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Chapter 1

Introduction to Purchasing

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

*Highlights of Fitrix Purchasing
*Purchasing features/ function highlights
eIntroduction to purchasing

*Overview of the Purchasing module

Introduction to Purchasing
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Purchasing—Highlights

An efficient and robust Purchasing module is kayafbdistributors. If you don't track who you béiypm, what you
buy from them, the cost items are purchased fat,hemw long it will take get to you, it will be imgsible to keep
your shelves stocked and service your customershaidng this information leads to procedural ir@éncies,
inferior customer service, and reduced profitailit

When Fitrix Purchasing is integrated with Fitrixxémtory Control, Replenishment, Order Entry, Acdsupayable,
and General Ledger you have a comprehensive punchsgstem that will track your purchases from iement
they are ordered to the moment your vendor invoyoes The open order report lets you know whabigsing in
and when; the receipt of merchandise updates yaamtdqy on hand, fills customer back orders, antzes the
liability to your vendor in the GL; the receipt fig through to Accounts Payable when the vendorigevis re-
ceived so you are assured you will always onlyfoayvhat you received.

2 Introduction to Purchasing
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Purchasing Features/Functions

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

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

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

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

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

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

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

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

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

Reporting

Open Purchase Order Summary By PO Number, Buyafeodor
Open Purchase Order Detail By PO Number, Buyev,emdor
Goods Received By GL Code

Price Change Report (PO vs. Vendor Invoice)

Expected Receipts Report

Direct/Drop Ship Status Report

Requisitions Created From Order Entry

Purchase Replenishment Journal

GL Activity by Account Number for Purchase Transas Only

Introduction to Purchasing 3
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Introduction

The cycle of activity within Fitrix Purchasing hte following pattern:

P/O
Setup

'

P/O
Transactions

Ly

Reports

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

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

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

Purchase Order Setup

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

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

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

Transaction Processing

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

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

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

Checking the Edit List

After a certain period in which documents have bemtered, the next step is to print and check #ristof these
transactions. This list simply shows all documenisently in the system waiting to be posted (2@s, invoices,
receipts). The edit list shows which ledger accowvitl be adjusted and what effect each documelhthaize on
them, along with other information about each doentnif you find mistakes in the transactions an #dit list,
you can make corrections through the document éotmy, and then run the edit list again. Any errbrat will pre-
vent the posting of a document are stated on thdigide.g., “Document does not balance,” “Setqp complete,”
“Account not found,” etc.

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

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

Posting Documents

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

Note

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

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

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

Purchasing Terms

e A/P: Accounts Payable

e Approval: Each requested item must be approved befor@ibeaconverted to a purchase order. This is ac-
complished by entering an approver code for eaghiséion. In order for the approval to be valie tp-
proval level of the approver must be higher thanahproval level of the requestor.

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

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

e GeneralLedger account: There are a number of G/L accounts ugdldeoPurchasing system:

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

Introduction to Purchasing 5
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» Cash—Cash account

» Freight—Freight charges

e Inventory—Inventory asset value

» Inventory Holding—Inventory received but not invoiced
» Miscellaneous—Miscellaneous amounts for purchases
» Nonstock—Other expenses

» Supplies—Supplies expense

e Services—Services expense

» Trade Discount—Discount amounts

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

< Invoice: Vendors will provide an invoice for the goods ghased. Matching of these invoices with outstand-
ing purchase orders affords control over payaflbs.posting of vendor invoices incurs Accounts Béya
liabilities.

e Item: Items to be purchased are referenced by an &sbitgm code. It is also possible to purchase items
that are not pre-assigned, but when this opti@xécised, considerable control over the purchasing-
tion may be lost.

» Line Type: Each item being purchased falls into one of tilWing categories:
« CAP—Capital purchases
» NON—Nonstock or non-inventory items
» SER—Services
e STK—Stock or Inventory items
» STN—Stock treated as nonstock
SUP—Supplies
» DRN: Direct shipment non-stock (with Order Entry)
» DRS: Direct shipment stock (with Order Entry)

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

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

« Receipt When items ordered are received, they must hidatadd against outstanding purchase orders. At
this point in the purchasing process, an outstanlibility is incurred and your asset or expenseoants
are adjusted to reflect the goods purchased.
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Receiving Report In order to notify your receiving locations ofaps expected to be delivered, a receiving
report is created for each location. This repotaitethe items, quantities, expected dates, andas in-
volved in the expected receipt of goods.

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

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

Ship-To Warehouse Each requestor is assigned a default Ship-Toleause location. This is the address
to which vendors will ship merchandise.
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Purchasing Overview

Once the purchasing module is set up, you canereduisitions and purchase orders, receive gaoeate invoic-
es, and produce reports. Below is a brief ovenaétinese aspects, which we will expound on in latexpters.

Setup

Setup involves two processes. First is CompanyGethich is common to all Fitrix Accounting modulesd is
covered in the beginning manu@ietting Started with Fitrix and in Chapter 2 below. Company setup is done only
once for your entire system. If you are addingi¥urchasing to any existing Fitrix modules, yantd have to do
company setup.

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

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

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

7. Update Pay-to Information

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

10. Update Vendor Catalog

11. Update Landed Costs

11. Update Purchasing Defaults

Requisitions

With the Requisitions menu, personnel throughouwtr yirganization can create requisitions for goauts services
they need. These requisitions are in the systerighadan make printed requisitions unnecessary; khewea requi-
sitions print option is available.
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If you have Fitrix Order Entry installed, Purchagis linked to it and backorders created as ateswsiales can be
transferred to requisitions.

Within the Purchasing module you set up an authtidm hierarchy to allow certain individuals to laotize requisi-
tions. Designated buyers then assign vendors to legcitem on requisitions and create purchasersrffom the
authorized requisitions.

You can assign vendors and authorize requisitimmitems using the Assign Vendor feature, whicbved| you to
call up the requisition and deal with the line ieemdividually.

Requisition Processing Options
« Update Requisitions
e Print Requisitions
e Assign Vendors
« Create PO from Requisitions
e Print O/E Item Requests
« Create O/E Requisitions

Purchase Orders

An authorized buyer can create a purchase ordecttliror can generate purchase orders from ah@authorized
requisition line items that have a vendor assigogtiem. The Create PO from Requisitions optioesedll autho-
rized requisitions that have a vendor assignedcagates POs based on vendors.

You use the PO Maintenance menu to create POdlglieew to update existing POs. In addition, ittadms options
for printing out the list of items you expect taeéve, options for receiving those items, and optifor posting
those items to your Accounts Payable.

In general, a pattern for transaction processitdpidate |Print_/Post. For PO processing, you update and print pur-
chase orders, but you don’t post. For receiptsfdRdnvoices, you update the receipts or invoigesit edit lists,
and then post the receipts or invoices. You us@ptiens below to perform these transactions.

PO Processing Options
e Update Purchase Orders
* Print Purchase Orders
e Print Expected Receipts
e Update Receipts
e Print Receipts Edit List
« Post Receipts
e Update A/P Invoice
* Print Invoices Edit List
* Post Invoices

e Update Landed Cost
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+ Edit Landed Cost Variances

* Post Landed Cost Variances

Reports

Fitrix Purchasing comes with a standard set of nispgbat allow you to track your purchasing acyiwitith summary
and detail reports. These reports can be sortediimper, buyer, or vendor, and purchasing detadntsan be
sorted by item code or G/L code. You will also firggborts for goods received, price changes, aretidéhip order
status.

Report Printing Options
e Order Summary by PO Number
e Order Summary by Buyer
e Order Summary by Vendor
e Order Detail by PO Num
e Order Detail by Buyer
e Order Detail by Vendor
e Order Detail by Item Code
e Order Detail by G/L Code
e Goods Recvd by G/L Code
e Price Change Report
< Direct Ship Status
* Purchase Journal
e Purchase Replenishment Advice

You can run the reports on this menu anytime af¢up is complete and you have transaction datdézas re-
porting.
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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). Casedy, 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 étadl 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 Genera\mdm\mslratit@ e Update Ledger Accaounts

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 lirftthe numeric ranges that correspond to diffeaecbunt

types.

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

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

Information Checklist for Reference File Setup

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

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

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

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

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

whether or not you will use the Multilevel Tax fas.

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

features, 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 Wiew Mavigation Tools Actions Options Help

- o o
Goaddl Info Credit Card  Hermit

QA 6 9O 9 0 9 =\

¢ Find Prev Mest Add Update Delste Browse
A O N -NRVEAE
Business Mame: :-‘-‘«EI_EEJ_IE:THIBLI-TIDN [
Address1: 100 SPRING RD i

A BN ES00ED @O

| Dept | Bescription

:EIEIEI ADRIM. OFFICE

[ 100 EAST DIST. CEMTER

| 200 CEMTRAL DIST. CEMTER
| 300 WEST DIST. CEMTER
[ABC -ABCDEPRT

Address2: |- _|
City. State, Zip: ATLANTA ] s [BA] 130333
County: | - - - |
County: [US & [UNITED STATES
bultilewvel T ax |_Y _| Uze Multilevel Tax Groups:

1 of 1

2R
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When you first use the system, the company infolondtelds have default data provided in both tample and
standard company data sets. This data is includedlynas a sample, and should be modified to 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. Thigy ém
this field will be displayed on reports generatgdie system.

Addressl

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

Address2:

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

City, State, Zip

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

County:

Up to 30 alphanumeric characters may be entered.

Country:

This field may contain up to 30 alphanumeric chemac

Multilevel Tax:

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

Use Multilevel Tax Groups:

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

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

1.

Department Codes:

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

In this column, you specify the department named@ated with the department code in the same rayural-
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 - [BEX]
File Edit Mavigation Help
A O N =MV HX BE i LY 000ED 9O
Additional Company Infarmation Screen
Dezcription [rata

|telephane || 7704327612

web address gy abcdiztribution, com

!far: 770-432-3448

%

[ oK ] [[:fliancel ]

DR

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

Credit Card Processing Information

7

Click on the “®3tCard 000 to display this screen. If you are usingditreard processing in Order Entry, it is in
this screen that you enter the interface infornmatio
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#& Extension ccard

File Edit Help

Credit Card ON:

HTML Serial Mo
ADVANCE Serial Mo
Server Time Out;
Server URL:

Trans. Autharize:

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

Batch Statuz Bequest;
Batch Change Request:

OB O WinD

A @O
Credit Card Proceszing |nfarmation
il

000152021124 |

1o |

=3

{httpz: /A, skipjackic. comyd soriptas

tevolyoo. di?duthornized Pl

!_é:f;:nlvcc:.dll?SJ.ﬂ.P'l_T rahzactionstatuzR equest

BatchUpload di?BatchU ploadt

{evolyCC. dI?SJARI_BATCHFILESTATUSREQUEST

levalvCC. dI?SJAPI_BATCHFILEGETRESPOD MSEFILE

& o

] [ﬂ{ Cancel ]

Iz credit card CNT (YN

Remittance Address

@

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

and AR invoices.

Company Setup Menu
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#% Extension r_addr

File Edit Help
OB O WEE]R 0O
R emit Address
X R B 710 GALLE RIS PARKWAY
Address2  |STE # 480
City:  |ATLANTA,
State:
Zip: 30339 |
Country: |US [®] |UMITED STATES
[a Ok, ] [ﬂ{cancel ]

Enter the first line of the remit address.

R,
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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 “iew Mavigation Tools Actions Help

OB &yl A MR 90
4 0 9 9 0 9 =

“ Find Prev MNest Add  Update Delete  Browse

First Current Asset: | 100000000| [CURRENT ASSETS |
First Fived Asset; | 180000000 FIXED ASSETS
First Currerit Liabillty: | 200000000 [CUR LIABILITIES
First Lang Tem Liabilty: | 270000000 |L/T LIABILITIES
First Equiy or Capital | 300000000 |CAPITAL
First Income or Sales: 4EIEIEIEIEIEIEID : INEEIME
First Cast of Goods: | 5000000001 [COST OF GOODS.
Fist Diperation Expense: | 600000000 |EXPENSES
Tof1

R

These ranges can be changed by the user, butdfjpesounts always fall in this order. For examplged Assets
accounts always start on the number after thedastent Assets account. You do not, of course, haeetually
use this number, but the posting program recogritzesthat type. Fitrix comes with a default CharAccounts,
which you can use as a guide for assigning your agaount numbers. Once you have chosen the acoamiiers
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 tegetp individual accounts. When an account
is set up, the program accesses the Account Réade tletermine the type of account (more spe-
cifically, whether the account balance should lmegased with a credit or debit). If you change
the account ranges, you must update or deletefféeted accounts in your Chart of Accounts, be-
cause the account type is determined when the attoareated or updated.

20 Company Setup Menu



Fitrix Purchasing User Guide

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

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 |Z]@@

File Edit %iew MNavigation Tools Actions Help
QOB UizEE] BaE 00
4 0 9 W 0O 9 =

i Find Prev Mewt Add Update Delete Browse

Aocount Humber: 'IEIEIEII:IEIEIEIEII
Type: CURRENT ASSETS
Description: |CASH ACCOUNT ]
Subtotal Group [optional); ' - |

Inctease with Credit?: (M|

Allows ze in Manual Journal E ntries?: Y [

2 of 155

R,

1. Account Number:

Enter an account number of up to nine digits. Theeland 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 oertémge of contiguous accounts for the purposgrexdting 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 examipthe account number range for Income is 400000
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499999999, and the account number you type in@9@2000, 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 badanidl be increased with the opposite of the norendty. For
example, an account with a number of 42000000®R&iurns and Allowances falls within the Income &g
account numbers. However, the Increase with Créigit? for this account is set to “N” to define bslance as
increasing with a debit.

Allow Use in Manual Journal Entries:

If this value is set to N the user will not be alkx to use this account number in the Update Jb&mtaes
program. There are some account numbers that haireGL balance maintained by the system (Exampéel@
Accounts Receivable and Trade Accounts Payablejtardfore manual journal entries to these accahmsld
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.

24
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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 Mavigation Tools Actions Help
OB @ 4 hE E QA A & @ O

© Quit Print 0K Cancel Cob Copd Pazte Zoom Motez U Fields ToDo o Technical status  Help

A GO0 0 9 =

© Find Prew Mest Add Update Delete  Browse

Bank Cods: BOA |

Branch: |[BR100 |
Eranch Mame: |CUMBERLAND |
Ascount Name: |[ABC SUPPLY |
Bank Address: |1_IIIEI CUMBERLAND BLYD
Bank sccount No: iﬁé43§!§549_?"§ |

GL Account Mo: | 100000000 = | |CASHACCOUNT |
Departrent Code; | 000 =, | \ADMIN, DFFICE |
20f6

OhHE
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Document Messages

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

¢ Document Messages E|®

File Edit “iew MNawvigation Tools Actions Help
OB U YEEERY BN B00<ED OO
A 600 0 0 &

© Find Prev Mewt Add Update Delete  Browse

Effective O ate: EI_'Ia"EI'I.-’ZEIEIE_F:AEI

I = 1 SHI% T 2
Frogram Mame: | oe:o_invee “, | Description: ||hwoice [order entry]

Test
W APPREACIATE YOUR BUSINESS
i

Jof8

R

Go into Add mode.

Enter the effective beginning date for the message.

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

whh P

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)
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0e:0_cminv Commercial Invoice (export)
0e:0o_proinv Provisional Invoice (export)
oe:o_incf Final Invoice (export)
pu:o_order Purchase Order

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

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 citieddwide. The data stored in the city code table
is used to validate the shipment destination edterethe Order Entry summary screen

# City Codes

File Edit “iew MNavigation Tools Actions Help

OB G UEhEEQ] BABE 90
20090 0 0 &

© Find Prev Mest Add Update Delste Erowse

City: [2ARONSBURG |
1 of 17.054

OWR

Country Codes

The Fitrix database comes preloaded with all Cqu@itides. The data stored in the country codes table
is used to validate the country code entered whegriag your customer and vendor addresses.
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#& Country Codes l:l@fgl
File Edit “iew Mavigation Tools Actions Help
OB UdEEER B @00

4 0 P W 0O 9 =
Find Prev MNest Add Update Delete Browse
Country Code; |E
Dezcnption: ILINITED STATES |

1of1

CWR
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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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The Multilevel Tax Menu

#& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser |3Erz|
File Wiew Execute Settings Help

Sl B 2@

L Eldd 1 Financial Management

e S e 7 Multi-Level Tax
3 Gales g 2 Atcout = a Update Multilevel Tax Codes

- | i
4 F"urthzﬁ] © Copyright 2007

3 Accout & b Update Multilevel Tax Periods Fourth Generation
Softwars Solutions, Ine.

G ProdutEs 4 Payoll & ¢ update Multilevel Tax Graups
B Produtgs 5 Fived/ &) o PrintMultilevel Tax Codes

T Gener g & Multi-C = g print Multilevel Tax Groups

i 0O ODBOR

ﬁ_' 7 Multi-L &= 1 Print Multilevel Tax Analysis

I Status Idle ‘
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Update Multilevel Tax Codes

The tax codes entered here are used with the pudtitaxes feature. The multilevel tax featuresisdiin the

Accounts Payable, Accounts Receivable, and Orday Emodules.

When you plan to switch to multilevel taxes, yoed¢o set up your multilevel tax codes. You shqéd
form this 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

Eile Edit Miew MNavigation Tools aActions Help

LNV IXEEE
A 000 0 9 &

 Find Prev Mext Add Update Delete Browse

Multilevel Tax Code: '.-’-'-.T LT |
Multilesel T ax F ate: [ﬁﬂ'
Courtry 'LI A
Province / State : [GA |
Department; th]I:I__

Include Tax 'With Asset/Expense: :N__|
&/R Tax Account: |__ W:
A0 Dizcount T ax Account: I__ 210000000 =, I

e R @0

Description: [CITY OF ATLANTA TaX |

ACCRUED SALES TAX

\ACCRUED SALES TAx

8/F T ax Account; | E38R00000 =,

|S.¢.LES T EXFEMSE

J
A/ Dizcount T ax Account; I__EEEEEII;IDDI]__I
1of7

|SALES TAX EXPENSE

4R

Multilevel Tax
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1.

32

Multilevel Tax Code:

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

Multilevel Tax Rate:

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 diggion appears when you use the Zoom feature.

Country:

Enter the Country for this tax code. This fielthe 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 kjahe system uses the Department Code specifred fo
the document.

For example, if you have a department code of Hiheld 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 modu¢ 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 cauties 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 discoumt 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 @oriMultilevel 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 M=l
Eile Edit Miew MNavigation Tools aActions Help
OB OQWEEER BB 20Q0ED 00

4 @O 9w 0 9 =
i Find Prey Mest Add Update Delete  Browze

Company Mame: '.-’-'-.BE_DI_S_?FI_IBETI_EIF_\I_ [

Period Period ' ear Start D ate End Ijate

(] | (2008 | |matzos | (oisiceone |
nz2 | 2009 . | 0240142009 024282009
K] 2009 | |03/07/2003 0343142009
04 : 2009 . : 04,401 42009 04,/30/2009
05 2009 | |05/07/2003 054312009
0& : 2009 . : 0640142009 06/30/2009
o7 2009 | |07/01/2003 07431/2009
0g : 2009 . : 0240142009 02/31/2009
] 2009 | |09/07/2003 09430/20039
10 : 2009 . : 1040142009 1043142009

.11 i} 2009 | 11/01/2009 | _1 143042003 ]

1of1

[@ ak. ] [!:1 Cancel ]

4R

Enter the two digit period number.

1. Company Name:

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

2. Period:
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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.

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 tasugrs. 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 ratesciested
with them in a given tax group.

Multilevel tax groups are only valid when the Useltevel Tax Groups field on the Company Infornaati
screenis 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

« Update Customer Information

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

« Update Vendor Information
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The Multilevel Tax Groups screen:

36

# Update Multilevel Tax Groups

Eile Edit Wiew Mavigation Tools Actions Help

I u

OB G YhEEQ BARM EQ0ED 90
A @ © 0 ® 9 W\

© Find Prev Mest Add Update Delete  Browse

pultilewel Tax Group Code; i_SE.-’-'-.TH |
Descriptior:  |SEATTLE SALES TAR

TaxCd D ezcription Fate Curnulative
KINGCD | COUNTY DF KING T4 | 1300, [N
SEACTY | |CITY OF SEATTLE TaX f | B.1IZIIII! N
| || | | | |
E ~f B

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

R

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

Description:

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

Rate:

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

Cumulative:
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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.

For example, PST, Canada’s Provincial Sales Taoftén calculated on the price of the goods ples th

amount of the federal GST (Goods and Services Tidhg.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

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

A tax group is used.

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

300.00 =

300.00 X

321.00 X

340.26 =

Net goods amount (without tax)

.07

.06

21.00

19.26

= GST

= PST

Gross goods amount (with tax)

e

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.

Multilevel Tax 39



Fitrix Purchasing User Guide

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 'ear From D ate ToDate Ledger
12/01/2009 [X3| 12/31/2009 @E3| (R

IG ak. ] [[:1 Cancel ]

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

Print Analysis Summary

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

Print Analysis Detail

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

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

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

Set Up Purchasing

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

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

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

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

#Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser M=
File Miew Execute Settings Help
ol gy I = 2

(ST 4 Purchase Management
LB 1 Purchasing |
3 Sales £5 2 Replerp 1 Requic 4 Setup Purchasing

]
&= 4 Purchz"ﬁl Exit
B
B

© Copyright 2007

= 2 FOMa[E a Update Purchasing Defaults e Setctions, .

5 Production Managem
UM~ 3 PORe &) b Print Purchasing Defaults
1 Froduction Blanning. gy 4 cetip B ¢ Update Misc. Definitions

7 Gehera\mdm\mslratitﬂ Evit

= d Print Misc. Definitions

ﬂ' EXIt @ e Update Vendar Information
@j f Update PayTo Information
B2 o Update ltem Catalog
h Update Landed Cost Categories
o Exit
s
Status Idle:

When you enter requisitions, purchase orders, p&;edr invoices, the system automatically assigfault values
to some of the information fields. The default veumay come from a number of different places, oidipg on the
type of data. By automatically filling fields witthefault data, the system saves the user from hawirgtype the
information for each transaction. You can overwnitany default values that appear when the tramgaitientered.

