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Introduction to Purchasing

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

<  Highlights of Fitrix Purchasing
«  Purchasing features/ function highlights
* Introduction to purchasing

e Overview of the Purchasing module

Introduction to Purchasing 1-1
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Purchasing—Highlights

An efficient and robust Purchasing module is kayalbdistributors. If you don’t track who you bfpm, what you buy
from them, the cost items are purchased for, amdlbng it will take get to you, it will be imposdéto keep your
shelves stocked and service your customers. Nahdgahis information leads to procedural ineffiatés, inferior cus-
tomer service, and reduced profitability.

When Fitrix Purchasing is integrated with Fitrixéntory Control, Replenishment, Order Entry, AcdsuPayable, and
General Ledger you have a comprehensive purchagstgm that will track your purchases from the mointleey are
ordered to the moment your vendor invoices you. dien order report lets you know what is comingrid when; the
receipt of merchandise updates your quantity om hfilfs customer back orders, and accrues thdliliabo your vendor
in the GL; the receipt flows through to Accounty&ae when the vendor invoice is received so yewsasured you will
always only pay for what you received.

1-2 Introduction to Purchasing
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Purchasing Features/Functions

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

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

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

Requisitions— automatic creation of requisitions for custotnack orders that in turn create purchase orders to
your vendors.

Drop Shipments— by specifying in order entry via order type ragiship customer order automatically creates a
vendor purchase order to your preferred vendooat gontract cost.

Automatic Reordering — if the Replenishment module is also in use, lpase orders will be created automati-
cally for items that fall below user specified réer levels.

Ship Dates— when you enter a purchase order you can enteritwtas confirmed with, the date is was con-
firmed, and the required ship date. You also hheeability to enter varying required ship datedibg item.
When the purchase order ships you can enter tha sixgo date. All this information helps your custr service
department keep your customers informed as toastatus of any items they may have on back axitbryour
company.

Automatic Release of Customer Back Orde+ when purchase orders are received, in addibaptiating your
guantity on hand and General Ledger, any itemsaok brder will be released in oldest order daterd

Interface with Accounts Payable- when you receive the vendor inovice there isi@ed to enter the purchase
information again to record the liability. Simplyitig up the PO, enter the invoice number and daté,post to
Accounts Payable thereby creating an open paytrtetd the vendor. If there are any variances &t between
the purchase order cost and invoice cost, thedéeavlisted on the Price Change report for youreav

Reporting

Open Purchase Order Summary By PO Number, Buy&femdor
Open Purchase Order Detail By PO Number, Buyeveoidor
Goods Received By GL Code

Price Change Report (PO vs. Vendor Invoice)

Expected Receipts Report

Direct/Drop Ship Status Report

Requisitions Created From Order Entry

GL Activity by Account Number for Purchase Transaigs Only

Introduction to Purchasing 1-3
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Introduction

The cycle of activity within Fitrix Purchasing hte following pattern:

P/O
Setup

'

P/O
Transactions

fy

P/O
Reports

1. Setupmust be complete before you do any transactioogsging.

2. Transaction Processingequires that you enter all transactions, cheeknthgainst an edit list, and then post to led-
ger accounts.

3. Reports are used to track purchasing transactions so gourecognize trends and make decisions based ea the
trends.

Purchase Order Setup

Purchase Order setup has several steps, and tHeenoifrsteps depends on if you already have yompemy set up to
use Fitrix Accounting or if this is a brand newwgetFor information on basic Company Setup, see

Module-specific setup activities vary from moduentodule. A module setup may include the followidgsignating
default ledger accounts for the module and entespen items, entering account groups, enteringpouests or vendors,
entering Ship-To and Pay-To addresses, etc.

Transaction Processing

Transaction processing is the day-to-day handlfrdpouments. It consists of three separate prosesséering and
updating documents, checking edit lists, and pgsdimcuments.
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A transaction is initiated by entering a documéigich screen for entering documents shows the legdgeunts that will
be affected by the document and provides fieldefdering other relevant information about the daoent (e.g., for
Accounts Receivable invoices, a Ship-To addressigemiscellaneous charges, sales taxes, etc.k @document has
been entered into the system, it may be updatadyatime prior to posting.

Checking the Edit List

After a certain period in which documents have bexaered, the next step is to print and check @Hisidof these trans-
actions. This list simply shows all documents catlsein the system waiting to be posted (e.g., RDsices, receipts).
The edit list shows which ledger accounts will b@uated and what effect each document will havéhem, along with

other information about each document. If you fimdtakes in the transactions on this edit list, gan make corrections
through the document entry form, and then run thelist again. Any errors that will prevent thegtiog of a document
are stated on the edit list, e.g., “Document daddalance,” “Setup not complete,” “Account not Mok’ etc.

You can print and check an edit list as many tiaeeecessary, and you must print at least oneqoaintent before post-
ing can take place. Also, if a document on anleslits corrected via the entry form, an edit listist be run again before
posting.

Posting Documents

Posting puts documents into activity tables for@emeral Ledger and for each separate module. &opaost documents
at any time after printing an edit list, and you g@st as many times within a period as necessary.

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

If an incorrect document is posted, the only wayrido the error is to enter and post a reversity.gnce documents
are posted, they can no longer be updated thrdwgtdcument input screen.

Besides the posting of documents, the posting ¢iperenay also include adding or updating balannespien item

tables. After one or more postings, you can geaeggiorts to show the activity for a given peri8dch reports are usu-
ally run at the end of the period.

Purchasing Terms

e A/P: Accounts Payable

» Approval: Each requested item must be approved beforeibeaconverted to a purchase order. This is accom-
plished by entering an approver code for each sitipn. In order for the approval to be valid thgpeoval level
of the approver must be higher than the approval lef the requestor.

e Approver: Each requestor in the system is assigned an ag@idevel. This level is designated by a numbeniro
0-9. An approver is a person who has an approval légher than that of the requestor.

« Buyer: Buyers, or Purchasing Agents, are the users afytbem authorized to assign vendors, create psgecha
orders, and maintain the vendor-item catalog.

* General Ledger account:There are a number of G/L accounts used by thehBsing system:

Difference—Differences between ordered and invoiced amounts
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1-6

Capital—Capital purchase

Cash—Cash account

Freight—Freight charges

Inventory—Inventory asset value

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

Supplies—Supplies expense

Services—Services expense

Trade Discount—Discount amounts

Inventory: Items entered into the Fitrix Inventory Controbdule are recognized by the Fitrix Purchasing mod-
ule as stockkeeping items. When goods are recetivednventory on-hand quantities are adjusted raiagly.

Invoice: Vendors will provide an invoice for the goods puaséd. Matching of these invoices with outstanding
purchase orders affords control over payables.pbiséing of vendor invoices incurs Accounts Paydiblglities.

Item: Items to be purchased are referenced by an assitgnedode. It is also possible to purchase itdratdre
not pre-assigned, but when this option is exergisedsiderable control over the purchasing funciiay be
lost.

Line Type: Each item being purchased falls into one of tlleong categories:
CAP—Capital purchases

NON—Nonstock or non-inventory items

SER—Services

STK—Stock or Inventory items

STN—Stock treated as nonstock

SUP—Supplies

Order Type: There are two types of purchase orders which eagnbered:
REG—Regular purchase orders

DIR—Direct Shipment (with Order Entry)

DRN: Direct shipment non-stock (with Order Entry)

DRS: Direct shipment stock (with Order Entry)

Purchase Order: To provide control over the purchasing functiond é&m allow accurate communication with
your company’s suppliers, it is necessary to crpatehase orders. These are detailed requestseahipment
of goods to be purchased by your company from émglor.

Receipt: When items ordered are received, they must bedatald against outstanding purchase orders. At this
point in the purchasing process, an outstanditglitiais incurred and your asset or expense actoare
adjusted to reflect the goods purchased.
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Receiving Report:In order to notify your receiving locations of gtsoexpected to be delivered, a receiving
report is created for each location. This repotaifiethe items, quantities, expected dates, andars involved
in the expected receipt of goods.

Requestor: Anyone in your organization authorized to requteshs for purchase needs to be assigned a
requestor code and approval level.

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

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

Once the purchasing module is set up, you canerequisitions and purchase orders, receive gaoeate invoices,
and produce reports. Below is a brief overviewhalse aspects, which we will expound on in lateptdra.

Setup

Setup involves two processes. First is CompanySethich is common to all Fitrix Accounting modukesd is covered
in the beginning manuaBetting Sarted with Fitrix. Company setup (basefiles) is done only oncedaor gntire system.
If you are adding Fitrix Purchasing to any existifiggix Accounting modules, you don’t have to dowquany setup. If
this is a new install, consult your Fitrix Partroeryour system administrator.

The second process is Purchasing setup, whichvies@ntering reference information using the optiom the Purchas-
ing Setup menu. You enter the reference informatigdhe order shown below.

Purchasing Reference File Setup

Update Order Type Definitions (4-c-a)
Update Line Type Definitions (4-c-b)
Update Buyer Definitions (4-c-c)
Update Warehouse Definitions (4-c-d)
Update Requestor Definitions (4-c-e)
Update Vendor Information (4-e)
Update PayTo Information (4-f)

Update Non-Inventory Items (4-g-a)

© ©®© N o 0o~ w bdh P

Update Item Catalog (4-g-b)
10. Update Vendor Catalog (4-g-c)
11. Update Purchasing Defaults (4-a)

Requisitions

With the Requisitions menu, personnel throughoulryyganization can create requisitions for goaus services they
need. These requisitions are in the system, wtaomtake printed requisitions unnecessary; howaweguisitions print
option is available.

If you have Fitrix Order Entry installed, Purchagis linked to it and backorders created as are$slales can be trans-
ferred to requisitions.

Within the Purchasing module you set up an authtidm hierarchy to allow certain individuals to laottize requisitions.
Designated buyers then assign vendors to eacltdimeon requisitions and create purchase orders the authorized
requisitions.
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You can assign vendors and authorize requisitimnitems using the Assign Vendor feature, whicbvedl you to call up
the requisition and deal with the line items indivally.

Requisition Processing Options

« Update Requisitions (1-a)

e Print Requisitions (1-b)

e Assign Vendors (1-c)

e Create PO from Requisitions (1-d)
e Print O/E Item Requests (1-e)

e Create O/E Requisitions (1-f)

Purchase Orders

An authorized buyer can create a purchase ordecttliror can generate purchase orders from aleftthorized requi-
sition line items that have a vendor assigned eémthThe Create PO from Requisitions option takkeauthorized requi-
sitions that have a vendor assigned and createb&@sl on vendors.

You use the PO Maintenance menu to create POglglieetd to update existing POs. In addition, itt@dms options for
printing out the list of items you expect to reegieptions for receiving those items, and optiardrivoicing those
items to your Accounts Payable.

In general, a pattern for transaction processingpdate- Print— Post. For PO processing, you update and print pur-
chase orders, but you don'’t post. For receiptsAdRdnvoices, you update the receipts or invoigemt edit lists, and
then post the receipts or invoices. You use thomogthelow to perform these transactions.

PO Processing Options

« Update Purchase Orders (2-a)
e Print Purchase Orders (2-b)

e Print Expected Receipts (2-c)
* Update Receipts (2-d)

e Print Receipts Edit List (2-e)

e Post Receipts (2-f)

« Update A/P Invoice (2-9)

« Print Invoices Edit List (2-h)

e Post Invoices (2-i)
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Reports

Fitrix Purchasing comes with a standard set of ispthat allow you to track your purchasing acgivitith summary and
detail reports. These reports can be sorted by eurblyer, or vendor, and purchasing detail repratsbe sorted by
item code or G/L code. You will also find reports fjoods received, price changes, and direct siligrstatus.

Report Printing Options

* Order Summary by PO Number (3-a-a)
* Order Summary by Buyer (3-a-b)
e Order Summary by Vendor (3-a-c)
* Order Detail by PO Num (3-b-a)

* Order Detail by Buyer (3-b-b)

e Order Detail by Vendor (3-b-c)

* Order Detail by Item Code (3-b-d)
* Order Detail by G/L Code (3-b-e)
» Goods Recvd by G/L Code (3-c)

» Price Change Report (3-d)

» Direct Ship Status (3-e)

e Purchase Journal (3-f)

You can run the reports on this menu anytime agénp is complete and you have transaction datd#aas reporting.
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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.

Company Setup Menu 2-7



Fitrix Purchasing User Guide

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.
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Checking Accounts

If Fitrix Accounts Payable is installed on your s, cash accounts from which you issue checkbea®t up as check-
ing accounts. This will allow you to use the A/Reck reconciliation feature. See Chapter 5 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 mititilevel tax. Multilevel taxes are used to
assign up to four tax codes to a single line item.
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The Multilevel Tax M enu

ix 5.20 Database: sample Printers: Lexmark2/ exmark 2

Fie Vien Erecue Selings Help

slemER

Fitrix 5.20
[FRRLE 2 Accounts Receivable
LBt -~ BRECLET 7 Multilevel Tax

3 Accolt (5 2 Custo a Update Multilevel Tax Codas

4 Orderl i 3 Setup b Update Mulilevel Tax Periods

5 Invertt sy 7 wutie' (& ¢ Update Mulilevel Tax Groups

B Furch:

8 Admin (=) o Print Multilevel Tax Codes
7 MUMEL g @ Getun [ PrintMultleve] Tax Groups
3POIS] Exit & 1 Printhuliievel Tax Analysis
9 Fired Assels SEn ; © Copyright 2007
a Replenishment

S Exit

coooOoERED

Fourth Caneration
Softwar Solutions, Inc.

| stats e 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 featuresisdiin 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, &efbre you set up your default files.

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

The Multilevel Tax Code menu:

& Update Multilevel Tax Codes g@@

File Edit Wiew Mavigation Tools Actions Help
OB O] ! EEBH SO

A6 9 @ =
Find Prev Mest Add Update Delete Browse

Multilewvel Tax Codes
Mulllevel Tax Code: [KINGEO

Multilewel Tax Rate: | 4.000]
Description: §EDUNTY OF KIijG T
e, IUSA ARSEARIS
Province / State : WA |
Diepartment: T &
Include Tax 'with Asset/Expense: N_
A/R Tayhccowt: | 210000000 2, | [BECRUED SALES Tk
A/R Discount Tax Account: . 2‘;-00-00_00-0- f ACCR LES TAX
AP Tax Account: | ES:BE:DD:DDD : |
AP Digcount Tax Account: . £38500000 | [SALES Tax EXPENSE
50f10

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 diggion appears when you use the Zoom feature.

4. Country:

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

Multilevel Tax 3-3



Fitrix Accounts Payable User Guide

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:

Multilevel Tax
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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 mmgnu 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 resault 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
EER BB 500ED 90

HOLMVEXE

i Find Prey Mest &dd Update Delete Browse

Multilevel Tax Periods
Company Name: |PARTS PLUS DISTRIBUTION

: Period Feriod vear Start D ate End Date |
1] 2007 01401 /2007 |01/31/2007
|02 2007 02/01/2007 |D2/28/2007
|03 2007 03/01/2007 |03/31/2007
| 04 2007 04/01/2007 |04/30/2007
|05 2007 05/01/2007 |08/31/2007
| O 2007 040142007 |0B/30/2007
|07 2007 07/01/2007 |07/31/2007
| 08 2007 08/01/2007 |08/31/2007
|09 2007 09/01/2007 |09/30/2007
|10 2007 (1040142007 110431 /2007
|11 2007 (1170142007 (1143042007 v
Tof1

-

[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 next 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. ladét to the end of the month entered for the size:.
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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 associatedtvtin in a given tax
group.

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

Note

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

Accounts Receivable:

« Update Receivable Documents

e Update Receivable Defaults

e Update Customer Information
Accounts Payable:

e 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 - Cumulative
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)

3-8
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Print Multilevel Tax Codes

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

This program prints the information entered throlgdate Multilevel Tax Groups.
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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 thgézdiccount, a description of the tax code, amdedh 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 amou
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Set Up Purchasing

This chapter describes the menu options, formdialtu$ used to set up the Purchasing module.
Purchasing setup must be done after Company satupefore actual Purchasing transaction pro-
cessing.

Company setup is covered in this manual and thenbeg manualGetting Sarted with Fitrix,

and may already be done if you are currently ubiitvix products. Company setup establishes
“basefiles” such as, company information, chara@founts, account numbers, etc., which can be
set up from any module.

You need to set up reference files for the Purcigasiodule. These reference files contain informa-
tion the system uses to process purchasing traosacou set up reference files with the options
on the Setup Purchasing menu.
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Setup Purchasing menu

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

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

File View Execute Seftings Help

slem 2@

Fitrix 5.20
e e [EET g setup Purchasing

3 Accoul = 2 POMa a Update Purchasing Defaults
4 Orderlg= 3 po Re = b Print Purchasing Defaults

5 Inventt & 4 Setup g5 ¢ Update Misc. Definitions

B PUrChe B 7 Multile' &5 o Print Misc, Definitions

7 Multict i5 g Admin e Update Vendor Infarmation
8 Payroll (= 9 Setup T Update PayTo Information

9 Flxed /S Euit B o Update ltem Catalog © Capyright 2007

i Fourth Generation
a Replenishment 5] Exit Softwara Solutions, Inc.
&) Exit

| Stews Ide Sacket: sock224/10.0.0.95/20020|

When you enter requisitions, purchase orders, pexar invoices, the system automatically assigfault values to
some of the information fields. The default valaesy come from a number of different places, dependn the type of
data. By automatically filling fields with defaudata, the system saves the user from having tpedhe information for
each transaction. You can overwrite many defadltesthat appear when the transaction is entered.

We will go through each menu option as it appearthe menu; however, if you were actually settipghe purchasing
reference files, you would go through and set ugcellaneous definitions first, and then fill in pbasing defaults once
you have defined your different codes.
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Update Purchasing Defaults

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

& Update Purchasing Defaults Q@@
File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Entry Defaults
Usze Department: M Buyer:  |CATHY (Y] Frice Tolerance %: 10,00
Order Type:  |REG [®] Line Type:  |STE  [&] Warehouse: |SEATTLE [CY]
Shipia: |BEST Wy FOB Paint: DESTINATION Pt Motes: |
Tax
Tax Code - Default [NOTAx (&) Exempt  |NOT&X  [&] Misc: |NOTAx (&) Freight: |NOTax  [&]
Account Numbers
AP 200000000 (%] Difference: 120500000 (%] Inventory: 120000000 (%]
Mise.: 730000000 (%] Trade Dige.: 503000000 (%] Supplies: 704000000 (%]
Freight: 730000000 (%] Inw Holding: 201500000 (%] Mon-stock: 730000000 (%]
Capital: 152000000 (%] Cash: 100000000 (&)
Syztem Mumbers/B atching
Feq. Document Ma.: 106 Posting Ma.: 1
F.0. Documnent Mo.: 115
Feceipt - Document Ma.: 11z Posting Ma.: 10 Batch?: M
Invoice - Document Mo.: 100 Posting Ma.: g Batch?: M
Fequire Approval to post? [N Approval Code:
1of1
[O ok ] [’;‘ Cancel ]
Use Department Code (N7 20

The data in the first section of this form, EntrgfBults, is unique to each company’s databasec8ltiiat the Purchasing
Defaults file contains only one document (1 of 4ptthyed at the bottom of the form). Therefore,dhly commands on
the command prompts that are available are Updeteaiit.

Default values that are used throughout the Puithaystem are entered into this form, as opposelase associated
with a particular vendor, warehouse, or other deference information. Before setting up defawain this form, you
must set up reference files using the other Updjptiens on this menu and those on the Update M&tsbus Defini-
tions submenu. For example, before you can erdefault warehouse code, it must be defined thradjpttate Ware-
house Definitions option.

Most of the entries made in this form will be validd against the values entered in the appropdiptiate Definitions
forms described starting on page 4-9. Wheneveltypis of validation is appropriate, you can Zoonsétect valid
entries for that field.

Entry Defaults section

The Entry Defaults section contains the followirgjds:
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1.

