathove.
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9 Print Credit Card Information

Fil= Mavigate Help

iQQ00D |2

>

Date: 04/10/2007 Credit Card Information

Time: 11:35:Z5 PARTS PLUS DISTRIEBUTION Page: 1

Customer Cade First/Last Name Card Name Hunher -
14 BILL VISA 6781

COMPETETION SPECIALTIES SHARPTON

Exp. Month: 03
Exp. Tear: 2009
Address: 22501 WEST MARTIN DRIVE
City: KENT grate: WA Zip: 38773
Country: USL
Telephone: 206 987 2133
Email: BIILS@COMPSPECIALTIES. COM
Fax: Z06-42Z-E4E7

|~
|2
<€

Expired Credit Card Report
Option (c) on menu above.

This report will list all credit cards that are aib¢o expire so that the user can contact the mestand get updated
information. User is prompted to enter a date dhcredit cards with an expiration date prior téstivill print.

9 Expired Credit Card Report
File Mavigate Help

000D (2

|

Date: 04/10/Z007 Expired Credit Card Report

Time: 11:37:12 DARTE PLUZ DISTRIBUTION Page: 1

Customer Code Card Name Card Mumber Exp. Month Exp. Tear -
14 VISA &721 0g zon7

COMPETETION SPECIALTIES

S
|
3

Order Pending Authorization

Option (a) on menu below.
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& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser
File “iew Execute Settngs Help

JemEg@

o
® £ oo
By 3 8ales (5 2 gales o ome“ _
N e S
B g s {2} b Print0 & 4 orders Pending Authorization
e F_"m_ducm Plan__n”?g'\ﬁ 4 Selp [F) ¢ PAntS [ b Credit Card Orders Declined
ﬁ I.Cfenera\%dmwms'tratitﬂ Esért g 4 Pri'nl.B':ﬂ E%i
ﬂ E??]'rl =oe Pri_n_t'Oper] Order ltem Su_m_ma_r_\f

E} 1 Print Open Order ltem Detail

.E, a I;—'ri'nt'CustomerO'rtier,B'ummary

g h Print Custamer Order Detail

[Z] | Print Order Entry Joumnal

5 | Credit Card Reports

& z Print Order Stalus Detail

ﬂEkﬁt ...................

=

Statug Idle:

This report lists all open orders that have notbgstn authorized through Skipjack.

Credit Card Orders Declined

Option (b) on menu above.

This report lists all orders where authorizatios baen declined and alternative payment arrangamsaould
therefore be made with the customer.
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4§ Credl Card Dirde s Meclined

Ersie Card Orders [ealinsd
RALTE [N CICTEIRUTOEN

Fugar L
R L It DEBET DWCE Order ARSEEL  CRENL Caid B,
ik L ol L i} g ML

COMFETETINN EPFECIALTIER

bmharizeyten fmile. meed declired

Credit Card Processing 167






Chapter 7

UPS Worldship Interface

This chapter contains basic information about tRS$hipping interface. The following top-
ics are discussed:

eInterface with the UPS Worldship software

e|nstallation of software needed for the interface
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Fitrix Interface with UPS Worldship

The UPS Worldship interface allows the user to kilogir costs and provide their customers with taaé tracking
information.

* Provides the shipping address for the UPS Worldsbifware

« Acquires the freight charge when the create autinratoice program is run or when the Update ineoic
program is run.

e Updates the order status
» Tracks the progress of the shipment

Each time a picking ticket is printed, the shippialjle is created / updated. This table is “rdadthe shipping
software if a UPS account number is attached totter

When the order is invoiced, the freight amount Wélupdated from the UPS freight table automatigathe cus-
tomer’s shipment terms have the Invoice Freiglg @qual to Y.

The shipping status of the order can be found iddtgp Customer Orders.

Find the order and then select options, trackifigrmation from the ring menu. This screen displays:

& Zoom shipfz E@@

File Edit Help
OB | 0Uo0

Order PicTick# Tracking Mumber Ship Date Void | Delivered Date

[Q oK. ] [!;( Cancel ] [ﬁ Hew Search

The user may request a real-time update on thesstéta package at any time by clicking on zoomtaed click-
ing OK on this screen. This fills in the deliverstd, city, and state.
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& Query shiptrk
File Edit Help

HORIVEX He o

Delivery Package Tracking

Order-PickTickMa:

Tracking Mumber :

Freight Amount Freight *»eight:
Shipped Date R Mumber of boxes:
oid Flag

Delivered Date  : |12/31/1899

Delivered City -
Delivered State :

Delivery  Type

[O ok ] [’;‘ Cancel ]

QYR

Installing the UPS Interface

The UPS Wordship interface requires additionalvgaife to perform correctly. Before you begin revidwe Installa-
tion Checklist, and then beging the process.

Installation Check List

Note:

Please contagupport@fitrix.comif you require assistance with the installatiozpst detailed be-
low.

1. UPS ONLINE WORLDSHIP
Install on all PC’s from where Shipping is doneh€TCustomer’s 6-digit UPS account number is requioese-
tup the Ship From Details.)

* INFORMIX ODBC
If not already setup, setup Informix ODBC on thé$fiat are running the UPS WorldShip software.

3. CURL

Install CURL in the /usr/local/curl directory. bt already installed on Linux, the complete sowae be
downloaded fronittp://curl.haxx.se/download.htmAll Install Instructions are available at

http://curl.haxx.se/docs/install.html

Note

Most Linux Versions have CURL already installed.
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» Install CURL in the /usr/local/curl directory.
» Include the following environment variables in #Bevironment script.

LD_LIBRARY_PATH =/usr/local/curl/lib;
PATH=$PATH:/usr/local/curl/bin;

2. UPS
If not previously registered, registervavw.ups.com
Obtain theUPS_HTML_License athttp://www.ec.ups.com

» Select the ‘Get Tools’ for HTML option.
» Apply for a Developer’s Key (it will be e-mailed y@u)

» Use the Developer Key to ‘Get the Access Key'. Thixess Key will be used to replace the Key
‘4ABABAD1FD3DF7460'in the following line in $fg/accounting/oe.4gm/i der.4gs/upstrack_sh :
echo "UPS_HTML_License=4BABAD1FD3DF7460&" >> upstkanp

5. Mappings

Add Import / Export Mappings to the UPS Worldshigft®are following the Instructions below. These té¢e
be done only against the Live Database which isgbased for shipping.

Worldship Setup

Add import/export mappings to the UPS WorldShipwafe. The following screen shots showa typicalfigoma-
tion.

Import

1. Create a new import ODBC mapping by selecting “@ate / Edit Map...” from the UPS OnLine Connect
menu.

UPS DnLine® WorldShip®

File Edit Activities Tools UPSWeb Access | UPS Online Connect  Window  Help

Connection Assistant... ,’_

B A B 5

Ship To | Ship Froml Distribution I

Batch Import...
Batch Export...
Export & Single End O Day .

Customer |D: ™ Update Address

I” ResidentialAdd ~ Keved Impart » pa=
Company or Mame: Aukomatic Export After Processing Shipment  » |ge Type:
I Automatic Export During End OF Day 3 Lo
Attention:

Street:

Guaranteed Time:

2. Now select “Import from ODBC Database” and typen the name of this import mapping. Click “Create”
to Continue.
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3. Now select the ODBC source that you created tornect to your database and click OK.

Create or edit an import or export map

’—Hiﬁ

Select an ODBC source

4. Now select “Import from ODBC Database” and typen the name of this import mapping. Click “Create”
to continue.

5. Next, connect each of the ODBC table fields tdvé¢ WorldShip fields. The required list is detailedbelow.

You will need to change the current selections irhe dropdown lists to display the required field nares. If
you make a mistake, simply click the Disconnect btdn.
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‘what You Have Mapped So Far:

[~ Prampt for the table name each time the map is used

ODBC Tables

| woildShip Fields

3

stoshpar::ship_zip
stoshpar::ship_state
stoshpar::zhip_send_type
stoshpar::zhip_phone
stoshpar::ship_name

1

L g

L g
L g
L g
L g

Ship To::Postal/ZIP Code

Ship To:State

Shipment Information:: Service Type
Ship To:Telephone

Ship To:Company or Mame

ODBC Tables WwhorldShip Fields
I stoshpar j IShip To j
C. /| CoumnMame [ Type [ widh | «| | Fi. | Field | -
] ship_lookup_key  Char 40 ] Customer [
> 2 ship_custcode Char E > 2 Company or Mame
2 3 zhip_name Char 30 2 3 Attention
=) ship_addrl B Street Addr
2 5 ship_addr2 Char 30 2 5 Fioom/Floor/Address 2
2 B ship_city Char 20 = E Department/&ddress 3
a7 ship_state Char 2 a7 Country
2 8 ship_zip Char 10 2 8 Postal/ZIP Code
2 g ship_country Char 20 LI 2 g City
FErimary Table Define ey | [Eonnest | Dizconnect Edit

Import Connect List:

174

stoshpar::residential_cust

stoshpar::order_no
Package::Reference 4
stoshpar::ship_lookup_key
Package::Reference 5
stoshpar::ship_zip
Ship To::Postal Code

stoshpar::ups_account

stoshpar::ship_state

stoshpar::email_address

UPS Worldship Interface

ODBC Data Source Field (Table::Field)

Ship To::Residential Indicator

Ship To::State/Province/County

WorldShip Field (Container::Field)

Ship To::Receiver UPS Account Number
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Shipment Information::Notification Recipient 1 Bihn
stoshpar::ship_contact

Ship To::Attention
stoshpar::ship_addrl

Ship To::Address 1
stoshpar::ship_name

Ship To::Company or Name
stoshpar::ship_send_type

Shipment Information::Service Type
stoshpar::ship_addr2

Ship To::Address 2
stoshpar::ship_phone

Ship To::Telephone
stoshpar::ship_country

Ship To::Country/Territory
stoshpar::ship_city

Ship To::City or Town

stoshpar::qvn_option

Shipment Information::QVN or Return Notificati@ption

stoshpar::billing_option

Shipment Information::Billing Option
stoshpar::po_no

Package::Reference 1

stoshpar::ship_notify

Shipment Information::QVN Ship Notification or fken Notification 1 Option

stoshpar::po_no

Package::Reference 2

UPS Worldship Interface
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stoshpar::ship_custcode

Ship To::Customer ID

Note

When you are finished, select “stoshpar::ship_|@okey” in the top left listbox and click “De-
fine Key” to enable the database lookup. Whenam@udone, click the “OK” button to save the
mappings.

