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Welcome to OSAS®

The OPEN SY STEMS Accounting Software (OSAS) product line consists of
several accounting applications. Each application addresses a different phase of
your financial operations; together, they form a powerful accounting solution to
your daily and periodic accounting needs.

Customer Support

Open Systems, Inc. has a strong commitment to customer service and product
quality. If you have difficulty using Open Systems, Inc. products, consult your
user’s manual and other OSAS reference materials. If you need more
information, consult a customer support representative.

OSAS Overview

Resource Manager

The Resource Manager application is the foundation or shell of OSAS. It
provides the operating environment that holds the other applications. Resource
Manager also includes three powerful business features: Global Inquiry,
Executive Information Summary (EIS), and Print Manager. With Global Inquiry,
you can drill through your accounting data to find selected information
throughout your system. With EI'S, you can access company information quickly
and view summaries of all aspects of a company or a group of companies. With
Print Manager, when you print reportsto file, your reports can be stored, sorted,
printed, and searched for specific text.

Base Applications

Base applications are designed and produced with the largest possible number of
industries in mind. They are most effective when you interface them with each
other. Base applications are usually named after common accounting operations.
Examples are: General Ledger, Accounts Payable, Purchase Order, Accounts
Receivable, Sales Order, Payroll, and Inventory.
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Running OSAS
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OSAS runs on an operating system supported by 150 megabytes of permanent
storage and 4MB of RAM. You may need additional space or memory,
depending on the size of your data files and the operating system you use.
Consult your reseller for more information.

Starting OSAS in Windows

To start OSAS on acomputer running Windows, double-click the OSAS shortcut
on the desktop or access the program from the Start menu.

Starting OSAS on Other Operating Systems

To start OSAS on an operating system other than Windows, enter osas at the
operating system prompt.

The osas command can recognize three parameters: -t, -c, and -a.

Theterminal ID (-t) isthe identification code assigned to the terminal you are
using to run OSAS. On multiuser systems, each terminal usually has adefault ID
assigned when the terminals were added to the system. Use the -t parameter only
when you want to log on with an 1D other than the default ID. The terminal
parameter isvalid only if you are using Resource Manager for LANS.

The company ID (-c) isthe identification code assigned to a company. If your
system carries two or more companies and you do not enter acompany 1D, the
menu of the company entered by the last person who used the terminal appears.

The access code (-a) is your personal password. Use the Access Codes function
on the Resource Manager Company Setup menu to set up access codes.

The most general expression for getting into OSAS takes all the parameters into
account. For example, if you are on terminal 2 (T2) working with company B,
and the password is apple, specify that information to access the system:

osas -t T2 -c B -a apple
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Introduction Welcome to OSAS®

In UNIX you can enter the parametersin any order, and you can use any
combination. You must leave a space between the parameter mark (-t, -c, or -a)
and the parameter itself.

Note I

In Windows, you can set up OSAS such that it always opens using a certain
access code. Open the OSAS program shortcut’s properties and enter the
access code and your company ID in the Target box. For example, using
apple asyour access code and H as your company 1D, enter the following:

C:\osas\progRM\osastm.exe -m4096 -tT0OO -nTOO - -aapple -cH

If you want the system to prompt for an access code after opening, enter -ain
the Target field, followed by a space, followed by -c and the company ID.

In the Windows icon properties, the parameter marks (-m, -t, or -n) can be
entered in any combination but must be before the separation dash. The
access code and company 1D commands (-a and -¢) must be entered after the
separation dash. See the Resource Manager Installation Manual for more
information on these parameters.
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The Purchase Order System

Use the Purchase Order system to account for orders you place with vendors.
Purchase Order encompasses the capabilities of Accounts Payable; you can
record purchases you made from vendors and orders you have not yet paid.
Purchase Order lends its tracking capabilities to other applications associated
with tracking assets (Inventory for example).

Purchase Order represents a liability when you place orders with vendors. The
orders (when goods are received and invoi ces are applied) are expressed as|osses
to your source of revenue and gainsto the assets you paid for. For example, when
you receive goods for an order, the order represents a gain to inventory; when
you apply invoices to the order, it represents aloss to your capital.

Menu Structure

The Purchase Order menu structure is similar to that of Accounts Payable and
other OSAS applications:. functions appear roughly in order of use.

Several Purchase Order menus are identical to those in Accounts Payable:
Material Requisitions, Management Reports, History Reports, and Pay
Invoices.

Purchase Order shares some Accounts Payable menus with some of its own
functions: Information Inquiry, Daily Work, File Maintenance, and Master File
Lists.

The Purchase Order Information Inquiry menu has one additional function;
Purchase Orders.

The Purchase Order Daily Work menu is almost entirely different than the
Accounts Payable Daily Work menu. See chapter 5 for a description of each
Daily Work function.
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The Purchase Order System Introduction

The Purchase Order File Maintenance menu has two additional functions: Ship-
to Addresses and Edit Purchase Order Number. Use the Ship-to Addresses
function to assign goods you buy to customers to make a reselling task easy and
efficient. Use the Edit Purchase Order Number function to reset the next
number for system-generated purchase order numbers.

The Purchase Order Master File Lists menu has one additional function: Ship-to
Address Labels. Useit to print alist of addresses and I Ds of locations you have
orders shipped to or to print mailing labels.

After you establish the valid codes and | Ds through the File Maintenance
functions, you can use the Daily Work functions and the Material Requisitions
functions to enter orders. You can account for the goods received and invoices
applied at the time you place the order, or you can do it later. You can also
account for returned goods and cancelled returns.

File Information

Purchase Order makes use of several Accounts Payable files (see the Accounts
Payable User’s Manual). Purchase Order files are described below.

The APBTxxx (Batch Control) file stores information about the batches in which
purchase orders are entered, printed and posted.

The POCTxxx (Control) file stores records for each terminal ID where a
recurring or regular entry is being entered or edited.

The POLIxxx (Lot/Serial Invoices) file storesinformation linking invoices
received in the PORIxxx file and serial lotted itemsin the POLSxxx file.

The POLRxxx (Lot/Serial Received) file storesinformation linking goods
received in the PORGxxx file to serialized/lotted items in the POL Sxxx file.

The POPOxxx (Restart) file temporarily storesthe last purchase orders that were
printed. The information is replaced the next time you print purchase orders.
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The Purchase Order System

The POOHxxx and POORxxx (Open Order) files store records for orders and
returns entered through the Enter Orders function, Enter Returns function, and
Copy Recurring Orders function—before they are posted. If Purchase Order
interfaces with Inventory, these functions update serialized and nonserialized
item balances and costs in the INVExxx (Items) file. The POOHxxx file stores
header and totals information; the POORxxx file stores line-item information.

The POLSxxx (Serialized Item) file stores the serial number, ot number, order
number, line-item entry number, and status (received, invoiced, or invoiced and
posted) when you enter line items that involve lotted or serialized items.

The POPQxxx (Purchase Requisition) file stores records for orders generated in
the Generate Orders function. In the Generate Orders function, the records
whose orders you generate are sent to the POOHxxx and POORxxx files. The
records whose orders you do not generate are kept in thisfile indefinitely.

The PORGxxx, PORIxxx, and PORTxxx (Receipts and Invoices) files store the
receipts and invoices you entered for orders and the debit memos you applied to
returns in the Enter Orders and Enter Returns functions. The PORGxxx file
stores line-item information about goods received; the PORIxxx file stores line-
item information about invoices applied; the PORTxxx file storestotals
information.

The APRLxxx and APRHxxx (Recurring Entries) files store information about
payments you make regularly to vendors. In Purchase Order, thisinformation is
copied to the POOHxxx and POORxxx files when you use the Copy Recurring
Orders function.

The POSHxxx (Ship-to Address) file stores the IDs and addresses of the
locations to which you ship ordered goods. This fileis built when you use the
Ship-to Addresses function to enter, edit, and delete addresses. It supplies the
address when you use the Ship-to Address Labels function and when you enter
an order or areturn.

The PODExxx (Additional Descriptions) file stores the additional descriptions
you assign to line items. Thisfileis used only if you elect to enter additional
descriptive text for line itemsin the Resource Manager Options and Interfaces
function.
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The Purchase Order System Introduction

File Interaction
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The Purchase Order system tracks money committed and owed to vendors. When
you enter and post orders, information isretained in or distributed to the
appropriate files to keep the information up to date, make the information
available through reports, and keep the system in balance.

Transactions

You can enter two categories of transactions: orders (or returns) and material
requisitions.

Orders and Returns

When you enter an order, you can take the following possibilities into account:

* You have not received the goods and have not paid the bill.
*  You received the goods but have not paid the hill.
*  You received the goods and paid the bill.

You can assign goods and invoice information to existing orders, but you cannot
pay ahill (apply an invoice) for goods until you receive them.

You can copy recurring ordersto an order. Use the Recurring Orders function to
define the run codes that identify recurring orders. The information is kept in the
APRLxxx and APRHxxx files. When you enter the order, enter the run code from
the Recurring Orders function.

Information about unposted orders and returnsis stored in the PORGxxx,
PORIxxx, PORTxxx, POOHxxx, and POORxxx files.

When you enter alineitem for a serialized or lotted item, the serial number, order
or return number, and associated line-item entry number are stored in the
POLSxxx file.

If the description field for each line item is not long enough, you can enter 10

lines of additional descriptive text about each lineitem. The additional text is
stored in the PODExxx file and prints on purchase orders and debit memos.
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When you post orders and returns, several things happen:

Information about orders and returns is moved from the POOHxxx,
POORxxx, PORGxxx, PORIxxx, and PORTxxx files to the APHSxxx and
APINxxx files.

Each vendor’s company and vendor records are updated in the APHSxxx
file.

The amount due, amount prepaid, and purchase and payment history fields
are updated in the APVExxx file.

Serial numbers are removed from the POLSxxx file when the order is
removed.

If you keep detail and summary history, the APHIxxx fileis updated by
detailed line-item and totals information, and the APHSxxx fileis updated
by summary line-item and totals information. This information comes from
the POOHxxx, POORxxx, PORGxxXx, PORIxxx, and PORTxxx files.

If Purchase Order interfaces with General Ledger, debit and credit entries are
made to accounts payable, sales tax, freight, miscellaneous, and expense
accounts in the GLIRxxx file.

If Purchase Order interfaces with Job Cost, the PORGxxx, PORIXxX,
PORTxxx, POOHxxx, and POORxxx files update the cost information in the
JOBSxxx and JOHIxxx files.

Batching

Using the batching feature in your daily work will increase your productivity and
will enable you to better control your daily transactions. Using the batch function
allows you to group certain transactions by batch, to help streamline entry,
printing, and posting tasks.
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The Purchase Order System Introduction

Material Requisitions

When you work with material requisitions, the flow of information isidentical in
Purchase Order and Accounts Payable.

When you enter material requisitions, the key unit is the requisition. A
requisition holds one or more requisitioned items.

Information about unposted and backordered material requisitionsis stored inthe
APMDxxx and APMHxxx files.

When you enter aline item for alotted or serialized item, the serial number, |ot
number, requisition number, and associated line-item entry number are stored in
the APMSxxx file.

When you post material requisitions, several things happen:

Backorders are created in the APMDxxx and APMHxxx files for partially
filled requisitions.

Fully filled requisitions are removed from the APMDxxx and APMHXxxx
files, and serial numbers are removed from the APMSxxx file.

The APHIxxx fileis updated by detailed line-item and totals information.

If Purchase Order interfaces with General Ledger, debit and credit entriesare
made to accounts payable, material inventory, and miscellaneous material
accounts in the GLIRxxx file. These entries can aso be made in inventory
item accounts. Thisfileisused only if you elect to post credits to inventory
item accounts in the Resource Manager Options and Interfaces function.

If Purchase Order interfaces with Job Cost, the job and phase records are
updated by cost information in the JOBSxxx file.

Preparing Payments and Paying Invoices

When you prepare payments and pay invoices, the flow of information is
identical in the Purchase Order and Accounts Payabl e systems.

1-12
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Use the Pay Invoices functions to prepare payments and pay your bills. These
Purchase Order functions are optional; you could go through an entire Purchase
Order work cycle without using these functions. Since many of your payments
are likely to be by check, these functions are useful because you can send the
information directly from the APINxxx and APIXxxx files to the APCHxxx file
and then to the checks themselves.

Before you prepare checks, place disputed invoices on hold and release held
invoices that can be paid. To place all invoices on hold or release all held
invoices for one or more vendors, use the Change Open Invoice Status
function. To place individual invoices on hold or rel ease some invoices that are
on hold, use the Hold/Release Invoices function.

Use the Prepare Checks function to indicate to the APCHxxx file the released
invoicesthat are due to be paid. When checks are prepared, alog showing which
payments were prepared is produced.

To look at which payments have checks prepared and remove a payment from the
list if necessary, use the Select Payables function.

Before you print the checks, produce the Edit Register to get alist of the checks
that have been cleared to print.

Use the Print Checks function to print the checks. Then print the Check
Register for an audit trail of the checks you printed. When you have printed all
the checks, use the Post Payments function. Information is moved from the
APCHxxx fileto the APHIxxx and APHSxxx filesand to the APHCxxx fileif you
keep check history.