Use Department

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

Buyer

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

Price Tolerance %

Price Tolerance is the percentage you enter tordate the maximum allowable difference that willdexepted
when an invoice price is modified. During the insiop phase of the purchasing cycle, the invoicégkedor a partic-
ular item may be different from the original P.®@icp. Setting this tolerance allows for some editontrol to elim-
inate data entry errors. This tolerance can berikin during invoice entry.

Order Type

Default Order Type for new purchase orders. It althost always be a regular purchase order (RE@dur partic-
ular operation requires an order type other therdgfault, you would enter it here. Zoom is avddab

Line Type

Here you choose the default type of item to pureliaso line type is specified during requisitionarder entry. If
most of your purchases are of inventory items, would enter STK here for stocked items. Zoom islabie.

Warehouse

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

Ship Via
This field holds the default freight carrier.

FOB Point

This field holds the default designated point atclihresponsibility for the shipped items changesithe vendor to
your company.

Prt Notes

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

Tax section

You choose the values entered in the three fididsi® section from the valid Tax Group codes setruthe Multilevel
Tax menu.

4-4
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Default Tax Code

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

Exempt Tax Code

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

Misc. Tax Code

The Miscellaneous Tax Code will be the defaultgeoup for taxation of miscellaneous amounts entereshvoices.

Freight Tax Code

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

Account Numbers Section

The Account Numbers section of the form allows y@eet up default General Ledger account numbetséofollowing
types of accounts:

1.

AP

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

Difference

The Difference account is used to track differertmetsveen the original purchase order amounts anérthl
invoiced amounts.

Inventory

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

Misc.

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

Trade Disc.

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

Supplies

This is the default account for Supplies (expenselmses). If a default account is specified fer$tUP Line Type,
that account number will be used instead of theaecnumber entered here.

Freight
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10.

11.

This is the default Freight expense account number.

Inv Holding

The Inventory Holding account number entered hegeliability account to balance the increasedritwey asset
value upon the receipt of inventory items. The hteey Holding account is then reduced when invoeesposted.

Non-Stock

This is the default account number for Non-Stockchases. Note that each Line Type also has a defecdunt
number, and that the Line Type account numberbeilused as a default if it exists. In generaf liatter to specify
the Line Type account defaults with the Line Typether than specify them here.

Capital

This is the default account number for Capital psechases. It will only be used if the CAP Lingo& does not
have a default account number assigned to it.

Cash

This field records your company’s default Cash aoto

System Numbers/Batching section

The System Numbers section of the form containsesathat are used by the system to automaticathbeu documents
and postings. Although the system maintains thebmrs) incrementing by 1 whenever used, you may fytiu values
to change the starting numbers. This section casithie following fields:

1.

4-6

Requisition Document No.

This field stores the last “document number” ass@yto a requisition. Document numbers are usetidgystem as
a unigue key to identify transactions.

If you intend to use the automatically assignedudoent numbers, you should change this value toineber
directly preceding the first number to use; forrepte, if you wish the first requisition to be numée 2000, enter a
value of 1999.

Requisition Posting No.

The creation of purchase orders from requisitiere posting process. In order to provide a comgletht trail each
time this process is run, the Requisition PostingniNer is automatically assigned and stored witiréheisition. In
all other respects this number is identical in fiorcto the Document No. described above.

Purchase Order Document No.

This field stores the last document number assigmed.O. See Requisition Document Number abowe.riimber
is assigned when you enter a purchase order andhatde changed. The document number should noohi@sed
with the P.O. Number, which is the number assignegou to identify the order. If you do not assagR.O. number
at the time you enter a purchase order, the syst&s the document number.

Receipt Document No.

This field stores the last document number assigmedreceipt.
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Note
The P.O. Number used to reference a purchase wiaar entering receipts is the number in the P.O fidld from a
specific purchase order, which is not necessarnidysame as the number in the Document No. fieltherPO. In the
case where no number has been manually assigried furchase order via the P.O. No. field, thesligl$iwill con-
tain the same number.

5. Receipt Posting No.

The receiving of goods and creation of receiptsifpurchase orders is a posting process. In ordaowide a com-
plete audit trail each time this process is rug,Receipt Posting Number is automatically assigretistored with
the receipt. In all other respects this numbedéniical in function to the Document No. describe&dve.

6. Invoice Document No.

This field stores the last document number assigmesh invoice. See Requisition Document Numberabo

7. Invoice Posting No.

The creation of invoices from receipts of purchasiers is a posting process. In order to provideraplete audit
trail each time this process is run, the Invoicetirg Number is automatically assigned and stongd tive requisi-
tion. In all other respects, this number is ideaitin function to the Document No. described above.

Batching

1. Receipt Batch

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

2. Invoice Batch

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

3. Require Approval to Post
Set this value to Y if management approval is neutjto post batches.
Approval Code:

Enter management approval code that must be ertteagzprove a batch for posting.

Note
See the Batch Processing chapter inGbiting Sarted with Fitrix manual for more information or batch processing.
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Print Purchasing D

Use this command to print out the defaults infoioraind check your default information for accuraye report will

resemble the following:

Purchasing Defaults

efaults

File Mavigate Help

ORI < I AR

Date: 04/08/2007

Purchasing Control Defaults

Tax

Tax Code - Default: NOTAX

ASP : Zoooooooo o
Misc. 730000000 T
Freight 730000000 I
Capital 182000000 C

Svys
Beg. Document MNo.: 106
P.0. Document No.: 117
Beceipt - Document No.: 114
Invoice - Document No.: 100

Berquire Approwal to post?:

Exempt: NOTAX
Account Numbers

Misc: NOTAX Freight: NOT.

B3

ifference lzo500000
rade Disc.: 503000000
nw Holding: Z01E00000
ash : loooooooo

Inventory: 1EZ0000000
Supplies 704000000
Hon-stock: 730000000

tem Numbers/Batching
Posting No.: 1

Eatch?:
Eatch?:

Posting No.: 11
Posting No.:
u

=

|~

Time: l&:L5E:43 DARTE PLUS DISTRIEUTION Page: 1
Entry Defaults

Usze Depart : N Buyer CATHY Price Tolerance % lo.00

Order Type : REG Line Type: ETE WMarehouse SEATTLE

Ship Via EEST WAY FOB Point DESTINATION Prt Notes: ¥

|

|
3
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Update Miscellaneous Definitions

When you select this option, the following submenmes up:

Fitrix 5.20 Database: bettyb Printers: Lexmark2flexmark 2

File ‘“iew Ewxecute Settings Help

demEZ2@E

L cLiod 6 Purchasing

2 Aceout 5 1 Requic i Setup Purchasing
3 Actolrfs 3 PO Ma = a Updat Update Misc. Definitions

4 Liiellgs S FORe @ a Update Order Type Definitions
5 Inventc s 4 Selup py ¢ Update & b Update Line Type Definitions
8 Purchefsy 7 Multile ;5 o Print NE] c Update Buyer Definilions

7 MUlticL /= g admin & Updatt &) o Update warehouse Definitions
8 Payollgy 8 setup T Update & e Update Requestor Definiions
3 Fied F] =it B g Updanﬂ Exit © Copyright 2007

- Fourth Generation
a Replenishment S Ext Softwara Salutions, Inc.

b Repont Wiiters

O] Exit

I DRDODOREDDN

| Status Idle Socket sock224/10.0.0.95/20020

Use these options to update and maintain informatsed throughout the purchasing cycle.

Update Order Type Definitions

Update Order Type Definitions

File Edit Wiew Mavigation Tools Actions Help
OB OUWhBREQA BEBM OO
4 @00 ® O &

I Find Prev Mext Add Update Delste Browse

Order Types
F.O. Type:  |[5l3E

Description:  |REGULAR FURCH ORDER

Process Controls
Post thiz order type:
Frint purchaze orders:
Exclude costs on order:

20f2
[ ok ] [Q:{ Cancel ]

QYR

Enter Purchase Crder Type,

Use this screen to view and modify the specifietypf purchase orders. Order types tell the sybwmto process the
PO’s. You can modify the process controls basegoom specific needs.
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1. P.O. Type

The Purchase Order Type field holds the threerletide that denotes the type of purchase ordereTlibeurrently
two pre-defined order types:

DIR—direct ship

REG—regular

2. Description
Use this Description field to describe the typ®fer.

e Upto 21 characters

3. Post this order type

Enter Y or N depending on whether you want thisotgipe to post to General Ledger and Inventorytfhn

4. Print purchase orders

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

5. Exclude costs on order

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

Update Line Type Definitions

This option allows you to view and update existing type definitions. Line types are used to colnglystem actions of
each line item entered into a requisition or puseharder.

& Update Line Type Definitions

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

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

Line ltem Types

Line Type:
Description: | SyREIES 5
Process Controls
ltem Type: |5
Description Update: [N
Frice Update:
Defaults
G/L Account: 120000000 (%] |INVENTORY
6of8

[O ok ] [’;‘ Cancel ]

QYR

Description of Type,

The Line Type form contains the following fields:
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Line Type

This field stores the identifying code for the litype. There are a number of system line types:
CAP—Capital expenditures

NON—Non-inventory items

SER—Services

STK—Stock items (inventory)

STN—Stock Treated as Nonstock

SUP—Supplies

DRN - Direct ship non-stock items (see OE manual diothier explanation)

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

Description

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

Item Type

The default item type designation in this fieldresponds directly to the pre-defined line types.
C—Capital Expenditures

E—Services

N—Non-inventory items

S—Stock items

T—Stock Treated as Nonstock

U—Supplies

Description Update

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

Price Update

Use this field to indicate whether or not the usesuld be allowed to override the unit cost detiftom the ven-
dor-item catalog for a particular item. An entryYofvill allow this change to be made. An entry ofAll force the
user to accept the existing catalog cost for e ifor this particular vendor.

GL Account

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

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

Note

If you are using the Replenishment module and aibuagde is inserted in to the AP Vendor recordk this buyer
code that will be assigned to any purchase ordemergited with Replenishment for the vendor.

Update Buyer Definitions

File Edit WView Mavigation Tools Actions Help

OB OUhPEA ARHE 90

i O @ @ 0O 9 @&

% Find Prev Mest Add Update Delete Browse
Buyer Definitions

Buyer Code: |[BERNEN

Buyer Mame: [CATHY SELIM

1of2
[@ ok ] [’;‘ Cancel ]

QYR

Enter the identifying code For this buyer,

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

1. Buyer Code

Buyer code is used to uniquely identify each bu@ere of these buyer codes will also be enteredardefault Buyer
field of the Purchasing Defaults form.

» Up to six characters

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

» Up to 30 characters
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Update Warehouse Definitions

Use this option to set up the Ship-To warehouseemn{These locations will print on your purchasgeos as the Ship-To
addresses for shipment of goods from the venddedst one warehouse must be entered in ordeotadera default
ship-to address. You may have as many warehougescassary and each requestor may have a defaehouse
assigned.

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

OB |QWRBPREQANEBHN 9O

i O @ @ 0O 9 @&

% Find Prev Mest Add Update Delete Browse

Update " arehouse Definitions
warehouse Code: |SEATTLE
LT GRISEATTLE DISTRIEUTION CEMTER
Department: 300 [®] WEST DIST. CEMTER
Address: 2300 ALASKA WaY

City: |SEATTLE
State: 'wia
Zip: |98366
Country: (LS4
Phone: | 206 555 1234
Faw |203-555-1200
Email: |bobs(®actionparts.com

3of4

[O ok ] [’;‘ Cancel ]

Enter warehouse description, 20

This screen contains the following fields:

1. Warehouse Code
The Warehouse code uniquely identifies each indaidhip-to location.

e Upto 10 characters

2. Description
This is a description or name for the warehouse.

e Upto 30 characters

3. Department

This field contains an optional department numisspaiated with this location. If you enter Y in tise Department
field on the Purchasing Defaults form, this deparitrcode will be used as the default for all puselssassociated
with this Ship-To address.

4. Address

There are two address lines available for eachivearge location. The following four fields store sifie portions of
the warehouse address:

« City
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» State

e« Zp

* Country
5. Phone

This field holds the phone number for this warelocsntact.

6. Fax

This field holds the fax number for this warehouasatact.

7. Email

this field holds the email address for this waretecontact.

Update Requestor Definitions

This screen allows you to specify to the purchasiysiem the various requestors authorized to cregtésitions for

items to be purchased.
& Update Requestor Definitions E|E]@

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

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

Fequestar Information

Requestor Code: |[E]381E]5 Mame: |SUE BLAKE
Approval Level | 9
‘whze ShipTo: | SEATTLE =] SEATTLE DISTRIBUTION CENTER
1of3
[O ok ] [’;‘ Cancel ]

Enter the code to be used for this requestor, 20

This screen contains the following fields:

1. Requestor Code

The Requestor code uniquely identifies each requé&sbwn to the system. You must have at leastreqeestor
identified in order to create requisitions.

* Up to six characters

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

» Up to 30 characters

3. Approval Level
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Each requestor will be assigned an approval leeeh 0-9. If a requestor has an approval level ofi®y may
approve their own requisitions in addition to aaguisitions made by someone with a lower appraxail Any
requestor is automatically a valid approver foratjuestors with lower approval levels. The defapftroval level
for new requestors is 0.

Whse ShipTo

This field allows each requestor to be assigndfiéaorrect Warehouse Ship-To location. Zoom islalviz.
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Print Miscellaneous Definitions

This option brings up a submenu with options tatafie definitions updated with the Update Miscfibigons options.

Fitrix 5. 20 Database: bettyb Printers: Lexmark2{lLexmark 2

File “iew Ewscute Seftings Help

dem=Z@

2 Accout B 1 Requisff Setup Purchasing
E et el =l S 0 Print Misc. Definitions

- ol spe Re = FrirtF =) 3 Print Order Type Definftions

=

B

=

=

B 5 imentigs 4 gen & ¢ Update = 1 Print Line Type Definitions
5 B Purhify 7 multile =
=
=
=
=
=

d Print R ¢ Print Buyer Definitions

7 Multitl & & Admin & Updalt =1 ¢ Printwarehouse Definitions
g Payroll B 9 Setup T Update 51 & Print Requestor Definitians
9 Frredf 5] Exit £ u Updat ] et

® Copyright 2007
a Replenishrnent ; Fourth Genaratio
: o] Eit Software Salutions, Inc.

b Report Writers

o] Exit

| stene 1de Sacket sock224/10.0.0.95/20020|

Whenever you choose a print or post option, youtminect the output. Se@tting Sarted with Fitrix, for more informa-
tion on report printing.

Print Order Type Definitions

Use this option to print an edit list of the typ#gurchase order definitions you have set up. Yeport will resemble
the example below.
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S Print Order Type Definitions

File Mavigate Help

000D (<&

>

Date: 04/06/2007 Print Order Types
Time: 16:53:37 PARTS PLUS DISTRIEUTION Page: 1
D.0. Type : DIR DIRECT SHIP ORDER

Post this order type 4 -
Print purchase orders : Y

Exclude costs on order : N

P.0. Type : REG REGULAR PURCH ORDER

—————————————————————— Process Combrals ——-—---—---o-mmmomomooo

Post this ordsr typs 4
Print purchase orders : Y
Exclude costs on order : N

| L

Print Line Type Definitions

Use this option to print an edit list of the ty#gpurchase order line definitions you have setaur report will resem-
ble the example below.

File Mavigate Help

000D <

>

Date:- 04/06/2007 Print Line Types
Time: 16:54:01 PARTS PLUS DISTRIBUTION Page: 1
Line Type : CAP CAPITAL PURCHASES

Iten Type H
Description Update e

Price Update 4

Hominal Account : 182000000

Line Type : DEN DIBECT SHIP (NON STOCK ITEM)

Ttem Type s W
Description Update 4
Price Update e
Hominal Account : 500000000
< 1L
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Print Buyer Definitions

Use this option to print an edit list of the buyptschasing agents you have set up. Your repotresemble the exam-
ple below.

9 Print Buyer Definitions

File Mavigate Help

<< X >R

Date: 0470672007 Peference Information List
Time: 1&:54:32 DARTE PLUS DISTRIEUTION Page: 1
Type: [B] - Buyer Codes

Code Hame

CATHY CATHY SELIN
EEVIN EEVIN EENNER

|~

4-18  Set Up Purchasing



Fitrix Purchasing User Guide

Print Warehouse Definitions

Use this option to print an edit list of the ShipaTarehouses you have set up. Your report willrdgde the example
below.

9 Print Warehouse Definitions

File Mavigate Help
-~
Date: 04/08/2007 DARTE PLUS DISTRIEUTION
Time: 1&:E85:0Z WMarehouse Listing Page: 1
ATLANTA ATLANTA DISTRIEUTION CENTER 100
12732 NEW SPRING ROAD
ATLANTA GA 20339 Ush
CHICAGOD CHICAGOD DISTRIEUTION CENTER zon
1750 HUNTER DERIVE
OAK EROOE IL &0EEL Ush
EDM EDMONTON WHEE oo
EDMONTON CANADA
SEATTLE SEATTLE DISTRIEUTION CENTER 200
23200 ALASEAL WAT
SEATTLE WA 98366 Ush
) |

Notice that the department code associated witlelnarse appears to the right of the warehouse catidescription.
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Print Requestor Definitions

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

9 Print Requestor Definitions

File Mavigate Help
-~
Date: 04/05/Z007 Purchasing Recquestor Information
Time: 1&:E5E:4E DARTE PLUS DISTRIEUTION Page: 1
Berquestor Code: OEMGR MName: SUE ELAEE
Approval Lewel: 2 Whse ShipTo: SEATTLE SEATTLE DISTRIEUTION CENTER
Berquestor Code: SLEMGE Name: JUAN CAROSZ0
Approval Lewel: 7 Whse ShipTo: SEATTLE SEATTLE DISTRIEUTION CENTER
Berquestor Code: WHMGER MName: JOHN BENHNINGTON
Approval Lewel: & Whse ShipTo: SEATTLE SEATTLE DISTRIEUTION CENTER
) |
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Update Vendor Information

The Update Vendor Information option is used to add maintain information about vendors.

Update Yendor Information E]
File Edit View Mavigation Tools Actions ENG: 4 all buttons not found  Help
OB | OWhPREHA BRHE @0
% e
o Pagte Activiy
i @ 90 0 O & @
% Find Prev Mest Add Update Delete Browsze Options
Wendar Infarmation
Wendor: [CANDN | Name:  |[ERERETN |
Cortact: [JIM BLACK | Phone:  [B00-326-8763 |
Cell [770-436-2255 | Fau | | Currency:
Address: [100 5PRING RD | |
C/5/Z/C: [ATLANTA, | 30088 | |
Email:|iimbalc@canonusa.com | Backord:
wieh: |can0nusa.com | Tax Code:
Frght Tax: Mizc Tax Code: Last Pay:
Hald: [N] Ships | |
Take Disc: Bil: | |
Discount:| @l | | Balance: | 54945.2?|
Buper [CATHY [ [CATHY SELIN | OnAccourt, | 0.00]
AJP Terms: [4 )| [MET PAYMENT 30 DAYS | Limit; | 10000.00]
Acct G | @l | | ETA Daps:
Pay Mthd: [4P [&)| |ACCOUNTS PAvABLE |
FedTax ID: 1099 Required:
Accts AP 200000000 & - [000 (&) Cash 100000000 (&) - (000 &) ExPCOG: [ 500300000(& - (000 (&)
21o0f 22
[@ ok ] [Q:{ Cancel ]
Enter the name of this vendor, @i

The fields on the Vendor Information screen areediesd below:

1. Vendor

This field holds the code that identifies the veménce a vendor has transactions in the system¢gonot change
that vendor’s code, nor delete the vendor recoinés field has the following attributes:

< Up to twenty alphanumeric characters

e Zoom

2. Business Name

This field stores the business name of the vertigou do not enter a Pay-To address for the vertlerinformation
in this field appears on checks, and also on mapgrts and forms. This is the name that appeairstodixe vendor

code on some forms. This field has the followingiladtes:
e Required

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

» Up to 20 alphanumeric characters

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

» 20 alphanumeric characters

5. Cell
This field stores the cell phone number of the acnperson.

» 20 alphanumeric characters

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

» 20 alphanumeric characters

7. Address

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

8. Currency

If you are using multicurrency, the Currency Coeééadilts to the home currency as defined in Updat#idlirrency
Defaults. If you are not using Multicurrency, thar@&ncy Code field defaults to null. You cannotmfathe cur-
rency code of a vendor that has posted any activitis is to ensure that the balance and actiwaityttfe vendor
remain in a single currency.