Export

1. Create a new export ODBC mapping by selecting “@ate / Edit Map...” from the UPS OnLine Connect
menu.

UPS DnLine® WorldShip®
File Edit Activities Tools UPSWeb Access | UPS Online Connect  Window  Help

Connection Assistant. .. ,’_

B Ah 8 3

Ship To | Ship Frnml Diistribution I

Batch Import. ..
Batch Export...
Export & Sinale End O Das..

Customer ID: ™ Update Address
I” Residentialadd ~ Keyed Import » 95
Company or Mame: Automatic Export After Processing Shipment P lge Type:
Autoratic Expart During End OF Day » Loe
Attention:

Yalue:

Street:

Guaranteed Time:

2. Next, select “Export data from WorldShip” and type in the name of this export mapping. Click “Crese”
to continue.

— Existing Map:
Map Mame i+ | Map Type | Map ODBC DSH | ;I
‘ fgss_import Shipment fgss_odbc
= { Default Export } Address Book
= { Default Export } Shipment
4= { Default Import Invali..  Address Book
‘ { Default Impart Invali...  Commodity
4= { Default Import Invali..  Reference Number a...
PN PR T e | Acddemnn Dmnls LI
Edit LCopy Fiename Delete |
— Mew bap
 Import from ODBC Database & Eport data from WorldShip
[~ Esport C5Y
Shipment j
Mame: Ifgss_exports Create |
Ok Cancel Help |
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3. Now select the ODBC source that you created tornect to your database and click OK.

1D: I
Password: I

— Existing Map:
Map Mame i+ | Map Type | Map ODBC DSH | ;I
‘ fgss_import Shipment fgss_odbc
= { Default Export } Address Book
= { Default Foooat L et
4= { Default| Select an ODBC source 2=l
‘ H Dt dBase Files - Word 0k |
4 {(Default | |FoyPro Files - word |
e I Tucien bl WS Aocess Databass z I
: DeluxeCD &I
Edll Port0fE sport elete_l
LIPS ‘w5 Activiti Help |
—Mew Map—— i
© Impart fr Ship

MName: Ifgss_exports

Create |

oK

Cancel |

Help |

4. Connect each of the WorldShip fields to the ODB@able fields. The required list is detailed below You
will need to change the current selections in therdpdown lists to display the required field names.If you

make a mistake, simply click the Disconnect button.

‘WorldShip Fields ODBC Tables
I Shipment Information j I stazhpfr j
Fi. - | Field «| [c. o [ coumnMame [ Type [ widh | -
o pack_lookup_key Char 40
> 2 Service Type > 2 pack_tracking_no  Char 40
3 Book Mumber 2 3 pack_freight Dec 10
4 Fage Mumber 2 4 pack_shp_date Char 10
2 5 Shipment I 2 5 pack_shp_boxes  Char 4
E Hundredweight ol Char
7 Actual Weight 7 pack_del_date Drate E
8 Extended Area Indicator 8 pack_del_city Char 20 o
9 Billable Weight x| 9 pack_delstaste  Char 2 x|
[Eonnest | Dizconnect Edit |
‘wihat You Have Mapped So Far: ™ Prompt for the table name each time the map is used
WorldShip Fields “ | ODBLC Tables ODEC Login |
Shiprment Irformation: o ck_void_flag
Shipment Infarmation:: T otal Shipment Charge @2 stoshplr:pack_freight
Shipment Information:: Shipment [0 @2 stoshplr:pack_tracking_no
Shipment Information::Service Type @2 stoshplr:pack_del_type Cancel |
Shipment Information::Fick up date @2 stoshplr:pack_shp_date -
| S rlmston ek ik I

Export Connect List

WorldShip Field (Container::Field)

ODBC Data Source Field (Table::Field)
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Shipment Information::Service Type
stoshpfr::pack_del_type

Ship To::City or Town
stoshpfr::pack_del_city

Shipment Information::Actual Weight
stoshpfr::shp_weight

Package::Reference 5
stoshpfr::pack_lookup_key

Ship To::State/Province/County
stoshpfr::pack_del_state

Shipment Information::Void Indicator
stoshpfr::pack_void_flag

Shipment Information::Total Shipment Published ©@ka
stoshpfr::shp_cost

Package::Reference 4
stoshpfr::order_no

Shipment Information::Total Shipment Published ©@ka
stoshpfr::pack_freight

Shipment Information::Number of Packages
stoshpfr::pack_shp_boxes

Shipment Information::Lead Tracking Number

stoshpfr::pack_tracking_no

Note

The remaining pack_del_* fields are used to staxeking information.

5. When you are done, click the “OK” button to savehe mappings.
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Import
Now configure WorldShip to use your import and estpoaps.

.1 Select “Keyed Import:More...” from the UPS OnLine Connect menu.

2. Select your import Map Name definition and click“Import” to activate. A small window displays that
takes your input to retrieve the address informatim from the database. In the future, you may seledhe
Map Name from the menu (1 fgss_import) to activat€®©DBC imports. You will need to do this each time
you start running the WorldShip software which is rormally once a day in the morning.

Select map from list for import

o I MapType [ MapODECDSN |

fa: rt

Shipment fg Ie3
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Export

1. Select “Automatic Export After Processing Shipmet:More...” from the UPS OnLine Connect menu.

UPS OnLine® WorldShip®

2. Select your export map definition and click “Exprt” to activate. In the future, you may select tle Map
Name from the menu (1 fgss_export) to activate ODBExports.

Note:

You do not normally need to do this again, unless ghange your mapping definitions.

Select map from list for export

fgss_export

Shipment fg 3

The menu shows the active mappings with a checkmark
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Administration Menu

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

* Security Reports

*Purge Activity

*Update Batch Information
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Administration

The Administration Menu:

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser

File “iew Execute Settngs Help

JemEg@

i ki 7 General/Administration
fll o 2 system Administration

3 Bales 5 2 Systen & a Check Database Status

7/ p'mdu‘ﬂ Exit 4 e Update Database Statistics
6 Production PIBNNING. & 1\ gecurity Reports

&=
=
=]
B ¢ FPunhigy 3 Dot ir b Check Database Connections
=
B 7 Ceneralidministratic 0 1 pyge activity

ﬂ Exit [E z Update Batch Information

=T

@ Copyright 2007
Fourth Generation
Softwars Selutions. nc.

Status Idle

The following Options are available:

Check Database Status

Note

This function should only be performed by your 8ystAdministrator. Please contact your Fitrix

Representative for further information.

Check Database Status (option a). Use this opticee if the database is up and running. If thestia "Online"
then the database is up and ready for connectirsns the current status of the database such as:

« Database version
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e Status- Online/Quiescent/Offline
« Number of days the database has been up

« Size of memory allocated.

Check Database Connections

Note

This function should only be performed by your 8ystAdministrator. Please contact your Fitrix
Representative for further information.

Check Database Connections (option3fows information about the current users conneotélte database. There
will be one line of information for each user timturrently connected to the database in thevaitlg format:

» Session ID

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

* Isolation Level

e Errorinfo if any.

Update Database Statistics

Note

This function should only be performed by your 8ystAdministrator. Please contact your Fitrix
Representative for further information.

Update Database Statistics (option e). UpdateBithmal statistics of the database. This is dorienprove per-
formance. This should be performed on a regulaisbaspecially after numerous rows of data have lageled to,
or deleted from the database. The user must hBveg2rmission.

Security Reports

This menu option (option m) allows you to printegport of current security settings (ie- who isakal to do what
with the Fitrix software).

Administration Menu 183



Fitrix Order Entry User Guide

Purge Activity

Purge Activity (option p). This menu option has following submenu:

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser
File “iew Execute Settngs Help

JemEg@

i ki 7 General/Administration

Sl TR > system Administration —

el Y b purge Activity o © Copyright 2007
2 . pyright 2

4 Purche 5 3 Data ir-@ b Check & h Merge Customer Activiy Fourth Ganaration

P bt Softwara Selutions. (nc.
5 Prod = :

- ucﬂ Euit & e Update 51 | Print Duplicate Customer Info
B Production Planning -

r Becur & | Merge Ship-To Activity
n Furge 57 Exit
Exit & z Update Batch Infarmalion

9] Exit

7 Generalisdministratic =

SroopEpoDomE

=

| Statug Idle: .’J~

Merge Customer Activity - this program is useful when a company changessand you want to set up a new
customer code that reflects the new company namhétem transfer all sales history/activity to tlevcode.
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# Merge Customer Activity A=
File Edit “iew Mavigation Tools Actions Help
OB WP E B @9

:
s

WARMIMG: This pragramm will transfer all activity, open items, and
reference records from the old customer code to the new custamer
code and then delete the ald customer code.

Enter Old Customer Code; ._E IEH
IPERFORMANCE AUTO PARTS :

Enter Mew Cugtomer Code; 12 IEI|
[CLASSICPARTS UNLIMITED LLEING |

& ok | [fcancel |

Enter Cld Customer Code. AT

Print Duplicate Customer Information - this report program will list any informationathcould not be merged
into the new customer code because it is a dupliéair example, if old customer A has a ship-toecOtl and new
customer B also has a ship-to code 01, ship-tca@hat be merged. What you will need to do in thisecis set up a
new ship-to code under customer B for the 01 shippiddress.

Merge Ship To Activity - This program transfers all sales history/actitiyhe new code and then deletes the old
code.

Update Batch Information

Update Batch Information (option z). See the chagiitled Batch Control Maintenance in fBetting Sarted
With Fitrix guide for information on this program.
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SQL Queries

*Why SQL Queries are run
SQL Commands - Select, Order By, Group By
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Using SQL

SQL stands for Structured Query Language. It imadard method for accessing a SQL-compatible datbrhis
section of the manual discusses how to use SQAhtteeginformation from the database.

SQL is used primarily to generate ad hoc repoi@. 8ont end tools, such as Informix ISQL, allowwto enter
and run standard SQL queries with a simple sebofroands. Other productivity tools allow you to liddta in the
SQL database to spreadsheets, word-processing @éotsincharts, and graphs. As the information irdéitebase
changes, the spreadsheet changes automatically.

