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Restricted Rights Legend

Use, duplication, or disclosure by the Government is subject to restrictions as set forth in
subparagraph (c)(1)(ii) of the Rights in Technical Data and Computer Software clause at
DFARS252.227-7013. Fourth Generation Software Solutions, 100 Galleria Parkway, Suite
1020, Atlanta, GA 30039.

Copyright

Copyright (c) 1988-2019 Fourth Generation Software Solutions. All rights reserved. No part of this
publication may be reproduced, transmitted, transcribed, stored in a retrieval system, or translated into
any language in any form by any means without the written permission of Fourth Generation Software
Solutions.

Software License Notice

Your license agreement with Fourth Generation Software Solutions, which is included with the product,
specifies the permitted and prohibited uses of the product. Any unauthorized duplication or use of Fitrix
INFORMIX-4GL version, in whole or in part, in print, or in any other storage and retrieval system is
forbidden.

Licenses and Trademarks

Fitrix is a registered trademark of Fourth Generation Software Solutions.
Informix is a registered trademark of Informix Software, Inc.
UNIX is a registered trademark of AT&T.

FITRIX ACCOUNTING MANUALS ARE PROVIDED "AS IS" WITHOUT WARRANTY OF ANY KIND, FURTHER
EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE ENTIRE RISK AS TO THE QUALITY AND
PERFORMANCE OF THE FITRIX ACCOUNTING MANUALS IS WITH YOU. SHOULD THE FITRIX ACCOUNTING
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OR ANY AUTHORIZED REPRESENTATIVE OF FOURTH GENERATION SOFTWARE SOLUTIONS) ASSUME
THE ENTIRE COST OF ALL NECESSARY SERVICING, REPAIR, OR CORRECTION IN NO EVENT WILL
FOURTH GENERATION SOFTWARE SOLUTIONS BE LIABLE TO YOU FOR ANY DAMAGES, INCLUDING ANY
LOST PROFITS, LOST SAVINGS, OR OTHER INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISING OUT OF
THE USE OF OR INABILITY TO USE SUCH FITRIX ACCOUNTING MANUALS, EVEN IF FOURTH GENERATION
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BASED UPON STRICT LIABILITY OR FOURTH GENERATION SOFTWARE SOLUTIONS’ NEGLIGENCE. SOME
STATES DO NOT ALLOW THE EXCLUSION OF IMPLIED WARRANTIES, SO THE ABOVE EXCLUSION MAY NOT
APPLY TO YOU. THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS AND YOU MAY ALSO HAVE OTHER
RIGHTS, WHICH VARY FROM STATE TO STATE.
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Software License Agreement

This software is licensed or sub-licensed by Fourth Generation Software Solutions, Inc. This Software License Agreement (“Agreement”) may be a
legal contract between you, the end user, and Fourth Generation Software Solutions, Inc. (‘FGSS”). This Agreement is printed on the software media
envelope, and by breaking the seal on the software media envelope, you are agreeing to be bound by this Agreement and all its terms and conditions if
you have not negotiated other terms or have executed another software license agreement with FGSS or one of its distributors. If you do not agree to
the terms and conditions stated in this Agreement, please return the unopened software media envelope and all companion materials (including written
documentation and containers) to where you obtained them within thirty (30) days of purchase for a refund in full.
LICENSES

Fourth Generation Software Solutions grants you the non-exclusive and non-transferable right to use one copy of the standard FGSS
software programs ordered (“Software”), and associated user and technical documentation (“Documentation”), on the Designated CPU (the
specific computer system identified by you in a purchase order or otherwise.), subject to the terms and conditions of this Agreement and in
consideration of payment of FGSS license fees. You may access the Software lawfully licensed to you on any number of terminals
connected to the Designated CPU. You may transfer the Software to a single hard disk, provided you keep the original solely for backup or
archival purposes. You may modify the software lawfully licensed to you, and/or merge it with other programs for your use in machine-
readable object code format on the Designated CPU, but any portion so modified, or merged with other programs, shall continue to be
subject to the terms and conditions of this Agreement.
Backup Copy. You may make backup copies of the Software and of any portions thereof which are modified or merged with other programs
in accordance with this Agreement. All such backup copies shall also be subject to the terms and conditions of this Agreement. You must
maintain an accurate record of the location of the backup copies at all times.
Restrictions. Unless otherwise authorized by FGSS, you may not install, electronically transfer, network or otherwise use the Software on
any CPU other than the Designated CPU in a network. The standard FGSS license fees apply only when one CPU functions as both the client
CPU and the database server CPU. You may not make any copies of the Documentation except as specifically provided above, you may not
make any copies of the Software except as specifically provided above, you may not make alterations to the Software or to the
Documentation, or to any part thereof, including, but not limited to, unmodified sub-routines, functions, libraries, or other binary code
segments of the Software. You may not rent, sub-license, lease, distribute, or grant other rights to the Software or the Documentation to
others. You may not reverse engineer, disassemble , decompile, reverse translate, or in any manner decode the Software in order to derive
any source code not licensed by Licensor.
Proprietary Rights and Confidentiality. All title and rights of ownership | the software and Documentation remain with FGSS and are
protected by copyright., patent and/or trade secret laws. You agree to take all steps necessary to protect FGSS’s proprietary rights in the
Software and Documentation including, but not limited to, the proper display of copyright, trademark, trade secret and other proprietary
notices on any copies of the Software. You must reproduce and include any copyright ,trade secret, trademark or proprietary data notices,
and other legends and logos on the backup copies. You will, at your own cost and expense, protect and defend Licensor’s and its suppliers’
ownership of the Software and Documentation against all claims, liens and legal processes of your creditors and keep the Software and
Documentation free and clear of all such claims, liens and processes. You will not disclose or publish to others, and will keep confidential
the Software.
Terms and Termination. This Agreement is effective until terminated. You may terminate this Agreement by destroying the Software and
Documentation and all copies thereof. FGSS may immediately terminate the Agreement if you breach any representation, warranty,
agreement or obligation in the Agreement. Upon termination, you shall either promptly return to FGSS all copies of the Software and
Documentation in your possession or destroy all copies of the Software and Documentation, and certify in writing to FGSS that all such
copies have been destroyed. Software Generation Tools. If the enclosed Software is a 4GL Software generation tool, then you have a
royalty-free right to reproduce and distribute program executable files created using the Software if you agree to indemnify, hold harmless,
and defend FGSS from any claims, lawsuits or liabilities, and to pay all expenses and damages including without limitation attorney’s fees,
that arise from the use, licensing or distribution of your software product. This royalty-free right does not apply to FGSS Menus and FGSS
User Control Libraries. Royalties are due FGSS on each application resold, licensed or transferred to a CPU other than the Designated CPU
that incorporates FGSS Menus and./or FGSS User Control Libraries.

WARRANTY AND LIMITATIONS
Limited Warranty. FGSS warrants and represents that it is the owner of the Software and/or has the right to license the Software, and that for
a period of ninety (90) days after the initial delivery of the Software to you, the latest version of the Software released by FGSS shall
substantially perform in accordance with the standard FGSS Documentation. FGSS’ s entire liability and your exclusive remedy shall be for
FGSS, at its option, to either; replace the Software that does not meet FGSS’ s limited warranty described above and which is returned to
FGSS with its original distribution media; or attempt to correct any errors which you find in the Software during this warranty period and
which prevent the Software from substantially performing as described in the standard FGSS Documentation. Any replacement Software will
be warranted for the remainder of the original warranty period or for thirty (30) days, whichever is longer. Limitations of Warranty. The above
warranty is null and void if you modify or change your copy of the Software in any way not authorized by this Agreement, or if failure of the
Software has resulted from accident, abuse or misapplication. FGSS does not warrant that the functions contained in the Software will meet
your requirements, or that the operation of the Software will be uninterrupted or error free, or that all defects will be corrected. FGSS shall
not be required to correct errors during the above described warranty period attributable to equipment malfunction, products other than the
Software, use of the Software in conflict with or contravention of the Documentation or the terms of this Agreement; or accident, neglect,

misuse, or abuse of the Software.

DISCLAIMER OF WARRANTY FGSS MAKES NO OTHER WARRANTIES REGARDING THE SOFTWARE OR DOCUMENTATION, INCLUDING WITHOUT LIMITATION, EXPRESS OR IMPLIED
WARRANTIES, AND EXPRESSLY DISCLAIMS THE WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, AND ANY OTHER WARRANTY, EXPRESS OR IMPLIED,
LIMITATION OF LIABILITY, IN NO EVENT SHALL FGSS BE LIABLE FOR ANY INCIDENTAL, SPECIAL, INDIRECT, OR CONSEQUENTIAL DAMAGES LOSS OF BUSINESS LOSS OF PROFITS, LOSS OF
GOODWILL, OR TORTIOUS CONDUCT RELATING TO, CAUSED BY OR ARISING OUT OF ANY BREACH OF OBLIGATIONS OR DELAY IN DELIVERY OF SOFTWARE OR DOCUMENTATION UNDER
THE AGREEMENT, OR FROM YOUR USE OR INABILITY TO USE THE SOFTWARE, EVEN IF FGSS HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH LOSS OR DAMAGES SOME STATES DO NOT
ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTIAL OR INCIDENTAL DAMAGES SO THE ABOVE LIMITATION MAY NOT APPLY TO YOU, ANY ,IMAGES THAT FGSS IS
REQUIRED TO PAY FOR ANY AND ALL CAUSES, WHETHER FOR NEGLIGENCE, BREACH OF CONTRACT, OR OTHERWISE, AND REGARDLESS OF THE FORM OF THE ACTION IN THE
AGGREGATE, SHALL BE LIMITED IN AMOUNT TO THE ROYALTIES PAID BY YOU TO FGSS FOR THE SPECIFIC COPY OR COPIES OF SOFTWARE.

Restricted Rights Legend

Use, duplication, or disclosure by the Government is subject to restrictions as set forth in subparagraph (c)(1)(ii) of the Rights in Technical Data and
Computer Software clause at DFARS252.227-7013. Fourth Generation Software Solutions, 100 Galleria Parkway. Suite 1020, Atlanta, GA 30339.
General This Agreement shall be governed by the laws of the State of Georgia, and shall inure to the benefit of Licensor it’s successors, administrators, heirs and
assigns. The United Nations Convention for the International Sale of Goods shall not apply to this Agreement. The parties agree that Cobb County in the State of
Georgia shall be the proper forum for any action, including arbitration, brought under this Agreement. No actions, regardless of form, arising from the transactions
under the Agreement may be brought by any party hereto more than 2 years after the facts creating the cause of action become known to such party. If any term,
provision or part of the Agreement is to any extent held invalid, void or unenforceable by a court of competent jurisdiction the remainder of the Agreement shall not
be impaired or affected thereby, and each term provision and part shall continue in full force and effect. The terms, conditions and warranties contained in the
Agreement that by their sense and context are intended to survive the termination thereof by the parties hereunder shall so survive the termination of the
Agreement. FGSS shall not be in default or liable for any failure in performance or loss or damage under this Agreement due to any cause beyond its control.
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Getting Started with Fitrix




Learning Objectives

To become familiar with the Fitrix Accounting System

To become familiar with Fitrix Menus and Data Entry Commands

To become familiar with Fitrix User Control Libraries

To become familiar with the Set Up Company menu and options

To become familiar with the Set up Multilevel Tax codes menu and options
To become familiar with Batch Processing

To become familiar with Flexible Document Delivery (FDD) options

To become familiar with the document attachment capabilities

To become familiar with the email alerts functionality



Fitrix ERP Software

Transactions are events that are recorded in an accounting period. Typically, these events involve the
transfer of money, product, or services. In Fitrix transactions are referred to as documents.

Data in the Fitrix Accounting System is stored in a relational database. A relational database organizes its
data into one or more tables or relations of records.

Reports or the system output includes inquiry reports, customer statements, etc., and ultimately the
financial statements.

Fitrix Modules

Fitrix offers accounting solutions for three business operations; Financial, Distribution, and Manufacturing:

Financial

General Ledger (GL)
Accounts Receivable (AR)
Accounts Payable (AP)
Payroll (PY)

Fixed Assets (FA)
Multicurrency (MC)

Distribution

Order Entry (OE)
Inventory Control (IC)
Purchasing (PU)
Replenishment (RL)

Manufacturing

Production Order Processing (SC)
Bill of Materials(BM)

Material Resource Planning (RP)
Standard Routing (RT)

Labor Processing (LP)

Production Scheduling (PS)
Standard Product Costing (PC)
Actual Costing (AC)



Phases of the Accounting Process

The cycle of activity within Fitrix Accounting follows a basic pattern that is consistent across all modules.
At the most basic level, it consists of the following phases:

Setup —> Transaction | —> End of Period
Processing

These three phases must be performed in sequence. Setup must be complete before any transaction
processing can begin. Transactions must be entered and checked against an Edit List in order to be
posted. To complete the process all transactions are posted and End of Period processing is run.

Set Up Accounting

Activities required to set up the accounting system are performed during the Setup phase of Fitrix
Accounting. Company Setup procedures must be done before module specific set up.

Company Set Up procedures include entering the name and address of your company, assigning
department codes, and establishing ledger account number ranges. You can then enter ledger accounts
and designate cash ledger accounts as checking accounts.

Module specific set up activities includes designating default ledger accounts for the module and entering
existing open items. Activities performed during module set up include entering account groups, entering
customers and vendors, entering beginning balances, etc.

Once the set up processes are completed the next phase, transaction processing, can begin.

Transaction Processing

Transaction processing is the day-to-day handling of documents. Transaction processing consists of three separate
steps that are consistent throughout the Fitrix applications:

Entry. A transaction is initiated by entering a document. Documents entered may be updated at any time
before posting.

Edit. An edit list is printed after documents are entered and before they are posted. This list shows all
documents waiting to be posted. If mistakes are found on this report, corrections can be made and
another edit list must be printed prior to posting.

Post. Posting is the process that posts the document to the General Ledger Activity table. Once a
document is posted it cannot be updated. Changes must be made by posting correcting entries.

End of Period

End of Period activities include posting general ledger activity, posting recurring documents, and printing
period end statements and reports, etc.



Fitrix Menus

The Fitrix Main Menu displays all modules purchased by your company however access to any given
module is dependent upon authorization. For instance, if your company has purchased all Fitrix modules,
but the Accounts Payable team is only authorized to enter data in two of the modules, only two menu
options will be activated. The other eight will appear grayed out.