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

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

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

# Update Purchasing Defaults =13
File Edit View MNavigation Tools Actions Help
PO B @ g i E Q B B B @ 7]

£ Quit Print | OF Cancel Cut Copy F‘ae-le Zoom  Motes UFields ToDo  Technical statuz Help

A G 00 0 B =

i Find Prev Mest Add Update Delete Browse

Usze Department: N Buyer: EATIjY 8, Price Tolerarce %: | 5000 Ocean Hate:% DDD
Order Type: FE_EG _' Line Type; 0| W arehouse; MIAMI |

Ship Via: [OCEAN FREIGHT FOB Point [DESTINATION i Pit Notes: ¥ |
it HRR SRS | =
Tax Code - Defaul: [NOTAX ] Evempt:  |MOTAX | Misc: |NOTAX Freight: |[NOTAX
=——— Accourt Numbers ———— —
AP 200000000 = - Diifference: 120500000 | Irnwentary: _ :I2DUDDDDD_
Misc: [ 730000000 - TradeDisc: | 503000000 < Supplies: | 704000000 <, |
Freight: | 730000000 = | Inv Holding: [ 201500000 <, | Nonstock: [ 790000000 & |
Capital: | 162000000 Cash: | 100000000 = |
= Spstem N.L;lmbers/Batching
Req. Document No.: | 223 Posting Na.: 1
P.0. Document No.: | 1_514
Receipt - Document No.: ': ??8 Paosting Ma.: | B3| Batch?: N
Invaice - Document No.: _- 1_39_; Puosting Mo 1?2 Batch?: N
Initial Order Stage: ir_DF!DV: Hold Release Auth: |
Require Appraval to post?: N Appraval Cade:
1of1

OWR

The data in the first section of this form, EntrgfBults, is unique to each company’s databasecaltitat the Pur-
chasing Defaults table contains only one documkf (L displayed at the bottom of the form). Theref the only
commands on the command prompts that are avagable)pdate and Quit.

Default values that are used throughout the Puithaystem are entered into this form, as opposehiase asso-
ciated with a particular vendor, warehouse, or osipecific reference information. Before settingdgfaults on this
form, you must set up reference files using theotipdate options on this menu and those on thetépdiscella-

neous Definitions submenu. For example, beforecauenter a default warehouse code, it must baetkthrough
Update Warehouse Definitions option.

Most of the entries made in this screen will bédagkd against the values entered in the apprepdatate Defini-

tions screen programs described in this chapteenaer this type of validation is appropriate, gan Zoom to
select valid entries for that field.
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Entry Defaults section
The Entry Defaults section contains the followirgjds:

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

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

Price Tolerance %

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

Ocean Ratefptional)

Enter the insurance rates for your oceannséiyis. This rate will be applied to the cost ofshgoment,
calculate the insurance amount, and disgieyamount on the OE shipments tracking screentoiating
Info screen.
Order Type
Default Order Type for new purchase orders. It alithost always be a regular purchase order (RE@pur
particular operation requires an order type othentthe default, you would enter it here. Zoonviilable.
Line Type

Here you choose the default type of item to purehifaso line type is specified during requisitionarder entry.
If most of your purchases are of inventory itenmy yould enter STK here for stocked items. Zoowrwigila-
ble.

Warehouse

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

Ship Via
This field holds the default freight carrier/method

FOB Point

This field holds the default designated point atoltresponsibility for the shipped items changesnfthe ven-
dor to your company.
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Prt Notes

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

Tax section

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

Default Tax Code

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

Exempt Tax Code

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

Misc. Tax Code

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

Freight Tax Code

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

Account Numbers Section

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

AP

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

Difference

The Difference account is used to track differermetsveen the original purchase order amounts anfirthl
invoiced amounts.

Inventory

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

Misc.

The Miscellaneous account default is for trackingamllaneous amounts entered when invoicing.
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Trade Disc.

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

Supplies

This is the default account for Supplies (expenselmses). If a default account is specified fer$tuP Line
Type, that account number will be used insteadh@faccount number entered here.

Freight

This is the default Freight expense account number.

Inv Holding

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

Non-Stock

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

Capital

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

Cash

This field records your company’s default Cash aoto

System Numbers/Batching section

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

Requisition Document No.

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

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

Requisition Posting No.

The creation of purchase orders from requisitiere posting process. In order to provide a comjgletkt trail
each time this process is run, the RequisitioniRgdlumber is automatically assigned and stored thi¢ re-
quisition. In all other respects this number ismiitsal in function to the Document No. described\ah
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Purchase Order Document No.

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

Receipt Document No.

This field stores the last document number assignedreceipt.

Note

The P.O. Number used to reference a purchase witaT entering receipts is the number in the
P.O. No. field from a specific purchase order, \Wh&not necessarily the same as the number in
the Document No. field on the PO. In the case wheraumber has been manually assigned to
the purchase order via the P.O. No. field, thesediwill contain the same number.

Receipt Posting No.

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

Invoice Document No.

This field stores the last document number assigmeah invoice. See Requisition Document Numbewvabo

Invoice Posting No.

The creation of invoices from receipts of purchaskers is a posting process. In order to provideraplete au-
dit trail each time this process is run, the InedRosting Number is automatically assigned ancedtaith the
requisition. In all other respects, this numbeadentical in function to the Document No. descriladxve.

Initial Order Stage

Set this to the initial stage you want the PO @csbt to upon entry. Valid values are ORD for cedesr HLD
for held if you want purchase orders to be apprqwéal to processing.

Hold release Auth

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

Batching

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

Invoice Batch

Set this value to Y if you want AP invoices to pimsbtch by suer id.

Require Approval to Post

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

Approval Code:

Enter management approval code that must be erne@guprove a batch for posting.

Note

See the Batch Processing chapter inGbiing Sarted with Fitrix manual for more information
or batch processing.
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Print Purchasing Defaults

Use this command to print out the defaults infoioraind check your default information for accuratlye report
will resemble the following:

4 Print Purchasing Defaults
File Mavigate Help

Q0 ® <) © © <

©O[uit  Start offile  Previous page Mewxtpage Endoffile  About

[

Date: 0170572010 Purchasing Control Defaults
Time: 14:39:1%2 ARC DISTRIEUTION Page: 1

————————————————————————————— Ee iy Tefan b i - s n e sl e el e e e o

Use Depart : N Buyer . CATHY Price Tolerance % Lo_oo
Order Type : REG Line Type: B5TK Marehouse - MIAMT
Ehip Wia : OCEAN FREIGHT FOE Point : DESTIMATION Pro Hotes: T
———————————————————————————————— R e T T T R T T T R T T e T R T
Tax Code - Default: NOTAX Exenmpt: MOTAX Misc: NOTAM Freight: HNOTAX
——————————————————————————— Aocoant Munbers: s mo s ss TS ST e ST
AST T Z00000000 Difference : 1Z0500000 Inwventory: 120000000
Mi=zc. > 720000000 Trade Disc.: 502000000 Supplies @ FO4000000
Freight :© 730000000 Inv Holding: ZO01500000 Non-stock: 720000000
Capital @ 18z000000 Cash : loooooooo
——————————————————————— Bystem Mumhers/Batching ------———-——---——————-———————-
Beg. Document No.: 223 Posting Mo.: 1
P.O. Document No.: 1514
Baceipt - Document No.: 778 Posting Mo.: &35 Bacch?: H
Invoice — Document Mo.o: 133 Posting Mo.: 17E Batch?: N
|58 | ! %

£

Update Miscellaneous Definitions

When you select this option, the following submeigplays:
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& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser

File “iew Execute Settngs Help

JemEg@

=8l 4 Purchase Management
b=l B P Setup Purchasing

4

@ Copyright 2007

Purchcﬁl_ Exit @ 2 POMA(E] 2 Updat : e
= = @ s =) [o PrintP = & Update Order Type Definitions
F-'\m-duc“m F"an"n”?g-{% i Upd_éte@ b Update Line Type Definitions
7 Generauﬁdmwme’lratkﬂ Exit
Exit

B

B d Print MEl ¢ Update Buyer Definitions

& Updatt & 4 Update Warehouse Definitions
E 1 Update & o Update Requestar Definitions
& Updat:ﬂ Esit

& n Update Landed Cost Catenories

& Exit

SEreopeEp@

Statug Idle:

EvalKH

Use these options to update and maintain informaitsed throughout the purchasing cycle as deschiblkev.

Update Order Type Definitions

Use this screen to view and modify the specifies/pf purchase orders. Order types tell the syhmmto process
the PO’s. You can modify the process controls basegour specific needs.
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# Update Order Type Definitions Q@EI

File Edit “iew MNavigation Tools aActions Help

LOPRREEECYEEY I
4 0 P VW 0 9 K

© Find Prev Mewt Add Update Delete  Browse

F.0: Type: FI_EG |
Descriptior: |REGULAR PURCH DROER
F'ru:u:es-s Eu:ur;t.rculs.
Fozt thiz order bype: .i
Frint purchaze orders: :f

Exchide costs on arder: N'

4of5

CWR

P.O. Type

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

DIR—direct ship . This purchase order type cannotritered but is generated by entering a DIR salesrord
type. It will be shipped directly from your vendoryour customer and bypass your warehouse. Whemefo
ceive the purchase order the line stage on the satker is changed from ORD to SHP so you know iieady to
be processed and there is no GL entry made. Whepgst the PO through to AP this GL entry is made:

Debit Cost of Sales
Credit AP

When you post the corresponding sales order thig@ty is made:

Debit AR
Credit Sales

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

1. When you receive the PO your QOH is increasedhmitriventory is reserved for the corresponding
DRW sales order.

2. The GL entries are as follows:
PO Receipt Debit Inventory
Credit AP Holding
PO Post to AP Debit AP Holding
Credit AP
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Post Sales Order Debit AR
Debit Cost of Sales
Credit Inventory
Credit Sales
REG -regular . This purchase order will update your Q@ten received

QUO - quotation. This type is used to send a requegjdote to your vendor. You can then change intkReG
order if you accept the quote.

RET - return. This type is used to return merchandismtr vendor.

Description

Use this Description field to describe the typewafer.

Up to 21 characters

Post this order type

Enter Y or N depending on whether you want thisotgpe to post to General Ledger and Inventorytf@bn

Print purchase orders

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

Exclude costs on order

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

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

#& Update Line Type Definitions

File Edit “iew Mavigation Tools Actions Help

CLEOPKREE T EY )
4 0 Q9 0 9 =

© Find Prev Mest 4&dd Update Delete Browse

Lire Type: iSTK '
Descriptior: |STOCK ITEMS |

Frocess I:::untru:lullus
[tem Type: |LS_|
Dezcnption U pdate: IrNI
Price Update: m
Defaults
GeL Account: | 120000000 = | [INVENTOR'Y

6of8

R

The Line Type form contains the following fields:

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

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

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

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

U—Supplies

Description Update

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

Price Update

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

GL Account

In this field you will enter the default Generaldger account number for this type of purchase. Wilse one
of the fields you will probably change when cregtinew line type. Zoom is available.
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Update Buyer Definitions

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

Note

If you are using the Replenishment module and @baogde is inserted in to the AP Vendor
record, it is this buyer code that will be assigt®dny purchase orders generated with Reple-
nishment for the vendor.

# Update Buyer Definitions A=
File Edit “Wiew Mavigation Tools Actions Help

OB O UhEER BRE 9O

A Q0 0 9 0 9 K

© Find Prev Mest Add Update Delete  Browse

Buper Code; IE.-'l'-.TH‘r_’_ _|
Euper Mame: [CATHY SELIN
]

1of2

R

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

Buyer Code

Buyer code is used to uniquely identify each bulgat is assigned to purchase orders. One of thegr loodes
will also be entered in the default Buyer fieldtloé Purchasing Defaults screen.

Up to six characters

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

Up to 30 characters
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Update Warehouse Definitions

Use this option to set up the Ship-To warehouseesnfThese locations will print on your purchasgess as the
Ship-To addresses for shipment of goods from timeloe At least one warehouse must be entered igr dodoro-
vide a default ship-to address. You may have agymanehouses as necessary and each requestor neag Ha-

fault warehouse assigned.

# Update Warehouse Definitions
File Edit “iew MNawvigation Tools Actions Help

OB QYR ER BB @0
4 0 P VW 0 9 K

i Find Prev Mewt Add Update Delete Browse

‘wWarehouse Code: |MIAMI |

Dezcnption: !MI.-‘i‘-.MI WHSE

Department: 000 & | |ADMIN. OFFICE

Address: [100 PALM DR

City: b1kl

State: [FL |
2 B8ze3.

Cauintry: |LISA

Phane: |800-222-3456

Fa: EEBE-BEE-EEBE

Email: Ei_uh_ns@abcdistribﬂfinn.l:l:um

Lacation Contraled: ¥ |

11 of 12

[BLYES

This screen contains the following fields:

Warehouse Code

The Warehouse code uniquely identifies each indafidhip-to location.

e Upto 10 characters

Description

This is a description or name for the warehouse.
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e Up to 30 characters

Department

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

Address

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

e City

e State

e Zp

« Country
Phone

This field holds the phone number for this warelgocsntact.

Fax

This field holds the fax number for this warehoaeatact.

Email

This field holds the email address for this wareteocontact.

Location Controlled

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

Update Requestor Definitions

This screen allows you to specify to the purchasiygiem the various requestors authorized to cregteésitions
for items to be purchased.
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#& Update Requestor Definitions

File Edit “iew Mavigation Tools Actions Heln

O QUL EER BBaM 00
A GO0 9 0 O .

% Find Prev Mest Add Update Delete Erowse

Reguestar Code: IEI-Er:-'IG-FE | M armne: :_SEE BLAKE |
Approval Level IE
Whse ShipTa: [SEATTLE |  [SEATTLE DISTRIBUTION CENTER |
Tof 3

R,

This screen contains the following fields:

1. Requestor Code

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

* Up to six characters

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

e Up to 30 characters

3. Approval Level

Each requestor will be assigned an approval leeeh f0-9. If a requestor has an approval level ¢fi®y may
approve their own requisitions in addition to aaguisitions made by someone with a lower appraxadil Any
requestor is automatically a valid approver foretjuestors with lower approval levels. The defapftroval
level for new requestors is O.

4. Whse ShipTo

This field allows each requestor to be assigneefautt Warehouse Ship-To location. When a requestor
entering requisitions the warehouse will defawlttte value found here but can be changed Zoowritaale.
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Print Miscellaneous Definitions

This option brings up a submenu with programs tot phe definitions updated with the Update MisefiDitions
options.

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

File “iew Execute Settngs Help

JemEg@

| g 4 Purchase Management
SRR, ' Purchasing |
3 Gales By 2 Rep\e.rﬁ il srlE 4 Setup Purchasing

@ Copyright 2007

i)

(i)

= :

£ ¢ Pucheg] Ext & 2FONaE 4 Updats e Bl s
=1

[}

5 Production Managemm 3 PO Rég
b Production PIanNIng. = 4 gapyy &

b Print P = 5 Print Order Type Definitions
¢ Update /5 b Print Line Type Definitions

7 Generaliddministratic &g =y .
S I(ﬂ. Exit d Print ME) ¢ Print Buyer Definitions

e

é'l-' B & Update [ o printYwarehause Definitions
f Update 5= & Print Reguestor Definitions
B g Updat:ﬂ E}ﬂt

& n Update Landed Cost Catenories

4 et

I Status Idle

|
[Tuesday, January 05, 2010l

Whenever you choose a print or post option, youtminsct the output. See Getting Started with ¥jtior more
information on report printing.

Print Order Type Definitions

Use this option to print an edit list of the tym#gpurchase order definitions you have set up. Yeport will re-
semble the example below.
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& Print Order Type Definitions : il@

File Mavigate Help

0 & <) @ D <

& [uit | Start offile  Previous page Mewtpage Endoffile  About

[

Date: 0170572010 Print Order Types
Time: 17:04:4F5 ARC DISTRIEUTION Page: 1
P.0O. Type LIFE DIRECT ZHIF ORDEER

Post this order type Y
Print purchase orders .
Exclude costs on order @ N
< >

Print Line Type Definitions

Use this option to print an edit list of the typdurchase order line definitions you have setYgur report will
resemble the example below.
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& Print Line Type Definitions
File Mavigate Help

@ <<

<

9

D | &

© Ouit  Startof file  Previous page MWestpage Endoffile  About
3

Date: O01/057Z010 Print Line Types

Time: 17:07:03 AEC DISTRIEBUTION Page: 1
Line Type CAP CAPITAL PURCHAZES

—————————————————————— Process Contbrols - ——————-———————-———————-

Ttem Type C
Description Update Y
Price Update oY
Nominal Account laza00ooo0

< b IE
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Print Buyer Definitions

Use this option to print an edit list of the buyptschasing agents you have set up. Your repofrtregkemble the
example below.

& Print Buyer Definitions
File Mavigate Help

90 & < @ D | <

© Ouit  Startoffile Previous page MWestpage Endoffile  About

- BX

[ >

Date: 0170572010 Peference Information List
Time: 17:05:4%8 ARC DISTREIEBUTION Page: 1

Type: [B] - Buyer Codes

CATHY CATHY SELIN
KEVIN EEVIN EENNEEL

< R

[ %

Print Warehouse Definitions

Use this option to print an edit list of the Ship-iarehouses you have set up. Your report willrése the exam-
ple below.

Set Up Purchasing 63



Fitrix Purchasing User Guide

& Print Warehouse Definitions
File Mavigate Help

90 & < 5] D> B

© Quit | Startof file  Previous page Mext page  End of file

Abot

Y
Date: 01/0E7Z010 ARC DISTRIEUTION
Time: 17:07:17 Marehouase Listing Page: 1
ATLANTA ATLANTA PRODUCTION FACILITY oo
13732 MNEW SPRING ROAD
ATLANTR GA 303359 Taa
CALTF CALIFORNIA DISTRIEBUTION CENTEER 000
001 E. GLADSTOME UNIT E.
GLENDORL Ch
< 2w

Notice that the department code associated witlelwarse appears to the right of the warehouse cutldescrip-
tion.
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Print Requestor Definitions

Use this option to print out the Requestor codesdgfined earlier via Update Requestor Definitions.

# Print Requestor Definitions |:HE|®
File Mavigate Helg

Q| <) © 2 <&

© Ouit  Statoffle Previous page Mestpage Endoffle  About

]
Date: 0170572010 Purchasing Begquestor Information

Time: 17:08:zZ6 ARC DISTRIEUTION Page: 1
Berquestor Code: OEMGER Name: S2UE ELAEE

Approwval Lewel: 2 TMhse ShipTo: SEATTLE SEATTLE DISTRIEUTION CENTEER
Requestor Code: S5LESMGE Name: JUAM CAROSS0

Approwval Lewel: 7 TMhse ShipTo: SEATTLE SEATTLE DISTRIEUTION CENTEER
Becuestor Code: TWHHMGE Nawme: JOHM EENNINGTON

Approval Lewel: & TMhise ShipTo: SEATTLE SEATTLE DISTEIEUTION CENTEER

< { | =]

Update Vendor Information

The Update Vendor Information option is used to add maintain information about vendors.
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# Update Vendor Information |:J§]EJ

File Edit “iew Mavigation Tools Actions Options Help

OB G WihEie BN @0
i @ Q@ 09 0 9 K

© Find Prev Mest Add Update Delete Browse

® © © ¢ &

Papto  Activity Aging  Tems  Document Delivern

Wendor, | 123457 Mame: [CHaMPION |

|
Cantact: [JIM M PELIN | Phone: (404265 2354 |
Cell: | | Fau: | | Currericy: rUEﬁJ_iJ
Address: | 320 5w 160TH | |COMPLEX 2GF |
C/S/Z/C: [ATLANTA | [Gal [a22m | [us &l [UNITEDSTATES
Email | | Backord: |_|
Web:| | Tax Code: [7vl
Frght T ax: |7*_| izc Tax Code; Lil Last Pay: HW
Hold: ] Ship | |
Take Disc: [N| Bil | |
Discount: | al | | Balance: | 376769764
Buyer: [CATHY | |CATHYSELIN | OnAccourt: | 0.00]
AP Terms: [C = [MET P&YMENT 15 DaYS | Lirit: | 500000000
Acct Gip: | ] | ETé Days: |_—§D_
Pay Mthd: [P A [ACCOUNTS PAYABLE |
FedTaxID:[B6-1234567 | 1099 Required: [N|
Aocts&/F:| 200000000 & | - [000 @] Cash: | 100000000 % | - (000 & EXPCOG: | 500300000 = | - (000 &

[

The fields on the Vendor Information screen aredesd below:

1. Vendor

This field holds the code that identifies the vemdance a vendor has transactions in the systemcgonot
change that vendor’s code, nor delete the venaarde This field has the following attributes:

e Up to twenty alphanumeric characters

e Zoom

2. Business Name

This field stores the business name of the verigou do not enter a Pay-To address for the vertherinfor-
mation in this field appears on checks, and alsmany reports and forms. This is the name thataqspeext to
the vendor code on some forms. This field hasahewing attributes:

e Required
e Up to 30 alphanumeric characters
3. Contact
This field stores the name of the person that yostrfrequently telephone concerning payments ®wandor.

e Up to 20 alphanumeric characters

4. Phone

This field stores the telephone number of the auirgarson.
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e 20 alphanumeric characters

5. Caell
This field stores the cell phone number of the aohperson.

e 20 alphanumeric characters

6. Fax
This field stores the fax of the contact person.

e 20 alphanumeric characters

7. Address

This field stores the first line of the main addrésr the vendor. If you do not enter Pay-To Addess the main
vendor address appears on checks. Up to 30 chezacte

8. Currency

If you are using multicurrency, the Currency Coeééadlts to the home currency as defined in Updatéiédir-
rency Defaults. If you are not using Multicurrentlye Currency Code field defaults to null. You cainchange
the currency code of a vendor that has posted eitg. This is to ensure that the balance andvagtfor the
vendor remain in a single currency.

