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Introduction

Fitrix is a powerful and flexible accounting and distribntsoftware package. In order to take full
advantage of its features, you need to becomeitamilth the commands and screens that make it
work. This manual contains the basic informaticat fou need to know before usiRgrix—
information that is common to all modules. For mfi@tion specific to a particular module, refer to
that module’dJser Guide

This chapter shows you:
« How this manual is organized
* The three types of programs usedFitrix modules
* How to start thé~itrix system

« How to use the sample company for learritgix basics

Introduction 1-1



Getting Started with Fitrix

Organization of this Manual

1-2

Using menus and toolbars.

You use the menus to select a program with whichidk. You use the toolbar to give commands suchdals
update, print, and delete to the programs. Menaisliscussed in "Menus and Submenus" on page 2elbars
are discussed in Chapter 3, "Using Toolbars".

Data-entry screens.

The data-entry screens in thigrix modules are organized and operated in a similaneral'Screens" on page 4-
2, shows you how to move through fields and useaibj such as dialog boxes, that are common tite
screens.

How to find reference codes during data entry.

The Zoom feature makes it easy to enter refereodescduring data entry without the need to memdrize
dreds of codes or refer to hard copy lists. "ZoagmmFind Reference Codes" on page 5-1, coversthaise the
Zoom feature, and how to use AutoZoom, a shortretgion of the basic Zoom feature.

How to print and post.
"Posting and Printing Reports" on page 6-1 showswbat you need to know to post and print.
Using search to find a single record or a group afecords.

Managing large amounts of data can be cumbersognasiBg search criteria you can easily pinpointdkact
record or records you need without sorting throaljlof your records. Search criteria are explaimetSearch
Criteria" on page 7-1.

Online help.

Screens, programs, and fields have help availailieeoto assist you in entering data and processarngac-
tions. "Online Help" on page 8-1, shows you howdtoess Help and modify it, if desired, to reflestiycom-
pany’s own procedures.

Setting up company information.

Before you can set up individual modules or begotpssing transactions, you must set up your coynipéor-
mation, including the company’s name and othel sitatistics and the chart of accounts. You onfippa com-
pany setup once, whether you have Bitex module installed, or all of them, or some numbedvetween.
"Company Setup Menu" on page 9-1, covers the dedagetup.

Multilevel Tax.

The fiveFitrix modules that handle tax calculations have the d¢gpachandle transactions with multiple levels
of tax, whether you need state and local, or fdderd provincial. Multilevel Tax can even handleltiple taxes
on a single line item. The setup steps requiredlaseribed in "Multilevel Tax Menu" on page 10-1.

Batch Control

Batch control is an optional feature which alloviffetlent users to independently enter separatehbatn the
same application at the same time. For exampleréetering transactions in General Ledger, usevi# cre-
ate a journal entry and a batch ID number will ated. All data entry, edit lists, and postingomepfor user # |
will be done within this batch ID. When user #2eatjournal entries in General Ledger, all of theaesactions
will be entered in a new batch ID created by us2r Ehese transactions will post separately froos¢hentered
by user # 1. See Chapterl1 for more informatiobaich control.

Introduction
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Security

Fitrix Security is a collection of programs thatyeu define security permissions for each levelsdr and appli-
cation. See Chapter 12 for information on how tougesecurity for your system.

Editing and Movement Commands.

At the end of this manual, in Appendix A, you witid a quick reference chart that summarizes tligngdand
movement commands used throughéititix modules. Keep this chart handy.

Implementation Checklist

See Appendix B
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Types ofFitrix Programs

Fitrix applications consist of three types of programs:
+ Reference

Reference programs contain the records that steredities, names, addresses, and other informationsgfor
transactions, reports, and so forth.

You enter the data into the reference files atithe you set up your Business system, and you ddnecords
and update (modify) existing records at any time.

Examples of reference programs are the Vendornmdtion program, Vendor Terms program, Employeerinfo
mation program, and Ledger Accounts programs. [Eatly in a reference program is referred to acarce

» Transaction processing

Transaction processing programs are those progisahyou use to process your accounting, sucheagiog
checks or entering invoices and journal entries.

Examples of transaction processing programs arédtmal Entry program and the AP Invoices program.
e Output

Output programs are programs that produce an quipah as a report or a check. Posting programayalyro-
duce a posting report and so are classified asibptpgrams.

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

You choose the program with which you want to wiaykselecting the option from a menu. The menu hiérais your
road map through theitrix system.

You interact with &itrix program through its screen, which has fields inficlv you enter information, and through the
Toolbar, which you use to give commands to the fnmgsuch as add, update, and delete.

1-4 Introduction
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Getting Started

Here is the System Main Menu:

Fitrix 5.20 Database: bettyb Printers: Lexmark2/lLexmark 2

File ‘“iew Ewxecute Seftings Help

dvmE2m

1 General Ledger
2 Accounts Receivable

3 Accounts Pavable

© Copyright 2007
Fourth Generation
Software Solutions, Ine.

4 Order Entry
A Inventary Contraol
B Purchasing

T Multicurrency

8 Payrall
9 Fixed Assets

a Replenishment

b Repaort'Writers

&) Exit

Statuz Idle Socket: zock220410.0.0.95/20020

The System Main Menu displays all of the produlstg aire installed on your system:

e Accounting: the financial applications include General Led@@&counts Receivable, Accounts Payable, Fixed
Assets, Payroll, and Multicurrency.

» Distribution: the distribution applications include Order EnfPyrchasing, Inventory Control, and Replenish-
ment.
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Using the Sample Company

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

learning.

To change to the sample database:

Step  Action

1

Click settings on the toolbar.

2

Click Change Database Access. The following sctiglays:

Change database access

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

7] Ohl e Cancell

Type in "sample”, and then click OK

The database name displays on the top left cofngruw screen. Be sure to use the sample datalmdgevben you are
learning how to usEitrix. Use your real company database for enteringd@tal and transactions.

1-6 Introduction




Menus and Submenus

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

This chapter shows you:
e How menus are organized
e The difference between menus and submenus

* How to use the menus

Menus and Submenus 2-1
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Menu Organization

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

Note

As you go through the menus, be aware that sonmengptnay not be available to you even though theyaaded on
the system; this is a result of the security sg#tion your system.

The System Main Menu appears on the left side®ftiteen, as do the module menus. Modulmenus appear on the
right side of the screen and call up the individmaldule programs. Some program submenus have flatbenenus
indicated by the folder icon on the menu item,fsosubmenu with a folder icon is selected, a frgubmenu will dis-

play.

Fitrix 5.20 Database: bettyb Printers: Lexmark2/lLexmark 2

File ‘“iew Ewxecute Seftings Help

dvmE2m

44 3 Accounts Payable

ACCOUNES 1 Payab 3 Vendor Information
COOU Check . < lbE b Print Vendor Information @ Copyright 2007
. 2 pyrig)

Order | i - .
B 3 Vendo & p Printy a Print Summary by Name Sorure Setations, Inc.
Inventc &= 4 Setup B ¢ Prnt¥ [ b print Summary by Code

Purchz ile
urehi B 7 Multile & o Updati [ ¢ Print Detail by Name

Wt B W R

dulti in = : . .
HHEL S 2 Admin [ o Print [ o Print Detail by Code

errooooppopororn@

=
8 Pavol e 9 Setun g 1 Printve 5] Exit
8 Fied /5 Exit £ g PrintWerdor Aging
a Replenishment £33 h PrintVendor Cash Reguire.
h Report Writers i Print¥endor Open lterms
Exit £ | vendor 1099's
&) Exit
Status Idle Socket sock220/10.0.0.95/20020
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Using Menus

There are two ways to use the menus:
* Use the mouse to move the highlight over the ddsiption, then click to select that option.

* You can also execute a menu option by typing timalver or letter preceding the option on the memly @wer
case letters operate menu options. Upper caseslette reserved for operating Toolbar commands.

Module submenus can overlap, so that if you saléismenu 1, for example, and then submenu 2, subgherillilay on
top of submenu 1. You can continue to stack memtisis fashion.

You put away a menu or submenu by pressing [ESG]licking Exit. Each time you press [ESC], or &liexit, you put
away the topmost submenu. Once all the submenysuagvay, you move to the menu one level higheu &an con-
tinue to put menus away in this fashion until yawé returned to the System Main Menu.

Menus and Submenus2-3
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Using Toolbars

You use tool bars to tell the system what commaagerform. For example, you can tell the sys-
tem to select a menu option, access help, addoadietdelete a record, or quit from a program.

This chapter shows you:
« The different types of Toolbars
* How to use Toolbars

* What each of the Toolbar commands do

Using Toolbars  3-1
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Types of Toolbars

There are three toolbars in the Fitrix screen @ogrand some may contain a fourth toolbar. Thepptavailable on
each toolbar may vary depending upon what typem@es program you are in and whether you are imigpadr view
mode.

Toolbars:

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

Menu

Standard ——» |: @ & | & 4 QA RRH o0

i@ & @ @ @ @ @ 2 2
Other”—' f Ghipto  Activity Addinfo Biling  Osinfo  Ship_notes  Credit_notes  Credit_letter  Credit_card
Acion —»|2 @ © 0@ ® 0 & W

© Find Prev Mext Add Update Delste Browse Options

Code: Cortact:
Company: Fhone:
Address: Cell:
Fée:
City:
State: Zip:
Country:
Email:
Wweb Address:
Salezperzon:
Tems:
Balance:
Credit Limit:
Credit Hold: Credit Hold Date:

(No Documents Selected)

QYR

Note

To enable/disable the text that displays beneath Ean, right click at the beginning of the toailzad select enable
text from the drop down list.

Note

To move the position of the toolbar, left clicktla¢ beginning of the toolbar and drag the toolbahé desired position
on the screen.

3-2 Using Toolbars
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Menu Toolbar

This is the top most toolbar on the screen andatasithe following options, some of which are naitable depending
upon the type of screen program you are in andivelnetr not you are in update mode. If an optiaumiavailable for use
it is grayed out.

File:

Print screen - to print the screen you must type Ctrl Alt Bu¥tan also print the screen by clicking on thelédip
corner of the screen. If you do this a drop dowhdisplays:

& Update Customer. Information Q@@
ools  Actions  EMG: 4 all buttons not found  Help
Mave SO v Y 7
Size
—  Minimize
O Maximize @ Q .y &
® Close Alt+F4 pdate Delete Browsze Options
Customer Information
TOmEta Cortact:
Company: Fhone:
Address: Cell:

Configure - there are two options:
Fonts - displays instructions on how to change your &iné.

Color - if you are in a program, this option is not ftional . To change your color scheme you must bthen
main system menu, click execute on the toolbarthed click configuration. The color configuratioranager is
described in more detail in the Visual DevelopmEstls Technical Guide.

Edit:

Undo Typing- displays instructions on how to undo typing whigldone by right clicking on the field and selegti
Undo Typing.

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

OK - exits update mode and saves any changes you timé#oke data.

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

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

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

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

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

Using Toolbars 3-3
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View:

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

File Mavigation Help
‘0B 2500 00
Customer Business Mame Contact &
ACTION AUTOR, 5 FANY I E
10 FISHERS SUPPLY RICH HEMDERSON 217 446 3374
11 Tiw AUTOSPORT INC EILL SPRING 215 443 5564
12 CLASSIC PARTS UNLIMITED KEM AMDERSOMN 219993 5436
13 GARDMER GEMERAL PARTS CO JAMET GARDMER 206 778 3342
14 COMPETETION SPECIALTIES  BRUCE WEIGHT 206 887 2123
15 OLYMPIC AUTO WAREHOUSE | STEVE KLOCK 20 887 7654 —n
18 WILD WEST MOTOR RANCH ED MCCALL 503 GES 3356
17 MECCA MEW AND USED AUTO  MIKE DEAN 206 556 4423
18 GIDEOM ALL AROUND AUTO S ERIC GIDEON 509 332 4109
14 SUPER SERVE AUTO INC JOEL MITHCELL 503 768 3342
2 PERFORMANCE AUTO PARTS  WwALLY RUSSELL 215 4F33 BEE7
20 MIDWAY SUPER SUPPLY JIM AN 206 443 3333 v
[@ ok ] [Q:{ Cancel ]
QYR

Notes- this option brings up any notes that have bedered in view mode. If a record does have notesla¢d to it
the word Notes will display in the bottom left hazminer of the screen.

Freeform Notes
File Edit Help

iOBON QA

[ 0K ] [Q:{Eancel ]

QYR

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

3-4 Using Toolbars
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User Defined Keys
File Help

0B 9

- BENN . R, B SR

Line| D ata Field Mame

1 Sales Contact

Contents

Jim Morgan

|

€

|Table:

| |strcustr

|Ke_l,l:

IE

[@ox

] [Q:‘ Cancel

]

QYR

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

Personal To Do o E]
File Edit Mavigation Help
OO0 WP ER] QQOED O
4/16- don't fi
your way home,
[@ox | [Ggcancel | 2 Edit |
VR

Toolbars - this option is not functional in version 5.20

Navigation:

Next Record - if you have select a group of records, cligkam this option (or pressing N) will move you het

next record.

Previous Record- if you have select a group of records, clickimgthis option (or pressing P) will move you te th

previous record.

Next Array Row - moves the cursor down one row.

Previous Array Row - moves the cursor up one row.

Switch Between Header And Detait moves cursor between header and detail seabiorine screen.

First Detail Row - moves to the first detail row.

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

Page Up Detail Rows moves the cursor up a page of rows at a time.
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Last Detail Row - moves to the last detail row.
Insert Detail Row - inserts a detail row if the program allows iriger of a row ( F1 also does this).

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

Tools:

Hot Key Definitions - this option displays a list of hot key definiig A hotkey is a key that has a navigation event
attached to it. An example is pressing Ctrl N [zhas the notes screen program. For more informatidmotkeys
and navigation events, see Chapter 2 in the Fnixancement Toolkit Technical Reference.

File Edit Help

A ON-1VEX N 7]

[CTRLHn]  Freeform Mates
[CTRLHo] Operating System Exit
[CTRLMpP]  Undefined

[CTRL}M]  ToDoList

[CTRLMu]  Undefined

CTRLHY Urefned v
[@ ok ] [Q:‘ Cancel ]

QYR

Navigation Event- this option displays a list of navigation evemtsnavigation event is basically a short cut that
allows you to launch different programs from withiprogram. An example of one is the ability toletuthe Update
Ship-to program when in the Update Customer Infoiongorogram. For more information on hotkeys aauiga-
tion events, see Chapter 2 in the Fitrix Enhancémeaolkit Technical Reference.

Navigate: Choose an Action ltem ... E'E'E'
File Edit Help

A ON-1VEX N 7]

Add a navigation action

Activity Screen

Credit Motes

Wi Imvoice Detail

Ship-to zoreen

Mavigate [go] r

[@ 0K ] [Q:‘ Cancel ]

QYR

Feature Request this option launches a screen program wherecgouenter any program features you need. This
information is then logged in the errlog file sauy@ystem administrator can review it and make¢ogested
changes.
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Software Feature Request

File Edit Mavigation Help

O0WRPHRAIQOQOED @

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

[@ox | [Ggcancel | 2 Edit |

QYR

Actions:

This drop down list contains the same actions asdoon the action toolbar. Please see the disqussmgarding the
action toolbar below.

Options:

Any programs accessible from within a program camtcessed via the Options drop down list. A go@darple of this
is the Customer Activity screen program that camadmessed from the Update Customer Informationrprog

Update Customer Information

File Edit Wiew Mavigation Tools Actions EMG: 4 all buttons not found Help
- 7 e el - HH X >

OB OUREREQAABA GO

£ Shipto Activiy

4 @G 00 O 9 & 4§

Find Prev Mest Add Update Delete Browse Opti ship-To
Customne Info
Cade: [1 | @ Hei tact [BILL WALKER |
Compary: [ACTION AUTOPARTS @ qui one: (404 885 4146 |
i

wieee iampzacroroces mm 1

Help:

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

File Edit Mavigation
QIO RREAOED

Help infarmation

Busziness Mame:

Thiz thirty-character alphanumeric field stores the
customer's buziness name. Thiz name appears on reports
that lizt customer information, on invoices, and s0 on.

Thiz iz a required field.

QYR

Note

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

Web Reference Library - This is a link to the full set of Fitrix documiation on the web. This option launches a
web browser and opens a page on www.fitrix.com sitebthat has a list of all the documentation. Fthere you
can choose a document and pull up the pdf version.

Technical Status- this option displays technical status of thegoaon such as the program name. This is usefukin th
event you are having problems with a program aredi rie provide your system administrator the progname.

Technical Status

File:
OB

|E0de generator version: 4.121JC5_p36 e | |Database name: sample

|Program 1D ari_custr |

|Screen 10 default |

Status variable: 0 |

QYR

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

3-8 Using Toolbars



Getting Started with Fitrix

‘wiitten using the code generator
Copyright [c] 2006

Fourth Generation Software Solutions
Allanta, Georgia USA

QYR

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

About Fitrix for Genero

File:

: @

Fitrix: for Genero

Wersion: 410 FH Build: 3010 &z of: 052272006
This application wwas built with The Fitrix Visual
Development Tool (WD) for Genero.

Copyright 1992-2006

Fourth Generation Software Solutions Corporation

Atlarts, Georgia, US4

wary fourthoeneration.com

Standard Toolbar

The next toolbar on the screen is called the stainwalbar.

Note

If you want to enable text so that each icon oa tbdlbar has a label, right click at the beginnifighe toolbar and
then click Enable Text.