You can also set up Role Based menus so that the menu contains only the programs you need to run.
See the section on role based menus on how to set them up.

Flfrix ERP Fitrix Main Menu for User (fitrix) in Company (student1)

User Roles Key Performance Indicator - Selection Criteria
K5 e e Merw) T Comparative Net Profit ~ Last Fiscal Year vs Current Fiscal Year .
Search Text :

Key Performance Indicator - Output

@ pefault O Favorite O Frequent O Recent

& Financial Management =

s

-3700.00

24 ltem Management - 37000.00
33300.00 I ] I I I I
&% Sales Order Management A 29600.00 | /ﬂ\
% Purchase Management ~ 25900.00
22200.00 I I
C Production Management ~ /
18500.00
A Production Planning ~ 14800.00 ] / . L
. 11100.00 \ /Q\ /
M Customer Relationship Management A / /
7400.00 A !
& General/administration A 3700.00 i \ /
(C Getting Started w] Fitrix ERP ~ 0.00 - /

Fitrix ERP Knowledge Base

-7400.00
-11100.00 ) | I \V%
-14800.00
-18500.00 \ / \-'

-22200.00
-25900.00

Jan Feb Mar Apr May Jun Jul Aug Sep Qct Nov Dec

. Net Proft 2023 . Net Proft 2024

GBC Version: 4.01.10.sidebarmenu-202406280736

The Menu options available on the Ring menu are as follows:

Field Description

File Allows you to exit the Fitrix system.

View Offers user preferences to change the way Fitrix screens display. Your
choices are Classic, Explorer, and Edit.




Field Description

Execute Manage configuration and security settings
Settings Allows you to change the color scheme or database
Help Displays Fitrix information

To select an option from a menu, use the mouse to highlight the option, and then left-click to select. You
can also use the keyboard to select a menu option by pressing the number or letter associated with the
menu option or use the up and down arrow and press enter to select.

Note: When a menu item icon is a file folder, an additional submenu is available.



Fitrix Data Entry Screen

Standard Fitrix Data Entry forms or screens have several sections. To view this screen from main menu,
select Financial Management, General Ledger, Ledger Journal, and then Update General Journal.

Note: For a more detailed explanation of all the options available on the four toolbars, review the Getting
Started with Fitrix User Guide.

File Edit Wiew Mavigation Tools Actions Options Help

o B @ B & B M @ @
N
(]
Reverss JE j
4 @ © 0 ©® 0 &’
Find Prawv Mext Add Update  Delete  Brovse
5 Date:  10/20/2021 (] Posted: ¥
Description:  BOOK PRIOR YEAR BALANCES GL Doc Mo: - 14

EOP Reverse(Y/MN): N

Source:  GENJRM a GEMERAL JOURNAL
Account Group: LS
User:  bettyb

Account Dept Description Amount Debit/Credit

6 400000000 Qoo PARTS SALES 45000.00 CR "
401000000 oo STEREQ SALES 118000.00 CR
402000000 oo EMGIMNE SALES 8500.00 CR
432000000 oo FREIGHT CHARGE INCOME 200.00 CR
450000000 oo RENTAL INCOME 7000.00 CR
450000000 oo OTHER INCOME 1800.00 CR
500000000 oo PARTS COGS 1.00 DB
500100000 Qoo STEREQ COGS 124000.00 DB
614000000 oo SALES STAFF TAXES 4516.00 DB
700100000 oo ADMINISTRATIVE WAGES 18500.00 DB
710000000 oo BANK CHARGES 150.00 DB
711000000 0oo INTEREST EXPEMSE 8123.00 DB v
4 »

7 -Debits 180500.00 Credits 180500.00 Difference 0.00

1 0r 82

GEC Version: 4.01.10.sidebarmenu-202406280736




Number | Field Description

1 Menu Toolbar | These options perform routine functions, and are often referred
to as the User Control Library functions. The Menu Toolbar is
available on every screen.

2 Standard The icons on the standard toolbar perform many of the same

Toolbar functions as the options found on the menu toolbar.

3 Other Tool Bar | The Custom Tool Bar area has buttons that are specific to your
company and the current module. Some screens may not have
any buttons on the Custom Tool Bar.

4 Action This toolbar contains icons that represent actions such as add,

Toolbar update, and delete.
5 Header This section is just below the Action toolbar and contains basic
Section or general information about a document.

6 Detail Section | This section contains labeled columns that correspond to
information in lines or rows.

7 Totals This section is a reference section displaying debit and credit
totals information.

When entering information on a data entry screen there are often related screens that are accessed using

Zoom picker windows from the Standard Toolbar.

Select Exit or press Q to close the data entry screen. The General Ledger Menu displays. Press ESC key

to return to the main menu.

Action Toolbar Commands

Data Entry Commands can be selected from the Action toolbar two ways:

1. Click the command.

2. By typing the first letter of the command name either uppercase or lowercase (i.e.- a for Add).

To view this screen, select Financial Management>Accounts Receivable > Receivable Ledger >
Update Receivable Document.



Fitrix ERP Update Receivable Documents

File Edit Wiews Mavigation Tools Actions Options Help

o B a i) [ty B ul E @ 0
L]
PST Amtachments
4 @ @ 0 0o 0 =
Find Praw Hext Add Update Delete  Browse
Doc Date:  06/27/2022 (] Inv Date: 06272022 (] Dept No: 000 L8 Gross Amt Entry: - M W
Cust:| 3 LS CENTRAL 4 WHEEL DRIVE INC. Ship-To: = SHIPTO = Ref.No.:
Type: | I Invoice 34 Recur: Tax: NOTAX |&
Desc.:  NEW ITEM - NOT IN INVENTORY Arct, Group: LS Pay Method: LS
Terms: B LY 2710 MET 30 DAYS PO COUNTER Posted: | P
User: GL Doc No: 34
Item No Qty Unit Description Tax Cd Price Amount
SNY-CD 20 EA SOMNY IN-DASH CD PLYR NOTAX 349.9500 659.90 =
4 .3
Total Amounts
Currency:  5TD Sub-Total: £99.90
Misc.: 0.00 B8 Freight: 0,00 Fs
Net: 699.9 Tan: 0.00 Total: 699.90 Bs

Account Information

1 of 54

GBC Version: 4.01.10.sidebarmenu-202406270645

Here are the fields and descriptions for data entry commands:

Field Description

Add Allows you to add any new document.

Update Allows you to modify an existing document once it has been selected or
found.

Delete Allows you to delete a document if it is not posted.

Find Use the find command to retrieve one or more records. There are three ways

to use the Find command.

1. To find all records stored for a program, click the OK button (or press
ENTER key) without entering any data in the screen.

2. To find a particular record, enter a piece of information that is unique to
that record (i.e.; customer code, invoice number), and then click OK or
press ENTER.

3. To find a group of records enter search criteria using wild cards or
relational operators (for more information, review chapter 7 in the Getting
Started With Fitrix User Guide.).




Field Description

Browse | Arranges all found documents into a list displayed to the screen. You can
scroll through the documents using the scroll bar or using the various
movement icons on the toolbar.

Next Allows you to view the next document by paging down through the found
documents.

Prev Allows you to view the previous document by paging up through the found
documents.

Depending upon the menu option you have selected, your system setup, or system security, all options
may not be available. If you select a command that is not available, the system will display a message
stating it is not available, and upon pressing enter, you will return to the action toolbar.

Select Quit or press Q and then ESC key three times to return to the main menu.



Printing and Flexible Document Delivery (FDD)

Flexible Document Delivery (FDD) allows the user to direct report output to printers (host or client), email,
or fax. This feature is only available for Fourth Generation customers that are running Fitrix version 5.2 or
greater.

The following report programs have been modified to have background print so that forms no longer need
to be purchased. These programs also support FDD.

Order Entry:

Order Acknowledgement

Customer Invoice

All Export forms (Proforma Invoice, Packing List, Bill of Lading, Commercial Invoice, Provisional Invoice,
and Final Invoice)

Note: the picking ticket and packing list report programs are also background print enabled but
since these are internal forms they are not FDD enabled.

Purchasing:
Vendor Purchase Order

Accounts Receivable:
Customer Invoice
Customer Statement
Dunning Letters

Payroll:
Direct deposit pay stubs

<

Anew icon DocumentDelivery oo been added to the Update Customer Information, Update Vendor
Information and Update Employee Information toolbar and is only accessible when in Update mode.

When you click on this icon in the Update Customer Information program the following screen displays
listing all report programs that currently support FDD.
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FiFri<x ERP Additional Information

Fle  Edit  Nevigaton  Help

L] ¢ 9 K 2 @ @

Document Title Print Subject E-Mail Address

ar:o_invce AR Invoices AR Invoices -
sro letrer AR Dunning Letters AR Dunning Letrers

aro_statmt AR Statements AR Statements briang@feurthgeneration.com

oo billdg Export - Bill of Lading Export - Bill of Lading

oeio_cminv Export - Commercial Invoice Export - Commercial Invoice

oeio_invee: OE Invoice QE Inveice

oeio_invef Export - Final Imvoice Export - Final Invoice

oeio_order Acknawledgements Acknowledgements

oeio_picker Pick List Pick List

oo prfinv Export - Proforma Invoice Export - Proforma Invoice

oeio_proiny Export - Provisional Inveice Export - Provisianal Invaice

oe:0_quote Quotation Quotation

oeo_shipr Packing Slip Packing Slip 2

4 4
¢ ou)

GBC Version: 4.01.10.sidebarmenu-202406280736

After FDD is installed the default setting will be set to Print for all reports. You can then update for each
customer as needed. More than one delivery method per report can be selected.

Field Definitions:

Document — Fitrix program name.

Title- title of the program.

Print- check this check box if the delivery method is to send the report to a printer.

Subject — subject line for your fax cover sheet.

Email- check this check box if the delivery method is to send the report via email.

Address- the email address you wish to send the report to.

FAX - check this check box if the delivery method is to send the report via fax.

Number- the fax number you wish to send the report to. Enter with no dashes and also precede the fax
number with any number needed to make an outside call.

Fax To — the name of the person that will print on the fax cover sheet that will receive the fax.

Failure notify — the email address of the employee that should be notified in the event the fax was not
sent.

FDD PRINTER DIALOG BOX:

Report programs that do not support FDD will have this standard printer dialog box:
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Select Report Destination x

Report Program Description

Prepares A/R activity list for each customer
chosen by selection criteria

General Settings
: Default Printer:
[ screen Pager:
[0 PDF Viewer

[ Export (ie. Excel)
[ Editor

Host Printing
[] Host Printer mainofficedell » Copies: | 1
Qutput Format: Plain Text Graphical (PDF)

EMail Processing

[ Email To: Subject:

Output to 'mainafficedell’
Report File: /tmp/ifx760535

Here is the FDD printer dialog box:

Select FDD Report Destination =

Report Program Description

prints invoice and memo forms for invoiced lines and memo .

lines
w
Flex Direct
Processing Controls Direct to the Following
Build Documents Print (to be mailed):

Email:

m Print(internal copy):

Preview Options

Preview Before Directing:

Printer Selection

Mailed

mainofficadell -~ Copies: 1

Intarnal

~ Copies: 1

If you do not wish to use the Flex Direct options simply uncheck the flex direct box and the printer dialog
box will disable the FDD options and display all options that are on the non FDD printer dialog box.
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The FDD printer dialog box is divided into three sections:

Processing controls:

Processing Controls Direct to the Following
O Print (to be mailed):
L Email:
X Finished O Frintinternal copy):

The example above shows that the documents will be processed via print to be mailed, email, fax, and
internal print to be filed. These boxes can be unchecked as needed.

The first step is to click the Build Documents button. If the Preview before directing check box is checked,
you will be able to view a PDF of the documents prior to sending/printing them. Please note that if you
click the Cancel button before clicking the Direct Documents button you will need to select the reprint
option when you process your documents as the Build Documents options sets the print flag to Y at the
table level even though you have not printed/sent your documents.

The next step is to click the Direct Documents button. This will send/print the documents. See discussion
on Printer Selection section below for directing the documents to your various printers.

If all Direction method check boxes were checked, the printer dialog box will look like this after the
documents were printed/sent:
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Select FDD Report Destination =

Report Program Description

prints invoice and memo forms for invoiced lines and memo .
lines

-

Processing Controls Direct to the Following
Build Documents Print (to be mailed):
Email:

Print{internal copy):

Preview Options

Preview Before Directing:

Printer Selection

Mailed

mainofficedall = Copies: 1

Internal

= Copies: 1

The blue check marks indicate the direction methods that were processed. To return to the menu, click
the Finish button.

In the event that you want to process the documents again (an example of the need for this would be if
the printer ran out of paper or the paper jammed) click the redo button and then check the direction
method check box that you wish to process again. Once the direction method check boxes are checked,
click the Direct Documents button to reprint/resend your documents.

If you uncheck some of the selection methods (i.e.- only check email check box) and then process the
documents the printer dialog box will have a Cancel button instead of a Finished button

15



Select FDD Report Destination

Report Program Description
prints invoice and memo forms for invoiced lines and memo

lines.
-

B Flex Direct

Processing Controls Direct to the Following

3 e o bt

[ % Finshed J 01 Print(intemal copy)

Redo

Preview Options

I Preview Before Directing:

Printer Selection

Mailed
- | Copies: 1

Internal
= Copies: 1




Preview Options:

Preview Options

Freview Before Directing:

If this check box is checked (and that is the default setting), you will be able to preview a PDF of the
documents by clicking the Build Documents button prior to Directing/Processing them. If you do not wish
to preview, uncheck this box.

Printer Selection:

Preview Options

Preview Before Directing:

Printer Selection

Mailed

= | Copies: | 1

Internal

= Copies: 1

This section of the screen controls Printer Selection.

Mailed — printer selection will only be accessible if the Print (to be mailed) check box is checked. Select
either a network printer or a client printer and the number of copies to print for the documents that will be
mailed.

Internal - printer selection will only be accessible if the Print (internal copy) check box is checked. Select
either a network printer or a client printer and the number of copies to print for the documents that will be
printed for internal purposes.
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Document Attachment

With the attachment functionality you can attach any type of file to any record in the database. Examples
are pictures or schematics of your inventory items, store a PDF of the customer PO with the sales order,
recorded phone conversations or emails sent to your customers when dealing with collection issues and
attach performance reviews and resumes to your employee records.