9. C/s/ziC

This row stores the vendor City (up to 20 alphamiengharacters), State (2 characters), Zip CodetfUiD al-
phanumeric), and Country (Up to 20 alphanumeric).

10. Email
This field stores the email address of the corgacson.

* 50 alphanumeric characters

11. Web Address
This field stores the web address of this company.

« 50 alphanumeric characters

12. Backorder

This field is not currently functional.

13. Tax Code

This field is the multilevel tax group code for thendor. It is the default multilevel tax group eddr the Up-
date Payable Documents and Update Non-AP Checlanspt

* Six characters

e Zoom

14. Freight Tax
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This field stores a multilevel tax group if taxcisarged on freight.

* Six characters

e Zoom

15. Misc Tax Code
This field stores a multilevel tax group if taxclsarged on miscellaneous charges.

* Six characters

e Zoom

16. Bill Ins.
The Billing Instructions field can be used to ratany special payment instructions from this vendor

e Up to 50 alphanumeric characters

17. Last Pay

This is a system-maintained, Last Payment Datd {igim/dd/yy). It displays the date on which a pagtnveas
most recently made to this vendor. The field isatpd when a check is posted to the vendor’s acooarfc-
counts Payable.

18. Hold

The Hold Payment field accepts an entry of "Y" Nt 'br it can be left blank. When set to "Y", it pents the
creation of automatic checks for a vendor.

19. Take Disc.

This single-character Take Discount field acceptsmitry of "A", "Y", or "N" to control how discoustare tak-
en when Automatic Checks are created. If this fegdtains an "A", discounts are taken even if tagnpent is

after the discount date. If this field containsyd,"discounts are taken only if the payment is mader before
the discount date. If this field contains an "Nisabunts are not taken. The discount taken mayhnbeged ma-
nually before checks are printed.

20. Discount

Trade discount code. This field is currently nonétional.

21. Buyer

The buyer code entered here must have been prévigrtsup using the Update Buyer definition progréfthe
Replenishment module is being used, this buyer gdliiée assigned to any purchase orders createthi®
vendor.

22. Balance

This numeric field displays the total amount owedhe vendor. This amount does include the On Aatou
amount. This is a system-maintained field.

23. On Account
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This numeric field shows you the amount that yoe d¢kae vendor on account; in other words, the amthatt
you owe the vendor that is not associated withraqudar invoice.

24. A/IP Terms

This field stores the Accounts Payable Terms cod¢hie vendor. The vendor’s terms are used to EEwhen
invoices are due, what discounts are allowed, amehvthose discounts are lost. The terms code megiopisly
have been set up in the Terms file using the Updatelor Terms option of the Vendor Information Menu
A/P.

e Zoom

25. Limit

This numeric field contains the maximum amounthére is one, that this vendor allows you to owe.

26. Acct.Grp.

This field stores the default Account Group to f@ehis vendor. Account Groups, the groups oftezldedger
accounts that can be used automatically in invertey, are generally used to specify different gaties of
purchase. Account Groups entered must have prdyibasn set up in the Account Groups program.

e Zoom

27. ETA Days

This field stores the average number of days #dak receive merchandise from this vendor. lbigéference
only.

28. Pay Method

This is the pay method used for this vendor. VpAgment types are on account, credit card, or cash.

29. FedTax ID

This nine-digit numeric field stores the Federak Tdentification Number used for 1099 reporting gmses.
The proper format for this field is xx-xxxxxxx afihgh xxx-xx-xxxx is accepted.

30. 1099 Required

This Y/N field determines if you want to report BOidformation for this vendor. If this field is s&tY then
transactions with this vendor will be printed oe 1099 report.

31. Accts A/P

The first section of the A/P Account field is a nenig field that stores the default account payalstount you
want to use for the vendor. This is the accourttdppears in the A/P Check form of Update A/P ChamkUp-
date Non-A/P Checks and the Payable Documents dbtupdate Payable Documents. If you do not make an
entry in this field, the A/P account number frore #thccounts payable Defaults form is used. The nuirthizd

you enter must be a valid account number in thegeedccounts table. The Ledger Accounts table i;mma
tained with the Update Ledger Accounts option anS$etup Company Menu.

The second part of the A/P Account field is theaddtfdepartment code for this vendor. If you aregisiepart-
ment codes, this field allows you to link the aityivof a vendor with a department. This column déato the
000 department code. In order to use the departooelst feature, department codes must have preyibash
setup using the Update Company Information opticthe Setup Company Menu.
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e Zoom (both parts)

32. Cash

This field stores the ledger Cash account useaydius vendor. Any entry must correspond to aaldsthed
cash account. If you do not enter a special accoumber in this field, the default Cash accountrfithe Ac-
counts Payable Default table will be used for theador. A department code can be entered in trebetdd
field to the right of the Cash account field. Tfiedd has the following attributes:

* Up to nine digits
e Zoom (both parts)

33. EXP-COG

70

This field stores the Expense Account/Cost of Godasount used for purchases from this vendor. Ala-un
beled field next to the Expense field stores a dapnt code associated with this Expense/Cost afdGé\c-
count.

* Up to nine digits

e Zoom
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Update Pay-To Information

In addition to the information on the Vendor Infation screen, you may enter one or more separgtd @ad-
dresses for a vendor. This feature is often usezhwiou want to keep one vendor account for a nummbdifferent
vendor locations. The Pay-To address is where yithsend payments.

#& Update PayTo Information |Z“E|B‘

File Edit “iew Mavigation Tools Actions Help

OB QU YEEER ALK @O0
A 600 0 0 &

 Find Prev Mewt Add Update Delete Browse

i

Bavwd

[CAMON L.5.A., INC.

Wendor Code: | CAMON ®
Pay-To: |CANONI
FPay-To Mame; iE.-'E._NDN SOUTHEAST [

Contact [BOB Phane: |800-323-9768 i

Address1: 480 TRICKUM Witk | Cel: | |

Address?: | | Fax |770-456-7833 |
City/State/Zip: [ATLANTA | [Ga] faoaa ]

County:|US & |  |UNITED STATES |

a I
Email: |bobs@canonuza. canm |

Web Address: iu:anu:unusa.u:u:um |
Bill Inz.: | |
Bekord: iY_ Tax: |F\IET.T’-'-5< ="

TakeDisc:y | ETA Daps: 45 |

Buyer: |[KEVIN | |KEVIN KENNER |

Discount: | all | |

Pay Method: | 4P % | |ACCOUNTS PayaBLE |
3of18

OE

The following section describes the fields on #tdseen:

1. VendorCode

This field holds the code that identifies the vemdance a vendor has transactions in the systemcgonot
change that vendor’s code, nor delete the vendarde This field has the following attributes:

e Zoom
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2. Pay-To Code

This field stores the unique code that identiflds Pay-To Address for this vendor. Vendors mayehavy one
(HOME) Pay-To Code. PAYTO is a special Pay-To Ctie is used as the default Pay-To Code on the tdpda
Purchase Order form.

e Required

3. Contact
This field stores the name of the person that yostrfrequently telephone concerning payments ®wandor.

e Up to 20 alphanumeric characters

4. Phone
This field stores the telephone number of the auirgarson.

e 20 alphanumeric characters

5. Caell
This field stores the cell phone number of the aohperson.

e 20 alphanumeric characters

6. Fax
This field stores the fax of the contact person.

e 20 alphanumeric characters

7. Address 1

This field stores the first street address linéhefPay-To address. This is the first line of thdrass that will
appear on checks for this Pay-To location. Theemtildress consists of the fields Address 1, Addze€ity,
State, Zip, and Country.

e Up to 30 characters

8. Address 2

This field stores the second address line of theTReAddress. Use this field if the Pay-To locatfostreet ad-
dress will not fit on one line.

e Up to 30 characters

9. City
This field stores the City for the Pay-To Address.

e Up to 20 alphanumeric characters

10. State

This two-character alphanumeric field stores tlagestor the Pay-To Address.

11. Zip
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This ten-character alphanumeric field stores tpecede for the Pay-To Address.

12. Country

This twenty-character alphanumeric field storescinentry for the Pay-To Address. If this address ithe
same country, leave the country field blank. Thigids confusion by the postal service.

13. Email
This field stores the email address of the corgacson.

e 50 alphanumeric characters

14. Web Address
This field stores the web address of the Pay-Topzom.

e 50 alphanumeric characters

15. Bill Ins.

This Bill Instructions field stores any special pagnt instructions that this vendor may have.

17. Bckord.

This field is not functional.

18. Tax
This tax field accepts the multilevel tax group eddr this vendor payto location.

» Up to seven characters

e Zoom

19. Take Disc.

This single-character Take Discount field acceptsrtry of A, Y, or N to control how discounts aa&en when
Automatic Checks are created. If this field condaam A, discounts are taken even if the paymedités the
discount date. If this field contains a Y, discauate taken only if the payment is made on or leefoe discount
date. If this field contains an N, discounts aretaken. The discount taken may be changed manbeftyre
checks are printed.

20. ETA Days

This field holds the Estimated Time of Arrival iayb in terms of how long it takes you to receieens from
this vendor. This is for reference only.

21. Buyer
Enter the Buyer code for the person who orderemh fitus vendor.

e Zoom

22. Discount

This field is not functional.
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23. Pay Method

This field holds the Payment Method code for tléador.

e Zoom

This concludes the setup of Vendor and PayTo indtion, and you can go on and define vendor-iteatiogi-

ships via the Item Catalog.

Update Item Catalog

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

g Update Item Catalog

=
=
=]

Ty

=

Tl

=

[l

=

a Update Mon-lnventory ltems
b Update tem Catalog

¢ Update Wendaor Catalog

d Print Mon-lnventory ltems

g Print ltem Catalog

f Print Wendor Catalog

o] Exit

Update Non-Inventory Items

This option allows the addition and maintenancaasf-inventory items approved for purchase. Thegastwill be
available for selection any time a line type otthemn STK or STN is entered for a requisition orghaise order line
item. All STK items are maintained through the ikitnventory Control module. This screen programteins the
following fields used to enter and update non-inggnitems
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#€ Update Non-Inventory Iltems E|@®
File Edit “Wiew Mavigation Tools Actions Help

@O B @ 4 R B Q B B OB @ @

© Huit Print OF Cancel Cob Copy  Paste Zoom Motez Il Fields ToDo Technical ztatuz  Help

A e 9 O © =

© Find Prev Mest add Update Delste  Browse

ltem Code: |[CPAPERBT4 |

Vendor Code: | 123476 « | [COSTCO WHOLESALE
Commadity Code: | |

Description: | 8414 COPY PAPER |

Purzhasging Lnit; |
wieight: | 1_|:|_':"j':|-| Urut: 'L_él
[

—

Wolime: |
Sales Account Mo .- m -‘_
Cost of Sales Account Mo :__—?6450600_0__\_!
Taxable™: :ﬁ|
Subject to Trade Discount: IN_|

Itermn Type: (M|
Commission Code:|5TD 5|  [STANDARD COMMISSION RATE
1of1

CE

Item Code
This code uniquely identifies each approved noreintery item to the system.

e Upto 20 characters

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

e Upto 20 characters

Commodity Code

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

Description

There are two description lines available for eiéetm entered.

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

Weight

The weight of each unit can optionally be enterethis field.

Unit
This field contains the unit of measure for thegitientered in the previous field.
Volume

This field contains the volume of the item.

Sales Account Number

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

Cost of Sales Account No

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

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

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

Item Type
This is a non-entry field. It will contain an N farNonstock item.
Commission Code:

Enter a commission code if commission is paid @mitem when it is sold.

Update Item Catalog

This header-detail screen gives one of two viewth@f/endor-ltem Catalog used in catalog mainte@aAt ap-
proved items should have at least one entry irdétail portion of this screen for a vendor thatu ypurchase the
item from.
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& Update Item Catalog

CEx

File Edit Yiew Mavigation Tools Actions Help

2600 0 0 &

© Find Prev Mest Add Update Delete Browse

Item Code: [12195. ~ |/5CH A SERIES MvLON

LNV EXE A BBl EQ0ED 90

Type: E Clags;  |MOM |

Wepdor Fr Buzinezz Mame
i 123457 W |CHAMPION
iQ&NEIN N |CANOM ULS.A INC.
iSI:M ¥ SMITH-COROMA CORP.

Cur

\usD |
usD |
usD |

Itern Cost

Yendor [tem Code
4 5000 5CM-
2.3900
21500

1of1

TA View Detal |

O4R

The header portion of the field is used only far furpose of selecting items to assign vendor(giatt&Jpdate. No

data entry is allowed in the header section.

Item Code

This holds the item code for the item you are uipdat

Item Description

This holds the description of the item you are tipda

Type

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

Class

This field holds the product class to which théritbelongs. Product classes are set up in Inveftonyrol and

allows you to further group your inventory for refiiog purposes.

The detail portion of this form contains the folliog fields:

Vendor

As many as 100 vendors can be assigned from whenecao purchase the specified item. This field dostthe

vendor codes of each approved vendor. Zoom availabl

Primary Vendor (Pr)

Enter a Y for the vendor that is your main or priyn@gendor for this item, and N for all other secandvendors
that you can purchase this item from. One primanydor must be assigned for each item.

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

Currency (Curr)

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

Item Cost

This field allows you to enter the currently quotsgst for this item from this vendor.

Vendor ltem Code

This field allows the optional entry of the vendarhique item code for this item. This vendor iteode will be
printed on the purchase order along with you iteatecto allow the vendor to more easily and quidilyour
order.

Update Vendor Catalog

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

# Update Vendor Catalog |Z]|E@
File Edit Wiew MNavigation Tools Actions Help

QB | &yl QA HaEwO00ES @0

AR 000 ©® 0 &

© Find Prev Mest Add Update Delete Browse

Vendor Code: | 123461 |IALPINE RADID INC Joum[ ]
Contact: [MIKE STEELE | Phone: (213 452 3000 ]
Iter CodeMend [tem [ezcription [teny Cozt Wendor [tem Code Erid of Lit= |
:ﬁLP?!EEE (ALFIME [R] B CHAN AMF ] | 324.0000 10238
| ALPB203 |ALFIME 3 THREE ‘wiay SPEAKER | £8.0000 10367 )
| ALP7T292 ALPIME 7292 REM. Ak FM/CAS 289,0000/ 10568 1241642010 |
1of1

OVE,

It is a header-detail screen in which the headeigois used only for selection of vendors angldig of vendor
information. No data entry is allowed in the hegglertion of this screen. It contains the followifigjds:

Vendor Code

The vendor code represents the vendor whose iteatogayou are updating. A non-labeled field nexthte
vendor code holds the vendor’s business name tima¢s up when you enter the vendor code. You caatapd
vendor information via Update Vendor Informatiompifon 4-e). This information is actually storedAfP and
you can also update it there.
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Currency

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

Contact

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

Phone

This is the telephone number associated with thie oentact.

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

This is your code for a particular approved itetis lan item that is defined as an inventory iter/C, or de-
fined as a Nonstock item via Update Non-Inventdeyns (option 4-g-a). See below for description ehd
Item, which you can enter once you have enterdteancost.

Description

This non-entry field displays the description astitem.

Item Cost

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

Vend Item

This field is for the vendor’s item code for thiarpcular item if it is different than yours. Thiem code along
with yours will print on the purchase order.

End of Life

The date the vendor will discontinue supplying ites.

Print Non-Inventory Items

Use this print option (4-g-c) to generate a prib@iunon-inventory items define in your system. Wh®u execute
this option, the following selection criteria sange returned.
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# Select sel_scr [ |[B][X]
File
O
[tern Selection Criteria
ltem Code: | |

[__ Ok, ] [ﬁ{Eancel ]

R

Enter iterm code.

Press OK to print all the non-inventory items definin your system, or enter selection criteriartatpnly specific
non-inventory items. Here is an example of the typerintout this option produces.
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& Print Non-Inventory ltems : E|E|

File Mavigate Help

9 & < © D> B

© Quit  Startof file  Previous page  Mextpage Endoffile  About

Y
Late: OEZ/02/2010 Non Stock Purchase Items Il
Time: 15:31:10 AEC DISTRIBUTION Page: 1
Ttem Code Ttem Description 5K Factor Unit
GL Account Meight
CPAPERE11 COPY PAPER 5.5 X 11 1.an cs
Jo4000000 10,000 LE
€ b (LY

Print Item Catalog

Use this print option to get a printout to all trendors that are assigned to specific items. Wioerexecute this
option, the following selection criteria screenpdégys.

il
9

[tem Selection Criteria
bem Code: | |

Itern Class: |:|
[& oK. ] [[11 Cancel ]

Enter item code.
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You can select specific items that you want adfsir you press OK to select all items and thdatesl vendors.
Here is an example of the report.

4 Print Item Catalog

File Mavigate Help

‘@ ® o © ©

© Ouit  Startoffile  Previous page Mest page Endoffile  dAbout

ﬁ.
Date: 0Z/0%72010 Item Catalog Beport
Time: 1E5:33:52 ABC DISTRIEUTION Page: 1 B
Item Code: 121395 5CM A SERIES NYLON
Type: =
-Vendor--Business Name------—-—---——-"-""—"-"—-————-— Ttem Cost-VWendor ITtem Code-—---
123457
CHAMPTION 4_E000 SCHM-A
CAMON
CAMON U.5_ 4., INC. 3.59300
SCM
SMITH-CORONA CORP. 3.1&00
IE: | v

Print Vendor Catalog

Use this print option to generate a printout oftladl items specific vendors carry. (No sample regloown. Similar
to Item Catalog Report above, except with itemedifor each vendor.)

Update Landed Costs

This feature gives you the ability to receive marafise at landed cost which will be the sum ofitidwa’s cost,
freight charges, broker fees, and any other castscated with the merchandise. This will ensuat tie profitabil-
ity of the item is accurately reflected to incluttetotal landed cost when solfihe first step in using the landed cost
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feature is to set up your cost categoridsese cost categories are then used to enter éstiroasts when the vendor
purchase order is entered.

File Edit Wiew Mawgatu:un Tools Actions  Help
@'Eﬁu:‘ei"' DEe B 90
A 0 O O 9 =

 Find Prev Mest Add Update Delete Browse

Category FF!E_IGHT
Wariance Accaunt F20000000 -, |
Allocation Methudéﬁnst o]

1of1

R

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

Variance Account- this field is used to enter the GL account nuntbat any variances between esti-
mated and actual costs will post to. See the dssonselow on the Post Landed Cost Variances pnogra

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

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

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

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

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

M — cost will be manually allocated by the user.
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Chapter 5

Vendor Purchase Orders
and Returns Maintenance

In this chapter, we will discuss the options on&intenance menu. You use the options on
this menu to enter and update purchase ordersyeegeods you have purchased, transfer
purchase orders to accounts payable for paymetitase goods received, and print various
reports associated with these PQO'’s, receipts, mraldes.

The format of this reference information for eachnm option is a follows:

Brief description of what the menu option does
*Show the screen or report associated with the roptian

*Describe each field on the input screens
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PO Maintenance menu

The PO Maintenance menu is the second option oRtihehasing main menu. The options on the PO Maamiee
menu come into play after the creation, authorgtand transfer of requisition line items to pash orders; al-
though an authorized buyer can also create purardees directly.

When you select option 2 from the Purchasing Maémm the PO Maintenance is returned.

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser
File “iew Execute Settngs Help

JemEg@

=8l 4 Purchase Management]

=1 \temM@_ 1 Purc_hzm / A t /
i 2 }T—'urche;ﬁl Exit & 2 POMAE| & Update Purchase Orders - . og“:’gg%?’;g:& =
B8 o rducton Maranomgs 5 o RE @5 b Print Purchase Orders
& IO ROING g o ceiyg &) ¢ Print Expected Receipts
&’f_ 7 Gehera\l&dm\n\'étrétitﬂ Bt [E o Update Reseipts ByFO
ﬂ B g Update Receipts By Vendor
E  Update vendar Retums
.E, g Print Receipts/Returns Edit List
& h PostReceipts and Retums
| Update AP Invaices
= | Print Invoices Edit List
&) k Postinvoices
& | Update Landed Cost
& m Edit Landed Costvariances
E‘ n PostLanded CostYariances
B 7 Update Batch Maintenance
o Bt
Ly
Status Idle |
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Update Purchase Orders

Use this option to enter and update PO’s. Whencjmose this option from the PO Maintenance merauUghdate
PO screen displays.

#& Update Purchase Orders

File Edit Wiew Mavigation Tools actions Options Help

QOB (O 4 B } B & Z2 0 o « B @
- Quit Print | OFK Cancel Cut Copy Paste Zoom | Motes UFields ToDo | ViewDetal MNestPage  Frevious Page  Ineert How  Delete Fow | Technical status Help

> © @ o © © ®
Dietals: Statuz  Summary. Defaulis Vendor Pagto Print Landed Cost

AR GO0 O O & ¥

© Find Prev MNest &dd Update Delete Browse Options

Wendar. [ 123457 =] {CHAMPIN ]
I T i PO Mo [1544 1 DocHe: | 1544]
- : 2 = e
Stage: ORD ] PO Diate; | 02/09/2010 I-E}él] Required Date: |02/03/2010 (e

Terms Code; |_C Terms Description: |NI§T_F'AYM§NT 15 DAY§

EBuver, Ship Via: : Order Tatal: i_

W arehouse: |W__ FOB:

Corfirmed To: JOHN wHITE | Refer: | | Curency:USD |
Cust Doc Mo | | Orig Cust Doc Mo |—|

Confim Date: [02/08/2010 E] OnBoard Date: (0271272010 1| Muliple Orders: [N

Contract: | | Contact Name: JOHN WHITE | Container: |- 1
! N iLn | Tup Stg | ltem Code PU | Duantity Coszt M et Amount i
| 15TK |\ORD 12104 E& | 100.0000/ £.0000 £00.00
| 25TK (ORD 12112 E& | 100.0000/ 15.0000 1500.00
Description; | Il |
G/L Account: | | [ooo |
(New Document)

QR

Update PO screen—header section

This section holds the basic information in thédwing fields:

Type

This field stores the code for the Order Type & trurchase order. You set up order types with thp@ader
Type Definitions (option 4-c-a). You enter a defirmde or press [ENTER] to select the default. fofiewing

specifications apply:
e Required, Zoom available
Zoom returns a picker window with the following pts:

Order Types—brings up a screen for you to find, view, and st order type code with its description.
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4 Zoom otypez
File Edit Help

OB} Ol e

Qrder T Dezscription
DIRECT SHIF ORDER

DR DIRECT SHIP TO WAREHOUSE
QUd  QUOTATION

REG REGULAR PURCH ORDER
RET RETURN TOYEMWDOR

[a ak. ] [[:1 Cancel ] [ﬁ Mew Search

R

There may be on occasion the situation where yat Wwalock in a price with your vendor for a shipmhéhat will
be shipped directly to your customer before thessatder from the customer is received. In thigasion the ven-
dor purchase order will be created with an ordpetyf REG and there is no customer sales ordern\bie are
ready to create the sales order for this diregirakint PO, change the purchase order’s orderftgn REG to
DIR or DRW. When you do this you will be promptesifallows:

Ehanging from BEG to DR will prompt pou to create customer SO, Continue?