If you spot checks that should not have been printed, use the Void Checks
function to void a check.

Producing Reports

The reports available in Accounts Payable are also available in Purchase Order.
See the Accounts Payable User’s Manual for a description of those reports.
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In addition, Purchase Order provides several unique reports. The POOHxxx and
POORxxx files provide information for several reports:

e TheOpen Order Report identifies open orders for vendors and items.
* ThePurchases Journal listsinvoiced orders.
* TheReturns Journal lists debit memosin thefile.

* The Goods Not Received Report lists the order line items that goods have
not been received for or been only partially received for.

e TheReceipts and Invoices Report shows which payments have been
posted and which have not. The POOHxxx and POORxxx files provide
information about posted payments. The PORGxxx, PORIxxx, and
PORTxxx files provide information about unposted payments.

e The Scheduled Delivery Report shows which orders you are scheduled to
receive on a particular date.

e TheAccrual Verification Report lists the amounts currently accrued for
orders.

The POPQxxx file provides the list of purchase requisitions required to produce
the Purchase Requisition Report.

Posting Payments

When you use the Post Payments function to post the checks you printed,
several files are affected:

* Invoicesthat are paid in full change to paid statusin the APINxxx file.
* Thetotasinthe APVExxx file are updated for the invoices you paid.
e The APCHxxx fileis cleared for the next check cycle.

* Theinvoiceinformation is transferred to the APHIxxx and APHSxxx files.
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e The APHCxxx fileisupdated with the checks' general ledger account
numbersif you elected to keep check history in the Resource Manager
Options and Interfaces function.

e If Purchase Order interfaces with General Ledger, entries are madein the
cash, accounts payable, and discount accounts in the GLIRxxx file.

* If Purchase Order interfaces with Bank Reconciliation, disbursement entries
are created in the BRTRxxx file for the checks that were posted.

Periodic Maintenance

When you do periodic maintenance, several things happen:

« Totalsaretransferred from the APVExxx file to the last-year fields, and
period-to-date, quarter-to-date, and year-to-date totals are cleared.

e Attheend of the calendar year, 1099 Y TD payments are moved to last year.

This chart shows the effects of periodic maintenance on the APVExxx file:

Value

Generd Information

Customer Comments

Purchases PTD, QTD,
YTD, and LY

Payments PTD, QTD,
YTD, and LY

Discount Taken PTD,
QTD, YTD, and LY

Purchase Order User’s Manual

Updated (+ or -)

UsetheCustomers
function

UsetheCustomers
function

Increased

Post orders

Post
payments

Post orders

Decreased

Post returns
Post

payments

Post returns
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Value

Discount Lost PTD, QTD,
YTD, and LY

Last Purchase Number
Last Purchase Date

Last Purchase Amount
Last Payment Date

Last Check Number

Last Payment Amount

Y TD 1099 Payments
Last-Year 1099 Payments

Purge Selected Files

Updated (+ or -)

Increased

Post orders

Post orders
Post orders
Post orders
Post orders
Post orders
Post orders
Post orders

Post orders

Decreased

Post returns

Post returns
Post returns
Post returns
Post returns
Post returns
Post returns
Post returns

Post returns

When your files become too large, you can clear data through the Purge
Selected Files function. Thislist shows the effects of purging selected files:

« Paidinvoiceswith check dates before the date you specify are removed from
the APINxxx and APIXxxx files.

« Detail history with invoice dates before the date you specify is removed

from the APHIxxx file.

«  Summary history before the period/fiscal year you specify is removed from

the APHSxxx file.

e Check history with check dates before the date you specify is removed from

the APHCxxx file.

*  Recurring entries with cutoff dates before the date you specify are removed
from the APRLxxx, APRHxxx, and APRDxxx files.
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Introduction The Purchase Order System

Application Interaction

Purchase Order needs Accounts Payable to work properly. The two applications
can be used without other applications, but you get optimal use from them when
you interface them with other applications.

Accounts Bank
Payahle * Reconciliation
3 General
" Ledger

A

Purchase . " E

Order o ¥ o
Joh Cost

Interfacing applications means that the information you enter in one application
can be transferred to and used in other applications to reduces data entry time and
the number of errors that might creep in along the way.
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Conventions

This manual helpsyou install OSAS on any standard computer running any of
several popular operating systems and hel ps with your accounting software
questions. Use the manual as a reference for the OSAS interface and application
functions.

Manual Conventions
This manual is divided into the following sections:

e Thisintroduction provides an overview of this application and the OSAS
system, the basic functionality of the application including graphical and
text-based application features, and function key references.

e Theremainder of the chapters explains the set up, workflow, and functions
of the application: where each function fits within the application and how to
use each function to get the most out of the application.

Mouse Conventions
The standard mouse has two buttons, left and right, each performing certain
functions. In this manual, these terms are used for operating the mouse: click,

right-click, double-click, and deselect.

The click isasingle press on the left mouse button. Place the cursor over the
desired function, and press the left button to enable, or select, that function.

A right-click isa single press of the right mouse button.
To double-click, move the cursor over the desired function and quickly press the
left mouse button twice. If there istoo long a pause between clicks, the computer

may interpret your action as two separate clicks and may not perform the desired
function.

Purchase Order User’s Manual 1-19



Conventions Introduction

To deselect an object, move the cursor off the icon or folder onto a blank space
within the window and press the left mouse button.

Note I

Some mouse manufacturers allow you to change the function of the mouse
buttons for those who prefer (for example) to use the mouse with their left
hand. In this case, reverse the commands when you use them. For example, a
click refersto asingle press of the right mouse button, while the term right-
click refersto asingle press of the left button.

GUI/Text Command Conventions

When you see the phrase “use the Proceed (OK) command” in the user’s
manuals, press PgDn in either text or graphical mode. In graphical mode,
clicking OK has the same effect as pressing PgDn.

GUI/Text Menu and Function Conventions

When you start OSAS, the main menu appears and lists the applications available
for use. If you are using UNIX or Linux, the text main menu appears.

If you are using Windows, you can choose between the text main menu, the
graphical main menu, or the start-style main menu. Use the Defaults function
under the Resource Manager Workstation Configuration menu to select the
style of menu you want to appear by default, or you can press Shift+F5 to toggle
between the menu styles from any menu. You can use any of the menus
regardless of whether you use the text or graphical modes for the OSAS
functions.

In addition, if you are using Windows, you can use either text or graphical
function screens independently of the main menu. For example, you can use text
function screens even if you are using the graphical main menu and vice versa.
Select GUI Functions from the Modes menu or press Shift+F6 to toggle between
the text and graphical modes for function screens.
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Access Codes

Your company can limit use of the system by defining access codes and assigning
them to employees. Each code allows access to specific applications, menus, and
functions. If you cannot select a menu, your access code is not authorized for it.

Usethe Access Codes function on the Resource Manager Company Setup
menu to set up access codes.

If you have more than one access code, select Access code from the File menu
or press F4. The Access Code box appears (the exampl e bel ow uses the graphical
mode).

Enter the access code you want to change to, then click OK or press Enter.

Workstation Dates

To change the workstation date, select Workstation date from the File menu or
press F6. The Workstation Date box appears (the example below uses the
graphical mode).

&, Set Workstation D :\ |

wAvaz 3 g TemEE]
Abandon |
E it |

Use the buttons or your keyboard to enter the date and click OK or press Enter to
change the workstation date. Click System Date to change the workstation date
to match the operating system date, click Abandon to restore the original date, or
click Exit or press F7 to close the box without changing the date.
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OSAS Text Menu

The text main menu can be used on all operating systems. Using text-based
menus, the text menu (shown below) offers easy access to your applications.

&, D5AS TODD =] ]

Settings Edit Print Help

03/21/2002 Company H - Builders Supply 3:21 PH

Hain Menu

GENERAL Report Writer

TOO0——————— OPEN SYSTEMS (R) iccounting Softvare — RS EttaRa el —

When you select an application, the application’s menu, which presents several
related functions, is superimposed over the main menu. Selecting afunction leads
you to a function screen or to another menu.

You can select applications from the main menu in these ways:

« Usethe arrow keysto move the cursor up or down, highlighting the
application you want to use. Then press PgDn or Enter to select it.

*  Pressthefirst letter of the application you want to use. The cursor jJumps to
the first application beginning with the letter. Continue to pressthe letter key
or the down arrow until the application you want is highlighted. When your
choiceis highlighted, press PgDn or Enter to select it.
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«  Position the mouse cursor over the application and click. The application
briefly highlights and switches to the application screen.

e Tojumptothefirst application on the menu, pressHome. To jump to the last
application on the menu, press End.

To select afunction from an application menu, highlight and select your choices
the same way you do on the main menu—uwith one exception: you can press
PgDn only when an option leads to another menu. You must press Enter to select
afunction.

On an application menu, you can press PgUp to move to the menu immediately
aboveit. If you are several menu levels away from the main menu, you can return
to the main menu by pressing PgUp repeatedly or by pressing the Tab key.

You can exit from amenu in these ways:
*  PressPgUp to go to the previous menu (one menu up).

e Pressthe Tab key to go to the main menu.
* UseExit (F7) to go to the operating system.

Commands

1-24

Several commands are available within the menu to perform various tasks such
as changing the system date, entering access codes, switching between sample
data and live data, and so on. To access acommand, press the corresponding key.
If you're working with akeyboard that lacks function keys (labeled with an F
followed by a number) or if you're working with an emulator in UNIX (which
can cause function keys to become unavailable), press the appropriate aternate
key combination to access the command.

Command Alternate

Key Key Description

Esc Opens amenu listing available commands.
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Command Alternate
Key Key

F1 (Help) Esc+H

F2 Esc+W
(Favorites)

F3 (Change Esc+D
Company)

F4 (Access Esc+O
Code/Other)

F5 (Live/ Esc+X
Sample
Data)

F6 Esc+F
(Workstation
Date)

F7 (Exit) Esc+M

F8 (Print Esc+L
Screen)

F9 (Change Esc+U
Year)

Purchase Order User’s Manual

Description

Opens the help description for the selected
application/function. You must be within an
application menu to access this command.

Toggles between the Favorites and main menus.

Allows you to switch to adifferent company.

Allows you to enter an access code.

Pressing this key (or key combination) twice
opens a utility menu similar to the Other
Commands menu on graphical screens. See
“Other Commands Menu” on page 1-32 for more
information on the commands available.

Switches between live and sample data.

Allows you to change the workstation date.

Exits from OSAS.

Allows you to output the current screento a
printer, print preview window, or file.

Allows you to change to a different fiscal year
when you are inside the General Ledger or
Payroll menus.
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OSAS Text Menu

Introduction

Command
Key

F10 (Add to/
Delete
Favorites)

Shift+F2
(Application
Info)

Shift+F5
(Menu
Style)

Shift+F6
(ToggleGUI
screens)

PgUp

Tab

Enter

Up/Down
arrow

Alternate
Key

Ctrl+Z

Esc+l

Esc+G

Esc+K

Description

Pressing this key (or key combination) on the
main menu adds the selected application or
function to your Favorites menu. Pressing this
key on the Favorites menu removes the sel ected
application or function from the Favorites menu.

Opens a screen listing information about the
applications you have installed.

On Windows workstations, pressing this key
combination toggles between graphical and text
main menus.

On Windows workstations, pressing this key
combination toggles between graphical and text
function screens.

Moves back one menu level.

Moves back to the main menu from any
application menus.

Selects an application menu or function from a
menu.

Moves the cursor up or down through the menu
selections.

Purchase Order User’s Manual



OSAS Graphical Menu

In a Windows environment, you can choose from two types of graphical-style
menus. The standard graphical menu features application selections that
resemble many Windows functions. The start-style menu is named so because of
its functional resemblance to the Start menu in Windows 95, 98, NT, and 2000.

Both graphical menus provide pull-down menus, convenient tool buttons, and
easy access to your installed applications and their functions using either the
mouse or keyboard. The two graphical menus provide you with avisual choicein
your interaction with OSAS and your data.

When you select an application in either graphical OSAS menu, the application’s
main menu, presenting several related functions, appears beside the OSA S menu.
Selecting afunction leads you to either afunction screen or another menu.

Several commands are available within the menu to perform various tasks such
as changing the system date, entering access codes, switching between sample
data and live data, and so on. You can access commands in these ways (if a
button or pull-down menu selection is muted or gray, it is not available for use):

«  Click the appropriate graphical tool button.
e Select the command from a pull-down menu.
*  Pressthe associated keyboard hot key.

If you use the graphical menu, you can select application menus and functions by
clicking the function or menu nhame on the menu or by highlighting your choice
and pressing Enter. If you choose the start-style menu, you can select
applications from the main menu by using the arrow keys to highlight your
choice and pressing Enter, by clicking the selection, or by holding the mouse
cursor over the selection until the menu appears.