Adding a Document Attachment

In this example we will attach a picture of an inventory item to the item master record.

Find the inventory item you wish to work with:

Fitrix ERP Update Inventory Information

File Edit View Navigation Tools Actions Options Help

e B e B o B OB @ @9
e ¢ ¢ © Q < @ L <
Cetzlog  History  Turns  Cross Sells WigBass MfgPlan Commission Altemates QCData

4“4 6 © 0 O 0 &

Fnd  Prev  Ne  Add  Updae Delete  Brovse

General

Tmage -
Ttem Code: 21000 Commodity Code:
Description:  SCM H-SERIES CFR 2 PK. Additional Description:  CROSS REF: #63446
Item Class:  AUDIO LY AUDIO EQUIPMENT Check If This Is A Special Order Item
SerialiLot: > Market Price: N Special Handling Chg:
Mfg Name: UPC Code:
Mfg Ttem: Price Group: 1
FMD Required: RHS Compliant: Warranty Days:
Units of Measure Accounting Extended Description
UOM List: LY Inventory: 120000000 % | INVENTORY Iz
Stocking Unit:  EA LS Cost of Goods: 500100000 & | STEREO COGS
Selling Unit: EA LS Sales: 401000000 % STEREO SALES T
Factor: 1.000000
Dimensions Price Levels
Increment: 1.00 E
Weight: 1000 0z Discount Level 1:
Purchasing Unit:  EA LS ~
Volume: Discount Level 2:
Factor: 1.000000 L
Discount Level 3:
Increment: 1.00
Discount Level 4:
Discount Level 5:
Warehauses
Warehouse Lecation 1 On Hand Available Average Cost Purchase Cost Standard Cost Price. Vendor
-
EDM SCM - 462,000 462,000 3.9600 47320 SCM i
4

GBC Version: 4.01.10.sidebarmenu-202406270643
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Gy

In update mode click on the Attachments jcon on the toolbar. This screen displays:

Attachments

FiFrix ERP

File Help
[©] s D @ 9 u <

Attachments

Description Key code Search keywords

Attachmenting word document.docx product specification SPEC

=Qick the burron:

1/ Filename

% Cancel "%

GBC Version: 4.01.10.sidebarmenu-202406280736

Click on the and find your file.

Attachments

FiFri< ERP

File Help
[©] & D @ & u <

Attachments

+. Filename Description Key code Search keywords
Artachmenting word document.docx B preduct specification SPEC FS
image (1).png Photo IMAGE

4

GBC Version: 4.01.10.sidebarmenu-202406280736

Description- optional.

Key code — optional unless it is an image you want to display on a screen then enter IMAGE
(case sensitive).

Search keywords — optional.

Click OK and save the change and the image will display.



Fitrix ERP

Fle Edit  View Naigon Tools  Auions  Optons  Help

o & a4 B o0 B # @ o
Ctslog Misory  Turns  Cross Sells MigBase MigPlan Commission Aernates QCDa@
A 0 WEe 6 0 &
Fra  Pra At Uptt Delte Browse
Next Record
General Image
Tiem Code: | C-DISK Commodity Code:
Description: | HARD DISK Additional Description:
Item Clss: COMP & COMPUTER EQUIPMENT Check If Tis Is ASpecil Order ltem
SerialiLot: - MarketPrice: N Special Handling Chg:
Mg Name: UPC Code:
Mg Item: Price Group:
FMD Required: Rotts Compliant: Warranty Days:
Units of Measure Accounting Extended Description
UOM List: « Invemory: 120000000 [ INVENTORY. A
Stocking Uit EA « Costof Goods: 500000000 | PARTS OGS
Selling Unit:  EA S Sales: 400000000 N PARTS SALES 5
Factor: 1.000000
Dimensions Price Levels
Increment: 100
Weights Discount Level 1 500
Purchasing Unit: EA a »
Volume: Discount Level 2 200
Factor: 1.000000 )
Discount Level 3 1500
Increment: 100
Discount Level 4 10.00
Discount Level 5 500
Warehouses
Warehouse Location T On Hand Auilable Average Cost Purchase Cost Standard Cost Price Vendor
a
SEATTLE A 288 0000 0000 00000 120.0000 00000
MIAM D1 1.000 0000 100.0000 120.0000 00000 -
] »
40 0 152 Auachments(1)

GBC Version: 401.10:sidebarmenu-202406270648

Viewing a Document Attachment

To view attachments that are not images:

5y

1. Go into update mode, click on the #ttachments jcon on the toolbar.
2. Place cursor on the row that contains the file of the attachment you want to view and click in the
view button on the bottom of the screen shown here.

FiFri< ERP Attachments

File Help
@ # E] e @ L) &
Attachments
+ Filename Description Key code Search keywords
Artachmenting word document.docx - product specification SPEC -

image (1).png B IMAGE

n: 4.01.10.sidebarmenu-202406280736
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Deleting a Document Attachment

To delete attachments:

5y

1. Go into update mode, click on the Attachments jcon on the toolbar.
2. Place cursor on the row that contains the file of the attachment you want to delete and click on

the DEIEtEROW  i00n on the toolbar.
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User Control Libraries

User Control Libraries (UCL'’s) are advanced features which give you control over the Fitrix Accounting
system. Included in these libraries are:

e User Defined Field User Defined button (or Ctrl-F)
o Freeform Notes (Sticky Notes) Notes button (or Ctrl-N)
e Personal “To Do” Notes To Do button (or Ctrl-T)
e User Defined Help Help button (or Ctrl-W)

All of these UCL'’s are available on the Standard Toolbar.
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User - Defined Fields

User Defined Fields Icon

Fitrix ERP Update Customer Information
File Edit View Mavigation Tools Actions Options <
@ = @ 2] L] B B @ @
e 9 2 @ 4 @ 2 4 @ 2 © © © © © 5] [ 2 4

ShipTo Adtivity Addlinfo Biliglnfo OEInfo ShiphMotes (Credithotes UpdAging Creditltr CreditCerd Order  Price  Ssles  Aging  Terms  DocumentDefivery Comm Calc Add Contacts  On Account

A 6 © 0 o 0 =’ &

Find  Prav  Nest  Add  Update Delete Browse Options

Customer Information

Code: 20004 Contact: Phone:
Company:  ABC COMPANY Cell:  (404) 656-3000 100 Fax:
Address: 1020 SPRING RD Email:  GPICKENS@ABC.COM
Web Address:  ABC.COM m
Ciny:  ATLANTA Salespersom: LY
State: GA Zip: | 30339 Account Type: - Source: =
Country: US B& UNITED STATES Resale No: Resale Expiry: [u]
Additional Information Account Balances
Active: Date Established: [u] Inactive Date: (=] Credit Limit: 20000.00 Current:
Terms: A LY NET 30 Balance: 0.00 Over 30:
Pay Method: L% Open Orders: Over 60:
Awg Days to Pay: Avail.Credin 20000.00 Owver 90:
Last Pmt Amount: Last Pmt Date: [u] YTD Sales: Lifetime Sales:

Credit Information

Credit Check: Send Letters: Credit Hold: Credit Hold Date:
Credit Manager:  billj - Credit Limit: 20000.00 Limit Appraved:  fitrix Approved Date:  04/21/2024
% Ower Limit Allowed: Hold Code: -
Collection Contact: Contact Telephone: DUNS Moz
12 0f 25

GBC Version: 4.01.10.sidebarmenu-202406280736

User defined fields allow you to store additional information within a given program without modifying the
programs. These fields are only used in data entry screens and are specific to the data entry screen. Up
to fifty User-Defined Fields can be defined for every data screen.

To access the User Defined fields screen you must be in a data entry screen and in update mode.

To view the screen above, select Accounts Receivable > Customer Information > Update Customer
Information. Click Find, and then press the Enter key to retrieve all records. Click Update to enter
update mode.

Click the U Fields button (or press Ctrl F) to display the User defined fields screen.
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User Defined Keys

FITFri< ERP

File Help
o = 7]
Line Data Field Name Contents
1 Sales Contact Mame Bill Brown -
2 [ 0
3
4
5 -
4 »
Table: Stroustr
Key: 10

v 0K 4 Add a User Defined Field

GBC Version: 4.01.10.sidebarmenu-202406280736

Line, Data Field Name, and Contents are the three columns that appear in the window:

Line indicates the number of the field.

Data Field Name is the title of the field being defined.

Contents is the column where the document specific data will be entered.
Click on the Add a User Defined Field button to move between field name and contents. Press TAB or
use the arrow keys or to move from one line to another. Click the OK button (or press ENTER) to store

entry. Click the Cancel button (or press ESC) to cancel.

Once a User Defined Field has been created, all users will be prompted to make an optional entry in this
field the next time a new record is entered and stored or an existing record is updated.
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Feature Request

This option launches a screen program where you can enter any program features you need. This
information is then logged in the errlog file so your system administrator can review it and make the
requested changes.

To launch this screen, click on the word Tools on the Menus toolbar (top toolbar).

- Actions Options Help

& Hot Key Button Definitions Ctri+E

# MNavigation Event Definitions  Crrl+G

@ Feature Requests

FItrix ERP Software Feature Request
File Edit MNavigation Help
& & & » & 7]
| Please relable Contact field AR Contact | i
4 >

D D 65D 6T

GEBC Version: 4.01.10.sidebarmenu-202406270648

Freeform Notes

Freeform Notes allow the entry of text to be applied to any document. Up to 99 lines of freeform text can

be added to a document. To access Notes you must be in a Data Entry screen and in Update Mode.

Click the &) Notes button (or press Ctrl-N) to display notes window.
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FiFri< ERP Freeform Notes

File Edit Mavigation Help
¢ i @ €« » & *}

any order $3,000 or more placed in 2020

Let customer know that we'll give them a 10% discount for

User: fitrix on Jul 20, 2020 at 12:24 A

4 3

[ o] x ows] e < i)

GBC Version: 4.01.10.sidebarmenu-202406280736

For any records that have notes attached to them, the word “Notes” will display in the bottom left hand
corner of the screen.

By clicking on the Time Stamp button you can also insert the user id, date, and time entered into the note.
There is a tool setting available so that notes can be automatically time stamped. Have your system’s
administrator update this setting:

cd $home

vi .bash_profile

Hit | to enter insert

include the following line at the end of the file export fx_auto_timestamp=1
Esc to exit insert mode and then :x to save and exit

Click the OK button (or press ENTER) to store and return to main menu.

Personal “To Do” Notes

These notes function just like freeform notes except they are user specific and notes entered can be
accessed from any program in Fitrix.

Click on To Do button (or press Ctrl T) at any time you are not in update mode.
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User Defined Help

User Defined Help can be created for each field in a data entry screen. This allows you to clarify existing
help text or customizes it to be specific to your operation.

Click the 9 Help button (or press Ctrl-W), (U)pdate, and click the OK button (or ENTER) to store when
done.

FiFri< ERP Help - Display
File Edit Mavigation
] s o

Help information

Code: customer code -
This is a six-character alphanumeric field that stores the

code that uniguely identifies a customer, The system

wverifies that the entered code is unique.

Help

GBC Version: 4.01.10.sidebarmenu-202406280736

Click on Exit button or press (Q)uit to return to the Customer Information screen.

User Defined Error Messaging

User Defined Error Messaging is a context sensitive system for displaying user-friendly error messages
and instructions on how to deal with those errors. It allows user to see more detail about how an error
might have been caused and how it can be corrected. The update command allows for clarification of
error help message so that learning can be captured on the system.

To update an error message an error must first occur. To create an error, enter AAA in customer code
field, ENTER to store, and “Y” to view error information.
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FIFrix ERP Error-- More Information

File  Edit  Help

(2] L @ & "]
Error: A Required Field Is Null.
This error occurs when:
Afield that requires a non-null value has been left null a
v
4 [
Possible solutions include:
Entering a valid value in the field a
v
4 »

Action

GBC Version: 4.01.10.sidebarmenu-202406270648

Field Description

Edit- View Allows you to scroll through text with arrow keys.

Edit - Update Used to update error messages.

Help - Displays information about the program where the error is occurring. If you

Technical are reporting an error to your technical support, you may be asked for this

Status information.

Log Allows you to automatically log system information and add comments to
the error log. This is also useful information for your technical support.

Quit Closes the User Defined Error Messages window.
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Query by Example

Wildcards

Wildcards are special characters used to represent other characters. The wildcards that can be used on a
selection criteria screen are listed below. Wildcards may be used only with character or alphanumeric
fields.

Wildcard Symbol Definition:

* Asterisk - The asterisk replaces any group of zero or more characters in a character field.

? Question Mark - The question mark replaces any single character in a character field.

Relational Operators

Relational operators are symbols used to find data. This data can be character, numeric, or date types. A
variety of operators are available to help you specify ranges or lists.

When using the first five relational operators (greater than, greater than or equal to, less than, less than or
equal to, and not equal to), the relational operator is entered first, followed by the number or
alphanumeric character(s).

Relational Operator Definition:

> Greater Than - Finds all values greater than the specified value.

>= Greater Than or Equal To - Finds all values greater than or equal to the specified value.

< Less Than - Finds all values less than the specified value.

<= Less Than or Equal To - Finds all values less than or equal to the specified value

<> Not Equal To - Finds all values not equal to the specified value.

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

I= Not Null- Finds all values that are not null. Selects all records that have anything in the field.

: Range - Search for a range of values. Can be used with numeric, character, alphanumeric,
and date fields.

| Pipe - The pipe symbol is used to represent "or". On most keyboards, the pipe symbol is
found above the backslash "\".
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Search Criteria Examples

GO TO UPDATE CUSTOMER INFORMATION SCREEN (Financial Management-2-2-a):
1. Search for all customers that salesperson code TM

In the salesperson field enter TM and press enter or click OK to accept.
2. Search for all customers that an account balance > $5,000

In the balance field enter >5000 and press enter or click OK to accept.

3. Search for all customers that have a credit limit greater than or equal to $10,000.

In the credit limit field enter >=10000 and press enter or click OK to accept.

4, Search for all customers that have a name beginning with C.
In Company field enter C* and press enter or click OK to accept.

5. Search for all customers that have A in their business name.
In the Company, enter *A* and press enter or click OK to accept. This selects all customers
where an A is preceded and followed by one or any number of characters.