Just like with the Menus toolbar if the option @t available for use it is grayed out. In the exinielow, the OK, Can-
cel, Cut, Copy, and Paste options are not availafliess in update mode.

Update Customer Information

File Edit WView Mavigation Tools Actions Options Help

QB O Q@ B B @ 7]
= Quit Print | 0K Cancel Cut Copy Faste Zoom | Motes UFields ToDo | Technical statuz  Help
@ @O Iy

L Cline biv b

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

OK - exits update mode and saves any changes you tm#uke data.
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Cancel- exits update mode and doe not save any chamgesigide to the data.
Cut - used to cut text. Same functionality as Ctrl X.

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

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

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

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

Freeform Notes |Z||E|Pz|
File Edit Help

LY IKIE

[@ 0K ] [Q:‘ Cancel ]

QYR

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

User Defined Keys |Z||E|Pz|
File Help

0B 9

Line| D ata Field Mame Contents

|

1 Sales Contact Jim borgan

- BENN . R, B SR

€

|Table: | |strcustr
|Ke_l,l: | |‘I

[@ 0K ] [Q:‘ Cancel ]

QYR

Personal To Do List- this option brings up your personal to do Iisview mode.
View Detail - allows you to enter detail section of the scrieview only mode.
Next Page- moves the cursor down a page of rows at a time.

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

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

Help - this options displays information about the parg you are using and, when in update mode, ahetftdld
on the screen you are in.

Help - Display

File Edit Mavigation
QIO RREAOED

Help infarmation

Busziness Mame:

Thiz thirty-character alphanumeric field stores the
customer's buziness name. Thiz name appears on reports
that lizt customer information, on invoices, and s0 on.

Thiz iz a required field.

QYR

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

Technical Status- this option displays technical status of thegpaon such as the program name. This is usefukin th
event you are having problems with a program ardi e provide your system administrator the progname.

Technical Status

File:
OB

|E0de generator version: 4.121JC5_p36 e | |Database name: sample

|Program 1D ari_custr |

|Screen 10 default |

Status variable: 0 |

QYR
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Other Toolbar

The Other toolbar is the third toolbar on the seraed will only be found in programs where you hageup an icon to
launch navigation events (see the Fitrix Enhancémeolkit Technical Reference Guide for more infation on navi-
gation events). In the example below there arenswagation events set up in the Update Vendor imégion screen pro-
gram so that you can access both the Vendor Peetonation and Vendor Payment Activity.

Update Yendor. Information

File Edit WView Mavigation Tools Actions Options Help

OB @ Q@ B B M @

S Quit Print | 0K Cancel Cub Copy Paste Zoom | Motes UFields ToDo | Technical status Help

3 @
Pﬁo %ﬂctivit}l

Action Toolbar

The last toolbar on the menu is the Action toolbBine options are selected by either clicking amnttwith the mouse or
pressing the first letter of the option name (ExeFFind).

Update Yendor. Information

File Edit WView Mavigation Tools Actions Options Help

QB O Q@ B B @ 7]
= Quit Print | 0K Cancel Cut Copy Faste Zoom | Motes UFields ToDo | Technical statuz  Help
Papta  Activity

A0 00 0 @0 & @
= Find, Prev Mest Add Update Delete Browse Options
pendo Find Rec.ord

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

There are three ways to use the Find command:
» tofind all the records which exist for the progra
» to find one particular record, or
» tofind a group of records with a particular cleeaistic(s).

After selecting Find from the menu, a Query-by-Exér(QBE) screen displays, and your cursor moviestire first
field in the screen. A QBE screen lets you queegalsh) the records in the database by enteringinlatéemplate
that resembles the data-entry screen. Once youfligdein the QBE screen with the data you wanuse for your
search as specified below, click OK, or press Embegexecute the search. The system will retridvefahe records
or transactions that match the data you entered.

Here are three different ways to find:
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« All of the records that are stored for the program you are in, singitk OK, or press Enter, without enter-
ing any data into the QBE screen. The system efitieve all of the records for that program.

e A particular record, enter a piece of information which is unique e record you are looking for. For
example, if you are searching for a particular ingpyou might enter the customer code, or theornst's
name and the invoice number. The system will re¢rihe record which contains this unique infornmatio

* A group of records, enter search criteria into the QBE screen. Seeaitdria is any information which you
want the records to match. For example, if you warfind all customers whose names begin with #teeit
A, enter "A*" in the business name field. You camez search criteria in more than one field to fertimit
the search if you desire. For instance, if you warfind the employee records for all hourly em@ey who
live in Texas, enter the code for hourly employethe Employee Type field and Texas in the State fiT his
will retrieve all records which match both seardiecia.

Using a combination of search criteria is a verw@dul way to manage large amounts of information
because it allows you to retrieve only the recyals want to see. You will want to become familiathithe
different types of search criteria. For more infation, see Chapter 7, "Search Criteria". If youeatecuting
a large query that you find is taking several masyt/ou can press [ESC] to halt the search in pesgiThe
system will display the records that were retrieupdo the point at which you halted the search.

If your search finds one record, that record ipldiged on the screen. If your search results irertizein one
record, the first record is displayed. Notice thatessage appears at the bottom of the screehdike. The
first number indicates the position in the stackhefrecords you are viewing; n is the total nundfeecords
retrieved by the search. Use the Next, Previous Bxowse commands (discussed below) to display the
records on the screen.

Next and Prev (Previous) Once you have retrieved a group of records ugiad-ind command, use Next and Prev
to page through the them.. Next displays the recand; Prev displays the previous record. Whenrgagh the last
record (record 10 of 10), Next will take you te tirst record. When you are on the first recom\Rvill display the
last record. The record added most recently isysvitae last record so to quickly find the last recadded, simply
use Find to retrieve all records and then seleet.Pfou can also press N and P.

Add - Use Add to add a new record or transaction irptiogram you are running. A blank data-entry sciaggrears
with the cursor in the first data-entry field. Motleough the fields on the screen by pressing [TAR&. more infor-
mation on entering data into data-entry screeres’ Beatures Common to All Screens" on page 4-2.

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

Update - Update is used to modify data in existing resof@nce you have located the document you wishoiifyn
with Find and Next/Prev or Browse, use Update tdifiyche record. The cursor moves to the first infield on the
screen. Move through the fields on the screen bgging [TAB] making changes or additions to thedetrequired.
Notice how the comment line at the bottom of thesn changes to correspond with the field wheretinsor rests.
Three keystroke combinations-[CTRL]-[a], [CTRL]-[X@dnd [CTRL]-[d]- are available for you to insertdadelete
data while you update the record. See Chapter dvigfdting Screens", for more information on navigathrough
screens. Also see "Quick Reference: Editing andévtent Commands” on page A-1 for further information
these and other keystroke combinations.

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

Delete- Use Delete to remove records from the systera.nfast first use Find to retrieve a record in otdedelete
it. After selecting Delete, you are promptedaskederify deletion of the record or transaction woid accidentally
deleting data.
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Browse- Browse lists information about several recortdsnee. The Browse list displays a single linendéimation
for each found record. You can scroll or page tglotine list and select the desired record to hglalied on the
screen. Browse is more efficient than Next and iBtes/when you have retrieved a large number ofrdscdeach
Browse screen is slightly different, to accommodhteinformation it displays, but they all operat¢he same man-
ner. The commands on the Browse menu are:

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

« Up and Down- page backward and forward through the recorésbmowse page at a time.

File Mavigation Help

O B e W

00 9 0

£ Quit Print | MewtRow  Previous Fow Help

Contact Phone #
JIM b PELIN
RICH HOLLADAY 313

Business Mame
CHAMPION INC
DELCO/REMY INC

Wendor

123453

123453 CASTROL OIL CO STEVE ISSACSON 512
123460 WALKER EXHAUST INC CARSON LEMMEMN 904
123461 ALPINE RADIO INC MIKE STEELE 213
123462 SONY OF AMERICA JAMES AN 403
123463 FENWOOD INDUSTRIES | LARRY JACOBS 403
123464 MOTOROLA CELLULAR IN- LARRY WATZ 703
123465 NOYVATEL COMMUMICATIO  CATHY SELIN 214

[ 0K ] [’;‘Eancel ]

QYR

Options - with Options, you access extra options which im@yvailable on certain programs. When you s#hect
Options command, a drop down list display additiamions available for that particular program.yacreens
programs do not have any additional options.
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Navigating Screens

Fitrix’s user-friendly interface uses picker windows (alalbed list boxes), and dialog boxes to
help you make the most of your data-entry and #retien-processing tasks. Some programs use
pop-up windows to keep information accessible amdens uncluttered—the most-used informa-
tion is on the program’s main screen while othérimation is stored on easy-to-access supple-
mental windows.

This chapter shows you:
« How to enter data into fields, how to store data]j other concepts common to all screens
* How to access supplemental windows

« The difference between Header-only and HeaderiDstieeens and why the difference is
important

e How to use dialog boxes
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Screens

There are two different types of screens: headbramd header/detail. Header-only screens aredbi Iscreen type.
Header/detail screens are a variation on the liasitat. The difference between the two is discussepage 4-6.

Features Common to All Screens

All screens operate in basically the same manrwr.sYore or abandon changes the same way; yooolbats the same
way to enter commands in the programs; and infaonas displayed in much the same way from screestiteen. These
and other common features are discussed on tleviall pages.

Storing and Abandoning Changes

When you are ready to store the changes or addijion have made to a screen, click OK, or pressrftat record your
work. Until you do this the work is just temporaryhe data in the database has not been changed-earmhy change
it or delete it as necessary.

Once you click OK, or press Enter, your work hasrbeommitted—it has been written to the databds@u need to
make changes, you must update or delete the réitatrgou just added or updated.

If you make a mistake while entering data, or fumse other reason want to abandon your changeg t&ctieen, click
Cancel, or press [ESC]. You will then see a diddog which asks you to verify the deletion:

OF ta Cancel? [y/n)

= e ]

Press "Y", or click the Yes button, to confirm tlyau want to delete your changes; Pressing "Ntlioking the No but-
ton, preserves the changes made in the screereturds to the program.

Toolbars

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

Fields

Fields are the areas on the screen into which gier éxformation. When your cursor is in a fielde tentire field is high-
lighted so you can see how much room you havedta.d he field itself directly follows the fielddal, which tells you
what information the field holds.
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cursor
field 4‘ Yendor: I |
label —

data-entry field

Different types of fields accept different typesdatta.

Some fields accept digits (numbers) only.
Some fields accept characters (letters) only.

In some character fields, you can enter upperwetaase letters. In other fields, your entry isvarted to upper
case, even if you enter them in lower case. Thkagavn aupshifting

Some fields accept alphanumeric characters (nusrdret letters).
Some fields accept a limited set of charactedigits.

For example, a "Yes/No" field accepts only the elstars "Y" or "N".
Date fields hold numbers that can be correctlystwed as dates.

Dates must be entered in the formatd/ yy, nmm dd/yy, nmddyy, ornm dd- yy. Examples are as 6/24/07,
06/24/07, 062407, and 6-24-07.

Your cursor must be in a field in order for youettter data into that field. You move from fieldfield in several differ-
ent ways:

Press [TAB]. This will leave the field blank, réta pre-existing value that is in the field (ifygnor accept the
default value. (See below for a discussion of défaalues.)

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

Defaults

Some fields have default values. A default value v&lue which the system automatically enters tinofield if you
leave the field blank.

Default values serve two purposes:

1.

They speed data entry: there is no need to eiatarwhen the value is defined as a default. Ti tone you
need to enter data is when the value is an exaeftithe default.

They eliminate the potential for accidentallydietting to enter a value and thereby possibly orggiroblems
with your accounts or audit trails.

Defaults can always be overwritten at the timerdurd or transaction is entered.
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There are two different types of defaults: fieldaddts and program defaults.

Field defaults are written into the system itself and reflect tatue you would most commonly enter in the field.
Two examples of field defaults can be found inthpelate Payable Documents program: the Date fidfauits to the
current date; the Gross Amount Entry field defatdtdl(o).

Field defaults affect only the field they pertain You can change the values in the fields if yashwA field default
can always be overwritten simply by entering défgrinformation into the field.

Program defaultsare set up by you or someone in your organizaidhe time your system is configured. Examples
of program defaults in the Payroll module are De¢iducand Obligation Code defaults. Program defaudige a
much broader impact than just a particular fighdyt can affect the operation of the program asa@eviProgram
defaults can also be overwritten by entering déffierinformation in the field.

There are many different levels of defaults whidth @ome into play while you are entering data amdcessing transac-
tions. Often the default levels operate as a hibsarif no value is given at a particular levek tralue defined at the next
higher level is used; if no value is present thtére,value at the next highest level is used, anfdsh.

You need to be very familiar with how your defawlte set up in your particular case. Refer to fleeisic module’dUser
Guidefor information about how the default hierarchyriin each module.

Zoom

When there is a magnifying glass icon on a fidids indicates that the zoom feature is availaldenfthis field. Click on
the magnifying glass or press Ctrl Z to zoom. s @f valid values that can be entered in thiglfielll display and you
can choose from this list by double clicking on iteen, or pressing Enter.

& Zoom chrtz Q@@
File Edit Help
0BQ 090

Account Drescription Acct Type Cat | Cred?| #
0 ACCOUNT CURREMT ASSETS

101000000 SECONDARY BANK ACCOUNT CURREMT &55ETS & N
102000000 PAYROLL BAMK ACCOUNT CURREMT &55ETS & N
103000000 MOMEY MARKET ACCOUNT CURREMT &55ETS & N
110000000 ACCOUNTS RECERABLE CURREMT &55ETS & N
115000000 EMPLOYEE & OTHER RECENABLES  CURREMT AS5ETS & N
119000000 ALLOWANCE FOR DOUBTFUL &/R'S  CURREMT AS5ETS & Y
120000000 INVENTORY CURREMT &55ETS & N
120500000 PURCHASE WARIANCE CURREMT &55ETS & N
130000000 PREPAID RENT CURREMT &55ETS & N v
[O 0K ] [’;‘ Cancel ] [M Mew Search %

QYR

If you are in a program that has supplemental sqpeegrams and zoom from a field, a list of thesypams will display
on the picker window. For example, in the UpdatstGuner Orders screen program , if you zoom fromeTigld, this
picker window displays. To select a program from lit, highlight it and click OK, simply doubleick on the item, or
press Enter.
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Choose a Zo... (= |[O0(3]
File Edit Help

A ON-1VEX N 7]

Recalculate Price

Order Summary

Order Defaults

Cusztomer/ Credit

[@ ok ] [Q:‘ Cancel ]

QYR

Message Line

When you are moving through a screen, notice h@wtkssage line at the bottom of the screen chaoggise brief
instructions for the field your cursor is in.

Update Warehouse Definitions

File Edit WView Mavigation Tools Actions Help
oL MV HaA RBEMee
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Update " arehouse Definitions
warehouse Code:
Drescription:
Department: =]
Address:

City:
State:
Zip:
Country:
Phone:
Fax:

Email:

[@ 0K ] [Q:‘ Cancel ]

Enter warehouse code, @i

Windows

All programs have a main screen. Many programslss@ one or more supplemental "windows" which aionaddi-
tional information. The programs are organizedhst the information that you need to see or aceoesst frequently is
always contained on the main screen of the prognashother, less frequently used information istedan supplemen-
tal windows that you can access quickly, usuallhwinly one or two keystrokes.

To access one of the windows available from thenreaieen, simply bring up the picker window by pheg [CTRL]-
[Z], or clicking Zoom, then choose the program yeant to see from the options that appear on thieepivindow.
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Enter data into the window the same way as you evisulny screen. After you have made additionshanges to the
data on the window click OK, or press [Enter], tore the new data. If you want to abandon the amditor changes to

the data on the window click Cancel, or press [ES@]s does not affect the data on the main sci@kcking OK or
pressing [Enter] returns you to the main screen.

The relationship of a program’s main screen tavitedows can be illustrated as follows:

©) ®

Program main screen Program main screen

Picker

[——=S|

From a program’s main screen

...to see a picker window. Then
Press [CTRL]-[Z]...

select one of the options...

® @

Program main screen Program main screen
Window I
to see one of the other windows. [Cancel] and [ESC] to return to the

main screen.

When the Zoom function is available from a fieldaiprogram that has subordinate windows, the Zoptiomis always
the first option on the picker window. This wayuycan Zoom easily with just two keystrokes: Cliakarh, or

[CTRL]+[Z] (to bring up the picker window), and [ENER] (to select the Zoom). (The Zoom function isadissed in
"What is Zoom" on page 5-2.)

Program main screen

Picker
Zoom option H

...itis the first —
option on the -
picker window

Distinguishing Between Header and Detail Sections

Fitrix Businessises two different types of screens: header-omilyreeader/detail screens. The headetionof a

header/detail screen works like a header-only s¢r®the distinction is really between heastmtionsand detaibec-
tions,

To understand header/detail sections, it is necgssainderstand the concepts of one-to-one and@neany relation-
ships.
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A one-to-one relationship means that for every ueigccurrence of an item, there can beantkonly oneccurrence of
another particular item. An example of a one-to-miationship is a husband and wife. For every Wifge can only be
one husband (at a given time), and vice versa—feryehusband there can be only one wife.

In contrast to the one-to-one relationship is the-to-many relationship: For every one occurrerfe marticular item,
there can be more than one of another specific. ilamexample of this type of relationship is thegua/child relation-
ship: for every parent, there can be many childfér corollary, or flip side, of the one-to-manjat®nship is the
many-to-one relationship: many children can shaee marent.