@ Yes | [[:1 Ma ]

If you select yes, you will then be prompted fog thllowing information so that the correspondiades order can
be created:
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#& Extension dir E|@E|
File Edit Help

OB UUREEER @0

Customer Code; ll |
Ship To Code: |EAST IEll

PO Mo !1553 |
Ship via: | BEST WAY =
Order Date: | 0241242010 [2E]

Ship Date: | 02/12/2010 E]

& ok | [gcancel |

IR

Enter the customer code.

When the purchase order is saved, the sales oitléevereated and an entry will be made in thgp8tent
Tracking screen program.

Order Summary—brings up a screen that displays a summary ofdineent purchase order in terms of costs
and allows you to add any miscellaneous or fregghbunts.

& Extension summ [E@

File Edit Help
OF ¢ IREER 00
Order Surmary
Currency:
Sub-Total | 2100.00|
T ax Amount; | 0.0oo |
iz, Armount;
Freight AmaoLnt; | A0.00 |
Total Order. | 2150.00|
Ia aF. l [[:1 Cancel ]
Enter the miscellaneous amaount, Ok

Order Defaults—brings up a screen that displays the currentggsttior warehouse code, buyer code, order
type, line type, tax codes, and whether to usentieeats or not, and allows you to update these.
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#& Extension dflt A=

File Edit Help

OB QU LR ER @0

warchouse Code: ] (&) |MISMIWHSE 1l
Buyer Code: | CATHY &1 |CATHY SELIN |
Orcer Type: REG (5] REGULAR PURCH ORDER I

Line Type: |STE. (& \STOCK ITEMS |
Ta Group Code: | NOTAX & WO TAX |

Ilze Department; :Cf_|

Freight and Mizcellaneous

Freight Tax Code: | NOTAX = NO T . |
i

Freight Account: | 30000000 IEH EIEIEI___
i TorCode HOTAX & NOTAX |
Mise Accaunt | 790000000 (=] o Iill

& ok | [fcancel |

Erter the default warehouse. AT

Vendor

This field stores the vendor code correspondingttom you want to purchase the line items from. Wpdan-

dor codes under Setup Purchasing menu with the tdpdendor Information option. This field has théldav-
ing specifications:

* Required, Zoom to picker window

Note

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

90

PayTo

Vendor Pay-To code. This code designates wherertd the payment. You update Pay-To codes with épdat
PayTo Information (option 4-f). This field has ttelowing specifications:

* Required, Lookup default tied to Vendor code

Stat

The Status of the order is updated by the systemih@ purchase order is processed, the statuse$iang

ACT—Active is the initial status for a new purchasdesr
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COM —Complete means all lines have been invoiced asteg.

CAN—Cancelled if any line in the purchase order iscedind.

P.O.No.

You can enter your own Purchase Order Number sfibid, or it will default to Doc. No. upon saviifghoth-
ing is entered. This field has the following attriés:

e Optional, up to 10 alphanumeric characters

Doc.No.

Document Number is a unique number assigned bgytbiem for tracking purposes. It is a no entrydfiel

Stag.

The Stage field holds the code that representtk@WEST stage of any of the purchase order line stebee
the PO line stages under the detail section betwypdssibilities. When entering a purchase ordestage will
default to either ORD for ordered or HLD for helepgnding on the value you entered in the Updatetasing
Defaults screen program. If the stage is set to oD cannot print or process the purchase ordechioge it
from HLD to ORD you will be prompted to enter thesgword (this is the value you entered in the HRetbase
Auth field in the Update Purchasing Defaults scrpegram.

E nter Authorization Code to activate thiz order: I:l
IG Ok l lt:{ Cancel ]

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

P.O.Date

For the Purchase Order Date (mm/dd/yy), the systefaults to the current date when you create tiggnait
PO. You can update this date if needed.

Req.Dte.
The Required Date (mm/dd/yy) is the date you neaédeive the items on the PO.

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

e Zoom available

e Required field.

Order Total
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92

This is a non-entry field. The Total is the sunabfthe line items on the purchase order. The sysglculates
this amount based on the Net Amounts from eachititiee purchase order detail.

Buyer

This field holds the Buyer code. Buyer codes atated information are set up with the Update Bupésrma-
tion (option 4-c-c). This field has the followingfributes:

e Required, Zoom available

Whse.

Holds code for the warehouse where you want itema BO shipped.
¢ Required, Zoom available

Ship Via

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

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

Confirmed To

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

Refer
This field holds an Order Reference, which canrmglang pertinent to the PO.

e Optional, up to 10 characters

Cust Doc No

This display only field displays the customer dodér number if this is a direct ship purchase order
(type=DIR,DRW) and was automatically created thfoogder entry.

Confirm Date

Date that the vendor confirmed receipt of PO (omih

On Board Date
Date that the merchandise was loaded for shipnogtiofal).

Multiple Orders

If you want to create multiple purchase ordersngeathis value to Y. For the initial purchase orglan enter,
enter the total quantity for all purchase ordeng wi@nt to create from this purchase order. For g@nyou en-
ter a PO with a gty of 1000. When you store thepase you are prompted for the number of purcheter®
you want to create. If you enter 4, four purchaskecs will be created with a quantity of 250 onteane.
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Contract

If the order is a direct ship order (order type [MRW) and the sales order was entered and mukagdks or-
ders were created from it, this display only fialidl display the sales contract number assignetthéosale or-
ders as a cross reference.

Contact Name

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

Container

Optional field to enter ocean container number.

Update PO screen—detail section

Ln

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

Typ

Type holds the type of item belonging to one offtiilowing categories:

CAP—Capital purchases

NON—Non Stock keeping items

SER—Services

STK—Stock/inventory items

STN—Stock Treated as Nonstock

SUP—Supplies

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

e Zoom to select from current list of line types

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

POG—PO Generated, item has been printed on a purdrdse. A Po must be printed before you can receive
it.

REC—Received that line item
INV —Item has been invoiced and posted through to AP

CAN—Cancelled that line item
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Item Code
The Item Code represents the item you want to order

e Zoom to picker window

UM

Unit of Measure is the unit in which the line itésrpurchased, e.g., each (EA), boxes (BX), carf@19, etc.
found in the item record.

Quantity

Quantity represents the number of purchasing (o) you would like to order for the particular &ritem. If

an item must be purchased in a certain numbercoéinental units (i.e. by the case) defined in thmirecord,
the quantity entered here must be multiples ofiti@ement. For example, if the incremental purehasit is 2,
then you can order 2,4,6, or even 120, but youagplace an order for 3, 5, 7, or 121.

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

Net Amount

Net Amount represents the Cost multiplied by theity for the line.

Line Detall

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

S

Dretailz

fields by clicking on the icon on the toolbar.
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#& Extension non_stk

- [BX]

File Edit Help
‘OB W EREK 00
\STOCK ITEMS |
Itern Code: |
Description: | SCM A SERIES MULSTRIKE |

FPurchase Unit:
ltemn Cost. | £.0000/
Tax Code:  |MOTéx %]
Sales Account Mo, | 401000000 (&)
Cost of Sales Accourt No: | FODT00000 (&) (000 (&)
"Warehouse: |MI.-‘-‘-.MI IEH |
Requied Date: | 02/09/2010 £
Confirm Date: | 02/09/2010 03|
OnBoard Date: | 02A12/2010 [
[ QK. ] [[:1 Cancel ]

Enter the supplier's item code,

R,

Entering and Updating Line Items

When you create a PO, you clibletail to go to the detail section to enter items you wardrder from the speci-
fied vendor. You can use a Zoom picker window tectdtems and update your item catalog: the ogtiarthe
picker window are different for different line typétem types), i.e., stock or non-stock.

Zoom for Stock Iltems

When you Zoom from the item field to select a st@8KK) item, the following screen displays:
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#& Choose a Zoom ... :HE|®

File Edit Help

OBOW @

W Catalog Stock [terns

|.-i‘-.II Slock ltems

& ok | [fcancel |

R,

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

All Stock Items—shows you all your inventory items for you to stlgom, regardless of vendor. If you choose
a stock item other than one the vendor carries, gheindow comes up that allows you to enter aolaéi in-
formation about the item and asks if you would ki&eenter this item into the catalog.

Zoom for Non-Stock Items

If you select a line type of NON, and Zoom to sekeaon-stock item, the following window displays:

#& Choose a Zoom ... E|®

File Edit Help

OEQY O

I Catalog Mon-Stock [tems
|.-'1'-.II Mon-Stock [tems

[ ak, ] [[:'dl:ancel ]

R

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

All Non-Stock Items—shows you all the non-stock items for you to sefiemm, regardless of vendor. If you en-
ter a non-stock item that does not exist in the Btock Catalog, the following screen displays:
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#& Extension non_stk Q@

File Edit Help

‘OB OWRBREKA @00
(NOM STOCK KEEPING ITEMS |
ltern Code: (K 1

Dezcription:

|
|
FPurchaze Unit;

ltemn Cost. | 12.0000 |
Tax Code:  |MOTéx %]
Sales Account Mo, | 401000000 (&)
Cost of Sales Accourt No: | 790000000 (&) (000 (&)
"Warehouse: |MI.-‘-‘-.MI IEH |

Requied Date: | 02/09/2010 £
Confirm Date: | 02/09/2010 03|
OnBoard Date: | 02A12/2010 [

[& 0k, ] [[:1 Cancel ]
Enter the supplier's item code, _is H

After you click OK enter Y if you want to assigrnighitem to the specified vendor, which will upd#te Ven-
dor/ltem Catalog.

PO Status Screen

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

8 View detail Inst

File Edit Mavigation Help

iBONA 2500 @0

Line Item Code Ordered Rejected ExpFRec Received Exp lre Invoiced
1004-C

OWR

Entering Landed Costs

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

4

cost. These amounts can be revised prior to regethie purchase order. In update mode click ot Feye=s Bl

icon on the toolbar. This screen displays:

= = )
# Add on detail lcsumm =]
File Edit Mavigation Help
OB OUEEEH® 2500€ED 00

Cateqary E stimated Cost Alloc Method Wariance Aoct Received Cost |nvoiced Cost

@ 50.00 Cost 520000000 0.0o oo

FREIGHT 125.00! Cost 520000000 0.0o0 000

& ok | [gcancet | [R Detal |

DR

Enter Category

The Received Cost and Invoiced Cost fields arenky dields. The costs that populate these fieldsbe calcu-
lated and possibly modified if initial estimatesre/@ot accurate when the purchase order is retaind then is

processed through to Accounts Payable.

When you click on detail you can view how the esti@d costs were allocated to each item on the paecbrder.
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& Add on detail Icdetl =

Filz Edit Mavigation Help
OB @
Line Item [rescription Category Estimated Cost Feceived Cost Invoiced Cost
112104 SCM A SERIES MULSTRIKE ouTY 0.00 0.00
212112 SCM A SERIES CWR-LIP TAPE ouTY 0.00 0.00
112104 SCH A SERIES MULSTRIKE FREIGHT 0.00 0.00
212112 SCM A SERIES CVR-UP TAPE FREIGHT 0.00 0.00
’ ok ] ’(11 Canhcel ]
; : R
Enter the total estimated cost on this PO

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

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

PO Maintenance 99



Fitrix Purchasing User Guide

Print Purchase Orders

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

the following submenu appears.
b Print Purchase Orders

=l g Print PO by PO Mumber

=l b Print PLO. by Buwer

&) z Preview Purchase Order

o Exit

You can either print the purchase orders by PO Narrob by Buyer. A prompt asks if you would alscelifo reprint
selected PO's. If you enter Y, it will reprint aR®’s that have already been printed. “Reprint” wilht on the pur-
chase order. You will be prompted “Print only itentd yet received? (Y/N). If you enter Y, only tledgems that
have not been received in full will print their raiming quantity.

A Selection Criteria screen displays:

#5 Select ordr_sel |: EI@
File

@

Order Selection Critena

YWendor Code:;

Yendar Mame:

Buper Code:;
Warehouze;
Purchaze Order Mo

|
]
[ ]
|
Docurnent Mo.: I:l
Required D ate:
PO Type: I:l
PO Status: I:I
PO Stage: I:I

[@ Ok l [t_:{ Cancel ]

R
Enter vendor code.
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Print Expected Recelipts

This menu option allows you to print all the iteymi expect to receive based on new purchase oMiérsn you
execute Print Expected Receipts (option 2-c), tlewing selection criteria form is returned.

#& Select ordr_sel |: E|E|
File

O

Order Selection Criteria

YWendor Code:

Yendar Mame:

Buyer Code:
W arehouze:
Purchaze Order Mo

|
[ ]
[ ]
|
Document Mo, I:l
Required D ate;
PO Tope: I:I
PO Stabus: I:l
PO Stage: I:I

Ia k. l [[:1 Cancel ]

R
Enter purchase order number,
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# Print Expected Receipts

File Mavigate Helg
Q9 ® Q %] 2 | 2
i =
© Quit  Start of file Previous page  Mextpage Endoffile  About
o~

Date: 0Z2/12/2010 Expected Receipt of Goods

Time: 1Z:01:15 ABC DISTRIEUTION Page: 1
Beceiving Location: SEATTLE DISTRIEUTION CENTEER SEATTLE —
o Item / Description Expected Date Buyer M Expected Oty

Vendor: CHAMPION 123457

1EEE

1006 0z2/15/2010 Ei 1.000
EEYEOLRD
* * * Component Peguirements * * +

Prod Ord End Ttem 8ls 0Ord Customer 21lsPsn  To Ship Date Total Begd Tssued Oty

Z3E 1001 z428 1Z ET 04,/01/2003 1.000 0_.4oa

Z75 1001 3021 1Z EJ 02/18/2003 1.000 0000

276 1001 3021 1E EJ 03,/158/2003 1.000 0.aoa

27 1001 3024 1Z ET 03,/18/z009 1.000 0_.00a

< i | P~

In this example, we selected specific receiptsiigring a PO number. We could have selected aligbeipts ex-
pected from a certain vendor, buyer, warehouse,atceen on the selection criteria screen.

If the items being received are needed as compsmenhay open production work orders, a list obthwork or-
ders will print as shown in the example above.
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Update PO Receipts by PO Number

You have entered a PO, printed it, and sent itreffvendor. You use this option to receive the goauli ordered.

& Update Receipts E| E| FE

File Edit WView Mavigation Tools Actions Help

OB |OWRBREQ BN EQ0ED 90O
i G © 0 0O @ & ¥
% Find Prev Mest Add Update Delete Browse Options

Goods Received

Date: | 04/06/2007 [LEd Reference: Feceipt Mo.:
PO Mo | 116 L Wwarehouse:  |SEATTLE Auto Ryd?: [N
Wendor: |SCM SMITH-COROMA CORP. Statusz:

Itemn Code Unit| Gty Expected Gty Received
12104 E& 1500.000 .00

Desc:|SCM A SERIES MULSTRIKE

[O ok ] [’;‘ Cancel ] E Header ]

QYR

Enter quantity received,

Goods Received screen—header section

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

Date Received

Date Received (mm/dd/yy) corresponds to the datergoeive items. The default is the current date.

Reference

Any manually assigned reference to this receipt.
e Optional

« Up to 10 alphanumeric characters

Receipt No.

Receipt Number is a system assigned number thaulieto the PO Number.
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P.O. No.

Purchase Order Number is used to reference thmaligO’s with items that remain to be received.eWlgou
enter a PO number and press [ENTER], the remainfiogmation, including detail lines, will be disgled. This
field has the following attributes:

e Required

* Zoom available to select from current PO’s.

Warehouse

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

Auto Rvd?

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

Vendor

Vendor holds the vendor code and vendor descrifitaom the original PO

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

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

Goods Received screen—detail section

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

Item Code

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

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

Qty. Received

If the quantity received is different than the dtitgrordered, enter that quantity here. The follogvpicker win-
dow will then display:
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Partial Receipt O... |Z| |E| PX|
File Edit Help

OBON 4|0

Further Receipt Expected.
Enter Rejection Oty
Cancel Remaining Gty

l ok ] [[:(Eancel ]

QYR

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

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

Cancel Remaining Qty- select this option if no further receipt is egfgal. This will set the line stage of this
quantity to CAN for cancelled.

Once you have received the PO the next step isntthe Print Receipts Edit list and then Post Raselt is the
posting that will increase your quantity on hand areate an entry into your GL activity tables

Receiving Serialized/Lot Controlled Items

The logic used here depends upon how you havepdgitnix. If you set up your Inventory Control Defss so that
the receiving program automatically assigns seésdbr you (see chapter 4 of the Inventory Corlttegér Guide)
this screen will display the serial numbers thegpam has assigned to each item.

= = =
& Add on detail srle =13
File Edit Mavigation Help
ON =JVEX]
Item Code: :GR’I?TSE_E_?_?E i Warehouze: 'h_-1 Al Cuantity: |_ B_D_D:
| Bir Location Lot Humber Serial Mumber OnHand Cornmitted Available Huantity
121 FGE30E2010 | 0.000 0.000] 0.000 1.000
&1 | FGS3072010 | 0.000 0.000] 0.000 1.000
&1 | FG53052010 | 0.000 0.000] 0.000 1.000
&1 | FG53052010 | 0.000 0.000] 0.000 1.000
iy | FG53102010 | 0.000 0.000; 0.000 1.000
iy | FG53112010 | 0.000 0.000; 0.000 1.000
iy | FG53122010 | 0.000 0.000; 0.000 1.000
A1 | FG53132010 | 0.000 0.000; 0.000 1.000

[@ox | [gcance |

DR

Enter the bin_location of this transaction
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If the warehouse you are receiving the productisilocation controlled the bin location defautisthe primary bin
location defined with the item code but it can bargged. If the warehouse is not location contrditedbin location
that displays is the static location defined with ttem code and it cannot be changed.

If the auto serialization function is not turnedamnyou are receiving a Lot controlled item, youstnianually enter
the serial numbers or lot numbers on this screen.

& Select srlea [Z@

File
A
Bin Location: | E”
Lot Mumber: | |E||
E =piration D ate: | EE|
Quartity: | 5.000/
Sernal Prefix: |1 IEI|

Serial Mumnber: | 200 IEI|
Serial Suffix: | |

[G OF. ] [[:1 Cancel ]

R
Enter the suffix portion, if any.

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

Lot Number:

« Up to 20 alphanumeric characters

Quantity:
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This field holds the number of items you are reicgj\and assigning serial numbers.

Serial Prefix:

This field holds the actual serial number for agl@rntem, or can make up the prefix part of théaserumber for
multiple items. As a prefix, this field is optiondlincluded, the prefix would be the same forleaaobsequent item
serial number. If you use this field to type in th@que serial number for individual items, thea subsequent
fields are optional.

e Up to 20 alphanumeric characters

Serial Number:

e Up to 10 numeric characters

This field holds the numeric portion of a seriahther. You would use this number field to assigms@umbers to
multiple items automatically. For example, if yoavie a quantity of five items, by simply typing etnumber 100
for the number portion of the serial number, thegpam automatically assigns the numbers in sequenaifive
items, 100-104. This is a time saving feature ifi yappen to receive the items you want to serializat the same
time. If you only have a single item to serializafo/ou receive items randomly, you must assignssguent serial
numbers manually, either in the Serial Prefix fietdif you are utilizing a common prefix for aléims, enter re-
maining part of the numbers in the Serial NumbeldfiRemember that serial numbers that have besgnasl to
this item are stored on the previous screen faregeice.

Serial Suffix:

* Up to 20 alphanumeric characters

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

Once all of the information is entered on the scretick OK. The following screen displays when 8@ quantity
equals the lot/serial number quantity and you d¢emnge the information if needed.
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# Add on detail srle |:]E][ZJ

File Edit Mavigation Help

2O N -MVARE

Item Code: :GM?TSE???& | Warehouse: iS_EAT'TEE | Huantity: | 'ID_D_D:

Birn Location Lot Mumber Serial Number OnHand Committed Buwailable Guantity
F - 1200 | 0.000 0,000 0.000
F -1- 12m | 0.000 0.000 0.000 1.000
F -1- 2oz | 0.000 0.000 0.000 1.000
F -1- 203 | 0.000 0.000] 0.000 1.000
F - 1204 | 0.000 0.000; 0.000 1.000
F - 1205 | 0.000 0.000; 0.000 1.000
F -1- 1206 | 0.000 0.000; 0.000 1.000
F -1- 207 | 0.000 0.000 0.000 1.000

[@ox | [gcance |

DR
Enter the quantity for this fransaction :

Click OK to return to the Update Receipts screen.

Updating Landed Costs for PO Receipts

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

& Prompt X

Dizplay landed cost inFarmation?

