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| ntroduction to Order
Entry

This chapter contains basic information about ¥i@rder Entry. It is meant to give you a general
picture of what Fitrix Order Entry can do and hausiused. The sections that accomplish this are
as follows:

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

* Overview of Order Entry

Introduction to Order Entry  1-1
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Fitrix Order Entry: General Description

Accurate and timely processing of customer ordeaie of the most critical functions of any busim&¥hen a customer
calls to place an order, you need to have a latfofmation that is easily accessible. You neesée bill to and ship to
addresses, the availability of the items being d®r substitute items if they are not, the uniitipg the customer is
entitled to, and their shipping terms. Once thesprd entered you need to ship and invoice the haexdise in a timely
manner. Effective order processing leads to hapgyomers and happy customers lead to a successfyrafitable
business.

The Fitrix Order Entry module when integrated whik Inventory Management, Accounts Receivable,Rumdhasing,
gives you all of the functionality you need to pres customer orders quickly and accurately. Itides/a comprehen-
sive system for tracking and managing customerrsrald is designed with real time transaction updaind complete
information access. You can enter orders of mapgdyquotations that can then be converted toaegutiers by merely
changing the order type, drop ship orders shippetity from your vendor, credit and debit memasj aeturned mate-
rials orders (RMAS). Item availability and priciigjchecked real time. Once the order is entereak; gbipping depart-
ment can print picking tickets and packing listd ahip the order. The final step is to invoice youstomer and when it
is posted the quantity on hand is reduced, the éerecord for the customer is created, and thesaation is recorded
in your General Ledger.

1-2 Introduction to Order Entry
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Order Entry Features/Functions Highlights

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

* Order Types- Fitrix supports many different types of ordeustsas:

* QUO —used for quotations by your sales forcethnde can be turned into a regular order by sirciping-
ing the order type.

 REG - used for shipments out of you distributiemter. You can also use this order type and basddeo
line type, ship some merchandise from your wareb@usl the rest directly from your vendor.

» DPS - used for drop shipments from your vendaeatliy your customer. Using this order type automati
cally creates the purchase order to your vendor.

* RMA - used for merchandise that is being retudmgglour customer.

e Pricing — pricing can be set up for specific order typg®cific items, a class of items, specific cust@aper a
group of like customers. The price can be offemdafspecific date range with quantity breaks anrdle a spe-
cific amount, a percent off list, or a markup froost.

« SalesKit Processing — You can define sales kits and use them duridgrantry. Component items for a sales kit
can be automatically exploded during data entramnof the sales/shipping documents if the detelds to be
seen.

e AliasItem Numbers— you can set up alias code for your inventomngehat are customer specific. This is help-
ful during data entry when a customer calls in etepousing their item codes. After entering theide, the pro-
gram converts the code to your item code. The abiges prints on all sales order documents.

« Notes— when entering an order any customer notes, stgpmtes, and credit notes automatically disptattie
user to review. You also have the ability to emt@er specific notes that will print on the saledes documents
you specify.

* Credit Checking — if the customer is flagged as on credit holdj wdll be informed of this and the order can not
be entered.

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

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

« Multiple Warehouse Shipments — you have the ability to ship a single order fromltiple warehouse locations.
« Backorder Fulfillment — receipt of vendor purchase orders automatidgélliyjustomer backorders.

e Lot/Serial Number Tracking — during the invoice process you will be prompizénter the serial or lot number
for any items flagged as lot or serial number adted. This data is stored in an audit table whiah then be
viewed so that you know which customers purchaggidiwserial or lot #s and when.

* Interface with UPS Wor Idship — Fitrix Order Entry provides the shipping addriesghe UPS Worldship soft-
ware, acquires the freight charge, updates the stdiis and tracks the progress of the shipméin.will allow
the customer to know their costs and provide théth rgal-time tracking information.
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Credit Card Processing - Fitrix Order Entry has abuilt in interface foredit card processing. Those customers
that pay by credit card have the order authorizesb@n as it is stored and the transaction setfigbctheir finan-
cial institution upon invoicing.

Reporting

Reports available include:

1-4

Order Acknowledgements, Picking Tickets, Packitg}d, and Invoices
Open order reports by order number, salespersmtomer, and item
Daily Sales Register

Sales History reports by product, customer, afesparson

Price Variance Report

Credit Card Reports include:

* Orders awaiting authorization

» Invoices awaiting settlement

e Credit card information on file by customer

» Credit cards on file due to expire
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Overview

Before You Begin

Before you can enter transactions into Fitrix Oretry, you must first complete “setup” of the prag. Setup is the
process by which you enter all of the informatiequired to begin entering customer orders intetstem. Setup
includes entry of basic “control” information thtae program needs to run, entry of your Chart acfdAmts and related
company information, and entry of special Ordemntference information.

Fitrix Order Entry activities can be divided intu¢e broad categories: order entry setup, ordexegsing, and report
production. Each activity is associated with a ffgemenu option, and these options are listedjiaick reference in this
overview section. (The “keystroke path” to a meptian is indicated in parentheses following eactiaop)

Setup

There are two aspects of setup: Company Setup aaiilelspecific setup (in this case, O/E setup).im@usetup, you
enter all of the information the system referermg$ransactions are recorded.

Company setup includes entering basic control médion that the programs need to run, such as caoyripformation,
and administrative information. This basic setuprimation is covered in Chapter 2, Company Setughis manual.

Because the menu options used for company and &ldration pertain to the company as a whole, thauraptions
used to do this initial company setup are duplit@tethe Company Setup menu for each Fitrix moguole have
installed; however, you only need to perform tlegip procedure once for the system.

Module-specific setup, on the other hand is regufioe each module you have installed. The followdpgions, accessed
from the Setup Order Entry menu, are used for eefe file setup in the order you use them:

< Update Order Type Definitions (4-c-a)
« Update Line Type Definitions (4-c-b)

« Update Alias Definitions (4-c-c)

e Update Kit Definitions (4-c-d)

« Update Discount Definitions (4-c-f)

« Update Special Price Defaults (4-c-e)
« Update Debit/Credit Reasons (4-c-g)

« Update Tax Definitions (4-c-h)

« Update Commission Definitions (4-c-i)
« Update Salesperson Definitions (4-c-j)
« Update Warehouse Definitions (4-c-k)
« Update Payment Methods (4-c-I)

e Update Shipping Terms (4-c-m)

* Update Ship Codes/ UPS Services (4-c-n)
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» Update Customer Information (4-e)
e Update Ship To Information (4-f)
» Update Order Entry Defaults (4-a)

The steps in reference information setup involviéong on the Setup Order Entry menu and one &luitsnenus, the
Update Order Definitions menu. These options aljow to set up (and update) special codes and tlefinj customer
and ship-to information, and the order entry defauwll of which are referenced on a regular basisn entering and
processing customer orders. These steps are dedgsénildetail later in this manual.

Transaction Processing

After setup is complete, you can begin entering@modessing order entry transactions. For all tygfesistomer orders,
the steps in this process correspond to optionsdfaun the Order Maintenance Menu. Debit and cradinos are also
created using options on this menu. In generallae@rder maintenance involves entering and ackedying customer
orders, printing picking tickets and updating pitlkemounts, updating shipped quantities, printinckjpey slips, and cre-
ating and printing invoices, printing an edit lighd posting invoices. These steps are outlinddliasvs.

» Update Customer Orders (1-a)

e Print Order Acknowledgments (1-b)
» Print Picking Documents (1-c)

» Update Picked Quantities (1-d)

» Print Shipping Manifests (1-e)

» Update Shipped Quantities (1-f)

» Update Invoices (1-g)

e Print Invoices and Memos (1-h)

» Update Backorder Received (1-i)

» Print Order Entry Edit List (1-))

e Post Order Entry Documents (1-k)

Reporting

Reports available through Order Entry menu options:
e Order Status Reports

Print Open Order Summary (2-a)
Print Open Order Detail (2-b)

Print Salesperson Summary (2-c)
Print Salesperson Detail (2-d)

Print Open Order Item Summary (2-€)
Print Open Order Iltem Detail (2-f)
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Print Customer Order Summary (2-9)
Print Customer Order Detail (2-h)
Print Order Entry Journal (2-i)

Credit Card Report

Orders Pending Authorization (2-j-a)
Credit Card Orders Declined (2-j-b)
Print Credit Card Information (4-h-b)
Expired Credit Card Report (4-h-c)

Sales History Reports

Daily Sales Register (3-a)
Product Summary (3-b)
Product by Date Summary(3-c)
Product Detail (3-d)

Customer Summary (3-e)
Customer Detail (3-)
Salesperson Summary (3-g)
Salesperson Detail (3-h)

Salesperson by Product (3-i)
Serial Number Inquiry (3-))

Price Variance (3-k)

Print Order Definitions

Print Order Entry Defaults (4-b)
Print Order Type Definitions (4-d-a)
Print Line Type Definitions (4-d-b)
Print Alias Definitions (4-d-c)

Print Kit Definitions (4-d-d)

Print Special Price Defaults (4-d-e)
Print Discount Definitions (4-d-f)
Print Debit/Credit Reasons (4-d-g)
Print Commission Definitions (4-d-i)
Print Salesperson Definitions (4-d-j)
Print Warehouse Definitions (4-d-k)
Print Payment Types (4-d-I)
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Company Setup Menu

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

» Desginating Checking Accounts
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Order of Setup Seps

When you set up reference files, the order of sitegssigned so that earlier steps add informdtiahcan then be
accessed automatically in the course of later stegpanstance, once you have set up account nurahges, any time an
account number is entered the system can autorhatethyou 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 Setaipunare 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 | nfor mation Options

Options on th&€Company Setup menu are 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:

B 1 Genery 1 General Ledger
SRR Y 9 Company Setup

& 3 Accout iy 3 Rec a Update Company Information

B 4 Orderlisy 3 Ledge b Frint Company Information

B 8 Inventiiy 4 Ledge B ¢ undate Ascount Nurber Ranges
B B Puchipy 7 Multiler @ g Print Account Number Ranges
By 7 Multict &5 8 Admin [E e Update Ledger Accounts

B 8 Payroll gy 8 comp; & 1 Print Ledger Accounts

B 9 Fixed /5] Exit B o upaate ch counts

& a Replenistment 4 1\ geiet Diflorent Company

] Ext 9] Exit

Status Ide Sacket sock224/10.0.0.95/20020

Menu options for reference file setup:

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

» Update Ledger Accounts (9-€) is 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.

» Update Checking Accounts (9-g) (optional) is used to designate certain cash adscam checking accounts.
This allows you to use the check reconciliatiortdezin Accounts Payable.
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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 nennb

Modify Account Number Ranges to correspond to antmumbering.
Create a list of account numbers and account fi¢isers to be added.

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

Use this program to store basic company informatigaur business name and address, department ctksshether
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 thartypeeof tax. For information about the use of Meitel Tax features,
seeGetting Sarted with Fitrix.

Update Company | nformation

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

The Company Information screen:

& Update Company Information FE®
File Edit ¥iew Mavigation Tools Actions Help
OB g QA HRNEOOILD »
A 600 0 @0 &
Find Prev MNewt Add Update Delete Browse
Company Information
Business Name: PARTS PLUS DISTRIEUTION
Address1: 1110 MAIN STREET
Address2; |
City, State, Zip: |SEATTLE . WA 96133
County: |KING
Country: US4
v Use Muliilevel Tax Groups: |

Dept | Descript
000 ADMIN. OFFICE

100 EASTDIST CENTER
200  CENTRAL DIST. CENTER
222 TEST

300 WEST DIST. CENTER
410 DN 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 alydome record;
therefore, the commands on the command prompt,thétlexception of Update and have been disableel name and
address entered in the Company Information seetpmear on all reports generated by the system.

The Company Information screen contains the folfmfields:

1. Business Name:

This alphanumeric field may be up to 30 charadtefength, and contains your company’s name. They ém this
field will be displayed on reports generated bygiistem.

2. Addressl:

This is the contact address of the company. U@talBhanumeric characters may be entered.
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Address2;

This field provides an additional 30-character agddrline for suite number or other address infaonat

City, Sate, Zip:

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

County:

Up to 30 alphanumeric characters may be entered.

Country:

This field may contain up to 30 alphanumeric chemac

Multilevel Tax:

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

Use Multilevel Tax Groups:

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

The Department section of the form stores up tolamelred department codes. The department figltblsanumeric,
allowing you to establish numeric 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 thettifles a profit center, a division of the compagtg. Throughout
the FitrixBusiness modules, you have the option of posting sales apéreses to specific departments. This is a
three-character field.

Description:

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

Additional Company I nfor mation

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

0B (]9

itional Company Information
Credit Card Processing Information

[ 0K ] [Q:{Eancel ]

QYR

Additional Company Information — this screen is used to store additional inforomasuch as telephone number, fax
number, etc.

Add on detail addinfo =3

File Edit Mavigation Help

Additional Company Information Screen

Drescription Drata
500-555-2668

web address

[@ 0K ] [Q:{ Cancel ]

QYR

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

Credit Card Processing Information- if you are using credit card processing in Oietry, it is in this screen that you
enter the interface information. See @weler Entry User Guide for 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:{Eancel ]

Is credit card QN7 (YN 20
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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 accoamsidentified to the computer system is by accoumtbers. After
deciding upon a list of accounts, you need to asaignique account number or “account code” to eacbunt. In the
Fitrix system, this “code” is a number that corssizt up to nine digits. You assign these numbeithabthe numbers of
similar accounts all fall within the same numearage. 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, butdjpesounts always fall in this order. For exampieed Assets
accounts always start on the number after theJastent Assets account. You do not, of course, baaetually use this
number, but the posting program recognizes it astyipe. Fitrix comes with a default Chart of Acota) which you can
use as a guide for assigning your own account ntsnfdce you have chosen the account numbers youtavase, you
can change that default list by changing, addingleteting the accounts used.

—— Warning!
There is a direct connection between account numabeyes and individual account numbers. The
account number ranges should be set up prior tingeip individual accounts. When an account is set
up, the program accesses the Account Range fidetermine the type of account (more specifically,
whether the account balance should be increasédandtedit or debit). If you change the account
ranges, you must update or delete the affecteduatean your Chart of Accounts, because the account
type is determined when the account is createghdated.

Types of Ledger Accounts

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

e Current Assets are liquid assets such as cash or Accounts Payable

» Fixed Assets are 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 accounts are those accounts that contain the value of josiness, such as stock and retained earnings.

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

« Income accounts show the sources of your income.

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

« Expense accounts categorize all of your other expenses such as saf#dries, utilities, etc.
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Print Account Number Ranges

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

The previous step created the ranges of accounberatthat 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@ipdet of Accounts provided with the sample datal{iésample
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 purposeexting a subto-
tal on reports. The description prints on the reptimg with the subtotal for the accounts.

Increase with Credit:

Thelncreasewith Credit? field displays a default of “Y” or “N” according tive 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 ReturnsAimvances 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.

Allow Usein Manual Journal Entries:
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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 theirazEnge maintained by the system (Example-Trade Adsou
Receivable and Trade Accounts Payable) and therefi@nual journal entries to these accounts shailbden
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.

2-12  Company Setup Menu



Fitrix Order Entry User Guide

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 inAtmunts 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

9i=1E

Account Humber: 100000000 = |CASH ACCOUNMT

Department Code: 100 |TA>< 100

1of5

QYR
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Multilevel Tax

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

Multilevel Tax  3-1



Fitrix Order Entry User Guide

The Multilevel Tax M enu

Lexmark2/l exmark 2

File View Ewecute Setings Help

Fitrix5.20
(SRR 2 Accounts Receivable
EaEl A= BT 7 Multilevel Tax

3 ActOUl 5 2 CustonB| 3 pdate ulilevel Tax Cades

4 Oreri iy 3 Setup [ b Update Mulilevel Tax Periods

5 Inventtgs, 7 Multle © Update Multilevel Tax Groups
5 Purche &y g Admin [ g Print Multlevel Tax Codss

7 Mullel &5 @ Setup

& Print Mulfilevel Tax Groups

3 Payol S BXt &5 1 FrintMulilevel Tax Analysis

9 Fixed Assets . M
o] Bt . 0 © Copyrignt 2007
urth Ceraration
a Replenishrment Software Solutions, Inc.

5] Ext

coooocEoERD

| states Ide Socket: sock224¢10.00965/20020
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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, defbre you set up your default files.

Note

Update Multilevel Tax Codes has an “intelligentlete function that does not allow you to deletetiteylel tax codes
that have activity posted to the Multilevel Taxieity file. This is similar to the intelligent detie function of Update
Ledger Accounts.

The Multilevel Tax Code menu:

& Update Multilevel Tax Codes E]@

File Edit Wiew Mavigation Tools Actions Help
OB O i | HEBHN @0
XA G 9 0 =

Find Prew Mext Add Update Delete Browse

Multilewel Taw Codes
Multilevel Taw Code: KINGQD

Multilevel Tax Rate: | 4000 :
Descrtors|[CDUNTY OF KING T4
Countny : [U5a
Frovince / State W'A |
Department: ]
Include T ax ‘with Aaset/Expense: N
AR Tahccount: | 210000000 < | [ACCRUED SALES Tax
447 Discount T ax Account ;: 210000000 | [ACCRUED SALES Téi
AfP Tahooowt: | 38500000 O]  [SALES TAW EXPENSE
AP Digcount Tax Account: IV £38500000 | [SALES Tax EXPENSE

50f 10

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%%610t .15).
This field is required.

3. Description:

Enter the description for this tax code. This diggian 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.

10.

34

Province/ Sate:

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

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 Edhed for an Order Entry invoice and you leaveBrepartment
field blank here, the tax posts to department O@u always want to use the same department wlosting tax,
enter that department in this field.

Include Tax with Asset/Expense:

Y/N field-entry optional. This field affects the wé&ransaction amounts from the Purchasing modust feoasset or
expense accounts in the General Ledger (GL). Ergéi" causes tax to be included in the amountgubsd the
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 eaddlded tax) and
Canadian (partial value added tax) situations.

For example, suppose your company purchases amsxjtem and is obligated to pay state sales tak blow do
you want your accounting system to handle thisaibm? Do you want the full amount of the purch@ssn plus
tax) to post to the GL expense account, or jusatheunt of the item (purchase amount less tax)@rkagt"Y" in this
field causes the amount (item+tax) to post to tpease account in the GL.

A/R Tax Account:

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

A/R Discount Tax Account:

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

However, you must enter an account here even ifGla¢culate Tax on Cash Discounts" field is se¥ltdn this case,
you should probably enter the same ledger accauntiged in #8 above. (Use Zoom.)

If you set the "Calculate Tax on Cash DiscountsItfiA/R Defaults form) to "Y", then any discourioaved on an
A/R invoice contains some tax. Keep in mind that yoe defining the characteristics of a MultileVak code. Sup-
pose that, when you use this code in the future,want to calculate tax on A/R cash discounts axdant for that
tax in a ledger account. In that case, you shoale ldefined an A/R Discount Tax Account when ydwgeyour
Chart of Accounts, and you should set up the A/fRaDleas just described. You now enter the ledgeoant number
for the A/R Discount Tax Account in this field.

A/P Tax Account:
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Entry Required-Zoom available. This field goverhs posting of tax amounts when you are processagglpe doc-
uments (A/P invoices, credit memos, etc.) or NoR-Shecks. Enter the ledger account where you vegmbst 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&skcounts"” field (A/P Defaults form) governs thepduring the post-
ing process, of the account number you specifhimfteld. If set to "N", the system calculatestar on cash discounts.
In this case, the account number you enter hersnttamatter.

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 Discountsltf{A/P Defaults form) to "Y", then any discoufibaed 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 foAfRediscount 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 thesautiefa

The Multilevel Tax Periods menu:

& Update Multilevel Tax Periods CEE
File Edit Wiew Mavigation Tools Actions Help
i HBEH T 00ED 90

LI
% Find Prew MNest Add  Update Delete Browse
Multilevel Tax Periods
Company Name: |PARTS PLUS DISTRIBUTION .
: Period Feriod vear Start D ate End Date |

o1 2007 01/0/2007 |01/3/2007
|02 2007 02/01/2007  |02/28/2007
|02 2007 03/01/2007 |03/3/2007
|04 2007 04/01/2007  |04/30/2007
|05 2007 05/01/2007 |06/31/2007
|08 2007 06/01/2007 | 06/30/2007
|07 2007 O7/01/2007 |O7/3 /2007
|08 2007 08/01/2007 |08/3/2007
|09 2007 09/01/2007  |09/30/2007
[10 2007 10/01/2007  10/31/2007
[11 2007 A01/2007 11/30/2007 “|
1of1

[O aK ] [t_:‘ Cancel I

QYR

Enter the bwo digit period number,

1. Company Name:

This is a system-maintained field. It is the busgneame 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 periogl hext period is
increased to the last period plus one.

3. Period Year:

This is the year of the reporting period. The difisthe last period year entered.

4, Sart 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. ladés to the end of the month entered for the sliiet.
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Update Multilevel Tax Groups

This menu option is used to enter multilevel taougrs. 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 Groufield om the Company Information screen, you museéea multi-
level tax group code rather than a multilevel tadecfor 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

« Update Vendor Information

The Multilevel Tax Groups form:

& Update Multilevel Tax Groups
File Edit Wiew Mavigation Tools Actions Help

o NIV E QRABEMBEO00ED @O
A G 0 0 0 9 K.
© Find Prev Mext Add Update Delete EBrowse
Multilevel Tax Groups
Mulilevsl Tax Group Code: - [SEATR |
Description: [SEATTLE SALES TAX

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

20f6

QYR
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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 grooghe. This description appears when using the Zeature.

Tax Code:

Enter a six-character multilevel tax code. The itmyel tax code must already be set up throughubeéate Multi-
level Tax Codes program. The Zoom feature is allElaVhen 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 therbe imple-
mented within a given tax group.

Description:

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

Rate:

This display only field contains the rate for theltitevel tax code. The rate was entered in theatpdiultilevel Tax
Codes option.

Cumulative:

Enter "N" if the tax should be calculated on thearaount (without tax) only. Enter "Y" if the takauld be calcu-
lated on the total of the goods amount plus thewarnof tax on those goods for a tax that appeais previous line.

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

Table 1: Multilevel Tax Group Code: A

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

The G and P tax codes must be set up in Updatal®&ugt Tax Codes with the appropriate rates andaatnum-
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)

300.00X.07=21.00 = GST

321.00X.06=19.26= PST

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

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

This program prints the information entered throlgdate Multilevel Tax Groups.

3-10 Multilevel Tax



Fitrix Order Entry User Guide

Print Multilevel Tax Analysis

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

The following Selection screen appears:

& Select mtaxsel E@@

File
Penod'ear From D ate ToDate Ledager
03/01/2007 EEQ||03/31/2007 EIY
[0 oK. ] [ﬂf[ﬁancel ]
o A - . OWVR
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 thgésdccount, a description of the tax code, amdeh of debits and cred-
its for each account.

Print Analysis Detail

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 sitélxirate. This does not include the tax. Thetalhg formula may
be helpful for remembering the terminology:

Gross amount = Net amount (goods amount) + Tax amount
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Setup Order Entry

This chapter covers the option, screens, fieldd,pimt options you use to set up the Order Entry
module. It is assumed that if you are reading¢hepter for setup reference, you have already done
the basic Company setup that is required beforecgouset up any Fitrix module. For a more com-
plete discussion of the Company setup,Getting Sarted with Fitrix.
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Setup Order Entry Menu

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

Fitrix 5.20 Database: bettyb Printers: Lexmark2/l.exmark 2

File ‘“iew Ewxecute Settings Help

demiEg@

L] 4 Order Entry
2 Accout 5 1 Order | Setup Order Entry

3 Accoui by g Qrder'E| a Update Order Entry Defaults

o m

o

= 4 Orderlgy 3 gajes =] b Print Order Entry Defaults

£ 5lnverttfs 4 Setup gy ¢ Update Order Definitions

B PUrehe b5 7 Multile & o Print Order Definitions 4

= 7 Multict &5 g Admin B e update Customer Infarmation ,-"ll

= 8 Payolly g setup B 1 Update 5hip To Infarmation

B 9 Fned/S) Bxit @ h Credit Card Processing

a Replenishment o] Eit

2 b ReportWriters

5] Bt

Status Idle Socket: sock224/10.0.0.95/20020

The Order Entry Setup Menu provides options foratjpd) and printing order entry defaults, and updatiustomer and
ship-to information. Submenus accessed througtlegit and d allow you to update and print a nurobsystem defi-
nitions such as warehouse codes, tax definitiomgrdypes, discount definitions, and payment megho

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

Update Order Entry Defaults

This menu option allows you to setup default valioeeshe Order Entry system, default values thatwsed throughout
the Order Entry system, rather than those assdovgta a particular customer, warehouse, or otpecHic reference
information. Many of the default entries on thisesmn are codes you set up in reference files ubmgther menu
options on the Setup Order Entry menu, below Up@atker Entry Defaults, so you want to set up theessary refer-
ence files and information before you set up tHaules file. For example, before you can enteefadlt warehouse
code, it must have been defined via Update WarehDeginitions.

The Order Entry Defaults form;
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Update Order Entry Defaults

File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Order Entry Defaults
Warehouse: |FT [CY] Credit Reasor: |[RET  [&] Dehit Reazor: |0V (&)
Order Type: |REG  [®] Line Type: |STE  [®] Ik Stage: |FIC Feq. Profit®: 15.00
Tems Code: |4 [CY] Due Days: i} Usze Department: | Payment: | &R [CY]
FOB Paint: |SHIF POIMT ShipWia: |[BEST 'wity' [CY] Ship Terms: =]
Account Mumbers
Sales: 400000000 (&) AR 110000000 (%] Inventory: 120000000 (%]
Trade Dige.: 100000000 (5] Cash: 100000000 (5] Cost of Goods: 500000000 (%)
Freight: 422000000 (%) Credit Card: 110000000 (%] Scrap: 530000000 (%)
Tanes
Tax |MOTAR @] (MO Tax Freight - Compute Tax: (M Dizcount: M
Document Printing Defaults
Frint Motes On; Ack: |7 Fick: N Ship: v v Y
Kit Expanzion Or: Ack: |7 Fick: N Ship: v v Y
Syztem Mumbers/B atching
Doc/Order Mo.: 164 Invoice Mao.: 218 Fost Mo.: 128
Batch Invoices?  |M Fequire Approval to post?:  |M Approval Code:
1of1
[@ ok ] [Q:(Eancel ]
Enter the warehouse most likely to be on an order, 20

When you enter orders and other transactions ysters automatically assigns default values to soitiee information
fields. The default values may come from a numbbelifterent places, depending on the type of dBiaautomatically
filling fields with default data the system savhe tiser from having to enter information for eaelm$action. You can
overwrite most default values by simply entering tiesired value.

The data in the Order Entry Defaults screen isumip each company’s database. Notice that ther@rmtey Defaults
screen contains only one document (the screeragisfl of 1) at the bottom of the screen). Theggftire commands on
the command prompt are disabled, with the exceptiddpdate and Quit. For example, you cannot Usd Because
there is only one document to find and it showswmatically.

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

The Order Entry Defaults serve contains the follgyields:
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4-4

9 Print Order Entry Defaults
File Mavigate Help

Q002D =

Date: 04/03/2007 Order Entry Control Defaults
Time: 12:E57:01 PARTE PLUS DISTRIEUTION Page: 1
Order Entry Defaults

Warehouse: SEATTLE Credit Reason:SCP Debit Reason:UNP
Order Type:BEG Line Type:STE Retention Days: &0
Terms Code:C Due Days: 30 Use Department:T Payment : AR
FOE Point:ZHIF POINT Ship Via:TELLOW
Aecount Mumbers
Zales: 400000000 A/R: 110000000 Inventory: 120000000

Trade Dise. :420000000 Cash: 100000000  Cost of Goods: 500000000

Freight:4ZZ000000  Credit Card: 112000000 Serap: 590000000

Taxes
Tax:NOTEX ~ HNOT TAMAELE
Compute Tax Om Freight:N Discount Freight:T

Document Frinting Defaults

Print Notes On: hek:T Pick:T Ship:T Tnv. T
Hit Expansion 0n: hek:Y Pick:Y Ship: T Toor. Y
Systen Mumbers/Batching
Doc/Order No.: 1261 Imveice No.: z12 Post No.: 316
< Lalls

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

» Zoom to select from the current list of definedr@@use codes

Credit Reason

The Credit Reason field provides a default explandbr credit memos. When entering a credit meyoo, have the
opportunity to enter a code that explains why tleglit memo is being created.

» Zoom to select from a list of currently define@dit reason codes.

Debit Reason

The Debit Reason field provides a default explametor debit memos. When entering a debit memo,areugiven
the opportunity to enter a code explaining whydbkbit memo is being created.

* Zoom to select from a list of currently defineddeeason codes.

Order Type

When entering a new order, this field provides faulé for the Type field on the Customer Order. Toele must
have previously been setup through the Update Orglee Definitions option on the Update Order Ddforis Sub-
menu.

» Zoom to select from currently defined order types

Line Type

This field stores the default for the Typ columrihie detail section on the Customer Order. The emtiered here
must have previously been setup through the UddateType Definitions option on the Update Ordeffibigions
submenu.

Setup Order Entry



Fitrix Order Entry User Guide

o

10.

11.

12.

13.

14.

e Zoom to select from currently defined line types.

Inv Stage

This value determines what order lines are readyetmvoiced by the Create Automatic Invoice progra
« If you print picking tickets and then want to inee, set this value to ORD.
« If you use the Update Picked Quantities prograchthen invoice, set this value to PIC.

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

Req Profit %

This is the required profit percent your comparguiees on all items sold. If a user enters a prican order and the
profit percent is below this value, they will reeeia warning message. You can also set up a diffeequired profit
percent at the item code level. Entry in the fisldot mandatory.

Terms Code

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

Due Days

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

Use Department

You enter Y or N in this field to determine whetloemot you want to use department numbers whetingo® rev-
enue and expense accounts, and when posting toaaskkability accounts. To use this feature, dgpant codes

must have been set up in the Company file. The Gomfile is maintained with the Update Customepinfation

option on the Setup Company Menu.

Payment

The Payment field provides a default payment metbodustomer orders. The Payment Method file isntained
with the Update Payment Type option on the UpdatieODefinitions Menu.

e Zoom is available to select from currently defipeyment methods.

FOB Point

Use this field to enter the default free on-boavthpfor freight; that is, the point at which theyer assumes owner-
ship and liability for items on an order. Zoom \@#able.

Shipping Terms

This field stores the default Shipping Terms us®dtistomers that do not have specific shippingseset up at
either the ship-to code level or customer codelléee code entered here must have previously beeuap through
the Update Ship Code/ UPS Services Program. Zo@waiable.

Sales

The Sales account is your general sales incomauatdd Inventory Control is installed, the salesaunt from the
Fitrix Inventory Control Defaults file is used, lnatr than the account entered here.
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15.