The one-to-one and one-to-many concepts occur érgfyuin Fitrix Businesglata-entry screens. Header-only screens
and the header sections of header/detail screepoyethe one-to-one concept for the informatiorytheld. For every
unique occurrence of a vendor code, for exampéggethan only be one vendor, there can only be endor type, and
only one terms code.

The relationship between the information on thedeeaection and the detail section is one-to-mBayeach unique
instance of the header information, there can beymestances of the information on the detail sectfor every cus-
tomer code, there can be many ship-to locationxode

Another example of a header/detail screen is &&ymvoice. There is only one invoice for a partir transaction, with
a unigque invoice number, customer, date, and $b.fBut one invoice may contain lines for manyiént items. There
is a one-to-many relationship between the invoite the line items.

Another example of a one-to-many relationship igaployee time card. The time card itself is unjdue it may con-
tain lines for a number of different weeks workedipay period, or work on different jobs or offelieént types such as
overtime, vacation time, regular, etc. There i:me-to-one relationship between the header infoonati the time card
and the detail information (the lines).

Here is an example of a time card:

& Update Time Cards Q@@

File Edit WView Mavigation Tools Actions Help
OB |IOWERPREA BN E00ER 900

e O 9 0 0O 9 @
% Find Prev Mest Add Update Delete Browse

Time Cards
Header Employee |[EEWEEN (&) - |COCHRAME, MICHAEL D
Section Card Starting Date | 04/01/2007 I3 Ending D ate |04/30/2007 I3

Income Code | Rate MHurmnber Aot Hour
REGHR 15.00000000 80.00 1200.00 80.00
OVERHR 2250000000 £.00 135.00 £.00
SKHP&Y 15.00000000 0.00 0.00 0.00
Detail WCHPAY 15.00000000 0.00 0.00 0.00
Section BOMUS 0.00000000 0.00 0.00 0.00
Totals 8E.00 1335.00 8E.00
(G o | [4cancel | [EEpetsl |

QYR

Enter the employee's ID code,

You can see from the example above that detaitimédion is displayed differently than header infation. Rather than
there being a field into which data is entered,dat in a detail section is arranged in columnkrams, like a table.
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In a detail section, the fields are arranged valiticAnd each entry in a field pertains to a partéar row. Field labels are
found at the top of the column (Code, Rate, Numberount, and Hours are the field labels in the epda) and you
enter a value in the field for each row. (ex. REGIIRERHR, SKHPAY, VCHPAY, or BONUS). Therefore, andetail
section, a field can actually hatdore than on@alue—it holds one value felachrow. These vertical fields are known as
arrays

The two most important things to remember are:
* In aregular field, the field follows the fielddel; in detail sections, the fields are actualliobethe field label.

* In aregular field, you can have only one entrthia field; in detail sections, you can enter maalyes in the
field, one value for each row.

Moving Around in Header/Detail Screens

You move between the Header and Detail sectiomassafeen by clicking Detail or Header, or by preg<trl [TAB].
You scroll up and down the rows in detail sections usingughand down arrow keys or scrollbar.

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

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

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

Reordering Fields In Detail Section

If you would like to reorder the fields in the diétsection of the screen, left click on the fielddadrag it to the desired
position on the screen.

Hiding Fields In Detail Section

If you would like to hide a field in the detail $@m of the screen, right click on any detail haaaled a drop down list of
all field names displays. Uncheck the field ord&lou do not want to display.
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Using Dialog Boxes

Fitrix uses different dialog boxes to instruct, diteand warn you as you are processing data ansdctions through the
system.

Error Dialog Box

An error dialog box will appear in cases where fiaue entered invalid data, or have otherwise togaerform some
action that is not permitted. The error dialog Ibells you that you cannot perform the action. timppts you to acknowl-
edge that you have read the message, and thenyakémck to where the error was committed soytbatcan proceed.

An error dialog box looks like this:

Walue |s Mot in the List of Valid D ata.
“want mare information ?

G e )

To respond to an error dialog box, simply pressTER] to acknowledge that you have received the aggssThis will
allow you to continue with the program. Clickingeties button may also access more information aheugrror itself,
such as a more detailed explanation of the erppraaches you might consider to avoid the errat,snforth.

Warning Dialog Box

A warning dialog box appears when you have enteeeiin data or attempted to take a particularsmaof action which
is not advised or is in some way unusual, but tgonehibited. The warning box gives you the oppoitiuto change the
activity, or to proceed. A warning box looks likeg:

Waming: Date Outzside Current Period.
“want mare information ?

Gves | o ]

Clicking the Yes button may also access more in&tiom about what elicited the warning message.
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Zooming to Find Reference
Codes

The Zoom feature makes data entry easier. It mgamslon’t have to remember a lot of codes
when you are entering data—you can view a lisetdvant values for a particular field.

This chapter shows you:
* What Zoom is and when you will want to use it
* How to use Zoom

¢ How to use AutoZoom

Zooming to Find Reference Codes 5-1
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What is Zoom

While you are entering records and transactiortstimt system, you will often need to enter refeeetdes, such as
Vendor Code, Item Code, Employee Number, or Accdlurhber. You cannot possibly remember all of theéesoin your
system, so you could have a hardcopy printoutlaffahe reference codes in the system to refarttite you are entering
transactions. But this printout would be diffictdtmanage and would become quickly out of date.

A better solution is provided by the Zoom functidwoom lets you look directly at the appropriateerehce code table
without exiting from the transaction processingguean. Then you can select precisely the code yed far the transac-
tion. Zoom is available in every field that cals & previously-defined code.

For example, in the Payable Documents programnyest enter a valid vendor code in the Vendor fig¢wenter the
correct code, while in the Vendor field use Zoorbtimg up a list of all your vendors and their cedgelect the appropri-
ate code from the list and the value is automadyiaaitered into the Vendor field in the Payable ments screen.

Zoom is context sensitive; that is, whether therddonction is available and what it does dependwbat field your
cursor is in when you use it. For example, the M&hChecks program requires reference codes in deauof different
fields, among them: Vendor Code, and Pay-To Codegeyou Zoom from the Vendor Code field, you séstaf all
vendor codes and names from the Vendor Informagésrence program. When you are in the Pay-To Giette you
see a list of all of the pay-to locations that hbeen entered for the vendor whose code you entetéd Vendor Code
field. When you are in a field that does not reg@reference code, Zoom is not functional.
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Using Zoom

Whenever your cursor is in a field where the Zoeattire is available, you will see a magnifying glaslick the magni-
fying glass icon, or press [Ctrl] +[Z] to bring tipe Zoom window.

In complex programs where there are windows atththi¢he main screen, clicking the magnifying glass, or press-
ing [CTRL]-[z] also accesses the picker window @i use to change to a different window. The Zogtion is always
the first selection on the picker window. Therefarden you want to Zoom, you need only zoom, aed immediately
press [ENTER] without having to scan the pickerdaw for the Zoom option.

Update Payroll Entries

File Edit ‘iew Mavigation Tools Actions Help
OB o™ HAR2H 90
A Q90 0 0 @
i Find Prev Mest Add Update Delete Browse
Choose a Zoom Screen ... E'E'E'
Paproll Date: | [I i Fie Edt Help 2542006
Ending Date:  |03/22/2007 7 @ @i G !:‘ 3 9
Employee Code:  |CEDEEP  [&)
Caszh Account: 102000000 (3 | mmrrmrm———
Faprall Infarmation
Check Number: Payroll Income Detail Posted:
Emplopee Income/Deductio | P2l De‘?‘“d_'m DEta_" gations
Faprall Obligation Detail
Gross 'wWages: 23
Taxable W ages: 23
Employee FICA: 1 [e K ] [!:‘ — ] 14725
Employes Medicare: 147.25
Federal Income Tax: 3 OVR 34.44
State Income Tax: 0.00 Other Ligbilities: 713
Local Takes: 2613
Other Deductions: 10271 Total Liabilities: 33607
Met wWages: 171378 Exp/idvr; 0.00 Hourg 'worked: 86.00
10f76
[@ Ok ] [Q:‘ Cancel ]
Enter the payroll date. oA
Note

Zoom is always the first option on a picker window.

When you Zoom into a reference field, you are takéma query list box, also called a Zoom Winddw.use the Zoom
Window, use your arrow keys to position the highligver the item you want to select, and then gifes§ ER]. Using
the mouse you can doubleclick the item to select.

But the Zoom Window also has some special chalatitsr which make management of large amounts taf easier.

An example of the Zoom Window appears in the Ver@ode field of the Update Payable Documents program
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— BEE

File Edit Help
OB U0

Code Business Mame Contact Fhone &

CHAMPION INC JIM b PELIN 4

123458 DELCO/REMY INC RICH HOLLADAY 313 BE5 8444

123453 CASTROL OIL CO STEVE ISSACS0M 512 344 3000

123460 WwslKER EXHAUST INC CARSOM LEMMEN 904 343 5555

123461 ALPIMNE RADIO INC MIKE STEELE 213 452 3000

123462 SONY OF AMERICA JAMES TAN 408 765 6654

123463 KENWOOD INDUSTRIES IMC L4RRY JACOBS 408 443 5523 -

123464 MOTOROLA CELLULAR IMC LARRY WaTZ 708 B33 5930

123465 MOWVATEL COMMUNICATIONS INC - CATHY SELIN 214 887 6654

123466 HOLLEY MFGR. IMC. STEVE HENDERSOM E15 244 5333

123467 GEMER&L MOTORS CORP MARK SELIN 313 443 9765

123468 FELPRO GASKET CORP PERRY DILLARD 303 622 2233

123463 TR BEARING CORP DD H CALAHAN 717 329 9957 A

[@ 0K ] [Q:‘ Cancel ] [M Mew Search

VR

When you execute the Zoom command from a field,gemithe first page of the entries in the refer¢aiole loaded into
the screen. To select the desired record, usepthed down arrow keys, or scroll bar, to scroll dawthe list to find the
item you want. Use the [F3] and [F4] keys to pagend down in the list.

These functions are satisfactory when there is demate number of records in the list. Howeverpifi jaave a very large
number of records in the list, it can be quite tepasuming to move one line at a time, or evenpaye at a time
through the entire list. Fitrix provides two opt®that make it easier to select an option fromligie

New Search:

To narrow down your search, click on the New Seargiton found at the bottom of the screen. This eléar the list
from the screen. You can then use search critedianit the values this search will return.

Update Time Cards E]@

File Edit WView Mavigation Tools Actions Help
OB |IOWERPREA BN E00ER 900

4 @ © 0 ® 9 &\
% Find Prev Mest Add Update Delete Browse

Time Cards
Employee |BEERRLY - |COCHRANE. MICHAEL D |
Card Starting Date | 04/01/2007 I3 Ending Date | 04/30/2007 EE3

Income Code | Rate MHurmnber Aot Hour

REGHR 15.00000000 80.00 1200.00 80.00

OVERHR 2250000000 £.00 135.00 £.00

SKHP&Y 15.00000000 0.00 0.00 0.00

WCHPAY 15.00000000 0.00 0.00 0.00

BOMUS 0.00000000 0.00 0.00 0.00

Totals 85.00] | 1335.00)| 86.00]

(G o | [4cancel | [EEpetsl |

Enter the employee's ID code, 20
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By entering "A*" the search returns only those vamnathose business name starts with an A. See Qhapte more
information on how to use search criteria.

Sort:

This is used to list the data in a different orfew can use whatever criteria appear in the zoamdew's headings.
For example, the inventory items may be defaulitigroduct code order.

Zoom itemz
File Edit Help
OB |OW OO
Item Code Clazz Drescription Description2 Control - #
12104 PARTS ULSTRIK]
12112 MOM SC & SERIES CVR-UP TAPE
12120 MOM SCh & SERIES LIFT-OFF
12138 MOM SCh & SERIES CORR (PK/2) -
12195 MOM SCh A SERIES NYLOM
16345 MOM SCh COROMAMATIC LIFT-OFF
16352 MOM CORONAMATIC CORRECTABLE
17558 MOM SCh COROMAMATIC BLE FILM
17616 MOM COROMNAMATIC COVER-UP
17657 MOM SCh COROMAMATIC NYLOM
20700 MOM SCh REGEMCY 10 PAw
20702 MOM SCh REGEMCY 12 PAw
20705 MOM SCh TEMPO &SCI12
20708 MOM SCh SCRIPT 10412 PAw
20710 MOM SCh LETTER GOTHIC 12 PA
20712 MOM SCh COURIER ITALIC PAw
20714 MOM SCh ORATOR 10 PAY
20718 MOM SCh PRESIDENTIAL 12 PAw
TR MR Crhd WAICR 1R P
&l | B
Contral: “L" = Lot Contral 5" = Serial Contral
"B" = Lat and Serial Contral " "' = Mot Contralled
[ QK ] [Q:(Eancel ] @More Options
VR

To change the sort order to be by item descripsonply click on the header "description".

Zoom itemz
File Edit Help
OREQ(ON OO
Item Code: Class Description Description2 Control — #
ACRA2TS FARTS AC/DELCO (R)R42TS SPARK PLUG %
ACR44T PARTS AC/DELCD R44T SPARK PLUG ‘ Enter First description line or wi\dcard.l
ALP3ISER ALDIO ALPIME [R] 6 CHAN AMP
ALPE203 AlDID ALPIME 629 THREE " SPEAKER L —=
ALP7292 ALDIO ALPIME 7292 REM. AM/FM/CAS 5
TOYHAT ACCY AUTOTOY BASEBALL CAP
TOYDICE ALCCY AUTOTOY FUZZY DICE
TOYFRM ACCY AUTOTOY WANITY LICENSE PLATE FRAME
BOS0E064 FARTS BOSCH [R) C4F & ROTOR SET TOYOTA
BOS50606E FARTS BOSCH CAP & ROTOR SET TOYOTA
SC-70 HON CANOMN AP-01 CFR
BC-01 IP CANOM BJ-10E. BROTHER HJ-1001, APPLE STYLEWRITER, STAR 5C-10
H116143221 Fx CANOM FA<PHONE 80 SUPPLY KIT
F41-2302 I CANOM PC-10/14/20/24 TOMER CAR
F41-4106 NI CANOMN PC-3/5/6/7 TOMER
F41-4102 I CANOM PC-BRE/7/8/9/11
SC-30 NON CANON 51441616 CFR
SC-38 HON CANOM 5-14/15/16 LOT [2/PKG)
e MOk FARIMM TVEELATE 10 (/R
& | @8
Contral: "L" = Lot Control 5" = Serial Control
"B = Lot and Serial Contral "' ** = Mot Controlled
I@ Ok ] [t:‘ Cancel I lEMUrE Options
VR,
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AutoZoom

AutoZoom is an accelerated version of the regutaorZ feature. You enter a partial description ire&dfalong with an
asterisk wildcard in order to see a list box ofodlthe items that match the description. The vdtdcsearch acts just like
any other wildcard search. For more informatiorsearch descriptions, see "Search Criteria Examplegage 7-4. Use
AutoZoom when you know enough about the code yeuanking for to be able to narrow the list, but anough to be
able to enter the code directly into the field.

To use AutoZoom, in a field where Zoom is availakeleter the character (or characters) of the wadwewant to use in
the field, along with * (asterisk). Then, press BJAo activate the AutoZoom. A list box appearsthaall of the items
that match the selection criteria appearing inligtéoox.

For example, if you wanted to use AutoZoom in &fie select all possible entries that begin widh.," you would
enter AL* in the field and press [TAB].

& Update Customer Orders
File Edit VYiew Mavigation Tools Actions Help

o8 o QM E00<ED 90

G © 0 0 O & & s

: @ 1
: Find Prev Mest Add Update Delete Browse Options

Type: |[REG (5| Customer: |12 L[ |CLASSIC PARTS UNUIMITED
Cum: ShipTo: SHIFTO L Ship Via: |BEST Wiy L Dizc.Code: |MOME
Stat: |ACT P.O. No.: 312327 OrderMo.: 194 Document No.: 134
Stag. [MEW QidiDate: | 04/19/2007 V¢ ShipD ate: | 0441942007 114 OrderT otal: 0.00
Ship Complete: M
Ln | Tppe Sty Item Code UM | Quantity Price Met Amaurt
15TK HEW AL =) 1.000
whee: |SEATTLE .| Committed:
Salesperson;  |BJ .| Bek. Oty
Tax |[NOT&X .|| Bck. Ref.:

(New Document)

IO Ok ] [’;‘ Cancel I [E Header ]

Enter the inventory item cade,
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Zoom itemz
File Edit Help
OBEQ (O 90
Item Code Clazz Drescription Description2 Contral
A P35EE AUDIO ALPIME [R] 6 CHAN AMP
ALPE203 AUDIO ALPIME B9 THREE ‘WY SPEAKER L

AUDIO ALPIM AEM.

Contral: “L" = Lot Contral 5" = Serial Contral
"B" = Lat and Serial Contral " "' = Mot Contralled
[ QK ] [Q:{ Cancel ] @More Options

QYR

Note

The wildcard search must contain an asterisk {is the presence of the asterisk that tells tis¢esy that you want to
perform AutoZoom. The search may also contain otharacters such as question marks, if desiredmeoe infor-

mation on wildcard searches, "Relational Operatorspage 7-3.
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Posting and Printing
Reports

All Fitrix output programs use the same interfae.output program is a program that produces a
printed output, such as a report, a posting routihecks, or mailing labels.