[@ Yes ] E;{ Mg |

By selecting yes you can view and update the lawdsts with more accurate costs before you posttteipt.
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# Add on detail lcsumm HAi=1E3

File Edit Navlgatu:un Help

OB QUHEER 2300&D »

Cateqomny Received Cost
ouTY | B0.00
FREIGHT | 12500

& ok | [i§Cancel | | Datal |

2R
Enter the total received cost on this PO

These costs are then added to the item’s unit Eostexample, the purchase order above will hagddhowing
unit costs for the items:

tem  Merchandise Freight Duty Qty Unit Cost
12104 $ 1300.00 $ 240.39 $22.67 100 $ 15.63
12112 $ 3000.00 $ 59.61 $52.33 200 $ 15.56

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

Debit Inventory $ 4,675.00

Credit AP Holding 4,675.00
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For DIR purchase orders and purchase orders fordimok items, there is no entry made to the Genadder
when the receipt is posted. The entry is made winepurchase order is posted through to Accounyjatia using
the Post Invoices program as follows.

DIR Orders:

Debit item’s cost of goods account number

Credit AP
Nonstock items:

Debit item’s account number in Nonstock catalog

Credit AP

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

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

If when receiving the PO you don’t know the examst, update the cost to be as accurate as poasithlany possi-
ble variance discovered when you receive the irgfoom the vendor will be addressed when we asirivoice
to AP (discussed later in this user guide).

Assignment of Shipping Units and Weight

When receiving a DIR/DRW purchase order (a shiprfrem your vendor straight to your customer) yon canter
shipping units and weights and this information wiint on the various Export/Shipping forms diseed in the
Order Entry User Guide.

When you receive a DIR/DRW purchase order usingafriee Update Receipts programs you receivedhev-
ing prompt when you store the transaction if youehaot entered shipping units and weights:
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Enter weight information to print an shipping documents?

@ Tes

XTI

If you select Y you must then Ctrl Tab to enter tfetail section of the screen and click on thégiteScreen icon
on the toolbar for each item code on the receiginter the units and weights.

In this example below the order is for 100 Ibs @rnslto be shipped in two boxes; one weighingl#dnd one

weighing 60 Ibs.

Add on detail weight

File Edit Mavigation Help
O OEEE!| 2 000ED 9O
PO Mo: (557 Line Mo: 1 Tatal Urits: |2 |

LI it IOk Gross Tare Met

1 | B E2.00 2.00 E0.00

1 |Bx 41.00 1.00 40.00

I

[@ (] ] [g:{ Cancel J
Eriter number of units, S
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Update PO Receipts by Vendor

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

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

L EX

# Update Receipts By Yendor

File Edit “iew Mavigation Tools actions Options Help
Ol JVEX ] HQ HeEM E00ED 00
i &
& Batch Optionz  WeightScreen  Landed Cost
i Find Prey Mest Add Update Delele Browse
endor Code: %, | [CHAMPION
Fieceipt Date: [02/11/2010_E4)|
Status:| |
PO Mo Item Code D escription Oty To Receive Gty Received Landed Cost Extended Cost Posted )
1447 12104 SCM A SERIES MULSTRIKE 55.000 0.000 E.0000 0.00 N
1457 12104 SCM A SERIES MULSTRIKE 3.000 0.000 E.0000 0.00N
1463 SERIAL SERIALIZED 4.000 0.000 10.0000 0.00N
1465 (030303030 TEST 1.000 0.000 12.0000 0.00N
1484 ALP7232 ALPINE 7252 REM. AM/FMACAS 5.000 0.000 12.0000 0.00N
1605 12104 SCM & SERIES MULSTRIKE 100,000 0.000 E.0000 0.00 M
1605 12112 SCM A SERIES CVR-UP TAPE 200,000 0.000 16.0000 0.00
1507 12104 SCM A SERIES MULSTRIKE 100,000 0.000 E.0000 0.00H
1516 {CRAPERS1T COPY FAPER 8.5% 11 25.000 0.000 10.0000 0.00 N
1523 PAINT BUCKET FAINT BUCKET 20.000 0.000 3.0000 0.00 N
1543 GM3365774 GEMERAL MOTORS L5-7 ENGINE 10.000 0.000 1000.0000 0.00 N
1550 | GM3365774 GEMERAL MOTORS LS-7 ENGINE 8.000 0.000 1000.0000 0.00N
1551 12104 SCM & SERIES MULSTRIKE 1000.000 | E.5866 BRBE.E0 M
1551 12112 SCM & SERIES CVR-UP TAPE 1000.000 1000.000 131734 13173400 N &
=
[ ak ] l’;‘ Cancel ] @Header
Enter quantity received. Vi
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If any of the purchase orders received have lawdsts landed costs attached to it, this promptdigplay.

4 Message B@

The following purchase orders have landed cost associated with them.

To update landed cost zelect ez’ and then uze the landed cost ican
to update costs before posting the purchasze orders.
1551

R

S

Landed Cost

Click on the ficon to view the landed costs and revise if neagss

When you enter a PO receipt with this program youot have to return to the menu to run the editfzost list
like you do if you enter PO receipts by PO numbwstead you receive this prompt when you store¢beipt:

.. 8%

Post Receipts now?
By entering M you will need to post these transactions

uzing the Print and Post Beceipts menu option

R
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Print Receipts Edit List

Use this option to print a list of the items yoge®ed and details about them. The details inctathd costs, and
accounts affected via a General Ledger summarg Qlhsummary will list which period this transactiwill be
posted to which is based on the receipt date ytereh when receiving the PO. If “*FUTURE* printkijg tells you
that this transaction is being held until the néxture) accounting period. This happens becausgrtévious ac-
counting period is not closed out yet, and the d&tais transaction falls in the next period.

Post Receipts

Use this option to post the receipt of goods irdanyon hand inventory and create entries into ¥@luractivity
tables to.

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

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

# Print Receipts/Returns Edit List

File Mavigate Help

O O < © 2 <

it Start of file  Previouz page Mesdtpage Endoffile  About

| =
Date: 0Z2/11,2010 Receipts Edit List
Time: 11:48:48 AEBC DISTRIEBUTION Dage: 1
Document : 85I Bef: 1Z34E57 Date: 0271172010
P.O. Mo.: 11322 Warehouse: ATLAMTA PO Tvpe:RECG
Itcem Code Oy Rejectead Oty Peceiwved Cost Price Total Walus
HM-CAZE 0. oo Z5_000 10,0000 25000
1lzo000000 000 TINWENTORY ZEO_.00 DE
Z01500000 000 AP HOLDING ACCOUMNT ZEO.O0 CR
——————————————————————————— Component Begquirements ————————————————————————————
Order Lot End Item Due Date Order Qty Begd Date Total Beogd
1z0 o000 HM-0zZ04-3PF Qs /222008 1l0.000 Os/23 /2008 1lo.00a0
28l oo0 HM-0Z04-2P lo/19 2009 l1.000 lasles2z009 1.000

[
||v
%
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Update A/P Invoices

Use this option to match a vendor invoice to a R@® @eate an open AP invoice on the vendor’s adc@my
items that have been received can be invoiced. .

#& Update A/P Invoices

File Edit “iew Nawgatu:un Tn:u:uls Actions Optu:uns Help

J@' IXE R BN EQOQOLD 90
s L i & &

‘ Batch Option: PO Acets TaxCodes  Taw Sumimany AddlWendor Costs

.4 0 90 0O 9 .\

: Find Prev MNest Add Update Delste  Browse

] [

AoctDate: | El2ﬁ1_f2_lil1fl E_E] lree Doc. Mo | |
P.0. No.: | 1551 &l P.O. Date: 02/11/2010 |
[, ND!2%§353_4153§345 ! Currency: ILE[l I, Drate: 'D%£11£2__D;I_D___E§_§|
Desc.: | | Statuz:
Wendor: | 123457 (&)  [CHAMPION | PayTo ATL2
Temms: |C [  |MET PAYMENT 15 DAYS | FOB: DESTINATION |
Pay On: |02/26/2010 i@ Due (02/26/2010 E@|  Disc: [02/11/2010 @8]  Disex|  0.000]

Misc.: | 0.00] Freight: | 0.00]
Taw Tat.: | D.DDl Iweoice T otal: | 'IET?'_ET:I_EID—I
ltem Code Ik Bty lrved Lozt Price et Armount
12104 EA 021172010 1000.000 £.0000 5000.00
12112 A 02/11/2010 1000.000 12.0000 12000.00
DuTY EA 021142010 1.000 1260.0000 1260.00
FREIGHT A 02/11/2010 1.000 500.0000 500.00

| !.-'f-.cct: i I Dept: | [ Tax Code: |

& ok | [Fdcancel | [FDetal |

_]
Enter brief details of invoice. G
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Invoice Clearing screen—header section

Acct'g Date

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

Invoice Doc. No.

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

P.O. No.

Purchase Order Number field is where you entewdhid number of the PO pertaining to the invoice yoe
creating. When you enter a PO number and press TBremaining information, including detail lirterins,
will display.

P.O. Date

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

Invoice No.

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

Currency

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

Invoice Date

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

Description

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

Status

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

CANCEL —the invoice has been cancelled.

POSTED—the invoice has been posted to Accounts Payable.

Vendor

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

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

Terms

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

FOB

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

Pay On

Pay On date is the date the balance will be paal be overridden.

Due

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

Disc.

Discount Date. May be overridden.

Disc%

Discount Percentage. May be overridden.

Miscellaneous

Miscellaneous Total is where you enter the totabam for any miscellaneous costs. In the Updateangdu
can change miscellaneous costs that may have bgsree in the original PO. It's recommended that yee
landed cost functionality rather than this fieldégord any miscellaneous cost so that this cast@porated
into the cost of the item received. If this fietdused there is no affect on the item’s unit codtthe GL debit
goes to whatever account you entered in the “mascbunt number field in the Update Purchasing D&fau
program.

Freight

Freight Total is where you enter the total amowontaiy freight costs. In the Update mode, you dange
freight charges that may have been entered inrigaal PO. It's recommended that you use landext fionc-
tionality rather than this field to record any fjbf cost so that this cost is incorporated intocthest of the item
received. If this field is used there is no affestthe item’s unit cost and the GL debit goes tateher account
you entered in the “freight” account number fieddthe Update Purchasing Defaults program.

Tax Total

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

Invoiced Total

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

When you enter the PO number or other informatiothé header section, the detail lines for iterceired,
printed, and posted on the PO appear with theviatlg columns:

Item Code

Item code is a non-entry field that holds the ctmtehe item being invoiced.

UM

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

Date Rcvd

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

Qty Invd

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

Cost Price

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

Net Amount

Net Amount is a non-entry field and the amounthiis field is calculated from price and quantityamed.

Acct

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

Dept
This field holds the department code for this lieen.

Tax Code

This field displays the tax group assigned to thecic line item. To modify the tax code, select& Tax
Code option from the Zoom picker window.
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Invoice Tax Adjustments
&

Use the UEB Uy icon on the toolbar to access the Tax Summaryescrehis screen program is used to adjust

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

#& Zoom mtax g@@

File
Té&x SUMMARY

Code Rate Aoct et Amt T &% Amaunt Frazen

MOT & Q.00 E38R00000 3A7E0.00 0.00 M

kINGCO 1.30 E38R00000 BO00.00 FRO0M

SEACTY 210 E38R00000 BO00.00 48600 M

[G aF. ] [[:1 Cancel ]

4R

Enter net amount

It contains the following fields:

Code

This field holds the tax group codes that pertaithts invoice. You cannot change the codes herteydu can
add new tax group codes that you want to assigimganvoice.

Rate

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

Acct

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

Net Amt

The net amount is the amount of the invoice bedixgd at this rate. You can modify this amount aslad.

Tax Amount

Tax amount is automatically calculated based om#teamount and the tax rate. You can overridedheulated
tax amount, and you must set the Frozen field to dtder to keep this amount from being recalcdate
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Frozen

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

@

You can also click on th | 3 Codes

than the invoice as a whole.

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

#& Extension taxcd

LG A -
‘OB OUihBRE! @O

T aw Adjustrment

Item Code: |12104
Line &mount B000.00 |

Tax Code: |5E-§‘--|-_><_ 'E_J_E
T

Taw Expenze Amount: - |
Freeze Tax Expense: :@

[ ak. ] [r:{liancel ]

R

Enter [v] to no recalculate the tax expense amount,

Adjusting Landed Cost and Vendors on AP Invoices

In the example below notice that the PO receiptiudls merchandise and costs for duty and freigttherscreen.
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# Update A/P Invoices |Z|@|E

File Edit wiew Mavigation Tools Actions Options Help

O OUDLEEA HRB BOOLD 00
ad 4 N £ O @
i o o o o

i Batch Options PO Accts  TaxCodes  Tas Surmary  Addl Vendor Costs

A 6090 O 0 &

Find Frey Mest Add Update Delete  Browse

Acctlate: :52:"1-1.-"2-61T:I—EE] I Dioe Mo |:|
P.0. No.: [ 1551 ] P.O. Date: D2/11/2010 |
I, ND:5554E§§E ! Currency: I@J [eve. Drate: I_Im
Dest - | | Statusz: |—|
Vendor: | 123457 @& [CHAMPION | PaTo ATl |
Tems: € (S]] [NET PAYMENT 15DAYS | FOB: DESTINATION |
PayOr:|02/26/20010 @@ Due |02/26/2010 @@  Disc: |02/11/2010 3| Disc: | 0.000]

Mise.: | 0.00| Freigh:|  0.00]
Taw Tat: | EI.EIEI| Imwaice Total: |—1E_F"_ETZI_EIEI_|
[tem Code (|5 Gty Tred Cogt Price Met drmount
12104 Ea 02/1/2010 [ 1000000 E.0000; EO00.00
12112 E4 024112010 | 1000.000 12,0000, 12000.00
DuTY E4 024142010 | 1.000) 1260.0000] 126000
FREIGHT E4 024142010 | 1.000) &00. 0000, &00.00]

| Iﬁi".cct: | i Dept: | | Tax Code; ’—|

& ok | [igcance | [@FDetal |

OYE,

Enter brief details of invoice.

If all the costs are to be paid to the vendor tineipase order was issued to, simply enter the vé&ndo
invoice number and invoice date and then run tlitteaed post program to create an open AP itemher t
entire cost to the one vendor. If however the castdrom different vendors the process is differes-
ing the example above let's assume that the freigttduty were not charged by Champion Inc. You
must enter the detail section of the screen aral @atrthese costs.
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# Update A/P Invoices =13
File Edit Wiew Mavigation Tools Actions Options Help

OB JWihBPE} BaH B00ED 90

T & & & &

© Batch Option: PO Accts TaxCodes  TawSummary  AddlVendor Costs

A GO0 O 9 &

Find Prey Mest Add Update Delete  Browse

AcetDate: |02/11/2010 fud| v DocMa:| |
P.0. No.:[1557 ] P.O. Date: 02/11/2010 |
[, ND.:'i_EE_EiiE_E_EE | Currency: ;_LI_S[EJ I, Date: Lmi
Desc.: | i i | Status: |_ [
Vendor: | 123457 %] CHAMPION | PaTolaTlz |
Tems: [C 5| [NETPAYMENT 16 DAYS ] FO: [DESTINATION.
Pay Or:[02/26/2010 34| Duer |02/26/2010 04| Disc: |D2/11/2000 £E4|  Disci|  0.000]
Misc. | 0.00| Freight|  0.00]
Taw Tat:| 0.00/ Iveice Total: | 18_DD_D_DD_|
: I.te_mau_;le LIM"I [ty Ireed Cozt Price Met Aot e
12104 EA 02/11/2010 1000.000 £.0000 £000.00
12112 EA 02/11/2010 1000.000 12.0000 12000.00 i
DUTY EA 02/11/2010 1.000 0,000 0.00
FREIGHT EA  02/11/2010 1.000 0.0000 0.00 >

| \Acct:| 201500000 Dept: (000 | Tax Code: [NOTAX |

[ QK ] [l:f Cancel ] [EHeader ]

YR,

Enter the cost,

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

Now the invoice from the vendor that needs to bd fm the freight and duty is received. Again @gin
the Update AP invoices program, enter the purcbeder number, vendor invoice number, and vendor
invoice date. The vendor code field is a no erigfgdfand will display the vendor code that the hase
order was issued to. To change this code to thedorendor code, click on tieddl Vendor Costsicon
on the toolbar and you will receive this warningssege:
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Warning .. EX

Thiz button should only be uzed ta enter

ifvoices for costs associated with the PO

that are for vendaors ather than the vendar

the PO was issued to.

R,

Select Yes to continue and enter the correct veocdde. When the edit and post are run, an openeXPwill be
created for freight and duty for the vendor codiied. In this example below the duty is beingeased to $1,500
because that is what is on the vendor’s invoicew IHos variance is handled from an accounting petipe is dis-
cussed in the section titled Landed Cost Variances.

# Update A/P Invoices

File Edit “iew MNavigation Tools Actions Options Help

OB O HihRIE! AR B00ED 00
e e o S

¢ Baich Optionz: PO Accts  TaxCodes TawSummary  Addl Wendor Costs

A 09O 0 ® @ &

Find Prey Next add  [pdate Delete Browse

AcctDate: 024112010 fE£5 |
P.0. Moo | 1551 e | ;
I, No.:'!_4_5_§ii55 | Currency: I@ Inw. Date:
Desc. | | Status:
Wendor: | CANON A |CaNOM U.5.AINC. | PayTolaTlz |
Tems: & % |MET P&YMEMT 30 DaYS | FOB: [DESTIMATION
PayOr:[0313/2000  [fd|  Due [03413/2010 B¥H|  Dise: (0247172000 ki Disc%:|  0.000]
Misc.: | 0.00] Freight: |
Tawm Tot: | 0.00| Insoice Total: |72_DI:EI_EIEI—I
[ -I-te_maae LIk | Gty Invd Cost Price Met Armount
ouTY Ef 02411/2010 | 1.000 SO0 00004 1500.00
FREIGHT E& 02412000 | 1.000 500.0000, 500.00

[@ 0k ] [g:_{ Cancel J [E Header

R

Enter the cost.
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You can also process invoices for landed costeihalors other than the vendor the merchandise vagsest from
prior to receiving the purchase order using thagpam.

When you enter the Update AP Invoices programkdait theAddl Vendor CostsiconBEFORE you enter the
purchase order number. When the purchase orderenimthen entered, only the landed cost detaildigplay.

If you have received the purchase order and haveeneived the invoice from the vendor the mercismdias
purchased from but need to process purchase drderdanded cost vendors do the following in thedde AP
Invoice program.

ogkrwbrE

Click onAddl Vendor Costsicon.

Enter the PO number.

Change vendor code to correct vendor.

Ctrl TAB to detail and zero out both cost and gitgrior merchandise.
Change landed costs as necessary.

Run edit and post programs.

Print Invoice Edit List and Post Invoices

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

Note

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

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

If the A/P account number and cash account numigenat found in the vendor information, they wiél Bssigned
values from purchasing defaults.

Here is how the different departments are used:

Freight and miscellaneous charges are posted wegh@tment associated with the purchase order.
Expenses are posted to the department for thd tietathat the expense is associated with.
Inventory is posted to the department for the tiéite the item is associated with.

Cash is posted to the department of the vendahécash account.

Accounts Payable is posted to the department ofeéhédor for the accounts payable account.

See the following pages for examples of the repgeteerated with these two options.
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Print Invoices Edit List

& Print Invoices Edit List

File Mavigate Help
O & < @ @ =
i : . - . -
SO Quit  Start of file Previouz page  Mestpage Endof file | About
i A|
Date: O0Z711/2010 Print Inwvoices Edit List
Time: 13:47:0Z2 ARC DISTREIEBUTION Page: 1
Invoice Doc. No.: 3282 Invw_ f#: 12331312 Invoice Date: QZ/0Z/7Z010
P.O. Doc_ No.: 1541 P.O_#: 1541 P.O. Date: ODZ/0272010
Tendor: 123457 - CHAMPION
Aeoect'g Date: 0270252010
Description: Pay-To: ATL1
Item Code Warehouse Ot Price Tax Amount
1E11& SEATTLE 1.000 15_ 0000 o.ao 1&5._00
E0lE00000 100 AP HOLDIMNG ACCOUNT 1L.00 DB
———————————————————— Inwvoice Totals —————-—-—-——————-—o—m——o——oo=
EOOOOOOO0. 000 ACCOUNTS PATAELE 15.00 CR
< | >

Post Invoice

When you run this option, an entry is made intoG@heactivity tables and an open AP item is createdhe ven-
dor’s account This posting is the last step inghechasing process.

Update Landed Cost Variances- Posting to GL

This program is option (I) on the PO maintenancaumé@nce all costs for a purchase order have been
recorded, if there were any variances in costs éetvihe time the estimated costs were initiallgera

when the purchase order was entered and when ipessd to AP, these variances can be found here. |
the example below, the estimated freight cost vtherpurchase order was entered was $300.00 but when
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the invoice from the vendor was received and pastekP the freight cost was for $500.00. This czdat
a freight variance of $(200.00).

# Update Landed Cost B@IE

File Edit “iew MNavigation Tools Actions Help
RO ML=A VX
46 9 0

= Find Prevy HMest Update Browse

0045 60

Purchass Order Document: | E45| Estimated Cost: | 300.00]

]
Category: [FREIGHT | Received Cost: SUD.DDE
Wariance Account; | Invaiced Cost: ‘ 500.00
OK ta Past: M| Fosted: E Waiiance: | _250061
Line Iterm Desenption L@ Est Cost Recw Cost I Cost “anance Ord Gty Fecy Oty
112104 |SCM A SERIES MULSTRIKE 240,39 240,39 400.65 16026 100.000; 100.000
212112 SCM & SERIES CVR-UP TAPE 5461 5961 93.35 -3974 200,000 200,000
20f2

VIEW Detal |

OWR:

When you are ready to post the variance to youegtedger, set the OK to Post flag to Y and hen t
edit and post landed cost variances programs.