16.

17.

18.

19.

20.

21.

22.

AR

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

Inventory

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

Trade Disc.

This field stores the default account number usethd order entry for posting trade discounts aldwio customers.

Cash

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

Cost of Goods

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

Freight

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

Credit Card

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

Scrap

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

The Taxes section contains the following fields:

23.

24,

25.

Tax

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

Compute Tax On Freight

This setting defines a default for whether or mot@mpute sales tax on freight charges. This feltkepts a value of
"Y" (yes, calculate sales tax) or "N" (no, do natoulate sales tax). The default is "Y".

Discount Freight

This entry is the default value for whether or tratle discounts are applied to freight chargess Tibid accepts a
value of "Y" (yes, calculate a discount) or "N" (mtw not calculate a discount). The default is "Y".

The Document Printing Defaults section containki§ie¢hat control where you want the various ordgnenotes and kit
expansions to print.

4-6

Setup Order Entry



Fitrix Order Entry User Guide

26. Print Notes On

In each of the four fields, you can enter "Y" or"fd indicate whether order notes entered, whearamg an order,
should be printed on the order acknowledgemenkjmicticket, shipping manifest, or invoice whenagirig an
order.

27. Kit Expansion On

In each of the four fields, you can enter Y or Nndicate whether the "expanded" version of any &ilered should
appear on the order acknowledgement, picking tjatepping manifest, or invoice.

The System Numbers section of the screen containes that are used by the system to automaticaltyber reports
and transactions. Although the system maintainsitimebers, incrementing each by 1 whenever it isl,ugau can mod-
ify the values to change the starting numbers.

1. Doc/Order No.

This field stores the last "document number" assiigio an order. Document numbers are used by gtersyas a
unique key to identify transactions. The numbexsisigned when you enter and save an order and obdgn
changed. The document number should not be confugkedhe Order Number, which is an optional number
assigned by you to identify the order. If you dd assign an order number, the system uses the daturamber as
the default order number.

If you intend to use the automatically assignedceortuimbers, you should set the value to the numteeeding the
first number you want: for example, if you want firet order to be numbered 2000, enter a valuE988. If you do
not intend to use the document numbers as ordebersnit is best to set this field to O.

2. Invoice No.

The Invoice No. field is used to assign the stgribcument number to invoices. The value in thaklfis used only
if the Fitrix Accounts Receivable package is NO3talled. If A/R is installed on your system, thesffinvoice num-
ber is retrieved from A/R, and is set to 1000 ia slgstem. See your system administrator if you waohange the
beginning A/R document (invoice) number.

Like the order document number, the invoice documember is assigned as the Invoice Number if yaterenoth-
ing in the optional Invoice number field. Invoiceaiment numbers are assigned when you print ingolau may
specify Invoice numbers when you create the invaiog also when you print the invoice.

Note
It is possible to change any of the System Numaeasiy time. However, to maintain the integrityyotir audit trail
information, you must not change the Document/ONterafter you have entered orders, nor the Invhiceafter
you have printed invoices.

3. Post No.:

This field is used to number posting reports creéétethe Post Order Entry Documents option of thde®Mainte-
nance Menu. These numbers help you to track araharg the posting reports. The starting numbesislly set to
0 at setup time.
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Batch Processing

1. Batch Invoices:

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

2. Require Approval To post?

Enter “Y” if Order Entry batches require managemnegproval to post.

3. Approval Code:

If approval is required, enter an approval codeas Vhlue will not be visible. This is the approealde the manager
will need to enter.

See the section on Batch Processing in the Gestiaged with Fitrix manual for more information batch processing.

Print Order Entry Defaults

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

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

The Update Order Definitions Sub-Menu:

Fitrix 5.20 Database: sample Printers: Lexmark2/lexmark 2

File ‘“iew Execute Settings Help

demiEg@

2 Aecolt sy 1 Order | Setup Order Entry
S Atoui gy 2 Order!E o Updat Update Order Definitions ® Gopyright 2007
PYTIE]

4 Order| o . G
oo b Print CE & Update Order Type Definitions el

Software Solutions, Inc.

o m

o

§ Inventt &5 4 Selup = ¢ Updaté & 1 Update Line Type Definitions
B Purchipsy 7 Multile & 4 Print UE ¢ Update Alias Definitions

7 MulticL gy B admin 5 e Updatt & d Update Kit Definitions

B Fawoll iy 3 Setup = 1 Update B e Update Discount Definitions
8 Fied/O) Exit = b Credit B 1 Update Special Price Defaults

Repl h t i
e of Exit E g Update DebitCredit Reasans

o

g oEm

ﬂ Bt B h Update Multilevel Tax
B 1 Update Commission Definitions
& | Update Salesperson Definitions
E’ k Update Warehouse Definitions
E | Update Payment Methods
B m update Shipping Terms

E n Update Ship CodesfUPS Betvices

&) Exit

Status Idle Socket sock22010.0.0 85/20020

You use the options on this submenu to set up aidtean most of the definitions and reference infation. Most of
this information is set up when you initially in@/E, but as your business grows and changeswibperiodically add
new information and update existing information tia options on this menu.

Update Order Type Definitions

This menu option is used to setup and maintairQittker Types information. You can setup new ordpe tgefinitions
based on the order types previously defined byyséem (like types). You can define any numberesf order types to
meet the needs of your company by setting uniqueamations of process controls for each new orgee, twhich con-
trols how the order type controls the order.
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& Update Order Type Definitions Q@@
File Edit WView Mavigation Tools Actions Help

OB |QWRBPREQANEBHN 9O

i O @ @ 0O 9 @&

% Find Prev Mest Add Update Delete Browse

Order Types
Order Type: |REG
Description: |Regular Order
Like Type: |REG Fiegular Qrder
Process Controls
I3 this & Master Order?
|5 this a Reference Order?
Are acknowledgements printed for thiz order type?
Are picking tickets printed for thiz order type?
Are packing slips printed for this order tppe?
|z payment method required at the time of order?
Are cugtomer PAD numbers required at order time?
|z the FOB required at the time of order?

|z the ship via information required at order time?

=[] [=][=][=Z][<] =] [Z][=

|z the freight document number required?

6of 7
[O ok ] [’;‘ Cancel ]

QYR

Enter [] to print acknowledgements,

The Order Types screen contains the following §eld

1. Order Type

This field stores a unique three-character orglee tode.

2. Description

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

3. Like Type

The Order Entry programs recognize several orgeesyEvery new order type must be "like" one o$¢heecog-
nized types. Several types have alternate codes-egiouse either one, according to your inhouseaation. Order
Entry recognizes the following types:

* REG-regular order
* CRM-credit memo
» DBM-debit memo
* QUO: quotation

e DIR: direct or drop shipment from vendor

4. |s this a Master Order?

This is a no entry field as this functionality istrturrently available.
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10.

11.

12.

13.

Is this a Reference Order?

This no entry field hold as "Y" if the order typea reference order, and and "N" if it is not. Aerence order cannot
advance beyond the "NEW" stage. Because the droey ¢annot advance, picking lists won'’t be priniegins
won't be shipped, and nothing can be invoiced. ¥am change a reference order to one of the regrdar types at
any time.

Are Acknowledgements printed for this order type?

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

Are picking tickets printed for this order type?

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

Are packing slips printed for this order type?

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

Is payment method required at the time of order?

This value is not currently used by any program.

Are customer P/O numbers required at order time?

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

Is the FOB required at the time of order?

The entry in this field indicates whether or na free on board point information is required &ttiime the order is
taken.

Is the ship via information required at order time?

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

Is the freight document number required?

This value is not currently used by any program.

Update Line Type Definitions

Update Line Type Definitions (option 4-c-b) allowsu to setup line type definitions based on tygesady defined by
the system. Line types are used to describe theidhgl line item types within an order. For exampihether the item
is a stock or non-stock item.

The Line Item Type screen:
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& Update Line Type Definitions g@@

File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O

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

Line Type
Line Type

Drescription BISTOCE ITEM|
Like Type |STE STOCK ITEM
Stock ltem Y

Allocate Inventory: Y
Stage To Backorder:
Description Update: |M

PFrice Update Y
3of8
[O ok ] [’;‘ Cancel ]

Enter description 20

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

The Line Type screen contains the following fields:

1. Line Type

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

2. Description

You can enter a short description (up to 30 charagfor this line type. If necessary, you can eatnger descrip-
tion of the specifics of this line type as notegdetto this line type.

3. Like Type

Because the Order Entry program recognizes a nuaibieie types, every new line type must be "likete of the
pre-defined types. The pre-defined line types arfolows:

4-12

STK —stock items are the items you stock in inventoriiéWyou enter a STK line type, you are telling phe-

gram to commit items for this order. This does actually reduce the amount of inventory, it jusduees the
amount available for sale on subsequent orderthése items. The amount on hand is not reducebthetorder
is shipped and posted.

NON - nonstock items are not part of your stocked invgnbait are items you can readily order from youn-ve
dors. When you use this line type , the item wadlan backorder. If you have Purchasing installeccisition
can be created for backordered items which inwilircreate a vendor purchase order.

STN —stock treated as nonstock are items that you stoghur inventory, but you want to ship them difgct
from your vendor rather than pick from your invemto

SUR —surplus items are treated like STK except thatudegge history is not recorded. Usage history isl tse
calculate usage rates for inventory replenishmedt @urplus items are generally discounted so theksuill
move quickly. You therefore do not want the purahgsiepartment looking at usage rates based on badtory
for surplus items because they may think they nedxlly more.
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« FOU -found items are available for sale but are notaaryinventory. These can include office furniturem-
puters, or anything you want to sell that isn’t kipinventory. Found items are treated as nonshtkdo not
create backorders.

« DRN —direct ship nonstock are treated like nonstock stemcept that a purchase order will be automagicall
created to your preferred vendor since these iteithship from the vendor.

* DRS -direct ship stock are treated like stock items pkteat a purchase order will be automatically txddo
your preferred vendor since these items will shiprf the vendor.

e KIT- kit line type is entered with a kit code that arfds to show all the line items that make up theTkiis line
type is not a defined line type in this screen paioy

e CAN —cancel is used to cancel the order line or patti®fine. Any inventory allocated is de-allocat¥du can-
not cancel a line item once it has reached the &He. This line type is not a defined line typehis screen
program.

Stock Item

This nonentry field contains a Y if the item numiecompared to the inventory file to see if thén is in stock; N
if the inventory is not referenced.

Allocate Inventory

This nonentry field contains a Y if the stock iteewe committed; N if the stock is not committed.

Stage To Backorder

Enter Y in this field if you want this line type tm to backorder stage [BKO]. This is for nonstackl stock treated
as nonstock liketypes; N if you don’t want thisditype to go to [BKO].

Description Update

Enter Y in this field if you want it to be okay tipdate the item description for an item of thiglippe; N if you don't
want the description changed.

Price Update

Use this field to indicate whether or not the us®yuld be allowed to override the unit price whetegng an order.
Enter Y if the user should be able to overrideuhi price; enter N if the user should not be akovto override the
unit price.

Update Alias Definitions

This menu option enables you to setup and maithaidlias file were you assign the customer’s ieencodes to your
own inhouse codes. This way customers can ordesiteased on their own inventory codes and you wak sind ship
items using your inhouse codes.

The Inventory Item Alias screen:
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& Update Alias Definitions

File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O

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

Customer |tem Aliases

LAEE3 k4 L FFLE Fi
Irwentony ltem Code: | FM4310 =]
FLOWMASTER 4810 MUFFLER
Customer Code: 10 =]
Business Mame: |FISHERS SUPPLY
[O ok ] [’;‘ Cancel ]

QYR

Enter the customer inventory alias code,

With aliases, you can enter the customer’s itenedondhe Iltem Code column in the detail sectiothefCustomer Order
. The customer’s code is then displayed in thesAiield at the bottom of the screen, and will pontall shipping docu-
ments and invoices.

The Inventory Item Alias screen contains the folloy\fields:

1. Alias

Use this twenty-character field to record the comgds inventory item code. This is the code the@uer uses to
order an item, based on his or her inventory system

2. Inventory Item Code

This twenty-character field stores the inventoeyritcode your company uses in-house when custordersoare
entered.

e Zoom is available to select inventory item code.

3. Inventory Item Description

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

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

e Zoom to select from currently defined customers.

Note

If you leave the customer code blank, this is dal@lias meaning you can use it when enteringrdirs regardless
of the customer code used for the order.

5. Business Name

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

This is a global alias if you leave the customeatecblank. This means you can use the alias whamiegtall orders,
regardless of the customer code used for the order.

Update Kit Definitions

Through this menu option, you setup and maintaénkii Definitions information. Kitting allows yowtgroup any num-
ber of inventory items that are commonly sold tbgetunder a single kit code.

The Kit Definitions screen:

& Update Kit Definitions

File Edit WView Mavigation Tools Actions Help
QB Q HBERNE00ED 00
4 QO 0 0 0 &=

© Find Prev Mext Add Update Delete Browse

Kit Definitions
Kit Code: |[EOOMER Kit Desc: [ALPINE &M/FMACD + AMP & 2
: |SPEAKERS

Item Code [rescription Cuantity Ine. Pre?
A PI5EE ALPIME [R] 6 CHAN AMP 1.000
ALPE203 ALPIME B9 THREE 'way SPEAKER 2000y
ALP7292 ALPIME 7292 REM. AM/FMACAS 1.000
SOMX53011 SOMY #5-3011 5144 CO-4 SPER 2000y

1of2

QYR

You can use kit codes when entering customer arttetbe detail section of the screen, you entér &3 the line type in
the Typ column and then enter the Kit Code in teelCode column. The kit item code "explodes" dhideans in the
kit are displayed in the detail section of the Gustr Order. Each line type changes to STK, andybtem tracks the
individual items.

Depending on the entries in the Order Entry Desalble, the kit will be expanded and all kit itedisplayed (or not) on
acknowledgements, picking tickets, packing slipsl savoices.

The Kit Definitions screen contains the followirigldls:

1. Kit Code

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

2. Kit Desc

Two 30-character fields allow you to enter a bde$cription of the kit.
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3. Item Code
Use this column to enter the inventory item codesfich item you want to include in the kit.

« Zoom to select an item code.

4. Description
When you enter a valid item code, the descriptigplédys next to it. These are descriptions enterdéiventory Con-
trol.

5. Quantity

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

6. Price

Enter "Y" if the line item’s price should be inclediin the price of the kit; enter "N" if $0.00 sldbe used as the
line item’s price in the kit. This offers flexibili in kit pricing. For example, you might sell bdtres and wheel rims
individually, as well as the "kit" consisting otige and rim sold together. When the rim is solghag of the kit, you
could enter "N" in the Price column for the rim;dffect, you would sell the tire at the regularcprand include the
rim "free of charge.”

Update Discount Definitions

This menu option is used to enter and update casied to calculate selling price of an item.
These discount codes are used as follows:

» Ifyou insert the discount code in the customepord or the customer’s ship-to record, this dis¢auili apply to
all items on the order that have the “Subject Tad&rDiscount” field set to “Y”. For example, if tlheder is for
$1,000.00 and the customer record has a 5% discodet the net order will be for $950.00

* You can also use the discount codes as a custasy in the Special Pricing program. This effeadtivgroups a
class of customers together so that they receeeiapricing based on their class. For examplea,gan set up a
discount code with a zero rate, use this code@stomer class in the Special Pricing program,assign spe-
cific prices to specific items that customers wfhils class code in their customer or ship-to reeatdreceive.
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The Discount Definitions screen:

& Update Discount Definitions Q@@
File Edit WView Mavigation Tools Actions Help

OB |QWRBPREQANEBHN 9O

i O @ @ 0O 9 @&

% Find Prev Mest Add Update Delete Browse

Discount Definitions

Code: |[El3d=5]

Description: |[PREFERRED CUSTOMER DISCOUNT
Rate: 15.000

Type: \DISCHT

MARKUP - In Order Entry only, adds rate to average unit cost to compute selling
price. Guantity discounts are ignored.
MARKDHN - In Purchasing only, subtracts rate from purchasing unit cost to compute
purchase price. Guantity discounts are ignored.
DISCHT - Computes trade discount amount on price as entered or computed.

4of5
[O ok ] [’;‘ Cancel ]

QYR

Enter the identifying code For this trade discount or markup.

The Discount Definitions screen contains the folluy/fields:

1. Code

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

2. Description

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

3. Rate

This is the percentage rate applied to your ligtepto determine selling price or trade discourdwHhat percentage
is applied depends on the entry in the Type figlsicdibed below. The rate entered represents & gieecentage, i.e.,
5.00 indicates five percent.

If Fitrix Inventory Control is installed, and thiem’s “subject to trade discount” flag is set td’‘tiie rate applied to
the price of an inventory item, is set in the Itéfarehouse Detail.

4. Type

Enter the type of discount definition the code dadate represent. The type determines how trendid is applied.
The valid entries for this field are as follows:

«  MARKUP —the percentage associated with this code is apfi¢he purchase cost (stored in the Inventogy fil
to determine the amount to add to that cost ta setling price for an item.

< MARKDN - this type of discount is not currently used idearentry or purchasing.
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» DISCNT-this results in a discount being computed foitaths on an order that are subject to trade diddpoa
Subject To Trade Discountfield in the Inventorgfis set to Y or N for each item in each warehdhag stocks
the item). This discount is computed based on tlee pf the item after any quantity discounts hbeen com-
puted. (Quantity discounts may be setup in thentowg file for each item in each warehouse thatlstahe

item).

Note

In the Order Entry Defaults screen, the entry sBliscount Freight field determines whether orymt calculate dis-

counts on freight charges.

Update Special Price Defaults

Update Special Price Defaults enables you to sstdmmaintain the Special Price information, whiehsed to give spe-
cial pricing on orders based on certain factorss phice overrides the inventory list price stofedan item in Inventory

Control.

& Update Special Price Defaults

File Edit WView Mavigation Tools Actions Help

1.000 HLSLE

OB OWhPEADNBRH E00ED 00

e O 9 0 0O 9 @
% Find Prev Mest Add Update Delete Browse
Price Levels
=l HOLE SALE DISCOLRT]
Level | 1 Date Range: | 01/01/2007 EE3| to |[12/31/2007 RE3
Order Type: =]
Itern Code: =]
Itern Class: =]
Customer Code: =]
Customer Class: 'WHLSLE  [&] WHOLESALE DISCOUNT
Dizcount Type: |C [Code, Discount, Markup, Amaunt)
Cuantity Code/&mt/Pot [rescription

WHOLESALE DISCOUNT

20f5

(G o | [ cancel | [EDetal

]

Enter the verbal description of this price scheme,

QYR

When entering an order, once you enter an item,dbdesystem finds all pricing documents (recotblaj match any of

the following factors related to the order:

order type

item code

item class
customer
customer class
date range criteria.

oukrwnpE
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In addition, price level allows you to put in anvéeriding” price record and date range allows ywspecify the period
during which the override is effective. The delaiés contain the quantity/price break information.

When the correct pricing document is selectedptider quantity is matched with a quantity foundha the price levels
detail. Information displayed in the Price Levedtall changes depending on the entry in DiscoupeTy

The Price Levels screen contains the followingdfel

1. Description

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

2. Level

Arbitrary pricing levels 0-9. The system seleces tecord in the group with the highest level. ifricing scheme has
a low priority, assign it a lower number. If it haigh priority (ie: it should override other prig matches), then it
should be assigned a higher number.

Note

You can set up special pricing based on entriesynone of these fields or a combinatin of entrigbese fields, e.g.,
regular order types only or a combination of regolaer types and specific item code.

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

e Zoom to select an order type.

4. Item Code

Use this field to store an item code if you wardapl pricing based on certain inventory itemg.dfi are basing
your special pricing on Item Class (i.e., the It€hass field is filled in) you would not want to uses field.

e Zoom to select an item code from inventory.

5. ltem Class

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

e« Zoom to select an item class.

6. Customer Code

Enter a customer code if you are creating a sppuighg record for a specific customer. You caa tiss field alone
or in conjunction with the Item Code or Item Cléistds. If you are basing your special pricing arstomer class
(Customer Class field is filled in), you would ne&nt to use this field.

* Zoom to select a customer code.
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7. Customer Class

Enter a customer class code for special pricingdbas customer class. You can use it alone ornjuaation with
the Item Code or Item Class fields. If you are bgshis special pricing on customer code (CustoGuate field is
filled in), you would not want to use this field.

» Zoom to select an entry for this field.

Note
Customers are classified according to the entryenimthe Discount field on the Customer Informatseneen (option
4-e). The entry in this Discount field is intermétas the trade discount for the customer. Therdifit customer
"classes" are simply the groups of customers #@ive the same trade discount defined in the Digsatable via
Update Discount Definitions (option 4-c-e).

8. Discount Type

Enter the single-character code in this field gpacifies the discount type for this special pgaiacord: if you enter
C (code), you are prompted for a Discount coderttlates a specified discount rate (one you sém Wjpdate Dis-
count Definitions), which the system validates apglies that discount rate; if you enter a D (distp the system
prompts you for a percentage rate that it will ase¢he discount rate (for a 5.5% discount, entg, §.you enter an
M (markup), the system prompts you to enter a pgrakEmarkup over cost; and if you enter an A (Amputhe sys-
tem prompt for a straight dollar amount to enteth@sdiscounted price.

9. Date Range
The dates you enter here (mm/dd/yy) indicate thgriméng and ending dates for this special pricing.

10. Quantity

The system uses quantity level to determine whisbatdint code should be used to compute the disqoicd. If the
order quantity is greater than or equal to the tjtyaon the current detail line but less than tleatrhigher level, the
discount code from the current line is used to cat@price.

11. Code/Percent

This column contains a code or percent (and theesponding column label) related to the DiscoungeTijeld in the
header portion of the form. If the Discount Typeldicontains a C, then the entry in this columntaims a code. If

the field contains a D, then this column contaipeecent of discount that should be applied. Ifftele contains an
M, then this column contains a percent of markwag #hould be applied. If the field contains antfgrt this column
contains an exact amount to discount for the sigecuantity/price break.

12. Description

This column displays a description of the discatotte in the adjacent column if the discount typspiscified as a
code.
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Update Debit/Credit Reasons

You apply Debit/Credit Reason codes when enteretgitanemos and credit memos. Each code represeaésan for
issuing the debit or credit, and a scheme for pgdth general ledger accounts.

The Debit/Credit Reason Codes screen:

& Update Debit/Credit Reasons

File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O

% Find Prev Mest Add Update Delete Browse

Debit/Credit Reazon Codes
Reazon Code: (51500

Descriptiorn:  |RETURMED AND RESTOCKED

Feazon Type: |2

Feazon Types Sales COG Inventory  Scrappage

[1] Retuned and scrapped Decrease Decrease Mo Change Increase
[2] Returned and restocked Decrease Decrease Increase Mo Change
[3) Overpriced, not returmed Decrease Mo Change Mo Change Mo Change
[4] Underpriced, not returned Increase Mo Change Mo Change Mo Change

20f4
[O ok ] [’;‘ Cancel ]
VR

Enter the identifying code For this credit or debit reason,

The Debit/Credit Reason screen contains the foligvields:

1. Reason Code

In this field you enter a unique three-charactetecthat identifies this document. When you enteredit or debit
memo you enter a reason code (or accept the defaddt as setup on the Order Entry Defaults sctegmpovide an
explanation for why you entering a credit or deb&mo. For example, you might enter a reason codevith the
description "returned and restocked."

2. Description
This field contains a description of the reasorisT™escription displays on the printed memo foramsthe listing
reports, and on the posting reports.

3. Reason Type

This field controls the activity posted by the saation to the general ledger accounts and, iikHRitwentory Control
is installed on your system, to the on hand Invgntbhe field accepts a number between 1 and 4 lifiks below
the field explain the effects of the available tyjpa ledger accounts.

The four ledger accounts that may be affected are:

e Sales-This income account is increased by orders, agr@tbre decreased by credit memos. Debit memok-resu
ing from undercharge to customers increases tles salcount.
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» Cost of Goods Sold (COG)This account represents your cost for inventargng sold to your customers. It is
decreased when a customer returns an item.

» Inventory—This is the current assets account that represiemtgalue of the goods in stock. It is increageshi
item is returned by a customer and put back ineopghysical inventory. If the Inventory Control pagle is
installed on your system, this module also recardicrease to physical inventory.

» Scrappage-This account represents your cost for items tteaserapped. It is increased when a customer 1®turn
an item that is damaged and cannot be returneduoigventory.

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

Update Tax Definitions

This menu option brings up the Multilevel Tax mdoption 7) from the Order Entry Main menu. See ¢éap for the
discussion of the options on this menu to set upugpdate multilevel tax capability.

Update Commission Definitions

Through this menu option, you setup and maintagn@bmmission information. Commission codes are ts@dsociate
commission rates with specific orders, customarsatespersons. If you are also using Fitrix InegnControl, you may
also associate commissions with inventory items.

The Commission Codes screen:

& Update Commission Definitions g@@
File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Commission Codes
Commission Code: |ISEH]
Description: [REGIOMAL SALES REF
Commission Fate: 5.000

40f7

[‘ 0K ] [’;‘Eancel ]

QYR

Enter the identifying code For this commission rate,

Commission definitions are not required by the déad Order Entry system. However, if your compasgsua commis-
sion structure, the programs may be modified tocasemission codes specific to your needs.

The Commission Codes screen contains the follofigids:
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1. Commission Code

This field stores the unique code you enter upxelsaracters.

2. Description

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

3. Commission Rate

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

Update Salesperson Definitions

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

The Salesperson Codes screen:

& Update Salesperson Definitions Q@@
File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O
i O @O0 0O 9O (&
% Find Prev Mest Add Update Delete Browse
Salezperson Codes

Salezperzon Code: |

Salezperzon Mame: | TOM MACK

Commission Code: | TIER 1 =] REGIOMAL SALES REP

Phaone: | 800-555-1200

Cell: | 770-455-2870

| 770-455-3000
Email: | TOMMEPARTSPLUS.COM
3of4

'n
o1
=

[‘ 0K ] [’;‘Eancel ]

QYR

Enter the identifying code For this salesperson,

You can reference salesperson codes from a nunfilpdaaes. You may use the codes to associate salpkpand com-
missions with certain customers or with certaimpstioi addresses for customers. When you do so,ossegered for that
customer or shipping address default to the sget#falesperson. This default salesperson canealsotbred or changed
manually while you are entering the order. Usirgy8alesperson Codes program, salesperson dataenaalgéd or mod-
ified at any time.

The Salesperson Code screen contains the follofigfts:

1. Salesperson Code

This field stores a unique six-character, alphamig®de, identifying the salesperson.
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2. Salesperson Name

You enter the name of the salesperson’s namesrfidid.

3. Commission Code

This field stores one of the uniqgue commission sqateviously setup under Update Commission Definiti Once a
salesperson document is stored, the rate assowitethis commission code is also associated thithsalesperson.

4. Commission Description

Once a valid commission code is entered, the degmmiof that code displays next to it. This dgstioin is retrieved
from the Commission table. The Commission tablaagntained with the Update Commission Definitiopsi@an on
the Update Order Definitions Menu.

Update Warehouse Definitions

You use this option to setup and maintain the Waueh table which associates a code with a speeifiehouse and
information about that warehouse. When you selgddte Warehouse Definitions (option 4-b), this sardisplays:

& Update Warehouse Definitions

File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Update " arehouse Definitions

Wwarehouse Code: [ATLANTA

IS Tu Rl T L AN TA DISTRIELTION CEMTER]

Department: 100 [®] E&ST DIST. CENTER

Address: 1373 NEW SPRING ROAD

City: [ATLANTA
State: |Ga
Zip: 30339
Country: (LS4
Phone: 404 5551234
Faw: |[404-555-5000
Email: |jogi@partsplus. com

10of4

[O ok ] [’;‘ Cancel ]

Enter warehouse description, 20

Each warehouse document represents one of thédesdtom which your company receives and shipeiory items.
You can also use separate warehouses to set diffewst and price information for an item.

The Update Warehouse Definitions screen contaim$affowing fields:
1. Warehouse Code

This is a unique 10-character alphanumeric codedeatifies the particular warehouse.
2. Description—warehouse description

This alphanumeric field stores the descriptionhaf tarehouse. It may be up to 30 characters irteng
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3. Department—department code

In this field you may specify a department codg.dfi use different departments or profit centeos, might use this
field to indicate that transactions for items sleigpo and from this warehouse should post to aicedepartment.
You must have set up department codes in the Coyriarprior to use here. (Segetting Sarted with Fitrix for
more details on department codes.)

4. Addressand Phone Information

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

Update Payment Methods

This option is used to setup and maintain codesudstomer payment methods. You set up payment rigfmaor to
entering the orders themselves. There are thresllratagories of payment methods: on account,arastheck, and
credit card. The payment method codes enteredlforders indicate how the customers plan to s#tiér account.

The Payment Method Definitions screen:

& Update Payment Methods

File Edit WView Mavigation Tools Actions Help
OB OUhPEA ARHE 90
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
FPayment bethod Definitions
Payment Code:
Payment Description: | ACCOUMTS RECEMABLE

FPayment Type: |4 C-Cash
Y - Credit Card
A - On Account
3of 7
[O ok ] [’;‘ Cancel ]

QYR

Enter the identifying code for this method of payment.

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

The Payment Method Definitions screen containddtiewing fields:

1. Payment Code

This six-character code uniquely identifies therpapt method.

2. Payment Description

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

This field stores the one-character entry desiggatie way this type of payment will be made. Ayment methods
can be categorized into one of the following groups

» A—On Account payment type is usually the defaulindlicates that the customer will pay for the iteim®ugh
Accounts Receivable with the payment terms spetffie the customer.

e C—=Cash or Check; Invoices are required for this typg they are printed as cash receipts ratherithanices.

e V—Credit Card; this payment type is actually a thpadty billing, in which the sell-to customer ithustomer
who placed the order, and the bill-to customehésdredit card company. The sell-to customer detqitimbers
for sales analysis, but the credit card compang lfili-to customer) gets the bill and is shown lba A/R aging
report.

Update Shipping Terms

The Shipping Terms field on the Update Order EBeyaults screen holds the information for the ditfshipping term.
If the shipping term at both the customer shipetceel and customer level are null the order entogmm will default to
this shipping term.

& Update Shipping Terms g@@
File Edit WView Mavigation Tools Actions Help
OB | OWhPEA RBM @O

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

Shipping Terms Code: |[FElaF g EEIE
Description: |PREPAY IF ORDER OVER $1500
Invoice Freight? : M
Order Limit: 1500.00
6of6

[O ok ] [’;‘ Cancel ]

QYR

Enter Shipping Terms Code,

The UPS interface automatically adds a freight amtwithe invoice if the shipping term entered dgrihe order entry
process is coded to add freight.