Before you use SQL report generators or produgtiaibls, you must know how SQL itself works. Thowmgpartic-
ular SQL front-end tool may differ, the basic ingtion sets should work in a similar manner. Thistion intro-
duces you to the basic use of these statementgiaeslyou examples of how they are used in a waodktvays

The examples use General Ledger tables and coluim all accounting transactions eventually gméhithe

General Ledger, it is a common application for Sfdleries. The point of this section, however, isdoer the ba-
sics of SQL, not to teach you how to create spedffieries in individual applications.
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SELECT Command

The SELECT statement gets information from thelada. There are only six different clauses thatrobwhich
information this SELECT retrieves. They are calidglises since they describe a part of the oveEAIEET com-
mand. Only two of these clauses are required fgrSfpL database query. These commands or clauséstadeand
described below.

SELECT: The SELECT clause is the start of all SQL quetligis. required for all information retrieval. & used to
tell the system which information categories oldse—in SQL they are called columns—you want to asce

FROM: The FROM clause is also required for all SQL Sisleit is used to tell the system from which filetable
to take the data.

WHERE: The WHERE clause is optional. It lists the selattiriteria for the Select statement. It allows yode-
scribe which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allowsiyo tell the system in what order to put retrieved
records.

GROUP BY: The GROUP BY clause is also optional. It allows yo tell the system how to group records for to-
tals and subtotals.

HAVING: The HAVING clause is also optional. It allows ytmutell the system which groups to select.

You can retrieve any type of information from a S@dtabase with these six clauses. In the next gesections we
will cover these commands in more detail.

Using SELECT and FROM

The format for the most basic SQL query is:

SELECT col umtm- names FROM t abl e- nanes
In this statement, SQL commands are printed inagital letters; however, most SQL tools are nsecgensitive.

Column-names refers to the names of the actuahuddor information categories created in the tabédle-names
refers to the database tables that contain the data

Selecting All Columns

When you don'’t want to specify specific column namgu can use the asteri¢k (o indicate that you want the
values in all columns. For example, suppose you wasee all information from a control table. Ente

SELECT * FROM st xcntrc

“Stxcntrc is the name of the control table. Typligathere is only one record in this control tahted, in this exam-
ple, the columns in it are company name, addresadtress #2, city, state, zip, county, countrg,first current
asset account, the first fixed asset account,dirstent liability account, the first long termbiéity account, first
capital account, the first income account, firsttaaf goods account, and the first expense account.
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In response to this query, the system displaysahees associated with each of these columns. X&et éormat in
which this information is displayed differs fromssgm to system.

Selecting Specific Columns

If you just want to see specific columns from ddaknter the names of the columns. For exampimufwant just
the name and address information from the dataleaser;

SELECT co_nane, addrl, addr2, city, state, zip, county, country
FROM st xcntrc

The names used are those that are part of theladitanary. In order to select specific columnsy youst know
what they are named in the database. Some SQL gqustgms provide a display of these column anck tabines.
Typically, however, you must work from printed tafulefinitions. There are SQL queries that allow i@tetrieve
information about the names of the columns ancetainl the database, but they are not covered here.

Notice that the different column names are sepdiagecommas. This is usually required. The lastiewl name
does not have a comma after it.

Using Math in the SELECT Statement

You can also include mathematical operations wigloiar SELECT statement. The mathematical operatmsg-
nized are:

+  Addition
- Subtraction
*  Multiplication
/ Division
Here is an example of addition:

SELECT doc_no, anount, amount + 1 FROM stgactvd
The result of this query shows the document nuntheramount of the transaction, and that amount + 1

Here is an example of multiplication:

SELECT doc_no, anount, anopunt * .077 FROM stgactvd

You do not need to use literal amounts as parbaf ynath. You can use other column names.

SELECT doc_no, anount, anount / doc_no FROM stgactvd

You can combine multiple mathematical operations ékample, you can multiply, divide, add, and saditall in
the same SELECT statement), and you may combingmgohames and literals in calculations.

SELECT doc_no, amount, doc_no + amount, amount / 2

FROM st gact vd

You can also use parentheses to show the ordeeoégence of mathematical operations.

SELECT doc_no, anount / (1 + 2)
FROM st gact vd
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This expression adds 1 + 2 before dividing this sutm amount.

Selecting Specific Rows: WHERE

The simplest selection statements show all thennddion in a file or table. However, you may onlgwto see
specific rows (records) that meet a given seledtiiteria. To make such a selection, use the WHERHse.

The format for the WHERE clause is:

VWHERE col um-nane rel ational - operator val ue

This may seem a little complicated, but an exarsptauld clarify how it is used. For example, FitBusiness uses a
table to store all of the accounting detail frora theneral Ledger system. If you want to see theesrfor a particu-
lar original journal, use the following statement:

SELECT * FROM stgactvd WHERE orig_journal = "AP"

The asterisk causes the system to display all csduimthis table. The table named stgactvd is thigiy data table
for the General Ledger system.

In the WHERE clause, you see the name of a colurgn journal, followed by a relational operator =ddmished
by a value, AP. What this statement means isalighe columns in the table stgactvd where thermol
orig_journal contains AP.

In composing this query, you can use any columnenamthe table.

Relational operators consist of the following:
Symbol Meaning
= Equal To
<> Not Equal To
> Greater Than
< Less Than
>= Greater Than or Equal To

<= Less Than or Equal To

Matching Character Patterns

The keyword MATCHES can be used within the WHER&LsE to select rows that contain certain stringepa.

The format is as follows:

WHERE col umm- name MATCHES val ue

In this case, the column name must be a charagieraolumn. This means that it must contain charachot num-
bers. The value is a pattern of characters and baushclosed in quotation marks. For example, canvipus query
of the general ledger activity table could haverbstated using the MATCHES keyword like this:

SELECT * FROM stgactvd WHERE orig_j ournal MATCHES " AP"
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In this example, we require an exact match, wisobxi@actly the same as an = command. The real pafwer
MATCHES comes into play when you use wildcardsiid f: meaningful character string within a longeamcter
column.

MATCH Wildcards

There are three wildcards:
* This matches any set of characters or no chagcter
? This matches any single character.

[ X-Y] This matches the range of characters indicated.

You can use these wildcards in a variety of waysetect the proper rows from a table. For exaniplthe General
Ledger detail table, there is a column that costéie department code. Note that even though depattcodes
typically consist of digits, it is still a charactiéeld, not a numeric field. These codes can bedmaracter string up
to three characters long. Use these codes to digledtem detail in the variety of ways detailegldwv:

SELECT * FROM stgactvd WHERE department MATCHES "1*"

This finds any rows where the department code Isagith the character 1.

SELECT * FROM stgactvd WHERE departnment MATCHES "*10*"

This finds any rows where the department code amtae character string 10 anywhere within it.

SELECT * FROM st gactvd WHERE departnment MATCHES " 210"

This finds any line item where the department ciostéhe characters 10 preceded by any other saiglecter. It
does not find a department beginning with 10, bfihds 110, 210 and so on.

SELECT * FROM stgactvd WHERE departnment MATCHES "1[ 1-5]*"

This finds all rows containing department codes tiggyin with the digit 1, followed by the digitsrough 5, and
then followed by any other characters. This dodgind rows where the digits 1 through 5 do not iethiately fol-
low the beginning digit 1.

Using AND and OR in the Where Clause

You can make your WHERE clause more complicateddiyg AND and OR as follows:

* AND: Makes the clause more restrictive. In order tadlected, the data must pass all tests joinedey th
AND clauses.

* OR: Makes the clause less restrictive. To be seletitedjata only need pass one test or the othersyihe
tax for the use of AND and OR is:

WHERE col unm_nane rel ational -operator val ue
AND col uim_nane rel ati onal - operator val ue

or

WHERE col uimm_nane rel ati onal - operator val ue
OR col um_nane rel ational - operator val ue

In the next example, the WHERE clause selects mviig in which the department code begins with tigé d and
whose document number is greater than one hunBieals in which the department code begins with 1vahdse
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document number is less than or equal to 100 areatected. Rows in which the document numberédstgr than
one hundred, but in which the department code doebegin with 1 are alswt selected.

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
AND doc_no > 100

In the following example, even more documents atected. All documents in which the department doelgins
with 1 are selected because they pass the fitstneaddition, all documents with numbers greétan one hundred
are selected because they pass the second test.

SELECT * FROM stgactvd WHERE department MATCHES "1*"
OR doc_no > 100

Note

Even though some documents may pass both tesygsatbenly selectednce.

Using Multiple ANDs and ORs

You can use AND and OR to join any number of ptsase

SELECT * FROM stgactvd WHERE department MATCHES "1*"
AND doc_no > 100

AND orig_journal = "AR'

AND anount > 1000

Note

Remember: adding multiple AND statements makesestemore and more restrictive; in order to
be selected, the row must me#tof these criteria.

You can also use parentheses to group ANDs and ORs.

SELECT * FROM stgactvd WHERE (departnent MATCHES "1*"
AND doc_no > 100) OR (orig_journal = "AR'
AND anmpunt > 1000)

In this test, selected records or rows must ettlaee a department code that begins with 1* andcardent number
greater than 100 or they must have an originahalucode of AR and an amount greater than 1000.

Improper Use of AND or OR

Remember the AND and the OR are used to join camgl@umn_name relational-operator value phras#smwi
the WHERE clause. It isot used to join separate WHERE clauses or to joinesto a single column_name.

Correct:

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
OR doc_no > 100
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Incorrect:

SELECT. ..
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE department MATCHES "1*"
OR department MATCHES "*1"

Incorrect:

SELECT. ..
OR MATCHES "*1"

WHERE Using LIKE

LIKE is a keyword that works almost identicallyMATCHES. The major difference is that it has diéfat wild
cards. Instead of using an asterisk to match cters@ percent sign (%) is used. Instead of questiarks to
match a single character, an underscore is used.

SELECT * FROM stgactvd WHERE departnment LIKE "1%

This finds all departments that begin with 1 anelfatlowed by any combination of other charactet&E can only
be used for character columns (letters or digithg values used must be enclosed with quotatioksnar

WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that ywant to select a value between two other values.

SELECT * FROM stgactvd WHERE anpunt BETWEEN 10 AND 40
This selects all rows in which the amount colums aavalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shovowgdo indicate the second set of values.