9. C/s/ziC

This row stores the vendor City (up to 20 alphamicrgharacters), State (2 characters), Zip Codet@Ud alphanu-
meric), and Country (Up to 20 alphanumeric).

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

» 50 alphanumeric characters

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

» 50 alphanumeric characters

12. Backorder

This field is not currently functional.
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13.

14.

15.

16.

17.

18.

19.

20.

21.

Tax Code

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

¢ Six characters

e Zoom

Freight Tax
This field stores a multilevel tax group if taxcisarged on freight.
» Six characters

e Zoom

Misc Tax Code
This field stores a multilevel tax group if taxcisarged on miscellaneous charges.
» Six characters

e Zoom

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

« Up to 50 alphanumeric characters

Last Pay

This is a system-maintained, Last Payment Datd {reim/dd/yy). It displays the date on which a paghweas most
recently made to this vendor. The field is updatten a check is posted to the vendor’s accounAg@unts Pay-
able.

Hold

The Hold Payment field accepts an entry of "Y" Wt 'br it can be left blank. When set to "Y", it pamnts the cre-
ation of automatic checks for a vendor.

Take Disc.

This single-character Take Discount field acceptemtry of "A", "Y", or "N" to control how discoustare taken
when Automatic Checks are created. If this fieldtams an "A", discounts are taken even if the payhis after the
discount date. If this field contains a "Y", disodsiare taken only if the payment is made on ootieethe discount
date. If this field contains an "N", discounts ag taken. The discount taken may be changed migrhefbre
checks are printed.

Discount

Trade discount code. This field is currently nonetional.

Buyer
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22.

23.

24,

25.

26.

27.

28.

29.

30.

31

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

Balance

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

On Account

This numeric field shows you the amount that yow ke vendor on account; in other words, the amthattyou
owe the vendor that is not associated with a pdeidnvoice.

A/P Terms

This field stores the Accounts Payable Terms cod¢hie vendor. The vendor’s terms are used to Ewhen
invoices are due, what discounts are allowed, dmehvthose discounts are lost. The terms code mexgbpisly have
been set up in the Terms file using the Update vefdrms option of the Vendor Information Menu ifPA

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

Acct.Grp.

This field stores the default Account Group to fesethis vendor. Account Groups, the groups oftexldedger
accounts that can be used automatically in inveidey, are generally used to specify different gatees of pur-
chase. Account Groups entered must have previtesy set up in the Account Groups program.

e Zoom

ETA Days

This field stores the average number of days i&ddk receive merchandise from this vendor. lbigéference only.

Pay Method

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

FedTax ID

This nine-digit numeric field stores the Federat Tédentification Number used for 1099 reportinggmses. The
proper format for this field isx- xxxxxxx althoughxxx- xx- xxxx is accepted.

1099 Required

This Y/N field determines if you want to report B0@formation for this vendor. If this field is setY then transac-
tions with this vendor will be printed on the 10@®ort.

. Accts A/P
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32.

The first section of the A/P Account field is a nenia field that stores the default account payaloleunt you want
to use for the vendor. This is the account thatappin the A/P Check form of Update A/P Checkdpdate Non-
A/P Checks and the Payable Documents form of Updayable Documents. If you do not make an enttgis
field, the A/P account number from the Accountsgidg Defaults form is used. The number that yoaremust be a
valid account number in the Ledger Accounts table Ledger Accounts table is maintained with thelatp Ledger
Accounts option on the Setup Company Menu.

The second part of the A/P Account field is theaddtfdepartment code for this vendor. If you anagisiepartment
codes, this field allows you to link the activityavendor with a department. This column defaatthe 000 depart-
ment code. In order to use the department codarfeadepartment codes must have previously beeap sstng the
Update Company Information option of the Setup CanypMenu.

e Zoom (both parts)

Cash

This field stores the ledger Cash account usedyahus vendor. Any entry must correspond to aatldisthed cash
account. If you do not enter a special account rarmbthis field, the default Cash account from Awegounts Pay-
able Default table will be used for this vendordépartment code can be entered in the unlabeledtdi¢he right of
the Cash account field. This field has the follogvattributes:

* Up to nine digits

e Zoom (both parts)

33. EXP-COG

This field stores the Expense Account/Cost of Gobdsount used for purchases from this vendor. Alahsled
field next to the Expense field stores a departmede associated with this Expense/Cost of Good®s .

e Up to nine digits

e Zoom
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Update Pay-To Information

In addition to the information on the Vendor Infation screen, you may enter one or more separgtddaddresses
for a vendor. This feature is often used when yauntto keep one vendor account for a number ofdifft vendor ware-
houses. The Pay-To address is where you will semguarchase orders and payments.

& Update PayTo Information

File Edit WView Mavigation Tools Actions Help
OB |QWRBPREQANEBHN 9O
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Pay-To Address
Wendor Code: | CANON [&]| |CAMON LLS.A INC.
Pay-To: |CAMOMA
Pay-To Mame: [ESNERERGEEE)
Contact: [EOB Phone: |800-323-9768
Address1: 480 TRICKUM Wiy Cel:
Address2: Faw |770-456-7839
City/State/Zip: |ATLANTA Ga | (30339
Country: |LISA

Email: |bobsEcanonusza. com

web Address: |canonuza.com

Bill Ins.:

Bckord: | Taw |NOTAX  [&]
Take Disc.: v ETA Daps: 45

Buyer: | KEWIN =] KEWIM KEMMER
Discournt: =]
Pay Method: | 4P [&]| |ACCOUMTS PAYABLE
3of3

[O ok ] [’;‘ Cancel ]

Enter name ko print on check, 20

The following section describes the fields on #tdseen:

1. Vendor Code

This field holds the code that identifies the vemd@ince a vendor has transactions in the system¢gonot change
that vendor’s code, nor delete the vendor recohds field has the following attributes:

e Zoom

2. Pay-To Code

This field stores the unique code that identiffds Pay-To Address for this vendor. Vendors mayehamy one
(HOME) Pay-To Code. PAYTO is a special Pay-To Ctia is used as the default Pay-To Code on the tdrelar-
chase Order form.

* Required

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

» Up to 20 alphanumeric characters
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10.

11.

12.

13.

Phone
This field stores the telephone number of the admqarson.

e 20 alphanumeric characters

Cell
This field stores the cell phone number of the acnperson.

e 20 alphanumeric characters

Fax
This field stores the fax of the contact person.

e 20 alphanumeric characters

Address 1

This field stores the first street address linéhefPay-To address. This is the first line of thdrass that will appear
on checks for this Pay-To location. The entire adsdiconsists of the fields Address 1, Addresstg, State, Zip, and
Country.

e Upto 30 characters

Address 2

This field stores the second address line of theT@aAddress. Use this field if the Pay-To locatsosireet address
will not fit on one line.

e Upto 30 characters
City
This field stores the City for the Pay-To Address.

« Up to 20 alphanumeric characters

State

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

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

Country

This twenty-character alphanumeric field storescimentry for the Pay-To Address. If this addreds ithe same
country, leave the country field blank. This avoidsfusion by the postal service.

Email

This field stores the email address of the contacson.
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» 50 alphanumeric characters

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

e 50 alphanumeric characters

15. Bill Ins.

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

16. Bckord.

This field is not functional.

17. Tax
This tax field accepts the multilevel tax group eddr this vendor payto location.
« Up to seven characters

e ZoOm

18. Take Disc.

This single-character Take Discount field acceptsrry of A, Y, or N to control how discounts @aé&en when
Automatic Checks are created. If this field cordaan A, discounts are taken even if the paymeaftes the discount
date. If this field contains a Y, discounts arestaknly if the payment is made on or before thedlist date. If this
field contains an N, discounts are not taken. Tikeadint taken may be changed manually before cherekprinted.

19. ETA Days

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

20. Buyer
Enter the Buyer code for the person who orderemwh fitis vendor.

e Zoom

21. Discount

This field is not functional.

22. Pay Method
e This field holds the Payment Method code for théador.
e Zoom

This concludes the setup of Vendor and PayTo inétion, and you can go on and define vendor-itemtimiships via
the Item Catalog.
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Update Item Catalog

The Catalog Information options allows you to maintyour company catalog of items approved for pase from spe-
cific vendors. When you choose this option, théofeing submenu appears:

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

File View Execute Seftings Help

slem 2@

Fitrix 5.20
e e [EET g setup Purchasing

3 Accout 5 7 PO W= T o Update Item Catalog

4 Ordetlgs 3 po Re [ p PrintF B a Update Non-Inventary ltems
o5 Inventc g 4 Setup gy Updatt & b Update ltem Catalog

G Purcheps 7 Multile' &= d Print l\ ¢ Update Yendor Catalog

7 Multict 7= g Admin & Updati (51 4 Print Mon-Inventory tems

8 Payroll g5 9 Setup @ e Frintlter Catalog

| e e 5 o Updalt &= 1 Print vendor Catalog © Copyright 2007

i Fourth Generation
a Replenishment 5] Exit 8] ext Softwara Solutions, Inc.

b Report Writers

O Exit

IO EDODODD

Status Idle Socket: sock224/10.0.0 95/20020

Update Non-Inventory Items

This option allows the addition and maintenanceaf-inventory items approved for purchase. Thesastwill be
available for selection any time a line type ot STK or STN is entered for a requisition orghase order line item.
All STK items are maintained through the Fitrix é&mtory Control module. This form contains the faling fields used
to enter and update non-inventory items
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Update Non-Inventory Items Q@@

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

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

Update Mon-nventory ltems

Wendor Code: | 123476 [&]| |COSTCO'WHOLESALE
Commodity Code:
Description: [COFY PAPER 8.5 11

Purchasing Unit: |CS

Weight: 10,000 Unit:  |LE
Ledger Account: 704000000 (%]
Item Type: |M

(New Document)

[ 0K ] [’;‘Eancel ]

QYR

Enter item code.

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

» Upto 20 characters

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

» Upto 20 characters

3. Commodity Code

This field holds the unique commodity code for titésn. Certain industries use standard commoditesdo iden-
tify items they buy and sell. Entry in this fiekl dptional.

4. Description

There are two description lines available for eitetm entered.

5. Purchasing Unit

This two character field is required and specififesdefault unit of purchase for this item.

6. Weight

The weight of each unit can optionally be enterethis field.

7. Unit

This field contains the unit of measure for theghtientered in the previous field.

8. LedgerAccount
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This field will contain the default GL account nuerljor this item. This field only needs to be fillan if the account
number for this item differs from the default acoboumber specified with the appropriate line tgpéry. If there is
an entry in this field, it will be used as the ddfaaccount number, overriding any other accoupéxsied.

Item Type

This is a non-entry field. It will contain an N,rfa Nonstock item, an S for Stock items.

Update Item Catalog

This header-detail screen gives one of two viewthefVendor-ltem Catalog used in catalog mainteeaAtt approved
items should have at least one entry in the dptation of this screen where vendors are assigred fvhom you pur-
chase a specific item.

& Update Item Catalog Q@@
File Edit WView Mavigation Tools Actions Help
OB | OWRhPREANBM BE00ED 90
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Item Catalog
Itemn Code: (12104 SCh A SERIES MULSTRIKE
Type: |5 Clazz:  [MOM

Wendor Pr! Business Mame Curr | Item Cost Wendor [tem Code

[CANON] [N | CANON L5A., INC. 52501
SCM ¥ | SMITH-CORONA CORF. E570

10of88

[O ok ] [’;‘ Cancel ] E Header ]

QYR

Enter Yendor Code

The header portion of the field is used only fag furpose of selecting items to assign vendor(giettJpdate; No data
entry is allowed in the header section.

1.

Item Code

This holds the item code for the item you are uipdat

Item Description

This holds the description of the item you are tipda

Type

Item type can either be S, signifying a stock eeimtory item, or N, signifying a non-stock itemdescribed above.
Fitrix Purchase catalog maintenance for both tygféems is done in the Purchasing module.

Class

This field holds the product class to which th&mtbelongs. Product classes are set up in Inve@omyrol and
allows you to further group your inventory for refilog purposes.
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The detail portion of this form contains the folliog fields:

1.

Vendor

As many as 100 vendors can be assigned from wheneam purchase the specified item. This field dostthe ven-
dor codes of each approved vendor. Zoom available.

Primary Vendor

In this unmarked field, enter a Y for the vendattis your main or primary vendor for this itemgdax for all other
secondary vendors that you can purchase this item. fOne primary vendor must be assigned for each. i
Business Name

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

Currency

This unmarked column holds the currency code fertdndor if you have Fitrix Multicurrency installed

Item Cost

This field allows you to enter the currently quotax$t for this item from this vendor.

Vendor Item Code

This field allows the optional entry of the vendarhique item code for this item. This informatadtows the entry
of vendor item codes during the entry of purchases or requisitions. In addition, this vendor eadll be printed
on the purchase order to allow the vendor to mas#yeand quickly fill your order.

Update Vendor Catalog

This is another view of the vendor-item catalogvbpdor, which shows all the items you can ordemfeospecified ven-
dor. This option allows maintenance and reviewhefc¢atalog based on the items a particular veraivies.

4-32  Set Up Purchasing



Fitrix Purchasing User Guide

& Update Vendor, Catalog Q@@

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

© Find Prev Mext Add Update Delete Browse

“endor Catalog

Wendor Code: | 123457 CHAMPION INC Curr:
Contact: [JIM kM PELIN Phone: 404 265 8364
Itern CodeYend Item [rescription Itern Cost Wendor [tem Code
ALPE203 ALPIME B9 THREE 'way SPEAKER £2.00
CHAMPCI14 CHAMPION (R] CJ-14 SPARK PLUG 0.37
CHAMPCIZ7R CHaMPION CJ-27R SPARK PLUG 0.37
1o0f 22

41 View Detail

QYR

It is a header-detail screen in which the headdrqois used only for selection of vendors angldig of vendor infor-
mation. No data entry is allowed in the headeriporof this form. It contains the following fields:

1. Vendor Code

The vendor code represents the vendor whose iteatogayou are updating. A non-labeled field nextite vendor
code holds the vendor’s business name that comesep you enter the vendor code. You can updatdaranfor-
mation via Update Vendor Information (option 4-Efis information is actually stored in A/P and yaan also
update it there.

2. Currency

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

3. Contact

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

4. Phone
This is the telephone number associated with the owntact.

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

1. Item Code/Vend ltem

This is your code for a particular approved itehis bn item that is defined as an inventory itaiC, or defined as
a Nonstock item via Update Non-Inventory Items i{@p#-g-a). See below for description of Vend Itevhjch you
can enter once you have entered an item cost.

2. Description

This non-entry field displays the description dstiiem.

Set Up Purchasing 4-33



Fitrix Purchasing User Guide

3. Item Cost

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

4. \end ltem

This field, below your item code field, is for thendor’s item code for this particular item ifstdifferent then yours.

Print Non-Inventory Items

Use this print option (4-g-c) to generate a prit@iunon-inventory items define in your system. Wlygau execute this
option, the following selection criteria screemdturned.

Select sel_scr
File

: @

Itemn Selection Criteria

e
[@ ok ] [Q:‘ Cancel ]

QYR

Enter item code.

Press OK to print all the non-inventory items deéirin your system, or enter selection criteriariotnly specific non-
inventory items. See the next page for an examipleeotype of printout this option produces.

9 Print Non-Inventory ltems:
File Mavigate Help

ORI < I AR

X

Date: 04/08/2007
Time: 1&6:5&6:39

Hon Stock Purchase Items

Page: 1

DARTE PLUS DISTRIEUTION
Item Code Item Description SKU Factor TUnit
GL Account Weight
CPAPERE211 COPY PAPER 2.5 X 11 1.00 ce
704000000 lo.000 LE
ENVELOPE-#10 PLATIN 1.00 En
704000000 1.000 LE

|~

|

€
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Print Item Catalog

Use this print option to get a printout to all thendors that are assigned to specific items. Wioernexecute this option,
the following selection criteria form is returned.

Select sel_scr E]

File:
: @
Item Selection Criteria
Itern Code: | |
Itemn Class: I:l
[G 0K ] [!:‘ Cancel ]
Enter item code, OVR

You can select specific items for whom you warisedf vendors, or you press OK to select all iteand their related
vendors. See the next page of an example of tlaetrep

9 Print Item Catalog

File Mavigate Help
ORI < I AR
-~
Date: 04/05/Z007 Item Cataloyg Report
Time: 1&:57:321 DARTE PLUS DISTRIEUTION Page: 1
Item Code: 1Z104 SCM A4 SERIES MULESTLRIKEE
Type: &
-Vendor--Business Nam Item Cost--Vendor Item Code-----
CANON
CANON T.Z_A., INC. E.EE
SCH
SMITH-CORONA CORP. E.E7
Item Code: 1Z11E SCM A4 SERIES CVR-UP TATE
Type: &
-Vendor--Business Nam Item Cost--Vendor Item Code-----
CANON
CANON T.Z_A., INC. Z.EE
SCH
SMITH-CORONA CORP. z2.39
) |

Print Vendor Catalog

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

In this chapter, we will discuss the options onR@intenance menu. You use the options on this
menu to enter and update purchase orders, receogsgou have purchased, transfer purchase

orders to accounts payable for payment on thosdggmxeived, and print various reports associ-
ated with these PQ's, receipts, and invoices.

The format of this reference information for eacdnm option is a follows:
»  Brief description of what the menu option does
e Show the screen or report associated with the roptian

» Describe each field on the input screens
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PO Maintenance menu

The PO Maintenance menu is the second option oRuhehasing main menu. The options on the PO Maamee menu
come into play after the creation, authorizatiorg ransfer of requisition line items to purchasgeos; although an
authorized buyer can also create purchase orderctigt

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

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

File ‘“iew Ewxecute Settings Help

demiEg@

1 Gener BT FETT]

2 Accoll B 1 Requisitions

3 Actoll B 3 PO Maintenance
4 Orderlz= 3 POReports

5 Inventt @5 4 Setup Purchasing
B Furchs @ 7 Multilevel Tax

7 MulticL g5 g administration

8 Payroll g5 g Setup Company
9 Fi}{edfﬂ Exit

© Copyright 2007

i Fourth Generation
a Replenishment Softwara Solutions, Inc.

b Report\riters

&) Exit

Status dle Socket: sock224/10.0.0.95/20020
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Update Purchase Orders

Use this option to enter and update PO'’s. Whencymose this option from the PO Maintenance meraulghdate PO
screen displays.

Update Purchase Orders

File Edit WView Mavigation Tools Actions Help
QB Q HBERNE00ED 00
4 6 90 & @
= Find Prev Mest Add Update Delete Browse Options
Type: |REG Wendor | 123457 CHAMPION [MC
PayTo: |PAYTO Stat  |ACT FO: FO.Ma: 115 Doc.Ma.: 115
Stag: |POG PO.Date:  |04/06/2007 [Lig ReqDate: |04/06/2007 [1ig Tems: Code: |B X
Buyer. |CATHY ShipWia: |BEST 'wity' Order Total
Wwarshouse: |SEATTLE FOB: [DESTIMATION 136.00
Confirmed To: Riefer: Curency:
Cust Doz Mo
Confirm Date: 2] On Board Date: 2]
M|Lln | Typ Stg | Item Code FU | Guantity Cost Met Amaunt
15Tk POG  CHAMPCI14 E& 200.000 0.370 74.00
25Tk INV - ALPE203 E& 1.000 £2.000 £2.00
Description: |[CHAMPION (R) CJ-14 SPARK PLUG
GAL Account: | 120000000 0on
Notes 14 of 15
VR

Update PO screen—header section
This section holds the basic information in thédeing fields:

1. Type

This field stores the code for the Order Type @ flurchase order. You set up order types with tip@ader Type
Definitions (option 4-c-a). You enter a defined eaut press [ENTER] to select the default. The feife specifica-

tions apply:
* Required, Zoom available
Zoom returns a picker window with the following fpts:

Order Types—brings up a window for you to find, view, and szlen order type code with its description. Regular
type purchase order (REG) is the default.
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Zoom otypez
File Edit Help

0B} 090

Order | Description
DIR  DIRECT SHIF ORDER

REG REGULAR PURCH ORDER

[@ox

] [Q:{ Cancel ] [M Mew Search

QYR

Order Summary—nbrings up a window that displays a summary of tlmeent purchase order in terms of costs and
allows you to add any miscellaneous or freight anteu

Extension summ

=

File Edit Help
OB OUWhRE] 00
Order Summary
Curency: I:l
Sub-Toatal:
Tax Amount:
Misc. Amaount:
Freight Amount: :
Total Order:
[ ok ] [Q:{Eancel ]

Enter the freight amount, 20

Order Defaults—brings up a window that displays the current sgttifor warehouse code, buyer code, order type,
line type, tax codes, and whether to use deparsr@miot, and allows you to update these.