There are four basic shipping terms of sale.
» Freight Collect — buyer pays freight. No freight invoiced to buyer
» Freight Prepaid- seller pays freight. No freight invoiced to buyer
» Freight Prepaid And Add — seller pays freight and invoices the buyer

* COD - seller invoices freight to buyer. UPS colleatads for merchandise and freight (entire invoiceoant)
and then remits funds to seller. The COD shippargtwill be marked invoice freight ="Y" .

If the invoice freight flag for the shipping termed = "N", freight will not be added to the involzgthe UPS interface.
Users can still add freight if they need to.

If the invoice freight flag for the shipping terrsad = "Y", and there was no freight added durirdgoentry, the freight
amount charged by UPS will be added to the invditsrs can still change freight amount if they nied
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The order limit value works as follows. If the spiipg terms code has an order limit not equal td anud the order total
is greater than or equal to this limit, the shigpiarms are automatically changed to PREPAID saiter (or the UPS
interface if in use) knows that freight should hetadded during invoicing. For example, the cust@&kefault shipping
terms are PREPAID 750 and the order limit is séi#60.00. What this means is that the seller wily @repay the
freight if the total order amount is equal to oeager than $750.00. If the order total is >= $760tBe order’s shipping
terms will automatically change from PREPAID 75(PREPAID and no freight will be charged to the buye

Update Ship Codes/UPS Services

This program is used to add shipping codes fogfitttompanies used by your business and also tieugdJPS ser-
vices codes (ex- Groundr,‘%ay Air, etc.).

& Update Ship Codes/UPS Services [=(E3] & Update Ship Codes/UPS Services [=(E3]

File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O

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

Ship Ta Code / Services
Ship Type:
Ship Code: [YELLOW
Description:  |[YELLOW FREIGHT LINES

3of4

File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O

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

Ship Ta Code / Services
Ship Type:
Ship Code: |GROUND
Description:  |JPS GROUND
4of4

[O ok ] [’;‘ Cancel ] [O ok ] [’;‘ Cancel ]

20 Enter Shipping Type (UPS/OTHER). 20

Enter Shipping Type (UPS/OTHER).

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

< Ship Code enter the UPS service code or a code for otlegght company. It is this code that will be usedatin
order entry documents. You can select from theofisthip codes when entering orders or it will défdo the

Ship Via code found in the Update Order Entry D&faprogram.

« Description — enter description.
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Print Order Definitions

This menu option leads to the Print Order Defimgidvienu, which provides twelve additional menu amsi The sub-
menu options, labeled a through |, allow you tapreports for the special codes, definitions, defhults that you setup
and maintain through the Update Order Definitionsni.

The Print Order Definitions submenu:

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

File View Exscute Seftings Help

flgmiE=Z@

Fitrix 5.20

i c-ilad 4 Order Entry

Eais T BT g setup Order Entry

E e il STy Print Order Definitions
4 OI’IﬁEH[E:‘ 3 Bales

@ Copyright 2007

b Print (S 5 Print Order Type Definitions E‘;.Zi’;!i’?é‘.’.?ﬁ?."‘s Inc.

=
3 Inventt /5 4 Setup ¢ Update [B 1 Print Line Type Definitions
6 Purchipsy 7 Multile 7=

d Print €S ¢ Print Alias Definitions
7 MUl & 8 Admin [ e Updalt [ o Print Kit Definiions
& Payroll
VIollEy 9 Setup T Update [ & Frint Discount Definitions

9 Fixed £ i
ed £ 9] Exit £ h Credit f Print Special Price Defaults

a Replenishment ;
i ﬂ Exit &) o Print DebivCredit Reasons

ErTr DD D ODROEDM

b ReporWriters
i h Print Multilevel Tax

4 Bt & 1 Print Commissian Definitions
[Z) | Print Salesperson Definitions
&)k Print Warehouse Definitions

& | Print Payment Types

&) Bt

| Staws Ide Socket: sock220/10.0.0.95/20020|

These print options produce hardcopies of the eefa information you setup through the Update Obadinitions sub-
menu (option 4c). Use these reports to check theracy of the reference information.

4-28  Setup Order Entry



Fitrix Order Entry User Guide

Update Customer Information

With this option, you maintain the Customer Infotima. For your convenience, this option may als@beessed from
the Setup Receivables Menu. In addition, the Skipetords can also be maintained with this menioopThere are
three programs accessible with the Update Custémf@mation option. These programs are the Custdnfermation
program, the Ship-To Address program, and the @uest@\ctivity program. Each one of these prograngissussed in
this section.

The Customer Information screen (OE module ingdlle

& Update Customer, Information E@@

File Edit VYiew Mavigation Tools Actions ENG: 4 all buttons not found Help
OB VWRPAEQ  H2H 90
- Shipto  Activity
A 000 0 9 a& @
: Find Prev Mest Add Update Delete Browse Options
Customer Information
Code: Contact: |BILL ‘WALKER
Compary: ACTION AUTORARTS Phone: |404 835 4148
Address: 14307 15T STREET Cell:
i
City: ATLANTA
State: |GA Zip: 30399
Country: |54
Ermail:
‘wich Address:
Salesperson: Wik =] "wWILLIAM MILLER
Tems A [&]| |MET 30
Balarce: 130813.68
Credit Limit 160000.00
Credit Hold: Credit Hold Date:
1of22
Enter a unique code to identify this customer. e

The Customer Information screen contains the fahogviields:

1. Code

This is a twenty-character alphanumeric field 8tates the code that uniquely identifies a custoirte system ver-
ifies that the entered code is unique.

2. Company

This thirty-character alphanumeric field stores ¢hstomer’s business name. This name appears orngepat list
customer information, on invoices, and so on. T required field.

3. Contact

This twenty-character alphanumeric field storesifume of the person who you normally contact whenrounicat-
ing with a customer.

4. Phone

This is a twenty-character alphanumeric field usedtcord the phone number of your contact at toousr’s site.
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5.

10.

11.

12.

13.

14.

15.

16.

17.

Cell

The mobile contact number for the customer.

Fax

The facsimile telephone number for the customePsd&partment.

Address

This thirty-character alphanumeric field storesfitet line of a customer’s billing street addreEkere is an addi-
tional twenty-character address field beside thelkd field that can be used for a suite numbeatimtion line, etc.

C/siz

This row stores the hilling city (twenty-charactédphanumeric), state (two-character alphanumeaitj, zip code
(ten-character alphanumeric).

Country

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

Email

This is email address for the customer contact.

Web Address

This is the Internet URL for the customer.

Sales Person

This is the salesperson code used for establist@lgg types.Zoom is available for this option.

Terms

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

Balance

This system-maintained field displays the customeurrent balance as of the last posting of rebé@vdocuments
and cash receipts.

Credit

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

Credit Hold

Entering "Y" will prohibit users from entering al®yR or OE documents.

Credit Hold Date

The date that the customer was placed in Hold statu
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Customer Ship-Tos

By selecting the Options command, you can accetbsthe Ship-To Address screens and the Customévitcscreen.
With the Ship-To Address screen program, you mairttee Ship-To records. Ship-To records can alsmamtained
with the Update Customer Ship-To’s program on tbeifs Receivable Menu. The Ship-To screen progranesione or
more shipping records for some or all of your costcs.

The Ship-To Address screen:

& Add-Onship_oe
File Edit Mavigation Help
0B |0 HeoU00ED 900
Customer Code: |1 ACTION AUTOPARTS
0OE Ship-To Address
Ship-Ta »~
Ship-To Mame: [ACTION AUTOPARTS WEST Fiesidential:
Contact: |STAM WAVERLY Phone: 805 885 5487
Address 1: 4389 APPLE wWaY Cel:
Address 2: Fax:
City/State/Zip: VENTLURA Ca 93003
Country: |LISA

Email:
Wweb Address:
Ship Terms: (Y] v
Tax Codes

Default [NOTA [CY] Freight: (& Miscellaneous: =]
Salesperson: |JC &) [JIM CARSOM
Commizzion Code: |5TD [&]| [STANDARD COMMISSION RATE
Dizcount: | CASH &) |CASH DISCOUNT

[O ok ] [’;‘ Cancel ]

Enter ship-ta code for this shipping location, 20

The Ship-To Address screen contains one shippidgead. Should there be more than one shipping ssldfee other
shipping addresses are accessed by using the lsarpthe up and down arrow icons, or keyboardvakeys.

The following fields appear on the Ship-To Addréssn:

1. Customer Code

This field displays the Customer Code and BusiiNgsse of the customer. This is a display only field.

2. Ship-To

This is a six-character alphanumeric field userbtmrd a customer’s ship-to code. This code idesté specific
ship-to address for a customer; for a given cust@aeh code must be unique. However, differentocnets can
have identical Ship-To codes. If you enter the c8idiePTQ, this shipping location is used as the defaulpsinig
location on the Receivable Invoice form of the UpdReceivable Documents option of the Receivabtigke
Menu.

3. Ship-To Name

This thirty-character alphanumeric field records Business name of the particular shipping location
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4. Taxable

Each ship-to location can be designated as taxabien-taxable. This single-character alphanunfeid accepts a
Y (yes) or N (no) value, or a valid multilevel tagde if using multilevel tax.

5. Contact

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

6. Phone

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

7. Cell

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

8. Fax

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

9. Addressl

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

10. Address2

This is a thirty-character alphanumeric field whazn be used for suite information or any additiauaress infor-
mation. This line is displayed directly beneath Atuiress1 line on an invoice.

11. City, State, Zip

This row stores the ship-to city (twenty-characetghanumeric), state (two-character alphanumeaid,zip code
(ten-character alphanumeric).

12. Country

This twenty-character alphanumeric field recordsabuntry for a customer’s ship-to address. Ifghipping loca-
tion is in the same country, it is recommended yloat leave this field blank. This strategy avoidsftision by the
postal service.

13. Email

This is email address for the customer contact.

14. Web Address

This is the Internet URL for the customer.

15. Ship Terms

These are the shipping terms that will print onithwice. They must be previously setup using tpeldie Shipping
Terms program found on the Update Order Definitiblesiu in the Order Entry Module. Zoom is available.
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16. Tax Codes
Used only when Multilevel Tax is active. The codes as follows:
» Default - default tax code for merchandise
e Freight - default tax code to b echarged on freigh
« Miscellaneous - default tax code to be used onmaisgellaneous charges.
Note that if these tax code fields are left blahle, tax code at the customer level will be usethdftax code at the
customer level is blank also, the default tax cimdmd in the Update Receivable Defaults screenrarags used.
17. Salesperson

This six-character alphanumeric field records @ilesperson code identifying the primary salespefsothis cus-
tomer. The Zoom function is available in this fielthe system fills in a salesperson descriptiotiéoright of this
code (assuming a valid code has been entered).

18. Commission Code
This is an optional field that allows you to recardommission code associated with this custonfer.Zloom func-
tion can be used to select a commission field.rAfte commission code is validated, the descriptigplays.

19. Discount

A six-character alphanumeric field stores a dist@odle if the customer is entitled to trade dis¢sumhe Zoom
function is available for this field to select &chunt code. The system enters a description iadfseent field after
the code is validated.

20. Residential

If the UPS interface is in use and this is a redidé Ship-To location, set this value to "Y". Thigormation will be
passed to the UPS World Ship software.
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Customer Activity

The Customer Activity screen:

& Zoom aractvz Q@@
File Edit Help
OB U0
Type Doc Mo Doc Date Inv/Chik Mo [ue Date Amant Balance -~
CR 10 0343042007 12331 -27.00
IN 44 03/26/2007 44 04/25/2007 E235.08 E235.08
IN 39 03/22/2007 39 04/21/2007 11381000 11381000
CR 7 01A6/2007 13131 -325.90

IN 38 .15/2007 02/14/2007 3867.60 3867.60
IN 33 10/09/2006 1 11/08/2006 104.00
7 [ 10 06

IM 15 09/05/2006 AR-15 10405/2006 27.00
CR 3 08/16/2006 SETUP v
[O 0K ] [’;‘ Cancel ] [M Mew Search ] [@\ Detail ]

QYR

The Customer Activity screen shows any recent paysnand outstanding invoices. They are sorted afttie most
recent open item appear on the top of the form.céuchange the sort order by clicking the columadings. For exam-
ple, if you wanted the activity to sort by oldestealinstead of most recent click the Doc Date hepdi

You can also use the scroll bar and the functiogrs ke move down through this list if there are mouéstanding invoices
than appear on the screen. In addition, you cam the details about an invoice by clicking the Didiatton when the
cursor is on an invoice line. The fields on the tGoser Activity screen are display only.

The following is a description of the columns ois thorm:

1. Type

This column displays the type of item that is digigld on the line. IN means that this line is amiog. CD means
that the information on this line pertains to alcdsbursement. CM means that the line pertaimsa@dit memo.
DM means that the line pertains to a debit memon@fns that this line is a cash receipt. FC médwigtie line per-
tains to a finance charge.

2. Doc.No.

This column displays the document number of tha.iteocument numbers are assigned during postingiandsed
to track the document. The document number forsh caceipt, credit memo, and debit memo is the mhect num-
ber of the invoice to which the transaction applies

3. Doc.Date

This column displays the date that the documenteméared.

4. Inv/Chk No.

This ten character column stores the invoice nurobeheck number associated with the documentelfttivity is
an invoice, the column displays a invoice numkighe activity is a cash receipt, the column digpla check num-
ber. You can use the Zoom feature to view all efttlansactions associated with a particular record.
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5. Due Date

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

6. Amount

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

7. Balance

This is the balance still due on an invoice.

Zooming To Additional Customer Information

Clicking Zoom while update mode the following winvdalisplays:

The following options are available.

« Shipping Notes

¢ Choose an ltem E|E|g|

File Help

LR

Shipping Maotes
Credit Motes
AcotdTax Information
Billing Information
0/E Infarmation
Ship-Ta Information
Activity Detail

[O ok ] [’;‘ Cancel ]

QYR

The notes entered here are for special shippiriguirteons that relate to this specific customer.

The notes entered here will display when enterirteis. When these notes display the user has tienopf
changing the notes and will then be prompted "Stdrese Shipping Notes (Y/N). The default is Y ahdse
notes will then print on the picking ticket and kiag list. Any changes made to the notes in oraryewill not
change the default notes stored with the custoeeard.
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Shipping Notes E]

File Edit Mavigation Help

QU ER I OQ0ED @

Call Bob Johnzon when shipments
800-435-2657 ext 1008

[@ox | [Ggcancel | 2 Edit |

QYR

» Credit Notes

These notes are used to store information pergimincredit/collection activities.

Choose an ltem ... |Z||E||z|

File Help

0B (]9

fiew Credit Motes

Mew Credit Mote
Delete Credit Mote
Edit Credit Maote

[ 0K ] [Q:{Eancel ]

QYR

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

This option allows user to enter a new credit ndte note, date entered, and the login ID of thes thsat entered
the note will be stored.

New Credit Note
File Edit Mavigation Help

QUHIEPERA|OQED @

[@ox | [Ggcancel | 2 Edit |

QYR
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Delete Credit Notes:

This option will display a list of user ids and esiof all existing credit notes and user has opfaeleting any
item on the list by double clicking on the item ahdn answering Y to the prompt "Would You Like Delete?".

Edit Credit Notes

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

Acct/Tax Information:

& Extension addinfo g@@

File Edit Help
QOB | OUWhBEE! 90
Acct/T ax Information

[&]| |ACCOUNTS RECEMMABLE INVOICE

AR Account: 110000000 (%] - |000 (&)

Currency Code: =]

Credit Manager.  |toms Send Credit Letters: |Y
Default |[WOTax  [&] Freight: |NOT&x (&) Miscellaneous (NOTAx (&)

Acct, Group:

[‘ 0K ] [’;‘Eancel ]

QYR

Enter the ledger account group For this customer,

Acct Grp.:

This six-character alphanumeric field stores awlefccount group for a customer. This entry mapwerridden
on the Receivable Documents screen displayed uhddipdate Receivable Documents option. Accourniggo
expedite data entry by displaying a list of acceuhat the user can choose from when enteringactioss. The
user can enter an account group and therefore, mimebave to remember specific ledger account nusnbe
Account groups entered must have been previoushguke Update Account Groups program. You canthise
Zoom function to select an account group. After hawe entered a valid account group, its descripdigpears
next to it. The description is automatically retad from the Account Groups file.

A/R Account:

This integer field specifies an Accounts Receivaditeount number to use for transactions involvimng tus-
tomer. Enter a value here if the account numbéeriffrom your default Accounts Receivable accagttip on
the Accounts Receivable Defaults screen. If thig fie left blank, the default setup on the AccouRexeivable
Defaults screen is used for transactions involvirig customer. This field allows you to set difiereeceivable
categories for customers.

Currency Code:

This 3-character alphanumeric field is the defauitency code for the current customer recordnly applies if
the Fitrix Multicurrency module is installed andwhbave specified a value for currency code whenglaiulti-
currency setup.

Credit Manager:

The value entered here is the credit manager reg@erfor this customer and must be a valid loginThis user
id must also be set up in the security table fersigtable name is stxsecur) so that the progranficd the name
associated with the id ( See chapter on SecurithénGetting Started With Fitrix manual).lt is thiame that
prints on the collection letters sent to the cugtom
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Send Credit Letters:

This value defaults to "Y" which means a creditdetill be printed for this customer. If you dotmaish to cre-
ate creditletters for specific customer you mustrge this value to "N".

Default:

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

Freight:

This is the default multilevel tax code for freigittarged in Update Receivable Documents and Uitiaseomer
Orders. If this field is left blank, the Freightxi&roup found in Update Receivable Defaults willused.

Miscellaneous:

This is the default multilevel tax code for miseekous charges in Update Receivable Documents pddt®)
Customer Orders. If this field is left blank, thaskellaneous Tax Group found in Update Receival@éallts
will be used.

Billing Information:

File Edit Help
LI KL
Billing Information
Statement Date: |04/14/2006  [EE3

Statement Amaunt: 3000.00
Last Pay Date: |03/30/2007 53
Balance: 130513.68
On Account: 0.00
Credit Limit:

Statement Cycle: |1
Open ltem/Bal Fwd: |0
Finance Charges:
Fin. Chrg. Tax Code: =]

[O ok ] [’;‘ Cancel ]

Enter this customer's credit limit, @i

Statement Date:

This is a system-maintained field. It displays dla¢e that a statement was most recently generateddustomer
in the format “mm/dd/yyyy.” The field is updatedtht time a statement is generated. During setupnty may
be made in this field.

Statement Amount:

Again, this is a system-maintained field. It digfgdhe total amount outstanding for a customeif dsedlast time
a statement was generated for the customer. Infameannot be entered in this field after setugomplete.

Last Pay Date:
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This system-maintained field displays the mostmedate that a cash receipt was received from @ags. It is
updated by the system during the posting of caskipe documents. The date is displayed in the forma
“mm/dd/yyyy.” During setup, an entry may be madé¢his field.

Balance:

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

On Account:

During setup (prior to setting the Accounts ReckigsSetup to complete on the Accounts Receivablaus
screen) you can enter a value in this numeric figldositive value represents an amount that tis¢éoooer owes
you. A negative amount represents a credit thatogmuapply to outstanding invoices (or memos).

A similar On Account field appears on the Custor®@en Items screen. During setup, you may enternan o
account amount for a customer in either placeolf gnter a value on the Customer Information scridem
enter a different value on the Customer Open lter@es, the on account amount becomes the valuerissted
for that customer.

Credit Limit:

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

Statement Cycle:

This optional field stores a number that is refér@ as the “statement cycle number.” When you geaecus-
tomer statements, the program prompts for one agerstatement cycle numbers. This allows you to gegae
statements for a particular class of customergin§etip these statement cycle numbers and decutinghich

categories to setup for customers is done at yisaretion.

Open Item/Bal Fwd:

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

Finance Charges:

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

Fin. Chrg. Tax Code:

A six character alphanumeric field which definesvitax is applied to finance charges. Values forfible come
from the Chart of Accounts. You can select anytmgsfinance charge tax account using Zoom (Ctrl-2)
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O/E Information:

& Extension oeinfo g@@

File Edit Help
PLIKEEEL D)
Order Entry Information
Discount: |[Hilda9s] (& |CASH DISCOUNT

Salezperzon: [\ (& [wiLLIAM MILLER
Commission: | TIER 1 [&]| |REGIOMAL SALES REP
Pay. Method: |AR =]
Ship Terms: |PREPAID [&]| |FREIGHT PREFAID-DO
UPS Account:
Fiesidential: Ship Complete:  |M
[O ok ] [’;‘ Cancel ]

Enter the discount code For this customer. @i

Discount:

This six-character alphanumeric field stores adalist code if the customer is entitled to trade alists. The
Zoom function is available for this field to selectliscount code. After the code is validated siystem displays
a description in the unlabeled field next to thdeso

Salesperson:

This six-character alphanumeric field is used tord the salesperson code identifying the primatgsperson
for this customer. You can use the Zoom featuisetect a code for this field. After the code isdated, the sys-
tem displays a salesperson description in the etgdlfield to the right.

Commission:

This is an optional six-character alphanumeridftblat allows you to record a commission code agtat with
this customer. You can use the Zoom function tectel commission code for this field. Adjacentite Commis-
sion field is an unlabeled field that displays tescription of the commission code.

Pay Method:

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

Ship Terms:

This 15-character alphanumeric field stores themhg terms used in order entry. Zoom is availaid this
value must have been previously set up in ordeyearsing the Update Shipping terms program. Seettuer
Entry User Guide for more information on Shippireyms. If there is a shipping term found in the diipecord
, this value will be used. If the shipping termsath the customer and ship-to level are null,dhipping terms
found in Update Receivable Default will be usedider entry.

UPS Account:
If the UPS interface is in use it is this UPS aectawmber that is passed to the UPS World Shipvsoé.
Residential:

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

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

e Ship-To Information:

This is the same screen that is accessed from I@ptRhip To Information.
e Activity Detail:

This is the same screen that is accessed from I@pthetivity.
* View Credit Letters:

This option lets the user view the code of the itletters sent to the customer and the date thexg wreated

View detail letter

File Edit Mavigation Help

Letter Date Letter Code
03/ 07

OVR|

* View Credit Cards:

This option lets the user view any credit card infation that is on file with the customer. See QGaaf, "Credit
Card Processing", in the Order Entry User Guidenfore information.

Add on detail ccard g
File Edit Mavigation Help
OB|@WE QLTOQED DO

pIRTOSESlis EN]|COMPETETION SPECIALTIES

Customer Credit Card Infarmation

Card Name
Card Mo,
Exp. Month

[EN]J COMPANY CREDIT CARD

Exp. Year 3
First Mame: u Last Mame:  EREAEIIIEN]
Addiess; 4RTIN DRIVE
o (G s

Telephane:

There are no mare rows in the direction you ars going.
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Credit Card Processing

See the Chapter on Credit card processing fornmdgtion on these programs.
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Order Maintenance

This chapter contains reference information aboeitdifferent menu options on the Order Mainte-
nance menu (option 1), and the screens and fiskiscated with these options. The information is
organized by menu option Starting with Update CustioOrders (option 1-a) and working down.

For each menu option we briefly describe what tleeunoption does, show an example of the
screen or report associated with the option, asdriee each field on the data-entry screens.

This chapter also shows and describe supportiregsesirelated to the different aspects of order
maintenance.
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The Order Maintenance Menu

The Order Maintenance Menu is the most frequerggdumenu of the Order Entry system. Using this ny@ucan cre-
ate, modify, and release regular orders, creditdainit memos, and reference orders. You can atep and update pick-
ing, shipping, and invoice amounts.

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

File View Exscute Seftings Help

Sl m =2 @

Fitrix 5.20
i c-ilad 4 Order Entry

S ACCOUNES 2 Order![E a Update Gustomer Ordets

4 Orderl @ Copyright 2007
& 3 Bales b Print Order Acknowledgments Fourth Genaration

Software Solutions, Inc.

5 Inventtjis 4 Setup & ¢ Print Picking Dacurments
6 Purchs gy 7 Multile' B o Update Picked Quantities
£ MUlticl B B Admin & Print Packing Slips

8 Pavioll f5 9 Getup E 1 Update Shipped Guantities

9 Fired F 5] Exit B o Invoicing Programs
a Replenishment =
&

i Update Backorder Received

ErTr DD D ODROEDM

b Renod willons j Print Order Entry Edit List

&l Exit & & Post Order Entry Documents
E | Customer Price Inguiry
E m Reguested Quantity Query
@ v Print Order Acknowledgments

B =z Update Batch Maintenance

&) Exit

Status  Execute: a amenu customer Socket sock22010.0.0 85/20020

This menu contains the following options:

5-2

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

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

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

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

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

Update Shipped Quantities Use this option to indicate which items from adey have been shipped.
Invoicing Programs: There are seven invoicing programs availablerideDEntry.

» Create Automatic Invoices/Memo- this program will automatically create invoices &ll orders that have
line stage equal to invoice stage as defined irUih@ate Order Entry Defaults program.

» Update Invoices/Memos Use this option to manually create invoicesduters ready to be invoiced.
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« Settle Credit Card Invoices- Use this option to transmit invoices to the credrd service provider for set-
tlement with the credit card companies.

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

* Invoices Not Settled Report- This report lists all invoices where settlemerss declined and therefore
alternate payment method must be worked out witlr gastomer.

e Print Invoices and Memos-Use this option to print customer invoices, debémos, and credit memos.
< Update Declined Invoices use this program to reset the settled flag toeeit

* Null - invoice will be sent for settlement again.

e C - cancels the action. An alternate payment methitdde used.
Update Backorder ReceivedUse this option to mark items as received thatevpdaced on backorder.
Print Order Entry Edit List : Use this option to print an edit list of all doeants prior to posting.

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

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

Requested Quantity Query:Use this query screen to determine what affeatrsrdot yet entered may have on
your quantity on hand based on receipts due, andaiwerage monthy sales quantities.

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

You use Update Customer Orders (option 1-a) toremtenodify regular orders, quotations, and cradiil debit memos.
You can break the customer order screen down lméetsections: the header section, the detailsecid the order
detail summary section.

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

& Update Customer. Orders

File Edit WView Mavigation Tools Actions Help
OB |IOWRPREQA BN E00ED 90

i O @ @ 0O 9 @& ¥
% Find Prev Mest Add Update Delete Browsze Options

Type: |REG .|| Customer: 1 J[[ACTION AUTOPARTS

Curr: ShipTo: 'wiaSH X Ship Via: | BEST 'wity' L Dizc.Code: |CASH
Stat: |ACT F.0. Moo {32312 OrderMao.: 157 Documnent Mo.: 157
Stag: [BKO OrdrD ate: | 04/04/2007 [LEd ShipDate: | 04/06/2007 [L14 OrderT otal: 957.71

Ship Complete: (M

Stg | Item Code Lk | Guantity Frice Met Amaunt
(&) ORD 12104 E& 1.000 7.850 7.85
ORD 12112 E& 1.000 3.370 337
ORD 12195 E& 1.000 4.440 4.44
BKO 12138 B 50.000 7.460 373.00
ORD  ALP35EE E& 1.000 553.000 533.00
SCh A SERIES MULSTRIKE Wwhze.: |SEATTLE .|| Committed: 1.000
Salesperson:  |BJ L Bok. Oty
Taw  |[MNOT&x .|| Bck. Ref.:
1of1
[O ok ] [’;‘ Cancel ] E Header ]

Enter the line type, VR

The header section is at the top of the form. itaims general information about the order as deylsoich as order type,
customer code, business name, order status, tee muchber, and so on.

The detail section is found in the middle of theripand contains a single line for each inventteynion the order. You
can scroll through the lines that can number uj0@ (To increase the number of line an order @ hcertain program
variables have to be changed, which is usually dgn@n authorized Fitrix reseller.)

The order line detail at the bottom of the formypdes additional information for each line item. Y& move the cursor
from one line item to the next, the additional imf@tion for each line is shown in the detail sumyrsection. You can
also use the Zoom from the detail section, selextine Detail option, and add or change infornmatiothis section—
line item description, item warehouse, salesperand,tax code.

Customer Order screen—header section

1. Type

You enter one of several different order type cdtasrepresent what type of order you are entefiihg system rec-
ognizes several different order types. Order tygredefined through the Setup Order Entry Menu. d@udefine
any number of custom order types (like types) #uat'like" the system defined order types.
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Zoom to select from a current list of order types

The system order types are as follows:

REG-regular order

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

DIR—direct ship (a.k.a. drop ship)

Items on a DIR type order are not picked and shigpem your warehouse. Instead, the order is subthib the
appropriate vendor and the vendor ships the iteinestty to your customer. Since this type of ordeneither
picked nor shipped from your warehouse, a pickickgt is not required. If Fitrix Purchasing is iak&d on your
system, the DIR order generates a purchase orgeestng that your vendor send the order directlyour cus-
tomer.

CRM-credit memo

Credit memos are used for accounting purposesjtstankders that have been invoiced. For exampld) gar-
den hoses are ordered but then 3 are damagedjiioeamo is issued to reimburse the customer ®ddmaged
items. A "reason code" at the bottom of the scakws you to determine how the credit memo shdweldhan-
dled.

DBM-debit memo

Debit memos are the reverse of credit memos. Famele, if you shipped a quantity of 100, but inwaig/our
customer for only 75, a debit memo would be issteeldill your customer for an additional 25. You maigo
enter a reason code for the debit memo.

QUO-quotation

A quotation order type can be sent to a customanasstimate. Because the quotation is enteredhtikerder it
can be changed at any time into a regular ordéeifjuote is accepted.

CAN-cancel an order

When you cancel an order, the order retains iterotgpe, but the stage and status are set to CAlNcated
inventory is de-allocated. Whole orders cannotdrcelled if a line item has been shipped (SHP);dver you
can cancel individual line items that have not b&l@ipped (see below).

RMA - Returned Materials

This order type is similar to CRM except that akpig ticket will print that is then sent to the tumer as autho-
rization to return the merchandise.

Customer

You enter the customer code in this field thatespnts the customer who’s order you are enteriog.sét up cus-
tomer codes with Update Customer Information (ap#ee). When you enter the customer code, the owestor
business name is automatically called up, and gwishipTo code for this customer if there is cohe.

Zoom to select from the current list of customedes
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3.

5-6

Ship To

The ship to code represents the location whereubtomer wants the order shipped. You can set ippostodes
with Update Ship To Information (option 4-f). Asttd above, the shipto code is automatically edteteen the cus-
tomer code is entered if there is only one shiptitecassigned to this customer; if there are melsplipto locations
for a customer, you are prompted as to which shiptgse for this customer order.

* Zoom to select from the current list of shipto esd

Ship Via

This field stores the carrier that will ship theler. You set up Ship Via Codes with the Update Sludes/UPS Ser-
vices program (4-c-n).

* Zoom to select from the current list of ship vades.

Disc. Code

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

Stat

Stat is a system-maintained field that displayssthéus of the current order. Once a valid ordee tyode is entered
in the form, the system automatically enters tle &de describing the current status of the eatier. The follow-
ing are the status designations an order can have:

e ACT-order is active. Orders are active until theycmecelled or posted.