9 Post Landed Cost Variances
File MNavigate Help

‘® @002 <

-~
Posting Ssquence: 100
Order Category Received Cost Invoiced Cost WVariance
540 DUTY 200.00 100.00 100,00 ¥
Acet: z0OLS00000-000 100.00 DB Acet: £20000000-000 100.00 CR
Ga4 DUTY 20.00 50.00 z0.00 ¥ —
Acct: 720000000-000 20,00 DE  Accc: 5Z0000000-000 20.00 CR
645 FREIGHT 240.39 400.65 160,26 ¥
Acet: SZ0000000-000 160.26 DB Acct: 201500000-000 1l60.26 CR
548 FREIGHT 53.61 9535 as. 74 ¥
Acect: 520000000-000 35.74 DE  Accc: 201500000-000 35.74 CR
***** End of report. No errors detected
»

126 PO Maintenance



Fitrix Purchasing User Guide

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

Receive and post PO:

Debit Inventory $ 4675
Credit AP Holding 4675

Post purchase order to AP:

Debit AP Holding $ 4875
Credit AP 4875

Post landed cost variance:

Debit Variance Account $ 200
Credit AP Holding 200

You can view the landed cost detail in the Updatelrase Orders program by clicking on the Landed
Cost icon. This way you will always know what adutiial costs were associated with your purchase or-
ders.

¢ Add on detail lecsumm
File Edit Mavigation Help

i- Category -."Estimated Ciost il Alloc tethod i-’aliance Acct 0 Feceived Cost m]nvoiced Cost
DUTY E] TEO0 Cost 520000000 75.00 75.00
FREIGHT 300,00 Weight 520000000 300.00 500,00

& ok | [fcancel | (R petal |

OWR,

Enter Category
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Processing Merchandise Returns to Vendors

Entering Vendor Returns

(menu option 4-1-2-a)

# Update Purchase Orders
File Edit Wiew MNavigation Tools Actions Options Help

OB ¢ 4 RE H R A B B B O © & D

Quit’ Print | OK Cancel Cut Copy Paste Zoom | Mates UFields ToDg | ViewDetal NestPage Previous Page Insert How Delets Raw | Technical status  Help

S 8 2 2 © 88 ©

= o
Detalls: Status Summary Defaulte Vendor FPapto. Print  Landed Cost

4 090 0 0 & I

Find Prew MNest Add Update Delete Browse Options

Type: | Wendor, 123457 | |CHAMPION |
: = Status _A_ET | PO MNo: (1627 | Doc.Mo: | 152?|
Stage:[REC | PO Date [01/12/2010 24 Requied Date: [MA2/2000 ]
Terms Code: |_E Ca | Temns Description | |
Buyer: iE.aTH‘u-’— Retun Reaszon @.&M_AETED_| Ship Via: |BE_S-T\:\:’AY-7| Order Total: %ﬁﬁﬂ_ﬂi
Wiarehouse: [MIEM] | Diiginal PO Murber: [ 1526 .| FOB: [DESTINATION |
Corfirmed To: |—| Refer || Cumency USD |
Cust Dioc Mo |—| Orig Cusgt Doc Mo I:|
Confirm Date: |—|1!5| On Board D ate: ’ﬂl Multiple Orders: ‘N_\
Contract: | ] Contact Mame: | ] Container. | ]
! N Ln | Typ Stg | Item Code FU | Cuantity Coszt Net Amount Feturn Reasar
! 1/5TK REC 12104 Ea | 10.0000 6.0000 E0.00 DAMAGED
] | |
Description; [SCM A SERIES MULSTRIKE Il |
G/l Aceount [ 120000000] (000 |
19 of 20

OVR

When entering vendor returns the order type usedldibe RET. This order type creates a “negativetpase
order. Other changes to the Update Purchase Qeomarsprogram for vendor returns include the foifmy

Return Reason- enter the reason you are returning the merchartdithe vendor. To add additional information
about the return use Order Notes. You can enté&rdiit return reasons at the line item level shehdy differ from
the return reason entered in the header sectitrecfcreen.
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Original PO Number — entry here is optional. If you want to referetioe original PO number you can enter it here
and the detail lines will automatically populatdiwihe items on the original PO and the quantityistinventory

from the PO. For example, if there was a quantity@®on the original PO but 3 have since been ghilguantity

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

If you do not enter an original PO number and mip@ater the line items the program will checksige what is
available for return. For example, if you try tawe 10 of an item and there are only 7 availalole will receive
this message “Return Quantity Decreased to theldbai Inventory Quantity” and the quantity will beduced to 3.
If there are none available you will receive thisssage “There Is No Available Inventory of thisriteo Return”.

Print Vendor Returns
(menu option 4-1-2-b)

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

Update Vendor Returns
(menu path 4-1-2-f)

This program works exactly like the Update Receiptsgrams but is used only for vendor returns. $imepter the
vendor return number (or zoom to find) and autenexif everything is being returned or manuallyeerthe quan-
tity being returned.

# Update Vendor Returns A=1E3
File Edit Wiew MNavigation Tools Actions Help

OB G YEREQ BB HO0ED 0O

A 600 O 0 &

© Find Prevw Mext Add Update Delete Browse

Diate: -D1-a_’12.f2EI1D F:;'H' Reference: ' Feceipt Mo . ?8?|
PO Moz 1527 - | warehause: MIAMI Auto Rud?: [
Vendor. 123457 ] |CHAMPION | st
| Item Code Llnilm [ty Espected [ty Retirned Landed Cost Extended Cost
| 12104 Es, 10.000 10.000 E.0000 B0.00
Desc: | I i

. (New Document)

|| batch

LS
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If your warehouse is location controlled or thenites serial or lot number controlled this screel eis-
play for you to enter the bin, serial, or lot numlmdormation. In this example the warehouse istam
controlled so you need to enter the bin(s) the itebeing removed from.

# Add on detail srle =13
File Edit Mavigation Help

oLV i} LHT0VQOED 00

Item Code: [‘I 2104 | ‘ Quantity: |_ _‘I-D_D-D:
Bin Location Lat Murnber Serial Mumber On Hand Committed Available Quantity
Al | 343.000 0.000 343.000 10.000
Y|
’@ QK ] [ni{ Cancel ]

VR
Enter the hin_lacation of this transaction

Edit and Post Vendor Returns

(menu options 4-1-2-g and h)

The next step in the return process is to run tlittaed post programs. When the return is postedah
lowing takes place:

Quantity on hand will be reduced
GL entry is:

Debit AP Holding
Credit Inventory

Process Vendor Return Through to AP

(menu option 4-1-2-i)
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Use the Update AP Invoices program to enter inféionaabout the debit memo to your vendor. A ven-
dor return is processed exactly like any AP invpyai simply enter a debit memo number and debit
memo date.

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

Debit AP
Credit AP Holding
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Chapter 6

Requisitions

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

For reference purposes, we will take each opticorder and describe the following:

*General description of what the option is used for
*Show the input screen or report for the option

*For input screens, describe each field on the acree
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Requisitions menu

The Requisitions menu option is the first optiontlee Purchasing main menu. As a buyer for your Gmwor just

an employee wanting to acquire some goods, yothgseptions under the Requisitions menu to cregidate, and
print requisitions.

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

You can also create requisitions for items thatosr&ackorder for sales orders generated in OrdeyE

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

1 Requisitions

a Update Reguisitions

e | (@

b Print Reguisitions

[l

E ¢ AssignWendors
d Create PO from Requisitions

e Print OE Item Reguests

B I @

=, T Create OJE Requisitions

o Exit
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Update Requisitions

You use this screen program to enter and updatesiggns. The header section contains generatimétion about
the requisition and the detail section is for yoehter the items you are requesting.

# Update Requisitions |Z@|@

File Edit ‘iew Mavigation Tools Actions Help
OB O W BhE B K H B B i V] ] & ) ) o9
“ Quit Print | 0K Cancel Cut Copy ste Zoom | Motes UFields ToDo | “iewDetal MestFage PieviousPage InsertRow  Delste Fow | Technical status Help

A 0 P9 0 O ®

© Find Prev Mest Add Update Delete Browse

Requestor:  [WHMGR =]  |JOHN BENNINGTON | stieTe a]
Authorization: |- ' Required Date: ' 10 _ISI-H|
Order Doc Mo: | h |
Order Moy | | Fequest Date: | 02/12/2010 Il;{il
Req Doc Number: | 224 Type: HE-G| Status: IF!EQ |
Ln Type i -Stg Item R - L Quantity ) Fief No.
[ Ew rEq | 1008 T [ea 1.000] |

(New Document)

OVR

Purchase Requisition screen—header

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

This field contains the ShipTo Warehouse code #titig where you want to ship the items you are rinde
You set up warehouse codes with the Update Warehoegnitions program. You can also enter a warshou
code when defining a requestor so this field ipanatically filled in when you enter your requestode. The
following properties apply to this field:

Authorization
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This field holds the code for an authorized appro@ance authorized or approved, the requisitidndked and
toy can create a purchase order from the requisiblo update of the requisition is allowed oncéhatized.

Required Date

Enter the date you require the item(s).

Order Doc No.

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

Order No

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

Request Date

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

Req Doc No.

A unique document number is assigned by the system.

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

Status

Requisition status field holds system assignedistadde that reflects the lowest line item stage &g. in the
detail section). The system updates the requis#iatus when you save a document.

Purchase Requisition screen—detalil

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

Ln

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

Type

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

CAN—Cancels that line of the requisition.

CAP—Capital purchases.
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NON—Non-stock keeping items, items you sell but dostotk.
STK—Stock items, merchandise that you purchase amd o resale.
STN—Stock treated as non-stock.

SUP—Supplies.

Stg

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

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

AUT —Authorized requisition awaiting vendor assignmemdl transfer to purchase order. Only an autho-
rized approver can modify at this stage.

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

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

CAN—Line item has been cancelled.

Iltem
Enter the item code of item you are requesting.

* Zoom to select from current list of stock or nooestitems.

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

Quantity

This is the number of items in purchasing unit$ jfwa want to order.

Ref No.

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

Print Requisitions

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

This option displays a prompt to see if you wolilté lto print specific requisitions. If you enterfar Yes, the sys-
tem will return the following selection criteriarsen:
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& Select g@

File
: Q

Selection Critena

FRequest Mo | |

Fequest Code:

Fequest Status:

| |
| |
Aptharization Code: | |
| |
| |

Bill to ' arehouze:;

Ship to Warehouse:

[a ].4 ] [Q:{ Cancel ]

R

Enter Request Mumber,

This screen allows you to select specific requisgito be printed. Below is a sample of the report:
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# Print Requisitions
File Mavigate Help

‘9 @ <) © © &

© Ouit  Startof file  Previous page Mestpage Endoffile  About

Date: 0271z /FE010 Print Regquisitions

Time: 10:33:15 ARC DISTREIEBUTION Page: 1

Bequest MNunmber : ZZ8 Document No - 228
Date » OzFlzgZ0lo Date PBequired - 021572010
Code : WHMEZE JOHMN BENHNINGTOM Aduth Code -
Btatu=s : REQ P.0O. Type : REG

EBill To:

Zhip To: SEATTLE

Line Type Line Stage Item Code Beference MNumher Order Quantity
Description
2TE REQ 1aos 1.00
EEYTEOARD

< | |

Assign Vendors

You use this program to authorize the requisitind assign a vendor. You must assign a vendor bafoegquisition
can be transferred to a P.O.

This option returns the Assign Vendor to Requettts screen.
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# Assign Vendors

File Edit “iew Mavigation Tools Actions Options Help

OB U UEEER AR @0
e

A G 990 0 9 .

Find Prev MNest Add lUpdate Delete Browse

endor Code: | 123457 | [CHAMPION

Altharization: |

Lire Mumnber: | 1|
Document Mumber; | -228|
Order Nu:u:[ B B
Fequest Code; .WIjMGFE
tern Code: [1006 |[KEvBOARD ]
|

1of1

(B

Use the Find command to select the requisition o@at number. Assign a vendor and authorize theisitigun for
each line item. Enter information in the followifiglds:

Vendor Code

This field accepts a vendor code which assignswbadlor to the line item in the lower portion oéthcreen.

This value will initially default to the primary welor found in the item’s catalog .Zoom from thisldi will dis-
play all vendors that have the item in their vencitalog. If the item is not in a vendor cataldgyendor codes
will display. When one is selected, you will be ited to enter the item cost that will be usedhengurchase
order. There will also be a record inserted inwandor catalog for this item and cost.

Authorization

This field accepts the code for an authorized apgdl' he authorizer must have an approval levdidrighan
that of the original requestor. Once authorized,rédquisition line item is locked and you can tfang to a PO.
No update of the requisition is allowed after auitstion.
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Create PO from Requisition

S

As stated in the screen above, this program seddictequisition lines that are approved and Haeen assigned a
vendor. The program creates purchase orders byriisgithese requisition line items to purchase irttased on

the vendor.

You can narrow down which requisitions create pasehorders by entering values into the selectiberier screen.

& Select req_sel
File

Requizition Selection Criteria

|tem Code:

W arehouze;

Request Do Mo

Yendor Code:

Feference Mo

Authorization Code:;

Cuztorner Order Ma.:

1

[G QK. ] [[:1 Cancel

]

Enter Request Mumber,

R

This program prints a report showing all the pusgharders created.
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# Create PO from Requisitions

File MNavigate Help

Q0 <) © 2 <

Ot Start of file  Previous page Mest page  End of file Aot

Date: O0Z/1Z72Z010
Time: 10:39:53

Create Purchase Orders

ARC DISTEIEUTION

Juantity Pequest Peference MNo. Author
loo0s 1.000 zz8 OEMGE
Total: 1.000

L5 | L)

The next two menu options (1-e and 1-f) relatddms that need to be purchased due to backord=atedrfrom
Order Entry.

Print O/E Item Requests

Use this program to print a listing of all the badered line items from sales orders entered vieOEntry. If you

want to create a requisition for one specific cosporder, enter this order number in the seleatigeria screen
shown here:

142

# Query ord_sel [Z [B]X]
File Edit Help
O VX SRR =

Customer Order Mo || |

[ ak. J [P:f Cancel ]

R
Enter custormer order number.
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Here is a sample of the report that is generated.

& Print O/E Item Requests :EIEI

File Mavigate Help

9 & o ] D | &

© Ouit  Startof file  Previous page MWestpage Endoffile  About

[[>

Date: Q0Z51Z7Z2010 0fE Ttem Becuest Report

OE Doc No: 3751

Customer: 12 CLASSIC PARTS UNLIMITED LLCINC
Line Item Code Quantity TMarshousea
1 o0z l.00 MIAMI
4 ¥ v

Create O/E Requisitions

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

After you create the requisition, the requisitimtdment number is recorded in the Backorder Relfi fivhich is
on the Customer Orders screen. This cross refesgheeébackordered item to its requisition.

Here is an example of the report generated.
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& Create O/E Requisitions

- D)X
File Mavigate Help

9 @ 9 © @ | &

© Ouit  Startof file  Previous page MWestpage Endoffile  About

et
Date: Q0Z51Z7Z2010 07E Ttem Create Requisition
OE Doc Mo: 2751
Customer: 12 CLASSIC PARTS UMLIMITED' LLCINC Bedg No ZZ9
Line Item Code Quantity TMarshousea
1 laoz 1.00 MIAMI
< IR

In the example above requisition number 229 has besated. Next steps will be to assign a vendiprave the
requisition, and create a purchase order.
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The PO Reports option is the third option on thecRasing main menu. The options on this menu aed tsgen-
erate reports pertaining to your purchasing sysfdns chapter contains descriptions of the repamts examples of
what they look like.

& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser
File View Execute Settings Help

del=EgME

o

fl @id 4 Purchase Management

31

.2 \temMﬁ_ 1 Pur’chzm .I :
3 Bales 5 2 Repletps 1 RequidETe Reports o}
! @ Copyright 2007

4 Purchz'ﬂ_ Exit :@ 2 POMAES 3 OrderSurmmany Fourth Genaration

. o Softwara Solutions, |nc.
5 Production Managemﬁ 3 po Ré b Order Detail

- e = 4 Setup =) ¢ Goods Received by GIL Code
B 7 Gehera\IAdm\ms'lrétitﬂ Evit

EoDERE

]

: : &} d Price Change
ﬂ B ) e Direct Ship Status

f Purchase Jourmal

E‘ g Purchase Replenishment Advice

9] Esit

[ state idle

PO Reports—Order Summary

The first three report options are under Order Samrfoption 3-a).

=3 Order Summary by PO Num
h Order Summary by Buyer

Eq‘ ¢ Order Summan by Yendor

o] Exit
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When you execute these options, this selectioar@iscreen displays

#% Select ordr_sel [EE

File
: @

Order Selection Critena

YWendor Code:;

Yendar Mame:

Buper Code:;
Warehouze;
Purchaze Order Mo

|
]
[ ]
|
Docurnent Mo.: I:l
Required D ate:
PO Type: I:l
PO Status: I:I
PO Stage: I:I

[Q Ok l [t_:{ Cancel ]

R
Enter vendor code.

The programs that generate these summary repodtsli of the open purchase orders. The reporta she PO
number, PO date, vendor code and name, buyer andeghe remaining value, which is amount you oveevéndor
from that PO Examples of these reports are showth@next few pages.
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Order Summary by PO Number

R
#& Order Summary by PO Num =13
File Mavigate Help
Q9 @ <] (> D>} =
SO Quit  Start of file Previouz page  Mestpage Endof file | About
~
I
Date: 0271272010 Order Summary By PO Numbher
Time: 10:E&8:1%7 ABC DISTEIEUTION Page: 1
P.O. Moo Date Buyer Net Lmount
1112 0825/ 2008 o.ao
Vendor: INGERE: -
140z 102372009 zl.00
Vendor: 1EZ34E57 - CHAMPION
1403 &._00
Vendor: 1Z34E57 - CHAMPION
14095 1027 /8009 20.00
Vendor: 123457 - CHAMPION
1410 10272009 21&.00
Vendor: 5CHM - SMITH-CORONA CORP.
1411 102772009 1.500.00
Vendor: 1EZ34E57 - CHAMPION
1414 1027 009 EgZ._00
Vendor: 1Z34E57 - CHAMPION
1415 &_ 00
Sl ! 2ol
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Order Summary by Buyer

4 Order Summary by Buyer
File Mavigate Help

90 & 9 @ D | <

© Ouit  Startoffile Previous page MWestpage Endoffile  About

F

Date: 0Z/71lz7E010 Order Summary By Buyer
Time: 10:59:E0 ARC DISTRIEBUTION Page: 1
P.0O. Mo Date Buyer Net Amount
1023 a7 sle/e00s CATHY 1,500.00

Vendor: 123457 - CHAMPION INC
1104 05,04/20058 CATHY 3,750.00

Vendor: GURLEY - GURLEY
1108 02,058 /2008 CATHY Z2,270.00

Vendor: 123457 - GENERAL MOTORS CORP
< b IE
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Order Summary by Vendor

48 Order Summary by VYendor B@@

File Mavigate Help

9 @ O © © <

Cuit  Start of file  Previouz page Mext page Endof file Aot

A.
A A AR
Date: 0271272010 Order Summary By Vendor
Time: 11:00:3& ARC DISTRIEUTION Page: 1
P_.0O. Mo Date Buyer Net Amount
140E 102320039 zl.00

Vendor: 123457 - CHAMPION
1403 &. 00
Vendor: 123457 - CHAMPION
1402 10787/ 2005 30.00
Vendor: 123457 - CHAMPION
1411 1027 /72003 1,500.00
Vendor: 123457 - CHAMPION
1414 10727520039 EgE.00
Vendor: 123457 - CHAMPION
< 3@
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PO Reports—Order Detall

This is the second menu option, Order Detail (ap8eb), also gives a submenu.

b Order Detail

a Order Detail by PO Mum
b Crder Detail by Buyer

¢ Order Detail by Yendor

d Order Detail by tem Code

e Order Detail by GIL Code

& B B B B e

Exit

These options print more detailed reports sorteB®ynumber, buyer code, vendor code, item caukps G/L
code.

When you execute any of these print options, thiscdion criteria screen displays:

#5 Select ordr_sel |: EI@
File

@

Order Selection Critena

YWendor Code:;

Yendar Mame:

Buper Code:;
Warehouze;

Purchaze Order Mo
Document Mo

||

|

|

|

]
Required D ate:

[

[

[ ]

PO Type:
PO Stabus:
PO Stage:

[@ Ok l [t_:{ Cancel ]

R
Enter vendor code.

When you choose from these order detail reporboptithe program gathers all the open purchasesotiolat meet
the criteria you select and displays the detaitsutlbach PO In addition to the details you get withOrder Sum-
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mary options, you also get the document numbegreate number, required date for the items, shipai@house,
and details of items ordered. Examples of theserteare on the following pages.