CEX

Extension dflt
File Edit Help
OB QURhPER 00
Order Line Defaults
[&)| [SEATTLE DISTRIBUTION CENTER

warehouse Code: |3

5-4

PO Maintenance

Buyer Code: | CATHY

[&)| [CATHY SELIN

Order Type: [REG (@] |REGULAR PURCH ORDER
Line Type: [5TK @] [STOCKITEMS
Tax Group Code: [NOTAX &) [NOTax

Usze Department:

Freight Tax Code: [NOTAR =

Freight and Mizcellaneous

[ND Tax |
Freight Account: | 730000000 (& [0 =&
Misc Tax Code: [no Tax |
Misc Account: | 730000000 (= [0 =&
[@ ok ] [Q:{ Cancel ]

Enter the default warehouse.

QYR
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2. Vendor

This field stores the vendor code correspondingtiom you want to purchase the line items from. Weda&ndor
codes under Setup Purchasing menu with the Updatddr Information option. This field has the folliogy specifi-
cations:

e Required, Zoom to picker window

Note

A vendor (supplier) may have multiple Pay-To adsess If this is the case, when you select a verdatndow will
automatically open that lists all that vendor’s Hayaddresses.

3. PayTo

Vendor Pay-To code. This code designates whererto the payment. You update Pay-To codes with épayTo
Information (option 4-f). This field has the follawg specifications:

« Required, Lookup default tied to Vendor code

4. Stat
The Status of the order is updated by the systesih@ purchase order is processed, the statusesiang
ACT—Active is the initial status for a new purchasdeor
COM —Complete means all lines have been invoiced astkep.

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

5. P.O.

Enter a vendor order number if one is availabletiddgal.

6. P.O.No.

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

e Optional, up to 10 alphanumeric characters

7. Doc.No.

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

8. Stag.

The Stage field holds the code that represents@WEST stage of any of the purchase order line stédee the PO
line stages under the detail section below for ipdgges.

9. P.O.Date

For the Purchase Order Date (mm/dd/yy), the syskefiaults to the current date when you create tiggnait PO.
You can update this date if needed.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

5-6

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

Terms Code
This field displays the terms code for the venduat this can be changed if needed.
» Zoom available

* Required field.

Order Total

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

Buyer

This field holds the Buyer code. Buyer codes atated information are set up with the Update Bupésrmation
(option 4-c-c). This field has the following attuites:

* Required, Zoom available

Whse.

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

Ship Via

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

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

Confirmed To

Holds a name or number of the vendor representtitateconfirmed the order. This reference fieldpsional.

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

» Optional, up to 10 characters

Cust Doc No

This display only field displays the customer dodér number if this is a direct ship purchase oftdgre=DIR) and
was automatically created through order entry.

Confirm Date
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Date that the vendor confirmed receipt of PO (ayin

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

Update PO screen—detail section

1. Ln

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

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

CAP—Capital purchases
NON—Non Stock keeping items
SER—Services
STK—Stock/inventory items
STN—Stock Treated as Nonstock
SUP—Supplies
DRN- Direct ship non-stock
DRS- Direct ship stock

e Zoom to select from current list of line types

3. Stg
This non-entry field holds the Stage of the lireis. The different stages are as follows:
ORD—Order is the initial stages for an ordered lirgarit
POG—PO Generated, item has been printed on a purchdse o
REC—Received that line item
INV —Item has been invoiced and posted through to AP

CAN—Cancelled that line item

4. Item Code
The Item Code represents the item you want to order

e Zoom to picker window
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Note

At this point there are several options for entgiand updating line items depending on the tygdeeaf you are order-
ing. See "Entering and Updating Line Items" on page

5. UM

Unit of Measure is the unit in which the line itésrpurchased, e.g., each (EA), boxes (BX), car(@9, etc. found
in the item record.

6. Quantity

Quantity represents the number of purchasing (oit4) you would like to order for the particular éritem. If an
item must be purchased in a certain number of mergal units (i.e. by the case) defined in the itenord, the
guantitiy entered here must be multiples of thatément. For example, if the incremental purchastisi 2, then
you can order 2,4,6, or even 120, but you canramtepan order for 3, 5, 7, or 121.

7. Cost

This represents the cost of an individual purct@sinit. You can enter the cost in this column diyeto apply cur-
rent cost, or set up a default cost with Update I@atalog program (option 4-g).

8. Net Amount

Net Amount represents the Cost multiplied by the®Qity for the line.

Line Detall

Two fields at the bottom of the Update PO screspldy information about the current line item. Yamcess these fields
via Zoom, and select the Line Detail option.

¢ Extension non_stk

File Edit Help

QOB | OUWhBEE! 90
MOM STOCK KEEFING ITEMS
L=t e A F 1 E L OPE-H10 PLAIN

Drescription:

Furchase Unit:  |EA

Item Cost: 1.980
Tax Code:  |WNOTAX [CY]
Account Code: 704000000 (%] 300 (&)
Warehouse: | SEATTLE [CY]
Fequired Date: [E]

Corfirn Date: |12/3141893 i3
OnBoard Date:  [12/31/1893 (I3

[‘ 0K ] [’;‘Eancel ]

QYR

Enter the supplier's item code,
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1. Desc.

Description for the current line item (two part degtion, up to 25 characters each).

2. GJ/L Acc.

General Ledger Account (Account Code in the Lingad@oom) is the inventory or expense account neinvthere
the PO for this item posts.

Entering and Updating Line Items

When you create a PO, you clibletail to go to the detail section to enter items you varmtrder from the specified ven-
dor. You can use a Zoom picker window to selech#@nd update your item catalog: the options irptbker window
are different for different line types (item typgis¢., stock or non-stock.

Zoom for Stock Items

When you Zoom to select a stock (STK) item, théofeing picker returns:

File Edit Help

A ON-1VEX N 7]

Catalog Stock |tems
Al Stock [hemns

Line Dretail

Line Statuz

Order Summary
Order Defaults

[O ok ] [’;‘ Cancel ]

QYR

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

All Stock Items—shows you all your inventory items for you to stligom, regardless of vendor. If you choose a
stock item other than one the vendor carries, sh@mdow comes up that allows you to enter additiamformation
about the item and asks if you would like to erités item into the catalog.

Line Detail— allows you to add your own description for thenitand assign a G/L account number in the lower
portion of the screen.

Order Summary—nbrings up a window that displays a summary of tlmeent purchase order in terms of costs and
allows you to add any miscellaneous amount.

Order Defaults—brings up a window that displays the current sgttifor warehouse code, buyer code, order type,
line type, and whether to use departments or mokailows you to update these.
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Zoom for Non-Stock Items

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

Choose a Zoom ... E|E|g|

File Edit Help

A ON-1VEX N 7]

Catalog Mon-S te
Al Mon-Stock ltems

Line Dretail

Line Statuz

Order Summary

Order Defaults

[@ ok ] [’;‘ Cancel ]

QYR

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

All Non-Stock Items—shows you all the non-stock items for you to seflenm, regardless of vendor. If you choose
a non-stock item that the specified vendor doesany, the following window is returned:

Extension non_stk
File Edit Help
QOB | OUWhBEE! 90
MOM STOCK KEEFING ITEMS

Itern Code:  |EEIRE

Description:  |STORAGE BIMNS

Furchase Unit:  |EA

Item Cost: 2.630
Tax Code:  |SEATH [CY] %
Account Code: 730000000 (%] TN

Warehouse: | SEATTLE [CY]
Required Date: | 04/06/2007 [T

Confirm Date: [E]
On Board Date: [E]
[@ ok ] [’;‘ Cancel ]

QYR

Enter the supplier's item code,

Enter Y if you want to assign this item to the sfyed vendor, which will update the Vendor/ltem Glag.

Line Detail—this brings up the same window as on the bottopage 5-9 that allows you to enter information dabou
the item.

Order Summary—nbrings up a window that displays a summary of tlmeent purchase order in terms of costs, and
allows you to add any miscellaneous amount.

Order Defaults—brings up a window that displays the current sgttifor warehouse code, buyer code, order type,
line type, and whether to use departments. Itallsevs you to update these.
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PO Status Screen

While in Update Purchase Orders, you can view thtis of each line item by selecting Options fréwe ting menu and
then Status.

View detail Lnst

File Edit Mavigation Help
iBPUA 2T00 90
Line Item Code Ordered Fejecte d Exp Rec Feceived Exp I Invoiced
CHAMPCI14 0.000 15.000 0.000
2 ALPE203 15.000 0.000 0.000 15.000 0.000 15.000
VR

PO Maintenance 5-11



Fitrix Purchasing User Guide

Print Purchase Orders

This menu option allows you to print all the newghase orders or reprint old ones. When you s#téecbption, the fol-
lowing submenu appears.

Fitrix 5.20 Database: bettyb Printers: Lexmark2flexmark 2

File ‘“iew Ewxecute Settings Help

demEZ2@E

2 Accout sy 1 Heuu\s
3 Accolt = 2 PO Ma @

4 Orderls 3 PORe &y b Print FE a PrintP.O. by PO Number
5 Inventt &= 4 Setup ¢ Print B[S b print PLO. by Buyer

8 Purchi s 7 Multile &= 4 Updat 5 Exit

7 Multic £ 8 Admin IZ! e Print Receipts Edit List

8 Payoll i 9 Setup =) ¢ post Receints

8 Fixed / G] Exit o Updale AF Invoices ® Copyright 2007

a Replenishment  mm  print nvnices Edit List Sottwara Satutians, o,

&) Bt IE1 i Post Irwoices

cocooopopopoeoRm

£ z Update Batch Maintenance

&) Exit

| status 1de Socket: s0ck224/10.0.0.95/20020|

You can either print the purchase orders by PO Narmobby Buyer. A prompt asks if you would alscelifo reprint
selected PO's. If you enter Y, it will reprint aR@’s that have already been printed. “This docureergprinted” will
appear on the bottom of the report. You will berppted “Print only items not yet received? (Y/N)ytu enter Y, only
those items that have not been received in fullpriht their remaining quantity.

A Selection Criteria screen displays:

Select ordr_sel

File:
i@
Order Selection Criteria
Wendor Code: | |
Wendor Mame: | |
Buyer Code: l:l
i arehouse: I:l

Purchase Order Mo l:l
Documnent Mo.: l:l
Fequired Date:

FO Type: I:l
PO Status: I:l
PO Stage: I:l

[ 0K ] [Q:{Eancel ]

Enter vendor code. @i
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Note

The sample report on the next page is simply ahjitaprepresentation and not an actual PO, seari§oon page A-

1.

The example below shows what a PO will look likbeTinformation and format are the same for the R@ated by
either print option; the difference is how theytsuoultiple PO’s by number or buyer.

000000000000000000000000O00

Parts Plas Distribatisn

1110 Main Street
Seattle, Wa. 98133
1(800) 5552600

VENDOR:

VEND. PO PO DATE | BUYER

QTY. REQ. ITEM CODE

DATE NUMBER PAGE

PURCHASE ORDER

SHIP
TO:

PO REF. NO.

DESCRIPTION UNIT COST :;:;:;;::

EXE

AUTHORIZED SIGNATURE

0000000000000000000000000
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Print Expected Receipts

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

& Select ordr_sel
File

: @

Order Selection Criteria

Wendor Code:
Wendor Mame:
Buyer Code:
i arehouse:
Purchase Order Mo
Documnent Mo.:

Fequired Date: [E]
FO Type:
PO Status:
PO Stage:

[‘ 0K ] [’;‘Eancel ]

QYR

Enter vendor code.

Use selection criteria to narrow down the numbegridfies in the report. See the next page of ampbeaof the expected
receipts report.
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Print Expected Receipts

9 Print Expected Receipts

File Mavigate Help

<< X >R

|

Date: 04/05/Z007 Expected Receipt of Goods
Time: 17:00:12 DARTE PLUS DISTRIEUTION Page: 1
Deceiving Location: SEATTLE DISTRIBUTION CENTER SEATTLE
oo Item Code Exp Date Euyer UM Expected Qty -
Item Description
Vendor: CHAMPION INC 123457
114 CHAMPCTL14 04/0&/2007 CATHY En 15.000
CHAMPION (R) CJ-14 SPAPE PLUG
11& CHAMPCTL14 04/0&/2007 CATHY En Eo.ooo
CHAMPION (R) CJ-14 SPAPE PLUG
Vendor: ESMITH-CORONA CORP. SCH
1le 12104 04/0&/2007 CATHY En 1500._000
SCM A4 SERIES MULESTLRIKEE
) |

In this example, we selected specific receiptsrigring a PO number. We could have selected allgbeipts expected
from a certain vendor, buyer, warehouse, etc.ean sn the selection criteria form.
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Update Receipts

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

& Update Receipts

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

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

Goods Received

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

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

Desc:|SCM A SERIES MULSTRIKE

[‘ ok ] [’;‘Eancel ] @Header ]

QYR

Enter quantity received,

Goods Received screen—header section

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

1.

Date Received

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

Reference
Any manually assigned reference to this receipt.

e Optional
e Up to 10 alphanumeric characters

Receipt No.

Receipt Number is a system assigned number thaulieto the PO Number.

P.O. No.

Purchase Order Number is used to reference thmaligO’s with items that remain to be received.eWlgou enter
a PO number and press [ENTER], the remaining in&tion, including detail lines, will be displayedis field has
the following attributes:
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« Required
* Zoom available to select from current PO'’s.

5. Warehouse

Warehouse assignment is the receiving warehoudehwgtied to the original PO Ship-To and Vendesignation
and requires no entry.

6. Auto Rvd?

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

7. Vendor

Vendor holds the vendor code and vendor descrifitan the original PO

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

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

Goods Received screen—detail section

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

1. Item Code

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

2. Unit

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

3. Qty. Received

If the quantity received is different than the qtitgrordered, enter that quantity here. The follogvpicker window
will then display:
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Partial Receipt O... |Z||E|Pz|
File Edit Help

A ON-1VEX N 7]

Further Receipt Expected.
Enter Rejection Dy,
Cancel Remaining Dy,

[@ 0K ] [Q:‘ Cancel ]

QYR

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

Enter Rejection Qty - select this option if you are rejecting the remiag quantity due to damage or other reasons.
You will then be prompted to enter a rejection codigch is free form.

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

There is one field at the bottom of this screen:

1. Desc

Description is a non-entry field that holds theatggion of the current line item.

Receiving Serialized Items

If the item is under serial or lot number contis#ralized field in item record is set to S,L, gt Bhe following screen
displays:

View srleu |.-_| |E| Pz|

File Edit View Mavigation Tools Actions Help
00 B
Q0 O @
% Add  Update Delete

Itern Code Warehouze Cuantity Lot Gluartity

ALPT292 SEATTLE 10.000

Lat Murnber Serial Mumber Lot Gluartity

QYR

Detail
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When you go to Add the items you are receiving ftlewing window opens:

& Select srlea g@@

File:
i@
Itern Serial Mumbers
Lot Murnber: =]
Quantity: 10.000
Serial Prefie. |22 =]
Serial Number: 1000 [&]

Serial Suffie:

[O ok ] [’;‘ Cancel ]

QYR

Enter the suffix portion, if any,

Fill in the appropriate information in the follovgrfields:

1. Lot Number:
e Optional

« Up to 20 alphanumeric characters

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

e Up to 12 numeric characters

3. Serial Prefix:

This field holds the actual serial number for aglgritem, or can make up the prefix part of théaseumber for mul-
tiple items. As a prefix, this field is optiondljmcluded, the prefix would be the same for eagbsgquent item serial

number. If you use this field to type in the unigagial number for individual items, then the supsmnt fields are
optional.

* Up to 20 alphanumeric characters

4. Serial Number:
e Up to 10 numeric characters

This field holds the numeric portion of a seriahther. You would use this number field to assigms@aumbers to
multiple items automatically. For example, if yoame a quantity of five items, by simply typing lretnumber 100
for the number portion of the serial number, thegpam automatically assigns the numbers in sequenaifive
items, 100-104. This is a time saving feature if )@appen to receive the items you want to serializat the same
time. If you only have a single item to serializafo/ou receive items randomly, you must assiglbsgguent serial
numbers manually, either in the Serial Prefix fietdif you are utilizing a common prefix for aléms, enter remain-
ing part of the numbers in the Serial Number fi@dmember that serial numbers that have been asbigrthis item
are stored on the previous screen for reference.

5. Serial Suffix:

PO Maintenance 5-19



Fitrix Purchasing User Guide

» Up to 20 alphanumeric characters

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

Once all of the information is entered on the screéick OK. The following screen displays when #@ quantity
equals the lot/serial number quantity.

View srleu

File Edit WView Mavigation Tools Actions Help

00 B

Q0 O @

% Add  Update Delete

Itern Code Warehouze Cuantity Lot Gluartity

ALPT292 SEATTLE 10.000 10.000

Lat Murnber Serial Mumber Lot Gluartity
22456 1.000
22457 1.000
22458 1.000
22458 1.000
22460 1.000
224R1 1000

QYR

Detail

Click OK to return to the Update Receipts screen.
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Print Receipts Edit List

Use this option to print a list of the items yogei®ed and details about them. The details inctati costs, and

accounts affected via a General Ledger summargvBel a sample receipts edit list.

S Print Receipts Edit List

File Mavigate Help

000D 2

Date: 04/06/2007
Time: 16:4Z:29

Beceipts Edit List
PARTE PLUS DISTRIEUTION

Page: 1

Document. - 114
PO Mo_:- 117

Iten Code

Oty Rejected Oty Received

Ref: SCM
Warehouse: SEATTLE

Cost Price Total Value

Date: 04/06/2007

ALPT7Z3Z

0.000 10.000 Z78.000 z,720.00
1z0000000 000 INVENTORY

201500000 000 AP HOLDING ACCOUNT

z,720.00 DE
Z,7a80_00 CR

&

No errors were detected

|
3

The second page of the Receipts Edit list has theSBmmary as shown below.

9 Print Receipts Edit List
File Mavigate Help

Q@002 <

Dace: 0470672007
Time: 16:4Z:Z38

Leceipts Edit List
DARTS PLUS DISTRIBUTION

<

Page: 2
G/L Account Summary: 04/2007
Aocount Description Debits Credins
120000000-000 INVENTORY 2,780.00
201500000-000 AP HOLDING ACCOUNT 2,780.00
2,780.00 2,780.00

e

Notice that next to the page title, it says “*FUTBER’ This tells you that this transaction is beingld until the next
(future) accounting period. This happens becauseitvious accounting period is not closed outaymd, the date of this

transaction falls in the next period.
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Post Receipts

Use this option to post the receipt of goods taehtary Control and General Ledger, and to releas&drders from

Order Entry. This option also prints details of deseceived and information about posting problérhs. G/L summary
is the same as the edit list.