* REF-reference order designates a quote order. If pange a reference order to a regular order, thesstmes
to active.

e PST-order has been posted.

 CAN-order has been cancelled.

Stag

The Stag field displays the current stage of tlieorAs the order moves through the various stabgesystem auto-
matically maintains this field. Since the ordetgmnent lines have stages (not the order itséif}, field actually
reflects the lowest of all of the line stages ia thider, new being lowest. The following is a iéstage values for
orders:

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

* ORD- you have ordered items, committed (allocatedgrinery.

+ BKO-items on backorder.

» PIC-items have been picked, waiting to be shipped.

» SHP-items have been shipped, waiting to be invoiced.

» INV-order has been invoiced, ready to post after sev printed.
e PST-order has been posted.

« CAN-one or more line items have been cancelled.
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10.

11.

12.

13.

PO No.

You can use this "free-form" field to enter thetomser’s purchase order number, if one is availadieny other ref-
erence information up to 10 characters. The ord®yr be retrieved in the future using this numbereéerence info.
(Free-form means you can enter any combinatioruoflrers and characters for the reference informatonneed.)

OrderNo.

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

Document No.

The Document No. field is system-maintained. Aften have saved orders, the value displayed irfiglib is used
by the order entry system to uniquely identify tinder. The system uses this unique number for &adlipurposes.

OrdrDate

You can enter the order date in the format "mmAgdtfgr each order. This is simply the date the oideaccepted
and is not used for A/R or G/L postings. The omdzte defaults to the current system date.

ShipDate

You can enter the order date in the format "mmAgdtifgr each order. This is the date you expectottter to ship to
the customer from your warehouse or the vendoriehause for direct ship.

OrderTotal

This field is system maintained and displays ttdeototal, which includes the sum of net totalsdach shipment
line, plus any shipping, miscellaneous charges taxdif applicable).

14. Ship Complete

This value defaults to the value found in the cotprecord and if that is null, it defaults to Nsét to Y a picking
ticket will not print for the order if it has anybkordered line items since the customer wantsttther to ship com-
plete.

Customer Order screen—detail section

From the header section, you access the detaibagthe order lines) by clicking on Detail buttonpressing Ctrl TAB.
The detail section of the screen is organizeddotamns rather than fields. The column headingsla@ayed just
below the header.

As you enter the order lines for an order, the imogy items are allocated or committed as sooroascpmplete and save
the individual order line by pressing [TAB] oncewbave entered all the line item information. Coluheadings are as
follows:

-Ln-Typ-Stg---ltem Code----------- UM----Quantity-—Price----Net Amount-
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1. Ln

This first column displays the line number.

2. Typ

The Typ column accepts a line type code for eaah in the order, which is required. This is diffgréhen the Type
field in the header section that defines the typeHe entire order; this Typ column defines theetjor individual
items. Line type codes are set up Update Line Dgfinitions (option 4-c-b). The system recognizes following
line types:

e STK-stock refers to an item stocked in inventoryh#re is not sufficient stock is available for saldyackorder
is created. Stock items available for sale arecatkd.

» NON-nonstock refers to items not stocked in your inegnbut available for sale. A Non-Stock Item exdiem
screen automatically appears for you to enter médion about the non-stock item. All of the ordeaedount is
put on backorder. If Purchasing is installed, echase request is generated for the item.

» STN-stock handled as non-stock are items handledliken-stock item, except that the item exists ventory.
While you can use item information (descriptionit wfi measure, cost, and so on) as it is storadersystem,
inventory is not allocated for the order and shistory is not posted to inventory. This is thealdfline type for
Direct Ship orders.

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

» KIT —kit is a group of items sold together, which catsé¢he line (and subsequent lines) into the breaidof
the specified kit. Line types of converted lines set to the STK type as specified in the kit dedin.

e CAN- cancels this order line (or part of a line). lsreannot be cancelled if they are at the SHP stagbove.
Allocated inventory is de-allocated.

» DRS- direct ship stock items. Items using this lipee will have a vendor purchase order automaticatiated
since they will be shipping directly from the vendo

* DRN - direct ship non stock items. Items using thig fiype will have a vendor purchase order automticee-
ated since they will be shipping directly from trendor.

e Zoom available to select from currently definatklitypes.

3. Stg

The Stg field in the detail section is system-meiimtd, and the current stage is defined for indiaidine items as
well as for the entire order. It displays the cotrgtage for each item on the order. The same s&lges are used for
line items as are used for order stages in the figtlabin the header section.

4. Item Code

The Item Code column stores a pre-established igéiser code for the item you are ordering. If threeltype STK,
the entry in this field is validated from the intery file. If the line type is a NON type, then yeater information
about this non-stock item.

» Zoom to select a valid item code.
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5 UM

The UM column is used to indicate the Unit of Measim which a quantity of the individual item idoUnits of
measure are established for the item in the inverile. Examples of units might be EA (eaches), @%x), PL
(pallet), etc.

6. Quantity

You enter the number of items to order in this Qiaeolumn. If the line type is NON, this quantityautomatically
placed on backorder. If the line type is STK aret¢hisn’t enough stock to meet the quantity ordesgabp-up win-
dow prompts you for what to do:

File Edit Help
QOB |GHUhEER (@O

Backorder Information

Line Mumber: | 1
Itern Code: 12138
Wwarehouse: |EDM
Allow Backorder?: v
Qty. Ordered: 1.000
Qty. Available: 0.000
Avg. Lead Time: | 14 days.
Last Lead Time: | 14 days.
Prior Lead Time: | 14 days.

Qty. To Order: .00
Qty. To Back Order: 1.000
[O ok ] [’;‘ Cancel ]

QYR

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

Use the Zoom feature to retrieve purchase ordaildéguantitiy, eta date, etc), for any incomimipsnents from
vendors. You can then give customers a betterade¢a when the backorder will ship.

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

7. Price

This column stores the price per unit for the ibeen. If the item is non-stock, you must enter izqrlf the item is a
stocking item, the system calculates the pricedasespecial pricing factors: customer, custompe fytem, item
type, order type, order date, and order quantiby &an override this generated price if the systesetup to allow
you to do so.

8. Net Amount

The Net Amount column stores the net price fordiaer line. The amount displayed in this columth&sproduct of
the Quantity multiplied by the Price, which is edlted by the system.
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Customer Order screen—order line detail section

You access the order line detail section by Zoonirtfpe detail section and selecting Line Detail.

File Edit Help

A ON-1VEX N 7]

Line Types
Shipments

Line Detail
Line Item Browse

Order Summary
Order Defaults v
[O ok ] [’;‘ Cancel ]

QYR

The order line detail section is an extension efitidividual rows in the detail section. The inf@tion in this section
changes as your cursor moves through the rowseddéhail section. If the cursor is not in the detaction of the form,
the line detail displays information pertainingthe first line item on the order.

Note

If the order type is CRM, DBM, or RMA a Reason dishows up in the order line detail that accepesagaon code for
what accounts the credit or debit memo affectssBea&odes are defined with Update Debit/Credit Besiéoption 4-

c-Q).

The line detail section contains the following digl

1. Item Description

Depending on the item code specified in the dstsition of the form, one or two lines of item dgs@sn text may
appear on the lefthand side of the line detailisadh unlabeled description fields.

2. Alias
This displays the customer’s item number (aka Aliasle) if these were set up using the Update Aenitions
program (4-c-c).

3. Whse.

This field stores a pre-established code reprasgiitie company warehouse from which this item kélishipped.
The entry in this field is validated by the systemd the Zoom feature can be used to select awalidhouse code.
The system defaults to the code you setup in Gedéry defaults, but you can change this for anyigalar line
item. If you enter a different warehouse code, tuate must have been setup in the Update Warelefg@tions
program on the Update Order Definitions Menu.

4. Slsp.

The Slsp field stores a code indicating the salsgpeinvolved with this order. The system validategew entry, and
if a salesperson code is not entered, the codedefilult to the salesperson code in the custoncerde
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5. Tax

This is the sales tax code associated with thésitem. This defaults to the tax code on the OBkfaults screen but
it can be changed when you Zoom from this fieldefEhare two options:

Tax Codes - Zoom to select an alternate tax code.

Zoom mtaxgrz
File Edit Help

OB} O 00

Tax Group Drescription

SEATH SEATTLE SALES TAx

[@ 0K ] [’;‘ Cancel ] [M Mew Search

QYR

Tax Group Detail - Zoom to change theis percentagethe existing tax code.

File Edit Mavigation Help

TaxCode | Rate

ME & 1.30
SEAC 810
< ¥
[@ ok ] [’;‘ Cancel ]

QYR

Enter Tax Code.

6. Reason

This field displays if the order type is a CRM, DBbM RMA type. It stores a three-character codatifigng the
reason for the debit or credit. Codes entered maxgt been previously set up in Update Debit/Ciedidsons of the
Update Order Definitions Menu.

« Zoom is available to select a reason code.

7. Committed Qty.

This numeric field is maintained by the system. $hstem calculates the quantity of items for eashthat are
committed to this order based on availability ia ttarehouse designated in the Whse. field. Thediguthis field is
expressed in stock-keeping units.

8. Backorder Qty.

This numeric field is maintained by the system. $hstem calculates and displays the number of itemsackorder
for the particular shipment line, based on itemilaldity in the warehouse designated in the WHiigdd. This field
is the quantity, expressed in stock-keeping uties, must be backordered to fill this order.
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9. Backorder Ref.

If purchasing requisitions are used to automaticaibate vendor purchase orders for back ordeggeituisition
number will display here.

Customer Order Supporting Screens

This section describes several of the primary stpppscreens associated with the main customear@cteen: the
Order Summary screen, the Shipment Detail scréerQtder Line Defaults screen, the Customer/Cesdléen, the
Inventory Status screen, the Inventory Informagoreen, and the Backorder Information screen.

From the header, detail, or line detail sectiotheforder screen, you can click Zoom, or press [J9[R to bring up the
Zoom Picker list. Use the and! keys to move through the list and press [ENTERjdlect these supporting screens.

The Order Summary screen:

¢ Extension summ g@@
File Edit Help
oL MV EX] =AY 7
Order Summary
Payment Method : =] ACCOUNTS RECEINABLE
Termns o A @] |MET 30
Credit Card Information
Credit Card Mo: Auth, Code: Auth, Date: [E]
Auth. Amount: Decline Code:
Messqg.:
Shipping Information Order Amounts
Shipia: |[BEST Wy =] Sub-Toatal: 987.E6
Residential?: |M Discourt: 29.95
Ship Terms: |FREFAID [CY] Freight &mount: 0.o0
FOB Paint: |SHIF POINT Frght. Tax Code:  |MOTAX (Y]
Weight: Total Taw: 0.o0
UPS Account: Total Order: 957.71
Email:
Ship Complete: |M
[O ok ] [’;‘ Cancel ]
Enter the method of payment. 20

The top section of the Order Summary screen hérelift fields depending on this customer’s paynmesthod. Pay-
ment methods include cash or check, credit camhuats receivable. Zoom to select from a list ofently defined pay-
ment methods.

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

The Order Summary screen contains the followinigl$ie

1. Payment Method

This field stores the payment method for this ariénen entering an order, the payment method dsfauthe pay-
ment method setup in the customer record. If tleen®t a method setup in the customer record, tod setup in
the Order Entry Defaults table is used. You canride the payment method either before or afterlyave identi-
fied the customer for the order. The payment methodst be setup through Update Payment Method® (oftc-1).
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10.

11.

12.

e Zoom to select from the current list of defineyment methods.

Check Number
This field is used to enter the number of the ctlteekcustomer used to pay for the order if paymaihbe by check.

« Up to eight characters

Credit Card No.

This field records the last four digits of the dtexhrd number for credit card payments.See thetehanCredit
Card Processing.

Auth Code

Authorization Code for credit card transactionse Shapter oiCredit Card Processing.

Auth. Date

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

Auth Amount

Amount authorized on credit card. See ChapteCmdit Card Processing.

Decline Code

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

Messg

Declined message. See ChapteCoedit Card Processing.

Terms

This field stores the payment terms code. The te@wde must have been setup in the Terms table couxds
Receivable. Next to the Terms field is an unlabéked that displays the terms code descriptionratte terms code
is validated.

* Zoom to select from a current list of terms code.
Ship Via
This fifteen-character alphanumeric field is usedetcord the carrier used for shipping this ordeom is available.

Residential

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

Ship Terms

Shipping terms for this order (collect, prepaida, etThis value defaults to the value found inshto record and if
null, the value in the customer record. Zoom islatbée if this value needs to be changed.
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13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

FOB Point

The Free on Board code designates the party refgp@ihar transportation charges on merchandisepsuplf the
free on-board point is "point-of-origin," the custer is responsible for freight charges; if the F@int is "destina-
tion" the vendor is responsible for freight chargiése FOB code is printed on order acknowledgememtking
lists, and packing slips.

Weight

This system-maintained field indicates the totaiglveof this shipment.

UPS Account

Defaults to UPS account number found in the custaoeword.

Email Address

Defaults to the email address found in the custaeesrd.

Ship Complete

Defaults to same value as order header record.

Sub-Total

This system-maintained field displays the ordeitciah

Discount

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

Tax

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

Freight Amount

You enter freight charge here, if applicable. Thé$ght charge applies to the entire order anddtuded in the Total
Order field. The charge is posted to the freiglebant specified on the Order Entry Default formafaccount must
have previously been setup in the Ledger Accoulgtsvihich is maintained with the Update Order Eribefaults
(option 4-a). Freight may or may not be taxablgeseling on your setup on the Order Entry Defautinfo

Frght Tax Code

This stores the value for the sales tax code taskd on any freight charged. This value defaulteeosalue found in
the ship to record and if null, the value foundhe customer record. Zoom is available if it needise changed.

Total Tax

Display only field that displays sales tax calciolat

Total Order

This is the total dollar amount of the order.

5-14  Order Maintenance



Fitrix Order Entry User Guide

The Shipment Detail screen

Zoom shipd
File Edit Help
QOB (U4 @O
Shipment Detail
ShpMo Stg'warehouse Oty Price Met Amaount
1 SEATTLE 1.000 7.850 7.85
Customer Information
Sold-Te: |1 - |ACTIOM AUTOPARTS
Ship-To: [WaASH - |ACTIOM AUTOPARTS MORTH WEST
Bill-To: |1 - |ACTIOM AUTOPARTS
Cost: 5.150 Location:  |SCH -12 -4B Ship Wwit.: 0.250
Shipment D ate
Projected X4 Fequest [LEd Reject 5| Actual [LEd
[@ ok ] [’;‘ Cancel ] @Set D ates ]
Enter the stage code: [NEW] [CAN]. 20

From the detail section of the Customer Order forou can zoom and select Shipment from the ZoorkePiist. The
Shipment Detail form contains the following fields:

1. ShpNo

This system-maintained field stores the shipméne)Inumber for this order line.

2. Stg

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

3. Warehouse

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

4. Quantity

The quantity of items for this order line.

5. Price

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

6. Net Amount

The Net Amount field is calculated by the systendigplay the net amount for this order line.

7. Sold-To

This non-entry field displays the customer codetlfiis order line; the customer description appedjacent to the
customer code.
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8. Ship-To

This non-entry field displays the customer shigade for this order line; the ship-to descriptigpears adjacent to
the ship-to code.

9. Bill-To

This non-entry field displays the bill-to code tois order line; the bill-to description appeargaadnt to the bill-to
code.

10. Cost

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

11. Location

This non-entry field displays the location the itamhe warehouse.

12. Ship Wt.

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

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

The Order Line Defaults screen

From the Customer Information screen, you can zandhselect the Order Defaults from the Zoom PitikerThe Order
Line Defaults screen contains the following fields:

& Extension dflt =3
File Edit Help
‘OB OWERERX 90
Order Line Defaults
Allows Back Order: |
Tan: | NOTAX [&][NO T
‘wWarehouse Code: | SEATTLE [&] |SEATTLE DISTRIBUTION CENTER

Department; | 000 [CY] ADMIM. OFFICE
Sales Perzon: |BJ [CY] BILL JOHMSOM
Staging Area: =]

[ o 0K ] [’;‘ Cancel ]

QYR

Allow back order for the order. (/1)

1. Allow Back Order

This field accepts an entry of Y (yes) or N (nopiermine whether or not backorders are allowethis order.
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2. Warehouse Code

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

e Zoom is available to select from the currentlyided warehouse codes.

3. Department

This three-character field stores the default depemt code for the order. The department code giser is dis-
played next to the code. When the order is invoaed posted, the debit entry to Accounts Receivailleise this
department code.

e Zoom is available to select from a list of depatincodes.

4. Sales Person

Use this field to enter the code for the salespesssociated with this customer order. The salsspatescription is
displayed adjacent to the code.

e Zoom to select a salesperson code.
5. Staging Area

Use this to enter codes for staging areas for erded descriptions of those staging areas.

The Customer/Credit screen

Zoom and select Customer/Credit from the Zoom Ritike The Customer/Credit screen displays théausr’s activ-
ity.

Zoom aractvz Q@@
File Edit Help
OB U0
Type Doc.Mo. Doc.Date Inw/Chk Mo [ue Date Amant Balance -~

53 05/ 07 41160
3zmz -400.00

CR 14 04/04/2007

CR 13 04/04/2007 a3 -20.00
o]} 55 04/04/2007 CRO40407 09/05/2006 700 700
o]} 57 04/04/2007 CB40407FRT 03/416/2006 F0.00 F0.00
IM 54 04/04/2007 54 05/04/2007 2026.60 2026.60
IM 56 04/04/2007 56 05/04/2007 29285 29285
CR 12 0440342007 3213 -113810.00
CR 10 0343042007 12331 -27.00
IM 44 03/26/2007 44 04/25/2007 E235.08 E235.08 o

A/ Balance: 19014.73

Credit Limit: 150000.00
[@ 0K ] [Q:‘ Cancel ] [M Mew Search

QYR

In addition to activity columns, the Customer/Ctédrm contains the following fields:
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1. A/R Balance

This field stores the current accounts receivablarxe for the customer.

2. A/R Limit

This field displays the accounts receivable lireitfor the customer. If the balance is greater thadimit, "*** A/R
Limit EXCEEDED ***" appears at the bottom of the&lit form. In the above case, no A/R limit is set.

3. Line Iltem Browse

This option gives you the ability to find a specifine item on order that has too many lines tolsthrough. The fol-
lowing functions are available:

Step Action

1 Click New Search.

2 TAB to the Item Code field, and then enter thenitsode.

3 Click Search. The cursor will jump to that linerit on the list.

4 Click OK. The Order Screen displays with the It€ode selected.

The Inventory Status screen

From the Quantity or Price columns in the detaitism of the Customer Order screen, you can Zoothsatect Inven-
tory Status from the Zoom Picker.

File Edit Help
:OR| (¢l 90
Itern Code: [12104
Unit: |E&
Factar: 1.000000
Warehouse On Hand Committed On BKO On Req. On POSTsf
0.00 0.00 0.00
EDM £.00 0.0 0.0 0.0 0.0
SEATTLE 935.00 20.00 0.0 0.0 1800.00
[‘ ok ] [’;‘Eancel ] [ Zoom ]

QYR

The Inventory Status form contains the followingdis:

1. Item Code

This field stores the item code for the item ordarethis line.
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Unit
This field stores the stock unit of measure forithentory item.

Factor

This is the conversion factor that converts staaisuto sell units.

Warehouse

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

On Hand

This system-maintained column displays the amotfititie order line item "on hand" in the warehoussignated in
the warehouse column.

Committed

This system-maintained column displays the amofititi® item committed to orders and transfer oatrithis ware-
house.

On BKO

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

On Req.

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

On PO/Tsf
This system-maintained column displays the amofititis item that is currenttly ordered, and the amtdransfered.

By clicking theZoom button you can view the detadt makes up the committed, backordered, and dmrB@sfers
quantitites.

File Edit Help

A ON-1VEX N 7]

List Commit Orders
Lizt BEO Orders
Lizt POz Transfers

[O ok ] [’;‘ Cancel ]

QYR
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Order Entry Notes

There are several different types of notes, sormewiil print on shipping documents, and some #ratfor reference
only, and some that are entered elsewhere in tfaase but can be accessed here for informatiampbpes.

To access the notes press Ctrl N, or click the &im@n on the standard toolbar.

File Edit Help

A ON-1VEX N 7]

Order/Line Mates
Inventary [tem Motes
Ficking Mates

Itemn Pricing Mates
Order Motes
Cusztomer Motes
Shipping Motes

Lozt Sale Motes
Furchase Order Motes

[O ok ] [’;‘ Cancel ]

QYR

1. Order Notes

These notes apply to the order as a whole; yolegnint these notes on the order acknowledgemaking ticket,
packing slip, invoice, and the edit and postintsli€ntries in the Order Entry Defaults file (Upel@rder Entry

Defaults) determine the documents on which thesesrare printed. You could reserve these notdstiemal use by
setting the defaults for printing notes in the @ratry Defaults file appropriately.

2. Order/Line Notes

You enter these notes through the detail portiath@iCustomer Order screen: the notes relate pecfi order line
in the detail section. You can have order/line agent on the acknowledgement, picking ticket,kiag slip, and

invoice. If there are extra description notes welmtory Control for an inventory item, these extodes appear when

you enter the item code on an order line.

3. Picking Notes

You access these notes through the detail porfitimeoCustomer Order screen and they print on itlang ticket.
The picking notes are for the people assemblingrarih the warehouse and usually are shippinguatitms. The
picking notes for a particular item might read, "Be&e to pack with antistatic foam and place a kiityneater in the
package."

4. Inventory Item Notes

These notes are for reference only. If an itemhenorder has notes associated with it (notes ehterée inventory
item record), you can access this notes optionsigal them.

5. Item Alias Notes

If the item has a customer alias code associat#titvaccess this notes option to view any ndtes are associated

with the alias code.
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6. Customer Notes

These notes are for reference only. If the custdraemotes associated with it (notes entered isubtomer master
record), you can access this notes option to displam.

7. Item Pricing Notes

These notes are for reference only Use these tmteser any notes as to why an item'’s pricing al@nged from
the customer’s default pricing to another price.

8. Lost Sale Notes

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

9. PO Notes

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

10. Shipping Notes

These notes print on the picking ticket and packiifgand work two ways. Default shipping notesdarustomer
can be entered using the Update Customer Informatiogram. When you enter an order for a custohmaritas
default notes, these notes will display in orderyeand you will be prompted “Store These Shippgitaes?”. If you
store them you can modify them as needed.If thtomesr does not have default notes, you can engen thuring
order entry by selecting shipping notes from thiees@oom picker screen.

Options command on toolbar

When you select the options command from the custamder screen toolbar, a new toolbar displays.

These additional options allow you to do the follogvoperations without exiting the program:

Acknowledgment—this allows you to print an order acknowledgmenrttich can also be printed via Print Order
Acknowledgment (option 1-b).

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

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

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

Track Shipment — this option stores the UPS tracking informati®ee the chapter that discusses the UPS Inter-
face for more information.

Pick Status- with this screeithe user can view when the merchandise shipped.i3hielpful when there are
multiple shipments per order and the customer ¢alisquire when the various items shipped
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Update Picked Quantities
File Edit WView Mavigation Tools Actions Help

OB QUWRPHABBH E00ED (00
i 0 90 0 &
 Find Prev Mest Add Update Browse
Mark Items Picked
Sales Order Number — :[153 &)  [ACTION AUTOPARTS |

Pick Ticket Number -

Mark. all items picked? : |:| | |

Fik Ln | Item Code Warehouse Ficked Shipped
2 ALPE203 SEATTLE 3.000
(G o | [4cancel | [EEpetsl |

Enter [] to mark all items as picked, [M] to manually mark. 20
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Print Order Acknowledgements

You use Print Order Acknowledgements (option lebprint and reprint acknowledgements for ordergmat through
Update Customer Orders (option 1-a). Order Ackndgéenents include item codes and descriptions, apaintity,
shipping address, etc. The acknowledgements an@vaites, but you can send them to the customeettify that their
order has been entered and is processing.

The process you use to print reports and docunents/ered in the beginning manuzstting Sarted with Fitrix. If you
have forms to print the acknowledgment on, you wauhnt to load the forms into the printer beforening this option.

When you select the option you are prompted asi@tiver you want to reprint order that have previohad acknowl-
edgements printed. Once you select yes or nogatami criteria form comes up for you to selectcifieorders to
acknowledge if you want.
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Print Picking Documents

You use this menu option to print or reprint pigkiiocuments for orders entered through the Updasto@her Orders
option. Print Picking Documents identifies ordeel that have reached the ORD stage and pringsdkiag ticket used
by warehouse personnel to select items and filbtider. Picking lists include information such las warehouse, cus-
tomer contact and business, phone number and sidpli@ss, item and item warehouse location codder quantity,
item description, and warehouse name, as wellsagt#on for recording serial numbers of items pitii€applicable).

The process you use to print reports and docunents/ered in the beginning manwstting Sarted with Fitrix. If you
have forms to print the picking tickets on, you Wbwant to load the forms into the printer befauaming this option.

When you select the option you are prompted ashigtlver you want to reprint orders that have presfiobad picking
tickets printed. Once you select yes or no, a sielecriteria form comes up for you to select sfiecrders to print pick-
ing tickets for.

If the order is shipping from multiple warehousggicking ticket will print for each warehouse aath picking ticket
will contain a notation about the items to be sbigpfrom other warehouses.
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Update Picked Quantities

This menu option allows you to directly update liteens that have been picked to fill orders enténedugh Update
Customer Orders. After picking tickets are prindedl the ordered items are picked from the warelsuse this menu
option to update the items that have been pickeddoh order.

The Update Picked Quantities screen:

& Update Picked Quantities
File Edit WView Mavigation Tools Actions Help

0B 0 HAB2HE00ED 00

% Find Prev Mest Add Update Browse

Mark Items Picked
Sales Order Mumber ;158 [CY] ACTION AUTOPARTS

Pick Ticket Number @ |2
Mark all iterns picked? :

Fik Ln | Item Code Warehouse Ficked Shipped
2 ALPE203 SEATTLE 3.000
(G o | [4cancel | [EEpetsl |

QYR

Enter [] to mark all items as picked, [M] to manually mark.

The top section of the Update Picked Quantitiesesstshows basic order information that uniquelytifies the order.
The bottom portion of the screen displays all iieens for the order that have reached the ORD stade/ou are updat-
ing some or all of these items as picked. This foamtains the following fields:

1. Sales Order Number

Enter the order number that corresponds to ther@aidield on the Customer Order form. Zoom is $alale to help
you select a valid number for the order contairiimgitems you want to update as picked.

After you enter a valid Sales Order Number, the @mairthe customer is displayed, which helps conflrat you selected
the correct order number, and the order lines siqpim the detail section.
2. Pick Ticket Number
This system-maintained field indicates the pickilsget number for this order, which is used to fsethat you are
entering information for the correct picking ticket
3. Mark all items picked?

Enter Y if all items listed on this order have bgécked; enter N if not all the items have beerkedt; so you can
select which items and the quantity of each iterméok as picked.
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4. Picked?

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

5. Order Line

This system-maintained column displays the line In@infor this item.

6. Item Code

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

7. Quantity Picked

Use this column to enter the quantity picked. Refehe Quantity to Pick column for the quantitgered. If you
enter a quantity less then what is in the Quamditick column, a pop-up window opens for you tiectean action
of what to do with remaining quantities after piwdgionly part of the order.

i Choose a partial pick ... _ _ _
File Edit Help

A ON-1VEX N 7]

Put on exception repart
Fie-order the remaining iterms
Backorder the remaining items
Fick. the remaining iterms later

[O ok ] [’;‘ Cancel ]

QYR

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

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

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

Pick The Remaining Items Later-the line stage for the items not picked will be le$ ORD and they can be
picked later after another picking ticket is prohfer them.

8. Quantity to Pick

This column displays the quantity of items to picKill the order for this particular line item.
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Serialized / Lot Controlled Inventory
If you sell serialized or lot controlled inventdtgms and they are marked as such in the itemdegou will prompted
to enter specific serial or lot #s by the followipggrams:

« Update Picked Quantity

e Update Shipped Quantities

e Update Invoices

You can manually enter corrections to quantitiek@i or shipped using the Update Picked Quantitiegram.The
example below illustrates this functionality.

Note
Once serial or lot numbers are entered in one progou will not be prompted to enter again in sghsat programs.

The serialized inventory screen displays once yr@ve one or all serialized items as picked. Tdieen below
shows the item code, the warehouse code, and thdityupicked. Since the quantity picked is thrgeu need to
enter three serial numbers

View srleu

File Edit WView Mavigation Tools Actions Help

00 B
Q0 O @
% Add  Update Delete
Itern Code Warehouze Cuantity Lot Gluartity
ALPT292 SEATTLE 3.000
Lat Murnber Serial Mumber Lot Gluartity

Detail @i
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Adding Sequential Serial Numbers

Step Action

1

Click Add.

2

Enter Serial Numbers.

& Select srlea g@@
File:
Itern Serial Mumbers
Lot Murnber: =]
Cuantity: [2.000]
Senial Prefi:.  |F =]
Serial Number: 100 (&)
Serial Suffie  |Mbd
[O ok ] [’;‘ Cancel ]
Enter the lob quantity, 20

In the case where the serial numbers are sequérgighe serial prefixes anc
serial suffixes are all the same, and the itemisgpithave the serial numbers

sequence), just do the following:

1. Enter the quantity (in the above example, wereat 3).

2. Enter the serial prefix, first serial numberd aerial suffix.

)|

5

Click OK. The system selects sequential seriallmnmnas shown in the exam-

ple below.

& View srleu

O RX IR =
: o @

i Add Update Delste

Item Code
ALPF292

Lot Murnber

Detall

File Edit View Mavigation Tools Actions Help

E9=1E
“wiarehouse Cuantity Lat Quantity
SEATTLE 2.000 2000
Serial Mumber Lot Quantity
FrA100Mb 1.000
FR1071MM 1.000
FA102MM 1.000

YR
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Adding Random Serial Numbers

On the other hand, if we had five items that hamlean serial numbers, to assign the serial numberaould just

enter 1 in the Quantity field and each whole semiahber in the Serial Suffix field on five separateasions. So the
process would go as follows:

Step Action
1 Click Add.

Enter 1 in the Quantity field.

Enter the whole serial number in the Serial Priik.

Repeat steps 1 through 3 until all the item sewi@mhbers are entered.
Click OK.

a| | WO|DN

Deleting a Serial Number

If, after selecting the serial numbers, you needediete one from the list:

1 Click detail to enter detail section of screen.
2 Highlight the serial number you want to delete] ¢hen click Delete.
3 Click OK.

Modifying Serial Numbers

If after selecting the serial #s you need to modifig on the list:

1 Click detail to enter detail section of screen.

2 Highlight the serial number you want to changel then click Update.
3 Press Enter, or click Zoom to find a new Seriairi¥er.