6. Search for customer codes with C as the second character.
In the Company field, enter ?C* and press enter or click on OK to accept. This selects all
customers where C is preceded by exactly one character and followed by none or any number of
characters.

7. Search for all customers where salesperson code is either TM or WM.
In the salesperson field enter TM|WM (pipe symbol between codes) and press enter or click on
OK to accept.

GO INTO UPDATE AR CASH RECEIPTS SCREEN (Financial management-2-1-e-b):

1. Search for all transactions dated from January 1st 2007 through today.
In that Date field, enter 010107:today’s date and press enter or click on OK to accept.
This search selects all transactions between the specified dates, including those dated January 1
and today. Remember, when entering dates, any of the following formats are valid: m/d/yy,
mm/dd/yy, mmddyy, or mm-dd-yy.

2. Search for all transactions where check number is blank.

In the check number field enter = and press enter or click OK to accept. The = means you are
searching for all transactions where the check number is null.
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3. Search for all transactions where check number is not blank.
In the check number field enter != and press enter or click on OK to accept.
The != means you are searching for all transactions where the check number is not null.
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Company Set Up & Multilevel Tax

A company must be set up in the Fitrix system before any accounting transactions can be entered.
Updating and editing company information occurs in the menu selections described in this chapter.

Set Up Company

The Setup Company Menu contains the menu options for setting up company information and base files.

To view this screen, select General/Administration from the main menu, and then select Company Setup.

Fitrix ERP Fitrix Main Menu for User (fitrix) in Company (student1)
User Roles Key Performance Indicator - Selection Criteria
FGSS Fitrx Main Menu " Comparative Net Profit ~ Last Fisca Year vs Current Fisca Year -
Search Text

Key Performance Indicator - Output

® Default O Favorite O Frequent O Recent

& Financial Managemont

 ttom Monogoment

37000.00
9 Sales Orclor Management n 33300.00 | | | |
S : 2060000 N
B3 Froduction Management o 25900.00 \

22200.00
& Production Pianning A 18500.00 Z 2 /
@ CustomerRelationship Management A 14800.00 /
‘Ganarall Adminlstration v 11100.00 [ I /
oo A\ -}

3700.00 /

Updots Compony nformation
0.00

Print Company Information

Update Account Number Ranges -3700.00

Wi e i -7400.00 \U/

&
\r
L

Updats Ladger Accounts -11100.00
Print sdger Accounts -14800.00 /
Update Checking Accounts -18500.00
Document Meszages .22200.00
CountryCades
-25900.00
CityCodos Jan Feb Mar Apr May Jun Jul Aug Sep Qct Nov Dec

Update E-Mail Templates

[ vetrorioozs [ et P20

Updat Printer Defauts

Updats Email Address Mapping

W Table Lookup Maintenance

B Incoming Emall Setup.
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Update Company Information - The data entry screen for company information such as company
address and department codes.

Fitrix ERp Update Company Information

File  Edit  View  Navigation ~ Took  Actions  Options Help
0 B a B o B B @ @0
A 6 0 9 0 0 &
Find Pray Hext Add Updste  Delete  Browse
Company Information Setup
Business Name:  STUDENT1 DATABASE Multilevel Tax:
Addressl: 1110 MAIN STREET Use Multilevel Tax Groups:
AddressZ: Use Posting Error Notifications:
g Use Barcodes:
State: WA Zip: | 98133 Apache ID: | daemon
County:
Country:  US & UNITED STATES
Dept Description B...
000  ADMIN. OFFICE

100  EAST DIST. CENTER
200 CENTRAL DIST. CENTER
300  VVEST DIST. CENTER \d

1of1

GBC Version: 4.01.10.sidebarmenu-202406270648

Setup Values

Multilevel Tax — check this box if you if using Fitrix modules that have multilevel tax
capabilities (AP, AR, OE, PU). See the section on multilevel sales tax for more information.

Use Multilevel Tax Groups — check this box if grouping several tax codes. See the section on
multilevel sales tax for more information

Use Posting Error Notifications - If this box is checked you will receive a notification on your
screen if a record is locked during a posting routine. For example, if you are posting sales
orders and one of the customers affected is open in update mode by another user you will
receive a message on your screen notifying you what table is locked and what user is locking
it so you can ask them to close it so you can run the post routine again.
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Use Barcodes - if you are using barcode scanners check this box so that barcodes print on the
various reports that are barcode enabled (pick ticket, purchase order, etc.). Refer to the Barcode
User Guide for the complete list of reports

Apache ID - If using the HTML version of the barcode programs you will also need to insert your
company’s Apache ID here. This is usually a system ID that runs the httpd daemon. Consult with
your System Administrator.

Toolbar Icons

7 g

P Ik By clicking on the Addl Info, a screen containing additional information, such as

telephone number, displays.

@

Credit Card
et A By clicking on Credit Card icon, a screen containing information needed to use Credit

Card processing displays. See the Order Entry User Guide for information on how to set up these
values

e By clicking on Remit, a screen will display for user to enter the company’s remittance

address if different than the physical address ( i.e. PO Box). This remittance
address prints on both the Order Entry Invoice and Accounts Receivable invoice.

ot

Web Services L . T
By clicking on Web Services, a screen will display for the user to turn on Web

Services. Web Services need to be turned on if the Federal Express/UPS interface in Order Entry
is being used and real time connection to their database to retrieve freight rates and tracking
numbers is needed. See the Order Entry User Guide for more information on this interface.

%

GWC Server L. T
By clicking on GWC Server, a screen will display where user can enter the IP

Address used by the Genero Web Client to access programs from the browser (i.e. barcode
programs).

Department Detail Section

The Department section of the screen stores up to one hundred department codes. The
department field is alphanumeric, allowing you to establish numeric or alphabetic (or a
combination) codes. The use of department codes in conjunction with the GL account
number for tracking income and expenses is completely optional.

Print Company Information - Provides output options to the screen or printer.
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Update Account Number Ranges - This data entry screen allows the user to define the starting account
number for a type of account. These ranges then group GL accounts on the financial reports (i.e. — all
accounts from 100000000 to 179999999 will be grouped as Current Assets on the balance sheet) You
must define your ranges before creating your chart of accounts.

FiFrix ERP Update Account Number Ranges

File Edit View Navigation Tools Actions Help
o B « B o6 B M @ o
a & © 0 O 0 w

Find Frev Hext Add Update Delete  EBrowse
First Current Asset: 100000000  CURRENT ASSETS
First Fixed Asset: 180000000  FIXED ASSETS
First Current Liability: 200000000  CUR LIABILITIES
First Long Term Liability: 270000000  L/T LIABILITIES

First Equity or Capital: 300000000  CAPTTAL
First Income or Sales: 400000000  INCOME
First Cost of Goods: 500000000  COST OF GOODS
First Operation Expense; 600000000  EXPEMSES

Tof1
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Print Account Number Ranges - Provides output options for the Account Number Ranges.

Update Ledger Accounts - This data entry screen that allows you to enter the Company Chart of
Accounts.
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FItrix ERP Update Ledger Accounts

File Edit iew Navigation Tools Actions Help
o & a B O B M @ @
a & © 9 e 0 &

Find Frav Hext Add Update Delete  Browse
Account Number: 101000000
Type: CURRENT ASSETS
Description:  SECONDARY BANK ACCOUNT
Subtotal Group {optional):
Increase with Credit?: = N

Allow Use in Manual Journal Entries?: Y

10f 132

GEC Version: 4.01.10.sidebarmenu-202406270648

Print Ledger Accounts - Provides output options for the Chart of Accounts.

Update Checking Accounts - Defines your checking accounts GL account numbers. All checking
accounts that you want to reconcile using the Reconcile checking Accounts program in Accounts Payable
must be set up here.
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FiFri< ERP Update Checking Accounts

File Edit iew MNavigation Tools Actions Help
o & 4 B o B M @ 9
a4 6 © 90 9 0 &’

Find Prav Next Add Update Delete Browse

Bank Code:  BOA
Bank Mame: BANK OF AMERICA
Branch: BRANCH #1

Branch Name: CUMBERLAND

Account Name:  ABC DISTRIBUTION
Sender ID:
Bank Address: 100 CUMBERLAND BLVD
Bank AccountMo: 0291038109
GL AccountNo: 102000000 LY PAYROLL BANK ACCOUNT
Department Code: 000 LS ADMIN. OFFICE

Mext CheckNo: . 1016

1o0f2

GBC Version: 4.01.10.sidebarmenu-202406270648

When setting up your checking accounts for the first time be sure to enter the next check
number that will be used on your check run. The system will then update this number each
time a check run is done.

Document Messages - This program enables you to enter messages on various forms.
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FiFrix ERP Document Messages

File Edit WView Mavigation Taols Actions Help
o B N & (T T @ @
a @ © 9 o o0 &
Find Prav Blext Add Update Delete  Browse
Effective Date:  02/07/2025 o
Program Mame: armo_statmt % Description:  Statement of account
Text
'WE APPRECLATE YOUR BUSINESS A
il
4 b
Tof1

GBC Version: 4.01.10.sidebarmenu-202406270648

Go into Add mode.

Enter the effective beginning date for the message.

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

wnho =

Name Description

oe:o_order Order Acknowledgement
oe: 0_picker Picking Ticket

oe:o_shipr Packing Slip

oe:i_invce Invoice (order entry)
oe:o_prfinv Proforma Invoice (export)
oe:o_shper Packing List (export)
oe:o_billdg Bill Of Lading (export)
oe:o_cminv Commercial Invoice (export)
oe:o_proinv Provisional Invoice (export)
oe:o_incf Final Invoice (export)
pu:o_order Purchase Order

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

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

Country Codes - this program comes preloaded with countries around. When setting up customer, ship-
tos, vendors, and pay-tos the country code is validated against the countries found here.
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FiFrix ERP Country Codes

File Edit Wiew MNavigation Tools Actions Help

e = @ B O B B @ o
4@ & © 90 o0 9 w

Find Prav Hext Add Update Delete  Browse

Country Code: U5

Description:  UNITED STATES

193 of 209

GEC Version: 4.01.10.sidebarmenu-202406270648

City Codes — this program comes preloaded with cities around the world. The data stored in the city code
table is used to validate the shipment destination entered on the Order Entry summary screen.

Email Templates, Mapping and Alerts

Update Email Address Mapping (menu path 8-1-m):
There are 2 default values necessary to ensure proper email routing:

Errors- this email address will receive rejection and error notifications.

Fitrix ERP Update Email Address Mapping
File Edit View Mavigation Tools Actions Help
e B a B 6 B M @ o
4 @ @ @ 0O 90 &
Find  Prev  Hext  Add  Update Delete EBrowse

UserID:  errors

Email: admin@mycompany.com

1of3
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Default - this is used when the users email addresses (without the @domain) are the same as
the Linux login ID. It will be appended to the user ID to form the email address
(myuserid@mycompany.com), and used as the reply-to address in outbound email.
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FIFrix ERP Update Email Address Mapping

File Edit Wiew Mavigation Toals Actions Help

@ L} LY B 4] B 1] @ 2]
LS @ e @ o © &
Find  Prev  Mext  Add  Updme Delete  Browse

UserID: default

Email:  @mycompany.com

2073
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This screen is also used for mapping the actual email address to the user’s Linux login ID. This is
needed when the Linux ID does not match the user’'s email address name. This email address is
used as the “Reply-to” address in outbound email.

FiFrix ERP Update Email Address Mapping

File Edit View Navigation Tools Actions Help
e B X B O B M ¢ o
4 & © 0 0 0 &

Find Frav Mext Add Update Delete  Browse
UserID: susanb

Email:  susanb@abcdstributton.com

Jors

GBC Version: 4.01.10.sidebarmenu-202406270648

Update Email Templates (menu path 8-1-k):

Any templates that may be needed will need to be coordinated with a programmer as there is some
programming involved to modify the program to call the alert function, to select who the recipient is if the
alert is sent outside of your organization (i.e.-the email address in the customer master table) and to then
extract the specific data needed using the special wildcard characters (ie- &) below.
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Fitrix ERP Update E-Mail Templates

File Edit View Mavigation Taols Artions Options Help

e B a B o0 B M @ @

a4 @ © 0 0O 0 @&\

Find Frav et Add Update Delete  Browse
Event Code: HOLD SALES ORDER
Description:  SALES ORDER ON CREDIT HOLD
Artive: Y
Type: EMAIL Priority = 1 H
Message Subject:  Sales Order &order_no held with Hold Code &hold_code

Seq Text

1 Sales Order &order_no dated &order_date for &total_amount is being held&nl T
2 because &bus_name has exceeded their credit limit.

| 4

12 of 24
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Event Code — a unique identifier for this email alert. The event code is used within the
program code to trigger the email alert.

Description - a freeform description of the email alert.
Active - set to Y if this event is Active, set to N if it is not used.
Type - currently, EMAIL is the only valid type.

Priority - This is used to set the priority level of the email. 1 is the highest and 5 is the lowest.
Priority 1 is used for Urgent emails. In most email systems it causes the email to be highlighted

in some way, such as an exclamation point ! A, Priority 3 is standard email priority. Priority 5 is
low priority. In most email systems it causes the email to be denoted with a low priority mark
=N

Message Subject- this will be inserted into the subject of the email. Wildcards may be used to
place dynamic values into the subject. These must be coordinated with a programmer.

Text - This is the body of the email. Wildcards may be used here also, and must be coordinated
with a programmer. Please note that you need to enter &nl (stands for new line) at the end
of each line so the program knows where to end the line of text and start the next line in
the body of the email.
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After creating and saving the email alert record, choose “Update” and use these toolbar buttons
to set additional parameters:

&l - & EH| s

Rephy-To Reports  Recipients Cc Recipients  Boc Recipients

Reply To - If a default email address is to be used when the recipient clicks “Reply”, enter the email
address here. It can be left blank. Conditional Expression is reserved for future use.

Update Reply-To Recipients

FiFrix ERP

File Edit Navigation Help

o =B ¢ b 8 2 €« » & @ @
Reply-To Recipient Conditional Expression
| administrator@mucompany.com | -
-
4 3

GBC Version: 4.01.10.sidebarmenu-202406280736

Reports — You can run a system report and attach it to the email as a PDF. Enter the module, program
name, and version. The parameters must be coordinated with a programmer. These enable you to
retrieve specific records in the report. The PDF may be password protected by checking the PW box and
entering a password. A file name must be assigned to the report.