This chapter shows you:
« How to use the options on the Printer dialog box

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

Posting and Printing Reports  6-1
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Print Screens

Select Printer - 001 [:J[EJ@

Frint Summary by Mame
Frints a list of customers
Sorted by customer name

Number of Copies: |1 =

Screen pager

Editar |
Host Printer [Lexmark2 j

I
-
‘o
= Client Printer | | Lexmark 2
-
-
-

Mail Ta: | Subject: |

Fax Mumber: r |
File File Mame:

Last process: Ready to select print option

|4 Cancell

When you select an output program, the printdodiaox above displays and you have the followipans:

Number of copies- change the number of copies you want to printimking on the up arrow button
Screen pager- if you want to display the report on the screditk on this radio button.

Editor - once you have run your report, the printer didlog will display again. If you want to launch your
report in editor mode using a tool such as Micro®ddrd, click this radio button and then click DitdReport
button. Contact your system administrator or yduthorized Fitrix reseller for information on hdwset up the
environment variable that controls which editinggmam is used.

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

Client Printer - click on this radio button to print the report beetprinter hooked up to your PC.

Mail To - click on this radio button if you want to email tteport to someone. Contact your system admindstrat
or your Authorized Fitrix reseller for informatiam how to set up email functionality.

Fax Number -click on this radio button if you want to fax theport to someone. You must have faxing software
(ex- VSIFAX) installed on your system. Contact ysystem administrator or your Authorized Fitrixetsr for
information on how to set up faxing capabilities.

File - click on this radio button to store the report deaon your system. For the file name enter thiegath-
name of the file.

To print the report, click the Direct/Redirect tmrtt To return to the menus, click the Finisheddmutt

6-2
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Search Criteria

Search criteria is used to help you pinpoint onmore records or transactions from among all the
records and transactions in your system. You adgosearch criteria to narrow the scope of reports
and posting routines to give you the exact outcgmeneed.

Familiarity with search criteria will help you moeéficiently manage your data and your transac-
tions.

This chapter shows you:
* How to use search criteria
« The different types of search criteria

« Several examples of searches using search ariteri

Search Criteria 7-1
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How to Use Search Criteria

Whenever you want to update, view, or delete artkoorecords, you must first use the Find comntargklect the
records. You can retrieve all records, or you cemaearch criteria to limit the number of recolus are retrieved.

You can also use search criteria to find a pawmicrécord that you are looking for. For exampleoifi know some of the
information in an invoice (such as the vendor),ymu do not know the specific invoice number, yan ase search cri-
teria to bring up all the invoices that pertairthe vendor, and then look through the invoicegHerone you need.

Finally, use search criteria to limit the scopagfosting routine or report. In this way, you castpr report on only the
transactions, records, or time periods that yow neewever, not all output programs use searckréiscreens.

How to Search

To perform a search, use Find to bring up the Qbgrizxample (QBE) screen for the program. Movenfield for the
data you will search on. Most often, this will beade, name, or date, but it can be any of thdgieh the QBE screen.
Enter the search criteria. You can enter searcéri@iin more than one field to help pinpoint thaexecord or records
you are looking for. Then press [Enter], or clicK,Qo begin the search.

A Find search can use specific data, or it carreisg¢ional operators and wild cards for the seaidlhyou need to know
are the relational operators and their meaningsyan can perform any type of search that you need.

To use search criteria in an output program wislea ch criteria screen, simply enter the criterithe field or fields pre-
sented, then press [Enter], or click OK, to proce@h the program.

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

Search Criteria Definitions

Remembemumeric fields hold numbers onlyCharacter fields hold letters only. Alphanumeric fields hold letend
numbersDate fieldshold dates.

ASCII sort order : When you search using relational operators, yerdriio know how the system determines the rela-
tionships between different types of charactersid&/¢hat begin with spaces or punctuation comg fiolowed by
words that begin with numbers. Next are words liegfin with uppercase letters, followed by wordg tregin with

lower case letters. Therefore the sorted orderefdlowing numbers and letters would be 1, 10ZAa, z.

Wildcards

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

Wildcard Symbol Definition

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

Question Mark
The question mark replaces any single charactercimaracter field.
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Relational Operators

Relational operators are symbols used to comparevalues. These values can be character, numerigte types. A
variety of operators are available to help you gpeanges or lists.

When using the first five relational operators éjez than, greater than or equal to, less thas thes or equal to, and
not equal to), the relational operator is enteied, ffollowed by the number or alphanumeric chaags).

Relational

Operator Definition

Greater Than
Finds all values greater than the specified value.

Greater Than or Equal To

= Finds all values greater than or equal to the §pecvalue.
< Less Than
Finds all values less than the specified value.
= Less Than or Equal To
- Finds all values less than or equal to the specifedue
Not Equal To
<>

Finds all values not equal to the specified value.

Null
= Finds records that have a null value in the fi@lahull value means that the field
has no value—it is empty.

Not Null
Finds all values that are not null. Selects albrds that havanything in the field.

Range
Search for a range of values. Can be used with rianoharacter, alphanumeric
and date fields. Uses the ASCII sort order. Ramgewclusive

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

1)
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Search Criteria Examples

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

This selects the unique record for that employee.

2. Search for all transactions dated from June 1, ZI¥ to July 31, 2007.
In that Date field, enter6/ 1/ 07 : 7/31/07 or 060107 : 073107

This search selects all transactions between theiffgd datesincludingthose dated June 1 and July 31. Remember,
when entering dates, any of the following formats\alid:n d/ yy, n? dd/ yy, mddyy, or nm dd- yy.

3. Search for all invoices with a total amount ove$100.00.
In the Invoice Total field, enter100. 00

This selects only those invoices greater than ®100.

4. Search for all invoices with a total amount of $10.00 or more.
In the Invoice Total field, enter=100. 00

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

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

In the Vendor field, enterVENO4| VEN25

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

This selects all vendor codes that begin with Bofeéd by none or any number of characters.

7. Search for vendor codes with B as the second claater.
In the Vendor field, ente?B*

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

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

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

9. Search for vendor codes with B as the last chartss.
In the Vendor field, enteyB

This selects all vendor codes where a B is precbglatbne or any characters and is the last charixctiee code.
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Online Help

Online Help can assist you when entering data@eg®sing transactions by giving you easy access
to information about the program or field you are i

This chapter shows you:
* How Help is organized
* How to access Help

* How to customize Help to reflect your company’sqedures
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Using Online Help

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

Program Help

Program Help is available for Fitrix input progran¥su can add your own information to the Help tiéet so that infor-
mation specific to the way your company processasstctions is available when others access Help.

You can access help three different ways:

» Click on the word help on the menu toolbar
* Click on the ?icon on the standard toolbar
e Press Ctrl w.

& Help - Display. g@g|

File Edit Mavigation
QO BBRE MO ED

Help infarmation
Salezpzn: zalesperson code

Thiz sis-character alphanumeric field iz uzed to record the
zalesperson code identifying the primary salesperson for
thiz customer. ou can use the Zoom feature to select a
code for this field. After the code iz validated, the

syztem fills in a salezperzon description in the unlabeled
field to the right.

QYR

The Help window displays general help text aboatgiogram, sometimes including some tips aboutinéion to enter
into the fields.

To edit or update the existing help text to fit ybusiness, follow these steps:
* Click Update, or press U.
* Update the text.
» Click OK.

* Click Quit, or press Q.
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Field Help

Help is available for each field as well as generfarmation on a program. You access field-spetifadp the same way
you access program help while your cursor is irfild you want to see Help on. A window similartke Program Help
window displays. The commands available from thipkiéndow are also the same, and you can upddtkHielp text

in the same way as well.

# Help - Display E]@@

File Edit Mavigation

Q@ W BB B A O

H g
% Quit | 0K Cancel | Cut Copy Paste | Miew Update | Inzertt Row  Del

Help infarmation
Code:  customer code

Thiz iz a twenty-character alphanumeric field that stores a
code that uniquely identifies a customer. The spstem
verifies that the entered code is unique.

QYR
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Company Setup Menu

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

« Desginating Checking Accounts

Company Setup Menu 9-1
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Order of Setup Steps

When you set up reference files, the order of stepesigned so that earlier steps add informatiahcan then be
accessed automatically in the course of later stegpanstance, once you have set up account nurabges, any time an
account number is entered the system can autorhatielhyou what type of account it is (for exareplwhether it is an
asset or liability account). Conversely, if you toyperform setup steps out of order (for examgeéting up account num-
bers before defining account ranges) you may défieasystem’s capacity to provide useful data-eintigrmation
through automatic lookups.

The setup steps that apply to all Fitrix modulesrfgrmed through options on menu 9, Company Seteipunare cov-
ered in detail irLearning Fitrix They are discussed here because the informdteyninclude forms the basis for later,
G/L-specific setup steps.

For example, ledger accounts are typically sengdémpany-wide use through the Company Setup rfreeau 9),
available in any Fitrix module. Account Groups, @lhassign a code to a certain selection of thatgeleaccounts for
data-entry purposes, are set up through the LeSiggeip menu (menu 4) of G/L.

Reference Information Options

Options on th&€ompany Setup menuware used to create the basic structures of the @&e-Ehart of Accounts and any
sub-departments you choose to set up within yoonmpamy.

The Setup Company Menu:

Fitrix 5.20 Database: sample Printers: Lexmark2/Lexmark 2

Fle View ute Setfings  Help

dem=az2@

(=RCLIEE 1 General Ledger
SRRl SRR o company Setup

B 3 Accoutiy 2 Recun B a Undate Corpany Infarmation
B 4 Orderlgy 3 Ledge & b Print Company Information

B 5 Invente sy 4 Ledge B« update Account Number Ranges
5 B PUheEy 7 Mullle (9§ Print Account Number Ranges
B 7 Mulice g5 8 admin Bl e Update Ledger Accounts

B 8 Payrollgy 8 Comp, & 1 Print Ledger Atcounts

B 9 Fied /5] Exit [E g Update Checking Accounts

£ a Replenishment & h Select Different Compary

4] Exit 5] Exit

Status Ide Sacket: sock224/10.0.0.95/20020

Menu options for reference file setup:

e Update Account Number Ranges (9-callows you to define the number of digits that viaé the standard for
your ledger accounts, and to define the limitshef tumeric ranges that correspond to different auictypes.

» Update Ledger Accounts (9-ejs used to create or modify your Chart of Accoutits also used to specify con-
tra accounts and to set up optional subtotal grofipscounts for reporting purposes.
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e Update Checking Accounts (9-g)optional) is used to designate certain cash adscam checking accounts.
This allows you to use the check reconciliatiortdeain Accounts Payable.

Information Checklist for Reference File Setup

« Decide on company divisions that will be assigdedartment codes for reporting purposes (or usddfault of
a single department “000").

» If using departments, create department codep ¢ three characters.
« Decide number of digits to be used in account rensib

« Modify Account Number Ranges to correspond to aot@mumbering.

e Create a list of account numbers and account geieers to be added.

« Define subtotal groups (if any) to be assignedhimibiccount ranges.
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Company Information

Use this program to store basic company informatigaur business name and address, department cowksshether
or not you will use the Multilevel Tax feature.

Multilevel Tax features are used in conjunctionhaiitrix Accounts Payable and Accounts Receivabbeluhes to track
costs and prices that are subject to more tharymeeof tax. For information about the use of Maltel Tax features,
seeGetting Started with Fitx.

Update Company Information

This option is used to set up and maintain the Gomyfile. This file stores data regarding the name address of your
company, which is used on reports. In addition agdepent codes—used if you intend to assign incontkexpenses to
departments—are stored here. Refer to the defiisitior departments and profit centers in AppendigB®ssary for fur-
ther information.

The Company Information screen:

& Update Company Information (W =)E3]
Fle Edb View Mavigation Tools Actions Help
[CE-N7X] QA NN EOOID »
2000 0 0 &
Find Prev MNest Add Update Delste Browse
Company Information
Business Name: PARTS PLUS DISTRIBUTION
Address1: 1110 MAIN STREET
Address?
City. State, Zip: |SEATTLE . WAl 38133
County: [KING
Country: [USA
Multileved Taw: |7 Use Mulilevel Tax Groups: Y
Dept | Description
000 ADMIN. OFFICE
100 EASTDIST. CENTER
200 CENTRAL DIST. CENTER
222 TEST
300  WEST DIST. CENTER
A0 DIV A-SALES DEPT

1of1

When you first use the system, the company infaondtelds have default data provided in both tample and stan-
dard company data sets. This data is included snaseh sample, and should be modified to reprggemtcompany.

The data in the Company table is unique to eatdbdae (i.e. company). The table contains one alydonme record,;
therefore, the commands on the command prompt,thétlexception of Update and have been disablegl name and
address entered in the Company Information seefppear on all reports generated by the system.

The Company Information screen contains the foltmafields:

1. Business Name:

This alphanumeric field may be up to 30 charadtetength, and contains your company’s name. Thigyém this
field will be displayed on reports generated bygistem.

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

3. Address2:

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

4. City, State, Zip:

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

5. County:

Up to 30 alphanumeric characters may be entered.

6. Country:

This field may contain up to 30 alphanumeric chinac

7. Multilevel Tax:

Set to Y only if using Fitrix modules that have tilalel tax capabilities (AP, AR, OE, PU). See tmapter on mul-
tilevel tax for more information.

8. Use Multilevel Tax Groups:

Unless you enter a “Y” in the Multilevel Tax fielthis field is skipped. See Chapter 7 - MultilevVaek for more
information.

The Department section of the form stores up tolamelred department codes. The department figltplsanumeric,
allowing you to establish nhumeric or alphabeticd@ombination) codes. The use of department daddsacking
income and expenses is completely optional.

1. Department Codes:

In this column, you enter a department code thattifles a profit center, a division of the compaetg. Throughout
the FitrixBusinessnodules, you have the option of posting sales apéreses to specific departments. This is a
three-character field.

2. Description:

In this column, you specify the department named@aged with the department code in the same rowr ¥lphanu-
meric department name may be up to 30 charactéesgth. This Company Information Form is usedpecify the
name and address to put on your reports and ttdit'penters” or “company divisions” to associatghwarious
department codes.

Additional Company Information

If you click on Zoom , the following screen dispsay
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Choose an ltem
File Help

0B (]9

Additional Company Information
Credit Card Processing Information

[@ 0K ] [Q:{ Cancel ]

QYR

Additional Company Information — this screen isdig@store additional information such as telephmmmaber, fax num-
ber, etc.

Add on detail addinfo =3

File Edit Mavigation Help

Additional Company Information Screen

Drescription Drata
500-555-2668

fa

e-mail

web address

[ ok ] [Q:{ Cancel ]

Enter the description of the data, ie telephone, Fax, email, 20

Credit Card Processing Information- if you are gstnedit card processing in Order Entry, it ishistscreen that you
enter the interface information. See @wler Entry User Guidéor more information.

Extension ccard
File Edit Help

OB |OWRHEER 90
Credit Card Processing Information
Credit Card ON:
HTML Serial No:
ADVANCE Serial No:
Server Time Out:

Server URL: |https:.-".-"www.skipiac:kic:.c:om.-"sc:ripts.-"
Trans. Authorize: |ev0|vcc.dII?AuthorizeAPI

Trang. Status Request: |ev0|vcc.dII'?SJAPI_TransactionStatusHequest

Tranz. Change Request: |evolvcc.dII?SJAF'I_TransactionEhangeStatusHequest
Batch Upload: |Batc:hUpIoad.dII?BatchUpIoadD‘I
Batch Statuz Request: |evoIvEE.dII'?SJAF'I_BATEHFILESTATUSHEQUEST
Batch Change Request: |evoIvEE.dII?SJAF'I_BATEHFILEGETHESPDNSEFILE

[@ 0K ] [Q:{ Cancel ]

QYR

Is credit card QN7 (YN
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Print Company Information

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

The way that all these different types of accoamésidentified to the computer system is by accoumbbers. 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 that corsizt up to nine digits. You assign these numbethabthe numbers of
similar accounts all fall within the same numesgage. Fitrix lets you assign these ranges.

The Account Number Ranges screen:

& Update Account Mumber Ranges g@@
File Edit WView Mavigation Tools Actions Help
OB & QHEBEHN OO

A 00 0 0 0 @\

= Find Prev Mest Add Update Delete Browse

Account Mumber R anges

First Current &sset: 100000000 CURREMT AS5ETS
First Fixed Aszet: 180000000 FIXED 455ETS
First Current Liability: 200000000 CUR LIABILITIES
First Long Term Liability: 270000000 LT LIAEILITIES
Firzt Equity or Capital: 300000000 CAPITAL
First Income or Sales: 400000000 INCOME
First Cost of Goods: 500000000 COST OF GOODS
First Dperation Expenze: BO0000000 ExPEMSES
1of1

QYR

These ranges can be changed by the user, butdfpesounts always fall in this order. For examplieed Assets
accounts always start on the number after thedastnt Assets account. You do not, of course, baaetually use this
number, but the posting program recognizes it asttpe. Fitrix comes with a default Chart of Acotaj which you can
use as a guide for assigning your own account nisnface you have chosen the account numbers youtevase, you
can change that default list by changing, addingleteting the accounts used.

—— Warning!
There is a direct connection between account numapgyes and individual account numbers. The
account number ranges should be set up prior timgeip individual accounts. When an account is set
up, the program accesses the Account Range fdetermine the type of account (more specifically,
whether the account balance should be increasedavaitadit or debit). If you change the account
ranges, you must update or delete the affecteduate@n your Chart of Accounts, because the account
type is determined when the account is createghdatied.