4 Click OK. The new serial number is applied to fiten.
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Print Packing Slips

This menu option is used to print and reprint paglslips for orders entered through the Updatedbust Orders. The
packing slips includes information such as ordenber, item description and order quantities, theaaf the shipping
carrier, and any special delivery notes. Thisislipacked with the shipment. A separate packinmislprinted for each
shipto warehouse.

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

This menu option allows you to directly update liteans that will be shipped for orders entereddigtothe Update Cus-
tomer Orders option.

The Update Shipped Quantities screen:

& Update Shipped Quantities E]@E]
File Edit VYiew Mavigation Tools Actions Help
OB UUWhPEA ABENEO00ELED Q0O
4 QO 0O 9 @E ¥
: Find Frev Mest Add Update Delete Browse Options
Mark Itemns Shipped
Sales Order Number: [&] |CLASSIC PARTS LUNLIMITED
‘Wwarehouse Code: |SEATTLE
Mark items as shipped: |&
Shipped? Line Mo | Stage | [tem Code Uty Shipped To-Ship Quantiy
hs 1 1RC ALP7292 3.000 2000
IO Ok ] [’;‘Eance\ I IEDelal\ ]
Enter the sales order number, Ehi

The Update Shipped Quantities option places ycectir in Add mode. The top part of the Mark Itenfggped screen
shows basic order information that uniquely idéesithe order. The bottom portion of the screepldis all detail lines
for this order.

The Update Shipped Quantities screen containsofteing fields:

1. Sales Order Number

Enter the order number in this field for a partaoutustomer order. The entry in this field correxfsto the
OrderNo. field on the Customer Order form. The Zdeature is available in this field to help youesglthe correct
number for the order you want to update.

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

2. Warehouse Code
This field stores the three-character warehouse aehtifying the warehouse from which this ordeseént. The sys-
tem maintains this field.

3. Mark items as shipped?

This one-character field accepts an entry of "&",;'or "M". An entry of "A" indicates that all itesrlisted as part of
this order should be marked as shipped. An enttPbfndicates that all items listed as part ofthider that have
been picked should be marked as shipped. An eftiy'ballows you to select manually which items siabbe
marked as shipped.

4. Shipped?

Enter "Y" to mark the full quantity as shipped this line. Enter "N"if the entire quantity was reftipped.
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5.

10.

Order Line

This system-maintained column displays the line Ineinfor this item, as it appeared on the originatemer order.

Ship No.

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

Stage

The entry in this system-maintained field reflebis stage of the order lines for the order. Theed®iC indicates that
the order line has been picked.

Item Code

The Item Code column records the code for eachr dirteas it was entered in the detail sectiorhefdustomer
order form. This is a system-maintained column.

Quantity Shipped

Use this column to enter the shipped quantity. May refer to the Qty Shipped column for the totadmtity to enter
for this order line. If you enter a quantity lebar the amount entered in the Quantity to Shipmaluan extension
picker window opens for you to supply a reasorsfapping only a partial order.

File Edit Help

Ho NN X I 7]

Put on exception report
Re-arder the remaining items
Backarder the remaining items
Ship the remaining items later

YR

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

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

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

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

Qty Shipped

This system-maintained column displays the itermtjtyaon the order.
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Create Automatic Invoice/Memos

This program creates invoice records in batch farder lines with the line sta
to be invoiced. The stage is set up in the UpdatkeCEntry Defaults screeen

Update Order Entry Defaults
File Edit WView Mavigation Tools Actions Help

OB | OWhPEA RBM @O

a0 00 0 © &\
ind Prev Mest Add Update Delete Browse
Order Entry Defaults

RET [&)

Credit Reason:

i arehouse:

Order Type: |REG  [®] Line Type: |STE  [®] Irw Stage:

Tems Code: Due Days: Usze Department:
=

ShipVia: [BEST Wiy
Account Numbers

AR 110000000 [&]
Cash: 100000000 [&]
Credit Card: 110000000 [&]

Tanes

FOB Paint: |SHIP POINT

Sales: 400000000 (%]
Trade Dizc.: 100000000 =)
Freight: 422000000 (S

[@ 0K ] [Q:‘ Cancel ]

Enter the warehouse most likely to be on an order,

Tax |MOTAR @l |ND Tax Freight - Compute T ax: Dizcount:
Document Printing Defaults
Frint Motes On; Ack: Fick: Ship: Irv.:
Kit Expanzion Or: Ack: Fick: Ship: Irv.:
Syztem Mumbers/B atching
Doc/Order Mo.: Invoice Mao.: Fost Mo.:
Batch Invoices?: Fequire Approval to post?: Approval Code: l:l
1of1

ge equal to what tiser defines as ready
program in the fielblad Inv Stage.

[N
15.00

Debit Reazon: | OWF

Feq. Profits:
P
Ship o

Irveentary: 120000000 =)
Cost of Goods: 500000000 (=)
Scrap: 530000000 =)

QYR

This value should be set as follows:
ORD - if you want all order lines with stage = ORD w®ihvoiced.

PIC - if you want all order lines with stage = PIChte invoiced.

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

When the Create Automatic Invoices/Memos programrisyou will be pr

WARMIMG - This job can't be canceled. Proceed

| e

@ es

ompted as follows:

7

Enter "Y" to proceed.
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Please Answer

Do you want to create DB & CR memos [v/M]?

@ es J [Q:‘ Mo ]

e Enter "Y" if you want to create invoice record fany open credit memos and debit memos in addition
open orders.

Note

This program will not automatically create an irs@record for any orders where order type is RMRe{urned Mer-

chandise Authorization). These orders will neetlgéanvoiced using the Update Invoices/Memos progndran the
merchandise is returned.

Here is a sample of the report output created eytileate Automatic Invoices/Memaos program.

9 Create Automatic Invoices/Memos

File Mavigate Help

PR

|

Date: 0470372007 Create Automatic Invoices/Memos
Time: 17:17:05 DARTE PLUS DISTRIEUTION Page: 1
Type Order No. Customer Freight Terms

Order Amt. Disc Amt. Froght Amt. Total Amt.
LEG 173 1z

1,E75.00 o.oo 1,E75.00

) |

If after creating the invoice records you needdiv &ny of the information like adding freight, ube Update
Invoices/Memos program to do this.
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Update Invoices

This program is used if you want to create inve@meords one at a time, and to edit records crdatdde Create Auto-
matic Invoices/Memaos program.

Through the Update Invoices option, you enter ti@ngjties shipped on a customer order to createarice.

To select the customer order you want to invoigecate the Add command and use the Zoom functiahéose the
correct sales order number for the customer otdermust be billed.

The Invoice screen:

& Update Invoices/Memos

File Edit WView Mavigation Tools Actions Help
OBUUEPEA MRN HOOLD 00
i O @ @ 0O 9 @& ¥
% Find Prev Mest Add Update Delete Browsze Options
Approve |tems for Invoicing
Sales Order: [174 [&]| |CLASSIC PARTS UMLIMITED Ship-Ta: |SHIPTO
Pay Method: | 4R =] ACCOUNTS RECEINABLE Tems: |E &)
Bill-Ta: 12
Invoice Date: | 04/09/2007 [E] Invoice Stage: Invoice:
Ship Terms: |PREPAID =] FREIGHT PREPAID- DO MOT IMVOI Inw.Frght?: |M
Auto Approve? Dizcaunt oooo Tax: |[MOTAX Curency:
Af Ln Stg | Item Code LIk | Gluantity Frice Met Amaunt
1RIC 12104 E& 7.000 7.850
+
| Sub-Total
Discountable? : | Discount
Taxable? R | Freight Amount 0.o0
Line Tax Code : | Freight Tax Code: |MOTA [CY]
Ship 'Weight : | Tatal Tax
Pic Ticket Mo.: | Total Invaice
(G o | [4cancel | [EEpetsl |
Enter [¥]if ywou want to automatically approve line items. @i

This Invoice screen, with the header Approve Itémngnvoicing, is divided into three sections. Tiop section contains
information identifying the specific order. The rdid section displays detail information for the erdBoth order total
information and detail information for the currdine item appear in the bottom section of the stréée Invoice screen
contains the following fields:

1. Sales Order

Use this field to enter the sales order numbee&mh order you want to approve for invoicing. Atteg order num-
ber is validated, the customer’s business nameaappe the right of the Sales Order field. All freeht customer
information and detail information for the orderdisplayed on the form. The Zoom feature is avéglab this field
to select a sales order number for invoicing.

2. Ship-To

This system-maintained field displays the custom#n'ee-character shipping address code for thisror
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3. Pay Method

The six-character Pay Method field stores the pagrmeethod for this order. It defaults to the seftistablished with
the order was created. A description of the paymmeathod appears to the right of the code.

4. Terms

This is the payment terms code. It defaults tos#téing established when the order was createdndsavailable if
the term needs to be changed.

5. Bill-To

This system-maintained field stores the code fergarty now being billed for this order. Dependamgthe payment
method for the order, the Bill-To code may représlea customer who placed the order or a thirdypart

6. Invoice Date

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

7. Invoice Stage

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

8. Invoice

This is the invoice number for the order, which barentered when the invoice is created or assiguedg printing.
When you run the Print Invoices and Memos optiau §re prompted for a starting invoice numberolf gntered a
number during invoice creation, you do not needrtter a number during printing.

9. Shipping Terms

This is the shipping terms code. The default sgttias established when the order was created.eTaght of this
field the terms descriptions displays, in additiometails as to whether this code means thathteilgould be added
to the invoice (ex. Prepaid and Add). Zoom is aldé if the shipping terms need to be changed.

10. Auto Approve?

In this one-character field, enter a Y if you wamautomatically approve all line items for invaigi Enter a N if you
want to approve or disapprove order lines on aividdal basis. If you respond with a Y, the ordeli ae totaled and
the cursor moves to the Freight Amount field. liy@spond with a N, the cursor moves to the fing of the detail
section of the form.

11. Discount

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

12. Tax

This system-maintained field stores the tax am¢mrpercentage form) that will be applied to thider.
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13. Aprv.

Enter "Y" in this column to approve the order lfioe billing. Enter "N" in this column to change tbeder line quan-
tity.

14. Ln

This number corresponds to the order line numbsgasd for each order item (row) in the detail mecof the cus-
tomer order document. The column is maintainecheystystem.

15. Stg

The Stg column in the detail section is system-ma&ied. It displays the current stage for eachitiera in the order.

16. Item Code

The twenty-character Item Code column stores arifii@n code for the item ordered.

17. UM

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

18. Quantity

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

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

& Choose an action for remaining items E|E|g|
File Edit Help

A ON-1VEX N 7]

Put on exception repart

Fie-order the remaining iterms
Backorder the remaining items
Invoice remaining items in anather invoice

[O ok ] [’;‘ Cancel ]

QYR

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

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

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

Invoice Remaining Items In Another Invoice--the line stage for the items not picked will betsetither ORD,
PIC, or SHP so that they can be shipped later.
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19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

Price

This system-maintained column displays the priceupé of measure for the line item. If the itermaistock item, the
system calculates the price based on the custausnmer type, item, item type, order type, ordgedand order
guantity. (Special pricing can be defined for afyhe above criteria.)

Net Amount

The dollar amount displayed in this field is dedfeom the values in the Quantity and Price coluniiés column is
system maintained.

Item Description

This unlabeled field displays a brief descriptidribee current line item.

Discountable?

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

Taxable?

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

Line Tax Code

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

Ship Weight

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

Pic Ticket No.

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

Sub-Total

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

Discount

This is the dollar amount of the discount calcuddit® the invoice.

Tax

This is the amount of tax calculated for the entirmice.

Freight Amount
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Use this field to enter the freight charge (if apgble). It defaults to the value entered whendfter was created,
but may be changed at this point. This freight gbapplies to the entire order and is included vitherinvoice Total
field is calculated.

31. Freight Tax Code
This code determines whether tax will be chargeéteight. It defaults to the setting establishedewlthe order was
created. Zoom is available if the code needs tchiamged.

32. Invoice Total

This field represents a summation of the Sub-Td, and Freight Amount fields, less the Discdigitl.
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Print Invoices and Memos

This menu option prints invoices, credit memos deblit memos. An invoice is a customer billing, wdees a credit or
debit memo is an adjustment to a customer bill.

When you select this option, you are prompted fstaating invoice number. This number prints onftts invoice and
is incremented for each additional invoice.

When this option runs, all orders that have hasstshipped and approved for invoicing are seleesdecorded
through the Create Automatic Invoices/Memos or Ugdiavoices option. It also finds all unposted éredd debit
memos. The printed hardcopy documents are the gdlysicord of a transaction and are designed teheto your cus-
tomer.
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Update Backorder Received

The Update Backorder Received option allows yorekease backorders via the screen below. Whenelease backo-
rdered items, that takes the line items from BK&yetto ORD stage.

& Update Backorder Received

File Edit WView Mavigation Tools Actions Help

0B 0 HAB2HE00ED 00 N

@
i Add
Release Backordered Itemns

Warehouse :|EDM [CY] EDMONTOM WHSE

Item Code (12138 =] SCh & SERIES CORR (PK/2)

Gy, To Release: 1.000 Available: Units: B
Auto Release?

RelYNF Order Mo B0 Date Gty To Releaze Gty Backordered

187 04/04,/2007 1.000

Totals: 0.000 1.000

(G o | [4cancel | [EEpetsl |

Enter [¥] to automatically release the amount received, 20

Use the following fields to release backorders:

1. Warehouse

Use this field to enter the warehouse code fomtAehouse where the items were received. The Zeatnie is
available in this field to select the correct warede code.

2. Item Code

This field stores the item code for items receivadaddition, a list of all backorders in the systor this ware-
house/item code appears in the detail sectioneofdim. The Zoom function is available.

3. Quantity to Release

In this field, you enter the amount of the backoeddtems you want to release. You can not releame then is
available.

4. Available

Amount available to apply to backorders.

5. Units

This field holds the unit in which an item is solthe system maintains this field based the unitsigdor inventory
in the inventory file.
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6. Auto Release

Enter a "Y" to automatically release items in otddsp date order, and disburse the amount tordhers listed in the
detail section. Enter "N" to update each line mélpua

7. Release?

If you are releasing backordered items manuallg,¢hlumn accepts an entry of "Y" to release tatabunt backor-
dered, "N" to not release any, or "P" for a partdé¢ase. With an entry of "P", you indicate hownmanits to release
in the Amount to Release column.

8. Sales Order

This column displays the sales order number foh émckorder.

9. B/O Date

The B/O Date column records the date this salesravds placed on backorder. This column is systeimained.

10. Amount to Release

You enter the amount to release for each backorder.

11. Amount Backordered

This column displays the total amount backordeoeadcfich sales order.

12. Totals

These Totals fields display the total amount obatlers released and the total amount of all ordac&ordered,
respectively.
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Print Order Entry Edit List

Before you can post the invoices and memos, you firgsprint an edit list. Printing the edit liatlows you to review
documents for accuracy and correct any errors bgfosting. Once the edit list prints, you can thest.

If some of the documents have errors detecteddogyhtem, error messages print on the edit li$t*'®ne or More
Document will not post - Review this report cargfulThis will appear at the end of the documenhsuary, just before

the G/L Account Summary

at the end of the report.

This edit list will contain some of the same infation that prints on the posting report, with tieaption of inventory
transactions. They are not displayed because yawtknow the cost of an inventory item until yaiually go to post

the transaction.

You can not know the cost of an inventory item heseaof the dynamic nature of the cost stack. Tlséredurned by the
posting program may be a different value today thgou posted it tomorrow.

Order Entry Edit List

9 Print Order, Entry Edit List

File Mavigate Help
= . | =
Q00D (&

Date: 04/09/20

Time: 17:42:53

a7 Order Entry Edit List
DARTE PLUS DISTRIEUTION

Page: 1

Order Date:
Invoice Date:
Eill To:
Sold To:

Sold To:
Entry: bhettyh

Item

04/09/2007 Orig Doc: Doc: 173
04/0%9/2007 Type: REG Invoice Doc: 53
12 - CLAZSIC PARTS UNLIMITED

12 - CLAZSIC PARTS UNLIMITED

SHIPTO - CLASSIC PARTS UNLIMITED

04/03/2007 16:59:52 Modified: bettyb

Thse Quantity Unit Price

173

Invoice: 59

Order:

Pay Method: AR
0470972007 l&:E53:5z

Extension

ALPTZIZ

SEATTLE
401000000 000

3.000 Ei
STERED ZALES

425_000
———————————————————— Invoice Totals

110000000 000 ACCOUNTE RECEIVAELE

1,275.00

1,275.00 CR

1,275.00 DE

Ho errors were

detected.
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Post Order Entry Documents

The posting process changes the status of a dot¢utnalso generates inventory, account ledger,sabels history infor-
mation based on the recording of invoices, creditnos, and debit memos.

You can post documents only after an edit listiesn printed with the Print Order Entry Edit Lisému option.
Posting produces a report that shows both the tomgand accounting information generated by th&tipg.

When you post invoices, credit memos, and debit asgie information in those documents is storettiénorder entry
transaction history tables. If you are using FitGigneral Ledger, Accounts Receivable, Inventorytfobror Purchasing,
the posting process may also update informatighaee files.

Order Entry Posting

9 Post Order Entry Documents

File Mavigate Help
= . | =
Q00D (&

Date: 04/03/Z007 Order Entry Posting List

Time: 17:44:27 DARTE PLUS DISTRIEUTION Page: 1
Posting Secquence: 123
Order Date: 0470372007 Orig Doc: Doc: 173 Order: 173
Invoice Date: 0470972007 Type: REG Inwvoice Doc: 53 Invoice: 53

Eill To: 12 - CLABSIC PARTE UNLIMITED
Sold To: 12 - CLASSIC PARTE UNLIMITED
Sold To: SHIPTO - CLASSIC PARTE UNLIMITED Pay Method: AR
Entry: bettyb 0470972007 1&:53:52 Modified: bettyb 0470972007 l&:E53:5z
Iten Thse Quantity Unit Price Extension
ALP7Z9Z SEATTLE 2.000 EA 4ZE. 000 1,E75.00
401000000 000 STEREQD SALES 1,E75.00 CR
1z0000000 000 INVENTORY 824.00 CR
E00100000 000 STERED COGE £24.00 DE
———————————————————— Invoice Totals
110000000 000  ACCOUNTS RECEIVAELE 1,275.00 LB

Ho errors were

<

detected.
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Customer Price Inquiry

This screen shows dollar price per customer by.ifgme Special pricing screen does not show thialfatems as it does
not always have a specific dollar amount but adalist % based on the customer class or other vébee section on
special pricing).

Customer. Price Inguiry E].
File Edit WView Mavigation Tools Actions Help
OB | OWRhPEANBM BO00ED @0
: @
i Add
Customer Pricing Inguiry
Customer Code: | @I
Itern Code: | @I
Iterm Code Cuantity Ll End Date Bazed On W alue Frice
12104 1 11232007 7.46
12112 1 11232007 3.20
12120 1 11232007 3.20
12138 1 11232007 7.03
12195 1 11232007 422
16345 1 11232007 386
16352 1 11232007 386
17558 1 11232007 357
17616 1 11232007 357
17657 1 11232007 386
| I
(G o | [4cancel | [EEpetsl |
Enter the customer code. @i

In add mode, enter a customer code. Entry is mangdah the item code field you can enter a spediém, a range of
items, or leave blank to find all items. If youesstkd to find many items and then want to find ecgjc item from the
list, click on detail to enter the detail sectimfrthe screen, and click on zoom to open a lingveeoscreen. You can then
enter a specific item code and will be taken right when you click on OK.

Zoom brwitmz
File Edit Help

OB} O 00

Item Code
20718
20720
21000 -
21mz

21014

21025

|

21055

21060
21065

€

[ 0K ] [Q:(Eancel ] [M Mew Search

QYR
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Requested Quantity Query

This program is only functional if the Inventory tenishment module is being used to create sakageusumbers for
replenishment purposes.

This screen program is used to determine the adf@aissible order will have on the quantity on hand

& Requested Quantity Query g@@
File Edit WView Mavigation Tools Actions Help
OB |IOWERPREA BN E00ER 900
: @
i Add
Requested Quantity Query
Item Code: (12104 =]
Request Oty: 250,000
Warehouze Code: | E30) =]
Available Oty: 896.000
New QOH: E46.000
tonith In Cut Balance
Begin Balance 0.000 0.000 B46.000
April 1500.000 0.000 2146.000
tay 0.000 0.000 2146.000
June 0.000 0.000 2146.000
July 0.000 0.000 2146.000
August 0.000 0.000 2146.000
September 0.000 0.000 2146.000
(G o | [4cancel | [EEpetsl |
Enter the warehouse code, @i

Use the following steps to find and track items:

Step Action

1 In Add mode, enter the item code.

2 Enter the requested order quantity.

Enter the warehouse code or zoom to select a wasehtf left blank the information that
diplays will be for all warehouses.

4 Press Tab. The item details screen displays. dsershen:

« Click detail, and zoom into the “IN” quantities find details about purchase orders
transfers.

e The "Out" quantity in each month is the 12 monthrage usage.
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Credit Card Processing

This chapter discusses Fitrix credit card procgskinctionality through an interface with Skipjack
Financial Services. Other interfaces may be supgart the future. Please check with your Fourth
Generation sales representative.
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Credit Card Processing Setup

The order entry module interfaces with a paymearigaction network for automated credit card praogs€redit card
information is stored at the customer level. Whedecs are entered the order information is gautmalit sent for real
time authorization. When orders are invoiced tHiermation is automatically sent in batch mode fettlement.

Note

The order entry module is delivered with the creditd functionality turned off. This is because thels needed to
interface with Skip Jack vary depending upon wlatlitvare platform you are running your Fitrix softe/an. Con-
sult your authorized Fitrix reseller for assistaircéurning on this functionality. You must alsontact Skipjack at 1-
888-368-8507 to establish a merchant account Wit

Setting Up Payment Codes

A payment code must be set up for each type ofitoracd (VISA, MASTERCARD, etc.). To set up thgseyment
codes follow these steps:

Step Action

1 Select Order Entry from the main menu.

2 Select option 4 - Setup Order Entry.

3 Select option C - Update Order Definitions.

4 Select option L - Update Payment Methods

5 Enter a payment method for each credit card:

» Payment Code — abbreviation for credit card (@SA).

» Payment Description — name of credit card company

6 Set Payment Type to V for credit cards. This esstinat when the order is
posted the bill to for the AR record created isdhelit card company and na
the customer code.

—

Establishing Credit Card Customers

A customer record must be set up for each credit campany and it MUST be identical to the creditdicpayment code
in Setting Up Payment Codes in the previous section.

Enter Customer Credit Card Information

This program is used store credit card informaf@revery customer. Each customer can have meltpdit cards.
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Step Action

1 Select Order Entry from the main menu.

Select option 4 - Setup Order Entry.

Select option H - Credit Card Processing.

2
3
4 Select option A - Update Customer Credit Card
5

Enter credit card information for each credit cdirel customer uses. The Cys-
tomer Credit Card screen displays.

& Update Customer. Credit Card Q@@
File Edit WView Mavigation Tools Actions Help

QB QHEBEHN OO

4 QO 0 0 0 &=

© Find Prev Mext Add Update Delete Browse

Customer Credit Card Infarmation
Customer Code: |14 L COMPETETION SPECIALTIES
Card Name: | V154 L COMPANY CREDIT CARD
Card Mo |[B781
Exp. Month: |08
Exp. Year | 2003
First Mame: BILL A Last Mame:  |SHARPTOM
Address: | 22501 WEST MARTIN DRIVE
Address:
City: [KEMT State:  [Wa Zi
Country: |LISA
Telephone: | 206 887 2133
Email: [BILSECOMPSPECIALTIES.COM
Faw: | 206-422-5467

p. 98773

=

1of1

QYR

The following information is required and therefoneist be filled in:

e Customer code e First_ Name

+ Card Name + Last Name

+ Card Number e Address 1

e Exp Month - City, State, and Zip
e Exp Year e Telephone

e Email
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A customer may have credit cards from multiple cathpanies. Since Fitrix only stores one credinpayt method (ex-
VISA) with the customer, order entry will set theder’s bill-to code to the order’s pay method. Egample, if the cus-
tomer normally pays by VISA, VISA will be the payethod in the customer record. However, when ergeamorder
and the customer wants to pay by MASTERCARD, bbthgay method and the bill to code for the orddirlve set to
MCARD when this is the credit card selected.

Update Payment Method In Customer Record

Once a payment method has been set up as desalibee, update your customer records for those gestthat pay via
credit card.

Step Action

1 Select Account Receivable from the main menu.

Select option 2 - Customer Information.

Select option A - Update Customer Information.

2
3
4 Find the Customer Code, and go into Update Mode.
5

Click Zoom and then select O/E information frora gicker win-
dow.

6 Enter payment method (ie VISA) .

& Extension oeinfo g@@

File Edit Help
oL MV EX] =AY 7

Order Entry Information

Discournt: =]
Salesperson: | T (&) [TOM MACK
Commission: =]
Pay. Method: =]
Ship Terms: |[Ealapalb =]
UPS Account:
Fiesidential: |M Ship Complete:  |M
[O ok ] [’;‘ Cancel ]

QYR

Enter the Shipping Terms Code,
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Enter Credit Card Processor Information

Use the Update Company information program to stuednterface information.

Step Action

1 Select Order Entry from the main menu.

Select option 9 - Setup Company.

Select option A - Update Company Information.

2
3
4 Go into Update Mode.
5

Click Zomm, and then select Credit Card processifaymation-
from the picker window.

6 Select the method of Credit Card processing.

& Extension ccard
File Edit Help

AN VEX] He 90

Credit Card Processing Information

Credit Card OM: |
HTHL Serial No: |000060107832
ADVANCE Serial No: |9935598074878
Server Time Out: (10
Server URL: |httpz:/fwvaw. skipjackic. com/zcripts,
Trans. Authorize: |evolvoe. di?authorizesP|
Tranz. Status Request: |evolvoc. di?SJAPI_TranzactionStatuzFequest
Tranz. Change Request: |evolvec. dii?SJAPI_TransactionChangeStatusFequest
Batch Upload: |BatchUpload.dli?E atchl pload0l
Batch Statuz Request |evolvCC dI?PSJAPI_BATCHFILESTATUSREGQUEST
Batch Change Request: |evolyCC.dI?SJAPI_BATCHFILEGETRESPOMSEFILE

[O ok ] [’;‘ Cancel ]

Is credit card QN7 (YN 20

The following fields are used on the Skipjack Ct&thrd processing screen.

1. HTML Serial No.- assigned by Skipjack.

The initial serial number assigned by Skipjackoistesting purposes only and will therefore needega@hanged
when you are ready to go live.

2. Advance Serial No.- assigned by Skipjack.

This also is for testing purposes only and wikaéo be changed when you are ready to go live.
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3.

10.

Server Time Out

Number of seconds before connection to Skipjackheldisconnected due to lack of response.

Server URL

Assigned by Skipjack

Trans Authorize

Assigned by Skipjack for authorization

Trans Status Request - assigned by Skipjack.

This field is used to get transaction id, authoddditional amounts if items are added to an catteady authorized,
or to delete an authorized transaction in the etrenbrder is cancelled.

Trans Change Request- assigned by Skipjack

This field is used to get change status due totiathdi amounts or deletions.

Batch Upload — assigned by Skipjack

Used to upload batches for settlement

Batch Status request - assigned by Skip Jack.

Used to check batch file status (uploaded, prongssompleted).

Batch Change request - assigned by Skipjack.

Once the batch status is completed this API is tseedad the result of every transaction

Set Skip Jack Batch Settlement Settings

On the Skipjack website, click on Batch Settlenferferences and set to manual daily so that Skipjél settle all
invoices once a day at a time of day specifiedday. y
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2l Member Services Extension - Microsoft Internet Explorer

File Edit View Favorites Tools  Help 7

Qe - ) x| @] TR O seach iy Faveries £2) BB L

Address ] hetps:/{developer. skinjackic. com/scripts MerchantServices. dizMerchankt Services0s v BJee  unks ¥

Google ~ | ~ | |Gl search = @) §2 Shoblocked | A% Check - > [0 Snaglt
~

Preferences | Reports | Manage Users | Tutorial | Help
Accounts | Statement | Register | Pending | Exit

BATCH SETTLEMENT PREFERENCES
Configure the batch settlement preferences for this merchant account. Click here
to see help on the individual fields,

HTHKL Serial Humber: 000484765840

Current Settinghew Setting

TypT Manual | v
Frequency: Hone | ~|
Batch Close Time {HH:MM): 00:01 |
Batch Process Time T
5 |
CHH: MM HLhz =
Advanced Options: None | |
E-mail Support
Security Information
tel bi 2 18025008 Al sinkis wnounodd |
=] =y & Internet
==

Next, you need to set the following options:

1. Enable blind credits
Click "Edit Account" button and enable "Allow Blif@dredits." option. This is so all outstanding ctediutomati-
cally settle at the end of the day.

2. Enable batch processing

Ask Skipjack to enable this when you set up youramant account.

3. Turn on send email to custome(optional)

Click the "Edit Account" button and enable "Sendn&il Response to Customer" option. Also customimaiemes-
sage to reflect your company'’s information. Thisjgional. Do not turn this on if you do not waliuy customer to
receive an email each time an order is authorizexhanvoice s settled.
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Order Processing

If an order is entered for a customer that payskedit card (customer’s payment method has a paytype =V), user
will be prompted “ Authorize Credit Card Now Y/N@hen the order is stored. If an N is entered tlieiowill be stored
without credit card authorization. Each time aneorithat is paid via credit card is updated andest@nd no authoriza-
tion code is found, the user will receive this ppm

A list of valid credit cards for the customer wdisplay when the user stores the order. From iftissklect the credit card
the customer is using based on the type of cradit and the last four digits of the card the custoi® using.

Zoom ccardz

File Edit Help
OB U0

Card Mame Card# | ExpYear Exp Month
V1S4 E781 2009 !

I@ 0K Rg [Q:‘ Cancel ] [M Mew Search

QYR

Select the credit card and click on OK. On the rsexéen that displays, enter the entire credit nardber and security
code given by the customer and click on OK.