From any application menu, you can select a button from the previous menu to

move directly to that menu. If you are several menu levels away from the main
menu, you can return to the main menu by clicking items on the previous menus.
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OSAS Graphical Menu Introduction

Graphical Main Menu

i, TOOO - DPEN SYSTEMS® Accounting Software ] ]
File Modes Tools Favorites Other Help

Mo ? @0 KREOC

IH Builders Supply Q ! S

mmxm‘mw

Main Menu General Ledger - 2002
GEMERAL Report \witer tions Tranzactions
ODBC Kit Feports Copy Recuring Entries
Billz of Materialz/Kitting Periodic Processing GL Journal
Bank Reconciliation File Maintenance GL Activity Report
Paproll with Direct Deposit Statement M aintenance GL and Tranzaction [nguiry
Fixed Assets aster File Lists
General Ledger
Inventary
Job Cost
Purchase Order
Sales Order
Mare ...

[ |Company H | Terminal TOOD [03/14/2002 [11:30 &M

You can exit from agraphical menu in these ways:

e Select abutton from a previous menu.

¢ Pressthe Tab key to go to the OSAS menu.

»  Click the Close box in the upper-right corner of the window.
+  UseExit (F7).

»  Sdlect Exit from the File menu.
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Introduction OSAS Graphical Menu

Start-Style Main Menu

&% TOOO - OPEN SYSTEMS® Accounting Software == ﬂ

File Modes Tools Favorites Other Help

OfLe @D EES

"Dala and Tim Data H  Builders Supply =]

08/14/2002 @ LiveData
11:32.4M © Sample Data

] GEMERAL Report VWhiter
L1 ODBC Kit
(1 Bills of Materislsitting

=T
1 Reconciliation
1 File Meirtenance
(1 Master File Lists

ank ciliation
(1 Payrall with Diract Deposit
[ Fixed &ssets

1 General Ledger

1 invertory

(1 Job Cost

[ Purchase Order

ransactions
Sy Void Checks and Stop Payments
S BR Journal

Sy Bank Account Register

%3 Post Transactions

O5AS

(PEN SYSTEMS® Accounting Saftware

yrYyw

(1 sales order
1 more .

Y¥YTYTYYTYYXYYYY

(OPEN SYSTEMS® Accounting Software

You can exit from a menu in these ways:

e Presstheleft arrow key to go to the previous menu (one menu up).

* Hold the mouse over a different menu choice.

e Pressthe Tab key to go to the OSAS menu.

e Click the Close box in the upper-right corner of the window to close OSAS.
e UseExit (F7) to close OSAS.

*  Select Exit from the File menu to close OSAS.
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OSAS Graphical Menu Introduction

Main Menu Elements

1-30

Pull-Down Menus

When using the graphical menus, you can use the pull-down menus and toolbar
buttons to access functions without using the function keys. While the function
keyswork in graphical menus, the menu bar and toolbar buttons give you a
choicein accessing these functions. The OSAS pull-down menu bar is shown
below.

_?a,_. TOOD - OPEN SYSTEMSE Accounting Software
File Modes Tools Favorites  Other  Help

To access the menu’'s commands, click one of the menu titles. The menu for that
heading appears and lists avail able commands followed by any hot key
combinations in brackets <>. To use acommand, either click the command name
or press the hot key(s) listed.

File Menu

File Modes Tools Favorites Other Help
Access code <F4z é o
Sample data set  <F5> ———
Workstation date  <F&>

Exit <F7=
Command Description
Access Code Opens the Access Code dialog box. See “ Access

Codes’ on page 1-21 for more information.

Sample dataset/Live  Toggles between Sample and Live data.
data set

Workstation date Opens the Workstation Date dialog box. See
“Workstation Dates’ on page 1-21 for more
information.

Exit Exits OSAS.

Purchase Order User’s Manual



Introduction OSAS Graphical Menu

Modes Menu

File | Modes Tools Favorites Other  Help

v GUI Functions <Shift-F&=
——  Stale GUI Screens  «Shift-F7s ———

Command Description
GUI Functions Toggles between graphical and text function screens.

Scale GUI Screens Toggles scaling of graphical screens on and off.
When selected, this command enlarges graphical
screens. When off, the command restores the OSAS
screensto their original size. This command does not
take effect until you access a function.

Tools Menu

File Modes | Tools Favorites Other  Help

Do e [Fo

Command Description

Calculator Opensthe OSAS calculator.

Favorites Menu

File Modes Tools | Favorites Other Help

El ﬁ g 7 B Change to Favaorites <F2

Command Description

Change to Favorites  Toggles between the Favorites and main menus. See
“Favorites Menu” on page 1-59 for more information.
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OSAS Graphical Menu Introduction

Other Commands Menu

Fle Modes Tools Favorites | Other  Help
| Gl Séer ? B @A E Calculator
—————  Execute an Operating System Command
Call a PROJS Program
Product Suggestions
Application Options [nguiry
Global Inquiry (3
General Information Inguiry
Support Information
User Comments
EIS Dashboard Display
EIS Dashboard History
Paop Up Calendar
Inventory Price Calculator

Command Description

Calculator Opens the OSAS calcul ator.

Execute an Operating  Allowsyou to enter an operating system command
System Command from within OSAS.

Call a PRO/5 Program  Allows you to execute a PRO/5 program.

Product Suggestions Creates areport for future OSAS product

suggestions.

Application Options Allowsyou to view the application options you have

Inquiry set up for a particular application.

Global Inquiry Allows you to search across your data. You can
select from the installed applications which datato
search.

General Information Allows you to search for information on employees,

Inquiry customers, and vendors.

Support Information Displaysthe OSAS Support Information.

User Comments Allows you to record comments for your own use.
EIS Dashboard Display Displaysthe EIS Dashboard.

EIS Dashboard History Displaysthe EIS Dashboard history.
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Introduction OSAS Graphical Menu

Command Description
Pop-Up Calendar Allows you to create and read date remindersin
OSAS.
Inventory Price Allows you to calculate prices and view quantity,
Calculator cost, and pricing information for inventory items.
Help Menu

File Modes Tools Favorites Other | Help
dr ? @ @ HH £ Help <Fl=
E @ E 5 About 0545

Command Description

Help Opens help descriptions for the application menus
and functions.

About OSAS Opens the About OSAS dialog box.

Main Menu Toolbar

The main menu toolbar gives you quick access to frequently-used OSAS
commands. To access a command, click the appropriate button.

Cew @08 EC

Button Description
E’ Opens the Workstation Date dialog box to change the date.
See “Workstation Dates’ on page 1-21 for more information.

@I Opens the Access Code dialog box to switch between access
codes. See“ Access Codes’ on page 1-21 for information.

@I Displaysthe Application Information dialog box.
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OSAS Graphical Menu

Introduction

Button

= E B B

©

Right-Click Menu

Add to Favorites

Change to Favarites

Sample Data

GL Setup

Function Information

Description

Opens help descriptions for the application menus and
functions.

Opens the OSAS calcul ator.

Displays the pop-up calendar screen. You can use the
calendar to add and review reminders for any date.

Opens an MS-DOS command window.

Displays a screen for calling any BBx program that does not
reguire variables to be passed to it. For more information, see
“Appendix F” in the Resource Manager User’s Manual.

Toggles between the Favorites and main menus. See
“Favorites Menu” on page 1-59 for more information.

On the graphical and start-style main menus, the right-click menu gives you
quick access to commands that help you manage commands on your Favorites
menu, switch between sample and live data, perform certain setup tasks, and
view function information. To access the menu, click the right mouse button
anywhere on the graphical or start-style main menu.
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Introduction OSAS Graphical Menu

Command Description

Add to/Remove Use the Add to/Remove Favorites Menu button to

Favorites (F10) add the desired submenu or function to or from your
Favorites menu.

Change to Favorites/ Toggles your display menu between the Favorites

Main and main menus.

(F2)

Sample Data/Live Switches between sample and live data.

Data (F5)

Setup (F9) Performs certain application setup tasks. For
example, in General Ledger, you can select the year
with which you want to work. If Setup isrequired in
an application, the application’s user’s manual
describesits use.

Function Displays information about the selected function.

Information (F1)

Data Set

Data Set
& Live Data
" Sample Data

On the start-style main menu, you can select the Live Data radio button to work
with live data or select the Sample Data radio button to work with sample data.
You can also press F5 to toggle between sample and live data.

Change Company Field

I H Builders Supply

[

On the start-style or graphical main menu, select the company to change to from

the list box.

Purchase Order User’s Manual
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OSAS Text Functions

Like the text menu, OSAS text function screens can be used on all operating
systems. On Windows workstations, text function screens can also be used with
graphical menus (or vice versa—the text menu can be used with graphical
function screens).

Function screens provide you an interface to the data in your data files, allowing
you to view, update, and change information as needed. Function screens also
allow you to print reports or perform tasks on your data, such as calculations,
purges, or the resetting of accumulated totals.

&, DSAS TODD P[]

Settings Edit  Print  Help

MINMNEAPOLIS WARE

100.0

You can move around the screen in these ways:
e Pressthe down arrow or Enter to move from field to field.

e Select the appropriate command on the command bar.
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OSAS Text Functions Introduction

e Use commands to accessinformation screens or to toggle commands on and

off. See “Commands and Flags’ on page 1-38 for more information.

e |f ascreen contains more than one section, press PgDn when prompted to
move to the next section.

« If amenu appears prompting you for the kind of information to enter or
maintain (such as on Transaction or File Maintenance screens), select the
appropriate option and press Enter.

*  PressF7 to exit the screen and return to the main menu.

Text Function Screen Elements

1-38

Command Line

The command line appears at the bottom of the screen and gives you access to
commands that allow you to move around the screen, add or edit information,
change settings for selected lines, or select output devices. Press the highlighted
key to use a command.

Enter = edit, Append, View, Workstation ID, Header

The commands that are available depend upon the function you are using.
Consult the user’s manual for the appropriate application for information on
commands in the command line.

Commands and Flags

Like the text menu, text function screens also contain several commands that
allow you to perform tasks related to the function you are using. Some of these
commands are not available for every function; when acommand is available, a
flag appears at the bottom of the screen.
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Introduction OSAS Text Functions

To access a command, press the corresponding key. If you're working with a
keyboard that lacks function keys (labeled with an F followed by a number) or if
you’'re working with an emulator in UNIX (which can cause function keys to
become unavailable), press the appropriate alternate key combination to access
the command.

Command Alternate

Key Key Description

Enter Moves the cursor to the next field and accepts the
data entered or access aline for editing.

Esc Opens awindow listing available commands for
the screen.

Ins Toggles between insert and overwrite modes for
entry. When the Ins flag appears, the characters
you enter push other charactersin the field to the
right. If thereis no Ins flag, the characters you
enter overwrite other charactersin the field.

PgUp Moves back to the first field on the screen (or the
first field after the key field) without erasing any
entries.

PgDn Approves the data on the screen, updates the data
file accordingly, and proceeds to the next field or
section.

Tab Moves the cursor to the next block or field that
reguires an entry.

Up/Down Moves the cursor up or down through the fields.

arrow

F1 (Help) Esc+H Opens the help description for the current field.
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OSAS Text Functions

Introduction
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Command
Key

F2 (Inquiry)

F3 (Delete)

F4 (Others)

F5
(Abandon)

F6 (Maint)

F7 (Exit)

F8 (Print
Screen)

F9 (Undo
Typing)

F10 (Delete)

Shift+F2
(Info Menu)

Alternate
Key

Esc+W

Esc+D

Esc+O

Esc+X

Esc+F

Esc+M

Esc+L

Esc+U

Ctrl+Z

Esc+l

Description

Opens the Inquiry screen for the current field.
This command is available for afield when the
Inquiry flag appears at the bottom of the screen.
See “Inquiry Commands’ on page 1-54 for more
information.

Deletes the current record or line item (when
alowed).

Opens a utility menu similar to the Other
Commands menu on graphical screens. See
“Other Commands Menu” on page 1-32 for more
information on the commands available.

Abandon processing or clear al fields.

Opens the appropriate File Maintenance function
where you can view or update master file
information. This command is available when the
Maint flag appears at the bottom of the screen.

Exits from the function.

Allows you to output the current screento a
printer, to a print preview window, or to afile.

Clears the contents of the current field.

Deletes information to the end of theline.

Opens an information menu for the function when
the Info flag appears at the bottom of the screen.
The commands that are available depend on the
applications you have installed. See “Information
Menu” on page 1-47 for more information.
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OSAS Text Functions

Command
Key

Shift+F3

Shift+F4
(Part #
L ookup)

Shift+F5
(Item Detall
L ookup)

Shift+F6
(Lot
L ookup)

Shift+F7
(Serid

Number
L ookup)

Shift+F8

(Item Descr.

L ookup)

Alternate
Key

Esc+B

Esc+C

Esc+G

Esc+K

Esc+N

Esc+Q

Purchase Order User’s Manual

Description

Uses the item alias lookup when the IN Search
flag appears for an Item ID field. See “Inventory
Lookup” on page 1-56 for more information.

In Sales Order, pressing this key combination
allowsyou to enter purchase requisitionsfrom the
Ordered, Units, Shipped, and Backordered
fields.

In salestax fields, pressing this key combination
allows you to view sales tax breakdowns.