Types of Ledger Accounts

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

e Current Assetsare liquid assets such as cash or Accounts Payable

» Fixed Assetsare property such as furniture and real estate.
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e Current Liabilities are debts that must be paid in the short term asgkayroll or accounts payable.

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

» Capital accountsare those accounts that contain the value of josiness, such as stock and retained earnings.

The next three types of accounts are those tha&zam the income statement (or profit and logestent) and describe
how your company performed for a given period.

« Income accountsshow the sources of your income.

» Cost of Goods accountare expense accounts that show what you paiddor gnerchandise. They are also
called “selling expenses” because they are dirgigttyto making sales.

« Expense accountgategorize all of your other expenses such as safdries, utilities, etc.
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Print Account Number Ranges

This program prints a hardcopy of information eeteunder the Update Account
Number Ranges menu option.
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Ledger Accounts

The previous step created the ranges of accounbergtthat correspond to account types. At thistgbmindividual
ledger accounts comprising the Chart of Accountstrbe entered into tHeedger Accountstable, using numbers
defined by these ranges.

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

The Ledger Accounts screen:

& Update Ledger Accounts g@@
File Edit WView Mavigation Tools Actions Help

QB QHEBEHN OO

QA 000 0 0 &\

© Find Prev Mext Add Update Delete Browse

Ledger Accounts
Account Murnber: 100000000
Type:  |CURRENT ASSETS
Description:  |CASH ACCOUNT
Subtotal Group [optional):
Increase with Credit?: M

Allow Uge in Manual Journal Entries?:

10f137

QYR

Account Number:

Enter an account number of up to nine digits. TyygeTand Increase with Credit field are filled inthg system
accourding to your predefined account number ranges

Description:
Enter up to 30 characters.
Subtotoal Group (optional):

Subtotal groups (optional) are assigned for a reréage of contiguous accounts for the purposaexting a subto-
tal on reports. The description prints on the reptimg with the subtotal for the accounts.

Increase with Credit:

Thelncrease with Credit?field displays a default of “Y” or “N” according tine standard method for increasing the
balance of this type of account. For example,éfdbcount number range for Income is 40000000@999999, and
the account number you type in is 410000000, wieenpress [ENTER] the default of “Y” for Income aceds—
balance increases with a credit—displays in thegage with Credit? field.

If you are adding an account whose purpose isfsebbther entries that fall within the same Tyg®nge the default
here to indicate that this account’s balance vélifcreased with the opposite of the normal efoy.example, an
account with a number of 420000000 for ReturnsAlimvances falls within the Income range of acconminbers.
However, the Increase with Credit? field for thisaunt is set to “N” to define its balance as iasiag with a debit.
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Allow Use in Manual Journal Entries:

If this value is set to N the user will not be alkd to use this account number in the Update JbEmtaies program.
There are some account numbers that have theira@Enbte maintained by the system (Example-Trade Adsou
Receivable and Trade Accounts Payable) and therefanual journal entries to these accounts shatlda
allowed.

Printing Ledger Accounts

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

If Fitrix Accounts Payable is installed on your s, cash accounts from which you issue checkbea®t up as check-
ing accounts. This will allow you to use the A/Reck reconciliation feature. See Chapter 5 inAbeounts Payable User

Guide

The Checking Accounts form:

Update Checking Accounts
File Edit WView Mavigation Tools Actions Help

L =JIVEX QA RRH o0
A @ 900 0 O &\

© Find Prev Mext Add Update Delete Browse

Checking Accounts

Account Humber: 100000000 = CaSH ACCOUNT
Department Code: 100 . Téx 100
1of5

QYR
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Multilevel Tax Menu

This menu contains options that are used only witiftilevel tax. Multilevel taxes are used to
assign up to four tax codes to a single line item.
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Multilevel Tax Menu

The Multilevel Tax Menu:

Fitrix 5.20 Database: sample Printers: Lexmark2/l exmark 2

File ‘“iew Execute Seftings Help

demEZ@

B cibg 2 Accounts Receivable
S =R 7 Multilevel Tax

3 Actouty 2 Custor & 5 Update Multilevel Tax Codes
A Orderl g 3 getup

b Update Multilevel Tax Perinds
5 Invertc ey 7 multile &
8 Purchs i g Admin d Print Multilevel Tax Codes
7 Multitl g g Setup = e PrintMuttilevel Tax Groups

8 Fawﬂ”‘ﬂ- B’ﬁ [ T Print Multilevel Tax Analysis
8 Fled Assets ﬂ

¢ Update Multilevel Tax Groups

& Replenishment

ﬁﬁ?ﬂ“ﬁfﬂ‘ﬂ?@ﬂ?&ﬁ?ﬂ“

I Status Idie Socket sock224/10.0.0 EEIZDDZD;
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Update Multilevel Tax Codes

The tax codes entered here are used with the sugtitaxes feature. The multilevel tax featuresisduin the Accounts
Payable, Accounts Receivable, and Order Entry nesdul

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

after you set up your ledger accounts, &mdoreyou set up your default files.

Note

Update Multilevel Tax Codes has an “intelligentlate function that does not allow you to deletetitayel tax codes
that have activity posted to the Multilevel Taxieity file. This is similar to the intelligent deie function of Update

Ledger Accounts.

The Multilevel Tax Code menu:

& Update Multilevel Tax Codes
File Edit Wiew Mavigation Tools. Actions Help

OB O] QA BEM OO
A 00 0 9 K

Find Prev Mest Add Update Delete Browse

Multilevel Tax Codes
[kinGED
Multilevel Tax Fiate: | 4000
|COUNTY OF KING T4
Caurtry : .USA
Province / State : WA

Multilevel Tax Code:

Description:

Diepartment:
Include Tax 'wWith Asset/Expense:
AR Tax Account: .

]

AR Discount Tax Account .
AP Tax Account: |

AP Digcount Tax Account: IV

210000200 |

210000200 |
38500000 4
£30500000 |

[ACCRUED SALES 1A%
[ACCRUED SALES TAX
|SALES Te EXPENSE
[SALES Ta EXPENSE
50f10

BES

OYR

1. Multilevel Tax Code:

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

2. Multilevel Tax Rate:

Enter the tax rate for this multilevel tax codetdfrthe tax rate in whole numbers. Example: 15%5gnot .15).

This field is required.

3. Description:

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

4. Country:

Enter the Country for this tax code. This fieldhist required, nor is it used by any other options.
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5. Province / State:

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

6. Department:

This field affects the behavior of the Order Ergnd Purchasing modules. You may leave it blank. &myy must be
a valid department code. If left blank, the systesas the Department Code specified for the document

For example, if you have a department code of Hiihed for an Order Entry invoice and you leaveBtepartment
field blank here, the tax posts to department 1f0@ou always want to use the same department vgositing tax,
enter that department in this field.

7. Include Tax with Asset/Expense:

Y/N field-entry optional. This field affects the w&ansaction amounts from the Purchasing modus fmoasset or
expense accounts in the General Ledger (GL). ErgeYi causes tax to be included in the amount postdatie
expense or asset account in the GL.

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

For example, suppose your company purchases am&xjtem and is obligated to pay state sales tak btow do
you want your accounting system to handle thisasibm? Do you want the full amount of the purch@sam plus
tax) to post to the GL expense account, or jusatheunt of the item (purchase amount less tax)@rkwgt Y in this
field causes the amount (item+tax) to post to tpgease account in the GL.

8. A/R Tax Account:

Entry Required-Zoom available. This field goverhe posting of tax amounts when you are processiogivable
documents (A/R invoices, credit memos, etc.) ohcaseipts. Enter the ledger account to which yantwo post tax
amounts for these types of transactions in A/R.

9. A/R Discount Tax Account:

Entry Required-Zoom available. This is the ledgszoaint where you want to post any tax amount ireguich dis-
counts allowed on customer invoices. Not all busses track tax in this way. The setting (Y or Njhef "Calculate
Tax on Cash Discounts" field (A/R Defaults formygmns the use, during the posting process, of¢heunt number
you specify in this field. If set to N, the systeadculates no tax on cash discounts. In this ¢dagseaccount number
you enter here doesn't matter.

However, you must enter an account here even ifGladculate Tax on Cash Discounts" field is seltdn this case,
you should probably enter the same ledger accauntiged in #7 above. (Use Zoom.)

If you set the "Calculate Tax on Cash Discountsitfi A/R Defaults form) to Y, then any discounbaled on an A/R

invoice contains some tax. Keep in mind that yaudafining the characteristics of a Multilevel Teode. Suppose
that, when you use this code in the future, youtd@ealculate tax on A/R cash discounts and adcfourthat tax in

a ledger account. In that case, you should havieatkiin A/R Discount Tax Account when you set upryGhart of

Accounts, and you should set up the A/R Defaujtussdescribed. You now enter the ledger accounthar for the

A/R Discount Tax Account in this field.

10. A/P Tax Account:
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Entry Required-Zoom available. This field governhs posting of tax amounts when you are processagglpe doc-
uments (A/P invoices, credit memos, etc.) or NoR-&hecks. Enter the ledger account where you veapos$t tax
amounts for these types of transactions 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 ireduid discounts
taken on vendor invoices. Not all businesses ttaxkn this way.

The setting (Y or N) of the "Calculate Tax on C&scounts" field (A/P Defaults form) governs thepduring the post-
ing process, of the account number you speciffiimfteld. If set to N, the system calculates noda cash discounts. In
this case, the account number you enter here doeatier.

However, you must enter an account here even ifGaéculate Tax on Cash Discounts” field is sdtltdn this case, you
should probably enter the same ledger account ged in the A/P Tax Account field.

If you set the "Calculate Tax on Cash Discountsitf{A/P Defaults form) to Y, then any discounbaled on an A/P
invoice contains some tax. Keep in mind that yaudefining the characteristics of a Multilevel T@de. Suppose that,
when you use this code in the future, you wanttouwate tax on A/P cash discounts and accourthdrtax in a ledger
account. In that case, you should have defined/Bndiscount tax account when you set up your Gifakccounts, and
you should set up the A/P Default as described @bdou now enter the ledger account number foAffRediscount tax
account in this field.
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Update Multilevel Tax Periods

The periods entered with this option are used forlultilevel Tax reports. The periods are usethi@ selection criteria
screen displayed before the report is run. All mimgnu commands have been disabled except the Upaiataand.

Note: If you use monthly and not quarterly periods, yeed to enter only the first period and the re&ult correctly. If
you use quarterly periods, do not accept thesaullefa

The Multilevel Tax Periods menu:

& Update Multilevel Tax Periods CEER
File Edit Wiew Mavigation Tools Actions Help
AOLL-MVEXE QA HERN Z00ED 90

i Find  Prey Mest &dd Update Delete Browse

Multilevel Tax Periods
Company Name: [PAFTS PLUS DISTRIBUTION

Period Feriod v'ear Start Drate End Date L
] 2007 01401 /2007 |01/31/2007

0z 2007 02/ /2007 |D2/28/2007

03 2007 03/01/2007 |03/31/2007

04 2007 04./01/2007 |04/30/2007

05 2007 05/01/2007 |05/31 /2007

06 2007 06/01/2007 | 0B/30/2007

07 2007 07/01/2007 |07/31/2007

08 2007 08/01/2007 |08/31/2007

0g 2007 09/01/2007 |03/30/2007

10 2007 11040142007 (10431 /2007

1 2007 (1170142007 |11/30/2007 v

Tof1
[ o 0K ] [t_:‘ Cancel I

QYR

Enter the bwo digit period number,

1. Company Name:

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

2. Period:

This is the period number for this reporting peridtis 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 difsthe 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. Iadéf to the end of the month entered for the sliaiet.
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Update Multilevel Tax Groups

This menu option is used to enter multilevel taougs. Tax groups handle the special cases whaedhe two or more
taxes for a single line item. You can use up ta flitferent tax codes and the rates associatedtvitin in a given tax
group.

Multilevel tax groups are only valid when the UselMevel Tax Groups field on the Company Infornagitiscreen is set
to.

Note

If there is a "Y" in the Use Multilevel Tax Groufisld om the Company Information screen, you muséea multi-
level tax group code rather than a multilevel tadefor the following options:

Accounts Receivable:

« Update Receivable Documents

« Update Receivable Defaults

e Update Customer Information
Accounts Payable:

« Update Payable Documents

e Update Non-A/P Checks

« Update Payable Defaults

e Update Vendor Information

The Multilevel Tax Groups form:

& Update Multilevel Tax Groups

File Edit Wiew Mavigation Tools AFtions Help” ]
o NV i BN E00EE: @0
a4 Q0 O 9 0 9 &

© Find Prev Mext Add Update Delete Browse

Multilevel Tax Groups
Multilevel Tax Group Code; SEATX

Description: [SEATTLE SALES TAX

[ Tax Cd [rescnption Rate - Curmulative
KINGCO COUNTY OF KING T 4.000 M
SEACTY (CITY OF SEATTLE Tax E.000 N

20f6

iew Detall |
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1.

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 Zeature.

Tax Code:

Enter a six-character multilevel tax code. The rfautl tax code must already be set up through theaté Multi-
level Tax Codes program. The Zoom feature is abkElaVhen you enter the tax code, the descriptimhrate appear
for this multilevel tax code. NOTE: up to four difent tax codes and the rates associated with tia@nbe imple-
mented within a given tax group.

Description:

This display only field contains the descriptiom fioee multilevel tax code. The description was sedén the Update
Multilevel Tax Codes option.

Rate:

This display only field contains the rate for thaltitevel tax code. The rate was entered in theat@dAultilevel Tax
Codes option.

Cumulative:

Enter N if the tax should be calculated on theamebunt (without tax) only. Enter Y if the tax shdle calculated on
the total of the goods amount plus the amountxobtathose goods for a tax that appears on a previoe.

For example, PST, Canada’s Provincial Sales Taoftés calculated on the price of the goods plesaitmount of the
federal GST (Goods and Services Tax). The tax greu@ used in the following way:

Table 1: Multilevel Tax Group Code: A

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

The G and P tax codes must be set up in Updatdlélglt Tax Codes with the appropriate rates anegaetnum-
bers. For a net goods amount of $300, the followéxgs calculated in invoice entry when the A ¢gagup is used.

In this example, GST is 7% and PST is 6%:
300.00 = Net goods amount (without tax)

300.00 X .07 = 21.00 = GST

PST

321.00 X .06 = 19.26

340.26 Gross goods amount (with tax)
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Print Multilevel Tax Codes

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

Print Multilevel Tax Groups

This program prints the information entered throllgtdate Multilevel Tax Groups.

Print Multilevel Tax Analysis

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

The following Selection screen appears:

& Select mtaxsel g@@

File
Period/v'ear Fram Diate ToDate Ledger
03/01/2007 [CEd||03/31/2007 L3
[O QK ] [t;‘ Cancel ]
o ) - . VR
Enter 'R’ for receivables, 'P' for payables, nothing For all

Print Analysis Summary

This report prints a summary of the multilevel taformation posted to the Multilevel Tax activitijef. It prints the total
debits and credits for each tax code within thgézdiccount, a description of the tax code, amdadh of debits and cred-
its for each account.

Print Analysis Detalil

This option prints a detail report of the multilétax information posted to the Multilevel Tax a4ty file. It prints the
ledger account number and description, invoice remrdate, tax code, goods amount, and tax amouatdyunt num-
ber and tax code.

The goods amount is the amount of goods sold sitdlirate. This does not include the tax. Thefailhg formula may
be helpful for remembering the terminology:

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

Multilevel Tax Menu 10-9



Getting Started with Fitrix

10-10



Batch Control

This chapter shows you how to:
e Create a Batch ID
e Reassign a batch ID

* Approve a batch ID
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Batch Control Feature

Batch control is an optional feature which alloviféetlent users to independently enter separatehbatin the same
application at the same time. For example, befoterang invoices in Accounts Payable, user #1 evdlate a batch and a
batch ID number will be generated. All data engdit lists, invoice prints, and postings for uskew# be done within
this batch. When user #2 enters invoices in Accoiratyable, all of these transactions will be edtérea batch created
by user #2. These transactions will post separétety those entered by user #1.

Batch control is found in the following Fitrix molgs:

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

The mechanics of batch control is identical in eagplication.

Activating Batch Control (Initial Set Up)

e Select the set up menu for each module and tHentsbe update defaults program.

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

& Update Payable Defaults

File Edit VYiew Mavigation Tools Actions Help

o8 o QA HaH@e

iqa O © 0 O @ &

: Find Prev Memt Add Update Delete Browse

Invoicing Terms Code: B =] 2% T0MNET PAYMENT 30 DaYS
tultilewel Tax
Default Tax Code:  |MOTAX =] Tax Entry on Detail Line: s
Gross Inwoice Entry: (N Calculate Tax on Cash Discounts: N
Account Mumbers
AP 200000000 = Cash: 100000000 (2] Discount: 503000000 =
Aging Information
Age On: o] [ - Due Date, | - Invoice Date)
Desc: Curent 1o 30 Dayz M toB0Days Ower B0 Days
Daps: 1] 30 B0
Tax Reporting
Federal Tax 1D Number.  [31-1303556 endor Default for 1093 Repoiting? [N
Miscelaneous
|z A/P Setup Complete?: ' Batch - Inwoices?: T Payments?: '
Require Approval to post?: M Approval Code:
Tof1
Enter [] to use batch contral For Invaices, OvR|

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

Require Approval To Post- If this is set to "Y", you will be allowed to tar documents and perform any other proce-
dures but you will not be allowed to post until thetch has been approved for posting. Once a bhatsbeen approved
for posting, you can make no further changes tdottieh. If approval is not necessary, this shoeldsiet to "N".