9 Post Receipts

File Mavigate Help

<< X >R

|

Date: 04/05/Z007 Deceipts Posting List
Time: 1&6:43:27 DARTE PLUS DISTRIEUTION Page: 1
Posting Secquence: 11

Document : 114 Def: 2CM Date: 04/05/2007
P.0O. MHo.: 117 Warehouse: SEATTLE B

Itenm Code Oty Rejected Oty Receiwved Cost Price Total Talue

ALP7Z9Z o.ooo lo.000 z72.000 z,780.00

1z0000000 000 INVENTORY £,780.00 LB

201500000 000 AP HOLDING ACCOUNT £,720_00 CR

Ho errors were detected

S
| v
3
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Update A/P Invoices

Use this option to match a vendor invoice to a Ry@ems that have been received can be invoi€ean this the pro-
gram can calculate what you owe, differences,tetsend to Accounts Payable.

& Update A/P Invoices

File Edit WView Mavigation Tools Actions Help
OB |IOWERPREA BN E00ER 900
i O @ @ 0O 9 @& ¥
% Find Prev Mest Add Update Delete Browsze Options
Invoice Clearing
AcctDate: | [TENIETENE [E] I Doc. Mo
P.0O. Mo (117 =] P.0. Date: |04/06/2007
Irve. Mo | 724522 Currency: Irve. Date: |04/06/2007 53
Desc.: Statusz:
Wendor: |SCH SHITH-COROMNA CORP. PayTo: |P&YTO
Tems: |B =] 2% 10 MNET PaYMENT 30 DAYS FOB: |DESTIMATION
Pay On: | 04/16/2007 3 Due: |05/06/2007 3 Dise.: |04416/2007 @Y Disci: 2.000
Mizc.: 0.o0 Freight: 0.o0
Tax Tat: 0.00 Invaoice Tatal: 2780.00
Item Code Likd [ Gty Ireed Cost Price Met Amount
ALPT292 E4  04/06/2007 10.000 278.000 2780.00
Acct: Dept: Tax Code:
(G o | [4cancel | [EEpetsl |
. . VR
Enter accounting date to be used for this document.,

Invoice Clearing screen—header section
The following fields allow you to enter an invoinamber and reference a PO:

1. Acct'g Date
Date of posting (mm/dd/yy) is referenced to de¢rdeperiod in the General Ledger. It defaults odhrrent date.

2. Invoice Doc. No.
Invoice Document Number is a non-entry field. Eamloice is assigned a unique, sequential numbenwdeecord
is posted.

3. P.O. No.

Purchase Order Number field is where you entew#tid number of the PO pertaining to the invoice yoe creat-
ing. When you enter a PO number and press [ENT&R]iemaining information, including detail lin@g]l be dis-
played.This field has the following attributes:

e Up to 10 alphanumeric characters
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» Zoom to picker window:

File Edit Help

A ON-1VEX N 7]

Available Purchase Order
Modify Tax Summary

[O ok ] [’;‘ Cancel ]

QYR

Available Purchase Orders—This brings up a window that allows you to chofyeen current purchase orders in
which all items have been received.

Modify Tax Summary—This option is available whenever you Zoom in #iseen. See discussion in "Invoice Tax
Adjustments"” on page 5-27.

4. P.O. Date
Purchase Order Date (mm/dd/yy) is a non-entry fieid displays the date on the current PO for itgowsare receiv-
ing.
5. Invoice No.
Invoice Number is where you enter the vendor’s ioemumber.
» Optional
e Up to 20 alphanumeric characters
6. Currency

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

7. Invoice Date

Invoice Date (mm/dd/yy) is the date of invoice alefaults to the current date. It is this date tilitbe used by the
AP aging report when determining how to age inveice

8. Description

A general description of the invoice, up to 20 alphmeric characters.

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

POSTED—the invoice has been posted to Accounts Payable.
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10

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

. Vendor

This non-entry field holds the vendor code pertagrto the PO.
Pay-To
The Pay-to code relates the vendor pay-to addoesghere you will send payment for purchased goods.

Terms

Terms code indicates the terms of payment. Terrdesare set up in Accounts Payable, and Zoom itahlato
select from valid codes.

FOB

Freight On Board contains the designation for thiatpvhere responsibility of shipment items chanigaisds
between you and vendor.

Pay On
Pay On date (mm/ddl/yy) is the date the balancehgilbaid. May be overridden.

Due

Due Date (mm/dd/yy) is the date payments are dwsg. & overridden.

Disc.

Discount Date (mm/dd/yy). May be overridden.
Disc%

Discount Percentage, may be overridden.

Miscellaneous

Miscellaneous Total is where you enter the totabamt for any miscellaneous costs. In the Updateangdu can
change miscellaneous costs that may have beeredniethe original PO.

Freight

Freight Total is where you enter the total amoontiny freight costs. In the Update mode, you damnge freight
charges that may have been entered in the oriBiDal

Tax Total

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

Invoiced Total

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

When you enter the PO number or other informatiathé header section, the detail lines for iterasired, printed, and
posted on the PO appear with the following columns:

1.

Item Code

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

UM

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

Date Rcvd

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

Qty Invd

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

Cost Price

Cost Price will default to the price on the PO, Yoo can override it. If the price exceeds what arashe PO in rela-
tion to the price tolerance % set up in the Up&atechasing Defaults program, a warning is given.

Net Amount

Net Amount is a non-entry field and the amountiis field is calculated from price and quantity dised.

Acct

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

Dept

This field holds the department code for this liteen.

Tax Code

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

e Zoom
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Invoice Tax Adjustments

When you choose the Modify Tax Summary from therdqmcker window, the following screen comes up:

& Zoom mtax Q@@
File:
Tax SUMMARY
Code Fate Acch Met Amt Tax Amount Frozen
MOTa 0.00 £38500000 28.00 0.00H

[O ok ] [’;‘ Cancel ]

Enter net amount OVR

Use the Tax Summary screen to adjust tax amoutizrtdle discrepancies between automatically catedik@ax amounts
and actual invoiced tax amounts. Additionally, y@un use this screen to modify the distributionsaes to different tax
group codes. It contains the following fields:

1.

Code

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

* Up to six characters

e Zoom for adding new lines

Rate

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

Acct

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

Net Amt

The net amount is the amount of the invoice bedxgd at this rate. You can modify this amount asled.

Tax Amount

Tax amount is automatically calculated based om#i@mount and the tax rate. You can overridethailated tax
amount, and you must set the Frozen field to Yrdeoto keep this amount from being recalculated.

Frozen

As stated above for the Tax Amount field, if yoti thés field to Y for the particular tax code, thax Amount will
not be recalculated; if it is set to N, the systeithrecalculate the Tax Amount.
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Print Invoice Edit List and Post Invoices

Use these options to print an edit list to checkirag} actual invoices and then post the checkeanidag to Accounts Pay-
able (A/P).

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

When you post invoices, the program will first lookhe vendor information file in A/P to find t#¢P account number
and A/P department, and cash account number ahddegsrtments.

If the A/P account number and cash account nuntieanat found in the vendor information, they wil bssigned values
from purchasing defaults.

If the A/P department or the cash account depaitsrame not found, then they will be assigned tipadenent associated
with the purchase order.

Here is how the different departments are used:
» Freight and miscellaneous charges are postectdgpartment associated with the purchase order.
» Expenses are posted to the department for thd tile¢asthat the expense is associated with.
* Inventory is posted to the department for theitlkte the item is associated with.
e Cash is posted to the department of the vendahfocash account.
» Accounts Payable is posted to the departmenteotémdor for the accounts payable account.

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

File Mavigate Help

(ORI 1> AR

|

Date: 0470672007 Print Invoices Edit List

Time: l&:43:32 DARTE PLUS DISTRIEUTION Page: 1

Invoice Doc.No.: 432 Inwr_§: 724522 Invoice Date: 04/08/2007
.0, Doc.MNo.: 117 P.O_g: 117 P.0. Date: 04/08/2007

Vendor: E5CM - SMITH-CORONA CORP.
Acct'g Date: 0470672007

Description: Pay-To: PAYTO
Item Code WMarehouse Qty. Price Tax Amount
ALP7Z9Z SEATTLE lo.000 z72.000 o.oo z,780.00
201500000 000 AP HOLDING ACCOUNT £,780.00 LB
———————————————————— Invoice Totals
200000000 000 ACCOUNTE PAYAELE £,720_00 CR

Ho errors were detected

S
| v
3
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Post Invoice

9 Post Invoices

File Mavigate Help

ORI < I AR

|

Date: 0470672007 Post Invoices List
Time: l&:E0:1& DARTE PLUS DISTRIEUTION Page: 1

Posting Secquence: 3

Invoice Doc.No.: 432 Inwr_§: 724522 Invoice Date: 04/08/2007
.0, Doc.MNo.: 117 P.O_g: 117 P.0. Date: 04/08/2007
Vendor: E5CM - SMITH-CORONA CORP.
Acct'g Date: 0470672007 -

Description: Pay-To: PAYTO
Item Code WMarehouse Qty. Price Tax Amount
ALP7Z9Z SEATTLE lo.000 z72.000 o.oo z,780.00
201500000 000 AP HOLDING ACCOUNT £,780.00 LB
———————————————————— Invoice Totals
200000000 000 ACCOUNTE PAYAELE £,720_00 CR

Ho errors were detected

S
|
3

When you run this option, the posting report gi@gseneral Ledger summary. Posting invoices isabiestep in the pur-
chasing process.

Update Batch Maintenance

See the Batch Processing chapte®étting Sarted with Fitrix for information on these menu options.
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Requisitions

This chapter contains reference information abloeitdiptions you use to create requisitions and
generate purchase orders from those requisitiorsaléd describe the screens and fields you actu-
ally enter data into to create requisitions andegate purchase orders.

For reference purposes, we will take each optiaordter and describe the following:
e General description of what the option is used for
» Show the input screen or report for the option
» Forinput screens, describe each field on theescre

This is meant to give you information about what tiptions on the Requisition menu do and what
each field is used for.
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Requisitions menu

The Requisitions menu option is the first optiontloa Purchasing main menu. As a buyer for your @mr just an
employee wanting to acquire some goods, you useptiens under the Requisitions menu to createatgdnd print
requisitions.

You use options on this menu to approve requisitiems and assign vendors. Then an authorized psired) agent can
create a purchase order from the approved rearisiti

You can also create requisitions for items thatosréackorder for sales orders generated in Ordey.E

When you enter 1 for Requisitions on the PurchaMagm menu, the Requisitions menu comes up.

Fitrix 5. 20 Database: bettyb Printers: Lexmark2flexmark 2

File ‘“iew Ewxecute Seftings Help

demiEZEm@

1 Gener LI FHLE
el GELTT | Requisitions

3 Accoltpy 2 PO Ma & a Update Reguisitions

4 Orderlgs 3 po Re B b Print Requisitions

3 Invertc &5 4 Setup ¢ Assign Vendars

B Furchs &y 7 Multile =) d Create PO from Reguisitions
7 MullicL &5 & Admin = e Print O/E e Requests

9 Pawollgs @ Setup [/ f Create OJE Requisiions

9 Fixed £
&) Ext &) Exit © Copyright 2007

Fourth Generation
a Replenishment Softwara Salutions, Inc.

cooopopooopRoopm

b Report Writers

4] Bt

Status dle Socket: sock224/10.0.0.95/20020
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Update Requisitions

You use this screen program to enter and updatasiéqns. The header section contains generatnimétion about the
requisition and the detail section is for you téeenhe items you are requesting.

& Update Requisitions

File Edit WView Mavigation Tools Actions Help
oL MV HANBEMBEOOED @0
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Purchase Requisition
Requestor: (Y] ShipTa: =]
Autharization: Fequired Date: [E]
Order Doc Mo: Order No: Fequest Date: | 04/06/2007 [E]
Feq Doc Mumber: Type: |REG Status:
Ln | Type Stg | Item LIk | Gluantity Ref Mo,
(G o | [4cancel | [EEpetsl |
Enter the code For the requestor, 20

Purchase Requisition screen—header

This portion of the Purchase Requisition form corgdhe following fields where you enter and updafermation per-
taining to a requisition:
1. Requestor

This field takes the requestor code of the pereguesting a purchase of item(s). Requestor co@desearup with
Update Requestor Definitions (option 4-c-e). Théofeing properties apply to this field:

* Required field

e Zoom to select from current list of requestors

2. ShipTo

This field contains the ShipTo Warehouse code atilig where you want to ship the items you are rimge You set
up ShipTo Warehouse codes with Update Warehousaifiaifs (option 4-c-d). You can also enter a wangde code
when defining a requestor so this field is autooaly filled when you enter your requestor codee Téllowing
properties apply to this field:

e Required
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» Zoom to select form current list of warehouse sode

3. Authorization

This field holds the code for an authorized appro@ace authorized or approved, the requisitidndked and an
operator can transfer the requisition to a purcleader. No update of the requisition is allowed@aathorized.

4. Required Date
Enter the date (mm/dd/yy) that you require the (®m

5. Order Doc No.

If the rquisition was automatically created by @reate O/E requisitions program, the document nummtthe order
will display here. The order document number magifferent than the order number if you manuallgigis order
numbers.

6. Order No

If the requisition was automatically created by @reate O/E Requisitions program, the order numiilédisplay
here.

7. Request Date

The system automatically puts in the current ddterwyou create a requisition, but you can changeldlte by enter-
ing in the new date in the format mm/dd/yy.

8. Req Doc No.

The unique document number is assigned by therayste

9. Type
This is a system assigned field that defaults ¢odttler type entered in Update Purchasing Deféuttison 4-a)

10. Status

Requisition status field holds system assignedistatde that reflects the lowest line item stage &tg. in the detail
section). The system updates the requisition stahen you save a document.

Purchase Requisition screen—detail

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

1. Ln

This is the line number assigned by the systems&lire numbers are used for an audit trail (&&cking line items
on a P.O. to a requisition).
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2. Type

This is the type of item you are requesting. If yln't enter a line type, it will default to thepiy you entered in the
Update Purchasing Defaults. The following typespealefined:

CAN—Cancels that line of the requisition.

CAP—Capital purchases.

NON—Non-stock keeping items, items you sell but dostotk.
STK—Stock items, merchandise that you purchase an# §o resale.
STN—Stock treated as non-stock.

SUP—Supplies.

e Zoom available to select from current line types.

3. Stg

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

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

AUT —Authorized requisition awaiting vendor assignmamd transfer to purchase order. Only an authorized
approver can modify at this stage.

LCK —Locked requisition, approved and assigned a verfidy an authorized approver can modify at thiget
ORD—Ordered, requisition has been transferred to @selrder.

CAN—Line item has been cancelled.

4. Item
Enter the item code of item you are requesting.

* Zoom to select from current list of stock or ndoek items.

5 UM

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

6. Quantity

This is the number of items in purchasing unitg ffoa want to order.

7. Ref No.

This reference number field is “free form,” meaniyau can enter any kind of reference you feel apipate. If this
requisition item was from an order entered withi¥i©Order Entry, the sales order number is theregfee.
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Print Requisitions

This menu option prints out all new requisitionsu¥vould use this option if you are required torsitla copy of your
requisition or if you want a file copy.

This option displays a prompt to see if you wolilte ko print specific requisitions. If you enterfaf Yes, the system will
return the following selection criteria screen:

Select select

File:

Selection Criteria

Fequest Mo: I:l
Fequest Date:
Fequest Code: I:l
Fequest Status: I:l

Autharization Code: I:l
Bill ta W arehouze: I:l
Ship to Warshouse: I:l

[ 0K ] [Q:(Eancel ]

Enter Request Mumber, 20

This screen allows you to select specific requisgito be printed. Below is a sample of the report:

9 Print Requisitions

File Mavigate Help

‘09000 <

|

Date: 04/05/Z007 Print Regquisitions

Time: 17:0E5:3E DARTE PLUS DISTRIEUTION Page: 1

Berquest Number - 1oz Document No - 1oz
Date o l0/0Efz00s Date Required : 10/1Z/2008&
Code : OEMGR SUE ELAKE Auth Code : -
Status : ORD P.0O. Type : REG

Eill To:

Ship To: ZEATTLE

Line Type Line Stage Item Code Deference MNumber Order Quantity
Description
STE ORI ALPZEEE SAMPLE 1.00

ALPINE (R} & CHAN AMP

S

| v
3
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Assign Vendors

You can use this option to authorize individualuiegion line items and assign vendors. You musiggsa vendor before
a requisition line item can be transferred to a P.O

This option returns the Assign Vendor to Requeltads screen.

& Assign Vendors

File Edit WView Mavigation Tools Actions Help
oL MV HaA RBEMee
i O @ @ 0O 9 @&
% Find Prev Mest Add Update Delete Browse
Agzign Wendors to Requested ltems
Yendar Code: =
Autharization:
Line Murnber:
Document Murnber:
Order Moz
Fequest Code:

Itern Code:

Unit:
Order Guantity:
(No Documents Selected)

[O ok ] [’;‘ Cancel ]

QYR

Enter the Yendor Code, Use = to Find Unassigned Lines,

Use the Find command to select the requisition desu number. Assign a vendor and authorize thesiigun for each
line item. Enter information in the following fiedd

1. Vendor Code (required, Zoom available)
This field accepts a vendor code which assignsvisadior to the line item in the lower portion oétbcreen.

Zoom from this field will display all vendors thiaave the item in their vendor catalog. If the itsmot in a vendor
catalog, all vendor codes will display. When onedlected, you will be prompted to enter the iterst that will be
used on the purchase order. There will also be@ddanserted into the vendor catalog for this ima cost.

2. Authorization

This field accepts the code for an authorized apgd' he authorizer must have an approval levdidrighan that of
the original requestor. Once authorized, the rétipiisline item is locked and an operator can tfang to a PO. No
update of the requisition is allowed after authatin.
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Create PO from Requisitions

When you choose this option, the following screspldys.

Select Printer, - 001

Create POs from Requisitions
Selects Requisition Lines where
1) Requisition is Approved
2y Line has Vendor Assigned

A Single Purchase Order will be created for each Yendar,
Mumber of Copies: |1 =

Screen pager

Editar |
Host Printer [Lexmark2 j

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

Mail Ta: | Subject: |

Fax Mumber: r |
File File Mame:

Last process: Ready to select print option
LA Pri Direc'{"ﬁéﬁaﬁ\él X Cancell

As stated in the screen above, this option looldl @urrent requisition lines that are approved have been assigned a
vendor. The program creates purchase orders hyréisgithese requisition line items to PO’s bas¢henvendor.

You can narrow down wich requisitions create puseharders by entering values into the selectidergai screen.

Select req_sel

File:

Fequisition Selection Criteria
Itern Code:
i arehouse:
Fequest Doc Mo.:
Wendor Code:
Reference Mo
Autharization Code:

Customer Order Mo.:

[@ ok ] [’;‘ Cancel ]

QYR

Enter Item code.

This option allows you to print a report showingthe purchase orders created.
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9 Create PO from Requisitions

File Mavigate Help

<< X >R

|

Date: 04/08/2007
Time: 17:15:17

Create Purchase Orders
DARTE PLUS DISTRIEUTION

Page: 1
Vendor: S5CH PO Doc. MNo.: 118
Item Code Quantity Dequest DReference No. Author
E711& 15.000 107 0E 164:03:01 OEMGR
Total: 15.000

S

_

The next two menu options (1-e and 1-f) relatagms that need to be purchased due to backord=atedrfrom Order
Entry.
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Print O/E Item Requests

Use this option to print an edit list of all theckardered line items from sales orders entere®viter Entry. If you want
to create a requisition for one specific custormrden enter this order number in the selectioredatscreen shown here:

Query ord_sel
File Edit Help

A RN EXHEN R

0/E Requizitions Selection Criteria

Customer Order Mo: I:l
( Cancel

GDE X

QYR

Enter customer order number,

You can put these items on requisition with thetmesinu option, Create O/E Requisitions. The exarbplew shows the
format of this edit list.