Uses the customer/vendor part number ookup
when the IN Search flag appears for an Item ID
field. See “Inventory Lookup” on page 1-56 for
more information.

Uses the item detail lookup when the IN Search
flag appears for an Item ID field. See “Inventory
Lookup” on page 1-56 for more information.

Uses the lot lookup when the IN Search flag
appearsfor an Item ID field. See“Inventory
Lookup” on page 1-56 for more information.

Uses the serial number lookup when the IN
Search flag appears for an Item ID field. See
“Inventory Lookup” on page 1-56 for more
information.

Uses the item description lookup when the IN
Search flag appears for an Item ID field. See
“Inventory Lookup” on page 1-56 for more
information.
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Introduction

Command Alternate

Key

Ctrl+F
(Quick
Entry)

Ctrl+G
(Bell)

Ctrl+O
(Online
Hints)

Ctrl+V
(Verify)

Messages

Key

Description

Toggles quick entry on and off. If thisoptionis
off, the cursor stops at every field possible. If you
want to skip the fields that are not required (thus
speeding data entry), turn this option on. Quick
entry is on when the Quick flag appears at the
bottom of the screen.

Toggles the bell on or off. If the bell ison, it
sounds at an error or when you must verify a
command.

Toggles function key display on and off. If this
option is on, the available function keys appear at
the bottom of the screen to remind you of their
use.

Toggles verification on and off. If verification is
turned on, you must press a key twice to verify
that you want to perform an operation.
Verification is on when the Verify flag appears at
the bottom of the screen.

M essages appear at the bottom of the screen when a command is unavailable or
when OSASS needs information to continue.

(— Verification

Press «<Pgln> to proceed

1-42
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OSAS Graphical Functions

On Windows workstations, you can choose to use the graphical mode for
function screens. These screens contain all the functionality of text screens
presented in a graphical mode similar to other Windows software programs.

4, Tax Locations

Commands Edit Modes Other Scroll Commands Help

=10l

EXSIET -1

06| #bandan |

Tax Location rANMPLS 2] MName |Mirneapalis, MN Sales Tax
Tar Level [Z TaxID 23-BTE1E2T34
Authoriby [r Tawor:  Freght? [ Mise? T
Tax Liability Acct 202800 g Tax Refundable Acct 202800 g
Clazz  Description Sales Tax Purch Tax Tax Callected Tax Paid
5 0,500 g
m Resale Sales 0.000 0.000 0o 0o ﬂ
0z Exempt Sales 0.000 0.000 an an ﬂ
03 Ind#4gr Prod. 0.000 0.000 il il
04 Interstate Comm 0.000 0.000 0o 0o
05 Mator Vehicles 0.000 0.000 0o 0o
08 Food Products 0.000 0.000 il il
07 Clathing 0.000 0.000 0o 0o ﬂ
08 Gasoline 0.000 0.000 0o 0o g
03 Services 0.000 0.000 il il g
Tatal .00 .00
Calculated .00 .00
Over/Shart .00 00
| Enter = edit Tax anI First Last Hext I Prev | Wiew | Header I Goto Class I |

|Compary H [08/23/2002 | Teminal TOOD [OVR

You can move around the screen in these ways:

* Usethe mouse or press Tab to move from field to field. Use the scroll
buttons to move from line to linein scrolling regions.

« If ascreen appears prompting for the kind of information to enter or
maintain (such as on File Maintenance or Transactions screens), select the

appropriate option and click OK to continue.

* PressPgDn if prompted to move to the next section.

« Click Header when it appearsto return to the screen’s header section.

*  PressF7 to exit the screen and return to the main menu.

Purchase Order User’s Manual
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Introduction

Graphical Function Screen Elements

1-44

Like the main menu, graphical function screens also contain pull-down menus
and toolbars. These menus and toolbars are described bel ow.

Function Pull-Down Menus

Commands Menu

Commands Edit  Modes Other  Information  Help

Inquiry <F2z
Maintenance <F6x>

Proceed <PgDn:=
Start Ower  <Pglp>
Field Up <Upxz

Field Down  <Down

Abandon <FS=
Delete <F3=
Jump <Ckrl-1=

Exi 7>
Command
Inquiry
Maintenance
Proceed/OK

Start Over

Field Up
Field Down

Abandon

Delete

R

Description

Listsvalid entries for the current field.
Opens the appropriate File Maintenance function.
Proceeds to the next screen or saves your entries.

Moves back to the first field on the screen or to the
first field after the key field without erasing any entries
or changes.

Moves the cursor to the previous field.
Moves the cursor to the next field.

Clears data from all fields and moves the cursor to the
first field on the screen.

Deletes information on the screen. Since this
command deleted an entire record, use it with caution.
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OSAS Graphical Functions

Command

Jump

Exit

Edit Menu

Description

Moves the cursor to the next block of data on the
screen or to the next field that requires an entry.

Exits from a screen or a window without saving data.

Commands | Edit Modes Other Information  Help

.}@ 1 Copy  <Shft-F9=
Paste «Shft-F10=
Undo Ctrl+Z

Command

Copy

Paste

Undo

Modes Menu

7@

Description

Copies the contents of the current field.

Pastes the value you copied from a previous field into
the current field.

Restores the contents of the current field from before
you made changesto it.

Select the options you want to use.

Commands Edit | Modes Other  Information  Help

3B W = | B v Verify Exit

v Bell
Quick,

v ‘erify PgDown

Command

Verify Exit

Purchase Order User’s Manual
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Description

When verification is on, you must press akey twiceto
verify that you want to exit or abandon functions.
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Command

Bell

Quick

Verify PgDown

Commands Edit Modes | Other Help

RXE BB

Calculator

Execute an Operating System Command
Call 3 PROJS Program

Product Suggestions

Application Options Inquiry

Global Inguiry

izeneral Information Inguiry
Support Information

User Comments

EIS Dashboard Display
EIS Dashboard History

Paop Up Calendar

Invenkory Price Calculator

Description

When the bell isturned on, it sounds at an error or
when you must verify a command.

When this option is off, the cursor stops at every field

possible. To make the cursor skip the fields that do not
reguire an entry in certain application functions, select

the option.

If verification isturned on, you must press PgDn twice
to proceed to the next screen or to save your entries.

Other Commands Menu

See “Other Commands Menu” on page 1-32 for information on thismenu's

commands.

Help Menu

Commands Edit Modes Other Information | Help

RXiz e @a?e

Abouk 0545
Command Help

Command

About OSAS

Command Help

Help <Fl=
Online Doc <Shft-F1 =

Description

Opens the About OSAS dialog box.
Opensthe OSAS Key Help screen.
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Command Description

Help Lists information about the field on which you are
working.

Online Doc Launches your .PDF file viewer and opens the

documentation for the appropriate OSAS application.

Information Menu

Commands Edit Modes Other Scroll Commands | Information  Help
| = | E Wendor Information
2XE|B2E AR 78
- Wendaor Comments
Wendor Documents
Itern Infarmation

Itern Documents

The Information menu appears on some function screensin certain applications.
The functions on the menu are determined by the applicationsinstalled.

The Information menu also gives you access to documents attached to customer,
vendor, employee, invoice, or other records. When the Information menu
appears, select the appropriate Documents command to open the Documents
screen where you can view document information or open attached documents.
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Introduction

Scroll Commands Men

u

Commands  Edit  Modes Other | Scroll Commands  Information  Help

i % P ‘ & | BE First Line <Home>

Previous Page <Pglp> |———
Previous Line  <Up:

Next Ling <Dawn
Mext Page <PgDn
Last Line <End>
Insert <Ins=
Delete <F3x

Jurnp

=Tak=

The Scroll Commands menu appears only on screens with scroll regions.

Command
First Line
Previous Page
Previous Line
Next Line
Next Page
Last Line

Insert

Delete

Jump

1-48

Description

Moves the cursor to the first data entry field.
Displays the previous page.

Moves the cursor up to the previousline.
Moves the cursor down to the following line.
Displaysthe following page.

Moves the cursor to the last data entry field.

Inserts characters between pre-existing entriesin a
field.

Deletes the sel ected characters.

Moves the cursor to the next section of the screen in
some functions.
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OSAS Graphical Functions

Inventory Lookups Menu

Commands Edt Modes Other | Inventory Lockups Information Help

Rz e @E

Alias Lookup <Shift-F3=
Custamer/Vendor Lookup  <Shift-F4=
Detail Lackup <Shift-F5=
Lok Lookup <Shift-F&:=
Serial Lookup <5hift-F7 >
Description Loakup <5Shift-Fg=

If you use the Inventory application and the cursor isin an Item ID field, you can
use any of the Inventory Lookups commands to search for information about
items and select an item for entry in thefield you arein.

Command

Alias Lookup

Customer/Vendor
Lookup

Detail Lookup

Lot Lookup

Serial Lookup

Description Lookup

Purchase Order User’s Manual

Description

Searches for items with a specified aias listed as an
alternate item. When you enter the alias, you can use
the* and ? wildcard charactersto restrict or widen the
search.

Searches for an item based on customer ID or vendor
ID. When you enter the customer or vendor ID, you
can use the * and ? wildcard charactersto restrict or
widen the search.

Searches for detailed information about an item. You
can enter search information in any of the fields that
appear using any of the following wildcard characters
to restrict or widen the search: * ? < > =,

Searches for an item based on lot number. When you
enter thelot number, you can use the * and ? wildcard
charactersto restrict or widen the search.

Searches for an item based on serial number. When
you enter the serial number, you can use the * and ?
wildcard characters to restrict or widen the search.

Searches for an item based on item description. When
you enter the description, you can use the * and ?
wildcard characters to restrict or widen the search.

1-49



OSAS Graphical Functions

Introduction

1-50

Function Screen Toolbar

il

RR B8 7

Like the main menu’stoolbar, the toolbar |ocated near the top of function screens
gives you quick access to frequently-used commands. Click the appropriate
button to access a command.

Button

2

X

© = B B B & W

Result

Opens the appropriate File Maintenance function to update
information about the field you are in.

Deletes the information on the screen. Since this command
can delete an entire record, use it with caution.

Moves the cursor back to the first field on the screen or to the
first field after the key field without erasing any entries or
changes.

Copies the contents of the current field.

Pastes the contents you copied from a previousfield into the
current field.

Opens the OSASS cal cul ator screen.

Opens the pop-up calendar. Use the calendar to add and
review reminders for any date.

Displaysinformation about the field you arein.

Opens your .PDF file viewer so that you can view the online
documentation.
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Right-Click Menu

Online Documentation
Proceed

Start Over

Field Up

Field Do

Abandon

Delete

Jump
Exxit

The right-click menu gives you quick access to commonly used commands such
as those used to access help, move around the function screen, work with
information on EIS dashboards, and so on. The commands that are available on
the right-click menu depend on the function and the field you are currently using.

Function Field Inquiry

[ [a]

When the Inquiry button appears next to afield on afunction screen, you can
either click the 3] button or press the F2 (Inquiry) key to open the inquiry screen
and search for information.

Verification Buttons

Ok | Abandon |

When you’ ve completed data entry on a function screen, you can either click OK
or press PgDn to proceed to the next screen or to save your entries. Click
Abandon or press F5 to abandon entries.
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Menu and Function Commands

OSAS lets you navigate around the main menu and function screensin a variety
of ways. This section describes the commands that are available when you access
a specific command. For example, accessing the Help command makes the
Maintenance and Exit commands available while you are in that function. This
section also describes how to navigate within scroll regions and fields while you
work with OSAS functions.

Help Commands

When you use the Help (F1) command, you can use these commands.

Key

F3 (Delete)

F6 (Maintenance)

F7 (Exit)

Purchase Order User’s Manual

Operation

Deletes the help screen content. To recover a deleted
screen, copy the xxHELP file from the distribution
mediato the

/PROGxx subdirectory (xx isthe application ID). The
copying process overwrites changes you made to
other help screens.

In graphical mode, you must first press F6 to enter the
edit screen for the help content before you can press
F3.

Edits a help screen.

Exits the help screen and closes the window.
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Inquiry Commands

When the Inquiry button |3 appears next to afield or the Inquiry flag appearsin

the lower-right corner of the screen, the Inquiry command is available. Click the
button or press F2 to open the Inquiry screen to look up and select an appropriate
entry.

The Inquiry screen operatesin two modes. Search and Sort. You can toggle
between these modes within an Inquiry window by pressing the Ins (Insert) key.
You can also choose the default mode for Inquiry windows by using the Defaults
function on the Workstation Configuration menu within Resource Manager.

In Search mode, you can move through the keys listed by typing
progressively larger portions of the key you want to find. For example, when
you press C, the window displays keys beginning with the letter C. When
you next press A, the window displays keys beginning with CA, and so on.

In Sort mode, you can change the order of certain Inquiry windows by
pressing the letter key associated with the window sort. You can see the
available sortsin any Inquiry window by pressing Esc (Command Help).

Note I

To shorten your data search, use a partial-key inquiry to cut down the size of
theinquiry list. For example, if you know that the ID starts with JAR, enter
JAR intheID field before you use the Inquiry command. The Inquiry list
starts with JAR and runs through the end of the list.
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The following commands are available inside Inquiry windows. The scroll
buttons are available in graphical mode only.