Correct:

SELECT * FROM st gactvd WHERE anmpunt BETWEEN 10 AND 40

Incorrect:

SELECT... BETVEEN 10 40

You also must show the values in the proper ordtr tlve smallest value first. The wrong examplesdoet pro-
duce an error message, but no rows are selected.

Correct:

SELECT * FROM st gactvd WHERE anmpunt BETWEEN 10 AND 40

Incorrect:

SELECT... BETWEEN 40 AND 10

You can also use BETWEEN to specify a range ofgdatealphanumeric characters.

SELECT * FROM st gactvd WHERE ori g_j our nal
BETWEEN "A" AND "Z"
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This query selects all documents with an originarpal code beginning with a capital letter.

wrere USINg i

Use the keyword IN to compare the value in a colwith a list of possible values. You could do theng thing
using a series of ORs, but IN makes this somewloaé rstraight-forward.

The syntax:

WHERE col umm-nane IN (list of values)

Here is an example of selection from a list of uesvalues.

SELECT * FROM st gactvd
WHERE orig_journal IN ("AR',"AP","GI")

This select statement finds any rows which congd) AP, or GJ in the original journal code column.

It is the same as the following SELECT statement:

SELECT * FROM stgactvd WHERE orig_journal = "AR'
OR orig_journal =" AP"
OR orig_journal ="Q"

You can see the advantage of using the IN keyword.

Matching NULL Values

SQL discriminates between a column filled with sgmor zero and one filled with a NULL value. A aolu with a
NULL value has never had any values entered iro fitas had those values removed. Spaces or the zaio are
not considered NULL.

You may wish to identify the values that are NULbhem selecting records. For this purpose, you h&weULL
keywords for use with the WHERE clause.

The syntax:

VWHERE col umm_nane |'S NULL

For example:

SELECT * FROM stgactvd WHERE department |'S NULL.

This finds all records in the activity table whishve no department code associated with them.

Using NOT

With many WHERE statement keywords, you can uséélygvord NOT to select records that aot matched by
your selection criteria. NOT can be used with tiofving keywords:

* MATCHES
* LIKE
« BETWEEN
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« IN
« NULL

For example, if you wanted to find all records watlralue NOT NULL in the department column, useftilew-
ing:
SELECT * FROM stgactvd WHERE department |'S NOT NULL.

finds all the rows with values in the departmentiom
SELECT * FROM st gactvd WHERE ori g_j our nal
NOT IN ("AR',"AP","GI")
selects all rows that have orig_journal codes d@inatnot equal to AR, AP, or GJ

SELECT * FROM stgactvd WHERE depart nment
NOT BETWEEN "A" AND "Z"

selects rows whose department codes do not bethirevaapital letter

SELECT * FROM st gactvd WHERE department NOT MATCHES "1*"

selects all rows where the department code doelsagin with 1

SELECT * FROM stgactvd WHERE departnment NOT LIKE "1%

selects all rows where the department code doelsayin with 1.

Selecting From Multiple Tables

So far, we have shown only SQL queries that take filam one table. Using the WHERE command youatan
join two tables together and get related informafiom them.

For example, in Fitrix General Ledger, the actitiple, stgactvd, contains the information aboghdame item that
is posted to the system. It does not contain tisechaformation about the document, such as wherag created
and a general description of the document. Thisrmétion is in a general reference table for alhsactions on the
system. This table is called stxtranr.

To see the document date as well as the informatiouit specific line items, select columns fromhbaftthese
tables and join them together using a WHERE claoshat only the related records are selected.

The syntax for joining multiple tables is:

SELECT [t abl e- nane] . col umm- nan®, [t abl e- nane. ] col um- nane, . ..
FROM t abl e1, table2,...
WHERE t abl el. col unmm- nane=t abl e2. col urm- nane

The WHERE clause causes the SELECT statementumretly those rows where the specified columnesaich
table are identical. The table name after the SELE@tement only needs to be used when the colame mp-
pears in both tables.

In Fitrix Business, the table name must always be used because wherotumns carry matching data used for

joins, they are named identically. You can see Wwiimlumns need to be joined in the WHERE clausadiing
which columns in the two tables have the same name.
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Here is an example of a query that returns a fiswounts for the individual lines that make upamsaction, se-
lected from the general ledger activity table, glavith the corresponding document date and de&mnijoff the
transaction from the general transaction table.

SELECT stxtranr.doc_no, doc_date, doc_desc, anpunt
FROM st xtranr, stgactvd

WHERE st xtranr.orig_journal =stgactvd. ori g_j our nal
AND st xtranr.doc_no = stgactvd. doc_no

This selection produces one row for each line W entered under the Update General Journal offach line
contains the document number, the document daalebcription of the transaction, and the amousteabfor that
line.

Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is redudecause
doc_no is used as a column in both tables. Theitetds are identical, but you need to specify in.S3@ich table
you want to use.

Also notice that we did not have to use the tahimes for doc_date, doc_desc, and amount. Thic@uke these
columns only appear in one table or the other.

Joining More Than Two Tables

You can use any number of tables in a SELECT stenif more tables are used, you simply extendMERE
clause to equate columns within each table.

For example, in Fitrix, there is another table thaids information about a transaction. This tasletgtranr and it
contains information such as the accounting pegindl year for the transaction. If you want to séeitiformation
for each of your activity lines, extend your quésynclude this third table.

SELECT stxtranr.doc_no, doc_date, doc_desc, acct_period, acct_year, anount
FROM st xtranr, stgactvd, stgtranr

WHERE st xtranr.orig_journal =stgactvd. ori g_j our nal

AND stxtranr.orig_journal =stgtranr.orig_journal

AND st xtranr.doc_no = stgactvd. doc_no

AND st xtranr.doc_no = stgtranr.doc_no

Notice that two new columns have been added: aedbghand acct_year. No tables need to be spediietthese
columns because they occur only in the table stgt@tgtranr has been added to the FROM clauseAN2
clauses have also been duplicated to join the amdunom stxtranr to the matching ones in stgtrahe choice of
stxtranr for the join in this case was arbitramcsi all tables involved contain the same keys.tgacould have
just as easily been used. However, this may naiysvbe the case; many joins may take place on cduhat are
unique to a particular table.
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ORDER BY Command

Use the ORDER BY clause to sort the output. Ifgigamal and can be used in conjunction with angptiptional
clauses.

The syntax:

ORDER BY col um- nane

Column-name must be an element in the SELECT fisblumns; that is, you cannot ORDER BY a columat thas
not been selected. For example, to see all ofdvs in the General Ledger activity table sortedlbgument num-
ber, use the following command:

SELECT * FROM st gactvd ORDER BY doc_no

If you want to do the same thing but select ongpacific original journal, use the following comnean

SELECT * FROM st gactvd
WHERE orig_journal = "AR' ORDER BY doc_no

Sorting By Multiple Columns

You can create sorts within sorts. For examplgoif want to see all order lines organized by odbjaurnal, and
within each original journal, organized by depamineumber, use the following command:

SELECT * FROM st gactvd
ORDER BY orig_journal, doc_no

Using Aggregate Functions

There are a number of special functions that perfoalculations among the rows selected. Theseadlexlaggre-
gate functions because they work on a group of réiMizen they are used, you do not see the indivicwas them-
selves, but the results of the operation on allsrowgroups of rows.

The aggregate keywords and their functions are:
AVG (column-name) Calculates the average of the column specifiedifierows selected.
COUNT (*) Counts the number of rows retrieved by the WHERIESE.
MAX (column-name) Finds the maximum value in the column specifiedtii@ rows selected.
MIN (column-name) Finds the minimum value in the column specifiedtfe rows selected.

SUM (column_name)Adds the column specified and totals it for thevscselected.

These aggregate functions are used like column safter the SELECT keyword. They do not subtotdésmyou
use the GROUP BY clause (explained in the nexi@gct

Correct:

SELECT sum(anmount) FROM stgactvd WHERE doc_no = 4

This query produces the total amount for documefitdbes not, however, show the document numbelfit
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Incorrect:

SELECT doc_no, sun{anpbunt) FROM stgactvd

This produces an error requesting a GROUP BY phrase

GROUP BY Command

This clause gives you subtotals for different gaprows using aggregate functions. The syntax:

SELECT colum-1ist, aggregate-functions FROM tabl e- nane
GROUP BY col um-1i st

For example:

SELECT doc_no, sun{anpbunt) FROM stgactvd
GROUP BY doc_no

This produces a list showing each document numfittlze total for that document next to it.

Note

You must have a GROUP BY clause for each columecssdi.

Correct:

SELECT doc_no, acct_no, sum(anmount) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each unique combinatioa dbcument number and an account number. In oibets,
you get the sum for document number one, for tts¢ diccount number, then the sum for document nuore for
the second account number, and so on. Yomotlget the sum for a given document number alone.

Incorrect:

SELECT. ..
GROUP BY doc_no

This produces a GROUP BY error because you refeceacct_no in the column selection but did not aeften
the GROUP BY column list.
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Chapter 10

Order Entry Reports

This chapter contains descriptions and exampléiseofeports that come standard with O/E.
The following sets of reports are covered, which yall find on options 3 and 4 of the O/E
Main menu.

*Order Status Reports

*Sales History Reports
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Order Status Reports

The Order Status Reports menu contains a numbepofts that allow you to review activity in yourd®r Entry
system. These reports provide information on wioatlyave on order, salesperson activity, order imétion by
item, and customer activity. This menu also enajpbesto print the Order Entry Journal.

The Order Status Reports Menu:

#& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser Q@@
File Miew Execute Settings Help

dymEzm

iy 3 Sales Order Management

e == 0 sales Orders A

e =B L BB o Order Status Reports v—
= i L it PYTIE
4 Puch: QUEE S = 2 Order![= 5 Print Open Order Summary Filianeration

: are Solutions, nc.
oy Managemﬁl 3 Bales B p Print Open Grder Detail

8 oo Blening g g cshug &} ¢ Print Salesperson Summary
: Generaliﬁ_dmlmstratlcﬂ.:Eﬁ-i-t [E] d Print 3alesperson Detail

Eooepoooom

i E{, e Print Open Crder ltem Summary

& 1 Print Open Grder ltem Detail

E g Print Customer Crder Summary
[Z] h Print Customer Order Detail
& i Print Order Entry Journal

B j Credit Card Reports ljl

I Status Idle

After designating the destination for the repdrg system usually prompts you to Enter speciattele? (Y/N): If
you respond by typing N, all outstanding ordersdibcustomers are printed. If you respond by tgp¥h a Selec-
tion Criteria Form is displayed, allowing you torrmw your choice of customers and orders.