9 Print OfE ltem Requests

File Mavigate Help
ORI < I AR
-~
Date: 04/05/Z007 0/E Item Request Report
0OE Doc HNo: led
Customer: 1E CLAZSIC PARTE UNLIMITED
Line Itenm Code Quantity Marehouse
2 E711& 15.00 EDM
) |
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Create O/E Requisitions

Use this program to create requisitions for alih&f Order Entry line items that are currently onkmader. You do not
have to use this option; You may prefer to manuaigate requisitions for these backordered items.

After you create the requisition, the requisitimcdment number is recorded in the Backorder Refd fivhich is on the
Customer Orders screen. This relates the backatdtem to its requisition.

Note

In Order Entry, you get to the Customer Order stigeselecting Update Customer Orders (option drathe Order
Maintenance menu.

The following page shows an example of the repeniegated by this option.

Create O/E Requisitions

9 Create O/E Requisitions

File Mavigate Help
ORI < I AR
-~
Date: 04/05/Z007 0/E Item Create Recuisition
0OE Doc HNo: led
Customer: 1E CLAZSIC PARTE UNLIMITED Leg No.: 107
Line Itenm Code Quantity Marehouse
2 E711& 15.00 EDM
< Pl

This concludes the options on the Requisitions m&he next chapter covers the Purchasing Maintenarenu. You
use the options on this menu to create PO’s antkpsoPO’s.
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PO Reports

The PO Reports option is the third option on thecRasing main menu. The options on this menu
are used to generate reports pertaining to yowhasing system. This chapter contains descrip-

tions of the reports and examples of what they ldak

Fitrix 5. 20 Database: bettyb Printers: Lexmark2/Lexmark 2

File ‘iew Ewecute Seftings Help

dqem =@

R © Purcrasing |
2 Accout i 1 RequisERN e Reports

3 Accoutpsy 3 po Ma &5 2 Order Summary

4 Orderlgy 3 PORE @y b Order Detail

5 Inventt &5 4 Setup & ¢ coods Recelved by G/L Code
B Purche s 7 Multile! =) 4 price Change

7 Multitl & 8 admin [E e Direct Ship Status

B Payrollge 5 Setyp f Purchase Journal

e Fmedfﬂ Exit ﬂ Exit
a Replenishment

b Report Wiriters

&) Exit

® Copyright 2007
Fourth Genaration
Software Solutions, Inc.

Status Idle

Socket: sock224/10.0.0.95/20020
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PO Reports—Order Summary

The first three report options are under Order Swyr(wption 3-a).

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

File View Execute Seftings Help

SddemiEz@E

Fitrix 5.20

2 Accout B
3 Actoury
4 Order|
5 Inventt /=
G Purch: /5
7 MulticL =5

8 Payroll B

LEroocooEooDEBRODR

Exit

b Report¥iriers

1 Genen T P

il 3 PO Reports

3IPORe b order | g Order Summary by PO Num

4 Selup {5 ¢ Goods @) b Order Summary by Buyer
7 Muttiler /=l 4 Price ([ ¢ Order Surnmary by Vendor
8 Admin =1 @ Direct &) Ewit

9 Setp S f purchase Journal

8 Fived S Exit O] Exit ® Copyright 2007

Fourth Generation

a4 Replenishment Softwara Solutions, Inc.

I Status Idle

Socket sock224/10.0.0 SSHEDDED|

When you execute these options, a selection aiserieen displays, similar to the one below, giterselect any of these
three options and direct the output. You can usesttreen to specify the PO’s you want to print.

Select ordr_sel

File:
i@
Order Selection Criteria
Wendor Code: | |
Wendor Mame: | |
Buyer Code: l:l
i arehouse: I:l

Purchase Order Mo l:l
Documnent Mo.: l:l
Fequired Date:

FO Type: I:l
PO Status: I:l
PO Stage: I:l

[ 0K ] [Q:{Eancel ]

Enter vendor code. @i

The programs that generate these summary repodslfi of the open purchase orders and compilen tho a list. The
reports show the PO number, PO date, vendor catleame, buyer code, and the remaining value, wikiaimount you

owe the vendor from that PO Examples of these tefawe shown on the next few pages.
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Order Summary by PO Number

9 Order Summary by PO Num

File Mavigate Help

<< X >R

Date: 04/05/Z007 Order Summary By PO Number
Time: 17:18:47 DARTE PLUS DISTRIEUTION Page: 1
P.O. Moo Date Buyer Net Amount
104 10/02 /2008 2,96
Vendor: 1Z347¢ - COSTCO WHOLESALE
111 04/04 /2007 13.20
Vendor: 1Z347¢ - COSTCO WHOLESALE
11z 04/04 /2007 E.20
Vendor: E5CM - SMITH-CORONA CORP.
114 04 /0672007 CATHY E.EE
Vendor: 123457 - CHAMPION INC
11& 04 /0672007 CATHY 1l2. &0
Vendor: 123457 - CHAMPION INC
1le 04 /0672007 CATHY 8,355.00
Vendor: E5CM - SMITH-CORONA CORP.
112 04/0&/2007 SE.10
Vendor: E5CM - SMITH-CORONA CORP.
123245 1071172006 CATHY 4. EE
Vendor: 123471 - ALLIED SICGNAL INC.
)

|
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Order Summary by Buyer

7-4

S Order Summary by Buyer
File Mavigate Help

(ORI 1> AR

Date: 04/05/Z007 Order Summary By Buyer

Vendor: 123471 - ALLIED SIGMNAL INC.

|~

Time: 17:13:Z0 DARTE PLUS DISTRIEUTION Page: 1

P.O. Moo Date Buyer Net Amount

104 10/02 /2008 2,96
Vendor: 1Z347¢ - COSTCO WHOLESALE

111 04/04 /2007 13.20
Vendor: 1Z347¢ - COSTCO WHOLESALE

11z 04/04 /2007 E.20
Vendor: E5CM - SMITH-CORONA CORP.

112 04/0&/2007 SE.10
Vendor: E5CM - SMITH-CORONA CORP.

114 04 /0672007 CATHY E.EE
Vendor: 123457 - CHAMPION INC

11& 04 /0672007 CATHY 1l2. &0
Vendor: 123457 - CHAMPION INC

1le 04 /0672007 CATHY 8,355.00
Vendor: E5CM - SMITH-CORONA CORP.

123245 1071172006 CATHY 4. EE

| v
3

|
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Order Summary by Vendor

9 Order Summary by Yendor

File Mavigate Help

(ORI 1> AR

-~
.
Date: 04/05/Z007 Order Summary By Vendor
Time: 17:13:57 DARTE PLUS DISTRIEUTION Page: 1
P.O. Moo Date Buyer Net Amount
114 04 /0672007 CATHY E.EE

Vendor: 123457 - CHAMPION INC -
11& 04 /0672007 CATHY 1l2. &0
Vendor: 123457 - CHAMPION INC
123245 1071172006 CATHY 4. EE
Vendor: 123471 - ALLIED SICGNAL INC.
104 10/02 /2008 2,96
Vendor: 1Z347¢ - COSTCO WHOLESALE
111 04/04 /2007 13.20
Vendor: 1Z347¢ - COSTCO WHOLESALE
11z 04/04 /2007 E.20
Vendor: E5CM - SMITH-CORONA CORP.
1le 04 /0672007 CATHY 8,355.00
Vendor: E5CM - SMITH-CORONA CORP.
112 04/0&/2007 SE.10
Vendor: E5CM - SMITH-CORONA CORP.
) |
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PO Reports—Order Detalil

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

Fitrix 5.20 Database: bettyb Printers: Lexmark2/lLexmark 2

Fie ‘iew Ewscute Settings Help

de¢m=E=E@

1 Gener;

2 Accolt B 1 Requit 3 PO Reports
S — T S b Order Detail

4 Orderlifsy 3 PORe iy b Order| = 3 oOrder Detail by PO Num

4 Setup ¢ Goods = 1 Order Detail by Buyer

7 Muttile =1 g Price ([ ¢ Order Detail by vendor

2 Admin e Direct = g Order Detall by ltem Code
& Pavrollf5 9 getup & 1 Purcha e Order Detail by G/L Code

9 Fixed /S Exit 4] Bt o] Exit

5 Inventt oy
B Purche =
7 Multict =y

® Gopyright 2007
a Replenishment Fourth Ganeration
Softwara Solutions, Inc.

e L

b Report Writers

o] Exit

| stats Ide Socket sock224/10.0.0.95/20020

These options print more detailed reports sorteB®ynumber, by buyer code, by vendor code, by dede, and by G/L
code.

When you execute any of these print option, a sielecriteria form displays:

Select ordr_sel E]

File:

)

Order Selection Criteria
Wendor Code: | |

Wendor Mame: | |

Buyer Code: l:l
i arehouse: I:l
Purchase Order Mo l:l
Documnent Mo.: l:l
Fequired Date:
FO Type: I:l
PO Status: I:l
PO Stage: I:l

[ 0K ] [Q:{Eancel ]

Enter vendor code. @i

When you choose from these order detail reporbaptithe program gathers all the open purchasesottalgt meet the
criteria you select and displays the details alkagh PO In addition to the details you get with@mder Summary
options, you also get the document number, referanmber, required date for the items, ship-to hvause, and details
of items ordered. Examples of these reports ath@ifollowing pages.
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Order Detail by PO Number

9 Order Detail by PO Num

File Mavigate Help
-~
Date: 04/05/Z007 Order Detail By PO MNumber
Time: 17:21:14 DARTE PLUS DISTRIEUTION Page: 1
Vendor Code: 12347¢ - COSTCO WHOLESALE
.0, No. 104 I.0. Date 10/02 /2008 Doc.No.: 104
Reference 0E 1E7:0Z:01Recuired by: TThse SEATTLE
Type REG Status ACT Stage oG
Buyer N
Item Code/Description m Oty Remaining Cost Price Extension
ENVELOPE-#10 PLATIN En z.00 1.32 2,96
PLATN LETTERHEAD» ENVELOFPE Type: HNON Stage: POG
Total Value 3.98
Vendor Code: 12347¢ - COSTCO WHOLESALE
.0, No. 111 I.0. Date 04/04 /2007 Doc.No.: 111
Reference 0E 139:0Z:01Recuired by: TThse SEATTLE
Type REG Status ACT Stage oG
Buyer
Item Code/Description m Oty Remaining Cost Price Extension
ENVELOPE-#10 PLATN En lo.00 1.32 1320
) |
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Order Detail by Buyer

File Mavigate Help
-~

Date: 04/05/Z007 Order Detail By Buyer

Time: 17:21:5& DARTE PLUS DISTRIEUTION Page: 1

Vendor Code: 12347¢ - COSTCO WHOLESALE

.0, No. o 104 P.0O. Date : 10/0Z2/2008 Doc.No.: 104

RBeference : 0E 1E7:0Z:01Recuired by: TThse : SEATTLE

Type : REG Status 1 ACT Stage @ POG

Buyer
Item Code/Description m Oty Remaining Cost Price Extension
ENVELOPE-#10 PLATIN En z.00 1.32 2,96
PLATN LETTERHEAD» ENVELOFPE Type: HNON Stage: POG

Total Value 3.98

Vendor Code: 12347¢ - COSTCO WHOLESALE

.0, No. o 111 P.0O. Date : 04/04/2007 Doc.No.: 111

RBeference : 0E 139:0Z:01Recuired by: TThse : SEATTLE

Type : REG Status 1 ACT Stage @ POG

Buyer
Item Code/Description juscs Oty Pemainineg Cost Price Extension

| 3@

7-8 PO Reports



Fitrix Purchasing User Guide

Order Detall by Vendor

9 Order Detail

by Yendor.

File Mavigate Help

-~
Date: 04/05/Z007 Order Detail By Vendor
Time: 17:2E:20 DARTE PLUS DISTRIEUTION Page: 1
Vendor Code: 123457 - CHAMPION INC
.0, No. 114 I.0. Date 04/0&/2007 Doc.No.: 114
Reference Dequired by: 0470572007 Thse SEATTLE
Type REG Status ACT Stage oG
Buyer CATHY
Item Code/Description m Oty Remaining Cost Price Extension
CHAMPCTL14 En 15.00 .27 E.EE
CHAMPION (R) CJ-14 ZSPADE PLUG Type: STE Stage: POG
Total Value £.5&
Vendor Code: 123457 - CHAMPION INC
.0, No. 11& I.0. Date 04/0&/2007 Doc.No.: 11&
Reference Dequired by: 0470572007 Thse SEATTLE
Type REG Status ACT Stage oG
Buyer CATHY
Item Code/Description m Oty Remaining Cost Price Extension
CHAMPCTL14 En Eo.oo .27 1l2. &0
CHAMPION (R) CJ-14 ZSPADE PLUG Type: STE Stage: POG
< | 2>
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Order Detalil by Item Code

9 Order Detail by Item Code

File Mavigate Help
-~
Date: 04/05/Z007 Order Detail by Item Code
Time: 17:23:19 DARTE PLUS DISTRIEUTION Page: 1
Item Code: 1Z104 Description: SCM 4 SERIES MULSTRIEE
P.0O. MNo. Date Type Stage Quantity Price Extension
1le 0470872007 STE POG 1500.00 E.E7 83EL.00
Vendor: E5CM - SMITH-CORONA CORP.
Total: 12104 1,E500.00 8,355.00
Item Code: 1Z138 Description: 3CM A SERIES CORR (PESZ)
P.0O. MNo. Date Type Stage Quantity Price Extension
112 0470472007 STE POG 1.00 E.20 E.20
Vendor: E5CM - SMITH-CORONA CORP.
Total: 12138 1.00 E.20
Item Code: 67116 Description: 3CM H LOT CASSZETTE (B 3)
P.0O. MNo. Date Type Stage Quantity Price Extension
3 | L
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Order Detail by G/L Code

When you select this report option, the followirgdestion criteria screen is returned.

Select sel_scr
File

=

Order Selection Criteria
Btae [

Department;
Purchase Order Mo:
Wendor Code:

L 1

Wendor Mame: |

[ 0K ] [Q:{Eancel ]

Enter General Ledger Code,

QYR

Enter selection criteria to narrow down the numdifegntries on the report or to select specific gsoaf entries.

See the sample report:

9 Order Detail by G/L Code

File Mavigate Help

<< X >R

Date: 04/08/2007 Order Detail by G/L Code

|~

Time: 17:24:14 DARTE PLUS DISTRIEUTION Page: 1
G/L Code: 1Z0000000 Department: 000
P.0. No. Date Itenm Code Quantity Price Extension
12345 1071172006 FEMPH14 1.00 4. EE 4. EE
Vendor: 123471 - ALLIED SICGNAL INC.
115 04/0&/2007 CHAMPCT14 Eo.oo 0.27 1l2. &0
Vendor: 123457 - CHAMPION INC
1le 0470672007 1Z104 1500.00 E.E7 83EL.00
Vendor: E5CM - SMITH-CORONA CORP.
11Z 0470472007 1lZ138 1.00 E.20 E.20
Vendor: E5CM - SMITH-CORONA CORP.
112 0470672007 &7116 15.00 6.14 SE.10
Vendor: E5CM - SMITH-CORONA CORP.
114 04/0&/2007 CHAMPCT14 15.00 0.27 E.EE
Vendor: 123457 - CHAMPION INC
Total for G/L Code: 1z0oo000o - ooo 8,420.70

|

|
3
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Goods Received by G/L Code

When you run this report option, the following sien criteria screen is returned:

Select sel_scr
File

Goods Received Selection Criteria

Department; I:l
D ate Received: | @

e
Purchase Order Mo: l:l

[ 0K ] [Q:(Eancel ]

Enter G/L Code, 20

Enter selection criteria to print the amounts ofedtems received, sorted by the G/L account thatreceipts and
amount owed affects. See an example of this repothe next page.

9 Goods Received by G/l Code

File Mavigate Help
ORI < I AR
Time: 17:2E:Z6 DARTE PLUS DISTRIEUTION Page: 1
G/L Code: 1E0000000
Dpt-P.0.-—————= Bovd Date--Item Cod Quantity ost N Walue
ooo 101 10/0272006 MOTANT 1.00 13432 13432
200 1032 10/0Z72006 ALPIEES S.00 2E4.00 Z31ls.00
oon 10& 0l/1e/2007 1Z159E I000.00 z.98 8340._00 3
oon 10& 0l/1e/2007 1Z104 Eooo._ oo E.EE ZEEE0.00
oon 10& 0l/1e/2007 1Z11E 4500._00 Z.EE 101zE5.00
ooo 107 Ol/Z972007 ALPILES zE0.00 2E4.00 2100000
ooo 1o0g O2/Z6/EZ007 ALPILES io0.o00 4ZE.00 4ZE00.00
ooo 103 022772007 12104 1z00.00 E.1lE &l20.00
200 110 0470472007 ALPIEES 1.00 2E4.00 2E4.00
200 110 0470472007 ALPEZ0Z 2.00 &2.00 z04.00
ooo 113 04/04/72007 CHAMPCI14 io0.o00 0.27 27.00
oon 114 0470672007 ALPEE0NZ 15.00 &5.00 S7E.00
oon 11E 04/06/2007 CHAMPCI14 150,00 0.27 EE.EO
oon 11E 0470672007 ALPEE0NZ 1.00 EZ.00 EZ.00
oon 114 04/06/2007 CHAMPCI14 8E.00 0.27 21.4E&
ooo 117 0470672007 ALP7ERE io.00 z72.00 z7a0.00
Total for /L Code 1E0000000 12E,3253._ 38
= | 28
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Price Change

Use this report (option 3d) to see the price charigat may have taken place from purchase ord&fRadnvoice. When
you execute this option, the following selectioiteria screen returns.

Select sel_scr

File:

)

Frice Changes Selection Criteria

Invoice/Document Mo : I:l
e —

Description : |

[@ 0K ] [Q:{ Cancel ]

Enter Invoice number, @i

You can select for specific invoices, item codesl mvoice descriptions, or click OK to selectlade items where the
price changed. See the following page for an exarapthis report.

9 Price Change

File Mavigate Help

A
Date: 0470672007 Price Changes Report
Time: 17:Z8:E&L DARTE PLUS DISTRIBUTION Page: L
Inw Doc Ho  Line Na Trtem Code Description oty Invoiced 014 Price New Price Walue
44 1 CHAMPCI1l4 CHAMPION (R} CJ-14 SPAPK PLUG £0.00 o.37 0.es 14.00
Grand Total : la.00
v
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Price Change

Use this report (option 3d) to see the price chanigat may have taken place from purchase ord&fRadnvoice. When
you execute this option, the following selectioiteria screen returns.

Select sel_scr
File

)

Frice Changes Selection Criteria

Invoice/Document Mo : I:l
e —

Description : |

[@ 0K ] [Q:{ Cancel ]

Enter Invoice number, @i

You can select for specific invoices, item codesl mvoice descriptions, or click OK to selectlale items where the
price changed. See the following page for an exarapthis report.

9 Price Change

File Mavigate Help
~
Date: 0470672007 Price Chenges Report
Time: 17:28:51 PARTS PLUS DISTRIBUTION Page: 1
Inv Doc Ho Line No Item Code Description Oty Invoiced 0ld Price  Mew Price Value
a4 1 CHAMPCJl4 CHAMPION (R} CJ-14 SPARK PLUG 50.00 0.37 0.85 l4.00
Grand Tetal : 14.00
w
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Direct Ship Status

This report option lists the current orders thatdirect ship orders (order type = DIR). You cae it$o see where these
orders are in the direct ship process via the astiaye shown on this report.

POG—purchase order generated and sent to vendor.
REC—the merchandise has been shipped to the custome
INV—the DIR order has been invoiced and postecctmants payable.

When you execute this option, the following selatttriteria screen is returned.

C Bl

Select sel_scr
File
i@
P.0. Selection Criteria
Order Stage : l:l
Wendor Code : l:l
Wendor Name : |
Purchase Order Mo : l:l
Purchase Doc Mo l:l
Purchase Date :
Customer Code : l:l
Order Mo - l:l

Enter document stage [ORD],[REC],[INY].

YR

Enter information to specify the direct ship ordgos want to review.

The Order No. field in the selection criteria foisvused to specify sales order numbers from whittship PO’s were
generated. You can find order numbers at the bottbtine PO entry screen (option 2-a).