Key
Home
PgUp
Up
Down
PgDn
End

Ins
(Look Up)

F7 (Exit)

Enter

Esc

(View
Commands)

Button

ICI I I 2 I 17
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Description

Moves directly to the first item on file.
Displays the previous page of the window.
Moves up oneitem.

Moves down one item.

Displays the next page of the window.
Moves directly to the last item on file.

Toggles between Search mode and Sort mode.

Leavesthe Inquiry window without selecting
anything.

Selects the item to which the cursor is pointing.

Opens awindow that shows Inquiry window
commands and the Window ID. The Esc key is
available in text mode only.

In graphical mode, select Command Help from the
Help menu to view alist of commands available.
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Inventory Lookup

If you use the Inventory application and the cursor isin an ltem ID field on a
function screen, you can use any of the Inventory Lookup commands to search
for information about items and select an item for entry in the field. In graphical
mode, these commands are available on the Inquiry Lookup menu. In text mode,
the IN Search flag appears at the bottom of the screen to alert you that these
commands are available.

Command HotKey Operation

Alias Shift+F3  Searches for items with a specified alias listed as

Lookup an alternate item. When you enter the alias, you
can use the * and ? wildcard characters to restrict
or widen the search.

Customer/  Shift+F4  Searchesfor an item based on customer or vendor

Vendor ID. When you enter the ID, you can usethe * and ?

Lookup wildcard characters to restrict or widen the search.

Detail Shift+F5  Searches for detailed information about an item.

Lookup Enter information in any of the fields that appear,
using these wildcards to restrict or widen the
search: * 2 <> =,

Lot Lookup Shift+F6  Searchesfor an item based on lot number. When
you enter the lot number, you can use the * and ?
wildcard characters to restrict or widen the search.

Serial Shift+F7  Searches for anitem based on seria number.

Lookup When you enter the serial number, you can use the
*and ? wildcard charactersto restrict or widen the
search.

Description  Shift+F8  Searchesfor an item based on item description.

Lookup When you enter the description, you can use the *

and ? wildcard characters to restrict or widen the
search.
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Scroll Region Commands

When the prompt (>) isin aline-item scroll region, you can use the following
commands. The buttons are available only in graphical mode.

Hot Key Button  Operation

Home g Movesto thefirst lineitem in the entire list.

Page Up ﬁ Moves to the previous screen or to thefirst lineif
you are on the first screen.

Up al Moves up one line item.

Down ﬂ Moves down one line item.

Page E Moves to the next screen or to the last line if you

Down are on the last screen.

End g Movesto thelast lineitem in the entire list.

F3 Deletes the line item in the selected line.

Insert Inserts aline item at the selected line.

Enter Edits or views the line item in the selected line.

In-Field Editing Commands

When the cursor isin afield that contains information, you can use the following

commands:

Hot Key Description

Right Moves the cursor to the right.

Left Moves the cursor to the left.

Delete Deletes the character the cursor is on.
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Hot Key

Insert

Home
End

F9 (Undo)

F10
(Delete to End of
Line)

Shift+F9
(Copy Field Contents)

Shift+F10
(Paste Field Contents)

1-58

Description

Switchesinsert mode on and off. When the Insert
flag appears at the bottom of the screen, characters
you enter push characters after the cursor over. When
insert mode is turned off, characters you enter write
over existing ones.

Moves the cursor to the beginning of the field.
Moves the cursor to the end of the field.

Restores afield to the way it was before you changed
it. You can use this command only while you are in
the field; once you move past it, you must use the
Abandon (F5) command.

Deletes the charactersin the field to the right of the
cursor. If insert mode is turned off and you enter a
character in thefield'sfirst position, everything in the
field is deleted.

Copies the contents of the current field.

Pastes the value you copied from a previousfield into
the current field.
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Favorites Menu

The Favorites menu operates in any of the menu formats and gives you quick
and easy access to the OSAS functions you use most, allowing you to add
selections for entire menus or particular functions. After you' ve set up the menu,
you can access the functions either by pressing F2 or by selecting Change to
Favorites from the graphical Favorites pull-down menu.

With the Favorites menu, you save time by eliminating the need to switch
between applications. For example, if you perform tasks in several applications,
such as using the Transactions and Cash Receipts function in Accounts
Receivable, GL Account function in General Ledger, and Price and Availability
and Item Inquiry functionsin Inventory, you can set up a Favorites menu rather

than moving between each application. The Favorites menu for the graphical
main menu isillustrated below.

Favorites Menu - TODO

AR Edit Cash Receipts
GL Accounts

IM Price and Availability
IM Itern Locations

To set up the Favorites menu, do the following:

1. Select the function you want to add to the menu and press F10 (or use the
right-click menu in graphical mode).

2. PressF2 to confirm that your selection was added.
To remove afunction from the menu, follow these steps:
1. Select the function on the Favorites menu that you want to remove.

2. PressF10 (or use the right-click menu in graphical mode).
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Information Menu

The Information menu appears on some function screensin certain applications
and gives you access to additional information about a customer, vendor, item,
jab, bill of material, or employee.

The commands available on the Information menu are determined by the
applications you have installed, and can include:

¢ Genera Information
¢ Comments

e History

¢ Documents

Not all of the commands above appear on every Information menu; instead,
commands are available only as they are relevant to the task you are performing.
For example, if you are entering a transaction in Accounts Receivable, you can
access comments or documents about items or customers but not about
employees or vendors.

Information

The Information command gives you general information about the subject. For
customers, the Information command lists sale amounts and important dates,
while for inventory items, the same command lists quantities, types, and base
prices.

When the Information screen appears, enter the 1D for which you want to view
information. Use the commands available at the bottom of the screen to scroll
between or select anew 1D, then use the Exit (F7) command to return to the
function screen from which you accessed the Information command.
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Comments

Use the Comments command when it appears to view comments added through
File Maintenance functions or to add comments about a customer, item, vendor,
employee, or job.

The Comments screen appears after you access the Comments command. The
Customer Comments screen is shown below as an example.

_-3_ Customer Comments = |EI|1|
Commands  Edit  Modes Other Scroll Commands  Help
%XE§| |ﬂ@ ?@ 0] IAbandonI
Customer D ACEOD 2] ACE BUILDERS
Ref 1D I End Date I A
Date Ref Comment
2
01/20/2002 |2 TRACER PUT OM LAST SHIPMENT. ﬂ
0142000 |3 ACE AGREED TO Pay $3000 ON 2-1.
06/04/2000 1 PLEASE WOTIFY JAME AT ACE WHEN ITEM 15 MAILED.
01/0441933 1 CALLED CUSTOMER ABOUT PAST DUE BALANCE.
[
3
E
| BeflD | endDate| new|D Append | Enter = edit First | Mext | Frew | Last | Goto ||

[ |Company H [10/08/2002 | Terminal TOOD [OVR

1. Enter theID for which you want to view or enter commentsinthe ID field at
the top of the screen. The Inquiry (F2) command is available.

2. ThelD of the terminal you are working at appearsin the Ref ID field. To
work with comments for only the default reference ID, press Enter. To work
with comments for a different reference ID, enter that ID. To work with all
comments, clear thisfield and press Enter.

3. Enter the date of the most recent comment you want to work with in the End
Date field, or press Enter to work with all comments.
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The date, reference, and text that appear for each comment depend on the
reference ID and end date you enter. The comments are arranged by date—
the most recent date first—then by reference ID.

Use these commands to work with the comments on the screen:

Press R to return to the Ref ID field to enter anew reference ID.

Press D to return to the End Date field and enter a new end date by
which to sort comments.

Press | to return to the ID field and enter anew ID for which to view or
enter comments.

Press A to add a new comment. The Append Comment screen appears.
Press E to edit a selected comment. The Edit Comment screen appears.
Press F to view comments for the first ID on record.

Press N to view comments for the next ID on record.

Press P to view or edit comments for the previous ID on record.
PressL to view or edit comments for the last ID on record.

Press G to go to a specific comment. This command is available only
when there is more than one screen of comments.
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History
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Adding or Editing Comments

The Append Comment screen appears when you add a new comment. The Edit
Comments screen appears when you edit an existing comment. Other than the
title, these screens areidentical.

&, Edit Comment i ] 5
Commands Edit Modes Other Help
2¥iE 2R @A 7@ OK__|_Abandan |

Date 0E/15/2002
Reference 003
Comment SPOKE wITH JON RE: EMaIL CONF. AND ORDER TRACKING

1. If you are working with anew comment, the system date appears; otherwise,
the date entered for the comment you are editing appears. Accept this date,
or enter adifferent date.

2. Thecurrent terminal 1D appears in the Reference field. Edit this reference,
if necessary.

3. Enter or edit the comment, then press Enter to save the comment record.

When available, the History command gives you access to customer history in a
manner similar to OSAS Inquiry functions. Select the customer for which you
want to view detail information, enter a date from which to view information (if
desired), then press Enter to view invoice or payment information.

Use the commands at the bottom of the screen to switch between or change
customers, view totals, or select the line item to view. Use the Exit (F7)
command to return to the function screen from which you accessed the History
command.
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Documents

The Documents command lets you view or open documents attached to certain

master file records. You cannot use this command to attach a document to a

record; instead, use the appropriate File Maintenance function to attach

documents.

Note I

Before you can open documents, you need to have the appropriate file
associations set up in the File Types function on the Resource Manager

Workstation Configuration menu. The entries you make in this function
help OSAS identify which software applications to use to open attached
documents. See the Resource Manager User’s Manual for more information.

The Documents screen appears after you access the Documents command. The
Employee Documents screen is shown below as an example.

_-3 Employee Documents

=101 x|

Commands  Edit  Modes Other Scroll Commands  Help

EXIEIES

1 ||

? & (0]4

I Abandon I

Employee D BOUOO

2]  Bourne, Linda C |

Document Mame

mpdce.doc

meding.doc

T

| |44 4

Line Mo [ 001 of 003 )

| Header First

Last | Mext | Frew | Wiew IgpenDocumentI Goto | |

|Company H [10/08/2002 | Terminal TOOD [OVR
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Enter the ID for which you want to view attached documents. The Inquiry (F2)
command is available.

Use these commands to view document information, open an attached document,
or switch between or select anew ID:

*  PressH toreturn to the header section to select anew ID.

e  PressF to view documents attached to the first ID on record.

e PressL to view documents attached to the last ID on record.

e PressN to view documents attached to the next ID on record.

e PressP to view documents attached to the previous ID on record.

e  PressV to view document information. The View Documents screen appears
and lists the file name, directory path, and description of the attached
document. Press any key to return to the Documents screen.

e Press O to open the attached document in the appropriate software

application. You may need to edit the Resource Manager File Types function
in order to associate files with your preferred applications.

Note I

If you have problems opening a document, return to the function in which
the document was attached and edit the attachment to change the direction of
the slashes used in the directory path. If the directory path contains backward
dashes (\), change them to forward slashes (/) and vice versa.

*  Press G to goto aspecific document line. This command is available only
when there is more than one screen of line items.

Use the Exit (F7) command to return to the function screen from which you
accessed the Documents command when you finish viewing documents.
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Selecting a Range of Information

Sorting

To produce areport, you must specify the amount of information you want in the
report.

e Toproduce areport that includes all the available information, leave the
From-Thru fields on the report screen blank. For example, if you want
information about all the vendorsto bein areport, leavethe Vendor ID From
and Thru fields blank.

e Tolimit the amount of information in the report, enter the range of
information in the From-Thru fields. For example, if you want areport to
include information only about vendor ACEQQL, enter ACEQOL at both
From and Thru. If you want the report to include information only about
vendorsthat start with CO, enter CO at From and COZzZZ at Thru.

Each field where you enter information on areport screen usually restricts the
overall output of the report. For example, if you leave the Vendor ID From and
Thru fields blank, the report contains information about all the vendors. But if
you enter invoice 100 in the Invoice Number From and Thru fields, and invoice
100 is assigned only to vendor ACEQO1, the report includes information only
about vendor ACEQOL.

Information for reportsis sorted first by a space (), then by special characters,
then by digits, then by uppercase letters, and finally by lowercase letters. No
matter what you enter in the From and Thru fields, however, your entries are
sorted in aphabetical order (unless the function provides an option to sort the
information differently).

Sorting by alphabetical codes or IDsis easy. For example, the ID ACL comes
before the ID BB because A comes before B.
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Use caution when you enter codes or | Ds consisting of characters other than
letters; the order might not be what you expect. For example, if 20 items are
labeled 1 through 20, and all are included in areport, you might enter 1 at From
and 20 at Thru, expecting them to belisted 1, 2, 3. . . 19, 20. However, since
OSAS sorts in aphabetical order, the numbers are listed in this order: 1, 10-19,
2, 20. In this example, numbers 3 - 9 are not included in the sort since they fall
after 20 in an alphabetical sort. To prevent this situation, pad extra spacesin
codes and 1Ds with zeros so that numbersin alphabetical order are also in
numerical order. In the example above, the items would be labeled 000001
through 000020.