All of these reports are sorted by order typesyBether you enter a special selection or not, épent will show
the credit memos (CRM) first, then debit memos (DBten quotes (QUO), then regular orders (REGyolf en-
ter Y at the special selection prompt and thencselespecific customer, the report would showrel ERMs,
DBMs, etc. for that customer.

For complete instructions on how to print reportd ase selection criteria, s€etting Sarted with Fitrix.
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Print Open Order Summary

This menu option prints a summary report that Bditeutstanding orders, orders with items thatehaot yet
shipped.

# Print Open Order Summary E@I‘E

File Mavigate Helg

9 ® O © © <

© Out  Startoffile  Previous page Mewstpage Endoffle  dbout

Lol
R R
Date: 0170472010 Order Status Sunmary Limited Selection
Time: 14:10:05 ABC DISTRIEBUTION Page: 1

Orders of type like: REG - RBegular Order Stage
Order Document Date Blspsn  Type To Ship Stat High Low Open
usD
3051 2051 1070872009 ET REG 10/08/Z00% ACT OFRD ORD 200
Customer: 12
Z0E8E Z05Z 1040872009 ET REG 10/08/Z00% ACT ORD ORD {alululu]
Customer: 12
3054 3054 107062005 ET REG 10/06/Z00% ACT OFRD ORD 16
Customer: 12
3052 0L 10/06/2009 ET BREG 10/08/EZ00% ACT TNV INV a
Customer: 1Z2
20539 2059 100672002 ET RBEG 10/0& /20059 ACT INV INW u]
Customer: 12
20&0 Z0&0 10/0872003 ET REG 10/0&8/2009 ACT ORD ORD 1280
Customer: 12
2063 2083 10/08 /2003 ET REG 1040672002 .ACT ORD ORL 1220
Customer: 17
< [ ! ¥
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Print Open Order Detall

This report lists all orders which have items tteahain to be shipped, plus it prints out a comptetey of these
orders with line item detalil

# Print Open Order Detail IQIEII‘ZI

File Mavigate Help
9 & < @ 2 | <
; -
© Quit | Start of file Previous page Mestpage Endoffile  About
el
Date: 01l704/2010 Order Status Detail Limited Selection
Time: 14:11:Z2E ARC DISTEIEUTION Page: 1
Orders of type like: BEG - Begular Order
Order: 3051 la/s0E87Z009 Loc.: 2051 Type: BREG Stage: 0ORD
e
To: 12 - CLAZ3TIC PARTS UNLIMITED LLCINC
Payment Method: AR Status: ACT
Entry: bettvyh 10/0&/2009 13:17:55 Modified: bettyh 100872002 12:E0: 32
Line Item Code WMarehouse ShipTo Stage Ordered Shipped
¥ ALARNICA ZEATTLE SHIPTO ORD 10 10
20ldTo: 12 BillTo: 12 Date: 1070572009
Amounts: Ttems Freight Discount Tax Total
Ordered: 300000 0.0o0 o.o0 0.0o0 300.00
Order: 30L&z las087Z2009 Doc.: 20EBE Type: REG Stage: 0ORD
e
< I > |
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Print Salesperson Summary

This menu option selects all open orders for eatdsperson, organized by order type, and pringpart that lists
subtotals for each customer for each salesperson

# Print Salesperson Summary

File Mavigate Help
9 ® O © ©o =
; -
© Quit | Start of file  Previous page Mestpage Endoffile  About
]
Date: 0170472010 Salesperson Open Order Summary Limited
Time: 14:12:Z2E AERC DISTEIEUTION
1l00-0% - BEILL JOHNESON
Order=s of type like: BEG - Regular Order
Order Date Type Status Stage Ordered On B0
Customer: 1 ACTION SUPPLY
3EG9 1lz/07 /2009 REG ACT NETT Zoo_ oo o.ao
2ESE lz/02/E002 REG ACT INY E0.00 0.0
3EST lz/08/200% REG ACT INW E0.00 0.0a0
Total for Customer: 1 ACTION SUPPLY
Z40.00 0.o0
Customer: 1Z CLASSIC PARTS TUNLIMITED LLCINC
30EL 10/0&8/2009 REG ACT ORI 300,00 0.0a0
30EE lo/058 /20059 REG ACT ORI Eo,.000._ 00 o.ao
2054 100672002 REG ACT OED 15. &2 0.0
3058 1070672002 REG ACT INW 453 .88 0.0o0
3053 10/0&6/2002 REG ACT INW 453 .88 0,00
F0&0 107062002 REG ACT ORD 1,373.E64 0.o0
< I >
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Print Salesperson Detall

This menu option selects all open orders for eatdsperson, prints information about each itemamherder, and
prints a report that lists subtotals for each austiofor each salesperson

# Print Salesperson Detail

File Mavigate Help
Q| @ (< @ 2 =
; -
© Quit | Start of file  Previous page Mestpage Endoffile  About
el
Date: 01/047Z010 Salesperson Open Order Detail Limited Selection
Time: 14:13:33 ARC DISTEIEUTION Page: 1
- BILL JOHNSON
Orders of type like: BEG - Begular Order
Item Code hse Shipto Stage Date Quantity Amount
1l - ACTIOMN SUPPLY
o= 1z/07/2002 PREG ACT HNEW
12104 SEATTLE WMASH CAN 12707720039 o 0.ao
Eillto: 1
12104 SEATTLE MALEH HNEW 1z/07 20039 10 oo, oo
Billte: 1
12104 SEATTLE WMASH DIC 1z/07 2009 10 100,00
Billto: 1
12104 SEATTLE TASH CAM 12707 ,z003 u} o.ao
EBillteo: 1
Ordered: z00o._0a0o Shipped: o_ono Backordered: o_oo
RFESE 1zy/08/200%2 PREG ACT INV
< I >
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Print Open Order Item Summary

This menu option selects all open orders and psmltéotals for each warehouse for each item tha isrder and
prints a subtotal for each item that is on order.

int Open Order ltem Summary |D|EH‘ZI

File Mavigate Help

‘@ <) © © &

© Ouit  Startoffile  Previous page Mestpage Endoffile  About

I

Date: 0170472010 Ttem=s On Order Summary Limited Selection
Time: 14:25:07 ARC DISTREIEUTION Page: 1

Orders of type like: CEM - Credit Memo
TMhse Stage Oldest Newest Ordered Shipped EBackordered Amount

12104 - 3CHM A& SERIES MULSTRIEE

SEATTLE INY 1273151999 12/31,1899 34z 34z u] £,883_58

SEATTLE NEW 1273151993 12/31,1839 = u] o 15.E8

SEATTLE ORD 1273151999 1273171299 157 n] u] £33.89
Ordered: 3,13z2_83 Shipped: Z.,883._ 58 Backordered: o_.oo

1211 - &CM A SERIES CVE-UP TAPE TSED IN EECONDARY MARKETS

SEATTLE INW 1273171999 1273171899 40000 40000 u] 141, 20800

SEATTLE OFED 12/31/1993 1243171899 zoool u] o] T, FEILTE
Ordered: ClE ERL TE Shipped: 141 _ z0&._00 Backordered: o_oo

12195 - ECM A SERIES NYLON

SEATTLE OFD 1273151993 1273171899 8] u] 0] o.oo
Ordered: a.oo Shipped: o_ono Backordered: a_oa

ALPEEDZ - ALPINE &M% THREE WAY SPEAEER

SEATTLE INY 1273171959 127317185939 3 o u] E7E.88
Ordered: Z27E._86 Shipped: Z7E_86 Backordered: o_oo

: >

[ £

Order Entry Reports 207



Fitrix Order Entry User Guide

Print Open Order Item Detall

This menu option selects all unshipped order Ifn@® open orders, prints a list of selected orderd grouped by
item number, and provides subtotals by customerelaise, and item.

o & <] © ] =
it Start of file  Previous page Mestpage Endoffile | About
~
R AR A
Date: 0170472010 Items On Order Detail Limited Zelection
Time: 14:29:49 ABC DISTRIBUTION Page: 3
Orders of type like: REG - Regular Order
Order Date Type Number Customer Ship-to Stage Date Quantity Amount
06349C - 6 X 0.4 ML FOR DOGE 3-9 LBS. ADVANTAGE MULTI FOR DOGS _;
SEATTLE 11/13/2009 REG 3EZ27 1z SHIPTO PIC 1l/1e/Z003 1 EE.Z24
SEATTLE 11/13/2009 REG 3ZZ7 1z SHIPTO PIC 11/16/2003 1 EE.Z24
SEATTLE 11/13/2009 REG 3Z27 1z SHIPTO PIC 11/16/Z003 1 EE.Z24
SEATTLE 11/13/2009 REG 2E27 1z SHIPTO PIC 1l/16/Z00% 1 E6.Z24
SEATTLE 11/13/2009 REG 2ZZ7 1z SHIPTO PIC 1l/16/Z00% 1 E6.Z4
SEATTLE 1171372003 REG 3Z27 1z SHIFPTO PIC 1l/71g/zZ002 1 56.Z4
SEATTLE 11/13/2009 REG 3227 1z SHIPTO PIC 11/1e/2002 i E6.Z24
SEATTLE 11/13/2009 BEG 3227 1z SHIPTO PIC 11/1e/Z003 1 E6.Z24
SEATTLE 11/13/2009 REG 3EZ27 1z SHIPTO PIC 1l/1e/Z003 . EE.Z24
SEATTLE 11/13/2009 REG 3ZZ7 1z SHIPTO PIC 11/16/2003 1 LE.Z24
SEATTLE 11/13/2009 REG 3227 1z SHIPTO PIC 11/1e6/Z003 1 EE.24
SEATTLE 11/13/2009 REG 2EZZ27 1z SHIPTO PIC 1l1/1&/Z00% 1 E6.Z24
SEATTLE 11/13/2009 REG 2EZZ27 1z SHIPTO PIC 1l/16/Z00% 1 E6.Z24
SEATTLE 11/13/2009 REG 3EZ27 1z SHIPTO PIC 1l/1e/2003 1 56.Z24
& ol
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Print Customer Order Summary

This menu option selects all open orders and paititst of selected orders for each customer abasedubtotals for
each order and for each customer..