4 Direct Ship Status
File Mavigate Help

0003 <

>

Date: 0470672007

Direct Ship Status

Time: 17:31:08

PARTS PLUS DISTRIBUTION

Page: 1

P.0O. No.: 10z P.0. Date: 1l0/0Z7/2006 Doc.No.: L0Z
Vendor Code: 123476 - COSTCO WHOLESALE
Order Number: 1Z3 Stage: INV
Customer: FISHER -
Date Created: 1070672006 Date Modified:

Item Code Oty Ordered Oty Shipped Cost Price Extension
PREZ12322 Ei 260000 260000 1z. 000 3120.000
PRE44545 Ei 300. 000 300. 000 14.000 4200. 000
gub-Total: 7320.00
Mise: 0.00
Tax: 0.00
Freight: 0.00
Total: 7320.00

i) L

PO Reports
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Purchase Journal

This option allows you to print a ledger reportwimg the account activity generated from transaiionPurchasing.
This report shows all the ledger debits and cresditted by the document number assigned to eateirtion. You select
a date range for which you want to print transanio

9 Purchase Journal

File Mavigate Help

‘09000 <

-~
Date: 0470672007 Purchase Journal
Time: 17:33:Z32 DARTE PLUS DISTRIEUTION Page: 1
EBetween 03/01/2007 and 03/31/2007
Document Date Account Reference
U S33 03/2&/2007
Z00000000-000  ACCOUNTS PAYAELE 4ZE00.00 CR B
Z01500000-000 AP HOLDING ACCOUNT 4ZE00.00 LB
PR /107 03/2&/2007
1z0000000-000 TINVENTORY 4ZE00.00 LB
Z01500000-000 AP HOLDING ACCOUNT 4ZE00.00 CR
PR /108 0z/27/2007
1z0000000-000 TINVENTORY £l20.00 LB
Z01500000-000 AP HOLDING ACCOUNT £l20.00 CR
Total Debits Total Credits
91,120.00 91,120.00
) |
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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 be performed by the System histrator. Please contact your Fitrix Represemeator 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 be performed by the System Mistrator. Please contact your Fitrix Represemeator 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 be performed by the System Aiirator. Please contact your Fitrix Represewtator 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

Update Database Statistics (option e). 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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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 EReIET p Purge Activity

el 3 venli g 1 Check B h Merge Customer Activity
5 Inventt g 4 Setup &

B Purthe iy 7 Multile

d Bxport B § print Duplicate Customer Info
& Updatt &) | herge Ship-To Activity

7 MulticLg g admin &5 p Purge ﬂ Exit:

B Payollgy 9 Setup sk s Shutdown Database

9 Fixed ’:ﬂ it & 1 Btarup Database

g © Copyright 2007
a Replenishment

Fourth Cenaration
E z Update Batch Informalion Saftware Solutians, Iné.

cocoeoaEDEODERO

b ReportWriters ﬂ Exit

3] Bt

Status [dle Socket snck224/10.0.0 95/20020 |

Merge Customer Activity - this program is useful when a company change®esand 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

File Edit Yiew Mavigation Tools Actions Help

OB OURENA HRE G0

@
i hdd
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: |8 |
|PERFORMANCE AUTO PARTS |

Enter Mew Custamer Code: i14 |

|COMPETETION SPECIALTIES |

[@ 1[4 ] [&1 Cancel ]

R,

Enker Old Customer Code,

Print Duplicate Customer Information - this report program will list any informationahcould not be merged
into the new customer code because it is a dupli¢adr example, if old customer A has a ship-toecotl and
new customer B also has a ship-to code 01, shijd-twan not be merged. What you will need to ddiig ¢ase is
set up a new ship-to code under customer B forsthijgping address.
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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 Yiew Mavigation Tools Actions Help

OB R REA BaE 90
: @
£ oAdd
Ship-To Merge
Wwarning: This program tranzsfers all activity and reference
recards from the old ship-to code to the rew zhip-to
code and then deletes the old ship-to code,
Enter Customer Code: E AETIIEIT_SIALI_TDF'.&HTS
Enter Old Shipto Code: [ CALIF @ [ACTION AUTOPARTS WEST

Enter New Shipto Code: |wiaSH (G| ACTION AUTOPARTS NORTH WEST

[@ 1] 4 J ".:1 Cancel J

iR,

Enter the Customer Code.

Shutdown Database

Note

This function should be performed by the System Aiirator. Please contact your Fitrix Represewtator 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 be performed by the System Aiirator. Please contact your Fitrix Represewtator further
information.

Startup Database (option t). Starts the databagieeenThis must be done any time the databasbeédws stopped
due to option "s"above, or because of a hardwarastvn.

Update Batch Information

Update Batch Information (option z). See the chagigitied Batch Control Maintenance in Betting Sarted With
Fitrix guide for information on this program.
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SQL Queries

*  Why SQL Queries are run

* SQL Commands - Select, Order By, Group By
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Using SQL

SQL stands for Structured Query Language. It imadard method for accessing a SQL-compatible da@brhis sec-
tion of the manual discusses how to use SQL toegatiiormation from the database.

SQL is used primarily to generate ad hoc repoi@. 8ont end tools, such as Informix ISQL, allowwt 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, chadgraphs. As the information in the databasegds, the spread-
sheet changes automatically.

Before you use SQL report generators or produgtigiols, you must know how SQL itself works. Thowmlparticular
SQL front-end tool may differ, the basic instruatisets should work in a similar manner. This seciitroduces 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 gméhithe General
Ledger, it is a common application for SQL queriEse point of this section, however, is to cover tlasics 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@M®mand. 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 quetlieis. 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 Sslekt is used to tell the system from which filetable to
take the data.

WHERE: The WHERE clause is optional. It lists the setmtiriteria for the Select statement. It allows youescribe
which records you want to see.

ORDER BY: The ORDER BY clause is also optional. It allowsiyto 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 staid
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 aksections we will
cover these commands in more detail.

Using SELECT and FROM

The format for the most basic SQL query is:
SELECT col um-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 actuahuwduor information categories created in the tabible-names
refers to the database tables that contain the data

Selecting All Columns
When you don’t want to specify specific column nameu can use the asteri¢k (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, adéfgsty, state, zip, county, country, the firatrent asset account,
the first fixed asset account, first current ligibccount, the first long term liability accouffitst capital account, the
first income account, first cost of goods accoand the first expense account.

In response to this query, the system displaysvithees associated with each of these columns. Xaet dormat 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 déalkenter the names of the columns. For examplgufwant 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 thedddi@nary. In order to select specific columnsuyaust know what
they are named in the database. Some SQL quesnsygirovide a display of these column and tableesafypically,
however, you must work from printed table definigo There are SQL queries that allow you to regrimformation
about the names of the columns and tables in ttadodse, but they are not covered here.

Notice that the different column names are sepdfayecommas. 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 witlior SELECT statement. The mathematical operatmsgnized
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 éxample, you can multiply, divide, add, and saditall 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 therimétion in a file or table. However, you may onlgnt 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 exanspleuld 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 theesrfior a particular
original journal, use the following statement:

SELECT * FROM stgactvd WHERE orig_journal = "AP"

The asterisk causes the system to display all cadumthis table. The table named stgactvd is thigity data table for
the General Ledger system.

In the WHERE clause, you see the name of a columgn journal, followed by a relational operator =dafinished by a
value, AP. What this statement means is: listeldolumns in the table stgactvd where the colurigy urnal 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, whécbxactly the same as an = command. The real pofWATCHES
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 examplthe General Led-
ger detail table, there is a column that contdiresdepartment code. Note that even though depattooees typically

consist of digits, it is still a character fieldgtra numeric field. These codes can be any charsitteg 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 costéhe characters 10 preceded by any other saigleacter. 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 codes begin with the digit 1, followed by the digitstirough 5, and then
followed by any other characters. This does nal fiows where the digits 1 through 5 do not immetjafollow 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 mWs in which the department code begins with tigit 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 testdditian, all documents with numbers greater thae bandred 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 eitizere a department code that begins with 1* andcairdent 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 cammelumn_name relational-operator value phrasésiwthe
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 identically MATCHES. The major difference is that it has diéfiet wild cards.
Instead of using an asterisk to match charactepsreent sign (%) is used. Instead of question srkmatch a single
character, an underscore is used.

SELECT * FROM st gactvd WHERE departnment LIKE "1%

This finds all departments that begin with 1 anel fatlowed 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 tve smallest value first. The wrong examplesdoet 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 coluvith a list of possible values. You could do tlaene 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 into fitas had those values removed. Spaces or the zafo are not
considered NULL.

You may wish to identify the values that are NULben selecting records. For this purpose, you hawULL 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 use&déyavord 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 ffam one table. Using the WHERE command youaiaa join
two tables together and get related informatiomftbem.

For example, in Fitrix General Ledger, the activaple, stgactvd, contains the information aboghdme item that is
posted to the system. It does not contain the lafsiomation about the document, such as when g evaeated and a gen-
eral description of the document. This informati®iin a general reference table for all transastion the system. This
table is called stxtranr.

To see the document date as well as the informatimut specific line items, select columns fromhbot these 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 statementumretly those rows where the specified columnaaoh table
are identical. The table name after the SELECTestant only needs to be used when the column napeaepin both
tables.

In Fitrix Business, the table name must always be used because wioecolumns carry matching data used for joins,
they are named identically. You can see which calsimeed to be joined in the WHERE clause, by natihgch col-
umns in the two tables have the same name.

Here is an example of a query that returns a fistneounts for the individual lines that make upamnsaction, selected
from the general ledger activity table, along wttle corresponding document date and descriptiahetransaction
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 wWes entered under the Update General Journal of@ch 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 reduiecause doc_no
is used as a column in both tables. Their contergsdentical, but you need to specify in SQL whigble you want to
use.

Also notice that we did not have to use the tablmes for doc_date, doc_desc, and amount. Thisceulse 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 sttenif more tables are used, you simply extendMERE clause
to equate columns within each table.

For example, in Fitrix, there is another table thalds information about a transaction. This tablstgtranr and it con-
tains information such as the accounting periodyaat for the transaction. If you want to see thfsrmation 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: aedbgand acct_year. No tables need to be spedifiethese col-
umns because they occur only in the table stgt&tgtranr has been added to the FROM clause. THe éauses have
also been duplicated to join the columns from atxtito the matching ones in stgtranr. The choicgxafanr for the join
in this case was arbitrary since all tables invdleentain the same keys. Stgactvd could have pishaily 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. Itpsiamal and can be used in conjunction with anyeptbptional
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 has not
been selected. For example, to see all of the now®e General Ledger activity table sorted by adoent 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 odbjaurnal, 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. Theseadiedcaggregate
functions because they work on a group of rows. Wthey are used, you do not see the individual rivmselves, 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 safter the SELECT keyword. They do not subtotd¢ssyou 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 wtbets, you get
the sum for document number one, for the first antmumber, then the sum for document number anehé& 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 refeceacct_no in the column selection but did not agjitein the
GROUP BY column list.
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Sandard Forms

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.

It is likely that your programs have been modified by your data processing department. If this is the case, Harland can
design custom forms to your specifications.

The forms, form numbers, and form types are listed below.

Table1:

Nll:J(r)rr]lr)ner Form Type
4GEN1 Invoice Continuous Form
4GEN2 Statement Continuous Form
4GEN3 Picking Ticket Continuous Form
4GEN4 A/P Check Continuous Form
4GENS Payroll Check Continuous Form
4GENG6 Invoice Laser Form
4GEN7 Statement Laser Form
4GENS8 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

Dwa83 Double Window Envelopes
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Glossary

Account: An account is a classifying or summarizing devitespresents a category of transactions thatsabas entity
has decided to track. All transactions recordealjiournal are subsequently posted to two or marewatts. A transaction
is posted as a debit or credit entry to an accdur.difference between the total of all debit iestand the total of all
credit entries posted to a single account is reteto as the account’s “balance.” Depending ortythe of account, an
account’s balance is either increased or decrdaseddebit or credit entry (see Debits and Credits)

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

Example: a basic Chart of Accounts
Number Account Description Type
100000000 CASH ACCOUNT ASSET
200000000 ACCOUNTS PAYABLE LIABILITY
300000000 EQUITY CAPITAL
400000000 PRODUCT SALES INCOME
500000000 COST OF GOODSEXPENSE
600000000 GENERAL EXPENSEEXPENSE

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

Accounting Periods or General Ledger Periods: Each business transaction is time-sensitive.itndystem, a new
accounting period is created every time you clagdle existing period. You are not limited to ajiyen number of peri-
ods during the course of a year. A transactionttdias place in the current year falls into onthete possible periods.

Accrual Method: A method of accounting which records revenueseapeinses in the period in which they are earned or
incurred and not in the period in which they amereed or paid. Compared to the cash method ofuatsw, the accrual
method of accounting is more accurate, but tend® tmore complex.

Adding a Row: Adding a row means creating a new row and additgthe table. For example, when you add a new
account to the account table, you are adding atoaWat table.
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Adjusting Entries: Entries that adjust the balances of ledger acsoémtjusting entries are usually made for one af tw
reasons. One reason is to record unrecorded emactisas revenue earned but not received. The i@hson is to correct
accounting errors.

Age: The number of days between the date on a parntidolzument and the “aging date.” When processinggimng
report, the system prompts for the aging dateutfee determines which date to use as an aging(&se.Customer
Aging. See also Vendor Aging.)

Alphanumericfield: An alphanumeric field is a field whose entries cansist of any combination of letters and num-
bers.

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

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

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

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

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

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

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

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

Balance Sheet: The balance sheet shows the current financialitonaf a company. The balance sheet lists ashats,
bilities, and capital. It is usually totaled in twmain sections. The first section totals assets.Sdtond totals liabilities
and capital. Assets must always equal liabilities gapital.

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

Blanket Release: A blanket release is a document that is a sulisetamger blanket order. It represents a singipnshnt
for an order that comprises multiple shipments.

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

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

Cash Receipt: Money received as payment for goods or servicashA/R cash receipt is a payment that applies toun
standing invoice. A non-A/R cash receipt is a payitleat does not apply to an outstanding invoic@oA-A/R receipt
may not even apply to a customer’s account.
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Cash Receipts Journal: The cash receipts journal is the journal into Whadl cash 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 accésimcludes all the different accounts used in samm
rizing the transactions and current condition bfiginess.

Check Journal/Cash Disbursement Journal: This is the journal into which all cash disbursents activity is recorded,
thus affecting the balances of accounts in the lgayladger.

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

Cost of Goods (COG) Accounts: These are expense accounts; they track the ctis¢ sme products whose revenues
are recorded in sales accounts. In other wordsethecounts record the cost of those products whe&ebhompany sells.
This cost is recorded at the time of sale. Therlzaaf these accounts is increased with a debitlenckased 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 correspondirggy@aburchase of inventory.

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

Credit: The term credit can refer to two different thingpending on its usage. If used in reference tgpdedccounts,

credit refers to an entry that increases or deeseasedger account. Some accounts are increasedrbdit while others
are decreased by a credit. How a credit or defaitts the balance of an account depends on theofygecount involved.
If used in reference to customer accounts, a crefits to an acknowledgment of payment. When tomer pays you,
you credit that customer’s account. When you pagrador, that vendor credits your account.

Credit Memo: If referring to customer accounts, a credit meefens to a document notifying a customer that his
account has been credited (reduced). When dealthgrendor accounts you enter a credit memo toeimse the amount
you owe the vendor.

Creditor: A person or company to whom you owe money. Youndegs are creditors when you owe them money.

Current Accounting Period or General Ledger Period: This is the accounting period for which you arerently post-
ing transactions.

Current Assets. Current assets are assets that are normally ysédring the operating cycle of a business (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 thalance of a customer or ledger account. A sum-
mary of activity shows all transactions affectihgde balances in the current period.

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

Customer Balance: The customer balance is the amount owed by or awaccustomer. If the customer owes you
money, he is said to have a debit balance. If yo@ bim money, he is said to have a credit balahastomer balance
is the total of his current open items.
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Customer Terms: Customer terms are the conditions under whichepqect payment from the customer. Customer
terms typically include the period of time withirhigh you expect to be paid, any discounts alloveedeéirly payment,
and the time frame within which such discountsadi@ved.

Database: A database is all the related information withicoanputer system to which you have access in ame ¢o
another.

Debit: The term debit can refer to two different thingpending on its usage. If used in reference todedgcounts, a
debit refers to an entry that increases or decseam$edger account. Some accounts are increasaehiig while others

are decreased by debits. How a credit or debiteffihe balance of an account depends on the fygecount involved.
If used in reference to customer accounts, wharssomer purchases goods from you, you debit theibawer’s account.
When you purchase goods from a vendor, the veneluitsdyour account.

Debit Memo: If used in reference to a customer account, at dedino refers to a document notifying the custothat
his account has been debited (increased).

Debitsand Credits: Each transaction entered into a journal, and exdigtposted to the subsidiary and general ledgers,
consists of debit and credit entries to two or memreounts. A ledger account balance is the diffexdretween all debit
postings to that account and all credit postingeeter a debit or credit posting to an accountiases or decreases the
account balance depends on the type of account.

The basic accounting equationassets = liabilities + capital. Accounts (assets) on the left side of the acéogrequa-
tion are increased with a debit. Those on the sife (liabilities and capital) are increased vaitbredit. Retained earn-
ings is a type of capital account; revenue and es@accounts are a subset of retained earningenBes increase
retained earnings, and because capital accounisaeased with a credit, revenue accounts areased with a credit.
Similarly, expense accounts decrease retainedregraind capital accounts are decreased with a délgitefore,
expense accounts are increased with a debit.

Deleting a Row: Deleting a row is the process of removing it frira computer database after it has been added or
updated.

Department Code: A three-character department code identifies whpebfit center” an account belongs to. If you are
not using profit centers, the default departmeieds “000.” Refer to the entry for Profit Centéws an example of the
use of department codes to set up profit centetsima company.

Document: Transactions entered in the Fitrix Accounting eysare referred to as “documents.” Different joigna
(accounts receivable, accounts payable, for exgmpay be used to record different types of documddbcuments
consist of debit and credit entries to two or mledger accounts. In order to save a documentd@iment must be in
balance; that is, the total of all debit entriesstrequal the total of all credit entries.

Drop Ship Order: This is an order that is shipped directly to youstomer. The items ordered never enter your ware-
house. The items go directly from your vendor taryocustomer.

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

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

Expense Accounts. Expense accounts are used to track the cost ofdisiness. They are a subset of retained earnings
(a capital account). At the end of a period of tifmsually a year) the difference between the twialll income account
balances and the total of all expense account besais calculated and that balance is transfeoregtained earnings.

After transferring this figure to retained earninte balance of each income and expense accoset e zero. Capital
accounts are decreased with a debit. Because egdasrease capital, expense accounts are incredbkexidebit.
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Fidd: A field is a data-entry or display area on a fofnfield may or may not correspond to what is attyustored in a
table in the database.

FIFO: “First-In First-Out"—One of several methods of @ehining the value of inventory and calculating dost of
goods sold. Using the FIFO method, it is assumatlttie “first inventory items in” (the oldest invtery items) are the
“first inventory items out” (the first items to Ishipped).

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

Flat Rate: A value applied on a per-payment basis. Unlike@entage rate, which calculates a specified ptimpoof
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 “calculated” valdue to a flat rate is the same each time it jpéieqgh

FOB: FOB stands for “free on board” or “freight on bodrThe 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 freight chefgeshipping a product. In some businesses thex pays freight up
to the FOB point and the buyer pays from the FOBp&imilarly, in some businesses the FOB poiriedrines who
pays insurance on the shipment.

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

General Journal: The most basic type of journal in an accountingtesy is the general journal. It may be the only-jou
nal. Transactions which consist of a debit to asi®ne account and a credit to at least one (diffeaccount are entered
in such a journal. Ultimately each transactionastpd from the general journal to a general ledgeount.