Fifrix ERP Define Reports

File Edit Navigation Help

e =B & i Q E € » & @ @
Sequence Module Program Ver +_ Parameters PW?  Password File Name
=
1 o_order . dgs -docneo Bdocno -reprint&reprint | — JEEIITEEE Acknowledgement -
4
B B =
-
4 >

GBC Version: 4.01.10.sidebarmenu-202406280736
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Recipients, Cc Recipients, and Bcc Recipients — Enter the email address of recipients, Cc Recipients and
Bcce Recipients that will receive this email each time the alert is triggered. Additional dynamically
determined recipients may be added within the program code with the help of a programmer. The
conditional expression field is reserved for future use and can therefore be left blank for now.

Add Recipients

F7Fri< ERP

File Edit Navigation Help
© B ¢ i« L & €@ B & @ o

Recipient Conditional Expression

| I -

4

GBC Version: 4.01.10.sidebarmenu-202406280736

Update Printer Defaults

This program is option (I) on the Company Setup submenu. It is used to set up default printer IDs for
specific programs. If the user ID is also filled in this sets the default printer to use for the program and
the user.

FIFrix ERP Update Printer Defaults

File Edit View Mavigation Tools Actions Help
o B % B o B M @ o
4 6 @ 0o O 0 =

Find Prev Mext Add Updste Delete  Erowse
Module Mame: gl % General Ledger Module
Program Mame: o_contrl S G/L Default List
Default Printer:  pdfuiewer

UserID:  root

dorf4

GEC Version: 4.01.10.sidebarmenu-202406270648
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Click Exit to close the Setup Company menu.

Table Lookup Maintenance
This program populates a universal lookup table to be used to populate combo boxes and miscellaneous

lookups much the same as the stxinfor table. This program will be used primarily by a programmer when
creating new fields on screen programs..

Lookup Selection Maintenance

F1Fri< ERP

File Edit View Navigation Tools Actions Help

@ B L El o B M @ 0
@ (<] o @ [} ] =

Find Prev Mext Add Update Delete  Browse

Software Package ~ PY
Package
Area EEOQT Sequence
Code  ADMMN

Values
Descripton  Administration
Alpha/Numeric 5

Numeric

1o0f 73

GBC Version: 4.01.10.sidebarmenu-202406280736

Incoming Email Setup

These program will primarily be used by a programmer. They allow you to import emails and attachments
received into the Fitrix database so programs can then be written to print the attachments. For example if
you are receiving invoices from your vendors via email you can use this utility to import all the emails from
a specific address all at one time and then print the invoices to a designated printer. Much more efficient
than printing one at a time. For more information on how to use this utility please email
support@fitrix.com with the subject line Email Capture Utility.
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Setting up Role Based Menus

Go to General/Administrative > System Administration > Financial Management > Role Based Menus
Setup

This utility allows you to specify what menu options employees need to have access to thereby reducing
the amount of menu navigation they need to do on a daily basis.

The example below will show you how to set up a custom role based menu for a salesperson and it
assumes the only programs they need access to be as follows:

Accounts Screen
i Customer Order Processings -

Update Customaer Information

Update Inventory Information
€ Order Status Reports

jzm Sales History Reports -

The utility programs are located on the System Administration submenu.

B Financial Management
gy tern Management ~
il  Sales Ordar Management -

B Purchase Management

B Production Managamant ~

4 Production Planning -~

WP Customer Relationship Managemant

a General | Administration N
& Ccompany Setup ~

H  system Administration

B role Based Menus Satup ~

Update Role Based Menu
Generate Role Based Menu
Update Role Group

Link Roles with uselsfﬁroups

Link Users/Groups with Roles

45



Technical Settings required before you get started (contact Fourth Generation for assistance if
needed)

If you are using multiple databases because you have multiple business entities and the roles for
each database needs to be unique you will need to comment out the mn_menu_company=
standard database value. To do this:

a. Shell out

b. cd fitrix/bin

c. suroot and enter the root password
d. Vienv_xtra.sh

e. Insert a # symbol before mn_menu_company as shown here in red:

# Visual Menus #
mn_analyze=2 ;export mn_analyze
mn_applications=8 ;export mn_applications
mn_buttonbar=2 ;export mn_buttonbar
mn_editor=wordpad.exe ;export mn_editor
mn_hide_deny_options=0 ;export mn_hide_deny_options

# mn_menu_company=standard ;export mn_menu_company

By doing this you can set up unique role based menus in each database/business entity. If this is
not a requirement skip this step but be sure to switch to the “standard” database when you set up
your role based menus so the roles defined will be accessible in all databases (live, sample, etc.).

Update Role Based Menu

Note: See Technical settings required step #2. If you do not have multiple databases switch from
your live database to the “standard” database to set up your roles.

Use this program to create or update role based menus.
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FiItrix ERP Update Role Based Menu

Fle Edit  View Navigation Tools  Actions Help
o B a B o B # @ o
4@ 6 © 0 0 0 =&

Fnd P N  Add  Update Delete Browse

Role: all | FULLMENU
Name of menu option Menu Option  Type Name of menu option to copy from Menu to copy from Option Type
Update Test Event alimenu.ealert a SC  Update Test Event alimenu.ealert a sC a
Test Email Alert allmenu.ealert b SC  TestEmail Alert alimenu.ealert b sC
Email Account Configuration allmenu.ecapt a SC Email Account Configuration almenuecapt a sC
View Received Emails allmenu.ecapt b SC View Received Emails almenu.ecapt b sC
Print Aging Summary By Code apmenu.aging a RP Print Aging Summary By Code apmenuging a L
Print Aging Summary By Name apmenu.aging b RP Print Aging Summary By Name apmenu.aging b W
Print Aging Detail By Cade apmenu.aging c RP Print Aging Detai By Code: apmenu.aging c W
Print Aging Detail by Name apmenu.aging d RP  Print Aging Detail by Name apmenu.aging d (3
Update Bateh for Invoicing apmenu.apbatch 3 SC Update Batch for Invoicing apmenu.apbatch 3 sC
Update Batch for Payments apmenu.apbatch b SC Update Batch for Payments apmenu.zpbatch b sC
Update Payeble Defauks apmenu.apsetip a SC Update Payable Defaults apmenuzpsetup a sC
Print Payzble Defaults apmenu.apsetup b RP Print Payable Defaults apmenu.zpsetup b L
Update Account Groups apmenu.apseup c SC Update Account Groups apmenu.apsetup c s
Print Account Groups apmenu.apseuip d RP Print Account Groups apmenu.apsetup d W
Update Vendor Information apmenu.apsetup e SC Update Vendor Information apmenu.apsetup e sC
Update Vendor Pay-To's apmenu.apsetup f SC Update Vendor Pay-To's apmenu.apsetup E sC
Print Vendor Informaticn apmenu.apsetup 5 FL Print Vendor Informetion apmenuzpsetup e R
Update Vendor Open ltems apmenu.apsetup h SC Update Vendor Open Liems apmenuzpsetup h sC
Print Vendor Open ltems apmenu.apseup i RP print Vendor Open Items apmenu.apsetup i W
Update 1059 Cash Accounts apmenu.apseuip j SC Update 1099 Cash Accounts apmenu.apsetup i s
Update Payment Methods apmenu.apseup k SC Update Payment Methods apmenu.apsetup 3 s
Requirement Summeary By Code apmenu.cashrg 3 RP  Requirement Summary By Code apmenu.cashrq a (3
Requirement Summary By Name apmenu.cashrq b RP Requirement Summary By Name apmenu.cashrq b [
Requirement Detail By Code apmenu.cashrg ¢ RP Reguirement Detail By Code apmenu.cashrg c L
Requirement Detail By Name. apmenu.cashrg d RP Reguirement Detail By Neme apmenu.cashrg d L
Update Credit Card Vendor Templates apmenu.ccimp a SC Update Credit Card Vendor Templates apmenu.ccimp a sC
Import Credit Card Vendor Data apmenu.ccimp b RP Import Credit Card Vendor Data apmenu.ccimp b w
Update Credit Card Vendor Data apmenu.ccimp c SC Update Credit Card Vendor Data apmenu.ccimp c s
Print Credit Card Transaction Listing apmenu.ccimp d RP Print Credit Card Transaction Listing apmenu.ccimp d (3
Post Credit Card Transactions apmenu.ccimp e RP Post Credit Card Transactions apmenu.ccimp e (3
Brint Payments Due Report apmenu.checks a RP Print Payments Due Repart apmenu.checks a L
Update To-Pay Informaticn apmenu.checks b SC Update To-Pay Information apmenu.checks b sC v
o8

sidebarmenu-202406270648

Header:

Role — enter a three character code for the role and a description.

Name of menu option — enter the name as you would like it to appear on the menu.

Menu - freeform name for this menu option. For example, if the menu option will launch a
program “mainmenu.main” was used since it is being launched from the main menu. If the menu
option launches a subfolder containing several programs, use the word “folder1.main” since it will
launch a folder from the main menu. Once you have entered a name the next line will default to
the same name but it can be changed as needed.

To set up subfolder options from the main menu enter “mainmenu.main” as the Menu, FL as the
type, skip the Name of menu to copy field, and then enter “folder” followed by a number in the
Menu to copy from field. All programs that should be in that subfolder should have their menu set
to folder1.main as shown here with the Order Status Reports
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Order Status Reports mainmenu.main 7 FL folderl.main

Open Order Summary folderl.main a RP  Print Open Order Summary mcmenu.cemcrpts a
Open Order Detail folderl.main b RP  Print Open Order Detail mcmenu.cemcrpts b
Salesperson Summary folderl.main c RP  Print Salesperson Detail mcmenu.cemcrpts d
Open Order Item Summary folderl.main d RP  Print Open Order Item Summary mcmenu.cemcrpts e
Open Order Item Detail folderl.main e RP  Print Open Order Itemn Detail mcmenu.cemcrpts f
Customer Order Summary folderl.main f RP  Print Customer Order Summary mcmenu.oemcrpts g
Customer Order Detail folderl.main g RP  Print Customer Order Detail mcmenu.cemcrpts h
If you create a second menu option that is a subfolder it should be named folder2 not folder1 as
shown here with the Sales History reports.

Sales History Reports mainmenu.main 8 FL felder2.main

Product Summary folder2.main a RP  Product Summary cemenu.history

Product Detail felder2.main b RP  Product Detail oemenu.history

Customer Summary felder2.main € RP  Customer Summary cemenu.history

Customer Detail felder2.main d RP  Customer Detail cemenu.history

Salesperson Summary felder2.main e RP  Salesperson Surmmary ocemenu.history

Salesperson Detail felder2.main f RP  Salesperson Detail oemenu.histery

Option — enter the number or letter that represents where the option should display on the menu
(i.e. - the number 1 or letter (a) means it will be the first option on the menu). Please note that the
maximum number that can be used on the main menu is 9. If you have more options after that
you will need to use alpha as shown here:

File  Edit  View  Navigation  Tools  Actions  Help

B 0 o R B o0 B B B € » & @ o

Role:  arc ACCOUNT RECEIVABLE

Name of menu option Menu + Opti.. Type Name of menu option to copyfrom Menu to copy from Option  Type
Customer Master Information mainmenu.main 1 SC  Update Customer Information . armenu.customer a SC &
Ship To Locations Information mainmenu.main i SC  Update Customer ShipTo's . armenu.customer f SC
Customer Credit Management mainmenu.main 3 L . foldert.main
Sales Order Processing/Invoicing mainmenu.main 4 FL . folder2.main
AR Invoice Pracessing mainmenu.main 5 Fl . folder3.main
Credit Card Processing mainmenu.main 6 FL . folderd.main
Process Cash Receipts and Deposits mainmenu.main i Fl . folders.main
AR Reports & End of the Month mainmenu.main 8 L . folders.main
AR Set Up Programs mainmenu.main 9 L . folder7.main
Update Credit Hold Codes foldert.main 3 SC  Update Credit Hold Codes . armenu.etter a SC
Update Customer Orders folder2.main 3 SC  Update Customer Orders . oemenu.order a SC
Create Recurring Invoices folder3.main 2 RP  Create Recurring Documents . apmenu.journ h RP
Settle Invoice folderd.main a RP  Settle Credit Card Invoices . oemenu.invaicing 4 RP
Enter Non AR Cash Receipts folders.main 3 SC  Update Non-A/R Cash Receipts . armenu.cash a SC
Receivable Journal folderb.main ] RP  Print Receivables Journal . armenu.ledger f RP
Update Receivable Defaults folder7.main 3 SC  Update Receivable Defaults . armenu.arsetup a Fr B

. BT = [ "
3of9
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The menu option number or letter must also be unique or you will receive this error when you try
to save the role:
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FiFri< ERP Message

Duplicate Menu Option

- )

Menu: mainmenu.main Option: 2

Between lines:  1and 2

Message

GBC Version: 4.01.10.sidebarmenu-202406280736

Fitrix ERP

Type — valid types include FL (subfolder), SC (screen), and RP (report).

Name of menu option to copy from (fill in only if Type is SC for screen or RP for report) —
enter the menu option exactly as it appears on the default menu structure (case sensitive) or
zoom to find the program you want to place on your custom menu. The search screen is case

sensitive in that you have to enter your criteria as it displays on the existing menu structure. If you
want to find all programs with the word customer you need to type in *Customer* with a capital C.

In the example below | am searching for the program used to enter Update Customer Orders.

Look Up *
File Edit Help
@ B 9 @ @ 0
Name of menu option to copy from Menu to copy from Option Type
I *Update Customer?| I =
Loy
4 3

The search criteria entered brings back these results:
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Look Up x

File Edit Help

B Q ¢ @ 0

Name of menu option to copy from Menu to copy from Option Type
Update Customer Information armenu.arsetup e SC S
Update Customer Ship-To's armenu.arsetup f SC
Update Customer Open Items armenu.arsetup h SC
Update Customer Credit Card armenu.ccard a sC
Update Customer Information armenu.customer a SC
Update Customer Terms armenu.customer d SC
Update Customer Ship-To's armenu.customer f SC
Update Customer Credit Card oemenu.ccard El SC
Update Customer Information oemenu.oesetup e sC
Update Customer Orders oemenu.order El sC
Update Customer Orders oemenu.stream i sC
-
4 3

If the Option Type is FL for folder you will not enter any program in this field.