# Print Customer Order Summary EE@

File Mavigate Help

9 & O © ©» <

© Quit | Statoffile Previous page Mestpage Endoffile | About

Fe
Date: 015042010 Customer Open Order Summary Limited Selection
Time: 14:485:10 AEC DISTRIEBUTION Page: 1
Order=s of type like: REG — Begular Order
Order Date Tvype Status Stage Ordered On Bf0O Shipped
Customer: 1. - ACTION SUPPLY
2071 lo/06/2009 REC ACT NEW 1.4& o._oo a_oo
ZElE 1141272009 REC ACT ORD T o._oo o.oo
ZEEZB 1171672009 REG ACT PIC 7.7 o._oao o._00
ZE30 1141672008 REG ACT RIC 7Y o._0o (auln]
ZE332 1141972008 REG ACT ORD 10g.00 0.0 o_an
JEEE 1270172009 REG ACT ORD 1o.0a a._0o o_oo
ZEGE 1270272009 REG ACT ORD 1,100.00 a._0o o._0n
3EGS 1270272009 REG ACT ORI 1o.0a a._oo o_ao
ZETO 1270272005 REC ACT ORD z0.00 o._oo a_ oo
ZETS 1270772009 REG ACT Imr 10,00 o._ono 10,00
ZEg0 127072009 REC ACT IV z0.0o o._oo E0.00
ZE81 127072009 RECG ACT ORD zo.00 o._oo 10,00
ZERE 127072005 REC ACT IV zZ0.00 o._an z0.on
< | |
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Print Customer Order Detall

This menu option selects all open orders and paititst of orders with the status of each ordez for each custom-
er as well as subtotals for each order and for eastomer.

#& Print Customer Order Detail

Filz Mavigate Help

‘9 @ o © o <

© Huit  Startoffile Previous page Mestpage Endoffile  About

-~
Date: 01/04/2010 Customer Open Order Detail Limited Selection
Time: 14:30:47 ABC DISTRIBUTION Page: 1

Orders of type like: REG - Regular Order
Item Code TTh=e Shipto Eillto Stage Date Quantity Amount

1 - ACTION SUPPLY

usD

2071 10/0&/2003 RBEG ACT NEW

12104 SEATTLE EAST 1 HEW 1070572002 0.167 1.4%

1Z2104-4 SEATTLE EAST 1 HNEW 1070572002 u} o.oo
Ordered: 1.45 Shipped: o.oo Backordered: o.o0

2zle 11/12/2009 REG ACT OFRD

12104 SEATTLE EAST 1 OFD 1171272003 1 =G
Ordered: TEFD Shipped: o.oo Backordered: o.oo

3z2z8 11/16/2009 REG ACT DPIC

12104 SEATTLE EAST 1 PIC 11/16/Z00% 1 7,79
Ordered: fridiodcs Shipped: o.oo Backordered: o.o0

[l
I~
| %
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Print Order Entry Journal

The Order Entry Journal report provides a daily suary of postings to the Accounts Receivable, InegntSales
of Inventory, and Cost of Goods Sold accounts withdate range you specify.

# Print Order Entry Journal

=S

File Mawigate Help

‘@

i Cuit

(<] @

Start of fle  Previous page  Mext page  End of file

S

Ahout

Fat
[ R RS R A TR S B R e e e
Date: 0175042010 Order Entry Journal
Time: 14:4%:04 AEC DISTRIEBUTION Page: 1
Eetween 1070172008 and 017042010

Diocument Late Loocount Beference
12k 1270372009

ll0000000-000 ACCOUMNTS RECEIVAELE &0. 00 LE

1Z0000000-000 INWVENTORY 4_00 CE

1Z0000000-000 INVENTORY 4_00 CE

1Z0000000-000 INVENTORY 4_00 CER

400000000-000 PARTS SALES 2.00 CE

400000000-000 PARTS SALES Q.00 CE

400000000-000 PARTE SALES 2.00 CE

4Z22000000-000 FREIGHT CHARGE INCOME 33.00 CE

E00000o000-000 PARTS COGSE 4_00 LE

Soooooooo-000  PARTS COGE 4_00 LE

SQooooooo-000  PARTS COGE ] LE
126 1E2/03 /2009

11l0000000-000 ACCOUMNTS RECEIVAELE Ez.0o LE

1Z0000000-000 INWVENTORY 4_00 CE
& telps
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Credit Card Reports

See Chapter 6, Credit Card processing.
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The Sales History Reports Menu

This menu provides options for printing a numbesalgs history reports. The reports include infdiomeby prod-
uct, class, customer, and salesperson, as weltlayssales register.

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser
File “iew Execute Settngs Help

JemEg@

i I 3 Sales Order Management

2 temME 1 sales EITTROIC o]

e =l L8 TS sajes History Reports © Copyright 2007
[ m - pyTight 2

4 Purchz, —it / i i
! cﬁl— Exit & 2 Order! [T a Daily Sales Register Q‘.‘:ﬁ'ff;ﬁ‘"'s.?u'u't‘.'.‘?.'\l ne.

5 Praduction Managen .
S o e &) b Product Summary

RN a4 ceug & ¢ Product by Date Summary
7 Gehera\mdm\m'élrétit"ﬁl Exit

B

& d Product Detail
B =

M= e Customer Summary

SreopeEp@

& 1 Custarner Detail

g o Salesperson Summary

& h salesperson Detall

.g, i Salesperson by Product

[El | Serial Number History

&) k Price variance

.E, | Cammission by Salespersaon

& m RMAHistory Report

9] Eit

Ll

I Statug Idle:

You select the information for these reports basedhvoices and invoice dates or range of dates.
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Daily Sales Register

The Daily Sales Register report provides a daimmiary of sales and allows you to select of invaiates for the
report. Each page corresponds to a specific ddi, theé last page showing the Totals for the datgeapecified.

# Daily Sales Register

File Mavigate Help

‘9 @ <) © © <

© Ouit  Startof file  Previous page Mestpage Endoffile  About

"~

Date: 0170472010 ABC DISTREIEBUTION
Time: 14:&55:10 Daily Sales Register Page: 1
Between 1Z,/01/200% and 0170472010

Inwvoice Sales Amount Tax Freight Caost Margin%

Customer: 12

*: z111 15. 36 o_oo L.00 g.0&00 47 . L3
Customer: 1
* E1Z0 1, 00000 o_oo 100,00 3000000 7000
1lz/02/200% Total: Sales Amount Tax Freight Cost

1,015, 36 o_oo 105.00 208, 0&00
£ [ ¥

214 Order Entry Reports



Fitrix Order Entry User Guide

Product Summary

This report provides a total sales figure for thege of dates you select. It allows you to selgetiic invoice
dates and product classes for the report.

# Product Summary |Q|E|E‘

File Mavigate Help
Q| @ (< @ 2 =
; -
© Quit | Start of file  Previous page Mestpage Endoffile  About
el
Date: 0170472010 Product Sales Sunmary
Time: 1l4:E5&6:E56 ARC DISTREIEUTION Page: 1
Between 1Z2,/01/200% and 0170472010 =
Item Class Sales Amount Gross Margin
AUDIATILTIO EQUIPHMENT 200,00 e 00
NON MO CLASE 5378 —EEZ .89
PARTATITO PARTE 210.11 475 _EE
PCZ PERSONAL COMPUTEER AND PARTE 3,535 _E0 IR
Bales Amount Gross Margin
Company Totals for Report Period 4, &59_ 329 -1,390_84
£ >
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Product by Date Summary

This report provides a summary of sales and allpausto select invoice dates and product classethéoreport.
Totals are provided for each product class yowcseled for each date within each product class.

# Product by Date Summary |Q|E|B|

File Mavigate Help

: @ & <] (] P>} <

© Ouit  Statoffile  Previous page Mestpage Endoffile  About

[ >

Date: 0170472010 Product Sales History
Time: 14:57:3& ARC DISTREIEBUTION Page: 1
Between 1Z2/01/200% and 0170472010

Sales Awmount Item Cost Gross Margin

ATTDINATDIO EQUIFMENT

1E70772009 Z00.00 1z4_ 0000 qE.00
NON NO CLALSS

1E708,2009 27.00 15 0000 1lz._00

127231720085 I6.78 &ll_&700 —-E74_£23
PARTSAUTO PARTS

lEfDEFzODS 1,015, 26 080500 707,30

1E708/,z003 146 .85 Z238_5000 -91l.65

1Ef24 72003 -51l0._00 -4 50 5000 -E52_50

lEfz8/7,2009 2000 1060000 -Z&.00

12731720089 7.90 132Z_E5000 —-E4_ &0
hd | S
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Product Detall

This report provides a summary of sales broken doyvdass. In addition, it shows detail for indival product
sales transactions and allows you to select inviétes for the report.

#& Product Detail |Q|E|E‘

File Mavigate Help

‘9 @ <) © © <

© Ouit  Startof file  Previous page Mestpage Endoffile  About

[

Date: 01750472010 Product Sales History Detail
Time: 14:L58:30 AEBC DISTRIEBUTION
Between 1Z/017200% and 0170472010

HMTO : MAKE TO ORDEER - MANUFACTUURE

Invoice Sales Amount Item Cost Gross Margin Itewm Code

NON NO CLASS

Customer: 1z

E19E =3.00 0. oooo -3.00 EBOMSS
Customer: 12

2159 9,00 14. 0000 -5.00 EOMS3
HON Total: 0.00 14. 0000 -14.00

AUDTIO AUDIO EQUIFMENT
Customer: 1l

2137 Z00. 00 1z4. 0000 T&.00 ALPEZ03
ATDIN Total: Z00. a0 1z4. 0000 T&.00

NON MO CLASS
F

|t
| £
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Customer Summary

The Customer Sales Summary report provides a suynofiagiales history by customer, for a selected datge. It
also allows you to select invoice dates and custstioe the report.