Output the Report

1-68

The type of menus you use controlswhich options are avail able to output reports.
If you are using graphical function screens, you have the following output
options: Printer, Print Preview, File, or E-mail (for selected reports). If you are
using text function screens, you have these options: Printer, Preview, File,
Screen, or E-mail (for selected reports). See the following instructions for
details.

If you are using graphical screens, the Output Information dialog box appears
after you select the range of information to print in the report.

_ﬁ_\ Output Information i x|

“wdifndoves D efault Printer
PDL  Print Dialog Laser
1+ Printer PSL Print Setup Lazer
LPD Windows Default Printer Dot Matriz
FEE FDD  Print Dialog Dot Matris £ Standard

PSD  Print Setup Dot Matrix
ez P windows Default Printer Wide Cariage &
File PO Print Dialog Wide Carriage Dot Matix Compressed
PSw  Print Setup 'w/ide Camiage Dot Matiix
El

File Mame [c:/0sA5E5 datal Browse
0K I Cancel

If you are using text screens, these options appear at the bottom of the screen
after you select what to print in the report and how it is organized.

Cutput device - [(Pirinter pi(R)ewview (F)ile (3)creen (E] nd
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Print the Report

1

2.

5.

6.

Select Printer (in graphical screens) or enter P (in text screens).

If multiple printers are available for the terminal, either select the printer
from the list or enter the appropriate code for the printer and press Enter.

Use the Devices function on the Resource Manager Workstation
Configuration menu to add printersto the terminal.

When available, either select Standard or enter S if you want to print the
report in standard width or select Compressed or enter C if you want to
print it in compressed width.

Click OK or press Enter to begin printing the report.

If you want to stop printing after it has begun, press Ctrl+Break.

Click OK or press Enter to continue.

View the Report using Print Preview (Windows Workstations Only)

The Print Preview option is only available for workstations running Windows.
However, before Print Preview will work, you must add asysprint devicelinein
the config.bbx file for that printer. Use the Devices function on the Resource
Manager Workstation Configuration menu to add thisline.

Follow these steps to view areport using Print Preview:

1

2.

Select Print Preview (in graphical screens) or enter R (in text screens).

If multiple printers are available for the terminal, either select the printer
from the list or enter the appropriate code for the printer and press Enter.

Use the Devices function on the Resource Manager Workstation
Configuration menu to add printersto the terminal.

Click OK or press Enter to continue.
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4. When available, either select Standard or enter S if you want to view the
report in standard width or select Compressed or enter C if you want to
view it in compressed width.

5. PressEnter. The Print Preview screen displays the report as it will look
when printed out in hard copy.

6. To print from this screen, select Print from the File menu. To exit from this
screen, select Exit from the File menu.

Save the Report as a File

To savethereport as atext file, select File or enter F. The data path set up for the
workstation in the Defaults function on the Resource Manager Workstation
Configuration menu appears. If necessary, enter a new data path or click the
Browse button to navigate to the correct directory, then enter the file name
followed by the .txt extension. The file name plus extension that you enter must
be less than 35 characters. Press Enter to save the report in that directory.

View the Report on Screen (Text Screens Only)

If you are using text screens, you can view selected reports directly in the OSAS
screen. Keep in mind that this option displays the report one page at atime,
storing previously viewed pages in the workstation’s memory. Use the Defaults
function on the Resource Manager Workstation Configuration menu to limit the
number of screen pages you can view to conserve memory resources.

Follow these steps to view the report on screen:
1. Enter Sto select (S)creen.

2. When available, enter S if you want to view the report in standard width or C
if you want to view it in compressed width.

3. When the report appears, press Enter to view the next page or Page Up to
view previous pages.
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E-mail the Report

Before you can e-mail reports, you must enter details about your e-mail system
using the E-Mail Setup function on the Resource Manager System File
Maintenance menu.

You can e-mail only selected reports. In general, any report or form that makes
up part of your audit trail cannot be e-mailed.

Follow these steps to e-mail areport:

1

2.

Select E-mail or enter M.

When available, select Standard or enter S if you want to e-mail a standard
width report or select Compressed or enter C if you want to e-mail itin
compressed width. The E-Mail Information screen appears.

_.i_ E-Mail Information o =] |
Commands Edit Modes ©Other Help
2HiE @ @A 2@ Ok || Abandan |
E-Mail Ta amyd(Eosas.com
CC
Subject Tax Groups List
Attachment v

If you e-mailed this report previously, the last e-mail address to which you
sent the report appears. Press Enter to use this address, change it if
necessary, or enter a new e-mail address.

Enter another address to send the e-mail to as a carbon copy, if necessary.

OSAS automatically enters the name of the report in the Subject field.
Change this subject line, if necessary.

Select the Attachment check box (or enter Y in text mode) to send the report
as atext file attachment to the e-mail message. If you clear this box (or enter
N in text mode), the report is sent in the body of the e-mail.

Click OK or press Enter to e-mail the report.
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Report Commands

Use the following commands when a report appears on the screen:

Key Operation

PgUp Moves to the previous page of the report.

PgDn Moves to the next page of the report.

Home Moves directly to the top of a group of pages.

End Moves directly to the bottom of a group of pages.

F7 (Exit) Exits to the menu from any point in the report.

Left Moves | eft one character.

Right Moves right one character.

Tab (Toggle) Toggles between the left and right halves of areport.

Up/Down Moves aline up and down the screen to line up
information when you toggle between halves of a
report.
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Installation

Before You Install Purchase Order

Make sure your system meets these minimum requirements before you install
Purchase Order.

The Purchase Order system needs a minimum of eight megabytes (8 Mb) of disk
space to work correctly with programs, sample data, data dictionaries, system
files, and graphics files. Having more disk space availableis necessary for the
datafiles you will create and maintain.

The OSAS system requires at |east one megabyte (1 Mb) of main memory to run.
More memory may be necessary in certain environments and operating systems.

Installing Purchase Order
1. Usethelnstall Applications function in Resource Manager to install
Accounts Payable. If you are installing Accounts Payable and Purchase
Order at the same time, install Accounts Payable first, then select Yes (or
enter Y in text mode) at the Install Another Application? prompt.

2. Instal the current version of Purchase Order.

See the Resource Manager Installation Manual for more information about
the Install Applications function.)

Setting up Purchase Order

Once you have installed Accounts Payable and Purchase Order on your system,
you must prepare your datafiles for everyday use.
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Installation and Conversion

You can prepare files for use with Accounts Payable and Purchase Order in one
of two ways: you can create and set up your files manually on a new system, or
you can convert your old files when you upgrade from an earlier version. To
create fileson anew system, usethe Data File Creation function on the Resource
Manager Company Setup menu (see the Resource Manager User’s Manual).
For instructions on converting your files, see “Conversion” on page 2-5.

If you plan to use Genera Ledger, Inventory, Bank Reconciliation or Job Cost

with Accounts Payable and Purchase Order, you must set up those applications
before you set up Accounts Payable and Purchase Order.

Purchase Order User’s Manual



Conversion

If you use an earlier version of OSAS Purchase Order, you can convert your files
from the older version to the current version.

When you are ready to convert files, use the Data File Conversion function on
the Company Setup menu in Resource Manager (see the Resource Manager
User’s Guide) to upgrade Purchase Order data files. You can upgrade from
version 3.2, 4.xx, 5.xx, or 6.xx. If you want to convert to version 6.5 from a
version earlier than 3.2, contact a client support representative.

When you convert Purchase Order, the system automatically prompts you to
convert Accounts Payable as well.

Note I

You must install the new version of both Accounts Payable and Purchase
Order before you convert files. You can replace and update the programs
properly only by using the Install Applications function in Resource
Manager.

Before you convert an application’s files, make note of the version number
of the application from which you are converting. The Data File Conversion
function has no way of determining this information.

Before you convert an application’sfiles, back up your datafiles.

Consider Your Setup

Before you convert your version of Purchase Order to the current version,
consider the exact setup of your system. Since OSAS code can be customized,
modifications to your system might be lost if you install a new version of a
program or update afile. If you are not sure whether your system is ready for
conversion, consult your value added reseller.
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Converting to Version 6.5

Select Data File Conversion from the Company Setup menu in Resource
Manager. The Data File Conversion screen appears.

/& Data File Conversion
Commands Edit Modes Other Help

=101 x|

¥ Re | aa 2 e

0K | Abandon |

i~ Select directory on which to create files.
% C:/osasB5924/data/

Enter directory that containg the files to be converted.

|C:/0545
Do you want source files erased after conversion™?
Do you want conversion to pause if a problem iz found?

r
I

Wersion

IB.‘I2

Appl Drescription

IF'D Iﬂ Purchase Order

Appl Drescription ergion

|Company H [09/25/2002 | Terminal TOOD [OvR

1. Thesystemdisplaysall valid OSAS data paths. Select the destination
directory where your new data files will reside.

2. Enter the path (drive and directory) that has the files you want to convert.
You cannot enter the same path as the path you selected as the destination.

3. If youwant sourcefilesto be erased after conversion, select the box (or enter

Y in text mode); if not, clear the box (or enter N in text mode).

4. If you want the conversion process to pause if a problem occurs, select the

box (or enter Y in text mode); if not, clear the box (or enter N in text mode).
The system considers file corruption or evidence of data not converting

correctly aproblem.

2-6

Purchase Order User’s Manual



Installation and Conversion Conversion

10.

11.

Enter PO in the Appl column; Purchase Order appears.

Enter your earlier version number of Purchase Order, and press Enter. You
can determine the version by looking at the copyrights screen when you start
the old version of OSAS, or in most versions, by clicking the Application
Versions tool button (or pressing Shift+F2 in text mode) on the menu
screen.

If datafiles already exist for Purchase Order in the intended destination path,
the PO data files exist. Do you want this task to erase them? prompt
appears. If you want to erase the existing files and convert the files from the
version in the source path, select Yes (or enter Y in text mode); if not, select
No (or enter N in text mode). If you elect not to erase existing files, you must
change your directory choices so that no conflict exists.

Accounts Payable and its version number appear automatically. You must
convert the AP datafiles as well in order to use Purchase Order. If datafiles
already exist for Accounts Payable in the intended destination path because
you already converted them, the AP data files exist. Do you want this task
to erase them? prompt appears. If you want to erase the existing files and
reconvert the files from the version in the source path, select Yes (or enter Y
in text mode); if not, select No (or enter N in text mode).

Use the Proceed (OK) command to begin the conversion process.

The Do you want a printout of error log after each application? prompt
appears. If you want the error log to be produced after files are converted for
each application, select Yes (or enter Y in text mode). If you want the log to
be produced after files for all applications are converted, select No (or enter
N in text mode). If you are converting only Purchase Order files, your
answer to this prompt makes no difference.

If a problem occurs and you indicated that you want the system to pause
when a problem occurs, a prompt alerts you. To stop the conversion process,
select Yes (or enter Y in text mode). To let the conversion run its course and
investigate later, select No (or enter N in text mode).

Purchase Order User’s Manual 2-7



Conversion Installation and Conversion

12. When the process finishes, the files are converted. Select the output device
for the error log. See“ Output the Report” on page 1-68 for moreinformation
on output devices.

After conversion is finished and the error log is produced, the main menu—
with Purchase Order added—appears.
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Introduction

Most of the Purchase Order system is aready set up sinceit relies on the
Accounts Payable system. Use the functions explained in this chapter to do tasks
designed specifically for the Purchase Order system.

If you need to use atask on the File Maintenance menu in Purchase Order and

you cannot find the function or table description in this chapter, see the Accounts
Payable User’s Manual.
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After you have installed the software for the first time or after you have upgraded
the software, you must set up the system. Follow the setup procedures carefully;
the choices you make determine how the system will operate.

To properly set up the Purchase Order system, you need to gather and organize
your accounting data. You need thisinformation:

» achart of accountsfor your business

e purchasing and payment cycles

* identification and credit information about your vendors

e previous-year and current-year purchase, return, and receipt history by
vendor

Codes and IDs

When you set up the system, you assign codes and IDs to tell the system how to
identify each item on file. The system uses these identifiers to organize the
information in reports and inquiry windows.

The system arranges code charactersin a particular order. In the following list
codes and I1Ds are sorted from lowest to highest, and dashes represent blank

spaces.
————— 0
————— 1
————— z
————— a
————01
—_— a___
000000
000001

1
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The organization of these codes illustrates the following principles:

e Thesystem reads codesfrom left to right until it finds something other than a
blank space.

* Itemsthat make up a code are always listed aphabetically. The items are
listed in this order for each position:

blank spaces

characters (-, *, /, and so forth)
numbers (0-9)

uppercase letters (A-2)
lowercase letters (a—2)

Alphabetical rules are not intuitive when numbers are involved. Numbers are
sorted asif they were |etters: when the first characters of several IDs are
compared, the ID with the smallest first character is placed first in thelist. If the
first character of the IDs is the same, the second characters are compared and the
ID with the smallest second character is placed first in the list. This comparisonis
made for each character in the range of IDs until the IDs are clearly in
alphabetical order.