Approval Code - Enter the approval code needed to approve bafongosting. The code entered will not be visitrhe
the screen. This code can be different for eaclicghipn. If at a later date this code needs talenged, the original
code will be needed to access this field. This sente is used in other batch operations withimtleelule such as
accessing someone else's batch or selecting aldmt

Transaction Processingusing batches)

From a data entry screen that supports batch dpaéiect options from the action toolbar and thelect batch. The fol-
lowing picker window will display:

& Choose an ltem ... Q@@

File Edit Help

A ON-1VEX N 7]

Create a Batch

Select an Existing Batch
Cancel a Batch

Select &l Batches

[O ok ] [’;‘ Cancel ]

QYR

Create Batch- This option will create a new batch. A batch thescreated prior to entry of transactions. Fdhsac-
tions you enter will go into this batch until thatbh is posted or you create another new batch.
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Select An Existing Batch- This is a zoom window that will display all aatibatches for the current batch type (batch
type="AR" for AR invoices, "CD" for AP cash distsaments, "GJ" for GL journal entries, etc.).

¢ Zoom abatchz Q@@

File Edit Help

OB} O 00

Batch 1D Ownier Created By Create Date Stat
04/24/2007

28 bettyb bettyb 04/24/2007 ACT

[O 0K ] [’;‘ Cancel ] [M Mew Search

QYR

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

First a prompt displays, "Select From Your BatchatyY/N?". If "Y" is entered, only batches ownedyayu will display
and you can select any batch from the list. If ifN&ntered, you will be asked for the approvalecoAll batches will be
displayed regardless of the owner and you can tsatgcbatch from the list.

Cancel A Batch- This option will cancel the current batch theiyaye working in. Only batches that don't conteams-
actions can be canceled (the batch must be empty).

Select All Batches This option is a manager level function andapproval code is required to access this optiors Th
option allows the manager to view and edit all $astions in all active batches simultaneously. Begaan also be
posted simultaneously without prior individual batpproval. Selecting a batch through Select Astihg Batch option
will remove manager from All Batches mode.

Batch Approval

Batch approval by management can be done from éwarate menus and all maintenance functions retigrapproval
code.

1. Approval Within Application:

There is a menu option at the bottom of each agidin menu where batching is used hamed UpdatéhBa&inte-
nance. User can only access those batches thathmbatch type of the module they are in (i.e.;@R,GJ,etc.).

When Update Batch Maintenance is selected, thevidllg screen will display.
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Update Batch Maintenance

File Edit WView Mavigation Tools Actions Help

oL MV QHEBEHN OO
i G @ 0 @ & ¥
= Find Prev Mest Add Update Delete Browse Options
Batch 1D: Batch Type:
Owner: Statusz:
Create Date: B Time:
By:
Apprave Date: B Time:
By:
Post Date: B Time:
By:

Post Sequence Mumber:

Tatal Transactions Posted:

1of10

[@ 0K ] [Q:‘ Cancel ]

QYR

The add, update, and delete options on the aaimbar are disabled. Use the find command on ttieratoolbar to
locate a batch. Once found, select options fitogrection toolbar and then select batch. The faligwicker win-

dow will display:
Choose an ltem ... Q@E'

File Edit Help

A ON-1VEX N 7]

Select an Existing Batch
Cancel a Batch

Select &l Batches
Approve a Batch
Fie-Azsign Owner of Batch

[@ 0K ] [Q:‘ Cancel ]

QYR

If the batch displayed on the screen is approviedus = APR), the picker window will not have anpikpve option
on it . It will have an Un-approve option instead.

Note
The first three options on this window have beeavimusly discussed in the Transaction Processiciipse

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

Unapprove Current Batch - this option is used to "un-approve" a batch fmesty approved in error. When a batch
is unapproved, it can once again be accessed. $gmMOwner Of Current Batch- This function isdisere-assign
an active batch to a different user.

2. Approval From Administration Menu:

There is a menu option at the end of each Admatisin menu within each module. The only differebetwveen
approving a batch here versus within the modulergrbatch control is active is that the managerazaess all
batches regardless of batch type.
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Security

This chapter shows you how to:
* How to set up individual users
« How to set up a group of users that should hages#tme security privledges.

* How to set up security at the module level, pragtavel, and event level
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Overview

You can think of security in terms of levels. Fit8ecurity defines three levels for both systemaiaad our applications.
By using a hierarchical structure, Fitrix Secuastablishes a permissions precedence. Once yousteuae the hierar-
chy and the logic behind Fitrix Security, you casidn a security plan appropriate for your users.

This chapter covers the following topics:
* How Security Works

» The Security Programs

How Security Works

As mentioned before, Security is based on a hibyaou design your security system around threel¢eof users. The
key to setting up a quality security system depemdgour understanding of these levels and how tekje to each
other.

User Level Description

Individual User - this level defines system users on a uniquadividual basis. All system users, in other wordgame
able to log in to the system, are considered iddiai users. You can grant individual users expéiidw or deny permis-
sion settings.

User Group - this level is made up of a subset of systemsuséau define and determine the types of groupstiaad
members of each group on your system. When yopeseatissions for a group, all members of the graepgéven that
permission.

Defaults - this level is made up of all system users. #sudefaults as a keyword that signifies a usergcontaining
every individual user. When you set permissionglffaults, you are setting permissions for all siggno do not receive
more specific group or individual permissions.

Application Level Description

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

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

Event - an activity or command within a program. Formypée, many input programs let you update currefiatrima-
tion. The update command is considered an event.
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Determining Precedence

Security determines precedence in an invertedatdm up" manner. In other words, the most spesgitings (the indi-
vidual user settings and the event settings) taegulence over the more general settings. In tefmser levels, Fitrix
Security searches for an allow or deny permissish én the individual level, then on the groupdkwand finally on the
global or defaults group level. In terms of appiica levels, Security looks first at the event llevieen the program
level, and finally the module level.

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

Event >> Program >> Module

Overlapping Group Permissions

Security is designed to meet as many custom sga@@itps as possible. For this reason, you cam jiaividual users
into more than one user group. Sometimes, howesers belong to groups that contain conflictingypssion settings
otherwise known as overlapping user groups. Usatshielong to overlapping groups are given allowrgssion. For
instance a customer service representative migbhfdéo a group named Customer Service and a graoped Sales. At
times, customer service reps and sales reps magiet ¢onflicting permission settings. For instareestomer Service
might allow the Update event and Sales might déerin ithis situation, the customer service rep thiebngs to both
groups is able to use the Update event.

Security Programs

Note

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

Fitrix Security is a collection of programs thatyeu define security permissions for each levalgdr and application.
Security consists of five input programs. Theseggmms work interactively. In other words, infornaetidefined in one
program is used to provide information for anotmergram. Even an activity or command within a pamgr For exam-
ple, many input programs let you Update currerdrimfation. The Update command, then, is considemezizant.

To access these program from the main menu, clickxecute and then click on security. This drop mitist displays:

Fitrix 5.20 Database: sample Printers: Lexmark2/l exmark 2

File View Execute Seftings Help

ﬂ o’ E Classic

Configuration
shell

Security Groups
User and Group Permissions

B nggr;m Security Events
Module and Program Information

E3 2 Accourpsy | Receir  Group Securiy Control
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Security Groups- this program lets you define which individuaétsbelong to which user group. By creating grafps
users that require similar system access, youioguli§/ your security configuration. For exampleglymight want to
assign accounting department to a group named acct.

File Edit View Mavigation Tools Actions Help

= v, T4 I o 13 1
OB QUWhBREHA AR »
i 09 0 0 9 @

i Find Prev Mest Add Update Delete Browse

Security Groups

Group Code: IR
Description. | ACCOUMTING DEPT

User Login
bettyb

bill

jackb

rnaryj

@ | [fcancel | [EEDetsi |

Enter the group code., 28

Once you define a security group, you can set fgsioris for that group in the User and Group Perarisprogram or

the Group Security Control program.

User & Group Permissions- this program provides a complete method forftifiging the users and groups on your sys-
tem. In addition, it links information in the Modyland Event programs with user and group defimtiand it allows

you to set explicit user and group permissions. tbshe work you do with Security is done in thimgram.

Setting Individual User Permissions

The most basic task of the User and Group Permisgicogram is setting permissions for an individug#r. To set per-

mission for an individual user:

Step  Action

1 Select Add from the action toolbar..

and Phone fields.

2 Enter values for the User Login and Name fields.

For example, if you are setting permissions forypanter maryj in the User Login field
and Mary Johnson in the name fields. The User Laguh Last Name fields are the only
required fields. The other fields in the headetisaare optional, such as the Departmer
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3 Click detail or press Ctrl- [TAB] to move to thetd# section of the program. In the detail sec
tion you can enter the module, program, and eveatwant to set permissions on. You can also
click on the magnifying glass in each field or [@r€Xrl-[z] to pick from a list of defined mod-
ules, programs, and events.

For example, suppose you want to deny maryj thiéytn post journal entries because they
should be reviewed and posted by the Accountingagen Below is the entry that would he

made:
Main Screen E”EFE
File Edit WView Mavigation Tools Actions Help
OB |IOWERPREQA BN E00ED 90
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Uszer and Group Permissions
Uszer Login Last Mame Firzt Mame [LH]
maryj JOHMSOM MaRY A
Company: \PARTS PLUS Department:  |ACCOUMTING
Manager: |BILL JOHMSOM Fhone: |770-433-8000
Module Frogram Ewent Drescription Allow
(&) p_genim N
50f6
[@ ok ] [’;‘Eancel ] @Header ]
Enter the module name. [ @i

4 Once you finish entering permission data, pressIER] or click OK to store your entry.

Setting Permission for an Entire Module

To set permissions for an entire module, only dpdhie module name in the detail portion of Used &roup Permis-
sions. For example, to deny lizb access to all znog in the General Ledger module, make the foligventry:
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& Main Screen g@@
File Edit WView Mavigation Tools Actions Help
OB OWRREANBM BEZO00ED 90
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Uszer and Group Permissions
Uszer Login Last Mame Firzt Mame [LH]
lizb BLALCK, LIZ A
Company: \PARTS PLUS Department:  |SALES
Manager: |LIZ BLACK, Fhone:
Module Frogram Ewent Drescription Allow
= N
4of6
[‘ ok ] [’;‘Eancel ] @Header ]
Enter the module name. @i

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

Setting Group Permissions

You can also set permissions for groups that yome lefined in the Security Group program. In thesavay you set
permissions for individual users, you also set pesimans for groups.

To set permissions for a group:

Step  Action

1 Select Add from the action toolbar..

Enter the group code (i.e., group name) in the Usgin field and enter a description of the

2
group in the Last Name field.
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3 Click Details, or press Ctrl [TAB] to move to tdetail section of the program. In the detail sec-
tion, enter the module, program, and event you w@sét permissions on. You can also click
the magnifying glass in each field or press Ct}lifepick from a list of defined modules, pro-
grams, and events.

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

& Main Screen E@@
File Edit VYiew Mavigation Tools Actions Help
OB VURBPEA HaH E200€ED 900
‘4 O 00 0 © =&
: Find Prew Mewt Add Update Delete Browse
User and Group Permissions
User Login Last Mame First Name M
sales SALES DEPT
Company: Department:
Manager: Phaone:

M odule Program Event Description Allow

& N

IO oK ] [r;{ Cancel ] IEHEadBI ]

YR

Erter the module name.

4 Once you finish entering permission data, clickaif or press [ENTER] to store your entry.

Setting Defaults Permission

The Defaults permission is a reserved permissitimgeThe values set for Defaults are passeditosars and groups
not otherwise defined. For instance, if the usétybedoes not belong to any groups and does na havndividual user
entry, she receives the permissions set in defaults

To set Defaults permission:

Step  Action

1 Select Add from the action toolbar..

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

3 Click Details, or press Ctrl [TAB] to move to tdetail section of the screen. In the detail sec
tion, enter the module, program, and event you wasét permissions on. You can also click pn
the magnifying glass in each field or press Ci}ltfzpick from a list of defined modules, pro-
grams, and events.

4 Once you complete setting defaults permissionsk dn OK or press [ENTER] to store your,
settings.
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—— Warning!
The Defaults permission affects all users on tlstesy. You should set Defaults permissions during a
period of light system use.

Module and Program Information - this program lets you enter the modules andnarog eligible to secure. All Fitrix
modules and programs come pre-loaded. You only teeese Module and Program Information when yoatereustom
programs or modules.

& Main Screen g@@
File Edit WView Mavigation Tools Actions Help
QB QHEBEHN OO

A 00 0 0 0 @\

= Find Prev Mest Add Update Delete Browse

Module and Program Information
Module Mame: |oe

Program Mame: |i_order Description: [k ain Order Entry Program
Uszer Definable: (M

QYR

Adding Custom Programs to Module and Program Information

When you create a custom application, the Repatie@®enerator automatically builds logic that Segugcognizes.

To add a custom report to Module and Program In&tion:

Step  Action

1 Select Add from the action toolbar..

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

3 In the Program Name field, enter the program dingcthat contains your custom report. For
example, if your custom report is in q1_sales.4g¢er q1_sales in the Program Name field.

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

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

Security Events- This input program is similar to Module and Piang Information. It too comes pre-loaded with egent
used in our programs, such as add, delete, andaugiailar to Module and Program Information, Sé@guEvents just
lets you define events that are eligible to secure.
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& Main Screen

File Edit WView Mavigation Tools Actions Help

A @ 900 0 O &\

© Find Prev Mext Add Update Delete Browse
Security Events
delete

Description: |Delete a Record

Drefault Setting: User Definable:  |M

L =JIVEX QA RRH o0

Module Mame Program Mame Event Mame

EEX

QYR

Adding Custom Events to Security Events

If your application contains custom events, you &dd these events to the Security Events prograroe @dded, you
can use the User and Group Permissions prograiade pdividual and group permissions on your cmséwent.
Unlike custom programs, where Security logic getsegated automatically, you must add a few linesode at the start
of your custom events for Security to be able tmgaize it. For example, suppose you create a ¢ds paogram. In
gl_sales, you create a custom event that allows tséax report output to company headquartersh@istart of your
custom fax event, add the following lines of code:

# Inserted for program level security.

# Check for permission

if not security_chk("fax")

then

call security_msg("fax")

exit program(100)

end if

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

Step  Action

1

Select Add from the action toolbar..

2

In the Module Name field, enter the module diregtofryour custom program. For example, jf

the module directory is sales.4gm, enter sales.

In the Program Name field, enter the program dingoof your custom program. For example,|if
the program directory is q1_sales.4gs, enter qéssal

Note: If you want to set permissions for your eventlirttee programs in a module, leave

the Program Name field blank.

In the Event Name field, enter the name of youtamsevent. For example, if the event name

fax, enter fax.

S
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5 In the Description field, enter a description ofly event.

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

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

Group Security Control - Group Security Control is a simplified versiontbé User and Group Permissions program.
With Group Security Control, the most common progevents are already listed. Group Security Comfingds you a

graphical matrix with which to assign permissiottings for a defined group on a defined modulghmexample below
the sales group can view inventory items and pgitint cannot add, update, or delete.

Main Screen Q@@

File Edit WView Mavigation Tools Actions Help

oL MV HANBEMBEO00ED 90
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse

Group Security Control

Group :|zales || |SALES DEPARTMENT
Module : |ic || |Irvventory Contral
Frogram Fun | Add | Upd Del [ Fnd | Brw | Tab | Opt | Brng | Hot | Mav | #

Itemn Adjustment Entry

1/C Control File Update

Iter Purchaze Cost Entry

Itern Count Adjustment Entry
Wiew/Delete [rventory ltems
Wigw/Delete bem Warshouses
Inventory [kem Entry

Item Selling Price Entry

Item Purchaze Entry

Itern Shipped Entry

»
[ ok ] [Q:‘ Cancel ] E Header ]
Enter permission for running the program, 20
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Quick Reference: Editing and
Movement Commands

The table on the following pages shows the standata-entry, editing, and movement keystrokes tisadighout Fitrix
screens:

Key or

Key Combination Effect

Data-Entry Commands

[Enter] Store
Exit and save the information on the screen tattabase.

[ESC] Cancel
Exit and do not save the information on the screen.

[BACKSPACE] Backspace
Delete one character to the left of the cursor.

[CTRL]-[Z] Picker Window
Bring up the picker window so you can move to &edént window within the program.

OR

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

Editing Commands

[F1] Insert Row
Insert a row (in the detail portion of a screen).

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

Insert Key Activates overtype mode.
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Key or
Key Combination

Effect

Delete Key Deletes one character to the left of the cursor.
Home Key Moves cursor to beginning of the data field.
[CTRL-[c] Copies highlighted text.

[CTRL-[X] Cuts highlighted text.

[CTRL-|[V] Pastes text.

[CTRL-[a] Highlights all text in the data field.

[CTRL-[d] Deletes one character to the right of the cursor.
[CTRL-[h] Deletes one character to the left of the cursor.
[CTRL-[K] Deletes all text to the right of hte cursor.

Movement Commands

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

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

[CTRL]-[TAB]

Next Window
Move to the next window or section of the screesudlly toggles between header and
detail section.

[CTRLIN Move Right

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

Substitute for left arrow if there is no left arr@m your keyboard
[CTRLI-[j] Move Down

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

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

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

I. Company Set Up and Multilevel Tax

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

e Enter Company Name and Address

» Set multilevel tax flags to applicable setting

e Enter department codes

» Enter credit card interface information if you ar®ng credit card processing in order entry
2. Update Account Number Ranges (GL-9-c)

These ranges identify the type of account (asisiity, income, expense, etc.)