# Customer Summary
File Mavigate Help

‘9 @ <) © © &

© Ouit  Startof file  Previous page Mestpage Endoffile  About

et
T
Date: 0170472010 Customer Sales Sunmary
Time: 15:00::2%2 ARC DISTREIEBUTION Page: 1
Between 01,01/200% and 12731720039
fales Amount Gross Margin
00z-0123-4 - JOHN AND CAROL SHITH
Totals 7.36 -5.g83
1 - ACTION SUPPLY
Totals 47,807 .78 34,131 87
11 - Ta&W AUTOSPORT INC
Totals g210.00 450,00
1% - CLASSIC PARTS TUNLIMITED LLCINC
Totals E15,466.91 271,875 21
13 - GAPRDNEE GENERAL PARTES CO.
Totals E03.36 35,16
14 - COMPETETION SPECIALTIES
Totals lgg. 32 43 E3
15 - OLYMPIC AUTO WAREHOUSE INC
Totals T -9.7E
17 - MECCA NEW AND TSED AUTO PARTE
Totals 137.81 75,81
fo ! 3|
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Customer Detall

The Customer Sales Detail report provides line itlxtail of sales history by customer. It allows yowselect in-
voice dates and customers for the report. Alsaiohed are daily and customer totals for the rang#ates you se-
lect.

#& Customer Detail |ZIEE|
File Mavigate Help

‘0 @ <) © 9 &

S Quit  Start of file Previous page  Mest page Endoffile  about

[l

Date: 01/04/2010 Custoner ZSales Detail
Time: 15:01:33 ARC DISTREIBUTION Page: 1
Between 01/017200% and 1EZ/31/z009

Invoice Ttem Sales Amount Groszs Margin

1543 1E104 7.36 =L.89
07710/200% Total: 7.36 =E.89
O0E-D01z3-4 Totals: 7.36 -L.g9

995 12104 5.66 5.01
01/05/200% Total: §.66 g.01
1324 ALPIEEE 300,00 -125.00

£ | w
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Salesperson Summary

The Salesperson Sales Summary report provideslastdes figure for the range of dates you seleatlows selec-
tion of invoice dates and salespeople for the tepor

# Salesperson Summary DIEII’XI

File Mavigate Help
O @ O © © ¢
; -
© Quit | Start of file Previous page Mestpage Endoffile  About
Fal
Date: 0170472010 Salesperson Sales Summary
Time: 15:0zZ:Z1 ARC DISTREIEUTION Page: 1
Between 01,01/200% and 1273172009
fales Awount Gross Margin S2ales Person
3,01&.02 3,002.12 UNEMOWHN SALESPERSON
E1E5,642.00 371,284.2% EBJ - BILL JOHNSON
45, 96774 F£,087.41 TM - TOM MACH
21.1& -0.20 WM - WILLIAM MILLER
Egd , 655 92 406,372 .92 Compaty Totals for Beport Period
< >
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Salesperson Detall

The Salesperson Detail report allows selectiomebice dates and salespersons. It provides a aaddgsis report
including sales figures for each invoice in theed@nge you select, broken down by salesperson.

# Salesperson Detail

File Mavigate Help
i I << (< @ DY) <
e / i H i ik
SO Quit  Start of file Previouz page  Mestpage Endof file | About
~
Date: 0170472010 Salesperszon Sales History Detail N
Time: 15:03:11 ABC DISTEIEUTION Page: Z
Between 0170172005 and 12731720035
Salesperson: BEJ - BILL JOHMN:ON
Inw Mo Inwv Date Customer Eubk Total Tax
laze 01/277E00% 1Z 8_66 a.oa
1315 0302320059 1E B.686 o.ao
12le 03/1ey7E003 1F —-3L5._00 o.oao
1317 03/1ey7E00% 1EF SE_00 o.oa
1318 03/1ey7E00% 1F lao.ao o.oo
121% 0371e7Z00% 1Z lao.ao o.oa
13z0 03/1s/Z00% 1Z QE.00 o.oo
1321 0371772009 1EZ 85.00 0.oa
132z 03/177E00% 1Z —-82.83 a.oa
< 3w
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Salesperson by Product

The Salesperson By Product report allows selecfonvoice dates and salespersons. It provideses saalysis
report including sales figures for each produdhim date range you select, broken down by salespers
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Serial Number History

This is not a report, but a query screen. Usepttagram to research which customer purchased seriat number

controlled merchandise and on what invoice.

# Serial Number History

File Edit “iew Mavigation Tools Actions Help
‘OB U dEEE/A B @0
A 0 © &

© Find Prey Mext Browse

Lot Ma: | | Serial Mo

Customer Code; |1 2

=3

(FGE1042010

Business M ame: |I;I:-'-‘-.SSIE PA&RTS UMLIMITED LLCING

Date:  |12/23/2009 _|

Irvoice Mo |—215_2:;
[tern Code: ﬁEIEH
Quantity: | 1.000]
465 of 465

R,
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Price Variance Report

If you have set up your system to require a mininpuofit percent be met on inventory items (see tdvapn OE
Set Up), this report will list any items sold beltivat required percentage and the user id of treopehat accepted
the price on the order.

<] © )
Start of file  Previous page  Mestpage Endoffile  About
A
B e e e e e et
Date: 01/04/2010 Price Variance W
Time: 15:08:Z22 ABC DISTRIEUTION Page: 1
Eetweenn 1270172009 and 0170472010
Customer Name Uzer ID Item Code Price Charged Price Allowed Wariance
1 ACTION SUPPLY sergior 12104 l0. 0000 12 ZLt0o0 =3.25
1 ACTION SUPPLY sergior 12104 7.7835 13 ZL50o0 =5.46
1 ACTION SUPPLY sergior 12104 io.oooo 13.Z500 —3.Z25
1 ACTION SUPPLY sergior 12104 l0.0000 13 ZEt0o0 HFnEh
1 ACTION SUPPLY sergior 12104 lo0.0o000 13 Z500 —3.25
1 ACTION SUPPLY sergior 12104 lo. 0000 13 ZE500 =3.Z5
1 ACTION SUPPLY sergior 12104 0. 0000 12 ZEo0 —-3.25
1 ACTION SUPPLY sergior 12104 lo0. 0000 13.Z500 SFES
1 ACTION SUPPLY sergior 12104 i0. 0000 12 2500 S 2h
1 ACTION SUPPLY sergior 12104 lo. 0000 13 ZE00 —3.Z5
1 ACTION SUPPLY sergior 12104 io.oooo 13.Z500 —3.25
1 ACTION SUPPLY randy] 12104 7.78395 13 ZE00 —5.46
1 ACTION SUPPLY sergior 12104 lo0.0o0o00 132500 —3.25
1 ACTION SUPPLY bettyb 12104 7.7895 13 ZE500 =E.46
1 ACTION SUPPLY sergior 12104 0. o000 12 ZE00 —-3.25
1 ACTION SUPPLY sergior 12104 100000 13.Z500 SFES
1 ACTION SUPPLY sergior 12104 l0. 0000 13 ZE00 -3.Z5
] |
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Commission by Salesperson Report

This report lists commission due your salespeopieeieon open orders or paid invoices, whichevey wau pay
out commissions.

#& Commission by Salesperson |: @@

File Mawvigate Help
o @ O © ©» <
i 4 . : ; -
© Quit  Startof file Previous page Nestpage Endoffile  &bout
-~
Date: 0170452010 Commission Report
Time: 1E:13:1FE ABC DISTRIBUTION
Eetween 1EZ/01/200% and 1273172002
Inwvoice Late Iten Code Zales Comm. % Comm. Amount TDate Paid
Galesperson: BJ
Customer: 1Z - CLASSIC PARTS TNLIMITED LLCINC
Z111 120272005 ACR4ZTSE 15. 368 ETD 8.00 1.23 1&/0zZ/200%9
Total Salesperson: BJ 15,26 l.z2
£ P
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RMA History Report

File Mavigate Help

9 Q00D -

|

Date: 03/23/2010 DM History Report
Time: 17:E50:41 Page: 1
Base Year: 2010

Code Description Jan Feh Mar Apr Mavy Jurg Jul A Sep Oct Now Dec Total %Change

DAMAGE PART WAS DAMAGED 2 u} 1 a u} a u} u} a a u} a 4

DoA DEAD. ON ARRIVAL 1 u} a a u} a u} u} a a a a i

FIELD FAILED IN THE FIELD 4 a o u} a a u} [u} a a u} u} 4

INCRT INCORRECT ITEM ORDERE a a a u} u} a a u} a a a u} a

WEONG WRONG ITEM ORDERED 4 a 1 u} o a u} (u} o a a u} £

(HONE) MIZSSING RELSON CODE 1z u} a a u} a o u} a u} a a 1z

Total Year Z010 24 a z2 o o a o a a a a o Z6 34.62

% AR 62.16 -0o 28.57 -oo -no -oo -no -no -oo -oo -no -00 BEZ.0O

< | 38
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Forms

The standard Fitrix products have been designeeté with forms manufactured by the Harland Comparhese
forms can be ordered through the Harland Compariy-880-346-5316. Sample forms are also available.

Note: Those forms that have 530 in their numbefa@ré&itrix version 530 and higher.

Screen Screen Type
Number
4GEN1 Invoice Continuous
AGENI- Invoice Continuous
530
4GENG6 Invoice Laser
AGENE- Invoice Laser
530
4GEN2 Statement Continuous
4GEN7 Statement Laser
4GENS3 Pick Ticket Continuous
4(?5?8'3_ Pick Ticket Continuous
4GENS8 Pick Ticket Laser

Forms
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Forms

4(;?(\)'8_ Pick Ticket Laser
4GENS5 Payroll Check Continuous
4GEN10 Payroll Check Laser
4GEN14 AP Check Continuous
4GEN19 AP Check Laser
4GEN11 Purchase Order Continuous
4GEN12 Purchase Order Laser
AGEN14 Ordergé;l;nrg[wled- Continuous
4GEN20 Packing List Continuous
4GEN21 Packing List Laser
Dw2 Double Window Envelopes
DW73 Double Window Envelopes
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Appendix B

Glossary

Account—An account is a classifying or summarizing devlteepresents a category of transactions that mbss
entity has decided to track. All transactions rdedrin a journal are subsequently posted to twoare
accounts. A transaction is posted as a debit alitozatry to an account. The difference betweertdked of all
debit entries and the total of all credit entriested to a single account is referred to as theuatts “balance.”
Depending on the type of account, an account’sioalés 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 byaotnumber. For example, all asset accounts nbigin
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: asdatjtiiaand capital. Capital is also referred to as
owners’ equity. Income and expense accounts anbsesof retained earnings, which is a capital acto
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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 yearafagdaction that takes place in the current yeas fialb one of
these possible periods.