Menu to Copy From — auto fills once you select the program from list above unless the Option
Type is FL for folder. If the option type is FL for folder you must enter folderXX.main where XX is
the folder #. For example if the line you are on is the first folder you have defined enter
folder1.main, if it is the second folder enter folder2.main.

Option —auto fills once you select the program from list above.

Type — auto fills once you select the program from list above.

Please note that you can also insert and delete rows as needed by using the insert and delete buttons on
the toolbar.

@ o B B Q H i s LE) V] P = £

OK Cancel Cut Copy Paste Zoom  Notes Attachments UFields ToDe  View Detal MNextPage FPrevious Page InsertRow Delete Row
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Role Based Menus Delivered with this Feature
Here are the roles delivered with the base product. You can edit these as needed and regenerate.
All — gives user access to the full menu structure. This role cannot be edited by the user. If they try to edit

it they will receive this message:

Error

Cannot update this role

AP - Accounts Payable AR — Accounts Receivable

Custorner Master Information

Update Vendor information
Ship To Locations Information

Update Vendor Pay-To's

'E' Customer Credit Management ~

@ Process Vendor Invoices =
E Sales Order Processing/Invoicing -~

Process Checks %
8 B ARinvoice Processing A
Check Reconciliation and Reports A & Credit Card Processing -
B3 Reports and End of Month Processing  ~ £ Process Cash Receipts and Deposits ~
©® AP setupPrograms ~ B ARReports & End of the Month ~

POM - Production Operations Manager PUM- Purchasing Manager
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(3 Process Work Orders ~
B Production inquiries A
B Production Reports ~

Update Vendor POs

Update Custorner Orders

Item Master Information

Enter Bills of Material

Enter Routing Steps

SLS — Salesperson WSM - Warehouse and Shipping Manager

Accounts Screen

B3 Customer Order Processings A
Update Customer Information

Update Inventory Information
B2 oOrder Status Reports A

£/ Sales History Reports A

CSR - Customer Service Representative

Updcite Customer Orders
Print Quotation

Print Order Acknowledgments
Print Picking Documents

Item Master Information
Custorner Master Information
Ship To Location Information

Custorner Price Inquiry

Generate Role Based Menu

<)

Item Maintenance

Itern Transactions

Vendors

§ & O

Purchase Order Processing

Inventory Replenishment

Manufacturer Rebates

<)

@ Reports and Analysis

(G Inventory Setup Programs

i Replenishment Setup Programs

B Recelving

B shipping

& Maintenance Programs
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Once you have set up your role based menu or any time you change an existing one you must run this
program to create the new menu structure or update the existing menu structure.

FiFrix ERP

Fle  Edit  Help
(2]

Role:

GBC Version: 4.01.10.sidebarmenu-202406280736

Screen Pager

File Navigate Help

(<] @ o o 2 <

Date: 07/15/2024 Generate Role Based Menus N
Time: 03:39:59 STUDENT1 DATABASE Page: 1

Role Mame of menu opticn Menu Option Type

sls Accounts Screen mainmenu.main 1 SC.

sls Customer Order Processings mainmenu.main 2 FL

sls Enter/Update Customer Orders folder1.main a SC

sls Print Customer Quotation folder1.main b RP

sls Print Order Acknowledgement folderl.main c RP

sls Print Picking Tickets folder1.main d RP

sls Update Customer Information mainmenu.main 3 SC

sls Update Inventory Information mainmenu.main 4 SC

sls Order Status Reports mainmenu.main 5 FL

sls Open Order Summary folder2.main a RP

sls Open Order Detail folder2.main b RP

sls Salesperson Summary folder2.main c RP

sls Open Order Item Summary folder2.main d RP

sls Open Order Item Detail folder2.main e RP

sls Customer Order Summary folder2.main L RP

sls Customer Order Detail folder2.main =4 RP -
4 3

Note: if you add new programs you will need to run the Generation program to update your menus.

Update Role Group (optional)

Use this program to create a group code and then assign users to the group. Once the group is created
you can assign roles to this group code and all users in the group will have access to these roles.

53



FiFri< ERP Update Role Group

File Edit View Navigation Tools Actions Help

o B {Q B b0 B M
4 & © 0 o o

Find Prev Next Add Update  Delete

Group ID:  sales

User ID

briang
fitrix

1of1

Action

= View Detail

GBC Version: 4.01.10.sidebarmenu-202406280736 Fitrix ERP

A user can be part of more than one group.

Link Roles with Users/Groups

Use this program to assign roles to users or groups. Do a Find to find your role and then enter the user id

or group directly (you can zoom in to find groups only, not user ids since they are not in a table but
instead in the Linux /etc/passwd file).

FIFri< ERP Link Roles with Users/Groups

File Edit Wiew Mavigation Tools Actions Help

=] [ ] Q [} Ll B B & D & @ o

Role:  csr ‘CUSTOMER SERVICE REP

User/Group 1D Default

bettyb . -] a
fitrix . -]
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If the Default box is checked this will be the role based menu that will be launched when the user logs in.

If you try and assign more than one default role to a user you will receive this message:
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Confirm

Role: 'all' is bettyb default role. Do you want to change?

=B D

If a user logs in and has not been assigned a default role as either an individual user or part of a group
code their default will be the full menu.

Link Users/Groups with Roles

You can use this program instead of the Link Roles with Users/Groups to assign users or groups of users
to a role. Do an Add and zoom to find the predefined role. Then you can enter the user id or group directly
in the detail section of the screen (you can zoom in to find groups only, not user ids since they are notin a
table but instead in the Linux /etc/passwd file). If the default box is checked this will be the role based
menu that will be launched when the user logs in.

If you try to assign more than one default role to a user you will receive this message:

Confirm

Role: 'ap’ is fitrix default role. Do you want to change?

If a user logs in and has not been assigned a default role as either an individual user or part of a group
code their default will be the entire “all” menu.
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Multilevel Sales Tax

For multilevel tax recording and reporting purposes, there are three entry screens and three
reporting options. To view this screen from main menu select Financial Management and then

select Multilevel Tax.

Fitrix ERP Fitrix Main Menu for User (fitrix) in Company (student1)

User Roles Key Performance Indicator - Selection Criteria
FGSS Fitrix Main Menu " Comparative Net Profit ~  Last Fiscal Year ve Cur-ent Fiscel Year ~ splines

Search Text
( ) ey Performance Indicator - Output

® Default O Faverite O Frequent O Recent

& Financial Management

37000.00
B : 33300.00
B Accounspecaivatie = 20600.00
B Accounts Payable o 29800100
22200.00 _\\
8 royol - 18500.00 £ /_ ‘ [
e ~ 14800.00 / ! |8
11100.00 Q\ [
B Muli-Currency - 7400.00 /
-
000 |

Update Multitovel Tox Codes

-3700.00
Update Multilevel Tox Periods /
-7400.00
Update Multlevel Tox Groups il | |
\

PrintMultilevel Tax Codes
-14800.00

PrintMultiievel Tax Groups. -18500.00
-22200.00

Replace Tax Group -25900.00
Jan Feb Mar Apr May Jun Jul Aug Sep Qct Nov Dec

W printMultievel Tax Analysis ~

& tem Management ~
W veteontzzs [ retpron 0

B3 Sdles Order Management

B Purchase Management

The menu selections are:

e Update Multilevel Tax Code - A specific code that identifies a percentage for taxation.

e Update Multilevel Tax Group - A grouping of one or more tax codes that comprise a
specific tax situation. For example, if a sales tax is comprised of a county and city tax,
you would first set up a tax code for county tax, a tax code for city tax, and then set up a
tax group that will be comprised of both tax codes. The cumulative should be set to (N) if
tax is to be calculated on goods amount only and set to (Y) if tax is to be calculated on
goods amount plus any tax amount for a tax that displays on a previous line.

o Update Multilevel Tax Period - A calendar period defined for calculating tax amounts for

reporting purposes.
e Print Multilevel Tax Codes - Provides output options for the information defined for a tax

code.
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e Print Multilevel Tax Group - Prints with a breakdown of the Tax Codes the group is
comprised of.

e Print Multilevel Tax Analysis - Prints a summary or Detail Analysis of tax amounts for
Accounts Payable or Accounts Receivable for a specified time period.

e Replace Tax Group - Use this program to in the event that a more than one tax group
was set up for the same tax jurisdiction in error. The program will transfer all historical
information from the Existing Tax code to the New tax code (the real one you want to
retain) and delete the code entered in error.

Tax Codes

To view all of the Multilevel Tax Codes in the system:

Step ‘ Action

1 Choose option (a) Update Multilevel Tax Codes. The Multilevel Tax Code data
entry screen displays

Click the Find button

Press the Enter key. All multilevel tax code records are retrieved.

Click the Nxt or Prv buttons to navigate to the record you wish to view.

Update the record, and then click OK.

ol gl A WO DN

Press Quit to return to the Multilevel Tax menu.

Tax codes are defined for each tax rate in Update Multilevel Tax Code:
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FIFrix ERP

File  Edit

o B

View

Navigation

Tools

Update Multilevel Tax Codes

Actions  Help

a B o B B @ @

4 6 @ 0 0 0 &

Update  Delete  Browse

Find Frav Mext Add

Multilevel Tax Code:

Multilevel Tax Rate:

Description:

Country:

Province / State @

Department:

Include Tax With Asset/Expense:
AR Tax Account:

A/R. Discount Tax Account:

AP Tax Account:

A/P Discount Tax Account:

Tof7

ATLTAX

7.600

CITY OF ATLANTA TAX

USA

GA

210000000
210000000
638500000
638500000

L3 ACCRUED SALES TAX
L3 ACCRUED SALES TAX
L3 SALES TAX EXPENSE
L3 SALES TAX EXPENSE

GBC Version: 4.01.10.sidebarmenu-202406270648

Field Description

Multilevel Tax User defined code unique for a specific tax rate.

Code:

Multilevel Tax Tax rate entered as a percentage.

Rate:

Description: User defined description for tax code and rate.

Department: Allows you to identify a specific department code for this tax to be

posted to. If a department code is not entered, the tax will post to the
department specified at the time the transaction is entered.

Include Tax with
Asset/Expense:

If you want to include the tax amount with the cost of an asset or
expense in the purchasing module enter (Y) in this field. This allows
you to post the “fully landed” cost of an inventory or asset item. If
you do not want to include the tax with the cost of an asset or
expense, or if you do not have the purchasing module installed enter

(N).
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Field

Description

A/R Tax
Account::

Enter the appropriate accounts receivable account number to which
the tax will post. This field is required.

A/R Discount Tax
Account:

Enter the appropriate amount of the discount subject to taxation for

the accounts receivable account. If the Company Defaults Multilevel
Tax field is set to “Y” and the Update Receivable Defaults Calculate
Tax on Cash Discounts field is set to “Y”, the account entered here

is the account that multilevel tax discounts are posted to.

A/P Tax
Account::

This is the ledger account used by Update Payable Documents and
Update Non-A/P Checks for this tax code. If documents are entered
with this tax code, the tax amounts are posted to this ledger account.
This field is required.

A/P Discount Tax
Account:

Enter the appropriate amount of the discount subject to taxation for
the accounts payable account. If the Company Defaults Multilevel
Tax field is set to “Y” and the Update Payable Defaults Calculate
Tax on Cash Discounts field is set to “Y”, the account entered here
is the account that multilevel tax discounts are posted to. This field is
required even if the A/R Discount Tax Account is set to “N”.
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Tax Periods

Tax periods entered with the update Multilevel Tax Periods option enable you to run the Multilevel
Tax Analysis reports for the precise periods that you want. You can use the periods defined here
in the selection criteria screens when tax analysis reports are run.

Step ‘ Action

1 Choose option (b) Update Multilevel Tax Periods. The Multilevel Tax Code data
entry screen displays

2 Click the Update button.

Note: Since there can only be one record in this file, only the update option on
the menu can be used. The Add, Delete, Find, and Browse commands have
been disabled.

3 Update the Tax Periods as required, and then click OK or press Enter.

4 Click Exit or press Quit to return to the Multilevel Tax menu.

Fitrix ERP Update Multilevel Tax Periods
File Edit View MNavigation Tools Actions Help
e B aQ B &6 B M @ o
o

Update

Company Name:  STUDENT1 DATABASE

Peried Period Year Start Date End Date
L] 2006 01/01/2006  01/31/2006 s
02 2006 02/01/2006  02/28/2006
03 2006 03/01/2006  (03/31/2006
04 2006 04/01/2006  04/30/2006
05 2006 05/01/2006  05/31/2006
06 2006 06/01/2006  06/30/2006
o7 2006 07/01/2006  (07/31/2006
08 2006 08/01/2006  08/31/2006
09 2006 09/01/2006  (09/30/2006
10 2006 10/01/2006  10/31/2006
" 2006 11/01/2006  11/30/2006
-
4 »
Tof1

GBEC Version: 4.01.10.sidebarmenu-202406270648
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Tax Group

Multilevel Tax Groups allow you to track multiple level of tax for a given document. To use
multilevel tax groups you must define a Y in the Multilevel Tax Group Codes field on the
Company Information form.

Step ‘ Action

1 Choose option (c) Update Multilevel Tax Groups The Multilevel Tax Code data
entry screen displays

Click the Find button

Press the Enter key. All multilevel tax groups are retrieved.

Click the Nxt or Prv buttons to navigate to the record you wish to view.

Update the record, and then click OK.

ol gl A WD

Click Exit or press Quit to return to the Multilevel Tax menu.

Fitrix ERP Update Multilevel Tax Groups

File Edit View Mavigation Tools Actions Help

o E @ Bm o B M o @
A & © 0 0 9 &

Find Prav Hext Add Update Delete  Browse

Multilevel Tax Group Code:  SEATX

Description:  SEATTLE SALES TAX

Tax Cd Description Rate Cumulative
KINGCO COUNTY OF KING TAX 1.300 N e
SEACTY CITY OF SEATTLE TAX 8100 N
-
1 »
202

GBC Version: 4.01.10.sidebarmenu-202406270648
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Field Description

Multilevel Tax A unique User defined code identifying a tax group

Group Code:

Description: Tax Group Description.

Tax Code: Allows you to define at least one code for a Tax Group. You can
have up to four tax codes.

Description: System generated, based upon the tax code defined.

Rate: System generated, based upon the tax code defined.