Order Detail by PO Number

# Order Detail by PO Num

File Mavigate Help

‘@ <) © © &

© Ouit  Startoffile  Previous page Mestpage Endoffile  About

| >

Date: 0271z /FEZ010 Order Detail By PO Mumber
Time: 11:04:52 ARC DISTREIEBUTION Page: 1

Vendor Code: 123457 — CHAMPION INC

P.0O. Mo : 1E4z P.O. Date : O0Z/03/2010 Doc.MNo.: 1542
Reference Bequired by: 0Z/03/72Z010 TThse : SEATTLE
Type : BET Status : ACT Stage - HLD
Buyer : CATHY
Ttem Code/Description T Oty Bemaining Cost Price Extension
1z104 EA 1.000 . 0000 &_00
SCM A SERIES MULSTRIEE Type: 35THE Stage: ORD
1211E EA 1.000 15. 0000 15_00
SCM A SERIES CWE-UP TAFE Type: S5TH Stage: ORD
Total Walues 2100
< | e
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Order Detall by Buyer

# Order Detail by Buyer =3

File Mavigate Help

‘@

© Quit

<

Start of file Prewvious page  Mest page  End of file

() ~i

Ahout

Date: 0271252010

Time: 11:05:42%

Vendor Code:

P.0O. Mo 154F
Eeference

Type BET
Buyer CATHY

Ttem Code/Description
1104

SCM A SERIES MULESTERIKE
12112

SZCM A4 SERIES CYR-TUF TAFE

Order Detail By Buyer

ARC DISTEIEBUTION

123457 — CHAMPION INC

P.0. Date :
Bequired by:

Status =

Oty Bemaining

1.000
Type: BTHE Stage
1.000
Type: &THE Stage
Total

Q20372010 Doc_ Mo, :

Q70352010 Thse

ACT Stage

Cost Price
. 0000

: ORD
15. 0000

. ORD

Talue

[ »

1542
SEATTLE

Extension
&_ 00
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Order Detall by Vendor

# Order Detail by Vendor

File Mavigate Helg

o © 0 o o =
Quit  Start of file  Previous page Mest page Endof file  About

Date: 02712/ 2010 Order Detail By Wendor
Time: 11:0&:40 ARC DISTREIEUTION Pags: 1

Vendor Code: 123457 - CHAMPION INC

P.O. Ho. S I e P.O. Date : O0Z/ 0372010 Doc.MNo.: 154E
Beference Bequired by: O02/037Z010 Th=se : SEATTLE
Type - RET Status : ACT Stage : HLD
Buyer : CATHY
Item Code/Description m Oty Pemainirg Cost Price Extension
12104 EA 1._000 & . 0000 &. 00
5CM A SERIES MULSTRIEE Type: S5TE Stage: ORD
12112 E&L 1._000 15. 0000 15.00
S5CM A SERIES CWE-UP TAPE Type: S5TE Stage: ORD
Total Walue £1.00
< | 3

[ »
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Order Detall by Item Code

# Order Detail by Iltem Code

File Mavigate Help

‘@

© Quit

<

Start of file Prewvious page  Mest page  End of file

@ © <

Ahout

=13

DE£1Z 42010
11:07:1%

Item Code: 100&
P.O. Mo, Date
15L&z

Item Code: 12104

P.O. Ho.
1542

Tawmdmwr -

4

Total: 100&

0Zs1272010 STE ORD
Tendor: 123457 - CHAMPION

Dz/0Z/2010 STE O0RD
153467 — CHAMDTAN TR

Type Stage

Order Detail by Item Code
ARC DISTREIEBUTION

Type Stage Ouantity

1000

Description: 2CM A SERIES MULSTRIEE

-~
Page: 1
Price Extension
10. 0000 10.00
10.00
Price Extension
&._ 0000 &_00
¥

Order Detail by G/L Code

When you select this report option, the followimdegtion criteria screen is returned.
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48 Select sel_scr B@
File
: O

Order Selection Critena

e [
Department; I:I

Purchasze Order Mo |
Yendor Code: | |
|

Yendar Mame

[a Ok l [t_:{ Cancel ]

R
Enter General Ledger Code.

Enter selection criteria to narrow down the nundifezntries on the report or to select specific goaf entries.
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# Order Detail by G/L Code

File Mavigate Help

‘9 @ <) © © &

© Ouit  Startof file  Previous page Mestpage Endoffile  About

]
Date: 0ZF71Z7Z2010 Order Detail by G/L Code
Time: 11l:08::28 AEBC DISTEIBUTION Page: 1
GiL Code: 1Z0000000 Department: 000

PO Date Ttem Code Quant ity Price Extension

10726720059 MEGPCES 10.00 E_0o0aa Eo0._00
PO MNo:l404 Vendor: 1E3457 - CHAMPION

107262009 MEGPCES 1.00 l0._ 0000 1o.00
PO No:l40b Vendor: 123457 - CHAMPION

107262009 MEGPCES 1.00 250000 £5.00
PO No:l40s Vendor: 123457 — CHAMPION

1osze/200% MEGPCZE 1.00 EO_0ooo Eo0._oo
PO MNo:1407 Vendor: 1232457 - CHAMPION

1072772009 WALDYTHES 1.00 SE._0000 2z._.00
PO MNo:ld0s Vendor: 123480 - WALEER EXHATET TINC

071772008 12104 ZZ.00 E.01l00 110 22
o We- 10E7 Wawmdar- dNnn - aR©T SITDDTY
& - ! 2

Goods Received by G/L Code

When you run this report option, the following sien criteria screen is returned:
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#%5 Select sel_scr : EI@
File

Good: Recerved Selection Critena
G/L Code:
Department:

D ate Received:

ltemn Code:
Purchiaze Order Ma:

[a Ok l [t_:{ Cancel ]

Jl

% R

Enter GAL Code,

Enter selection criteria to print the amounts oieedtems received, sorted by the G/L account thatreceipts and
amount owed affects.

# Goods Received by G/L Code

File Mavigate Help

Q@ ® < © © o

© Quit  Startoffile  Previous page Mestpage Endoffile | About

s
B Print Goods Received F
Time: 11:10:30 ABC DISTEIEUTION Page: 1
GfL Code: 1z0000000
D =Pl s RBowd Date--Item Code--—-—-—-——-————---— fuantity-—-——-———-—-—-— Cost-—---Net Walue
15E8
ooo 0ls1z/72010 12104 lo.00 . 0000 &0. 00
15E7
ooo 0l/s1z/72010 12104 1000 . 0000 &0. 00
1E5E8
ooo 0ls13/2010 1004-C zo. oo 10.0o00 Z0o. oo
15E8
ooo 0ls13/2010 1004-B zo._oo lo.0ooo Z0o. oo
1E5E8
ooo 0ls12/72010 1004-2 zo. oo 10.aooo0 Z0o. oo
£ I | ]
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Price Change

Use this report (option 3d) to see any purchasererdthere the price on the vendor invoice diffdrech the price
on the purchase order. The variance between th@tiwes is posted to the “difference” account dinde on the
Update Purchasing Defaults screen.

When you execute this program, the following st criteria screen displays.

#%5 Select sel_scr : E|E|
File

@

Frice Changes Selection Cntena

[rvoice/Document Mo ; |:|

[tem Code : |

D ezcription |

[& Ok l [t_:{ Cancel ]

R
Enter Invaice number,

You can select for specific invoices, item codeg] mvoice descriptions, or click OK to selectlalke items where
the price changed.

]

& Price Change
File Mavigate Help

© © 0 © o &

Quit  Start of file  Previous page  Mestpage Endoffile  About

= [EIX

Al
Date: DZ/12/Z010 Price Changes Report .
Time: 11:11:44 ABC DISTRIEUTION Page: 1
Inv Doc No  Line No Item Code Description Oty Inwvoiced 0ld Price New Price Walue
44 1 CHAMPCJT1d4 CHAMPION (R} CJ-14 SPATE PLUG Eo._ooo 0.3700 0.&L00 14.00
153 1 12104 SCM A SERIES MULSTLRIEE 1000000 1z.0000 150000 Z00o. o0
12& 12104 SCM A4 SERIES MULESTERIKEE 1.000 1z.0000 10,0000 -2.00
248 1 12104 SCM A SERIES MULZSTERIKEE i00. o000 1z.0000 o.oooo -lz00.00
z48 1 12104 SCM A SERIES MULSTRIKEE Eoo.ooo 1z.0000 o.nooo —&E500.00
26l L AELEE SCM A SERIES CVR-UP TAPE 1.000 z0.oooo 2E.0000 15.00
£ | (3]s
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Direct Ship Status

This report option lists the current orders thatdirect ship orders (order type = DIR/DRW). Yow ¢gse it to see
where these orders are in the direct ship prodeshe order stage shown on this report.

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

INV —the DIR order has been invoiced and posted towatsgayable.

When you execute this option, the following seletttriteria screen is returned.

#& Select sel_scr
File

F.0. Selection Criteria

Order Stage :
Yendor Code
Wendor Marne
Purchaze Order Mo

Purchaze Doc Mo

Purchaze Date :

Custormer Code
Order Mo

I@ Q. l [[:1 Cancel ]

IR0

O E
Enter document stage [CRDO], [REC], [TMW].

Enter information to specify the direct ship ordgos want to review.

The Order No. field in the selection criteria seréeused to specify sales order numbers from wiidct ship
PO’s were generated.
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gt > —
#& Direct Ship Status =13
File Mavigate Help
9 ® O © ©o =
; -
© Quit | Start of file  Previous page Mestpage Endoffile  About
M
Date: 0271272010 Direct Ship EBtatus Er
Time: 11:16:14 ARC DISTREIEBUTION Page: 1
P.O. MNo.: 1511 P.O. Date: 0170572010 Doc.Mo.: 1511
Vendor Code: 123457 - CHAMPION
Order MNumber: 3IEEL1 Stage: OBD
Customer: 12 - CLASSIC PARTS UNLIMITED LLCINC
ZEZE01 7EZWD CLEARIMG POINT EUSINESS CENTEER
SO0UTH EED , IN 04454
Irate Created: 0170572010 Late Modified:
Ttem Code M Oty Ordered 0Oty Bhipped Cost Price Extension
12104 EA ZEO. 000 0.o0o0 &_00oo 1500000
Eub-Total: l1E00_ 00
Misec: 0.00
Tax: o.oo
Freight : o.ao
4 - Y
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Purchase Journal

This option allows you to print a ledger report\simg the account activity generated from transatim Purchas-
ing. This report shows all the GL debits and cedidrted by the document number assigned to eaaseiction.
You select a date range for which you want to gramisactions for.

#& Purchase Journal |:Ji]®

File Mavigate Help

‘@ <) © © <

© Ouit  Startoffile  Previous page Mestpage Endoffile  About

L
R e R e R R e
Date: OZ71E/2010 Purchasze Journal
Time: 11:18::27 ARC DISTREIEBUTION Page: 1

EBetween 0170172010 and 0271272010
Documnent Late Account Reference
PIT s141 0ls16/2010
Z00000000-100 ACCOUNTE PATAELE 4401E_00 CER
Z01500000-000 AP HOLDIMNG ACCOUNT 44000_00 TE
PIT 379 01/s11/2010
Z00000000-000 ACCOUETS PATAERLE 7EQ0.00 CR
704000000-000 OFFICE SUPPLIES 7L0.00 DE
PO s380 0ls1l1/72010 LESC
EOO0OOOOO-000 ACCOUNTS PATAELE 400.00 CER
T03000000-z00 POSTAGE 400_.00 TDE
PIT s381 011652010
Z00000000-100 ACCOUNTS PATAELE 44015_00 CER
Z01500000-000 AP HOLDIMNG ACCOUNT .00 IE
Z01E00000-000 AP HOLDIMNG ACCOUNT E.00 IE
Z01500000-000 AP HOLDING ACCOUNT 44000_00 DE
& ! )
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Purchase Replenishment Advice

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

Please note that this report is too wide to vieywoif redirect to the screen so your options to wiesventire report
include:

View via PDF

View via Word editor
Export to Excel.

Print in compressed print

PN PE

There are three selection criteria screens:

Screen 1:

(Iﬁ_uryr query QE‘E

T NI T

Selection Criteria
Yendor Code: | |

whareholze Code:; |:|

ltem Code: | |

[’* Ok, J [Q:{I:an-:el ]

R

Enter warehouse code.
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Screen 2:

Enter the most current month/year of usage you teaptint on the report and the 11 months previgage will
also print.

#& Select sel_scr

F.ile
: @

Selection Criteria
End Period: ":| | |

Ia Ok, ] [[:_1 Cancel ]

R
Enter end period.

Screen 3:

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

Print on arder gty far the nest ziz months?

@ Yes J [P:{ Mo ]

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

Item code

Warehouse code

Unit cost charged by primary vendor
Purchase unit of measure

Sales usage per month

Total Usage

Average Usage for 12 months
Available on hand

On order with vendors

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

8 Sl g e Update Database Statistics
6 Production PIBNNING. & 1\ gecurity Reports
7 Gehera\mdm\m'étréti('ﬁ n Purge Acthity

ﬂ Exit [E z Update Batch Information
4 et

&=
]
=
B3 4 Purheps 3 Datalr b Check Database Connections
=]
]

@ 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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Check Database Connections

Note

This function should only be performed by your ystAdministrator. Please contact your Fitrix
Representative for further information.

Check Database Connections (optionS#)ows information about the current users conndotéite database.
There will be one line of information for each usieat is currently connected to the database irfidih@wving
format:

* Session ID

e SQL Statement type - Select/Insert/Update/Delete
» Database name

* Isolation Level

e Error info if any.

Update Database Statistics

Note

This function should only be performed by your ystAdministrator. Please contact your Fitrix
Representative for further information.

Update Database Statistics (option €). Updatemthmal statistics of the database. This is dorieprove per-
formance. This should be performed on a regulaispaspecially after numerous rows of data have beleled to,
or deleted from the database. The user must hBveg2rmission.

Security Reports

This menu option (option m) allows you to printegoort of current security settings (ie- who isatal to do what
with the Fitrix software).

Purge Activity

Purge Activity (option p). This menu option has folowing submenu:
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& Dev 5.30 Database: sample Printers: Lexmark2/Dell Laser
File “iew Execute Settngs Help

JemEg@

(=8l 7 General/Administration

Pl BB o system Administration ' —

el Y b purge Activity : © Copyright 2007
R = pyright 2

4 ?ufcheiﬁ 3 DataliE b Check &) n Merge Customer Activity e Bl s
? P.ruducﬂ Euit & e Update 51 | Print Duplicate Customer Info

[T E RN Secur [ | Werge Ship-To Activity
p Puge S Edt

Exit = : Udate RACR Rfmaion.

4] Bt

7 Generalisdministratic =

SEreopeEp@

=

| Statug Idle: i

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 tleavcode.
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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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Error! Bookmark not
definedSQL Queries

+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 irdétebase
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 wadktvays
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.

SELECT Command

The SELECT statement gets information from thelada. There are only six different clauses thatrobwhich
information this SELECT retrieves. They are calitalises since they describe a part of the oveEIEET com-
mand. Only two of these clauses are required fprS{pL database query. These commands or clauséstadeand
described below.

SELECT: The SELECT clause is the start of all SQL queligis. required for all information retrieval. & used to
tell the system which information categories oldfie—in SQL they are called columns—you want to asce

FROM: The FROM clause is also required for all SQL Ssldt is used to tell the system from which filetable
to take the data.

WHERE: The WHERE clause is optional. It lists the selmttriteria for the Select statement. It allows youde-
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@itabase with these six clauses. In the next aksections we
will cover these commands in more detail.

Using SELECT and FROM

The format for the most basic SQL query is:

SELECT col um-nanes FROM t abl e- nanes
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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 nam@u can use the asterisk (*) to indicate that 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 tahtel, 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.

In response to this query, the system displaysyahees 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 déaknter 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 thelatditanary. 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 tafalefinitions. 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, anpunt + 1 FROM stgactvd
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The result of this query shows the document nuntheramount of the transaction, and that amount + 1

Here is an example of multiplication:

SELECT doc_no, anount, anpunt * .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 combingngohames and literals in calculations.

SELECT doc_no, anount, doc_no + anmpunt, ampunt / 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

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, FitBxsiness uses
a table to store all of the accounting detail frilme General Ledger system. If you want to see tiwes for a par-
ticular original journal, use the following statemte

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 therol
orig_journal contains AP.

In composing this query, you can use any columnenamthe table.
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Relational operators consist of the following:

Symbol Meaning
= Equal To
<> Not Equal To
> Greater Than
< Less Than
>= Greater Than or Equal To
<= Less Than or Equal To

Matching Character Patterns

The keyword MATCHES can be used within the WHER&usE to select rows that contain certain strintepas.

The format is as follows:

WHERE col umm- nanme 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, cavipus query
of the general ledger activity table could haverbstated using the MATCHES keyword like this:

SELECT * FROM stgactvd WHERE orig_j ournal MATCHES " AP"

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 charsacte
? This matches any single character.

[X-Y] This matches the range of characters indidate

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 charactield, 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 department 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.
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SELECT * FROM stgactvd WHERE departnment MATCHES "1[ 1-5]*"

This finds all rows containing department codes tiggyin with the digit 1, followed by the digitslrough 5, and
then followed by any other characters. This doddind 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 tedlected, the data must pass all tests joinedey th
AND clauses.

* OR: Makes the clause less restrictive. To be seletiiedjata only need pass one test or the othersyiihe
tax for the use of AND and OR is:

WHERE col unm_nane rel ational -operator val ue
AND col um_nane rel ati onal - operator val ue

or

WHERE col unm_nane rel ational -operator val ue
OR col unm_nane rel ational - operator val ue

In the next example, the WHERE clause selects g in which the department code begins with tigé d and
whose document number is greater than one hunB@als in which the department code begins with 1vahdse
document number is less than or equal to 100 areatected. Rows in which the document numberaatgr than
one hundred, but in which the department code dotbegin with 1 are also not selected.

SELECT * FROM stgactvd WHERE department MATCHES "1*"
AND doc_no > 100

In the following example, even more documents atecsed. All documents in which the department doeigins
with 1 are selected because they pass the fitstmesddition, all documents with numbers gredtan one hundred
are selected because they pass the second test.

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
OR doc_no > 100

Note

Even though some documents may pass both tesysatbenly selectednce.

Using Multiple ANDs and ORs

You can use AND and OR to join any number of ptsase

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
AND doc_no > 100

AND orig_journal = "AR'

AND anmount > 1000
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Note

Remember: adding multiple AND statements makesestemore and more restrictive; in order to
be selected, the row must meet all of these caiiteri

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 is not used to join separalHBRE clauses or to join values to a single coluname

Correct:

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
OR doc_no > 100

Incorrect:

SELECT. . .
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE department MATCHES "1*"
OR departnment MATCHES "*1"

Incorrect:

SELECT. ..
OR MATCHES "*1"

WHERE Using LIKE

LIKE is a keyword that works almost identicallyMATCHES. The major difference is that it has diéfat wild
cards. Instead of using an asterisk to match ctersg@ percent sign (%) is used. Instead of questiarks to
match a single character, an underscore is used.

SELECT * FROM st gactvd WHERE departnment LIKE "1%

This finds all departments that begin with 1 anelfatlowed by any combination of other charactetKE can only
be used for character columns (letters or digithg values used must be enclosed with quotatioksnar
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WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that yant to select a value between two other values.

SELECT * FROM stgactvd WHERE anmount BETWEEN 10 AND 40
This selects all rows in which the amount colums adaalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shoioweo indicate the second set of values.

Correct:

SELECT * FROM st gactvd WHERE armount BETWEEN 10 AND 40

Incorrect:

SELECT. .. BETWEEN 10 40

You also must show the values in the proper ordér thhe smallest value first. The wrong examplesioet pro-
duce an error message, but no rows are selected.

Correct:

SELECT * FROM st gactvd WHERE armount BETWEEN 10 AND 40

Incorrect:

SELECT. .. BETWEEN 40 AND 10

You can also use BETWEEN to specify a range ofdlatealphanumeric characters.

SELECT * FROM stgactvd WHERE ori g_j ournal
BETWEEN "A" AND "Z"

This query selects all documents with an originarpal code beginning with a capital letter.

WHERE Using IN

Use the keyword IN to compare the value in a colwith a list of possible values. You could do thene thing
using a series of ORs, but IN makes this somewloag rstraight-forward.

The syntax:

WHERE col umm-nane IN (list of values)

Here is an example of selection from a list of juesvalues.

SELECT * FROM st gactvd
WHERE orig_journal IN ("AR',"AP","GI")

This select statement finds any rows which contd) AP, or GJ in the original journal code column.

It is the same as the following SELECT statement:

SELECT * FROM stgactvd WHERE orig_journal = "AR'
OR orig_journal =" AP"
OR orig_journal ="Q"
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You can see the advantage of using the IN keyword.

Matching NULL Values

SQL discriminates between a column filled with sgmor zero and one filled with a NULL value. A aolu with a
NULL value has never had any values entered into fitas had those values removed. Spaces or the xzaio are
not considered NULL.

You may wish to identify the values that are NULhem selecting records. For this purpose, you hawULL
keywords for use with the WHERE clause.

The syntax:

VWHERE col umm_nane 1S NULL

For example:

SELECT * FROM stgactvd WHERE departnment |'S NULL.

This finds all records in the activity table whisve 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 tifving keywords:

« MATCHES
* LIKE

« BETWEEN
« 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 ournal
NOT IN ("AR","AP","QI")

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
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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 claosthat 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 el, table2,...
WHERE t abl el. col unmm- nane=t abl e2. col urm- nane

The WHERE clause causes the SELECT statementumrenly 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 alwaysd®zlibecause when two columns carry matching dathfos
joins, they are named identically. You can see Wwhimlumns need to be joined in the WHERE clausadiing
which columns in the two tables have the same name.

Here is an example of a query that returns a fisnwounts for the individual lines that make upams$action, se-
lected from the general ledger activity table, glavith the corresponding document date and desmnijof the
transaction from the general transaction table.

SELECT stxtranr.doc_no, doc_date, doc_desc, anpunt
FROM st xtranr, stgactvd

VWHERE st xtranr.orig_journal =st gactvd. ori g_j our nal
AND st xtranr.doc_no = stgactvd. doc_no

This selection produces one row for each line Wast entered under the Update General Journal ofgaeh line
contains the document number, the document daeldhcription of the transaction, and the amoustgubfor that
line.

Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is reguiecause
doc_no is used as a column in both tables. Theitetds are identical, but you need to specify i S@ich table
you want to use.

Also notice that we did not have to use the tabimes for doc_date, doc_desc, and amount. Thicauke these
columns only appear in one table or the other.
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Joining More Than Two Tables

You can use any number of tables in a SELECT seénif more tables are used, you simply extendW+ERE
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 peaindi year for the transaction. If you want to séeitiformation
for each of your activity lines, extend your quémyinclude this third table.

SELECT stxtranr.doc_no, doc_date, doc_desc, acct_period, acct_year, anount
FROM st xtranr, stgactvd, stgtranr

VWHERE st xtranr.orig_journal =st gactvd. ori g_j our nal

AND st xtranr.orig_journal =stgtranr.orig_journal

AND st xtranr.doc_no = stgactvd. doc_no

AND st xtranr.doc_no = stgtranr.doc_no

Notice that two new columns have been added: aedbgand acct_year. No tables need to be speddretthese
columns because they occur only in the table stgt@igtranr has been added to the FROM clauseANi2
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 arbitramycsi all tables involved contain the same keys.¥dacould have
just as easily been used. However, this may natydvbe 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 colspetified for the rows selected.
COUNT (*) Counts the number of rows retrieved by the WRiEclause.
MAX (column-name) Finds the maximum value in the colwpecified for the rows selected.
MIN (column-name) Finds the minimum value in the caolspecified for the rows selected.