Accrual Method—A method of accounting which records revenues apemses in the period in which they are
earned or incurred and not in the period in whigytare received or paid. Compared to the cashadeath
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 accoduljsisting entries are usually made for one
of two reasons. One reason is to record unrecagdedts such as revenue earned but not receivedthae
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;dateuser 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@ashk.in a bank account is an asset, as is
accounts receivable (the money owed a busineds loystomers). Assets need not be paid for to hsidered
assets. Asset accounts are increased by a dehiteanelased by a credit.

Audit Trail— The ability to verify and track accounting trangaics or ledger balances.

Automatic Reorder—The process of generating purchase orders for toveitems whose quantity falls below the
reorder point.

Average Cost—Average cost is a method of calculating the costwdntory items by averaging the per unit cost of
all items currently in stock.

Backorder—If items are out of stock, these items can be putack order. When the item comes in, it is usually
shipped. The backorder document is a modified warsf the original sales order and represents egeagent
to ship the item as soon as the item becomes blaila

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 tadke 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 irya@ad payments may be applied to a particulariéevo

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 subsziarfjer blanket order. It represents a single
shipment for an order that comprises multiple skipts.
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Capital Accounts—(Also called owners’ equity accounts.) These actotecord the difference between what is
owned (assets) and what is owed (liabilities). Taryalso called proprietorship or net worth. Gagitcounts
are increased by a credit and decreased by a debit.

Cash Method—A method of accounting which records revenues apeémses in the period in which they are
received or paid and not in the period in whichythee earned or incurred. Compared to the accre#hod of
accounting, the cash method is less complex aed affed 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 outstandingiceva\
non-A/R receipt may not even apply to a customactsount.

Cash Receipts Journal—Fhe cash receipts journal is the journal into whatitcash receipts activity is recorded,
thus affecting the balances of accounts in theivabke ledger.

Chart of Accounts—A “chart” is a list of accounts. A chart of accosimicludes 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¢ agme products whose
revenues are recorded in sales accounts. In ottielswthese accounts record the cost of those pt®éaihich
the company sells. This cost is recorded at the tifreale. 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 locagan a warehouse(s) to be used by personnel cauntin
inventory.

Credit—The term credit can refer to two different thinggdnding on its usage. If used in reference todedg
accounts, credit refers to an entry that increaselecreases a ledger account. Some accountscagased by a
credit while others are decreased by a credit. Hanedit or debit affects the balance of an accdapends on
the type of account involved. If used in referet@eustomer accounts, a credit refers to an aclkeagvhent of
payment. When a customer pays you, you creditdinstomer’s account. When you pay a vendor, thadeen
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. Yourdees are creditors when you owe them money.

Current Accounting Period or General Ledger Periddhis-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 typmeaimples 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 summatibyg a
statement.
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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.

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 categorldmse aging categories reflect progressively rsermus
levels of overdue payment.

Customer Balance—The customer balance is the amount owed by or davactustomer. If the customer owes you
money, he is said to have a debit balance. If yoe 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 ypeet payment from the customer.
Customer terms typically include the period of timighin which you expect to be paid, any discouwaitswed
for early payment, and the time frame within whéttth discounts are allowed.

Database—A database is all the related information withicomputer 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 accountscagased 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 aediho refers to a document notifying the customer
that his account has been debited (increased).

Debits and Credits—Each transaction entered into a journal, and eadigtposted to the subsidiary and general
ledgers, consists of debit and credit entries twawmore accounts. A ledger account balance idifference
between all debit postings to that account andratliit postings. Whether a debit or credit postingn account
increases or decreases the account balance depetius type of account.

The basic accounting equation is: assets = liagslit capital. Accounts (assets) on the left sidbd@account-
ing equation are increased with a debit. Thoséherright side (liabilities and capital) are incre@dsvith 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 cagatalints
are decreased with a debit. Therefore, expensaiatsare 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@finters for an
example of the use of department codes to setaffi penters within a company.

Document—Transactions entered in the Fourth GeneradBigsiness system are referred to as “documents.”
Different journals (accounts receivable, accoumtgaple, for example) may be used to record differygres of
documents. Documents consist of debit and credlitesrto two or more ledger accounts. In orderaieesa
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.
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Employee Code—Each employee in the Payroll system is identifigclunique six-character code. Although an
employee’s name and social security number carsée o sort and view data on an employee, the smaplo
code is the key used throughout the Payroll systenmiquely identify an employee.

Employee Type—Each employee in the Payroll system can be assdcigith an employee type which is identified
by a unique six-character code. The employee 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 adiual
stored in a table in the database.

FIFO—"“First-In First-Out"—One of several methods of datéing the value of inventory and calculating test
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 changeeew 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 thacexalue of the amount, treating it as a singhanEnt to
which a single unit of the “rate” value is applifichus the “calculated” value due to a flat ratéhis same each
time it is applied.

FOB—FOB stands for “free on board” or “freight on bodrthe FOB point determines when the title to adurct
changes hands; that is, it determines at what ploenbuyer assumes ownership of a product. FOB Smes—
but does not necessarily—affects who pays thehtaibarges for shipping a product. In some busewete
seller pays freight up to the FOB point and thednpays from the FOB point. Similarly, in some Imgsises the
FOB point determines who pays insurance on theastrip.

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 accountingesyss the general journal. It may be the only
journal. Transactions which consist of a debitttteast one account and a credit to at least aifferght)
account are entered in such a journal. Ultimatalhdransaction is posted from the general joumalgeneral
ledger account.

General Ledger—The general ledger includes each account listékerchart of accounts, along with debit and
credit transaction entries that add up to the aaicbalance.

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 earningaital 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 torretaéarnings. After transferring this figure taameéd earnings,
the balance of each income and expense accoutttis 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
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is referred to by this code. The code provides sst@ default values and basic information requicechlculate
the income, deduction, or obligation amount.

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 theersues and
expenses and the difference between them for agefitime. The difference between revenues anemsgs is
referred to as a net profit or a net loss.

Inventory Account—This is the current assets account that reprefiemtgalue of the goods in stock.

Inventory Adjustment Account—This is the ledger account that balances changés moathe inventory account
balance that do not result from sales, returnpuochases.

Inventory Control (I/C)— This is the system for tracking goods stored fée s@customers, including calculation
of costs and prices.

Inventory Item— This is a single unit of merchandise from inventory
Item Code—An item code is a unique alphanumeric string idgimti a type of inventory item.

Journal—Journals are used to sequentially record busimassdctions. Each transaction consists of a delhit 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 jourhahddition there may be an accounts receivablepduan
accounts payable journal, and so on.

Ledger—A ledger consists of a group of accounts and detdtcredit entries representing transactions fifatta
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.Hili#y accounts are increased by a credit and
decreased by a debit.

LIFO— “Last-In First-Out” is one of several methods ofcegating the cost of inventory items. With the OF
method those inventory items “last in” (most retgpurchased) 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, balafa&vard statements show only the transactionsaffatt the
current period. For balance forward customers, gagmare applied to the oldest invoices first.

Open Iltems—Open items are posted invoices that contain oudstgrbalances representing amounts owed by
customers or due to vendors. A document is consitlen 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 thatve 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 a@lahcounts affected by accounts payable
transactions—invoices, cash disbursements, andovemedits and debits.

Payroll Deduction—A payroll deduction is any amount withheld fromemployee’s check. For every deduction
there is typically an employer liability incurred.
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Payroll Document—A payroll document is the complete record of a plytisbursement. This document includes
an employee’s gross income, deductions, net incam#employer obligations, as well as the relateanting
data for the document.

Payroll Income—Payroll income comprises wages, reimbursementscasitl 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 podtesd activity affects the balance of accounts i playroll
ledger.

Payroll Ledger—A payroll ledger is the ledger that includes adl #ccounts affected by posted payroll
transactions—paychecks, income, withholding, acdiired 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 aagerarea for completed documents
have reports that feature a posting sequence nurfibese numbers are used to keep track of regmtshould
be permanently stored in your records. Each ofethegorts has its own sequence of posting numbers.

Prepaid Asset—This is an asset that you have paid for, but 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 aviibepartment” 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
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500000000 200 COST OF GOODS EXPENSE
600000000 100 GENERAL EXPENSE EXPENSE
600000000 200 GENREXPENSE EXPENSE

Purchase Order—A purchase order represents the purchase of metideafniom a vendor.

Purchasing—The purchasing system is one of seveialix modules. It provides an automated method for treck
purchases, tracking receiving, and projecting caghirements.

Receivable Documents—Fhere are four common types of receivable documentsstomer invoice, a customer
cash receipt, a customer credit, and a customet. deb

Receivable Journal—The receivable journal is the journal into whichaacounts receivable transactions—
invoicing, credits, and debits—are recorded. Whested, these transactions affect the balance olatg 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 thawrésulted 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 saitilgthe 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 conttiesdifferent sales and expense accounts usetklsystem.

Transaction—A transaction is an event that is recorded in twanting records. Typically, such an event invslve
the transfer of money, product, or services. Eeafsiiction entered in thsiness system is referred to as a
“document.”

Trial Balance—This is a work sheet used as a preliminary steyeterating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its demd credit balance. The total of all debit baksshould
equal the total of all credit balances.

Update—Updating a table is the process of changing rowkimwit. 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 alhgactions affecting those balances over a spegfedd of
time.
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Vendor Aging—A vendor aging report lists outstanding vendor inee categorized by number of days from the
vendor invoice date or due date.

Vendor aging reports can be setup to “age” in tiffeicbnt ways. In the first, an aging report can putstand-
ing vendor invoices into categories, ranging frévose currently due to those past due. With thihotgtthe ag-
ing categories reflect ever more serious levelsvetdue payment.

In the second, an aging report can arrange outistganvéndor invoices into categories, ranging frdvose 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—The vendor balance is the amount owed to or oweal\mndor. If you owe a vendor money, the
vendor’s account has a credit balance. If the vend@s you money, the vendor’s account has a tebdnce.
A vendor’s balance is the sum of all open itemsagieing to that vendor.

Vendor Terms—Vendor “terms” are the conditions under which Weedor expects payment from you. Vendor
terms typically include the period of time withirhigh you expect to pay that vendor’s invoices, disgounts
allowed for early payment, and the time frame witivhich such discounts are allowed.
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