Cumulative: Allows you to define "N" if the tax amount should be calculated on

the net amount only or "Y" if the tax amount should be calculated on
the cost of goods plus the amount of tax on those goods.

Click Exit or press Quit to return to the Multilevel Tax Menu.

Replace Tax Group

This program is used to replace the tax group code in all tables with a new tax group code.

FiFrix ERP Replace Tax Group
File Edit WView Tools Actions Help
o B ! G (T | @ e
@
Add
Existing Tax Group: L
Mew Tax Group: L

(No Documents Selecred)

Action

GEC Version: 4.01.10.sidebarmenu-202406270648

62



Moving Toolbars

To move the toolbar from the top of a screen to the side of a screen place the cursor at the
beginning of the toolbar, left click the mouse to grab it, and slide it to its new position.

FiFrix ERP Update Inventory Information

File Edit View Mavigation Tools Actions Options Help

@ ® LY B ] B 5] @
e e @ @ @ e @ e @
Camlog History Turns  Cross Sells Mig-Base MfgPlan Commission Alternates QCData
@ @ © @ 0 9 K
Find Prev Mext Add Update Delete Browse
File Edit View Navigation Tools Actions Help
@ =B @ G B ®A
[+ @ @ @ @ @ @ L
Catalog History Turns  Cross Sells Mfg-Base Mfg-Plan  Commission  Alternat
4 @ © 9 o 9 =
Find Frewv Mext Add Update Delete  Erowse
General
Item Code: 1111 Commedity Coc
Description:  CREQSEM Additional Descriptic
Item Class:  COMP LY COMPUTER EQUIPMENT
Serialfloz  Both v, Market Price: | N Special Handling Ct
Mfg Name: CREC UPC Coc
Mfg Item:  DISK Price Grou
FMD Required: RoHS Compliant: Warranty Da
Units of Measure Accounting
UOM List: L Inventory: 120000000 = | INVENTOI
Stocking Unit:  EA LY Cost of Goods: 500000000 ‘= PARTS CO
Selling Unit:  EA LY Sales: 400000000 ‘% = PARTS 5Al
Factor: 1.000000

Dimensions
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Resorting the order of data

To resort the order the data displays in simply click on the column heading. For example on this
customer activity screen | want to sort by document type:

View Activity
File Edit Help
L Y o @
Type DocNo Doc Date Inv/Chk No Due Date Amount Balance
CR 34 04/09/2025 10000 -1950.30 0.00 .
IN 147 04/09/2025 1040 05/24/2025 5000.00 5000.00 '
CR 30 03/05/2025 5344543 -1000.00 0.00
CR 31 03/05/2025 0.00 0.00
CR 33 02/18/2025 DEP1 -100.00 0.00
IN 145 01/30/2025 01312024 03/01/2025 2000.00 2000.00
IN 119 11/03/2024 24433 12/03/2024 12345.50 12345.50
N 120 11/03/2024 123231123 12/03/2024 500.00 0.00
IN 132 10/02/2024 2 11/16/2024 15000.00 15000.00
IN 131 06/08/2024 131 07/23/2024 50.00 50.00
4 »
When | left click on “Type” the sort will change:
View Activity
File Edit Help
B ¢ @ @ @

T Type Doc No Doc Date Inv/Chk Ne Due Date Amount Balance

R 34 04/09/2025 10000 -1950.30 0.00 o
R 30 03/05/2025 5344543 -1000.00 0.00 '
CR 31 03/05/2025 0.00 0.00

R 33 02/18/2025 DEP1 -100.00 0.00

R 32 05/22/2024 -78.50 0.00

CR 27 12/17/2023 45454553 -100.00 0.00

CR 22 04/26/2023 3231 -15545.00 0.00

CR 10 02/16/2023 -27.00 0.00

R 17 01/31/2023 3324 -50.00 0.00

R 16 01/02/2023 32456 -2000.00 000 -

4 3
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Batch Control

NOTE: Batch control is covered in greater detail in the Getting Started with Fitrix User Guide.

Batch control is an optional feature that allows different users to independently enter separate
batches in the same application at the same time. For example, before entering invoices in
Accounts Receivable, user #1 will create a batch and a batch ID# will be generated. All data
entry, edit list, invoice printing, and posting for user #l will be done within this batch. When user
#2 enters invoices in Accounts Receivable, all of these transactions will be entered in a batch
created by user #2. These transactions will post separately from those entered by user #1.

Batch control has been added to the following Fitrix modules:

Module Application Batch Type
Accounts Receivable  Update Receivable Documents AR

Update Cash Receipts CR
Accounts Payable Update Payable Documents AP

Update Checks CD
General Ledger Update General Journal GJ
Order Entry Update Invoices OE
Purchasing Update Receipts PR

Update A/P Invoices PU
Inventory Update Inventory Adjustments IC

The mechanics of batch control are identical in each application.
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Activating Batch Controls

TO ACTIVATE BATCH CONTROL (INITIAL SET UP):

Step ‘ Action

1

Select the Set up menu for each module and then select the update defaults
menu.

Select update from the menu and move cursor to batch field.

From the Batch field, change flag to Y to activate batch control.

From the Require Approval To Post field choose Y or N.

o Ifflagis setto Y, user will be allowed to enter transactions and perform
other procedures but will not be allowed to post the batch until it has
been approved for posting.

e If approval is not necessary, the flag should bet set to N.

Note: Once a batch has been approved for posting, the user can make no
changes to the batch.

From the Approval Code field, enter the approval code needed to approve
batches for posting.

Note: The Code entered will not be visible on the screen.

Note: If at a later date this code needs to be changed, original code will be
needed to access this field.

Finish updating, and then click OK.

Click Exit or Press Quit to return to the menu.
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Update Receivable Defaults

FiFri< ErRP

File Edit View Mavigation Tools Actions Options Help

L= @ i { B O B ®M @ o
e
Aging
Terms Code:| A B v 2
Take Discount on Misc: [] Credit Manager: | billj .
Freight: [J Ower Credit Limit Allowed: 0.00
Tax: [ Hold Code:  HOLD &

Credit Checking Rules Apply:
Multilevel Tax

Miscellaneous Tax Group:  MNOTAX - Invoice Default Tax Group:  MOTAX .

Freight Tax Group:  MOTAX . Enter Goods Amounts as Gross: []

Finance Charge Tax Group:  MNOTAX ' Calculate Tax on Cash Discounts: [
Account Numbers

ar:| 110000000 [J) Sales:| 400000000 [ wise: 400000000 ) Tax: 200000000 [

RC:| 480000000 ) Freight: | 400000000 [ Cash: | 102000000 [ Disce: 220000000 [ Wrire OFF: | 500000000 [
Aging Information
Age On: (Check - Due Date, Uncheck - Invoice Date)

Miscellaneous /J Batch Control Fields

Is A/R Setup Complete?: Batch - Invoices?: [J '
Receipts?; Finance Charges:
Require Approval to pest?: Approval Code: Bank Deposit ID: 4
Auto Assign Customer: Next Customer Mumber: 20024
Auto-Assign Ship-To: Next Ship-To Number: 1500
v

Streamline AR Setun

GBC Version: 4.01.10.sidebarmenu-202406280736

Transaction Processing (using batches)
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From a data entry screen that supports batches, click on the batch icon. The following picker
window displays:

' / of af AY Choose an Item

ERP

File Edit Help
@ B ¢ & @

Select All Batches a

View History

4 2

GBC Version: 4.01.10.sidebarmenu-202406280736

Create a Batch- This option will create a new batch. A batch must be created prior to entry of
transactions. All transactions a user enters will go into this batch until the batch is posted or
the user creates another new batch.

Select An Existing Batch- This is a zoom window that will display all active batches for the
current batch type (batch type= AR, CD, GJ, etc.).

Look Up Batches x

File Edit Help

LN ¢ &« @ 0

Batch ID Owner Created By Create Date  Stat
36 fitrix fitrix 08/19/2024 ACT =
37 briang briang 08/19/2024  ACT
e
4 »

The various batch stages are:

ACT  Active batch
APR  Approved

CAN  Canceled batch
PST  Posted batch
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First a prompt displays, “View Your Batches Only?” If Y is entered, only batches owned by
current user will display and the user can select any batch from this list. If “N” is entered, user
will be prompted for the approval code. All batches will be displayed regardless of owner and
user can select any batch from this list.

Cancel A Batch - This option will cancel the current batch the user is working in. Only
batches that don’t contain transactions can be canceled (batch must be empty).

Select All Batches - This option is a manager level function and the approval code is
required to access this option. This option allows manager to view and edit all transactions in
all active batches simultaneously. Batches can also be posted simultaneously without prior
individual batch approval. Selecting a batch through Select An Existing Batch option will
remove manager from All Batches mode.

Batch Approval

A Batch can be approved from the Administration menu or from within the application using the
Batch Maintenance screen.

Administration Menu:

There is a menu option at the end of each Administration menu within each module. All batches
regardless of module type can be reviewed and approved from the Administration menu.

Batch Maintenance (within Module):

When using the menu option to approve batches, users can only access and approve batches
that have the batch type of the module (i.e.- AR, CD, GJ, etc.).
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FiFri< ERP Update Batch for Invoicing

File Edit View MNavigation Tocls Actions Options Help

e B LS B o B 8 @ o
[+
Batch Options
a @ © 9 9 o &’
Find Prev Next Add Update Delete Erowse
Batch ID: 1 Batch Type: AR A/R INVOICE ENTRY
Owner:  betryb Staws:  PST Posted
Create Date:  12/08/2022 0O Time: 15:41:26
By: bettyb
Approve Date: ] Time:
By:
PostDare:  12/08/2022 0 Time:  15:46:50
By: bemyb
Post Number: 4 Total Trans Posted: &
1of35

GBC Version: 4.01.10.sidebarmenu-202406280736

Step ‘ Action

1 Choose option Batch Maintenance. From AR, AP, GL, or CD menus. The Batch
Maintenance data entry screen displays.

Click the Find button

Press the Esc key. All batch control records are retrieved.

Click the Nxt or Prv buttons to navigate to the record you wish to view.

a| | O®|DN

Select Options from the Action Menu, and then select batch from the action sub-
menu.
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Step ‘ Action

6 The following picker window displays:

F7Fri< ChooseanItem

ERP

File Edit Help
@ B @ O "]

Create a Batch

D CED

GBC Version: 4.01.10.sidebarmenu-202406280736

Note: If batch displayed on screen is approved (status = APR), picker

window will not have an Approve option. It will have an Unapproved option
instead.

7 Click the Approve a Batch option, and then click OK.

Note: You can also unapprove or re-assign ownership of a batch using this
procedure:

e Approve Current Batch - Batch is now approved for posting and no
changes can be made to the batch.

¢ Unapprove Current Batch - this option is used to “unapproved” a
batch previously approved in error. When a batch is unapproved, it
can once again be accessed. (This option displays on the picker
window in place of Approve Current Batch option if the batch has
been previously approved)

e Re- Assign Owner Of Current Batch - This function is used to re-
assign an active batch to a different user.

8 The Status updates to APR. Click Exit or press Quit to return to the menu.

71



Learning Fitrix Review

e The Company Setup submenu allows you to set up information that is shared and used
consistently throughout the Fitrix Accounting System such as Company Information,
Chart of Accounts, and Checking Account Numbers.

o Update Ledger Accounts is where the Chart of Accounts is entered that is used by all
Fitrix Modules.

¢ Role Based Menus allows the user to set up menus that contain just the programs they
need to access to perform their job duties.

e Setting up Multilevel tax consists of defining Tax Codes, Tax Groups, and Tax Periods.
Multilevel tax analysis reporting can be summary or detail form for a defined Tax Period
for either Accounts Receivable or Accounts Payable.

e Batch processing allows different users to independently enter and post separate batches
in the same applications at the same time.
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Lab Exercise a: Getting Around Fitrix

Data Entry Commands

Objective: To become familiar with moving around the screens and doing queries to find data.

1.

10.

Open the Accounts Payable main menu. From the Main Menu, the menu path is 1-3-3 You
may type in the numbers 1 and 3 or click on the menu option with your mouse to select.

From the Accounts Payable main menu choose #3, Vendor Information.
From this menu selection choose "a" to select Update Vendor Information.

This will bring up a data entry screen, which allows you to add or update items related to this
Vendor. There are five sections.
e The Menu Standard Toolbar at the top of the screen (File, Edit, etc).
The Standard Toolbar is below it menu toolbar ( Quit, OK, Cancel, etc).
The Other toolbar is below the Standard toolbar (Payto, Activity, Aging, etc).
The Action toolbar is below the Other toolbar (Find, Previous, Next, etc).
The body of the document itself, which is where you enter data.

Choose Find and let the cursor drop to the first field in the document (Vendor field). We are
going to find all possible vendors, so we will not define any selection criteria in the screen
display.

Click the OK button or press ENTER and the system will display all vendors in the database.
It displays the vendor information one page at a time, so information for an individual vendor
will be displayed on the current screen.

Choose (N)ext and the screen will display the information for the next vendor.
Choose (P) and the screen will display the information for the previous vendor.

Choose (B)rowse and the system displays a summary line for all the records that were found.
This allows you to view the items in a list and quickly allows you to select the record you
want.

Click on a vendor of your choice to highlight the row and then click on OK or press enter to
select it.

Choose (F) and click the “Contact” field or press the TAB key three times to position the
cursor in the "Contact" field. Rather than select all the vendors as we did previously, we will
narrow our selection to a specific range of vendors by using relational operators. With the
cursor positioned on the "contact," enter "J*" and press ENTER. By using the selection of J*
we have narrowed our range of selection to just those vendors whose contact person's name
begins with "J".
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11. Return to the main menu and then go Update Customer Information. From the main
menu the menu path is 1-2-2-a. Other operators that can be used to narrow down the
data you’re looking for:

? question mark; stands for any single character

Do a Find and place cursor in Company field. Enter ?A* and press Enter. This finds all
customers that have A as the second letter of their business name.

> greater than; all values greater than the value entered

Do a Find and place cursor in the Balance field. Enter > 50000 and press Enter. This will
find all customers that have a balance due of over $50,000.

< less than; all values less than the value entered

Do a Find and place the cursor in the Open Orders field. Enter <10000 and press Enter.
This will find all customers that have less than $10,000 in open sales orders.

>= greater than or equal to; all values greater than or equal to the value entered

Do a Find and place the cursor in the Lifetime Sales field. Enter >= 50000 and press
Enter. This will find all customers that have lifetime sales equal or greater than $50,000.