Add on header ccard
File Edit Help

OB OWREEER (OO

Credit Card Mumber. 40030001 23456731 =
Security Code:
Customer Code: |‘I 4 | | |
Card Mame:  [¥I54 [&)|  [COMPANY CREDIT CARD |
Card Mo
Exp. Month:
Exp. Year

First Mame:  [BILL | LastName:  [SHARPTOM |
Address:  [22501 WEST MARTIN DRIVE |
Address: | |

City:  [KENT | State: Zip:
Country: |USA |
Telephone: 206 887 2133 |

Emait  [BIILS@COMPSPECIALTIES.COM |

Fax [205-422-5467 |

[@ 0K ] [Q:‘ Cancel ]

Enter security code, VR
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Approved Card

Extension summ

File Edit Help
OB WP HER OO
Order Surnmary
Papment Methad |COMP&NY CREDIT CARD: |
I & | |
Credit Card Information
Credit Card No: Auth, Code: Auth, Date:
Auth. Amount: Decline Code: :l
Messg.: ‘
Shipping Information Order Amaurts
Residential™ Discount:
Ship Terms: Freight Amount:
FOB Paint: Frght. Tax Code:
Weight: Total Tax:
UPS fecourt || Total Order: 785
Ernail | |
Ship Complete:
Enter the method of payment. OvR|

Credit Card No. — last four digits of the creditd number
Auth Code — authorization code returned by Skipjac
Auth Date — authorization date returned by Skikjac

Auth Amt- amount authorized

If the credit card is approved the order will beret with the following information in the orderrsmary screen.

If email is turned on with Skipjack, an email iss&om SkipJack to the email address stored wi¢ghdredit card used
and it contains the following information.

Declined Card

If the credit card is declined the following scrafisplays and user has the following options:

Select ccst
File

: @
Decline Code:

Messqg.: |Auth0rizati0n failed, card declined.

Fietry:

Enter Mew Credit Card:
Hold:

Enter Mew Pmt Method:
Cancel Order:

Update Card Information and Retry:

[@ 0K ] [Q:‘ Cancel ]

Check with () to retry credit card

| o [ |

QYR
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1. Retry

Check this box if you would like to try to authoriagain using the same information.

2. Enter New Credit Card

Check this box if you would like to return to thst lof credit cards for this customer and selectlar card to use.

3. Hold

Check this box if you do not want to try to autkzeragain at this time. Order will be stored with trecline code.

4. Enter New Pmt Method

Check this box if you want to change the paymemhs$eto a term other than credit card. You will baurned to the
Order Summary screen to enter a new payment method.

5. Enter Authorization Code Manually

Check this box if you want to enter the authormattode manually and you will be returned to thdeDdiSummary
screen. This will require a telephone call to SagikJto get the authorization code.

6. Cancel Order

Check this box if you want to cancel the order.

7. Update Card Information

Check this box if you want to update the creditidaformation for the card being used and resulboniauthoriza-
tion.

If the card is declined and email is turned on v@kipjack, an email is sent from SkipJack to theaddress stored
with the credit card used.

Note

If the credit card is declined you will receive ectine code of 1. There is no reason given by Sklppnd this is to
prevent fraudulent activity. You must call Skipjaokfind out why the card was declined.

Order Changes

If you increase the order amount, you will be proeap “Authorize Additional Amount Y/N?” If you deease the order
amount you ill be prompted “Reduce Authorized AmoUmM?”.
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Payment Method by Order

Users can change the customer’s payment methaedd card for a specific order by entering thgmant method on
the order summary screen in order entry. If themrédit card information in the system for thetooeer a list of these
credit cards will display. If there is not, a sareill display so that user may add the credit gafdrmation.

Picking Ticket Print Program

A picking ticket will not print for an order if theayment method is credit card and the credit sasldeclined or not yet
authorized. This is to ensure the order is notegaichknd shipped by mistake.
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Settlement Process

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

File View Exscute Seftings Help

Sl m =2 @

Fitrix 5.20
i c-ilad 4 Order Entry

2 Accuurﬁ 1 Orderl

3 Accour 1 L
=i = LT o Invoicing Programs
@ Copyright 2007

4 orderl ; :
&= 3 salkes b Print (S 5 Create Automatic Invoices/Memos i e

5 Invenle g 4 Setup ¢ Prirt FE b Update Invaicesiemos

B Purchz .
S 7 Multile d Updat (=) ¢ Settle Credit Card Invoices

7 MulticL iz 5 admin

e Print FE 4 Receive Gettlement Invoices

B il
AONES 9 Setup T Update = & Invoices Mot Seffled Report

9 Fred F 5] Exit

a Replenishment

g Inwoicll 5 1 Print Invoices and Memas
I Update g Update Declined Invoices

j Print O ﬂ Exit
k Post Order Entry Documents

&

ErTr DD D ODROEDM

b Report'Writers
&) Exit

| Customer Ptice Inguiry

mmmEED D EBEDEBRD

m Reguested Guantity Query
G v Print Order Acknowledgments
=
&) Exit

Status Idle Socket sock22010.0.0 85/20020

Send for settlement

Once user has created invoices using the Creatavstic Invoices/Memos program or entered theigevmformation
using the Update Invoice program, the next stépian the Settle Credit Card Invoices programsTtogram sends the
batch of invoices to Skipjack for settlement andkadhe invoices settlement flag to S for “sent”.

Receive Settlement Invoices

Due to the time it takes to settle invoices witl tinedit card processor, you print and post inwafeer the send process
is run and then run this receive program the falhgimorning after adequate time has lapsed.

This program sets the invoice settle flag to Ytfarse that settled successfully, to D for thoséweae declined, and
prints out this settlement report.
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9 Receive Settlement Invoices

File Mavigate Help
ORI < I AR
-~
Date: 0471772007 Credit Card Settlement Process
Time: l4:z20:46& DARTE PLUS DISTRIEUTION Page: 1
Settlement Batch ID: 000005056024

Order HNo. Invoice No. Invoice Amwount Settlement Amount
12l &0 7.85 7.85

Grand Totals: 7.85 7.85
< Pl

Any invoices that did not settle will have a nidtt'ement amount. This report can be used to releotacthe amount
wired from your bank and to also apply cash reseipt

If email is turned on with Skipjack, the customell veceive this email confirming that their payntevas settled.

Any invoice that does not settle will print on tiwoices Not Settled report (option e on the Inimjcmenu). The cus-
tomer should be contacted to make alternative payar@angements.

If email is turned on with Skipjack, the customell also receive an email notification that paymes declined.

Update Declined Invoices

As previously mentioned, invoices declined will baheir settlement flag set to D and because sftttay will print on

the Invoices Not Settled report indefinitely. Usgll use this Update Declined Invoices programeset this flag as fol-
lows:

Null- set to null if you wish to resend to Skipjack.
C — set to C if you wish to cancel and arrange adtierpayment terms with the customer.
Invoice Print Program:

For any invoices that have the payment type =i¥,essage will print on the invoice:

PAID VIA CREDIT CARD. DO NOT PAY FROM THIS INVOICE
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Posting Process:

When the invoice is printed and the order posteel AR open item is created to the credit card compet the cus-
tomer.

Reports

The following reports are available:

Print Credit Card Information - option (b) on mewiow.

Fitrix 5. 20 Database: bettyb Printers: Lexmark2{lLexmark 2

File “iew Ewscute Seftings Help

dem=Z2@

oo CRTTETTI
Eanis T FeliE 4 setup Order Entry
3 A : ; i
gl = = BULE  credit Card Processing © Copyright 2007
pyrigl

4 Order| G
5 3 Sales | o pant CE 2 Update Customer Credit Card [ TE L

Softwara Solutions, Ino.
5 Invente
D 488ty &y ¢ Undati @ b Frint Credit Gard Information

B Purchz ile i
UIEhE B 7 Multile f5 4 Print (S ¢ Epired Credit Card Report
7 MulticL >y 8 Admin e Update S it
8 Payroll5 9 Setun 1 Update Ship To Information
3 Fied ] Exit £ h Credit Card Processing
a Replenishrment &) Eit

b Report'\Writers

& Exit

I Statuz Idle Socket: sock220/10.0.095/20020

Print Credit Card Information - option (b) on meathove.
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9 Print Credit Card Information

File Mavigate Help

000D (<

Date:- 04/10/2007 Credit Card Information

Time: 11:35:Z5 PARTS PLUS DISTRIBUTION Page: 1

Customer Code First/Last Name Card Name MNunber -
14 EILL vIisi &72l1

COMPETETION SPECTALTIES SHARPTON

Exp. Month: 08
Exp. Year: 2009
Address: 2ZE01 WEST MARTIN DRIVE
City: KENT State:r WA  Zip: 98773
Country: USA
Telephone: 206 B87 2133
Email: EIILE@COMPEPECIALTIES.COM
Fax: EOE-422-E467

|~
| v
%

Expired Credit Card Report

Option (c) on menu above.

This report will list all credit cards that are aib®o expire so that the user can contact the mestand get updated infor-
mation. User is prompted to enter a date and atlitcards with an expiration date prior to thidl wiint.

9 Expired Credit Card Report
File Mavigate Help

000D (2

|

Date: 04/10/Z007 Expired Credit Card Report

Time: 11:37:12 DARTE PLUS DISTRIEUTION Page: 1

Customer Code Card Name Card Mumber Exp. Month Exp. Tear -
14 VISA &721 0g zon7

COMPETETION SPECIALTIES

S
| v
3

Order Pending Authorization

Option (a) on menu below.
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Fitrix 5.20 Databasi i exmark2/lexma

File ‘“iew Ewxecute Settings Help

demEZ2@E

€ 4 Order Entry

el =G o Order Status Reports

Accour s 7 Order! cEduiel | credit Card Reports . ®Co ht 2007
pyrigl

Order| S
B 3 Bakes b PrintO = 5 orders Pending Authorization Sotiware Sotutions, Inc.
\nventtﬁ 4 Seiup

Purche B 7 Multile:

B R

o

a4

¢ Print® 0 b Credit Card Orders Declined
d Frmtﬁﬂ Exit

e Print Open Order tern Sumtmaty

=

MulticL 7 8 Admin

@

Paymllﬁ 9 Setup
Fu{edfﬂ Exit

Replenishrment

f Print Open Order ltem Detail

@

¢ Print Customer Qrder Bummary

@

o

e e e e e

h Print Customer Crder Detail

=

Report iiters | Print Order Ertry Journal

Errrcoepooneponm

Exit | Credit Card Reports
@ =z Print Order Status Detail

&) Bt

| Status Execute: a amenu customer Socket sock22010.0.0 85/20020

This report lists all open orders that have nothgsin authorized through Skipjack.

Credit Card Orders Declined

Option (b) on menu above.

This report lists all orders where authorizatios baen declined and alternative payment arranganséould therefore
be made with the customer.

9 Credit Card Orders Declined
File Mavigate Help

B < > IR

I>

Date: 04/10/2007 Credit Card Orders Declined

Time: 11:43:Z1 PARTS PLUS DISTRIBUTION Page: 1

Order MNo. Customer Code Order Date Order Amount Credit Card Ho. -
1gz 14 0441072007 24.00 VISA &78l

COMPETETION SPECIALTIES

Authorization failed, card declined.

|~
52
£
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UPS Worldship Interface

This chapter contains basic information about tRS$hipping interface. The following topics are
discussed:

e Interface with the UPS Worldship software

* Installation of software needed for the interface
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Fitrix Interface with UPS Worldship

The UPS Worldship interface allows the user to kitlegir costs and provide their customers with taaé tracking
information.

» Provides the shipping address for the UPS Wonsbftware
» Acquires the freight charge

» Updates the order status

» Tracks the progress of the shipment

Each time a picking ticket is printed, the shippialle is created / updated. This table is “rdadthe shipping software
when a package is ready to ship.

When the order is invoiced, the freight amount Wélupdated from the UPS freight table automaticall
The shipping status of the order can be found iddtg Customer Orders .

Find the order and then select options, trackifigrmation from the ring menu. This screen displays:

Zoom shipfz E]@@
File Edit Help
0B} O o0
Order PicTick# Tracking Number Ship Date Vaoid | Delivered Date
[G ok I [Q;‘ Cancel ] [M Mew Search
VR,

The user may request a real-time update on thesstdia package at any time by clicking on zoomtaed clicking OK
on this screen. This fills in the delivery datdycand state.

Query shiptrk
File Edit Help

HORIVEX He o

Delivery Package Tracking

Order-PickTickMao:

Tracking Mumber :

Freight Amount Freight 'weight:
Shipped Date R Mumber of boxes:
oid Flag

Delivered Date  © 124311893

Delivered City -
Delivered State :

Delivery  Type

[ 0K ] [Q:(Eancel ]

QYR
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Installing the UPS Interface

The UPS Wordship interface requires additionahsaife to perform correctly. Before you begin revidgn Installation
Checklist, and then beging the process.

Installation Check List

Note
Please contagupport@fitrix.conif you require assistance with the installatiospst detailed below.

1. UPS ONLINE WORLDSHIP
Install on all PC’s from where Shipping is donehéTCustomer’s 6-digit UPS account number is requioesetup
the Ship From Details.)

2. INFORMIX ODBC
If not already setup, setup Informix ODBC on thesPiat are running the UPS WorldShip software.

3. CURL

Install CURL in the /usr/local/curl directory. bt already installed on Linux, the complete sowae be down-
loaded fromhttp://curl.haxx.se/download.htmAll Install Instructions are available at
http://curl.haxx.se/docs/install.html

Note
Most Linux Versions have CURL already installed.

e Install CURL in the /usr/local/curl directory.

« Include the following environment variables in tBavironment script.
LD_LIBRARY_PATH =/usr/local/curl/lib;

PATH =$PATH:/usr/local/curl/bin;

4. UPS
If not previously registered, registenatvw.ups.com

Obtain theUPS_HTML _License athttp://www.ec.ups.com

e Select the ‘Get Tools’ for HTML option.

e Apply for a Developer’s Key (it will be e-mailed you)

« Use the Developer Key to ‘Get the Access Key'. sTiiccess Key will be used to replace the Key
‘4ABABAD1FD3DF7460'in the following line in $fg/accounting/oe.4gm/i der.4gs/upstrack_sh :
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echo "UPS_HTML_License=4BABAD1FD3DF7460&" >> upstkanp

5. Mappings

Add Import / Export Mappings to the UPS Worldshipit®are following the Instructions below. These ah¢e be
done only against the Live Database which is baseg for shipping.
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Worldship Setup

Add import/export mappings to the UPS WorldShiphsafe. The following screen shots showa typicalffigomation.

Import

1. Create a new import ODBC mapping by selectinged®e / Edit Map...” from the UPS OnLine Connect menu.

UPS OnLine® WorldShip®&

File Edit Activities Tools UPSWeb Access | UPS Online Connect Window  Help

Connection Assistant. ..

B Ah 8 3

Ship Ta | Ship Froml Distribution I
Customer ID: [T Update Address

Batch Import...
Batch Export...
Export & Single End S Day .

L

™ Residential 4dd ~ Keyed Import
Company or M ame: Automatic Export After Processing Shipment  »
Automatic Export During End OF Day

3

3

e
ge Type:

a0e

Attention:

Street:

Guaranteed Time:

[ Edit Map...

Yalue:

2. Now select “Import from ODBC Database” and typetihe name of this import mapping. Click “Create”

20X

Continue.
— Exigling Maps.
- | Map Type | Map ODBC DSN o=
= | Defoult Expart | Addiess Book
= { Defaul Expart } Shipment
4 { Defaut Import Invali..  Address Book
4 ( Defaudt Impert Irveali . Commodiy
4 { Defaut Import Invali.,  Refarence Number a..
4 | Default Impart } Address Book
IR L Y P Clinasaas ll
Edt Copy Aegeme Delete |
Hew Map

% |mpoet from DDBC Database

" Export data from WorldShip
I5 | Evcort 5,

IShiDm:nt j
Mame: |fn=s_imnoltsl Create |
ok | Cancel | Hep |

3. Now select the ODBC source that you created bmect to your database and click OK.
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Create or edit an import or export map

’—Hiﬁ

Select an ODBC source

Now select “Import from ODBC Database” and typéhie name of this import mapping. Click “Creatie’tontinue.

Next, connect each of the ODBC table fields ® WorldShip fields. The required list is detaileglow. You will
need to change the current selections in the drepdists to display the required field names. dluymake a mis-

take, simply click the Disconnect button.

Edit ‘fgss_import’ import map

ship_addrl

Import Connect List:
stoshpar::ship_lookup_key -Package::Reference 5

stoshpar::ship_custcode Ship To::Customer ID
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stoshpar::ship_name Ship To::Company or Name
stoshpar::ship_addrl -Ship To::Street Address

stoshpar::ship_addr2 -Ship To::Room/Floor/Address 2
stoshpar::ship_city - Ship To::City

stoshpar::ship_state- Ship To::State

stoshpar::ship_zip- Ship To::Postal/ZIP Code

stoshpar::ship_phone- Ship To::Telephone

stoshpar::ship_country - Ship To::Country

stoshpar::ship_contact - Ship To::Attention

stoshpar::ship_send_type- Shipment Information::Service Type
stoshpar::billing_option - Shipment Information::Billing Option
stoshpar::ups_account Ship To::Receiver UPS Account Number
stoshpar::po_no- Package::Reference 2

stoshpar::order_no -Package::Reference 4

stoshpar::email_address Shipment Information::Natification Recipient 1 FErAail
stoshpar::qvn_option- Shipment Information::QVN Option
stoshpar::residential_cust- Ship To::Residential Indicator
stoshpar::fax_email- Shipment Information::Notification Recepient ypé

stoshpar::ship_notify - Shipment Information::QVN Ship Notification 1 Ggut

Note

When you are finished, select “stoshpar::ship_I@olkey” in the top left listbox and click “Define K&to enable the
database lookup. When you are done, click the “Oktton to save the mappings.
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Export

1. Create a new export ODBC mapping by selectinga@r / Edit Map...” from the UPS OnLine Connect menu.

UPS OnLine® WorldShip®&

Ao Lil i3 {.’F [ [ ‘

Create [ Edit Map. ..

2. Next, select “Export data from WorldShip” andéyip the name of this export mapping. Click “Cegdb continue.

Create or edit an import or export map

l—ﬂiil—

3. Now select the ODBC source that you created hmect to your database and click OK.
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— Existing Map:

Map Mame i+ | Map Type | Map ODBC DSH | ;I
‘ fgss_import Shipment fgss_odbc
= { Default Export } Address Book
= { Default Fomont L Clinct
PUYIAYY| select an ODBC source = 21|
et dB ase Files - Word oK |
4= (Default | |FoyPro Files - word |
e I Tunion U WS Aeeess Database z I

: DeluxeCD ancel |
i PartOfE 2port elete_l

LIPS 'S Activiti Help |
—Mew Map—— i
© Impart fr Ship

1D: I
Password: I

Mame: Ifgss_exports Create |

Ok Cancel | Help |

4. Connect each of the WorldShip fields to the ODxBKle fields. The required list is detailed beloYou will need to

change the current selections in the dropdowntlistisplay the required field names. If you makmistake, simply
click the Disconnect button.

‘WorldShip Fields ODBC Tables
I Shipment Information j I stazhpfr j
Fi. - | Field «| [c. o [ coumnMame [ Type [ widh | -
] pack_lookup_key Char 40
> 2 Service Type > 2 pack_tracking_no  Char 40
3 Book Mumber 2 3 pack_freight Dec 10
4 Fage Mumber 2 4 pack_shp_date Char 10
2 5 Shipment I 2 5 pack_shp_boxes  Char 4
E Hundredweight ol pa | flag Char
7 Actual Weight 7 pack_del_date Drate E
8 Extended Area Indicator 8 pack_del_city Char 20 o
9 Billable Weight x| 9 pack_delstaste  Char 2 x|
[Eonnest | Dizconnect Edit
‘wihat You Have Mapped So Far: ™ Prompt for the table name each time the map is used
e — L — DTHE e |
Shipment Infarmation:: T otal Shipment Charge @2 stoshplr:pack_freight
Shipment Information:: Shipment [0 @2 stoshplr:pack_tracking_no —
Shipment Information::Service Type @2 stoshplr:pack_del_type Cancel
Shipment Information::Fick up date @2 stoshplr:pack_shp_date -
| S mstn Pk e I

Export Connect List

Package::Reference Stoshpfr::pack lookup_key
Shipment Information::Shipment IDstoshpfr::pack_tracking_no

Shipment Information::Total Shipment Charg&oeshpfr::pack_freight
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Shipment Information::Pick up datestoshpfr::pack_shp_date
Shipment Information::Number of Packagesteshpfr::pack_shp_boxes
Shipmentinformation::Void Indicatorstoshpfr::pack_void_flag
Shipment Information::Service Typestoshpfr::pack_del_type
Package::Reference 4toshpfr::order_no

Shipment Actual Weight stoshpfr::shp_weight

Shipment Total Shipper Chargsteshpfr::shp_cost

Note
The remaining pack_del_* fields are used to staeking information.

5. When you are done, click the “OK” button to séive mappings.

Import

Now configure WorldShip to use your import and extpoaps.

1. Select “Keyed Import:More...” from the UPS OnLinerthect menu.

UPS OnLine® WorldShip®& _ |E|

File Edit Activities Tools UPSWeb Access | UPS Online Connect Window  Help

Connection Assistant. .. ,’_

B Ah 8 3

Ship Ta | Ship Froml Distribution I
Customer ID: [T Update Address

I Residential Add LG R
Company or M ame: Automatic Export After Processing Shipment  »
I Automatic Export During End OF Day

Batch Import...
Batch Export...
Export & Single End S Day .

Altention: Create [ Edit Map. ..

Street:

Guaranteed Time:

2. Select your import Map Name definition and clitkport” to activate. A small window displays thttkes your
input to retrieve the address information from tla¢abase. In the future, you may select the MapéN&om the
menu (1 fgss_import) to activate ODBC imports. Yall need to do this each time you start running YorldShip
software which is normally once a day in the magnin
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Select map from list for import

fgss_import

Shipment fg C

Export

1. Select “Automatic Export After Processing Shiptdore...” from the UPS OnLine Connect menu.

UPS OnLine® WorldShip®&

2. Select your export map definition and click “Exido activate. In the future, you may select Map Name from
the menu (1 fgss_export) to activate ODBC exports.

Note
You do not normally need to do this again, unless ghange your mapping definitions.
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Select map from list for export

gss_export fgss_t 3

port Shipment

The menu shows the active mappings with a checkmark
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Administration Menu

*  Check Database Status

*  Check Database Connections
»  Export Database

» Update Database Statistics

e Purge Activity

*  Shutdown Database

e  Startup Database

e Update Batch Information
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Administration

The Administration Menu:

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

File View Ewscute Seftings Help

Slem=EzZ@

1 Generfi3 Inventory Control
e BRI g Administration

3 ALLOUNES 3 nvenic g 3 Chack Database Status
4 Ordeflggy 3 Inventc & b Check Datahage Connections
3 Inventtizs 4 Setup gk d Ewport Database

T MulticL = 8 Admin = n Purge Activity

=
=]
(=]
[
&=
5 B FPurchifs 7 Multle s e Update Database Stalistics
=
= B Payrollgs g setup 2 5 Shutdown Database

&=

=

3 Fixed Fﬂ Exit & 1 Starlup Datahase © Copyright 2007
a Replenishment B z Update Batch Infarmation Ewars Satians, .
b ReportWriters ﬂ Esit:

9] Exit

o

I Status Idle Sacket: sackZ24/10 0.0 3520020

The following Options are available:

Check Database Satus

Note

This function should only be performed by your 8ystAdministrator. Please contact your Fitrix Repreative for
further information.

Check Database Status (option a). Use this optice¢ if the database is up and running. If theisia "Online"
then the database is up and ready for connect®irmys the current status of the database such as:

« Database version
» Status- Online/Quiescent/Offline
* Number of days the database has been up

e Size of memory allocated.
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Check Database Connections

Note

This function should only be performed by your 8pstAdministrator. Please contact your Fitrix Reprative for
further information.

Check Database Connections (option3#)ows information about the current users conndotélte database. There
will be one line of information for each user timturrently connected to the database in thevatig format:

* Session ID

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

* Isolation Level

e Errorinfo if any.

Export Databases

Note

This function should only be performed by your 8pstAdministrator. Please contact your Fitrix Repreative for
further information.

Export Databases (option d). Exports the databadesehema structure into delimited text files. Tikiased for
Backup or Migration purposes. The user must havé p&rmission, and there must be no other usersemted to
the database in order to use this utility. The dataved into the $fg/data folder.

Update Database

Note

This function should only be performed by your 8pstAdministrator. Please contact your Fitrix Repreative for
further information.

Update Database Statistics (option ). Updatemteeal statistics of the database. This is dorimprove
performance. This should be performed on a redndars, especially after numerous rows of data baea added
to, or deleted from the database. The user must BBA permission.

Purge Activity

Purge Activity (option p). This menu option has thkowing submenu:
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84

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

File ‘“iew Execute Seftings Help

demEgE

(ic-ile 5 Inventory Control
Ea =l s Administration
3 ooty 9 immnte 4 LRSS p Purge Activity

el 3 venli g 1 Check B h Merge Customer Activity
5 Inventt g 4 Setup &

B Purche gy 7 Multle g

d Export i Print Duplicate Customer Infa
: e Updatt & | Merge Ship-To Activity

7 Multict = & Admin & p Purge ﬂ Exit:

O Payrollgy 9 Setup & 5 Shutdown Database

? Fix’ed;:ﬂ E?dt: & t Startup Database | ® Copyright 2007

- Fourth Generati
a Replenishment B z Update Batch Information Sateare Solutiars, .

cop@ocoCcOoERE

b ReportWriters: ﬂ. it

9] Exit

Status [dle Socket sock224/10.0.0 95/20020

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

Merge Customer Activity | LJ E”ZI
File Edit Yiew Mavigation Tools Actions Help

OB QUREER ARMN 00
'ﬁ

£ Add
Custorner Merae
‘WORMIMG: This program will transfer all activity, open items, and
reference records from the old customer code to the new customer
code and then delete the old customer code,
Enter Old Customer Code: | B |
|PEF|FEIF|MANEE AUTO PARTS |
Enter Mew Custamer Code: IM |

|COMPETETION SPECIALTIES |

[ﬁ 1[4 J [&1 Cancel J

Enker Old Customer Code, Rilks

Administration Menu



Fitrix Order Entry User Guide

Print Duplicate Customer Infor mation - this report program will list any informationahcould not be merged
into the new customer code because it is a dupliéatr example, if old customer A has a ship-toec@t and
new customer B also has a ship-to code 01, shi{i-ttan not be merged. What you will need to ddig ¢ase is
set up a new ship-to code under customer B forsthijgping address.

M erge Ship To Activity - This program transfers all sales history/activitthe new code and then deletes the
old code.

& Merge Ship-To Activity

File Edit Wiew Mavigation Tools. Actions Help

OB OUhBEERA HEH @0
: Q
S oadd
Ship-To Merge
“Warning: This program transfers all activity and reference
records from the old ship-to code to the new thip-to
code and then deletes the old ship-to code,
Enter Customer Code: |] ACTIDNAUTDF’AHTS
Enter OId Shipeto Code: | CaLIF @ [ACTION AUTOPERTS WEST

Enter New Shipto Coder  ['wissH (G| ACTION AUTOPARTS NORTH WEST

[@ ak ] lri{ Cancel J

Enter the Customer Code, i

Shutdown Database

Note

This function should only be performed by your 8pstAdministrator. Please contact your Fitrix Reprative for
further information.

Shutdown Database (option s). Shuts down the dsgadragine. This will disconnect all users and sibdatabase
processes. Once stopped, the database will begssible until restarted (option t). The databaggne should
always be stopped before shutting down or rebodtiegserver hardware. The user must have DBA psioms

Sartup Database

Note

This function should only be performed by your 8ystAdministrator. Please contact your Fitrix Reprgative for
further information.

Startup Database (option t). Starts the databageenThis must be done any time the databasbdw®s stopped
due to option "s"above, or because of a hardwar&lstvn.
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Update Batch I nfor mation

Update Batch Information (option z). See the chagtéitied Batch Control Maintenance in Betting Sarted With
Fitrix guide for information on this program.
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Using SQL

SQL stands for Structured Query Language. It imadard method for accessing a SQL-compatible datakbThis sec-
tion of the manual discusses how to use SQL toegatiiormation from the database.

SQL is used primarily to generate ad hoc repo@. Bont end tools, such as Informix ISQL, allowwyt enter and run
standard SQL queries with a simple set of commadtiser productivity tools allow you to link datatime SQL database
to spreadsheets, word-processing documents, chadgyraphs. As the information in the databasegés the spread-
sheet changes automatically.

Before you use SQL report generators or produgtiaidls, you must know how SQL itself works. Thowgparticular
SQL front-end tool may differ, the basic instructigets should work in a similar manner. This secitidroduces you to
the basic use of these statements and gives yonptes of how they are used in a variety of ways

The examples use General Ledger tables and col@me all accounting transactions eventually gnihihe General
Ledger, it is a common application for SQL querigse point of this section, however, is to cover liasics of SQL, not
to teach you how to create specific queries inviiddial applications.
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SELECT Command

The SELECT statement gets information from thelukga. There are only six different clauses thatrobwhich infor-
mation this SELECT retrieves. They are called @ausnce they describe a part of the overall SELE@MWmand. Only
two of these clauses are required for any SQL damlbuery. These commands or clauses are listedeandbed below.

SELECT: The SELECT clause is the start of all SQL quetligs. required for all information retrieval. & used to tell
the system which information categories or fielde-SQL they are called columns—you want to access.

FROM: The FROM clause is also required for all SQL Ssldt is used to tell the system from which filetable to
take the data.

WHERE: The WHERE clause is optional. It lists the selattiriteria for the Select statement. It allows yodescribe
which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allowsiyo tell the system in what order to put retrieved
records.

GROUP BY: The GROUP BY clause is also optional. It allows yo tell the system how to group records for taid
subtotals.

HAVING: The HAVING clause is also optional. It allows ytmutell the system which groups to select.

You can retrieve any type of information from a S@dtabase with these six clauses. In the next gesections we will
cover these commands in more detail.

Using SELECT and FROM

The format for the most basic SQL query is:
SELECT col um-nanmes FROM t abl e- nanes
In this statement, SQL commands are printed inagital letters; however, most SQL tools are neecgensitive.

Column-names refers to the names of the actuafromdior information categories created in the tatddle-names
refers to the database tables that contain the data

Selecting All Columns
When you don’t want to specify specific column nam@u can use the asterigk (o indicate that you want the values
in all columns. For example, suppose you want éoadeinformation from a control table. Enter:

SELECT * FROM stxcntrc

“Stxcntrc is the name of the control table. Typligahere is only one record in this control taatel, in this example, the
columns in it are company name, address #1, adéfssty, state, zip, county, country, the firatrent asset account,
the first fixed asset account, first current lithiaccount, the first long term liability accoufitst capital account, the
first income account, first cost of goods accoand the first expense account.

In response to this query, the system displaysdhges associated with each of these columns. Xaet éormat in
which this information is displayed differs fromssgm to system.
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Selecting Specific Columns

If you just want to see specific columns from déabknter the names of the columns. For exampi@ufwant just the
name and address information from the databaser:ent

SELECT co_nane, addrl, addr2, city, state, zip, county, country
FROM st xcntrc

The names used are those that are part of theldéianary. In order to select specific columnsyyoust know what
they are named in the database. Some SQL quegnsygtrovide a display of these column and tableasaifypically,
however, you must work from printed table definio There are SQL queries that allow you to regrieformation
about the names of the columns and tables in ttadodse, but they are not covered here.