SUM (column_name) Adds the column specified and tatdits the rows selected.

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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I ncorrect:

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 numfiebtlze total for that document next to it.
You must have a GROUP BY clause for each columected.

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 ottets,
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.

I ncorrect:

SELECT. ..
GROUP BY doc_no

This produces a GROUP BY error because you refeceacct_no in the column selection but did not aejten
the GROUP BY column list.
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Standard Forms

The standard Fitrix products have been designebt& with forms manufactured by the Harland Compdrese
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
AGENG- Invoice Laser
530
4GEN2 Statement Continuous
4GEN7 Statement Laser
4GENS3 Pick Ticket Continuous
4G5§'c\;3_ Pick Ticket Continuous
4GENS Pick Ticket Laser

Standard Forms
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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

Standard Forms
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Appendix B

Glossary

Account: An account is a classifying or summarizing deviteepresents a category of transactions thatsibas
entity has decided to track. All transactions reedrin a journal are subsequently posted to twoare accounts. A
transaction is posted as a debit or credit entgntaccount. The difference between the totallafeddit entries and
the total of all credit entries posted to a sirggeount is referred to as the account’s “balanbegending on the
type of account, an account’s balance is eitheessed or decreased by a debit or credit entryl¥sbés and Cre-
dits).

Account Number: Each account in the Chart of Accounts is iderditiy a unique number, up to nine digits long.
Accounts of a given type usually are grouped byantnumber. For example, all asset accounts rbighin with a
“1” followed by up to eight numbers.

Example: a basic Chart of Accounts

Number Account Description Type
100000000 CASH ACCOUNT ASSET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 PRODUCT SALES INCOME
500000000 COST OF GOODS EXPENSE
600000000 GENERAL EXPENSE EXPENSE

Account Types: There are three basic types of accounts: asabiljtly, and capital. Capital is also referred o a
owners’ equity. Income and expense accounts anbsesof retained earnings, which is a capital acto

Accounting Periods or General Ledger PeriodsEach business transaction is time-sensitivehildystem, 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 year. A transacthat takes place in the current year falls are of these possi-
ble periods.

Accrual Method: A method of accounting which records revenuesexqenses in the period in which they are
earned or incurred and not in the period in whiwytare received or paid. Compared to the cashadeathac-
counting, the accrual method of accounting is name@urate, but tends to be more complex.

Adding a Row: Adding a row means creating a new row and addit@the table. For example, when you add a
new account to the account table, you are addiogvao that table.
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Adjusting Entries: Entries that adjust the balances of ledger acsodjusting entries are usually made for one of
two reasons. One reason is to record unrecordatssach as revenue earned but not received. Tiee i@ason is
to correct accounting errors.

Age: The number of days between the date on a pantidoleument and the “aging date.” When processinggan
ing report, the system prompts for the aging déieeuser determines which date to use as an agiteg (bee Cus-
tomer Aging. See also Vendor Aging.)

Alphanumeric field: An alphanumeric field is a field whose entries cansist of any combination of letters and
numbers.

Asset Account:Assets are things of value possessed by a busi@ashk in a bank account is an asset, as is ascount
receivable (the money owed a business by its cuE®)mAssets need not be paid for to be considesselts. Asset
accounts are increased by a debit and decreasadreylit.

Audit Trail: The ability to verify and track accounting transams or ledger balances.

Automatic Reorder: The process of generating purchase orders fontovgitems whose quantity falls below the
reorder point.

Average Cost:Average cost is a method of calculating the cbstwentory items by averaging the per unit cost of
all items currently in stock.

Backorder: If items are out of stock, these items can beopuback order. When the item comes in, it is uguall
shipped. The backorder document is a modified varsf the original sales order and represents sgeagent to
ship the item as soon as the item becomes available

Backup: In computer terms, backup refers to the proces®py§ing computer files. These copies are usuatigen
to diskette or tape. File backups are insurancenagsystem failure.

Balance: The balance of an account is equal to the surmeiiebit and credit postings to the account. Actoare
in balance if the total debits are equal to theltotedits.

Balance Forward Customers:Statements for “balance forward” customers sholy tire transactions that affect
the current period. For balance forward customgagments are applied to the oldest invoices finstontrast,
“open item” statements show each outstanding iy@ad payments may be applied to a particulariéevo

Balance SheetThe balance sheet shows the current financialitonaf a company. The balance sheet lists as-
sets, liabilities, and capital. It is usually t@@lin two main sections. The first section totasets. The second totals
liabilities and capital. Assets must always eqigddilities plus capital.

Blanket Order: This is a large order that is split into more tloae shipment, possibly to different locations.

Blanket ReleaseA blanket release is a document that is a subisetasger blanket order. It represents a single
shipment for an order that comprises multiple slapts.

Capital Accounts: (Also called owners’ equity accounts.) These ant®tecord the difference between what is
owned (assets) and what is owed (liabilities). Taryalso called proprietorship or net worth. Gdtcounts are
increased by a credit and decreased by a debit.

Cash Method: A method of accounting which records revenuesexénses in the period in which they are re-

ceived or paid and not in the period in which theg earned or incurred. Compared to the accrudiadetf ac-
counting, the cash method is less complex and oféed by smaller businesses.
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Cash Receipt:Money received as payment for goods or servicasAiR cash receipt is a payment that applies to
an outstanding invoice. A non-A/R cash receipt jmgment that does not apply to an outstandingideva\ non-
A/R receipt may not even apply to a customer’s anto

Cash Receipts Journal:The cash receipts journal is the journal into \hadl cash receipts activity is recorded,
thus affecting the balances of accounts in theivabk ledger.

Chart of Accounts: A “chart” is a list of accounts. A chart of accésimcludes all the different accounts used in
summarizing the transactions and current conditioa business.

Check Journal/Cash Disbursement Journal This is the journal into which all cash disburssns activity is rec-
orded, thus affecting the balances of accountsdrpayable ledger.

Column: A column is a category slot into which you entdormation in a table. For example, if the compytiets
“Enter Company:” on the form, the space followihg tolon is the “column” into which informationestered.
This is the “Company” column.

Cost of Goods (COG) AccountsThese are expense accounts; they track the ctst aame products whose reve-
nues are recorded in sales accounts. In other witrelse accounts record the cost of those proadgth the com-
pany sells. This cost is recorded at the time k& Sehe balance of these accounts is increasedandibit and de-
creased with a credit.

Count Adjustment Account: This is a balancing account that is posted to whennventory quantity-on-hand is
adjusted—in this case there is no correspondirgga@apurchase of inventory.

Count Sheet:This is a list of items and their physical locasdn a warehouse(s) to be used by personnel caunti
inventory.

Credit: The term credit can refer to two different thimgpending on its usage. If used in reference tgeedc-
counts, credit refers to an entry that increaseteoreases a ledger account. Some accounts aegased by a credit
while others are decreased by a credit. How a toedlebit affects the balance of an account dependhe type of
account involved. If used in reference to custoawmounts, a credit refers to an acknowledgmenagifent. When
a customer pays you, you credit that customer’saac When you pay a vendor, that vendor credits yecount.

Credit Memo: If referring to customer accounts, a credit meafens to a document notifying a customer that his
account has been credited (reduced). When dealthgrendor accounts you enter a credit memo toeimee the
amount you owe the vendor.

Creditor: A person or company to whom you owe money. Youndegs are creditors when you owe them money.

Current Accounting Period or General Ledger Periduds is the accounting period for which you arerently
posting transactions.

Current Assets: Current assets are assets that are normally ysddring the operating cycle of a business (usually
one year). Cash and inventory are typical exampiiesirrent 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 pasatiqubint in time. A customer’s account is summatibg a
statement.

Customer Activity: Activity refers to any transaction that affecte thalance of a customer or ledger account. A
summary of activity shows all transactions affegtihose balances in the current period.
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Customer Aging: The customer aging shows how long any open iteaxs been 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 dwadcustomer. If the customer owes you
money, he is said to have a debit balance. If yoe lbim money, he is said to have a credit balaAaistomer
balance is the total of his current open items.

Customer Terms: Customer terms are the conditions under whichegqect payment from the customer. Custom-
er terms typically include the period of time withiwhich you expect to be paid, any discounts alth¥ee early
payment, and the time frame within which such diste are allowed.

Database:A database is all the related information withicoanputer system to which you have access in ame fo
or another.

Debit: The term debit can refer to two different thingpending on its usage. If used in reference todedg-
counts, a debit refers to an entry that increaseecoreases a ledger account. Some accounts aeased by debits
while others are decreased by debits. How a coediebit affects the balance of an account dependke type of
account involved. If used in reference to custoaseounts, when a customer purchases goods fronygaulebit
that customer’s account. When you purchase goaods & vendor, the vendor debits your account.

Debit Memo: If used in reference to a customer account, at aedaino refers to a document notifying the customer
that his account has been debited (increased).

Debits and Credits: Each transaction entered into a journal, and exdigtposted to the subsidiary and general
ledgers, consists of debit and credit entries mdwmore accounts. A ledger account balance idlifference be-
tween all debit postings to that account and &tlitrpostings. Whether a debit or credit postingrnaccount in-
creases or decreases the account balance depetigstgpe of account.

The basic accounting equation is: assets = ligslit capital. Accounts (assets) on the left sidd@accounting
equation are increased with a debit. Those onidgfiee side (liabilities and capital) are increasdthva credit. Re-
tained earnings is a type of capital account; reeeand expense accounts are a subset of retaingdg=a Reve-
nues increase retained earnings, and becausel eaqgitaunts are increased with a credit, revenueuwats are in-
creased with a credit. Similarly, expense accodatsease retained earnings and capital accounteareased with
a debit. Therefore, expense accounts are incresitied debit.

Deleting a Row:Deleting a row is the process of removing it frhta computer database after it has been added or
updated.

Department Code: A three-character department code identifies whpebfit center” an account belongs to. If you
are not using profit centers, the default departroede is “000.” Refer to the entry for Profit Cers for an exam-
ple of the use of department codes to set up prefiters within a company.

Document: Transactions entered in the Fitrix Accounting systre referred to as “documents.” Different jolsna
(accounts receivable, accounts payable, for exgmmag be used to record different types of documdbbcu-
ments consist of debit and credit entries to twmore ledger accounts. In order to save a docurtiaitdocument
must be in balance; that is, the total of all debitries must equal the total of all credit entries

Drop Ship Order: This is an order that is shipped directly to youstomer. The items ordered never enter your
warehouse. The items go directly from your vendoydur customer.

Employee Code:Each employee in the Payroll system is identifigch unique six-character code. Although an

employee’s name and social security number carséé to sort and view data on an employee, the gmploode
is the key used throughout the Payroll system tqualy identify an employee.
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Employee Type:Each employee in the Payroll system can be agsdoigith an employee type which is identified
by a unique six-character code. The employee typeiges access to default setup values for the @yepl and
provides a means for grouping employees.

Expense AccountsExpense accounts are used to track the cost nfidnisiness. They are a subset of retained
earnings (a capital account). At the end of a pkoitime (usually a year) the difference betwdentotal of all
income account balances and the total of all ex@pansount balances is calculated and that balartcarisferred to
retained earnings. After transferring this figureetained earnings, the balance of each incomexapehse account
is set to zero. Capital accounts are decreasedavdtbit. Because expenses decrease capital, expecsunts are
increased with a debit.

Field: A field is a data-entry or display area on a foAield may or may not correspond to what is altyustored
in a table in the database.

FIFO: “First-In First-Out"—One of several methods of @enining the value of inventory and calculating tlost
of goods sold. Using the FIFO method, it is assuthadthe “first inventory items in” (the oldesvamtory items)
are the “first inventory items out” (the first itesnto be shipped).

Finance Charges:Finance charges are charges made by a vendossagain or made by you against a customer,
for non-payment of an amount due. Finance changesew charges made against the account becaupaytiment
was not made according to the established terms.

Flat Rate: A value applied on a per-payment basis. Unlike@ntage rate, which calculates a specified ptimpor
of an amount, a flat rate ignores the exact vafith@amount, treating it as a single payment teclvia single unit
of the “rate” value is applied. Thus the “calcutfitgalue due to a flat rate is the same each tirieedpplied.

FOB: FOB stands for “free on board” or “freight on bddrrhe FOB point determines when the title to adurct
changes hands; that is, it determines at what ploénbuyer assumes ownership of a product. FOB Some—but
does not necessarily—affects who pays the freigatges for shipping a product. In some busine$sesdller pays
freight up to the FOB point and the buyer pays ftboemFOB point. Similarly, in some businesses t@&point
determines who pays insurance on the shipment.

Form: A form is the template into which information istered. A form may combine information from several
different tables, usually lines of information frantheader” 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 accountingtesy is the general journal. It may be the only
journal. Transactions which consist of a debitttteast one account and a credit to at least aiffer@ht) account
are entered in such a journal. Ultimately eachsaation is posted from the general journal to eegdredger ac-
count.

General Ledger: The general ledger includes each account listéldeithart of accounts, along with debit and cre-
dit transaction entries that add up to the accbatance.

Income Accounts:These accounts are used to track revenues. S&lesrdas, for example, are a type of income
account. They are a subset of retained earningagial account). At the end of a period of timsually a year) the
difference between the total of all income accdatances and the total of all expense account basais calcu-
lated and that balance is transferred to retaimedimgs. After transferring this figure to retaineainings, the bal-
ance of each income and expense account is setdo@apital accounts are increased with a creditdecreased
with a debit. Because revenue increases capitainie accounts are increased with a credit.

Income/Deduction/Obligation CodesEach type of income, deduction, and incurred eggrlobligation is identi-
fied by a unique six-character code. When the irgadeduction, or obligation is used in a payrotheit is re-
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ferred to by this code. The code provides accedsfault values and basic information requiredaizulate the
income, deduction, or obligation amount.

Income Statement:The income statement (also referred to as a “paofil loss” statement) records the changes in
equity associated with business operations foreaifipd period of time. This statement lists thearrues and ex-
penses and the difference between them for a pefibche. The difference between revenues and esqeis re-
ferred to as a net profit or a net loss.

Inventory Account: This is the current assets account that reprefimtgalue of the goods in stock.

Inventory Adjustment Account: This is the ledger account that balances changeke ito the inventory account
balance that do not result from sales, returnpuochases.

Inventory Control (I/C): This is the system for tracking goods stored &be $o customers, including calculation of
costs and prices.

Inventory Item: This is a single unit of merchandise from inveptor
Item Code: An item code is a unique alphanumeric string iif@ng a type of inventory item.

Journal: Journals are used to sequentially record businassactions. Each transaction consists of a delait
least one account and a credit to at least onfe(dift) account. Journal entries are posted toeledgcounts; there-
fore, every entry made in a journal ultimately haseffect on the balance of two or more ledger aeto An ac-
counting system may include multiple journals, easéd to record a specific type of transaction. st basic
type of journal is the general journal. In additibere may be an accounts receivable journal, eouats payable
journal, and so on.

Ledger: A ledger consists of a group of accounts and detdtcredit entries representing transactionsatiatt the
account balance. A group of accounts is calledlgde The general ledger includes all accountsdigt the chart
of accounts. Subsidiary ledgers comprise subsdtseathart of accounts. The accounts receivabigeledor exam-
ple, comprises all customer accounts. The totallafustomer account balances equals the balartbe iaccounts
receivable ledger account.

Liability Accounts: Liabilities are debts or anything that is owedhhility accounts are increased by a credit and
decreased by a debit.

LIFO: “Last-In First-Out” is one of several methods afaulating the cost of inventory items. With thé=O me-
thod those inventory items “last in” (most recernglyrchased) are considered the “first out” (fissbe sold).

Open Item Customers:Statements for open item customers show eachaodisig invoice. For open item custom-
ers, payments are applied to a specific invoiceolntrast, balance forward statements show onlyrémsactions
that affect the current period. For balance forwarstomers, payments are applied to the oldestdesdirst.

Open Items: Open items are the invoices that have been pestgdontain outstanding balances. These balances
represent an amount owed by the customer or daevémdor. The document is considered an open itdintlat
balance is paid or otherwise adjusted to zero.

Order Acknowledgment: An order acknowledgment is a hardcopy version sdlas order. Order acknowledg-
ments may be sent to customers so that they heaeoed of the sales transaction.

Payable Document:There are four common types of payable documentsndor invoice, a cash disbursement, a
vendor credit, and a vendor debit.
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Payable Ledger:A payable ledger is the ledger that includestadldccounts affected by accounts payable transac-
tions—invoices, cash disbursements, and vendoitsradd debits.

Payroll Deduction: A payroll deduction is any amount withheld fromemployee’s check. For every deduction
there is typically an employer liability incurred.

Payroll Document: A payroll document is the complete record of arpbiglisbursement. This document includes
an employee’s gross income, deductions, net incame employer obligations, as well as the relatatanting
data for the document.

Payroll Income: Payroll income comprises wages, reimbursementscash outlays recorded as part of a payroll
entry. Payroll income normally is an operating engee

Payroll Journal: The payroll journal is the journal into which phyroll activity—paychecks, income, deductions,
and employer obligations—is recorded. When postes activity affects the balance of accounts i playroll
ledger.

Payroll Ledger: A payroll ledger is the ledger that includes h#é ticcounts affected by posted payroll transac-
tions—paychecks, income, withholding, and incurmétigations.

Payroll Obligation: A payroll obligation is an employer liability rdéing from a payroll transaction. For example,
when an employer withholds federal taxes from apleyee’s paycheck, the employer incurs a liabilég obliga-
tion) to pay the amount withheld to the federalgmownent.

Posting: Posting is the process of transferring transast{odlocuments) from the journal to the ledger.

Posting Sequence NumbersAll processes which “post” entered data into aegle area for completed documents
have reports that feature a posting sequence nurfibese numbers are used to keep track of regatshould be
permanently stored in your records. Each of theperts has its own sequence of posting numbers.

Prepaid Asset:This is an asset that you have paid for, but rotgceived.

Profit Center: A “profit center” identifies a part of a companyrfwhich profits can be calculated separately. Sale
and expenses for that division are designated avfdub-account” number.
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Example: A Simple Chart of Accounts with Two Prd@diénters

Number Sub Description Type
Account
100000000 CASH IN BANK ASSET
200000000 ACCOUNTS PAYA- | LIABILITY
BLE
300000000 EQUITY CAPITAL
400000000 100 PRODUCT SALES INCOME
400000000 200 PRODUCT SALES INCOME
450000000 100 SERVICE SALES INCOME
450000000 200 SERVICE SALES INCOME
500000000 100 COST OF GOODS EXPENSE
600000000 100 GENERAL EXPENSE
400000000 200 PRODUCT SALES INCOME
500000000 200 COST OF GOODS EXPENSE
600000000 200 GENERAL EXPENSE

Purchase Order: A purchase order represents the purchase of madidgafrom a vendor.

Purchasing: The purchasing system is one of several Fitrixodrting modules. It provides an automated method
for tracking purchases, tracking receiving, andquiing cash requirements.

Receivable DocumentsThere are four common types of receivable docusa@ntustomer invoice, a customer
cash receipt, a customer credit, and a customet. deb

Receivable Journal:The receivable journal is the journal into whithagcounts receivable transactions—
invoicing, credits, and debits—are recorded. Whestgd, these transactions affect the balance olats in the
receivable ledger.

Receivable Ledger:A receivable ledger is the ledger that includéshal accounts affected by accounts receivable
transactions—invoices, cash receipts, and custoneelits and debits.

Retained Earnings: Retained earnings is the increase in equity thatrbsulted from profitable operations; net in-
come to date minus dividends to date.

Row: A row is one set of specific information withinable. For example, an account table contain$aliriforma-
tion about a single account in an account row. égoant table contains as many rows as there dexdit ac-
counts.

Statement: The customer statement shows the current acfity given customer. The statement shows outstand-
ing invoices, recent payments, credits, and debitse customer’s account.

Store or Record: Recording or storing a row is the process of ggitim the computer database after it has been
added or updated.

Table: A table is where information is stored in a congpuf given table contains only a specific typerdérma-
tion. For example, an account table contains tfferdnt sales and expense accounts used by thensyst

Transaction: A transaction is an event that is recorded inetb@unting records. Typically, such an event ingslv

the transfer of money, product, or services. Eeafsiction entered in the Fitrix Accounting systemeferred to as
a “document.”
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Trial Balance: This is a work sheet used as a preliminary steyeterating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its dlemd credit balance. The total of all debit baksshould equal
the total of all credit balances.

Update: Updating a table is the process of changing roitlsinit. Whenever you change a description indahe
count table, for example, you are updating a rothiwithat table.

Vendor Accounts: Though not an “account” in the general ledger seasrendor account is used to summarize
what a vendor is owed at a particular point in tidievendor’s account is summarized by an agingstant.

Vendor Activity: Activity refers to any transaction involving a e that affects the balance of a vendor or ledger
account. A summary of activity shows all transawsiaffecting those balances over a specified peridine.

Vendor Aging: A vendor aging report lists outstanding vendowines categorized by number of days from the
vendor invoice date or due date.

Vendor aging reports can be setup to “age” in tiffieient ways. In the first, an aging report can putstanding
vendor invoices into categories, ranging from thoseently due to those past due. With this methiogl aging cat-
egories reflect ever more serious levels of ovephugment.

In the second, an aging report can arrange ouistgreéndor invoices into categories, ranging fréwose currently
due to those that will be due in the future. Thkigart is a projection of cash requirements. In ¢ase, the aging
categories reflect amounts due farther in the &tur

Vendor Balance: The vendor balance is the amount owed to or oweal\endor. If you owe a vendor money, the
vendor’s account has a credit balance. If the veodes you money, the vendor’s account has a thakance. A
vendor’s balance is the sum of all open items p@rtg to that vendor.

Vendor Terms: Vendor “terms” are the conditions under which Weador expects payment from you. Vendor

terms typically include the period of time withirhigh you expect to pay that vendor’s invoices, disgounts al-
lowed for early payment, and the time frame withinich such discounts are allowed.
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