These ranges group the totals on the financiatsiamts. Account numbers can also be subtotaledwibse
groups when the account numbers are set up. Stensddpdate Beginning Balances" under General leedg
Implementation.

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

This is where you set up the chart of accounts.admeunts can be set up now or set up concurrefittiythe
beginning balances. See section "Updating BeginBadgnces" under the General Ledger Implementation.

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

Set up all checking accounts General Ledger acanumbers that must interface with the Accounts Playab
Checking Account Reconciliation program. The ledgembers must be set up prior to doing this.

5. Multilevel Tax (skip if sales tax does not apfdyyour organization)
e "Update Tax Codes (GL7-a)
* "Update Tax Periods (GL-7-b)

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

II. General Ledger

1. Update Defaults (GL-4-a)

» Define current period and year. This is the usstdgt date. Transactions dated prior to this déitenot post
to the general ledger.

» Define retained earnings account numbers that st already been setup.

» Direct DB/CR entry - if this value is set to N,euswill have to enter a (-) sign in front of dolEmounts when
entering journal entries in order to credit accawnnbers that are normally debited and vice-versa.

» Ledger Complete Set Up Date - This should be daf{deriod defined in (a) above. All transactiongwa
date equal to or greater than this date will ppshé general ledger.

« Ledger Setup Complete - Do not change this flagrtountil you have entered beginning balances {2e
below). Once this flag is set to "Y", balances nahbe changed except through transaction proagssin
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» Set the number of periods back and periods forwaet should be allowed to post to.

» Period Maintenance (Ctrl TAB to get to this seatif screen) - Enter the date range for your beggqn
period. For example, if current period and yeamugein Defaults is 01 2000, user will enter thédwing:

Period Start Date End Date GL Controlled

01 2000 01/01/2000 01/31/2000 (system maintained)

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

» Update Beginning Balances (GL-4-c)

« Enter account number. Field "Type" will automallicéde display based on account number in rangesi{pr
ous setup.

» Enter account description.

» Enter "Subtotal Group" (optional) - This code vghoup like accounts together and subtotal therfir@m-
cial statements (ie, a subtotal code for all trarel entertainment accounts could be T & E Expenses

* Increase with Credit? This will default to "Y" 8K" based on account number ranges previous sefamp.
example, if this account number falls within thega of current assets, this value will default\j."User
must change this field for contra accounts (ieuaadated depreciation will default to "N", so useust
change to "Y").

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

2. Enter beginning period and year (ie, if curresriged and year set up in general ledger defaults4G
a) is 01 2007, you would enter the following orsthtreen:

Dept Period Activity Balance This Period Postings Budget

000 01 2007 skip this 500.00 (system maintained) 200.00

Enter the beginning balance for the current pefidtich is equal to the ending balance of the period
immediately proceeding your current period) in biaéance column. Do not enter anything in the activ-
ity column for the current period.

Balances for periods prior to the GL Setup Complé&e can also be entered here but they will be
strictly for historical/comparative reporting. Yoean not post transactions to periods prior to the G

Setup Complete Date. If entering info for prioripds, enter values in both activity and balance col
umns.

For accounts with no initial balance you must eatbalance of zero in the balance column if yothwis
to see these accounts listed on financial repafisre any activity is posted to them.

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

* Go to Update General Ledger Defaults (GL-4-a) ahdnge ledger setup flag to "Y". Once set to "Y",
account balances can only be changed through tmsgrocessing.
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» Optional Features The following features areaoa! :
1. Source Document Type (GL-4-e) See General Ledger Guide.
2. Account Groups (GL-4-g) See General Ledger Used&

The Account Groups can assist you in entering regayitransactions that involve the same set of gen-
eral ledger account numbers each time. The AcoBGumtips can be used in GL, AP and AR. Each time
you use an Account Group in a transaction, the géhexiger account numbers in that group will auto-
matically populate the fields and you enter the ant®.

Recurring Documents (GL-2-a) Recurring documengspaedefined documents stored in a file for
occasional or periodic use in transaction procegssin

ACCOUNTS PAYABLE

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

2. Update Accounts Payable Defaults (AP-4-1) Leagedunts Payable Complete flag set to N until youeha
entered all open items and verified total of itémesorrect.

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

4. Update Account Groups (AP-4-c) The account ggafpers a set of pre-determined general ledgeuatco
numbers. A useful way to use this function in ARd attach an account group to the Vendor's dilthat
when you enter an invoice for that vendor, the garedger account numbers normally used for teiscor
are automatically entered into the invoice detaba Then you only have to fill in the dollar amisu

5. Add Vendor Pay-To's (AP-4-f) If a vendor has mitv@n one remittance address, use will enter apéyr
each address. Documents will be entered in accqay@ble using the pay-to code so that the rensittan
address on the check will be correct. If no pagddress is used, the address on the check wiicbaddress
set up in Update Vendor Information.

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

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

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

ACCOUNTS RECEIVABLE

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

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

3. Add Customers (AR-2-a)

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

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

6. Print Customer Open Items (AR-3-1) Verify tota this report is correct.
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7. Change Set Up Complete Flag in Accounts Recedvbfaults to "Y" (AR-3-a)

V. Inventory Control

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

2. Enter Commission Definitions (IC-4-c) This allowsu to associate a commission code with specifien-
tory items.

3. Enter Item Classifications (IC-4-d) This optiofighture allows you to group inventory items forieas func-
tions and reports.

4. Enter Inventory Defaults (IC-4-a) Leave Invent&gtup Complete to N until the inventory items, mjitges
on hand and average costs are entered. Then cakeaibéd change Setup Complete to "Y".

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

If set to "Y" before items, quantity and averagstsare entered, you will have to enter all exgstitventory
guantities by receiving, shipping or transferringentory items to affect the inventory, and theiesysauto-
matically calculates average costs.

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

b.Enter Inventory Item Warehouse Detail. Press TAB to access this area. Zoom to display pickerdaiv
and select "Modify Warehouse Detail".

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

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

c.Copy the inventory item to additional warehou$egcessary. Press Ctrl Z while in the inventoeyadl
screen and then select "Copy Warehouse to Another".

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

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

6. Print the Valuation Report (IC-3-F-a) Run thipag after all inventory items and quantities atup. Enter
the Grand Total value into the Inventory accourgéneral ledger.

7. Set the Inventory Defaults Setup Complete Fldyto (IC-4-a)

VI. Order Entry

1. Add or Modify Order Definitions (OE-4-c-a)
2. Add or Modify Line Type Definitions (OE-4-c-b)
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3. Add Alias Definitions (OE-4-c-c)
Add Kit Definitions (OE-4-c-d)
Add Discount Definitions (OE-4-c-e)

4

5

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

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

8. Add Tax Definitions (OE-4-c-h) If they were natsp in other module setups.

9. Add Commission Definitions (OE-4-c-i) If they fmmot been setup during Inventory Control Setup.
10. Add Salesperson Definitions (OE-4-c-j)

11. Add Warehouse Definitions (OE-4-c-k) If they bawt been setup during Inventory Control Setup.
12. Update shipping terms (OE-4-c-m)

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

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

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

16. Add Order Entry Customer Information (OE-4-e)dlof the customer information will be enterecdhié tus-
tomers are already entered during Accounts Recleivsiup.

17. Add Customer Ship-to Addresses (OE-4-f) Entetamer ship-to information if the customer has iplet
ship-to address or the address differs from theesddn the customer file. If no ship-to addressntered, the
system will use the customer address.

VII. Purchasing

Add or Modify Order Type Definitions (PU-4-c-a)
Add or Modify Order Line Type Definitions (PU-4k)
Add Buyer Definitions (PU-4-c-c)

1.
2
3
4. Add Warehouse Definitions (PU-4-c-d) If it had been setup in Inventory Control Setup.
5. Add Requestor Definitions (PU-4-c-e)

6

Add Purchasing Defaults (PU-4-c-a)

VIIl. Payroll

1. Add Accrual Codes (PY-4-c)

The accrual codes are used for sick leave and wacaticruals.
2. Add Income Codes (PY-4-d)
3. Add Deduction Codes (PY-4-¢)
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8.
9.

Add Obligation Codes (PY-4-f)

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

Add Tax Tables (PY-4-i)

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

This creates a template for employees with sinileome, deduction and obligation information. Tii#
speed data entry when entering new employees.

Add Payroll Defaults (PY-4-a)

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

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

Setup Employees (PY-3-a)

Midyear Setup

These additional steps will accurately transfeoaitour payroll information from your old systeand ensure that your
reports, as well as the accrued information ineitmployee's quarterly and year -to-date buckets$ beitorrect.

1.

© N o o

Set the Post to GL flag in the Payroll DefauR¥4-a) file to N.

This will allow you to run the Post option withcattually affecting your Chart of Accounts so thatiydon't
duplicate any information already in your Charé@counts.

Get the aggregate quarterly figures from yoursyistem.

Make sure you have the information for each quanteéhe current fiscal year. If you are presentlyhie mid-
dle of a quarter, get the quarter-to-date infornmatar that quarter too.

For every employee, create a manual payroll dotrgach quarter using the Update Payroll En{feé1-d)
option. Use the end-of-quarter date for the paydate.

Repeat steps 3-6 for each quarter of the curreart ye

Set Print Check to N. Enter a fictitious checknter like 0000. For the Payroll Date and EndingeDeelds,
enter the ending date of the quarter you are wgr&im

Ignore any error message, saying this date isdmithie normal range. Simply press [ENTER] to cargin
Print Detailed Edit List (PY-1-e-b). Verify thte entries and totals are correct.
Run Post Payroll Entries (PY-1-h). This updatesEmployee Information files.
Repeat these steps until payroll informationgfach quarter has been entered.

Set the Payroll Defaults File (PY-4-a) Post totG"Y".

IX. Fixed Assets
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1.

Add Asset Classes (FA-3-c)

The IRS maintains a list of asset classes. The ooystmonly used categories are already stored ifrittesl
Assets module for you.

Add Book Definitions (FA-3-e)

There are a minimum of four types of depreciationks, Main Accounting Book, Federal Taxes BookgAlt
native Minimum Tax Book and Adjusted Current EagsifBooks. You may define additional books as needed

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

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

4.Add Limit Tables (FA-3-h)

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

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

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

Replenishment

1.
2.

© © N o

11.

Update System Default Screen (RL-1-a)

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

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

Access the vendor/item catalogs defined in FoughedBations Purchasing module, allowing you to assig
product line to items.

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

This stores the information in a temporary tableicl is accessed to populate the fields in the falig
option, Update Product Line History.

Update Product Line History (RL-1-b-€)

Allows you to set the minimum and target purchakesso calculates the review cycle based on tiey ®f
the target amount.

Usage - Update Inventory Control Tracking DefaulRL-1-c-a)
Usage - Update Order Entry Tracking Defaults (Rt-b)
Usage - Period Definitions (RL-1-c-c)

Calculations - Update Lookup Definitions (RL-1a}-

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

Calculations - Update Calculations (RL-1-d-c)
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12. Scripts - Update Script Definitions Screen (Re-&)

XI. Multicurrency

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

Define a code with unique currency code and datebamation. This daily exchange rate is valid foz Hingle
day specified.

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

Define a code with unique currency code and pergat/gombination. This period exchange rate is Valid
the single period/year specified.

4. Add Multicurrency Defaults (MC-5-a)
Use Multicurrency in AR and OE? Y/N
If you use Multicurrency in Order Entry, you mut@use Multicurrency in Accounts Receivable.
Use Multicurrency in AP and PU? Y/N
If you use Multicurrency in Purchasing, you musialise Multicurrency in Accounts Payable.

If you choose not to use Multicurrency in the AR/@EAP/PU modules, the currency data fields in
those modules are skipped and remain null.

—— Warning!
If you choose to activate Multicurrency in AR/OEAIRP/PU modules you must never change the Use
Multicurrency in AR/OE (AP/PU) flag back to N.

Saving the Multicurrency Defaults File.

When you press ESC to exit and save the Multicasrédefault file, if you have changed the Use Multic
rency in AR/OE (AP/PU) from N to "Y", you will se&e following prompt:

You have activated Multicurrency for AR/OE (AP/PERter "Y" to set all currency codes in the cus-
tomer (or vendor) and activity files to the homerency value shown above. Press 'N' to cancel.

If you answer "Y" to this prompt, the home curreieynserted into every record for:
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Table 5:
AR/OE AP/PU
existing customers existing vendors
outstanding AR invoices outstanding AP invoices
AR Cash Receipts AP Cash Disbursements
AR ActivityRecords AP Activity Records
all existing orders all existing purchase orders

If you are installing Multicurrency on a new systamd have no existing records in AP,PU,AR or OEr¢h
will be nothing to change.

If you are installing Multicurrency on an existisgstem running AP, PU, AR or OE, this feature gélle you
from manually updating each record with the curyecmde. See next section for additional notesanvert-
ing existing accounting databases to Multicurrency.

Converting Existing Accounting Databases to Multicurency

Follow Multicurrency Implementation Steps 1-3.
In Step 4, answer "Y" to Use Multicurrency in R¥ (or AR/OE).
Press ESC to save and exit the Multicurrency iefdile.

Answer "Y" to the following:

o M w N PRE

You have activated Multicurrency for AR/OE (or /R®RJ). Enter "Y" to set all currency codes in thastomer (or
vendor) and activity files to the home currencyueashown above. Press 'N' to cancel.

The home currency code will be inserted into:

Table 6:
AR/OE AP/PU
existing customers existing vendors
outstanding AR invoices outstanding AP invoices
AR Cash Receipts AP Cash Disbursements
AR ActivityRecords AP Activity Records
all existing orders all existing purchase orders
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—— Warning!
IT IS IMPORTANT THAT YOU DO NOT CHANGE THE CURRENCYODE OF CUSTOMERS
OR VENDORS THAT HAVE EXISTING ITEMS OR BALANCES.

If you used the system previously without Multi@mcy, the system assumed that all transactions iwe¢he
home currency.

For customers or vendorswith no activity

For customers with no activity, who have a curreottyer than the home currency, use Update Customer
Update Vendor Information to specify their currency

For customers or vendorswith existing activity

You must NOT change the currency code of vendaistoeners or their activity if they have open itesndal-
ances. Therefore, you must create a new customemalor code with the foreign currency. Use the men+
dor or customer code for all new activity.
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Glossary

Account: An account is a classifying or summarizing deviteepresents a category of transactions thatsabas
entity has decided to track. All transactions rdedrin a journal are subsequently posted to twoare accounts. A
transaction is posted as a debit or credit entgntaccount. The difference between the totallafeddit entries and
the total of all credit entries posted to a sirmgleount is referred to as the account’s “balanbegending on the
type of account, an account’s balance is eithaesmed or decreased by a debit or credit entryl§sbés and Cred-
its).

Account Number: Each account in the Chart of Accounts is iderdifiy a uniqgue number, up to nine digits long.
Accounts of a given type usually are grouped byantnumber. For example, all asset accounts nbigdin with a
“1” followed by up to eight numbers.

Table 1: A Basic Chart of Accounts

Number Account Description Type

100000000 | CASH ACCOUNT Asset

200000000 | ACCOUNTS PAYABLE| Liability

300000000 | EQUITY Capital
400000000 | PRODUCT SALES Income
500000000 | COST OF GOODS Expense

600000000 | GENERAL EXPENSE Expense

Account Types: There are three basic types of accounts: asdatitliaand capital. Capital is also referred tooamers’
equity. Income and expense accounts are a subssthofed earnings, which is a capital account.

Accounting Periods or General Ledger PeriodsEach business transaction is time-sensitive.ingystem, a new
accounting period is created every time you clagelee existing period. You are not limited to ajiyen number of
periods during the course of a year. A transadtiah takes place in the current year falls into ohtihese possible
periods.

Accrual Method: A method of accounting which records revenuesexpeinses in the period in which they are earned
or incurred and not in the period in which they @reeived or paid. Compared to the cash methodaufumting, the
accrual method of accounting is more accuratetdnds to be more complex.

Adding a Row: Adding a row means creating a new row and additgthe table. For example, when you add a new
account to the account table, you are adding atoaWat table.

Adjusting Entries: Entries that adjust the balances of ledger acsoémjusting entries are usually made for one a@f tw
reasons. One reason is to record unrecorded esechisas revenue earned but not received. The i@hson is to
correct accounting errors.

Age: The number of days between the date on a pantidoleument and the “aging date.” When processinggimng
report, the system prompts for the aging datepez determines which date to use as an aging (&se.Customer
Aging. See also Vendor Aging.)
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Alphanumeric field: An alphanumeric field is a field whose entries cansist of any combination of letters and num-
bers.

Asset Account:Assets are things of value possessed by a busiBiash in a bank account is an asset, as is ascount
receivable (the money owed a business by its custmAssets need not be paid for to be considesselts. Asset
accounts are increased by a debit and decreasadreglit.

Audit Trail: The ability to verify and track accounting trartsags or ledger balances.

Automatic Reorder: The process of generating purchase orders fontowgitems whose quantity falls below the reor-
der point.

Average Cost:Average cost is a method of calculating the cbstv@ntory items by averaging the per unit cosalbf
items currently in stock.

Backorder: If items are out of stock, these items can beoputack order. When the item comes in, it is ugusiipped.
The backorder document is a modified version ofttiginal sales order and represents an agreemshtf the item
as soon as the item becomes available.