If you use numbers for 1Ds, pad them with zeros so that they are all the same
length and numeric rules can hold true. For example, in aphabetical sorting ID
112 comes before ID 60, since anything that starts with 1 comes before anything
that starts with 6 alphabetically. If 1D 60 were ID 000060 and ID 112 were ID
000112, ID 000060 would be listed first, since 060 isless than 112 alphabetically
and numerically.

When you assign IDs and codes, establish aformat that makes sense for your
business and use it consistently. These suggestions may help:

«  To prevent organization problems, use zerosto make all IDsthe same length.
If IDs are divided into more than one part, the parts should be the same
length in every ID. Do not use spaces to divide | Ds into more than one part.
For example, use ACE-01 and ACE-11 instead of ACE-1 and ACE-11 or
ACEO01.
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If you use lettersin IDs, use either al uppercase or al lowercase letters so
that the IDs can be sorted correctly.

Use descriptive IDs. For example, WINOOL and WINQO2 are more
descriptive I Ds than 000001 and 000002. However, if you already use a
numbered system, you might want to stick with it.

If you want to sort items by a particular attribute—name or group—put the
attribute in the ID. For example, to organize vendors by name, put the first
characters of the name in the vendor ID.

To ensure that you can insert new items into a sequence, use a combination
of letters and numbers that leaves room in the sequence for later additions.
For example, setting up two consecutive |Ds of WINOO1 and WINOO5 leaves
room for three vendors in between.

Purchase Order User’s Manual 3-5






Setup Checklist and Functions

Follow the steps below to set up the Purchase Order system. Each step is
explained in this section.

Set up the options and interfaces.

Build the tables.

Build the POSHxxx (Ship-to Address) file.
Enter initial balances.

Set up access codes.

Set up a backup schedule.

o0 wdpE

Options and Interfaces

An application can be interfaced to work in conjunction with other applications.
Purchase Order can interface with General Ledger, Inventory, Job Cost, and Bank
Reconciliation.

General Ledger

When Purchase Order interfaces with General Ledger, posting in Purchase Order
makes entriesin the GLIRxxx (Journal) file for transactions that affect the ledger
(such as sales tax, freight, miscellaneous expenses).

Inventory

When Purchase Order interfaces with Inventory, purchase order transactions
update the quantities and costs in the INVExxx (Items) file.

Job Cost

When Purchase Order interfaces with Job Cost, posting in Purchase Order
updates Job Cost-related information in the Job Cost job and phase records.
When you enter invoices, refer to the Job Cost Jobs and Phases List for vendor
IDs and contract numbers.
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Bank Reconciliation

When Purchase Order interfaces with Bank Reconciliation, you must specify the
ID of the bank account for the checks that are written. Summary disbursement
entries are created for each check in the BRTRxxx (Transactions) file in Bank

Reconciliation for the bank ID.

Options and Interfaces Screen

Select Options and Interfaces from the Resource Manager Company Setup
menu. The Options and Interfaces screen appears.

The name of the company you are working with appears. Specify whether the
Optionstableisshared or owned. (See the Resource Manager User’s Manual
for information about Options tables.) Then enter PO as the application ID. The
Purchase Order Options screen appears.

&, Purchase Drder Options =1o =]
Commands  Edit  Modes Other Scroll Commands  Help
K = ? & ok || &bandan |
Drescription Walue
k =|
Interface with Inventory? YES ﬂ
Interface with Job Cost? YES A
Interface with Bank Reconciliation? wES
Usge tranzaction batching? YES
System generated batch numbers? MO
Post tranzactions in detail or summary? Dretail
K.eep detail purchase history? YES
Auto-generate purchase order numbers? YES
Usze additional descriptions? YES
Copy additional descriptions from Inventory? YES
FK.eep additional description histary? MO
Allow printing of online checks? YES
K.eep summary purchaze histary? YES
Check. form type: FREFRIMTED ﬂ
Print online Purchage Orders? wES g
Usze accrual during post? MO g
Option (001 of 026 )
| Enter = Toﬁl Goto | Wirite | |
[ [Company H [19/25/2002 | Terminal TODO [CVR

3-8
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Press Enter to toggle between YES or NO to indicate whether or not you
want to interface Purchase Order with General Ledger, Inventory, Job Cost
and Bank Reconciliation.

The interface options work independently of each other; you can set
interfaces in any combination.

Press Enter to toggle between YES or NO to indicate whether you want to
use transaction batching to group orders and returns by user, by entry period,
or by any other method that applies to your operations.

Toggle between YES or NO to indicate whether you want the system to
assign numbers to new batches automatically. (You can select YES only
when you elect to use transaction batching.)

Toggle between Detail or Summary to indicate whether you want to post
transactions in detail or summary.

Toggle between YES or NO to indicate whether you want to keep history
information for each line item of each purchase. If you select NO, the
APHIxxx (Detail History) file is not used.

Toggle between YES or NO to indicate whether you want the system to
automatically generate purchase order numbers.

Toggle between YES or NO to indicate whether you want to be able to enter
1to 10 lines of additional descriptionsfor line items. If you select NO, the
PODExxx (Additional Descriptions) fileis not used.

Toggle between YES or NO to indicate whether you want additional
descriptions entered in Inventory to be copied to aline item during order
entry. You can select YES only if Purchase Order interfaces with Inventory
and you elected to use additional descriptions.

Toggle between YES or NO to indicate whether you want to keep additional
description history. If you select NO, the PODExxx file and the APRDxxx
(Recurring Additional Descriptions) file are not used.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Toggle between YES or NO to indicate whether you want to be able to print
online checks during order entry. If you select NO, the APCHxxx (Checks)
fileis not used.

Toggle between YES or NO to indicate whether you want to keep history
information for the totals of each purchase. If you select NO, the APHSxxx
(Summary History) fileis not used.

Toggle among PREPRINTED, BLANK STUB, or LASER to indicate whether
you want to print checks on preprinted stubs, blank stubs, or laser forms.

Toggle between YES or NO to indicate whether you want to be able to print
online purchase orders during order entry.

Toggle between YES or NO to indicate whether you want to accrue expenses
when you post. If you select YES, the system posts the received ordersto the
accrual accounts.

Toggle between YES or NO to indicate whether you want to print the
company name and address on plain paper purchase orders.

Toggle between YES or NO to indicate whether you want to enter requested
ship dates when you enter line items.

Toggle among Plain, Standard, 8 1/2 x 11, or Laser to select the type of
purchase order forms you want to use.

Toggle between YES or NO to indicate whether you want material
requisitions to be posted to inventory item accounts.

Toggle between YES or NO to indicate whether you want to keep check
history.

Toggle between YES or NO to indicate whether you want to print the
company ID on check stubs.
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Tables

21.

22.

23.

24,

Toggle between YES or NO to indicate whether you want to use the vendor
name for the description when you post transactions to the General Ledger
application.

Toggle between YES or NO to indicate whether you want the system to warn
you when a duplicate PO number is entered in order entry.

Toggle between YES or NO to indicate whether you want to be able to post
batches of transactions for which the Purchases Journal, Returns Journal,
and Receipts and Invoices Journal have not been printed.

When you are finished selecting options, press W to save your entries. Then
use the Exit (F7) command to return to the Options and I nterfaces screen.
Select another application whose options and interfaces you want to change,
or use the Exit (F7) command to return to the Resource Manager Company
Setup menu.

Tables storeinformation relating to the system, data, options, and default settings
for other applications.

Note I

Use tables only to enter and store data. Do not delete lines or rearrange the
account descriptions. The system looks for information by the position of the
linesin the table. For example, in the APGLxxx table the system treats the
account on thefirst line as the discount account and the account on the
second line as the cash account.

You must set up these tables before you build the Purchase Order datafiles:

APGLXXXX
APPDxxxX
DFXXXXXX

DMXXXXXX

Purchase Order User’s Manual 3-11



Setup Checklist and Functions Setup

3-12

. DISCxxxx
. D1099xxx
. F1099

. FORMXxxx

¢ MRGLxxxx
e QCXXXXXX
e QEXXXXXX
e QENTxxxx
e QMXXXXXX
e QMATXXXX
e QNXXXXXX
e QRXXXXXX
¢ QRETxxxx
e QXXXXXXX
e QZXXXXXX

Most of these tables were set up in the Accounts Payable system. You must set
them up again in Purchase Order because the two applications do not share this
information. Information in Purchase Order tablesis stored in the POTB file.
Information in Accounts Payable tablesis stored in the APTB file.

You can set up the APGLxxxx, DISCxxxx, D1099xxx, and MRGLxxxx tables for
individual companies and for all companiesthat are in the system. You can set up
one table for al the companies that are alike, and you can set up one table for
each company that is different.

Note I

You must enter OWN in the Option Table Type field in the Options and
Interfaces function to be able to set up company-specific tables.

For example, you can set up table APGL for companies that post purchase order
transactions to the same general ledger accounts; and you can set up table
APGLAO1 for company AO1, APGLBO1 for company B01, and so on if those
companies post purchase order transactions to different general ledger accounts.
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These tables are identified by a four-character or five-character prefix and a
three-character suffix. The prefix isthe table name—APGL for General Ledger
accounts, for example. For company-specific tables, the suffix is acompany ID.
Generic system-wide tables do not have suffixes. If you del ete a company-
specific table, that company uses the generic table. For example, if you delete
table APGLAO1, company AOL usesthe APGL table.

You must set up the F1099 table for all companiesin the system. Because all
companies share the table, you cannot assign a suffix to it.

The FORMxxx table tracks the last check number and is created when you enter
the online check or print checks.

You must set up one APPDxxxx table for each company in the system— for each
company, you must assign a corresponding suffix to the APPDxxxx table.

Each Defaults table (DFxxxxxx, DMxxxxxx) and each Quick-Entry table
(QCxxxxxx, QEXXXXXX, QENTXXXX, QMXXXXXX, QMATXXXX, QNXXXXXX,
QRxxxxxx, QRETxxxx, QXxxxxxx, and QZxxxxxx) is identified by atwo-
character prefix and afour-character suffix. The prefix isthe table name—DF for
Defaults, QR for Quick-Entry Returns, and so forth. The suffix isaterminal 1D or
acompany ID (system-wide tables do not have a suffix).

You can set up the Defaults and Quick-Entry tables for the following situations:

* Assign each tableto a particular terminal. For example, you can assign table
DFTO0O01 to terminal TOOL.

e Assigneachtableto al terminasin aparticular company. For example, you
can assign table DFA to all terminalsin company A.

e Set up each table as ageneral table for several companies to use. For
example, you can set up table DF for the companies that use the same
defaults.
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If you have three companies—AO01, BO1, and CO1—you might want the
terminalsin companies AO1 and BO1 to share table DF. You might want company
CO01 to have some of itsterminals use a set of defaults specific to each one, while
other terminals share values that are common among themselves but specific to
company CO1.

Companies A01 and BO1 can share table DF; no table hasthe label DFA or DFB.
Company C01 can have table DFC, to be used for the terminalsin company CO1
that do not need their own set of defaults. Each terminal in company CO1 that
needs its own set of defaults can have its own table; for example, terminal TO01
has table DFT001.

Note I

The system treats all terminals with the same ID the same way, so you may
want to make sure that each terminal ID is unique. For example, if you have
two T001 terminals, one in company AO1 and one in company C01, the
DFTO001 table applies to both terminal s regardless of the fact that they arein
different companies.

When you enter or edit transactions, the system first triesto find atable with a
terminal suffix specific to your terminal. If it cannot find one, it looks for atable
for the company in which you are working. If it cannot find one, it uses the
system-wide table. For example, if you are using quick entry to enter a purchase
for company A01 on terminal TOO1, the system first looks for QRTOO01. If it
cannot find table QRTO001, it looks for QRA. If it cannot find table QRA, it uses
the system-wide table QR.

If the system cannot find any applicable table (perhaps because the system-wide

table was accidentally deleted), an error message appears and you must rebuild
thetable.
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Ship-to Addresses

The Purchase Order system can keep track of the addresses to which you have
purchased items shipped. The POSHxxx file stores the addresses and the IDs you
assign to them. When you assign a ship-to ID to an order, the address of the
destination appears automatically.

You can print the shipping addresses on mailing labels or on standard paper.

The following strategies might help you establish and assign IDs to your
shipping addresses:

- BasethelDsonthefirst letters of the location name for easy reference.

«  Usethe Accounts Receivable customer ID as the shipping address of adrop-
ship customer so that you can send the vendor’s product directly to the
customer.

« Establish a convention that matches the first |etters of an ID with types of
addresses. For example, you might start your own location IDs with L and
customer IDswith C.

e Ifyou have only afew addresses, use fewer than six charactersfor IDs. This
practice leaves room for future expansion.

For more information about entering ship-to address records, refer to the Ship-to
Addresses function.

Initial Balances

After you have set up the tables and shipping addresses, build the POOHxxx and
POORxxx (Open Order) filesto set up initial vendor balances and payables
history. If you are keeping detail and summary history, you must also build the
APHIxxx and APHSxxx (Detail and Summary History) files.
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Follow these instructions only if you are adding Purchase Order immediately
after adding or converting Accounts Payable. If you are adding Purchase Order to
and existing Accounts Payabl e system, you do not need to set up the vendor,
history, or open invoicefiles. In this case, smply enter any orders that you have
not yet received, and begin normal processing.