Notice that the different column names are sepdifayecommas. This is usually required. The lastiewi name does not
have a comma after it.

Using Math in the SELECT Satement

You can also include mathematical operations wigttiar SELECT statement. The mathematical operaémsgnized
are:

+ Addition
- Subtraction
* Multiplication
/ Division
Here is an example of addition:
SELECT doc_no, ampunt, anmount + 1 FROM stgactvd
The result of this query shows the document nuntberamount of the transaction, and that amount + 1
Here is an example of multiplication:
SELECT doc_no, anmpunt, anount * .077 FROM stgactvd
You do not need to use literal amounts as parbaf ynath. You can use other column names.
SELECT doc_no, anmount, anpunt / doc_no FROM stgactvd

You can combine multiple mathematical operations ¢kample, you can multiply, divide, add, and satttall in the
same SELECT statement), and you may combine cohamres and literals in calculations.

SELECT doc_no, anmount, doc_no + anmpunt, amount / 2
FROM st gact vd

You can also use parentheses to show the ordeecégence of mathematical operations.

SELECT doc_no, amount / (1 + 2)
FROM st gact vd

This expression adds 1 + 2 before dividing this snum amount.
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Selecting Specific Rows: WHERE

The simplest selection statements show all thenmédion in a file or table. However, you may onlgn to see specific
rows (records) that meet a given selection crit@iiamake such a selection, use the WHERE clause.

The format for the WHERE clause is:
WHERE col umm- nane rel ati onal - operator val ue

This may seem a little complicated, but an exarsptauld clarify how it is used. For example, FitBusiness uses a
table to store all of the accounting detail frora theneral Ledger system. If you want to see thaesrfbr a particular
original journal, use the following statement:

SELECT * FROM stgactvd WHERE orig_journal = "AP"

The asterisk causes the system to display all cedumthis table. The table named stgactvd is thigity data table for
the General Ledger system.

In the WHERE clause, you see the name of a coluignjournal, followed by a relational operator =ddimished by a
value, AP. What this statement means is: list@ldolumns in the table stgactvd where the colurign wurnal contains
AP.

In composing this query, you can use any columnengnthe table.
Relational operators consist of the following:
SymbolMeaning
= Equal To
<> Not Equal To
> Greater Than
< Less Than
>= Greater Than or Equal To

<= Less Than or Equal To

Matching Character Patterns

The keyword MATCHES can be used within the WHER&UsE to select rows that contain certain strintgpa.
The format is as follows:
VWHERE col um- nane MATCHES val ue

In this case, the column name must be a charggierdolumn. This means that it must contain charachot numbers.
The value is a pattern of characters and must tlesed in quotation marks. For example, our previguery of the gen-
eral ledger activity table could have been stasgdgithe MATCHES keyword like this:

SELECT * FROM stgactvd WHERE ori g_j ournal MATCHES " AP"

In this example, we require an exact match, wrsobxiactly the same as an = command. The real paATCHES
comes into play when you use wildcards to find amiegful character string within a longer characi@umn.
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MATCH Wildcards

There are three wildcards:

* This matches any set of characters or no chagcter
? This matches any single character.
[ X- Y] This matches the range of characters indicated.

You can use these wildcards in a variety of wayselect the proper rows from a table. For exaniplthe General Led-
ger detail table, there is a column that contdiesdepartment code. Note that even though depatzndes typically
consist of digits, it is still a character fieldhtra numeric field. These codes can be any charsitieg up to three char-
acters long. Use these codes to select line itdail de the variety of ways detailed below:

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"

This finds any rows where the department code lsegith the character 1.
SELECT * FROM stgactvd WHERE departnment MATCHES "*10*"

This finds any rows where the department code ammtae character string 10 anywhere within it.
SELECT * FROM st gactvd WHERE department MATCHES "?10"

This finds any line item where the department ciostthe characters 10 preceded by any other saoigleacter. It does
not find a department beginning with 10, but ig#n110, 210 and so on.

SELECT * FROM stgactvd WHERE department MATCHES "1[ 1-5]*"

This finds all rows containing department code$ begin with the digit 1, followed by the digitsfirough 5, and then
followed by any other characters. This does nat fiows where the digits 1 through 5 do not immesdyatollow the
beginning digit 1.

Using AND and OR in the Where Clause

You can make your WHERE clause more complicateddiiyg AND and OR as follows:

» AND: Makes the clause more restrictive. In order tsdlected, the data must pass all tests joined dy th
AND clauses.

» OR: Makes the clause less restrictive. To be seletitedjata only need pass one test or the othersyiritax
for the use of AND and OR is:

WHERE col umm_nan®e rel ati onal - operator val ue
AND col um_nane rel ational - operator val ue

or

WHERE col uim_nan®e rel ati onal - operator val ue
OR col um_nane rel ati onal - operator val ue

In the next example, the WHERE clause selects amisg in which the department code begins with tigi d and
whose document number is greater than one hunB@ds in which the department code begins with 1wandse doc-
ument number is less than or equal to 100 areatetted. Rows in which the document number is grehtin one hun-
dred, but in which the department code does nanbeigh 1 are alsmot selected.

SELECT * FROM stgactvd WHERE department MATCHES "1*"
AND doc_no > 100
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In the following example, even more documents atected. All documents in which the department doelgins with 1
are selected because they pass the first tesdditian, all documents with numbers greater tham loandred are
selected because they pass the second test.

SELECT * FROM stgactvd WHERE department MATCHES "1*"
OR doc_no > 100

Note
Even though some documents may pass both tesgsatbenly selectednce.

Using Multiple ANDs and ORs

You can use AND and OR to join any humber of ptsase

SELECT * FROM st gactvd WHERE departnment MATCHES "1*"
AND doc_no > 100

AND orig_journal = "AR'

AND anpunt > 1000

Note

Remember: adding multiple AND statements makesestemore and more restrictive; in order to becdets the row
must meeall of these criteria.

You can also use parentheses to group ANDs and ORs.
SELECT * FROM st gactvd WHERE (departnent MATCHES " 1*"
AND doc_no > 100) OR (orig_journal = "AR'

AND anmount > 1000)

In this test, selected records or rows must eftla@e a department code that begins with 1* andcardent number
greater than 100 or they must have an originahjaucode of AR and an amount greater than 1000.

Improper Useof AND or OR

Remember the AND and the OR are used to join camgl@umn_name relational-operator value phrasésmthe
WHERE clause. It isot used to join separate WHERE clauses or to joineato a single column_name.
Correct:

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
OR doc_no > 100

Incorrect:

SELECT. . .
OR WHERE doc_no > 100

Correct:

SELECT * FROM stgactvd WHERE departnment MATCHES "1*"
OR depart ment MATCHES "*1"
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Incorrect:

SELECT. ..
OR MATCHES "*1"

WHERE Using LIKE

LIKE is a keyword that works almost identicallyMATCHES. The major difference is that it has diéfet wild cards.
Instead of using an asterisk to match charactgrer@ent sign (%) is used. Instead of question smarknatch a single
character, an underscore is used.

SELECT * FROM st gactvd WHERE departnment LIKE "1%

This finds all departments that begin with 1 arelfallowed by any combination of other charactet&E can only be
used for character columns (letters or digits). Valeies used must be enclosed with quotation marks.

WHERE Using BETWEEN

You can use the keyword BETWEEN to indicate that want to select a value between two other values.
SELECT * FROM stgactvd WHERE anount BETWEEN 10 AND 40
This selects all rows in which the amount colums daalue from 10 and 40, inclusive.
When you use BETWEEN, you must use AND, as shovowyeo indicate the second set of values.
Correct:
SELECT * FROM stgactvd WHERE anount BETWEEN 10 AND 40
Incorrect:
SELECT... BETWEEN 10 40

You also must show the values in the proper ord#r tive smallest value first. The wrong examplesdoeet produce an
error message, but no rows are selected.

Correct:
SELECT * FROM stgactvd WHERE anmpunt BETWEEN 10 AND 40
Incorrect:
SELECT... BETWEEN 40 AND 10
You can also use BETWEEN to specify a range ofdatealphanumeric characters.

SELECT * FROM st gactvd WHERE ori g_j our nal
BETWEEN "A" AND "Z"

This query selects all documents with an originarjal code beginning with a capital letter.

WHERE Using IN

Use the keyword IN to compare the value in a colwvith a list of possible values. You could do thene thing using a
series of ORs, but IN makes this somewhat morégstrorward.
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The syntax:
WHERE col um-nane I N (list of val ues)
Here is an example of selection from a list of flaesvalues.

SELECT * FROM st gactvd
WHERE orig_journal IN ("AR',"AP","GQ")

This select statement finds any rows which conddd AP, or GJ in the original journal code column.
It is the same as the following SELECT statement:

SELECT * FROM stgactvd WHERE orig_journal = "AR'

OR orig_journal =" AP"

OR orig_journal ="G"

You can see the advantage of using the IN keyword.

Matching NULL Values

SQL discriminates between a column filled with sgsor zero and one filled with a NULL value. A aolu with a
NULL value has never had any values entered ino itas had those values removed. Spaces or the zeto are not
considered NULL.

You may wish to identify the values that are NULhem selecting records. For this purpose, you haweULL key-
words for use with the WHERE clause.

The syntax:
WHERE col um_nane |'S NULL
For example:
SELECT * FROM stgactvd WHERE departnent |S NULL.

This finds all records in the activity table whichve no department code associated with them.

Using NOT

With many WHERE statement keywords, you can usé&éygvord NOT to select records that act matched by your
selection criteria. NOT can be used with the folloyvkeywords:

« MATCHES
* LIKE

« BETWEEN
« IN

« NULL

For example, if you wanted to find all records watlralue NOT NULL in the department column, usefti®wing:
SELECT * FROM stgactvd WHERE departnent |'S NOT NULL.

finds all the rows with values in the departmertiom
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SELECT * FROM st gactvd WHERE orig_j ournal
NOT IN ("AR',"AP","Q&")

selects all rows that have orig_journal codes @inatnot equal to AR, AP, or GJ

SELECT * FROM st gactvd WHERE depart nment
NOT BETWEEN "A" AND " Z"

selects rows whose department codes do not betinavdgapital letter
SELECT * FROM stgactvd WHERE departnment NOT MATCHES "1*"

selects all rows where the department code doelseym with 1

SELECT * FROM st gactvd WHERE department NOT LI KE " 1%

selects all rows where the department code doelsayi with 1.

Selecting From Multiple Tables

So far, we have shown only SQL queries that taka filam one table. Using the WHERE command youaiso join
two tables together and get related informatiomftbem.

For example, in Fitrix General Ledger, the actiéble, stgactvd, contains the information aboahdae item that is
posted to the system. It does not contain the liafsionation about the document, such as when g evaeated and a gen-
eral description of the document. This informati®im a general reference table for all transastiom the system. This
table is called stxtranr.

To see the document date as well as the informatonit specific line items, select columns fromhbaftthese tables
and join them together using a WHERE clause sodhigtthe related records are selected.

The syntax for joining multiple tables is:

SELECT [t abl e- nane] . col um- nane, [t abl e- nane. ] col um- nane, . . .
FROM t abl e1, table2,...
WHERE t abl el. col utm- nane=t abl e2. col utm- nanme

The WHERE clause causes the SELECT statementumrenly those rows where the specified columnessich table
are identical. The table name after the SELECstaht only needs to be used when the column napeaepin both
tables.

In Fitrix Business, the table name must always be used because wbearotumns carry matching data used for joins,
they are named identically. You can see which cokimeed to be joined in the WHERE clause, by natihigh col-
umns in the two tables have the same name.

Here is an example of a query that returns a fishwounts for the individual lines that make upams$action, selected
from the general ledger activity table, along wviftb corresponding document date and descriptitineofransaction
from the general transaction table.

SELECT stxtranr.doc_no, doc_date, doc_desc, anount
FROM st xtranr, stgactvd

WHERE st xtranr. orig_journal =stgactvd. ori g_j our nal
AND st xtranr.doc_no = stgactvd. doc_no

This selection produces one row for each line was entered under the Update General Journal ofEeeh line con-
tains the document number, the document date g@berigtion of the transaction, and the amount pbfstethat line.
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Notice that doc_no after the SELECT is precedethbytable name, stxtranr. This table name is requiecause doc_no
is used as a column in both tables. Their contar@sdentical, but you need to specify in SQL whihle you want to
use.

Also notice that we did not have to use the tabim@s for doc_date, doc_desc, and amount. Thica@uke these col-
umns only appear in one table or the other.

Joining More Than Two Tables

You can use any number of tables in a SELECT stént more tables are used, you simply extend¥ERE clause
to equate columns within each table.

For example, in Fitrix, there is another table thaltds information about a transaction. This tablstgtranr and it con-
tains information such as the accounting periodyaat for the transaction. If you want to see thisrmation for each
of your activity lines, extend your query to inctuthis third table.

SELECT stxtranr.doc_no, doc_date, doc_desc, acct_period, acct_year, anopunt
FROM st xtranr, stgactvd, stgtranr

WHERE st xtranr. orig_journal =stgactvd. ori g_j ournal

AND stxtranr.orig_journal =stgtranr.orig_journal

AND st xtranr.doc_no = stgactvd. doc_no

AND st xtranr.doc_no = stgtranr. doc_no

Notice that two new columns have been added: aedbgband acct_year. No tables need to be spediietthese col-
umns because they occur only in the table stgt&tgtranr has been added to the FROM clause. THa éllises have
also been duplicated to join the columns from atxtito the matching ones in stgtranr. The choicgbdfanr for the join
in this case was arbitrary since all tables invdlgentain the same keys. Stgactvd could have fustaily been used.
However, this may not always be the case; mangjoiay take place on columns that are unique totecpiar table.
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ORDER BY Command

Use the ORDER BY clause to sort the output. Ifp8amal and can be used in conjunction with anyotiptional
clauses.

The syntax:
ORDER BY col um- nane

Column-name must be an element in the SELECT fisblumns; that is, you cannot ORDER BY a columat thas not
been selected. For example, to see all of the nowt® General Ledger activity table sorted by doent number, use the
following command:

SELECT * FROM st gactvd ORDER BY doc_no
If you want to do the same thing but select ongpecific original journal, use the following comnaan

SELECT * FROM st gact vd
WHERE orig_journal = "AR' ORDER BY doc_no

Sorting By Multiple Columns

You can create sorts within sorts. For examplgoif want to see all order lines organized by odgjaurnal, and within
each original journal, organized by department nemnlsse the following command:

SELECT * FROM st gactvd
ORDER BY orig_journal, doc_no

Using Aggregate Functions

There are a number of special functions that perfoalculations among the rows selected. Theseadlerlcaaggregate
functions because they work on a group of rows. ithey are used, you do not see the individual inemselves, but
the results of the operation on all rows or groofows.

The aggregate keywords and their functions are:
AVG (column-name) Calculates the average of the colspecified for the rows selected.
COUNT (*) Counts the number of rows retrieved by the WRHEEClause.
MAX (column-name) Finds the maximum value in the caolwpecified for the rows selected.
MIN (column-name) Finds the minimum value in the calwspecified for the rows selected.
SUM (column_name) Adds the column specified and tatdits the rows selected.

These aggregate functions are used like column saifter the SELECT keyword. They do not subtotdéssyou use
the GROUP BY clause (explained in the next section)

Correct:
SELECT sum(anount) FROM stgactvd WHERE doc_no = 4

This query produces the total amount for documefitdbes not, however, show the document numbelfit

Incorrect:
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SELECT doc_no, sun{anount) FROM stgactvd

This produces an error requesting a GROUP BY phrase
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GROUP BY Command

This clause gives you subtotals for different gmoprows using aggregate functions. The syntax:

SELECT col um-1ist, aggregate-functi ons FROM t abl e- nane
GROUP BY col um-1i st

For example:

SELECT doc_no, sum(anount) FROM stgactvd
GROUP BY doc_no

This produces a list showing each document numimtize total for that document next to it.

Note
You must have a GROUP BY clause for each columecsedi.

Correct:

SELECT doc_no, acct_no, sun{anmpbunt) FROM stgactvd
GROUP BY doc_no, acct_no

This produces a line for each unique combinatioa dbcument number and an account number. In otbets, you get
the sum for document number one, for the first anc@aumber, then the sum for document number amehé& second
account number, and so on. Yourdi get the sum for a given document number alone.

Incorrect:

SELECT. . .
GROUP BY doc_no

This produces a GROUP BY error because you refetkacct_no in the column selection but did not aéfien the
GROUP BY column list.
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Order Entry Reports

This chapter contains descriptions and exampléseofeports that come standard with O/E. The
following sets of reports are covered, which yoll find on options 3 and 4 of the O/E Main menu.

» Order Status Reports

e Sales History Reports
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Order Satus Reports

The Order Status Reports menu contains a numhepofts that allow you to review activity in yourd@r Entry sys-
tem. These reports provide information on what lgauve on order, salesperson activity, order infoionaby item, and
customer activity. This menu also enables you it pne Order Entry Journal.

The Order Status Reports Menu:

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

File View Exscute Seftings Help

Sl =2 @

Fitrix 5.20
(=1 eEE 4 Order Entry
et = BiE 2 Order Status Reports

3 Accoll iy 7 Qrder ' =) & Print Open Order Summary
4 Orderl s 3 Sales

"

b Frirt Open Qrider Detall
5 Inventt B 4 Setup ¢ Print Salesperson Summary
8 Purche B 7 Multile

7 Multitt &= g admin

d Print Salesperson Detail

& Print Open Order tem Summary
8 Payrnll[“j 9 Setup

g Fu{edfﬂ Exit

a Replenishment

f Print Open Crder ltem Detail

o Print Custormer Order Summary ® Copyright 2007
Fourth Ganaration
Software Salutions, Inc.

5

QbR LB IE R EE P

h Print Custamer Order Detail

EroroocoDERODOD

b Repont Wiiters

& Exit

i Print Order Entry Journal
j Credit Card Reports

Z Print Order Status Detail

&) et

Statuz Idle Socket: sockz2410.0.0 95/20020

After designating the destination for the repdrg system usually prompts you to Enter speciattele? (Y/N): If you
respond by typing N, all outstanding orders forcatomers are printed. If you respond by typirey8election Criteria
Form is displayed, allowing you to narrow your aebf customers and orders.

All of these reports are sorted by order typesykether you enter a special selection or not, ¢épent will show the
credit memos (CRM) first, then debit memos (DBMgn quotes (QUO), then regular orders (REG). If goter Y at
the special selection prompt and then select afspeastomer, the report would show all the CRI28Ms, etc. for that
customer.

For complete instructions on how to print repord ase selection criteria, s€etting Sarted with Fitrix.
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Print Open Order Summary

This menu option prints a summary report that kdteutstanding orders, orders with items thatehaot yet shipped.

Open Order Summary

File Mavigate Help
000D (2
-~

.
Date: 04/10/Z007 Order Status Summary Limited Zelection

Time: ll:E5&:12 DARTE PLUS DISTRIEUTION Page: 1

Orders of type like: REG - Regular Order Stage

Order Document Date Slspsn Type To Ship Stat High Low Open

143 143 03/30/2007 EJ LEG 03/20/2007 ACT ORD ORI 72

Customer: 12 B
15E 15E 03/30/2007 EJ LEG 03/20/2007 ACT ORD ORI in

Customer: 19

157 157 04/04 /2007 EJ LEG 0470672007 ACT ORD EED )

Customer: 1

152 152 04/04 /2007 EJ LEG 0470472007 ACT PET ORI 256

Customer: 1

153 153 04/04 /2007 EJ LEG 0470472007 ACT PET ORI llag

Customer: 1

154 154 04/0&/2007 EJ LEG 0470672007 ACT PBEO EED 1z0

Customer: 12

168 168 04/0%9/2007 Jc LEG 04709/2007 ACT MNEW NEW u}

Customer: 1

leg leg 04/0%9/2007 Jc LEG 04/09/2007 ACT ORD ORI 1E51E

Customer: 1

171 171 04/0%9/2007 EJ LEG 04/09/2007 ACT ORD ORI 94

3 | L
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Print Open Order Detall

This report lists all orders which have items tteshain to be shipped, plus it prints out a comptetgy of these orders
with line item detail

Open Order. Detail

File Mavigate Help
Q00D (&
-~
Date: 0471072007 Order Status Detail Linited Selection
Time: 1ll:E5&:5& DARTE PLUS DISTRIEUTION Page: 1
Orders of type like: REG - Regular Order
Order: 149 0273072007 Doc.: 149 Type: REG Stage: ORD  Status: ACT
To: 12 - CLAZZSIC PARTE UNLIMITED
Payment Method: AR

Entry: bettyb 02/30/2007 10:02:08 Modified: bettyb 02/30/2007 10:02:08
Line Item Code WMarehouse ShipTo Stage Ordered Shipped
1 1211z SEATTLE SHIPTO ORD 1 1
SoldTo: 12 EillTo: 12 Date: 03/30/2007
b4 1211z SEATTLE SHIPTO ORD 1 1
SoldTo: 12 EillTo: 12 Date: 03/30/2007
2 1211z SEATTLE SHIPTO ORD 1 1
SoldTo: 12 EillTo: 12 Date: 03/30/2007
4 12104 SEATTLE SHIPTO ORD 1 1
SoldTo: 12 EillTo: 12 Date: 03/30/2007
£ 12104 SEATTLE SHIPTO ORD 1 1
SoldTo: 12 EillTo: 12 Date: 03/30/2007
& 12104 SEATTLE SHIPTO ORD 1 1
SoldTo: 12 EillTo: 12 Date: 03/30/2007
7 12104 SEATTLE SHIPTO ORD 1 1
HATATA- 17 Bi11TA- 17 Tiata- 070 SFOANT

Pl
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Print Salesperson Summary

This menu option selects all open orders for eadsperson, organized by order type, and pringpart that lists subto-
tals for each customer for each salesperson

File Mavigate Help
000D (2
-~
Date: 04/10/Z007 Salesperson Open Order Summary Limited Zelection
Time: 11:57:48 DARTE PLUS DISTRIEUTION Page: 1
- BILL JOHNZON
Orders of type like: REG - Regular Order
Order Date Type Status Stage Ordered On EBSO Shipped
Customer: 1 ACTION AUTOPARTS
157 0470472007 REG ACT EED 287 66 7.4 o.oo
152 0470472007 REG ACT ORI z,507.85 o.oo z,13z.85
153 0470472007 REG ACT ORI 1,E5E57.85 o.oo 207.85
Total for Customer: 1 ACTION AUTOPARTS
E,0Ez2. 36 7.4 Z,440.70
Customer: 1& CLASEIC PARTE UNLIMITED
143 0272072007 REG ACT ORI 7218 o.oo o.oo
154 0470672007 REG ACT EED 1z3.75 1z3.75 o.oo
171 0470972007 REG ACT ORI 94 Z0 o.oo o.oo
17E 0470972007 REG ACT ORI 1,E75.00 o.oo o.oo
174 0470972007 REG ACT IIC E4.30E o.oo o.oo
Total for Customer: 12 CLASSIC PARTS UNLIMITED
1,627.08 1z3.75 o.oo
= | 28
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Print Salesperson Detail

This menu option selects all open orders for eatdsperson, prints information about each itemamh@rder, and
prints a report that lists subtotals for each austofor each salesperson

9 Print Salesperson Detail

File Mavigate Help

PR

|

Date: 04/10/Z007 Salesperson Open Order Detail Limited Zelection
Time: 11:52:38 DARTE PLUS DISTRIEUTION Page: 1

- BILL JOHNZON
Orders of type like: REG - Regular Order
Item Code TThse Shipto Stage Date Quantity Amount

1 - ACTION AUTOPARTE

157 0470472007 REG ACT EED
12104 SEATTLE WASH ORD 04/04 /2007 1 7.85
EBillto: 1
1211z SEATTLE WASH ORD 04/04 /2007 1 2.37
EBillto: 1
1Z139E SEATTLE WASH ORD 04/04 /2007 1 4.44
EBillto: 1
1zlz8 EDM WASH ORD 04/04 /2007 43 265,54
EBillto: 1
1zlz8 EDM WASH EED 04/04 /2007 1 7.4
EBillto: 1
ALPZEEE SEATTLE WASH ORD 04/04 /2007 1 E33.00
EBillto: 1

Ordered: 287 .66 Shipped: a.oo Backordered: 1
3 | L
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Print Open Order Item Summary

This menu option selects all open orders and psinitgotals for each warehouse for each item tha isrder and prints
a subtotal for each item that is on order.

Open Order ltem Summary

File Mavigate Help

QOO0 | S

|

Date: 04/10/Z007 Items On Order Sunmmary —
Time: 11:53:42 DARTE PLUS DISTRIEUTION Page: 1

Orders of type like: QUO - Quotation
TThse Stage Oldest Newest Ordered Shipped PBackordered Amount

FPMPHZ7 - FRAM PH-Z7 0OIL FILTER

SEATTLE NEW 1272171999 1E/21/18593 E0 u} u} 237.50
Ordered: E37.50 Shipped: a.oo Backordered: a.oo

CM2565774 - GENERAL MOTORE LE-7 ENGINE LONG ELOCE

SEATTLE NEW 1272171999 1E/21/18593 1 u} u} Z,655.00
Ordered: Z,655.00 Shipped: a.oo Backordered: a.oo

HOL2002& - HOLLEY (R) 200-3& MANIFOLD E-Z8 HIGH RISE STYLE

SEATTLE NEW 1272171999 1E/21/18593 £ u} u} 43E.00
Ordered: 43500 Shipped: a.oo Backordered: a.oo

MOTANT - MOTOROLA (R} ON-GLASS ANTENNA

SEATTLE NEW 1272171999 1E/21/18593 in u} u} 233.L0
Ordered: 39950 Shipped: a.oo Backordered: a.oo

NOW2021 - NOVATEL (R) 2031 TRANSPORTAELE PHONE W/ BATTERY & CAREY CASE

SEATTLE NEW 1272171999 1E/21/18593 b4 u} u} E3z.00
Ordered: E3g.00 Shipped: a.oo Backordered: a.oo

Total Orders of type like: QU0 - Quotation
Ordered: 4,449 00 Shipped: a.oo Backordered: a.oo

i) |

|
3

Order Entry Reports ~ 10-7



Fitrix Order Entry User Guide

Print Open Order Item Detail

This menu option selects all unshipped order lin@® open orders, prints a list of selected ord@d grouped by item
number, and provides subtotoals by customer, warsshand item.

Open Order ltem Detail

File Mavigate Help

PR

|

Date: 0471072007 Items On Order Detail
Time: 1Z:00:4& DARTE PLUS DISTRIEUTION

Orders of type like: REG - Regular Order
Order Date Type Humber Customer Ship-to Stage Date Quantity i

12104 - 3CM A SERIES MULSTRIEE

SEATTLE 0273072007 REG 149 1z SHIPTO ORD  02/307E007 1
SEATTLE 0273072007 REG 149 1z SHIPTO ORD  02/307E007 1
SEATTLE 0273072007 REG 149 1z SHIPTO ORD  02/307E007 1
SEATTLE 0273072007 REG 149 1z SHIPTO ORD  02/307E007 1
SEATTLE 0273072007 REG 149 1z SHIPTO ORD  02/307E007 1
SEATTLE 0273072007 REG 149 1z SHIPTO ORD  02/307E007 1
SEATTLE 0273072007 REG 149 1z SHIPTO ORD  02/307E007 1
SEATTLE 0470472007 REG 1E7 1 WASH ORD 0470472007 1
SEATTLE 0470972007 REG 171 1z SHIPTO ORD  04/0572007 1z
SEATTLE 0470972007 REG 1l&2 1 CALIF ORD  04/0572007 1z
SEATTLE 0470972007 REG 174 1z SHIPTO DIC 0470572007 7
SEATTLE 0471072007 REG 120 14 SHIPTO ORD 0471072007 1
SEATTLE 0471072007 REG 12Z 14 SHIPTO ORD 0471072007 b4
¢ | )
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Print Customer Order Summary

This menu option selects all open orders and paittitst of selected orders for each customer akagedubtotals for each
order and for each customer..

9 Print Customer Order Summary

File Mavigate Help
000D (2
-~
Date: 04/10/Z007 Customer Open Order Sunmmary Limited Zelection
Time: 1Z:08:Z8 DARTE PLUS DISTRIEUTION Page: 1
Orders of type like: REG - Regular Order
Order Date Type Status Stage Ordered On EBSO Shipped
Customer: 1 - ACTION AUTOPARTS
171z 0270872007 REG ACT ORI o.oo o.oo
1714 0270872007 REG ACT ORI 1z.00 o.oo o.oo
171k 0270872007 REG ACT ORI 1z.00 o.oo o.oo
1286 0470472007 REG ACT EED 1z.00 1z.00 o.oo
Total for Customer: 1 - ACTION AUTOPARTS
26.00 1z.00 o.oo
Customer: 11 - T&W AUTOSPORT INC
1243 02FZ272007 REG ACT EED 71l3.E1 z40.00 o.oo
Total for Customer: 11 - T&W AUTOSPORT INC
71l3.E1 z40.00 o.oo
Customer: 1& - CLASSIC PARTS UNLIMITELD
1635 020272007 REG ACT ORI 8Z.94 o.oo o.oo
16396 020272007 REG ACT ORI le.t0 o.oo o.oo
1533 0270572007 REG ACT ORI z7.50 o.oo o.oo
3 | L
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Print Customer Order Detall

This menu option selects all open orders and paititst of orders with the status of each ordeg fior each customer as
well as subtotals for each order and for each custo

9 Print Customer Order Detail

File Mavigate Help

000D (2

-~
Date: 04/10/Z007 Customer Open Order Detail B
Time: 1Z:03:45 DARTE PLUS DISTRIEUTION
Orders of type like: REG - Regular Order
Item Code TThse Shipto Billto Stage Date Quantity Amount
1 - ACTION AUTOPARTS
UsD
171z 0270872007 REG ACT ORD
12104 SEATTLE 2121z 1 OFRD 0370872007 1 1z.00
Ordered: 1z_00 Shipped: a.oo Backordered: a.oo
1714 0270872007 REG ACT ORD
12104 SEATTLE 2121z 1 OFRD 0370872007 1 1z.00
Ordered: 1z_00 Shipped: a.oo Backordered: a.oo
171k 0270872007 REG ACT ORD
12104 SEATTLE 2121z 1 OFRD 0370872007 1 1z.00
Ordered: 1z_00 Shipped: a.oo Backordered: a.oo
1286 0470472007 REG ACT PEEO
1211z SEATTLE ACTW1 1 EEO 04/04/2007 1e z40.00
Ordered: £40.00 Shipped: a.oo Backordered: £40.00
Z0ldTe: 1
Ordered: ET76.00 Shipped: a.oo Backordered: £40.00
8 | 28
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Print Order Entry Journal

The Order Entry Journal report provides a daily suary of postings to the Accounts Receivable, InegnptSales of
Inventory, and Cost of Goods Sold accounts withilag range you specify.