Backup: In computer terms, backup refers to the proces®p§ing computer files. These copies are usuasigerto
diskette or tape. File backups are insurance agsyistem failure.

Balance: The balance of an account is equal to the surheofliebit and credit postings to the account. Actoare in
balance if the total debits are equal to the tortadlits.

Balance Forward Customers:Statements for “balance forward” customers sholy the transactions that affect the
current period. For balance forward customers, matmare applied to the oldest invoices first.dntrast, “open
item” statements show each outstanding invoice,payinents may be applied to a particular invoice.

Balance SheetThe balance sheet shows the current financialitondf a company. The balance sheet lists ashats,
bilities, and capital. It is usually totaled in twmain sections. The first section totals assete.Sdtond totals liabili-
ties and capital. Assets must always equal liagdiplus capital.

Blanket Order: This is a large order that is split into more tlwae shipment, possibly to different locations.

Blanket ReleaseA blanket release is a document that is a sulisetamger blanket order. It represents a singiprnsbnt
for an order that comprises multiple shipments.

Capital Accounts: (Also called owners’ equity accounts.) These ant®tecord the difference between what is owned
(assets) and what is owed (liabilities). They dse aalled proprietorship or net worth. Capital@auts are increased
by a credit and decreased by a debit.

Cash Method: A method of accounting which records revenuesexmenses in the period in which they are received o
paid and not in the period in which they are eameidicurred. Compared to the accrual method odawting, the
cash method is less complex and often used by entalkinesses.

Cash Receipt:Money received as payment for goods or servicashA/R cash receipt is a payment that applies toun
standing invoice. A non-A/R cash receipt is a payttieat does not apply to an outstanding invoicecA-A/R
receipt may not even apply to a customer’s account.

Cash Receipts Journal:The cash receipts journal is the journal into atatl cash receipts activity is recorded, thus
affecting the balances of accounts in the receiviziolger.

Chart of Accounts: A “chart” is a list of accounts. A chart of accdsimcludes all the different accounts used in samm
rizing the transactions and current condition bfiainess.
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Check Journal/Cash Disbursement Journal This is the journal into which all cash disbursents activity is recorded,
thus affecting the balances of accounts in the lgayladger.

Column: A column is a category slot into which you entédbrmation in a table. For example, if the compuynigts
“Enter Company:” on the form, the space followihg tolon is the “column” into which informationastered. This
is the “Company” column.

Cost of Goods (COG) AccountsThese are expense accounts; they track the ctis¢ sme products whose revenues
are recorded in sales accounts. In other wordsethecounts record the cost of those products whe&cbompany
sells. This cost is recorded at the time of safe Balance of these accounts is increased witliaaled decreased
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 correspondirgy@aburchase of inventory.

Count Sheet:This is a list of items and their physical locatsdn a warehouse(s) to be used by personnel caunti
inventory.

Credit: The term credit can refer to two different thirgpending on its usage. If used in reference tgdedccounts,
credit refers to an entry that increases or deeseadedger account. Some accounts are increasedriegit while
others are decreased by a credit. How a creditbit dffects the balance of an account dependletype of
account involved. If used in reference to custoaweounts, a credit refers to an acknowledgmenawirent. When
a customer pays you, you credit that customer’s@aac When you pay a vendor, that vendor credits yocount.

Credit Memo: If referring to customer accounts, a credit meefens to a document notifying a customer that his
account has been credited (reduced). When dealthgvendor accounts you enter a credit memo tceimee 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 Period:This is the accounting period for which you arerently post-
ing transactions.

Current Assets: Current assets are assets that are normally ysédring the operating cycle of a business (usually
year). Cash and inventory are typical examplesiafent assets.

Customer Accounts: Though not an account in the general ledger sensgstomer account is used to summarize what
a given customer owes or is owed at a particulartpo time. A customer’s account is summarizedalgtatement.

Customer Activity: Activity refers to any transaction that affects thalance of a customer or ledger account. A sum-
mary of activity shows all transactions affectihgde balances in the current period.

Customer Aging: The customer aging shows how long any open iteame been on the books and how much of a cus-
tomer’s debt falls into various aging categoridso3e aging categories reflect progressively maiewslevels of
overdue payment.

Customer Balance:The customer balance is the amount owed by or awaccustomer. If the customer owes you
money, he is said to have a debit balance. If wee bim money, he is said to have a credit balaAcaistomer bal-
ance is the total of his current open items.

Customer Terms: Customer terms are the conditions under whichepqect payment from the customer. Customer
terms typically include the period of time withirhigh you expect to be paid, any discounts alloveecerly pay-
ment, and the time frame within which such discewre allowed.

Database:A database is all the related information withicomputer system to which you have access in ame ¢o
another.
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Debit: The term debit can refer to two different thingpending on its usage. If used in reference todedgcounts, a
debit refers to an entry that increases or decsem$esdger account. Some accounts are increasaehlitg while oth-
ers are decreased by debits. How a credit or défbitts the balance of an account depends on geediyaccount
involved. If used in reference to customer accqumben a customer purchases goods from you, yoit tihel cus-
tomer’s account. When you purchase goods from darethe vendor debits your account.

Debit Memo: If used in reference to a customer account, at dedino refers to a document notifying the custothat
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 to two or mameounts. A ledger account balance is the diffexdretween all
debit postings to that account and all credit pgsti Whether a debit or credit posting to an actmaneases or
decreases the account balance depends on theftgpeomnt.

The basic accounting equation &ssets = liabilities + capital Accounts (assets) on the left side of the accognti
equation are increased with a debit. Those on itite side (liabilities and capital) are increaseithwa credit.
Retained earnings is a type of capital accoungmae and expense accounts are a subset of retn@dgs. Reve-
nues increase retained earnings, and because lcapitaunts are increased with a credit, revenuewds are
increased with a credit. Similarly, expense acceutgcrease retained earnings and capital accotenideareased
with a debit. Therefore, expense accounts areasewt with a debit.

Deleting a Row:Deleting a row is the process of removing it frira 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 departmeiteds “000.” Refer to the entry for Profit Centéws an example of
the use of department codes to set up profit cemtghin a company.

Document: Transactions entered in the FitBxusinessystem are referred to as “documents.” Differentials
(accounts receivable, accounts payable, for exgmpdg be used to record different types of docusiddbcuments
consist of debit and credit entries to two or mledger accounts. In order to save a documentdthaiment must be
in balance; that is, the total of all debit entmesst 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 ware-
house. The items go directly from your vendor taryocustomer.

Employee Code:Each employee in the Payroll system is identiigad unique six-character code. Although an
employee’s name and social security number carsée to sort and view data on an employee, the graploode is
the key used throughout the Payroll system to weiigidentify an employee.

Employee Type:Each employee in the Payroll system can be agsdoréth an employee type which is identified by a
unique six-character code. The employee type pesvatcess to default setup values for the emplayekprovides
a means for grouping employees.

Expense AccountsExpense accounts are used to track the cost ofdnisiness. They are a subset of retained earnings
(a capital account). At the end of a period of tifmsually a year) the difference between the wialll income
account balances and the total of all expense att@lances is calculated and that balance isfeaes to retained
earnings. After transferring this figure to retalrearnings, the balance of each income and exeseint is set to
zero. Capital accounts are decreased with a d&diause expenses decrease capital, expense acamulintsreased
with a debit.

Field: A field is a data-entry or display area on a foArfield may or may not correspond to what is altjustored in a
table in the database.

Glossary-4



Getting Started with Fitrix

FIFO: “First-In First-Out"—One of several methods of el@hining the value of inventory and calculating tiost of
goods sold. Using the FIFO method, it is assumatittie “first inventory items in” (the oldest inwtery items) are
the “first inventory items out” (the first items bee shipped).

Finance Charges:Finance charges are charges made by a vendoisagain or made by you against a customer, for
non-payment of an amount due. Finance chargessarearges made against the account because thieptyas
not made according to the established terms.

Flat Rate: A value applied on a per-payment basis. Unlike@@ntage rate, which calculates a specified ptimpoof
an amount, a flat rate ignores the exact valub@aimount, treating it as a single payment to whisingle unit of
the “rate” value is applied. Thus the “calculatedlue due to a flat rate is the same each tingedpplied.

FOB: FOB stands for “free on board” or “freight on bddrThe FOB point determines when the title to adurct
changes hands; that is, it determines at what ploénbuyer assumes ownership of a product. FOB sioree—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 ftbmFOB point. Similarly, in some businesses @& point
determines who pays insurance on the shipment.

Form: A form is the template into which information istered. A form may combine information from sevaeliffierent
tables, usually lines of information from a “heddeble at the top of the form and several rowsrfra “detail” table
at the bottom.

General Journal: The most basic type of journal in an accountingiesy is the general journal. It may be the only-jou
nal. Transactions which consist of a debit to asi@ne account and a credit to at least one (diffgaccount are
entered in such a journal. Ultimately each traneads posted from the general journal to a genledder account.

General Ledger: The general ledger includes each account listéldeirthart of accounts, along with debit and credit
transaction entries that add up to the accounnbala

Income Accounts:These accounts are used to track revenues. Sal@srdas, for example, are a type of income account.
They are a subset of retained earnings (a camitalant). At the end of a period of time (usuallyear) the differ-
ence between the total of all income account balsand the total of all expense account balancldslated and
that balance is transferred to retained earnin§sr A&ransferring this figure to retained earninfyg, balance of each
income and expense account is set to zero. Cauitalunts are increased with a credit and decregitec debit.
Because revenue increases capital, income accawmiscreased with a credit.

Income/Deduction/Obligation CodesEach type of income, deduction, and incurred eggglobligation is identified
by a unique six-character code. When the incomdyat@n, or obligation is used in a payroll entrisireferred to
by this code. The code provides access to defalieg and basic information required to calculageincome,
deduction, or obligation amount.

Income Statement:The income statement (also referred to as a ‘fpaofi loss” statement) records the changes inyequit
associated with business operations for a speqifeidd of time. This statement lists the reveraras expenses and
the difference between them for a period of timee difference between revenues and expensesiisgie as a net
profit or a net loss.

Inventory Account: This is the current assets account that repretlemtgalue of the goods in stock.

Inventory Adjustment Account: This is the ledger account that balances changele rto the inventory account bal-
ance that do not result from sales, returns, oclases.

Inventory Control (I/C): This is the system for tracking goods stored & $o0 customers, including calculation of
costs and prices.

Inventory Item: This is a single unit of merchandise from inveptor
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Item Code: An item code is a unique alphanumeric string iifi@ng a type of inventory item.

Journal: Journals are used to sequentially record businassactions. Each transaction consists of a tiehitleast one
account and a credit to at least one (differentpant. Journal entries are posted to ledger acspthdrefore, every
entry made in a journal ultimately has an effectl@balance of two or more ledger accounts. Aw@atng system
may include multiple journals, each used to reeosgecific type of transaction. The most basic tfgeurnal is the
general journal. In addition there may be an actoreteivable journal, an accounts payable jouaral,so on.

Ledger: A ledger consists of a group of accounts and dettcredit entries representing transactionsatffectt the
account balance. A group of accounts is calledigde The general ledger includes all accountsdigt the chart of
accounts. Subsidiary ledgers comprise subsetsadfttart of accounts. The accounts receivable leflyeexample,
comprises all customer accounts. The total ofut@mer account balances equals the balance actwmeints receiv-
able ledger account.

Liability Accounts: Liabilities are debts or anything that is owedahility 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-0 method
those inventory items “last in” (most recently paised) are considered the “first out” (first tosiodd).

Open Iltem Customers:Statements for open item customers show eachaodlisig invoice. For open item customers,
payments are applied to a specific invoice. In @sttbalance forward statements show only theadiosns that
affect the current period. For balance forward austs, payments are applied to the oldest invoicsss f

Open Items: Open items are the invoices that have been pastgédontain outstanding balances. These balanpes re
sent an amount owed by the customer or due to @ovenhhe document is considered an open item thatilbalance
is paid or otherwise adjusted to zero.

Order Acknowledgment: An order acknowledgment is a hardcopy version sdlas order. Order acknowledgments
may be sent to customers so that they have a re¢dné sales transaction.

Payable Document.There are four common types of payable documentendor invoice, a cash disbursement, a ven-
dor credit, and a vendor debit.

Payable Ledger:A payable ledger is the ledger that includestadldccounts affected by accounts payable transac-
tions—invoices, cash disbursements, and vendoitsredd debits.

Payroll Deduction: A payroll deduction is any amount withheld fromeanployee’s check. For every deduction there is
typically an employer liability incurred.

Payroll Document: A payroll document is the complete record of arpliylisbursement. This document includes an
employee’s gross income, deductions, net incone eamployer obligations, as well as the related acting 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 expense.

Payroll Journal: The payroll journal is the journal into which pliyroll activity—paychecks, income, deductions, and
employer obligations—is recorded. When posted,dbtgvity affects the balance of accounts in thgrpthledger.

Payroll Ledger: A payroll ledger is the ledger that includes hé faccounts affected by posted payroll transactions
paychecks, income, withholding, and incurred oliayes.

Payroll Obligation: A payroll obligation is an employer liability rdting from a payroll transaction. For example, when
an employer withholds federal taxes from an emp®y/paycheck, the employer incurs a liability (ddigation) to
pay the amount withheld to the federal government.
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Posting: Posting is the process of transferring transast{dncuments) from the journal to the ledger.

Posting Sequence NumberdAll processes which “post” entered data into aiegde area for completed documents have
reports that feature a posting sequence numbeseliegmbers are used to keep track of reportstibatdbe perma-
nently stored in your records. Each of these reguas its own sequence of posting numbers.

Prepaid Asset:This is an asset that you have paid for, but ebtrgceived.

Profit Center: A “profit center” identifies a part of a compargr fwhich profits can be calculated separately. Salel
expenses for that division are designated with patenent Code.

Table 2:

ﬁﬁ;ﬁgg: Depc):zr(tjrgent Account Description Type
100000000 CASH IN BANK Asset
200000000 ACCOUNTS PAYABLE| Liability
300000000 EQUITY Capital
400000000 100 PRODUCT SALES Income
400000000 200 PRODUCT SALES Income
450000000 100 SERVICE SALES Income
450000000 200 SERVICE SALES Income
500000000 100 COST OF GOODS Expense
600000000 100 GENERAL EXPENSE
500000000 200 COST OF GOODS Expense
600000000 200 GENERAL EXPENSE

Purchase Order: A purchase order represents the purchase of matideafrom a vendor.

Purchasing: The purchasing system is one of several FBusinessnodules. It provides an automated method for
tracking purchases, tracking receiving, and praojgotash requirements.

Receivable DocumentsThere are four common types of receivable docusa@ntustomer invoice, a customer cash
receipt, a customer credit, and a customer debit.

Receivable Journal:The receivable journal is the journal into whidhagcounts receivable transactions—invoicing,
credits, and debits—are recorded. When postedg thassactions affect the balance of accountsamebeivable
ledger.

Receivable LedgerA receivable ledger is the ledger that includéshal accounts affected by accounts receivablestran
actions—invoices, cash receipts, and customertsradd debits.

Retained Earnings:Retained earnings is the increase in equity thatrbsulted from profitable operations; net income
to date minus dividends to date.

Row: A row is one set of specific information withirtable. For example, an account table contains alirtformation
about a single account in an account row. An acctalnle contains as many rows as there are diffeesounts.
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Statement: The customer statement shows the current acfivitg given customer. The statement shows outstgndi
invoices, recent payments, credits, and debitsgatistomer’s account.

Store or Record: Recording or storing a row is the process of gqitim the computer database after it has beerddd
or updated.

Table: A table is where information is stored in a congpuf\ given table contains only a specific typendbérmation.
For example, an account table contains the diffesales and expense accounts used by the system.

Transaction: A transaction is an event that is recorded insit@unting records. Typically, such an event ingslthe
transfer of money, product, or services. Each &etisn entered in the Fitrix
Businessystem is referred to as a “document.”

Trial Balance: This is a work sheet used as a preliminary stggt®rating a Balance Sheet. The trial balancdissirg
of every ledger account, along with its debit aretlit balance. The total of all debit balances &hequal the total
of all credit balances.

Update: Updating a table is the process of changing rowlsimit. Whenever you change a description inaheount
table, for example, you are updating a row witthiat 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 time. A deris account is summarized by an aging statement.

Vendor Activity: Activity refers to any transaction involving a \dar that affects the balance of a vendor or ledger
account. A summary of activity shows all transatsiaffecting those balances over a specified perfidisne.

Vendor Aging: A vendor aging report lists outstanding vendooines categorized by number of days from the vendor
invoice date or due date.

Vendor aging reports can be setup to “age” in tiffei@nt ways. In the first, an aging report can putstanding ven-
dor invoices into categories, ranging from thoseently due to those past due. With this method,abing catego-
ries reflect ever more serious levels of overdugment.

In the second, an aging report can arrange outistguv@ndor invoices into categories, ranging frémose currently
due to those that will be due in the future. Tleigart is a projection of cash requirements. In ¢hise, the aging cat-
egories reflect amounts due farther in the future.

Vendor Balance: The vendor balance is the amount owed to or oweal\®ndor. If you owe a vendor money, the ven-
dor’s account has a credit balance. If the vengasoyou money, the vendor’s account has a detanbal A ven-
dor’s balance is the sum of all open items pentgirid that vendor.

Vendor Terms: Vendor “terms” are the conditions under whichtkador expects payment from you. Vendor terms typ-
ically include the period of time within which y@xpect to pay that vendor’s invoices, any discoafitaved for
early payment, and the time frame within which sdidtounts are allowed.
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