<= less than or equal to; all values less than or equal to the value entered

Do a Find and place the cursor in the Lifetime Sales field. Enter >= 20000 and press
Enter. This will find all customers that have lifetime sales equal or less than $20,000.

= finds a null ( empty) value

Do a Find and place cursor in the Collection Contact field. Enter = and press Enter. This
finds all customer that do not have a collection contact.

= means not equal to null

Do a Find and place cursor in the Account Type field. Enter != and press Enter. This finds
all customer that have their account type defined.

| means “or” (the pipe sign is right above the \ on the keyboard

Do a find and place cursor in the Salesperson field. Enter TM|WM and press Enter. This
finds all customer that have either Tom Mack OR William Miller as their salesperson.
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ZOOM Command

Objective: To become familiar with Zoom Commands: Zoom and Auto zoom.

1.

10.

1.

12.

Return to the main menu and then go to Update Payables Documents. From the main menu
the menu path is 1-3-1-a.

Choose (A)dd and TAB to the Vendor field. Notice the magnifying glass in the Vendor Code
field? This allows the user to zoom to a list of vendors.

Click the Zoom button (or press CTRL- Z). Click the Search button.

Select the desired vendor by moving the cursor to the line with arrow keys and click the OK
button (or press ENTER) and the vendor displays on the screen. This is using the Zoom
command.

Click Cancel and go into Add mode again. TAB to the vendor field and enter 1*.Press TAB.
The screen displays all the vendors whose code begins with 1. This is using the Auto Zoom
command.

While still on the Lookup Vendor Codes screen, click on the New Search button and TAB to
the Contact field. Enter JIM* and press ENTER. This finds all vendors with a contact named
Jim.

Click Cancel twice, exit program and go back to the main menu.

User Control Libraries

We'll just review the ones used most often. For a complete list of UCLs , please review the
section above that covers them.

User Defined Fields

User Defined Fields allow you to create additional fields for any screen program. From the main
menu go to Update Customer Information. The menu the menu path is 1-2-2-a.

1. Do aFind and Click OK or press ENTER to find all customers.

2. Click on Update and then OK. There is already a User Defined field added for sales
contact name and but another filed is needed for their phone number.
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F7Fri< ERP UserDefined Keys

File Help
o B 7]
Line Data Field Name Contents
1 Sales Contact Mame | Joe Newsome -
2 0
3
4 -
4 4
Table: streustr
Key: 1

+ Add a User Defined Field

GBC Version: 4.01.10.sidebarmenu-202406280736

To add a field for phone number. place cursor on the line underneath Bill Martin and click
on the Add A User Defile Field button. Enter the Filed Name “ Sales Phone #”, press TAB
and enter the phone number. Click OK to save.

F7Fri< ERP User Defined Keys

File Help

9o =
Line  Data Field Name Contents
1 Sales Contact Mame Joe Hewsome -
2 Sales Phone # 404-555-5555 '
3
a -
1 3
Table: streustr
Key: 1

GBC Version: 4.01.10.sidebarmenu-202406280736

Now whenever a user goes into update mode in this program and saves the record, this
screen will display so they can enter Sales contact information. There is no way query on
these values so if that is something that is needed have your IT staff add fields to the
main Customer Information screen.

Freeform Notes

From the main menu go to Update Customer Information. The menu the menu path is 1-2-2-a.

1. Do a Find and Click OK or press ENTER to find all customers.

E

2. Go into Update mode for Customer #1. On the toolbar click on the e icon.

3. If you want to timestamp the note with user name, date and time click on the

-!-, Tirne Stamp: .
- ‘lcon.
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Enter these notes and click OK to save.

F7Fri< ERP Freeform Notes

File Edit Navigation Help
¢ @ € D & "]
t

any order $5,000 or more placed in 2020

Let customer know that we'll give them a 10% discount for
[ User: fitrix on jul 20, 2020 at 12:24 A

4

3
[ o X coe] " Ear < tmestom)

GBC Version: 4.01.10.sidebarmenu-202406280736

Return back to the main menu

77



Lab Exercise b: Email Alerts, Flexible Document
Delivery, Document Attachments, Role Based Menus
and Batch Control

Email Alerts

In addition to the salesperson receiving notification when a customer has been placed on credit
hold you too would like to receive an email.

1.

Go to the Update Email Templates program. From the main menu the menu path is 8-1-
k.

Do a Find and find event code CUST_HOLD_ ALERT.

<@

Recipients

Go into Update and click on the icon.

Enter your email address in the Recipient field , leave Conditional Express blank (it is not
yet a functional field) and press OK twice to save.

Return to the main menu and then go to Update Customer Information. From the main
menu the menu path is 1-2-2-a.

Find Customer Code CUST-100, go into update and check the Credit Hold box in the
Credit Information section of the screen.

Click OK to save and you will receive the email alert. Return to the main menu.

Flexible Document Delivery

In this exercise you will send a copy of a customer’s statement of account to your email address

1.

2.

3.

Go to Update Customer Information. From the main menu the menu path is 1-2-2-a.

Do a Find and find customer code 1.

S

Document Delivery

Go into update mode and click on the icon on the toolbar.
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4. Uncheck the Print box, check the E-Mail box and enter your email address in the address
field.

FiFrix ERP Additional Information

File Edit Mavigation Help

o &= [ X @ o & D & @ @

Document Title Print Subject E-Mail Address
aro_invce AR Invoices AR Invoices D -
ario_letter AR Dunning Letters AR Dunning Letters O
ar:o_statmt AR Statements AR Statements briang@fourthgeneration.com

5. Click on OK three time to save. Exit program and stay on the Customer Information

submenu/ Select Print Customer Statements (option a) and then print Statements by
Customer (option a).

6. On the Select Printer screen we want to just select customers that have their statements
emailed to them so uncheck boxes (including preview options) except Email.

Processing Controls Direct to the Following
|:| Print (to be mailed):
Email:
[ Print(internal copy):
Redo

Preview Options ‘

Preview Before Directing:

7. Next Click on Build and Direct and enter this selection criteria

Statement Date — defaults to today’s date
Customer Code -1

Print Details — Y

Print if negative balance due — Y

Print alignment template — N

8. Next click on the Direct Documents button

Processing Controls Direct to the Following

Build Documents [ Print (to be mailed):
Direct Documents Email:
[ Print(internal copy):

Redo
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You will receive an email with a PDF of the statement attached. Click on the Cancel
button to exit the print dialog box.

Document Attachment

In this exercise you will attach a credit application to a customer record.
1. Create a Word doc named Customer Credit Application and save it to your desktop.

2. Launch the Update Customer Information program. Menu path from main menu is 1-2-2-
a.

3. Do aFind and click OK to find all customers. The first customer to display is customer #1.

[y

4. Go into Update mode and click on the HHachme icon on the toolbar to launch the

Attachments screen.

5. Click on the E in the Filename field.

6. Go to your Desktop and Find and select your Customer Credit Application to attach the
document to Customer #1. In the description field type “Credit App”.

FiFri< ERP Attachments

File Help

@ L -] e 9 u <

Attachments

Filename Description

Customer Credit Application.docx g Credit Aj -
pp - PP =

4 3

'GBC Version: 4.01.10.sidebarmenu-202406280736 Fitrix ERP

7. Click OK to attach document. Click OK from Customer screen to save.
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8.

[y

Atkachments

To view the attachment click on the icon on the toolbar and click on the view

button on the attachment screen.

Role Based Menus

In this exercise you are going to add your login ID to a role based menu you do not belong to.

1.

2.

Launch the Link Roles with Users/Groups program. Menu path from the main menu is 8-2-f-d.
Do a Find and click OK to find all 8 role based menus that are delivered with the Fitrix product.
Click Next until the role “ar” is on the screen.

Go into Update mode and add your User ID on a new detail line. Click OK to save

Select Raole
Exit back to main screen. Select from toolbar and then select ar from the list of roles
that display. The role based for Accounts Receivable is displayed.

Zelect Role
Select from the toolbar and change your role back to all so yoi have access to all
programs again.

Batch Control

NOTE: Batch control is covered in greater detail in the Getting Started with Fitrix User Guide.

Batch control is an optional feature that allows different users to independently enter separate
batches in the same application at the same time so that only the transactions they enter will post
when a posting program is run.

In this exercise you are going to turn on batch control for AP invoice entry.

1.

Launch the Update Payable Defaults program. Menu path from the main menu is 1-3-4-
a.

Go into Update mode and set Batch-Invoices value to Y. Click OK to save this change.
Exit the program and exit back to the Accounts Payable submenu.
Select Payable Ledger (option 1).

Select Update Payable Documents (option a).

81



6. Go into Add mode and this message displays because a batch ID must first be created
before invoices can be entered. Click No.

Error:

Function Disabled - Batch not Active.
Want more information ?

278 (I

S

7. To create a batch ID click on the SR icon on the toolbar, select Create a Batch

and click OK. Your batch ID will display at the bottom of the screen. Any invoices you
enter will be assigned this ID and when the post invoices program is run only your
invoices will post. Any invoices entered by other users will be assigned their own unique
batch ID.

Batch Control should be turned off for the Accounting training so follow these steps:

o

Batch Opti .
SR icon on the toolbar.

1. Click on the
2. Select cancel batch and click OK.

3. Exit the program and go back to the Accounts Payable submenu. Select Setup Payables
(option 4).

4. Select Update Payable Defaults (option a).
5. Set Batch-Invoices to N and click OK to save this change.

6. Exit the program and return to the main menu.
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Lab Exercise b: Company Set Up

Objective: The purpose of these exercises is to show the user how to set up the company and
other information that is going to be used by the accounting, distribution and manufacturing
modules.

Company Information

1.

Choose General/Administrative from Main Menu.

Choose Company Setup

Choose (a) on the submenu, Update Company Information.

Choose Update from action toolbar.

Change 'Address1' to "1234 Main Street", press TAB. Press Ctrl TAB or click on the Detail
button to move to the detail part of the screen. Position your cursor below the last
department/description entry.

Add in department 400 with a description of 'Southern Distribution Center'.

Click the OK (or press ENTER) to save.

Click (Q)uit to return to the Setup Company menu.

Print Company Information

1.

2.

3.

Choose (b) Print Company Information.
Redirect to the screen.

Press (Q) and click Finished button to return to the menu.

Update Account Number Ranges

1.

2.

Choose (c) to 'Update Account Number Ranges'. These are the actual ledger categories that
will be used for transaction processing and reporting. The account numbers can be up to 9
digits and their descriptions up to 15 characters. You can use any numbers you desire, but
the categories must be in ascending order and these cannot be changed once processing
data starts.

Click (Q)uit to go back to the menu.
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Print Account Number Ranges

1. Select (d) 'Print Account Number Ranges' to print a report identifying the account number
ranges. Redirect to the screen. Press (Q) and click Finished button to return to the menu.

Update Ledger Accounts

1. Choose (e) to 'Update Ledger Accounts'. The account number is user defined.

2. Choose Find and press (ENTER) or click OK to find all account numbers.

3. The 'type' is system-generated based on the account number and its placement relative to
the 'Account Number Ranges'. The 'description’ is entered by the user. The 'subtotal group’

provides a heading, under which the account will print, for financial reporting.

4. Click (Q)uit to return to menu.

Print Ledger Account

1. Choose (f) to 'Print Ledger Accounts'. Redirect to the screen. Press (Q) and click Finished
button to return to the menu.

Update Checking Account

1. Choose (g) to 'Update Checking Accounts'.

2. Do Find and ENTER to find all checking accounts define in the database. These records
need to be set up so that checks can be printed from A/P. If the checking account does not
exist, then no checks can be printed.

3. Click (Q)uit to exit.

Document Messages

1. Choose (h) to select ‘Document Messages”.
2. Do Find to view the various document messages.
3. Gointo Add mode and enter a new one.
Effective Date- today’s date
Program- select ar:o_invce (AR Customer Invoices)
Click on detail or Ctrl TAB and enter text that will print on the AR invoice

Click OK to save

4. Click (Q)uit to return to the submenu and exit back to main menu.
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Lab Exercise c: Setup Multilevel Tax

Objective: To set up the Multilevel Tax codes used for calculating sales tax on items that are sold.

Tax Codes

1.

2.

4.

5.

From the Main menu select Financial Management.

Form the submenu select Multilevel Tax and then select option (a) Update Multilevel Tax
Codes.

Find all the existing tax codes supplied with database. Notice the "NOTAX" Code that is set
up. The "NOTAX" code must be defined for customers that are not taxed.

Begin by defining three new tax codes for the Southern Distribution Center (department 400).
(Press ESC after each one to store.)

TEXTAX 6.5%  Texas State Tax No do not include
TRVCO 1% Travis County Tax No do not include
ASTCTY 1% Austin City Tax No do not include

All three new tax codes have the following General Ledger Accounts:
A/R Tax Account and A/R Discount Tax Account = 210000000
A/P Tax Account and A/P Discount Tax Account = 638500000

Press enter or click OK to store after each one is entered.

Click (Q)uit to return to the menu.

Tax Periods

Select option (b), Update Multilevel Tax Periods.

Go into update and make sure periods for the current year are set up. If not enter periods
until you are up to the current period and year.

Press (ENTER) or click OK to save.

Click (Q)uit to return to the Multilevel Tax menu.
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Tax Groups
1. Select Update Multilevel Tax Groups from the Multilevel Tax Menu.
2. Choose Find and click OK to find all the existing Tax Groups defined.
3. Add the following Tax Group:
TRVCO for Travis County Tax Reports
Tax Codes:
TRVCO - set cumulative to N
ASTCTY — set cumulative to N
4. Click OK button (or press ENTER) to save tax group entered and (Q)uit to return to the menu.
5. Select Print Multilevel Tax Groups (option e€) and redirect to the screen.

6. Press (Q), click Finished button, and then ESC key until you are back at the main menu.
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Learning Fitrix Summary

The following was covered in this Training Guide. If you feel that you have not mastered all
objectives, go back and review those sections.

» Fitrix Accounting System Overview

» Fitrix Menus and Data Entry Commands Overview

» User Control Libraries access buttons and keyboard shortcuts

» Set Up Company menu and options

» Flexible Document Delivery

» Document Attachments

» Email Alerts

» Set up Multilevel Tax codes

» Introduction to Batch Processing