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. These accounts are used to track revenues. Salesrdas, for example, are a type of income account.
They are a subset of retained earnings (a camitaluat). At the end of a period of time (usuallyear) the difference
between the total of all income account balancestlam total of all expense account balances isutated and that bal-
ance is transferred to retained earnings. Afterstierring this figure to retained earnings, theabhaé of each income and
expense account is set to zero. Capital accouatmareased with a credit and decreased with a.débtause revenue
increases capital, income accounts are increashdvaredit.

Income/Deduction/Obligation Codes: Each type of income, deduction, and incurred eggrlobligation is identified
by a unique six-character code. When the incomdycten, or obligation is used in a payroll entrisireferred to by
this code. The code provides access to defaulegand basic information required to calculataribeme, deduction,
or obligation amount.

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

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

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

Inventory Control (1/C): This is the system for tracking goods stored &e $0 customers, including calculation of
costs and prices.
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Inventory Item: This is a single unit of merchandise from inventor
Item Code: An item code is a unique alphanumeric string iiging a type of inventory item.

Journal: Journals are used to sequentially record busin@ssactions. Each transaction consists of a tiehitleast one
account and a credit to at least one (differergpant. Journal entries are posted to ledger acspth@refore, every entry
made in a journal ultimately has an effect on thkaihce of two or more ledger accounts. An accogrgirstem may
include multiple journals, each used to recordecHje type of transaction. The most basic typ@afnal is the general
journal. In addition there may be an accounts wad®e journal, an accounts payable journal, anoinso

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

Liability Accounts: Liabilities are debts or anything that is owedahility accounts are increased by a credit and
decreased by a debit.

LIFO: “Last-In First-Out” is one of several methods afaulating the cost of inventory items. With thé=0 method
those inventory items “last in” (most recently puased) are considered the “first out” (first tododd).

Open Item Customers; Statements for open item customers show eachaodlisig invoice. For open item customers,
payments are applied to a specific invoice. In @stt balance forward statements show only thesaetions that affect
the current period. For balance forward custonpagments are applied to the oldest invoices first.

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

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

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

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

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

Payroll Document: A payroll document is the complete record of arpliylisbursement. This document includes an
employee’s gross income, deductions, net incontkearployer obligations, as well as the related asting data for the
document.

Payroll Income: Payroll income comprises wages, reimbursementscash outlays recorded as part of a payroll entry.
Payroll income normally is an operating expense.

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

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

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

Posting Sequence Numbers: All processes which “post” entered data into aegje area for completed documents have
reports that feature a posting sequence numbeseliembers are used to keep track of reports lloatid be perma-
nently stored in your records. Each of these reguas its own sequence of posting numbers.

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

Profit Center: A “profit center” identifies a part of a compargr fwhich profits can be calculated separately. Salel
expenses for that division are designated withud-account” number.

Example: A Simple Chart of Accounts with Two Prdfiénters
Number Sub Account DescriptionType
100000000 CASH IN BANK ASSET
200000000 ACCOUNTS PAYABLELIABILITY
300000000 EQUITY CAPITAL
400000000 100 PRODUCT SALES INCOME
400000000 200 PRODUCT SALES INCOME
450000000 100 SERVICE SALES INCOME
450000000 200 SERVICE SALES INCOME
500000000 100 COST OF GOODS EXPENSE
600000000 100 GENERAL EXPENSE
400000000 200 PRODUCT SALES INCOME
500000000 200 COST OF GOODS EXPENSE
600000000 200 GENERAL EXPENSE

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

Purchasing: The purchasing system is one of several Fitrixodrting modules. It provides an automated method fo
tracking purchases, tracking receiving, and projgotash requirements.

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

Receivable Journal: The receivable journal is the journal into whidheacounts receivable transactions—invoicing,
credits, and debits—are recorded. When postedg tin@ssactions affect the balance of accountsaimebeivable ledger.

Receivable Ledger: A receivable ledger is the ledger that includéshal accounts affected by accounts receivablesiran
actions—invoices, cash receipts, and customertsradd debits.

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

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

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

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

Transaction: A transaction is an event that is recorded inatt@unting records. Typically, such an event ingslthe
transfer of money, product, or services. Each tretien entered in the Fitrix Accounting systemeferred to as a “doc-
ument.”

Trial Balance: This is a work sheet used as a preliminary stggt@rating a Balance Sheet. The trial balancdissirg
of every ledger account, along with its debit aretl¢ balance. The total of all debit balances #thequal the total of all
credit balances.

Update: Updating a table is the process of changing roitlsimit. Whenever you change a description inabeount
table, for example, you are updating a row witthiat table.

Vendor Accounts; Though not an “account” in the general ledger seasrendor account is used to summarize what a
vendor is owed at a particular point in time. A @eris account is summarized by an aging statement.

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

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

Vendor aging reports can be setup to “age” in tiffeint ways. In the first, an aging report can putstanding vendor
invoices into categories, ranging from those culyedue to those past due. With this method, thiegagategories reflect
ever more serious levels of overdue payment.

In the second, an aging report can arrange outstgareéndor invoices into categories, ranging frénose currently due
to those that will be due in the future. This répe projection of cash requirements. In thiecése aging categories
reflect amounts due farther in the future.

Vendor Balance: The vendor balance is the amount owed to or owesl\tendor. If you owe a vendor money, the ven-
dor’s account has a credit balance. If the vengi@soyou money, the vendor’s account has a deldhbal A vendor’s
balance is the sum of all open items pertaininip&d vendor.

Vendor Terms: Vendor “terms” are the conditions under which ¥lkador expects payment from you. Vendor terms typ-
ically include the period of time within which yaxpect to pay that vendor’s invoices, any discoalitsved for early
payment, and the time frame within which such diste are allowed.
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Adjusting EntriesGloss-2
Administration Menu 8-1
All Stock Items 5-9
AND 9-6
Appendix A

FormsA-1
Authorization 6-4
authorized approver 6-4
Average CosGloss-2
AVG 9-12

Catalog Stock Items 5-9

Chart of Account$sloss-3

Check Journal/Cash Disbursement Journal
Gloss-3

City 2-5, 4-27

Code 5-27

ColumnGloss-3

Company Name 3-6

Confirmed To 5-6

Contact 4-22, 26, 33

Cost of Goods (COG) Accoun®&oss-3

Cost of Goods accounts 2-9

COUNT 9-12

Count Adjustment Accourtloss-3

Count SheeGloss-3

Country 2-5, 3-3, 4-27

County 2-5

CreditGloss-3

Credit MemoGloss-3

CreditorGloss-3

Cumulative 3-8

Currency 4-22, 4-27

Current Assets 2-&loss-3
Current Liabilities 2-9
Customer Account&loss-3
Customer ActivityGloss-3
Customer Agingsloss-3
Customer Balanc6loss-3
Customer Term&loss-4

D

Databasés|oss-4
Debit MemoGloss-4
Debits and Credit&loss-4
Deleting a RowGloss-4
Department 3-4, 4-13
Department Cod6&loss-4
Department Codes
Company Information form 2-5
Desc 5-9
Line Detail 5-9

Description 3-3, 3-8, 4-10, 4-11, 4-13, 4-30, 4-33

Company Information form 2-5
Description Update 4-11
Difference 4-5
Difference account 1-5
Discount 4-28
Doc.No. 4-5, 5-7
DocumeniGloss-4
Document number 6-4
Drop Ship OrdeGloss-4

E

Edit List 1-5
Employee Codé&loss-4
Employee TypéGloss-4
End Date 3-6
Entry Defaults section
Buyer 4-4
Line Type 4-4
Order Typ 4-4
Price Tolerance % 4-4
Use Depart 4-4
Warehouse 4-4
ETA Days 4-29
Exclude costs on order 4-10
Exempt Tax Code 4-5, 4-7
EXP-COG 4-25
Expense Account(s) 2-9, 4-38|oss-4

F

Field Gloss-5

FIFO Gloss-5

Finance ChargeGloss-5
Fixed Assets 2-8

Flat RateGloss-5

FOB Gloss-5

Current Accounting Period or General Ledger FormGloss-5

PeriodGloss-3

Freight 1-6, 4-5

Index 1
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FROM 9-3
Frozen 5-27

G

G/L Acc. 5-9
Line Detail 5-9
General Journabloss-5
General LedgeBloss-5
Freight 1-6
General Ledger account 1-5
A/P 1-5
Capital 1-6
Cash 1-6
Difference 1-5
Inventory 1-6
Inventory Holding 1-6
Miscellaneous 1-6
Non Stock 1-6
Services 1-6
Supplies 1-6
Trade Discount 1-6
GL Account 4-11
Goods Received by G/L Code 7-10
GROUP BY 9-3
GROUP BY Command 9-14

H

HAVING 9-3
Hold 4-23

Improper Use of AND or OR 9-7

In Holding 4-6

Include Tax with Asset/Expense 3-4
Income Accounts 2-3loss-5

Income Statemertloss-5
Income/Deduction/Obligation Cod&oss-5
Inventory 1-6, 4-5

Inventory Account 1-6Gloss-5
Inventory Adjustment Accour@loss-5
Inventory Control (I/C)XGloss-5
Inventory Holding account 1-6
Inventory ltemGloss-6

Invoice 1-6

Invoice Document No. 4-7

Invoice Posting No. 4-7

Invoice Tax Adjustments 5-27

Item 1-6

Item Code 4-30, 32, & 34, 5-BGloss-6
Item Cost 4-32, 4-34

Item Description 4-31

Item Type 4-11, 4-31, 6-5

J

Joining More Than Two Tables 9-11
JournalGloss-6

Index 2

L

Last Pay 4-23

LedgerGloss-6

Liability AccountsGloss-6
LIFO Gloss-6

Limit 4-24

Line Detail 5-8, 9

line number 6-4

Line Type 1-6, 4-4, 4-11, 6-4
Ln 5-7, 6-4

Long Term Liabilities 2-9

M

MATCH Wildcards 9-6
Matching Character Patterns 9-5
Matching NULL Values 9-9
MAX 9-12

MIN 9-12

Misc. 4-5

Misc. Tax Code 4-5
Miscellaneous 1-6

Multilevel Tax Cod 3-3
Multilevel Tax Group Code 3-8
Multilevel Tax Menu 3-1
Multilevel Tax Rate 3-3

N

Name 4-14
Net Amount 5-8
Net Amt 5-27
NON 1-6, 5-7
Line Type 1-6
Line Types 1-7
Non Stock 1-6
NON—Non-stock keeping items 6-5
Non-Stock 4-6

O

On Account 4-24

Open Item CustomefGloss-6
Open ltemsGloss-6

OR 9-6

Order Acknowledgmen®loss-6
ORDER BY 9-3

ORDER BY Command 9-12
Order Defaults 5-4, 5-9

Order Detail by Buyer 7-8
Order Detail by G/L Code 7-10
Order Detail by PO Number 7-7
Order Detail by Vendor 7-8
Order Summary 5-4, 5-9

Order Summary by Buyer 7-4
Order Summary by P.O. Number 7-3
Order Summary by Vendor 7-5
Order Typ 4-4

Order Type 1-6

Order Type
REG 1-6
Order Types 5-3

P

P.O. Type 4-10
P.O.Date 5-5
P.O.No. 5-5
Pay Method 4-28
Payable Documertloss-6
Payable LedgeBloss-6
Payroll DeductiorGloss-6
Payroll DocumenGloss-6
Payroll IncomeGloss-6
Payroll JournaGloss-6
Payroll LedgeiGloss-6
Payroll ObligationGloss-6
PayTo 5-5
Pay-To Code 4-26
Period 3-6
Period Year 3-6
Phone 4-22, 27, & 34
PO Reports—Order Detail 7-5
PO Reports—Order Summary 7-2
PO Status Screen 5-11
Post Invoice 5-30
Post this order type 4-10
POSTED 5-24

Invoice Status 5-24
PostingGloss-7
Posting Documents 1-5
Posting Sequence Numbedtoss-7
Prepaid AsseBloss-7
Price 5-8
Price Change Report 7-10
Price Tolerance % 4-4
Price Update 4-11
Print Account Number Ranges 2-10
Print Analysis Detail 3-11
Print Analysis Summary 3-11
Print Buyer Definitions 4-18
Print Company Information 2-7

Print Invoice Edit List and Post Invoices 5-28

Print Invoices Edit List 5-29
Print Ledger Accounts 2-13
Print Line Type Definitions 4-17
Print Miscellaneous Definitions 4-16
Print Multilevel Tax Analysis 3-11
Print Multilevel Tax Codes 3-9
Print Multilevel Tax Groups 3-10
Print Order Type Definitions 4-16
Print Purchase Orders 4-10, 5-12
Print Purchasing Defaults 7-8
Print Warehouse Definitions 4-19
Profit CenteiGloss-7
Province / State 3-4
PST 17

Receipt Status 5-17
Purchase Order 1-Gloss-7
Purchase Order Document No. 4-6
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Purchase Order Setup 1-4
Purchasindgsloss-7
Purchasing Main Menu 1-10
Purchasing Terms 1-5

Approval 1-5

Approver 1-5

Buyer 1-5

General Ledger account 1-5

Inventory 1-6

Invoice 1-6

Iltem 1-6

Line Type 1-6

Order Type 1-6

Purchase Order 1-6

Receipt 1-6

Receiving Report 1-7

Requestor 1-7

Requisition 1-7

Ship-To Warehouse 1-7
Purchasing Unit 4-30

Q

Quantity 5-8

R

Rate 3-8, 5-27
Receipt 1-6
Receipt Document No. 4-6
Receipt Posting No. 4-7
Receivable Documentsloss-7
Receivable Journ#bloss-7
Receivable LedgeBloss-7
Receiving ReporGloss-7
Refer. 5-6
Reference number 6-5
REG 5-6
Reg.Dte. 5-6
Request Date 6-4
Requestor 1-7
Requestor Code 4-14
Required Date 6-4
Requisition 1-7

status 6-4
Requisition Document No. 4-6
Requisition Posting No. 4-6
Retained Earning&loss-7
Row Gloss-7

S

SELECT 9-3
SELECT Command 9-2
Selecting All Columns 9-3
Selecting From Multiple Tables 9-10
Selecting Specific Columns 9-4
Selecting Specific Rows
WHERE 9-5
SER 1-6, 5-7

Line Type(s) 1-6, 5-7
Services 1-6
Setup 1-4
Setup Company Menu 2-1
Setup Purchasing 4-1
Ship-To Warehouse 1-7
Ship-To warehousecode 6-3
Sorting By Multiple Columns 9-12
SQL Queries 9-1
Stag. 5-5
Start Date 3-6
Stat 5-5
State 2-5, 4-27
StatemenGloss-8
Status5-17, 6-4
Stg 5-7
Stg—Iline item stage 6-5
STK 1-6, 5-7
Line Type 1-6
Line Types 5-7
STK—Stock items 6-5
STN 1-6, 5-7
Line Type 1-6
Line Types 5-7
Store or Recor¢bloss-8
SUM 9-12
SUP 1-6,5- 7
Line Type 1-6
Line Types 5-7
Supplies 1-6, 4-5
System Numbers section
Invoice Document No. 4-7
Invoice Posting No. 4-7
Purchase Order Document No. 4-6
Receipt Document No. 4-6
Receipt Posting No. 4-7
Requisition Document No. 4-6
Requisition Posting No. 4-6

T

TableGloss-8
Take Disc. 4-23, 4-28
Tax 4-23, 4-28
Tax Amount 4-5, 5-27
Tax Code 3-8
Tax section
Exempt Tax Code 4-5, 4-7
Misc. Tax Code 4-5
Tax Summary
Acct 5-27
Code 5-27
Frozen 5-27
Net Amt 5-27
Rate 5-27
Tax Amount 5-27
TIN 4-24
Total 5-6
Trade Disc. 4-5
Trade Discount 1-6
TransactiorGloss-8

Transaction Processing 1-4
Trial BalanceGloss-8
Typ 5-7
Type 5-3, 6-5
CAN—cCancel 6-5
CAP—Capital purchases 6-5
Item Type 6-5
NON—Non-stock keeping items 6-5
STK—Stock items 6-5
Types of Ledger Accounts 2-8

U

UM 5-8
UM—Unit of Measure 6-5
Unit 4-30
UpdateGloss-8
Update Buyer

Buyer Code 4-12

Buyer Name 4-12
Update Checking Accounts 2-13
Update Item Catalog 4-29

Business Name 4-32

Item Code 4-31

Item Cost 4-32

Item Description 4-31

Item Type 4-31

Vendor 4-33

Vendor Item Code 4-32
Update Ledger Accounts 2-11
Update Line Type

Description 4-11

Description Update 4-11

GL Account 4-11

Item Type 4-11

Line Type 4-11

Price Update 4-11
Update Miscellaneous Definitions 4-9
Update Multilevel Tax Codes 3-3
Update Multilevel Tax Groups 3-7
Update Multilevel Tax Periods 3-6
Update Non-Inventory Items

Description 4-30

Expense Account 4-30

Item Code 4-30

Item Type 4-31

Purchasing Unit 4-30

Unit 4-30

Weight 4-30
Update Order Type

Description 4-10

Exclude costs on order 4-10

P.O. Type 4-10

Post this order type 4-10

Print purchase orders 4-10
Update Pay-To Information

Address 4-27

Bckord. 4-28

Bill Ins. 4-28

Buyer 4-28

City 4-27

Index
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Contact 4-26
Country 4-27
Discount 4-28
ETA Days 4-28
Pay Method 4-28
Pay-To Code 4-26
Phone 4-27
State 4-27
Take Disc.4-28
Tax 4-28
Vendor Code 4-27
Zip 4-27
Update PO form—detail section 5-7
Item Code 5-7
Ln 5-7
Net Amount 5-8
Price 5-8
Quantity 5-8
Stg 5-7
Typ 5-7
UM 5-8
Update PO form—header section
Buyer 5-6
Doc.No. 5-5, 5-7
Order Defaults 5-4
Order Summary 5-4
Order Types 5-3
P.O.Date 5-5
P.O.No. 5-5
PayTo 5-5
Refer. 5-6
Req.Dte. 5-6
Stag. 5-5
Stat 5-5
Total 5-6
Type 5-3
Vendor 5-5
Whse. 5-6
Update Purchase Orders 5-3
Update Purchasing Defaults 4-3
Update Requestor
Approval Level 4-14
Name 4-14
Requestor Code 4-14
Whse ShipTo 4-15
Update Vendor Catalog
Contact 4-33
Description 4-33
Item Code 4-33
Item Cost 4-33
Phone 4-33
Vend Item 4-33
Vendor Code 4-33
Update Vendor Information
1099 Required 4-24
A/P Terms 4-24
Acct.Grp. 4-24
Accts A/P 4-24
Address 4-22
Balance 4-24
Bill Ins. 4-23
Business Name 4-21

Index 4

CI/S/zZIC 4-22

Cash 4-25

Contact 4-22

Currency 4-22, 27

EXP-COG 4-25

Hold 4-23

Last Pay 4-23

Limit 4-24

On Account 4-24

Phone 4-22

Take Disc. 4-23

Tax 4-23

TIN 4-23

Vendor 4-21
Update Warehouse

Address 4-13

Department 4-13

Description 4-13

Warehouse Code 4-13
Use Depart 4-4
Using Aggregate Functions 9-12
Using AND and OR in the Where Clause 9-6
Using Math in the SELECT Statement 9-4
Using Multiple ANDs and ORs 9-7
Using NOT 9-9
Using SELECT and FROM 9-3
Using SQL Statements With Uniplex

Spreadsheets 9-14

Vv

Vend Iltem 4-34

Vendor 4-21, 4-32, 5-5
Vendor Accountssloss-8
Vendor Activity Gloss-8
Vendor AgingGloss-8
Vendor Balancésloss-8
Vendor Code 4-26, 4-32
Vendor Item Code 4-32
Vendor Terms 8

W

Warehouse 4-4

Warehouse Code 4-13
Weight 4-30

WHERE 9-3

WHERE Using BETWEEN 9-8
WHERE Using IN 9-8
WHERE Using LIKE 9-8
Whse ShipTo 4-15

Whse. 5-6
Zip 2-5, 4-27

Zoom for Non-Stock Items 5-10
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