File Mavigate Help

QOO0 | S

|

Date: 04/10/Z007 Order Entry Journal
Time: 1Z:11:02 DARTE PLUS DISTRIEUTION Page: 1
EBetween 03/01/2007 and 03/31/2007

Document Date Account Reference
1335 0371372007
110000000-000  ACCOUNTS RECEIVAELE Z6.40 LE
1Z0500000-000 PURCHASE VARIANCE 15.00 CR
402000000-000 ELECTRICAL SALEE 11.40 CR
4ZZ000000-000 FREIGHT CHARGE INCOME 15.00 CR
E00400000-000 PHONE COGE 15.00 LE
13241 0371572007
110000000-000  ACCOUNTS RECEIVAELE z2.10 LE
1z0000000-000 TINVENTORY E.0o CR
Z10000000-000 ACCREUED SALES TAX 1.2 CR
Z10000000-000 ACCREUED SALES TAX -84 CR
401000000-000 STEREQD SALES z0.00 CR
4ZZ000000-000 FREIGHT CHARGE INCOME 1.00 CR
E00100000-000 STERED COGE E.0o LE
1231 03/17/2007
11Z000000-000 CC CARD RECEIVAELE 2.37 LE
1z0000000-000 TINVENTORY z.70 CR
401000000-000 STEREQD SALES 2.37 CR

S
|
3
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Credit Card Reports

See Chapter 6 "Reports” on page 6-14 in Credit @ardessing.
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The SalesHistory Reports Menu

This menu provides options for printing a numbesales history reports. The reports include infdaromeby product,

class, customer, and salesperson, as well asyasdddls register.

9 ¢ m i

2 Accout =
3 Accout B
4 Orderl =
5 Inventt
6 Purch g5
7 Multict B
8 Payrullﬁ

&) Exit

2@

2 Order!
3 Sales
4 Setup
7 Multiler
8 Admin

3 Setup

3 Fired £ 5] Exit

a Replenishment

Fitrix 5. 20 Database: bettyb Printers: Lexmark2flexmark 2

File ‘“iew Ewxecute Seftings Help

0Ll 3 Sales History Reports

a Dally Bales Register

b Product Summary

¢ Product by Date Summary
d Product Detail

e Customer Summary

1 Customer Detail

4 Salesperson Sumrmary

h Salesperson Detail

i Salesperson by Product

[ R R e A |

| Serial Number History
E) K Price variance

&) et

® Copyright 2007
Fourth Generation
Software Solutions, Inc.

| Status dle

Socket: sock224/10.0.0.95/20020

You select the infomation for these reports basethweoices and invoice dates or range of dates.
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Daily Sales Register

The Daily Sales Register report provides a daimmary of sales and allows you to select of invaiates for the report.
Each page corresponds to a specific day, withasiegage showing the Totals for the date rangafmmbc

9 Daily Sales Register

File Mavigate Help

000D (2

|

Date: 04/10/2007 DARTE PLUS DISTRIEUTION
Time: 1E:16:E& Daily Z5ales Register Page: 1
EBetween 03/01/2007 and 03/31/2007

Invoice Sales Amount Tax Freight Cost Marging

Customer: 1

* 23 113, 200,00 o.oo o.oo &4, 20000 45.91
02/Z272007 Total: Sales Amount Tax Freight Cost
113, 200,00 o.oo o.oo &4, 20000

S
|
3
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Product Summary

This report provides a total sales figure for thege of dates you select

product classes for the report.

9 Product Summary

. It allows you to seleetiic invoice dates and

File Mavigate Help

000D (2

Date: 04/10/2007
Time: 12:19:11

Item Class

Product ZHales Summary

PARTS PLUS DISTRIEUTION

Limited Selection

EBetween 03/01/2007 and 03/31/2007

Sales Amount

Gross Margin

|

Page: 1

AUDTIAUDIO0 EQUIPMENT

182,007.32

73,581.32

Sales Amount

Gross Margin

Company Totals for Report Period: 12z,007.38

73,581.32

|~

|
3
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Product by Date Summary

This report provides a summary of sales and allpousto select invoice dates and product classethéoreport. Totals
are provided for each product class you selecfaneach date within each product class.

9 Product by Date Summary

File Mavigate Help

PR

|

Date: 04/10/Z007 Product Sales History
Time: 1Z:z0:12 DARTE PLUS DISTRIEUTION Page: 1
EBetween 03/01/2007 and 03/31/2007

Sales Amount Item Cost Gross Margin

AUDIOAUDIO0 EQUIPMENT

03/2z /2007 113, 200,00 &4, 20000 EE, 000,00
03/2&/2007 EE,EZ07.9E 27,626.00 z4 58192
Grand Totals: Sales Amount Cost  Gross Margin
12Z,007.92 10E, 42600 73,E81.92

) |
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Product Detall

This report provides a summary of sales broken doyvolass. In addition, it shows detail for indival product sales
transactions and allows you to select invoice ditethe report.

9 Product Detail

File Mavigate Help

QOO0 D

Date: 04/10/2007
Time: 12:21:43

Product Sales History Detail
DARTE PLUS DISTRIEUTION
EBetween 03/01/2007 and 03/31/2007

Limited Selection

Page:

1

STH : STOCE ITEM
Invoice Sales Amount Item Cost Gross Margin Item Code
AUDIO AUDIO EQUIPMENT
Customer:1

23 113, 200,00 &4, 20000 EE,000.00 ALPILES
Customer:3

E1 23,950.00 Z1,Z50.00 2,700.00 ALPILES
Customer:3

45 21,Z50.00 16, Z00.00 15,050.00 ALPILES
Customer:1

44 1,007 32 17&.00 821.592 SOMKEZOLL
AUDIO Total: 12Z,007.92 10E, 42600 73,E81.92

STH Totals:

Sales Amount

Item Cost

Gross Margin

182,007.32

10Z,426.00

73,581.32

Grand Totals:

Sales Amount

Item Cost

Gross Margin

182,007.32

10Z,426.00

73,581.32

|~

|
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Customer Summary

The Customer Sales Summary report provides a suynofidales history by customer, for a selected datge. It also
allows you to select invoice dates and customarthforeport.

9 Customer, Summary

File Mavigate Help

000D (2

-~
Date: 04/10/Z007 Customer Sales Sunmmary
Time: 1Z:23:17 DARTE PLUS DISTRIEUTION Page: 1
EBetween 03/01/2007 and 03/31/2007
Sales Amount Gross Margin
1 - ACTION AUTOPARTS
Totals 1z6,33E.78 E3,121.78
12 - CLAZSSIC PARTE UNLIMITED
Totals 23,E87.40 1z,221.10
2 - CENTRAL 4 WHEEL DRIVE INC.
Totals &1,Z00.00 22,750.00
Totals for Report Period EE0,B2E3.18 QL,11F. 88
< 3%
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Customer Detail

The Customer Sales Detail report provides line itltail of sales history by customer. It allows yoselect invoice
dates and customers for the report. Also includeddaily and customer totals for the range or dabesselect.

9 Customer Detail

File Mavigate Help

000D (2

|

Date: 0471072007 Customer Sales Detail
Time: 1Z:24:04 DARTE PLUS DISTRIEUTION Page: 1
EBetween 03/01/2007 and 03/31/2007
Invoice TITtem Sales Amount Gross Margin

1 - ACTION AUTOPARTE

33 ALP3EEE 112,800.00 EE,000.00
03/22/2007 Total: 11%,800._00 EE,000.00

44 12104 35325 117.00

44 12112 1g3. 50 E&._00

44 FPMPH14 6.11 1.88

44 SOMME3011 1,007.32 831.32

44  GM3IFEETT4 L£,000.00 3,125.00
03/26/2007 Total: &,535.78 4,131.78

1 Totals: 126,335.78 £3,131.78

|~
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Salesperson Summary

The Salesperson Sales Summary report providealstdes figure for the range of dates you seleallows selection of
invoice dates and salespeople for the report.

9 Salesperson Summary

File Mavigate Help

000D (2

|

Date: 04/10/Z007 Salesperson Sales Summary
Time: 1Z:z2E:10 DARTE PLUS DISTRIEUTION Page: 1
EBetween 03/01/2007 and 03/31/2007

Sales Amount Gross Margin Sales Perszon
23,E87.40 1Z,221.10 EBJ - BILL JOHNZON
1z6,33E.78 E3,121.782 JC - JIM CARSON
&1,Z00.00 £2,750.00 WM - WILLIAM MILLER
EE0,B2E3.18 QL,11F. 88 Company Totals for Report Period

S
|
3
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Salesper son Detail

The Salesperson Detail report allows selectiomebice dates and salespersons. It provieds a aaddgsis report
including sales figures for each invoice in theed@nge you select, broken down by salesperson.

9 Salesperson Detail

File Mavigate Help
000D (2
-~
Date: 04/10/Z007 Salesperson Sales History Detail
Time: 1Z:2E5:47 DARTE PLUS DISTRIEUTION Page: 1
Eetween 02370172007 and 0373172007
Salesperson: BJ - BILL JOHNZON
Inv HNo Inv Date Customer Sub Total Tax
48 0372772007 12 Z23,E287.40 o.oo
£l 0373172007 12 1,E500.00 o.oo
£z 0373172007 12 1,Z00.00 o.oo
£3 0373172007 12 1,z200.00 1zE.Z0
EJ Total: 23,E87.40 1zE.Z0
) |
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Salesper son By Product

The Salesperson By Product report allows selecionvoice dates and salespersons. It provideses saalysis report
including sales figures for each product in theedange you select, broken down by salesperson.

9 Salesperson by Product

File Mavigate Help

PR

-~
Date: 04/10/2007 DARTE PLUS DISTRIEUTION
Time: 1E:E&6:47 Salesperson Product Sales History Page: 1
Eetween 02370172007 and 0373172007
Sales Amount Gross Margin
EJ EILL JOHNSON
NOH UNENOWN PRODUCT TYPE 23,E87.40 1z,221.10
EJ Totals: 23,E87.40 1z,221.10
Jc JIM CAREON
AUDIO AUDIO EQUIPMENT 1z0,207.92 EE,B821.9Z
ENG UNENOWN PRODUCT TYPE E.000.00 2,1z5.00
NOH UNENOWN PRODUCT TYPE EZ1.7E 172.00
DARTE AUTO PARTS 6.11 1.26
Jc Totals: 1z6,33E.78 E3,121.78
LS WILLIAM MILLER
AUDIO AUDIO EQUIPMENT &1,Z00.00 22,750.00
LS Totals: &1,Z00.00 22,750.00
3 | L
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Serial Number History

This is not a report, but a query screen . Useptigram to research which customer purchased sefizt number con-
trolled merchandise and on what invoice.

Serial Number, History

File Edit WView Mavigation Tools Actions Help
QOB|IOUEREQAINBHN 9O
QA Q@ 0 &®

= Find Prev Mest Browse

Serial Mumber History

LotNe: ] SerialNo:  [14012026

Customer Code: |‘I |
Business Name:  [ACTION AUTOPARTS |
Date:
Irvvoice Mo
Iten Code:  [SONXS3011
40f9

QYR
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Price Variance Report

If you have set up your system to require a mininpuofit percent be met on inventory items (see tdrapn OE Set

Up), this report will list any items sold below thraquired percentage and the user id of the peatsdraccepted the price
on the order.

4 Price Yariance

File Mavigate Help
iDIS00D (&
A~
Date: 0471072007 Price Variance
Time: 12:23:20 PARTS PLUS DISTRIEUTION Page: 1
Eetween 0470172007 and 04/10/2007
Customer Name User ID Item Code Price Charged Price Allowed Variance
1 ACTTION AUTOPARTS bettyb 21065 z.00 251 -.51
1 ACTTION AUTOPARTS bettybh ALP3SEE 300. 00 488 .75 -1laa. 75
1 ACTION AUTOPARTS bettyb ALP3SGG 300.00 488.75 -188.75
v
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The standard Fitrix products have been designed to work with forms manufactured by the Harland company. These forms
can be ordered through the Harland company, at 1-800-346-5316. Sample forms are also available.

Itislikely that your programs have been modified by your data processing department. If thisisthe case, Harland can
design custom forms to your specifications.

The forms, form numbers, and form types are listed below.

NIL:J(;:[)ner Form Type

4GEN1 Invoice Continuous Form
4GEN2 Statement Continuous Form
4GEN3 Picking Ticket Continuous Form
4GEN4 A/P Check Continuous Check
4GEN5S Payroll Check Continuous Check
AGENG6 Invoice Laser Form
4GEN7 Statement Laser Form
AGEN7 Picking Ticket Laser Form
4GEN9 A/P Check Laser Check
4GEN10 Payroll Check Laser Check
4GEN11 Purchase Order Continuous Form
4GEN12 Purchase Order Laser Form

DW2 Double Window Envelopes

DW73 Double Window Envelopes

Forms A-1
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Glossary

Account—An account is a classifying or summarizing deviteepresents a category of transactions that ambss
entity has decided to track. All transactions rdedrin a journal are subsequently posted to twoarne accounts. A
transaction is posted as a debit or credit entantaccount. The difference between the totallafediit entries and
the total of all credit entries posted to a sirageount is referred to as the account’s “balaridegending on the type
of account, an account’s balance is either incibaselecreased by a debit or credit entry (seetBalnid Credits).

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

Example: a basic Chart of Accounts

Table 1: A Basic Chart of Accounts

Number Account Description Type
100000000 | CASH ACCOUNT ASSET
200000000 | ACCOUNTS PAYABLE LIABILITY
300000000 | EQUITY CAPITAL
400000000 | PRODUCT SALES INCOME
500000000 | COST OF GOODS EXPENSE
600000000 | GENERAL EXPENSE| EXPENSE

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

Accounting Periods (General Ledger Periods)-Each business transaction is time-sensitive. ldpstem, a new
accounting period is created every time you clagdtte 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 ohtéhese possible
periods.

Accrual Method—A method of accounting which records revenues apemses in the period in which they are earned
or incurred and not in the period in which they @eeived or paid. Compared to the cash methodadumting, the
accrual method of accounting is more accuratetdnds to be more complex.
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Adding a Row—Adding a row means creating a new row and additmtie table. For example, when you add a new
account to the account table, you are adding atodat table.

Adjusting Entries—Entries that adjust the balances of ledger accoiwulisisting entries are usually made for one of
two reasons. One reason is to record unrecordatssach as revenue earned but not received. Tiee @ason is
to correct accounting errors.

Age—The number of days between the date on a partidolewment and the “aging date.” When processinagimg
report, the system prompts for the aging datepdes determines which date to use as an aging (&ste.Customer
Aging. See also Vendor Aging.)

Alphanumeric field—An alphanumeric field is a field whose entries cansist of any combination of letters and
numbers.

Asset Account—Assets are things of value possessed by a busiBash.in a bank account is an asset, as is accounts
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 trangaws or ledger balances.

Automatic Reorder—The process of generating purchase orders for toveitems whose quantity falls below the
reorder point.

Average Cost—Average cost is a method of calculating the costwéntory items by averaging the per unit cosalof
items currently in stock.

Backorder—If items are out of stock, these items can be putaxk order. When the item comes in, it is usually
shipped. The backorder document is a modified warsf the original sales order and represents sgeagent to
ship the item as soon as the item becomes available

Backup—In computer terms, backup refers to the proces®pying computer files. These copies are usuallgieria
diskette or tape. File backups are insurance agsystem failure.

Balance—The balance of an account is equal to the sumeofiéiit and credit postings to the account. Accoarg in
balance if the total debits are equal to the tortadlits.

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

Balance Sheet—Fhe balance sheet shows the current financial tionddf a company. The balance sheet lists assets,
liabilities, and capital. It is usually totaledtiwo main sections. The first section totals asséis. second totals
liabilities and capital. Assets must always eqiaddilities plus capital.

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

Blanket Release—A blanket release is a document that is a subsgtafer blanket order. It represents a single
shipment for an order that comprises multiple slapts.

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

Cash Method—A method of accounting which records revenues apeém@ses in the period in which they are received
or paid and not in the period in which they areedror incurred. Compared to the accrual meth@tobunting, the
cash method is less complex and often used by entalkinesses.
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Cash Receipt—Money received as payment for goods or servicesAcash receipt is a payment that applies to an
outstanding invoice. A non-A/R cash receipt is grpant that does not apply to an outstanding invaiceon-A/R
receipt may not even apply to a customer’s account.

Cash Receipts Journal—Ffhe cash receipts journal is the journal into whatllcash receipts activity is recorded, thus
affecting the balances of accounts in the recee/iuger.

Chart of Accounts—A “chart” is a list of accounts. A chart of accosiimicludes all the different accounts used in
summarizing the transactions and current conditioa business.

Check Journal/Cash Disbursement JournakThis is the journal into which all cash disbursetseactivity is recorded,
thus affecting the balances of accounts in the lgayladger.

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

Cost of Goods (COG) Accounts—Fhese are expense accounts; they track the ctdst shme products whose revenues
are recorded in sales accounts. In other wordsethecounts record the cost of those products whe&ebompany
sells. This cost is recorded at the time of safe Balance of these accounts is increased witlhiaaled decreased
with a credit.

Count Adjustment Account—This is a balancing account that is posted to wherinventory 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 locasan a warehouse(s) to be used by personnel cguntin
inventory.

Credit—The term credit can refer to two different thinggpdnding on its usage. If used in reference todedgcounts,
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 acknowledgmenawient. When
a customer pays you, you credit that customer’s@auc When you pay a vendor, that vendor credits yocount.

Credit Memo—If referring to customer accounts, a credit menferseto 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. Youidees are creditors when you owe them money.

Current Accounting Period or General Ledger Period—This is the accounting period for which you arerently
posting transactions.

Current Assets—Current assets are assets that are normally usédring the operating cycle of a business (usuaily
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 baance of a customer or ledger account. A
summary of activity shows all transactions affegtihose balances in the current period.

Customer Aging—The customer aging shows how long any open iterms haen on the books and how much of a
customer’s debt falls into various aging categoflémse aging categories reflect progressively merius levels
of overdue payment.
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Customer Balance—The customer balance is the amount owed by or davaccustomer. If the customer owes you
money, he is said to have a debit balance. If yo@ bim money, he is said to have a credit balaficaistomer
balance is the total of his current open items.

Customer Terms—Customer terms are the conditions under which ypeet payment from the customer. Customer
terms typically include the period of time withirhigh you expect to be paid, any discounts alloveedeairly
payment, and the time frame within which such diste are allowed.

Database—A database is all the related information withicoanputer system to which you have access in ome for
another.

Debit—The term debit can refer to two different thingpeleding on its usage. If used in reference to ledgeounts, a
debit refers to an entry that increases or decsem$edger account. Some accounts are increaseehlitg while
others are decreased by debits. How a credit at dffbcts the balance of an account depends otyfieeof account
involved. If used in reference to customer accqumten a customer purchases goods from you, you tthelb
customer’s account. When you purchase goods freemndor, the vendor debits your account.

Debit Memo—If used in reference to a customer account, a dedibo refers to a document notifying the custornat t
his account has been debited (increased).

Debits and Credits—Each transaction entered into a journal, and eadigtposted to the subsidiary and general ledgers,
consists of debit and credit entries to two or mamweounts. A ledger account balance is the diffexdretween all
debit postings to that account and all credit posti Whether a debit or credit posting to an actmaneases or
decreases the account balance depends on theftgpecnint.

The basic accounting equation @&ssets = liabilities + capital Accounts (assets) on the left side of the acéognt
equation are increased with a debit. Those on itite side (liabilities and capital) are increaseithwa credit.

Retained earnings is a type of capital accounemae and expense accounts are a subset of retn@adgs. Reve-
nues increase retained earnings, and because |l capiaunts are increased with a credit, revenuewtds are
increased with a credit. Similarly, expense accoutgcrease retained earnings and capital accotmideareased
with a debit. Therefore, expense accounts are asexc with a debit.

Deleting a Row—Deleting a row is the process of removing it frdre tomputer database after it has been added or
updated.

Department Code—A three-character department code identifies whicbfit center” an account belongs to. If you are
not using profit centers, the default departmendieds “000.” Refer to the entry for Profit Centéss an example of
the use of department codes to set up profit cemtghin a company.

Document—Transactions entered in the Fourth Generagigsiness system are referred to as “documents.” Different
journals (accounts receivable, accounts payablesample) may be used to record different typesdoofuments.
Documents consist of debit and credit entries @ d&wmore ledger accounts. In order to save a deatjnthat
document must be in balance; that is, the totallafebit entries must equal the total of all cteglitries.

Drop Ship Order—This is an order that is shipped directly to youstomer. The items ordered never enter your
warehouse. The items go directly from your vendoydur customer.

Employee Code—Each employee in the Payroll system is identifigpglunique six-character code. Although an
employee’s name and social security number carsée 1o sort and view data on an employee, the graploode is
the key used throughout the Payroll system to wefigidentify an employee.

Employee Type—Each employee in the Payroll system can be assdareth an employee type which is identified by a
unique six-character code. The employee type pesvatcess to default setup values for the emplayeeprovides
a means for grouping employees.
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Expense Accounts—Expense accounts are used to track the cost ofj disiness. They are a subset of retained
earnings (a capital account). At the end of a pkoittime (usually a year) the difference betwdentotal of all
income account balances and the total of all expansount balances is calculated and that balartcansferred to
retained earnings. After transferring this figueétained earnings, the balance of each incomegmehse account
is set to zero. Capital accounts are decreasedadbit. Because expenses decrease capital, expersunts are
increased with a debit.

Field—A field is a data-entry or display area on a fofnfield may or may not correspond to what is adtustiored in a
table in the database.

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

Finance Charges—Finance charges are charges made by a vendor again®r made by you against a customer, for
non-payment of an amount due. Finance chargessareharges made against the account because thieptyas
not made according to the established terms.

Flat Rate—A value applied on a per-payment basis. Unlikeragrgtage rate, which calculates a specified prapodf
an amount, a flat rate ignores the exact valub@Bimount, treating it as a single payment to whishgle unit of
the “rate” value is applied. Thus the “calculatedlue due to a flat rate is the same each tinsedpplied.

FOB—FOB stands for “free on board” or “freight on bodrtihe FOB point determines when the title to adarct
changes hands; that is, it determines at what plegnbuyer assumes ownership of a product. FOB some—but
does not necessarily—affects who pays the freightges for shipping a product. In some busine$gesdller pays
freight up to the FOB point and the buyer pays ftbmFOB point. Similarly, in some businesses @8 point
determines who pays insurance on the shipment.

Form—A form is the template into which information istered. A form may combine information from several
different tables, usually lines of information frarftheader” table at the top of the form and sdvweras from a
“detail” table at the bottom.

General Journal—The most basic type of journal in an accountindesyss the general journal. It may be the only
journal. Transactions which consist of a debitttieast one account and a credit to at least affer@ght) account are
entered in such a journal. Ultimately each trarisads posted from the general journal to a genledder account.

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

Income Accounts—T hese accounts are used to track revenues. Salesnds, for example, are a type of income
account. They are a subset of retained earningap#al account). At the end of a period of timsually a year) the
difference between the total of all income accdaatnces and the total of all expense account bedais calculated
and that balance is transferred to retained easniffyer transferring this figure to retained eags, the balance of
each income and expense account is set to zerdaCaqrounts are increased with a credit and dee with a
debit. Because revenue increases capital, incoomuats are increased with a credit.

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

Income Statement—The income statement (also referred to as a “paoiit loss” statement) records the changes in
equity associated with business operations foreaifipd period of time. This statement lists theereues and
expenses and the difference between them for agefitime. The difference between revenues andresgs is
referred to as a net profit or a net loss.
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Inventory Account—This is the current assets account that reprefiemtgalue of the goods in stock.

Inventory Adjustment Account—This is the ledger account that balances changéds teathe inventory account
balance that do not result from sales, returnpuochases.

Inventory Control (I/C)— This is the system for tracking goods stored fée s@customers, including calculation of
costs and prices.

Inventory Item— This is a single unit of merchandise from inventory
Item Code—An item code is a unique alphanumeric string idgimt) a type of inventory item.

Journal—Journals are used to sequentially record busimagsdctions. Each transaction consists of a delait feast
one account and a credit to at least one (diff¢i@etount. Journal entries are posted to ledgeyuats; therefore,
every entry made in a journal ultimately has aeafbn the balance of two or more ledger accodfrtsaccounting
system may include multiple journals, each use@t¢ord a specific type of transaction. The mosidigpe of
journal is the general journal. In addition theraynbe an accounts receivable journal, an accoayishte journal,
and so on.

Ledger—A ledger consists of a group of accounts and defdtcredit entries representing transactions ffedttahe
account balance. A group of accounts is calledigde The general ledger includes all accountsdigt the chart of
accounts. Subsidiary ledgers comprise subset®adfttart of accounts. The accounts receivable leflyeexample,
comprises all customer accounts. The total ofut@mer account balances equals the balance actueints
receivable ledger account.

Liability Accounts— Liabilities are debts or anything that is owed.Hilidy accounts are increased by a credit and
decreased by a debit.

LIFO— “Last-In First-Out” is one of several methods ofcedating the cost of inventory items. With the OFmethod
those inventory items “last in” (most recently puased) are considered the “first out” (first tododd).

Open Item Customers—Statements for open item customers show each adtetainvoice and payments are applied to
a specific invoice. In contrast, balance forwaateshents show only the transactions that affecttinent period.
For balance forward customers, payments are apiidte oldest invoices first.

Open Iltems—Open items are posted invoices that contain oudstgrbalances representing amounts owed by
customers or due to vendors. A document is coreitdan open item until that balance is 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—Fhere are four common types of payable documentsnédor invoice, a cash disbursement, a
vendor credit, and a vendor debit.

Payable Ledger—A payable ledger is the ledger that includes aldabcounts affected by accounts payable
transactions—invoices, cash disbursements, andovemedits and debits.

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

Payroll Document—A payroll document is the complete record of a plydisbursement. This document includes an
employee’s gross income, deductions, net incone eamployer obligations, as well as the related aeting data
for the document.

Payroll Income—Payroll income comprises wages, reimbursementsgasit outlays recorded as part of a payroll entry.
Payroll income normally is an operating expense.
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Payroll Journal—The payroll journal is the journal into which allyroll activity—paychecks, income, deductions, and
employer obligations—is recorded. When posted,dbtity affects the balance of accounts in thgrplhledger.

Payroll Ledger—A payroll ledger is the ledger that includes a8 ttcounts affected by posted payroll transactions—
paychecks, income, withholding, and incurred ollayes.

Payroll Obligation—An employer liability resulting from a payroll traaction, such as withholding federal taxes from
an employee’s paycheck.

Posting—Posting is the process of transferring transactidnsuments) from the journal to the ledger.

Posting Sequence Numbers-All processes which “post” entered data into aagjerarea for completed documents have
reports that feature a posting sequence numbeseliembers are used to keep track of reports lioatd be
permanently stored in your records. Each of theperts has its own sequence of posting numbers.

Prepaid Asset—This is an asset that you have paid for, but nbteeeived.

Profit Center—A “profit center” identifies a part of a companyr fehich profits can be calculated separately. Sates
expenses for that division are designated with @g@tment” number.

Table 2: Simple Account Chart with Two Profit Centas

Number Dept Account Description Type
100000000 CASH IN BANK ASET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 | 100| PRODUCT SALES INCOME
400000000 | 200, PRODUCT SALES INCOME
450000000 | 100| SERVICE SALES INCOME
450000000 | 200, SERVICE SALES INCOME
500000000 | 100| COST OF GOODS EXPENSE
500000000 | 200| COST OF GOODS EXPENSE
600000000 | 100| GENERAL EXPENSE = EXPENSE
600000000 | 200| GENREXPENSE EXPENSE

Purchase Order—A purchase order represents the purchase of metiggafiom a vendor.

Purchasing—The purchasing system is one of sevei#tix modules. It provides an automated method for track
purchases, tracking receiving, and projecting caghirements.

Receivable Documents—Fhere are four common types of receivable documartsstomer invoice, a customer cash
receipt, a customer credit, and a customer debit.
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Receivable Journal—The receivable journal is the journal into whichaadcounts receivable transactions—invoicing,
credits, and debits—are recorded. When postede thassactions affect the balance of accountsamebeivable
ledger.

Receivable Ledger-A receivable ledger is the ledger that includestelaccounts affected by accounts receivable
transactions—invoices, cash receipts, and custaeneelits and debits.

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

Row—aA row is one set of specific information withinabte. For example, an account table contains alitformation
about a single account in an account row. An actctalote contains as many rows as there are differegounts.

Statement—The customer statement shows the current actioita fgiven customer. The statement shows outstgndin
invoices, recent payments, credits, and debitdatistomer’s account.

Store or Record—Recording or storing a row is the process of saitimgthe computer database after it has beendadde
or updated.

Table—A table is where information is stored in a computegiven table contains only a specific type mfbrmation.
For example, an account table contains the diffesales and expense accounts used by the system.

Transaction—A transaction is an event that is recorded in twanting records. Typically, such an event invslthe
transfer of money, product, or services. Each tretien entered in thBusiness system is referred to as a
“document.”

Trial Balance—This is a work sheet used as a preliminary steyeterating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its dleimd credit balance. The total of all debit baksishould equal the
total of all credit balances.

Update—Updating a table is the process of changing rovikiwit. Whenever you change a description in tteoant
table, for example, you are updating a row witthiat table.

Vendor Accounts—Though not an “account” in the general ledger seasendor account is used to summarize what a
vendor is owed at a particular point in time. A @eris account is summarized by an aging statement.

Vendor Activity— Activity refers to any transaction involving a vemdhat affects the balance of a vendor or ledger
account. A summary of activity shows all transawiaffecting those balances over a specified perfiditne.

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

Vendor aging reports can be setup to “age” in tiffeieent ways. In the first, an aging report cam putstanding ven-
dor invoices into categories, ranging from thoserantly 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 outstguvéndor invoices into categories, ranging frdvose currently
due to those that will be due in the future. Tlejsart is a projection of cash requirements. In ¢hise, the aging cat-
egories reflect amounts due farther in the future.

Vendor Balance—T he vendor balance is the amount owed to or oweal \gndor. If you owe a vendor money, the
vendor’s account has a credit balance. If the vende@s you money, the vendor’s account has a thakdnce. A
vendor’s balance is the sum of all open items pertg to that vendor.

Vendor Terms—Vendor “terms” are the conditions under which tle@dor expects payment from you. Vendor terms
typically include the period of time within whicloy expect to pay that vendor’s invoices, any disteallowed for
early payment, and the time frame within which sdidtounts are allowed.
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Update Debit/Credit Reasons 5-4
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Update Kit Definitions 5-15
Update Line Type Definitions 5-4
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Update Shipped Quantities 5-2
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OR 9-6
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Statement Cycle 4-30
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Update Checking Accounts 2-13
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