You can use the summary method or the detail method to set up theinitial vendor
bal ances and open invoices.

Summary Method

The summary method is quicker than the detail method, but it does not provide
complete purchasing history. First enter a summary amount in each vendor
record for the period-to-date, quarter-to-date and year-to-date and last-year
purchases and payment history. Then enter outstanding transactions.

The summary method consists of these steps:

1. Enter purchase and payment history information for each vendor in the
Vendors function (see the Accounts Payable User’s Manual).

2. Usethe Enter Orders function (see on page 5-3) to enter outstanding
purchase orders. Use the Enter Goods Received/Invoiced Orders option
for unpaid invoiced orders. (If you made payments against invoices, enter
them in the Prepayment field.) Use the Enter Goods Received Orders
option for ordersfor which you have received goods but no invoices. Usethe
Enter New Orders option for orders whose goods or invoices you have not
yet received.

3. Usethe Enter Returns function (see on page 5-45) to enter outstanding
miscellaneous debits and returns for which you have not fully received credit
from the vendor. Use the Goods Returned and Debited option to enter
returns for which you have received partial credit. Use the Goods Returned
option for returns whose credit you have not received yet.

4. Back up the accounting data files (see the Resource Manager User’s
Manual).
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5. Post the transactions to update the vendor records and to build the APINxxx

(Open Invaice) file.

Produce the Open Invoice Report and check it to make sure that all the
invoices are included. Produce the Vendor Analysis Report and check it to
make sure that the amount due each vendor matches your records. (See the
Accounts Payable User’'s Manual for these functions.)

7. Post the requisitions (see the Accounts Payable User’s Manual).

Detail Method
The detail method provides compl ete purchasing history, but it is more time-
consuming than the summary method. You must leave the amount fieldsin the
vendor records blank and enter and post all transactions from the beginning of
the year.

The detail method consists of these steps:

1. Leavethe history fields (except last-year’s values) in the vendor records

blank.

Usethe Enter Orders function (page 5-3) to enter the purchase ordersfor the
first general ledger period. Usethe Enter Goods Received/Invoiced Orders
option for invoiced orders. Use the Enter Goods Received Orders option
for orders for which you have received goods but no invoices. Use the Enter
New Orders option for orders whose goods or invoices you have not yet
received.

Use the Enter Returns function (page 5-45) to enter miscellaneous debits
and returns for the first general ledger period. Use the Goods Returned and
Debited option for fully and partially credited returns. Use the Goods
Returned option for uncredited returns.

Back up the accounting data files (see the Resource Manager User’s
Manual).

Purchase Order User’s Manual 3-17



Setup Checklist and Functions Setup

5. Post the transactions to update the vendor records and to build the APINxxx
(Open Invaice) file.

6. Produce the Open Invoice Report and make sure that al the invoices are
included. Produce the Vendor Analysis Report and make sure that the
amount due each vendor matches your records. (See the Accounts Payable
User’'s Manual for these functions.)

7. Enter material requisitions and returned requisitionsfor thefirst period in the
Enter Material Requisitions function (see the Accounts Payable User’s
Manual).

8. Post the requisitions (see the Accounts Payable User’s Manual).

9. Repeat steps 2-8 until you reach the current date.

Access Codes

3-18

To safeguard your system, prevent access by unauthorized people. Use the
Resource Manager Access Codes function to set up access codes on your
system. You can set up access codes for the Purchase Order system itself, for
menus in the system, and for individual functions. To control users accessto
menus and functions, you can set up an access code for each user or group of
users that performs the same functions.

A Code for Each Company

Access codes are company-specific. When you set up an access code for a user,
the code is assigned to the company you are using.

Because the codes are company-specific, you must set up acode for each
company auser needs to access. You can use the same code for each company so
that the user does not need to remember different codes. For example, you can set
up the access code CHARM for companies A01, BO1, and CO1 so that auser can
use the same code for each company.
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What Should Be Protected

Because of the sensitive nature of some of the information in the Purchase Order
data files and reports, you should limit access to the functions that provide
confidential information or are sensitive to change. For maximum security,
protect the Purchase Order application itself, each of the Purchase Order menus,
and the individual functions.

After you have set up your access codes, print alist of the codes and storeitin a
safe place.

For more information about access codes, see the Resource Manager User’s
Manual.

Backup Schedule
Plan a backup schedule before you begin day-to-day operations.

You can lose files because of disk drive problems, power surges and outages, and
other unforeseen circumstances. Protect yourself against such an expensive crisis
by planning and sticking to a backup schedule.

Backing up Data Files

Back up your Purchase Order data files whenever they change—every day or
every week—and before you run these functions:

Post Transactions

Post Material Requisitions
Post Payments

Periodic Maintenance
Purge Selected Files
Purge Vendor Comments

Use the Backup function on the Resource Manager Data File Maintenance
menu to back up files.
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Note I

You must back up all thefilesin the data path for a particular list of
companies at once to ensure that you have up-to-date copies of the system
files. Do not try to use operating system commands to back up only afew
files that have been changed; if you do, your system may not work after you
restore them. The Backup function backs up all the datafilesfor a specified
company in adata path at one time.

Backing up Programs
Once a month or so, back up your programs. Even though these files do not

change, backup media can be damaged or deteriorate, so it paysto have afresh
copy in storage in case you need it.

Media

Keep more than one set of backupsin case one set is bad or damaged. Rotate the
sets of backup media, keeping one set off-site.
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Introduction

Purchase Order shares some Accounts Payable menus with some of its own
functions: Information Inquiry, Daily Work, File Maintenance, and Master File
Lists. Refer to the Accounts Payable User’s Manual for questions on these
shared menus, or for questions on functions not covered in this manual.

Purchase Order User’s Manual



Purchase Orders

Use the Purchase Orders function to view transactions in the POOHxxx and
POORxxx (Open Order) files.

Purchase Orders Screen

Select Purchase Orders from the Information Inquiry menu. This screen

appears.
i, Purchase Orders ] 5
Commands Edif  Modes Other  Scroll Commands  Help
2Rz |nE @a| 2@ Ok || Bbander |
Batch D [000001 E Yendor Iﬂ Irwaice Mo
POMa | E Loc 1D [l ReceiptNa
PO date £ FieqDate £ Statuz Al -
Ship Yia
FO Ma FO Date Wendor Loc 1D FieqDate Statuz Ship Yia

00000032 12/21/2000 | PLAOOT MHO0O New
00000033 12/21/2000 | BOROOT MDooom New
00000034 12/21/2000 | ELLOO MHO0O Goods Revd
00000035 12/21/2000 | MILOO CADOOT Irevc Rovd
00000036 12/21/2000 | ACEDDT MHO0O ReturnD
00000037 12/21/2000 | CLEOOT MHO0O ReturnD
00000033 12/21/2000 | JOHOO MHO0O ReturnD

|2 |be |21

|04 |44 | ¢

Goto

Enter = line items

Mew zearch

Sort

| Wiew header detail |

|Company H [09/25/2002 | Terminal TOOD [OvR

Field

Batch ID
PO No
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Enter the number of the purchase order you want to
view. You can use wildcards (* or ?).



Purchase Orders

Information Inquiry

Field

PO Date
Ship Via
Vendor
Loc ID

Req Date
Invoice No
Receipt No

Status

Commands

Description

Enter the purchase order date, or press Enter to skip
thisfield.

Enter the shipping method. You can use wildcards (*
or ?).

Enter the vendor ID from whom you are ordering
goods, or press Enter to skip thisfield.

Enter the ID of the location for which you are
purchasing the items, or press Enter to skip thisfield.
The Inquiry (F2) command is available if Purchase
Order interfaces with Inventory.

Enter the requested ship date for the order, or press
Enter to skip thisfield.

Enter the invoice number for the goods you ordered.
You can use wildcards (* or ?).

Enter the receipt number for the goods you ordered.
You can use wildcards (* or ?).

The system tracks orders in terms of the following
statuses, which indicate where an order isin the work
cycle: New, Printed, Goods Rcvd, Invc Revd
(invoice received), Returned, Returned DM (debit
memo), and Cancelled. Select a statusto view
purchase orders with that status. Select All to view all
purchase orders regardless of status.

Use these commands to work with the information in the scroll region:

e Press G to goto aspecific lineitem, then enter the line number. This
command is available only when there is more than one screen of items.

Purchase Order User’s Manual
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* PressEnter to view line items for the selected order. The Line Items screen
appears.

e PressN to search for anew purchase order.

e PressS to sort the ordersin a different way—by purchase order number,
purchase order date, vendor ID, location ID, requested date, order status, or
ship via. Then select the sort option you want to use.

*  PressV to view header information for a selected lineitem.

Line Items

The Line Items screen appears when you press Enter on the Purchase Orders
screen to view line item detail for a selected order.

& Purchase Order Inquiry - Line Items =1o =]
Commands Edif  Modes Other  Scroll Commands  Help
2Xiz| 2@ AR ?€ 0K | Abandon |
Wendor [ ELLOO1 ELLIS ELECTRICAL SUPPLY Batch  DODODOO1 Order Mo DODDODD34
Ship-ta 1D LocID  MMOOD1 Statuz Goods
Item 1D Quantities itz Unit Cost
Drescription Ord/Revdlny Status Extended Cost
Last Invaice
=
20 2
00 -
150 2.0000| PKG 907.5300
Flurmbing Package 3.0000) OPEM 1815.06
.0a0a .00
150 1.0000 | PEG 907.5300 =
Flurmbing Package 1.0000]| OFEM 907 .53 §
.0a0a 00 =]
Entry [ 001 of 008 )
— Order Tatals [Mema]
Subtotal Sales Tax Freight/tisc Dizc/Prepaid Total
9690.90 581.44 .00 .00 10272.34
.00 .00
Goto Header Totals Wiew Beceipt detail |  [nvoice detail | |
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Use these commands to work with the line items:

e Press G to godirectly to a particular line item, then enter the line number.
Thiscommand is available only when there is more than one screen of items.

e PressH to return to the Purchase Orders screen.
e PressT to view order totals for the line. The Order Totals screen appears.

* PressV to view detailed information about the selected line. The View Detail
screen appears.

e PressR to view receipt detail. The Receipt Detail screen appears.
e Pressitoview invoice detail. The Invoice Detail screen appears.

Order Totals

The Order Totals screen appears when you press T on the Line Items screen and
lists order subtotals, charges, payments, and current and posted invoice amounts.

/& Order Totals (Memo) =10
Commands Edf  Modes Other Help
2Rz BE @Al 2@ ok | Abandon |
Order  Class Cur Ireed Posted Inwd Wariahce

Sub Total 9690.90 .00 .00 969090
Freight .00 .00 .00 .00
Misc .00 .00 .00 .00
Sales Tax 581.44 .00 .00 581.44
Total 10272.34 .00 .00 1027234
Frepay mili} mili} .00 0o
Check No

Discount 0o 0o .00 oo
et 10272.34 .00 .00 10272.34
Fayment 1 mili]

Due Date 1

Payment 2 oo

Due Date 2

Payment 3 mili}

Due Date 3

Press any key... Wiew sales tax breakdown

Purchase Order User’s Manual



Information Inquiry Purchase Orders

Press V to view sales tax information for the order. The Sales Tax Information
Screen appears.

_-3 Sales Tax Information {(memo) o ] 4
Commands Edt Modes Other Help
PXrz|E | @ 2@ 0K | Abandan |
TaxLoc
CA 581.44 .00 .00 581.44
Tax Adjust mili} Tax Loz Class
Sales Tax 581.44 .00 .00 581.44
Fress any key__.

Press Enter to return to the Order Totals screen, then press Enter again to return
to the Line Items screen.

Receipt Detail

The Receipt Detail screen appears when you press R on the Line Items screen
and lists receipt information about ordered items.

/& Purchase Drder Inquiry - Receipt Detail ] 5

Commands  Edit  Modes Other Scroll Commands  Help

%XE§| |ﬂ@ ?@ 0] IAbandonI

Item |0 100 Electrical Package Units  PKG

Batch 000001 PO Mo  0DDDDDO34 Line Status  OPEM Loc ID MNOOD1
} =
2
2
[
3
E

Entry [ 001 of 001 )

Goto Header Line item | serialgetaill |
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Use these commands to work with receipt detail items:

e Press G to godirectly to a particular line item, then enter the line number.
This command is available only when there is more than on screen of items.

*  PressH to return to the Purchase Orders screen.

¢ PressL to return to the Line ltems screen.

* PressD toview seriad/lot detail. If you entered alotted item, the command is
labeled Lot Detail, if you entered a serial item, the command is labeled
Serial Detail.

Invoice Detalil

The Invoice Detail screen appears when you press | on the Line Items screen and
lists invoice information about ordered items.

& Purchase Order Inquiry - Invoice Detail

Commands  Edit  Modes Other Scroll Commands  Help

=101 x|

@EE|?e

ok || &bandan |

2 X e |
Item |0 400
Batch 000001

Interior Materials

POMNo  DDODDO3S

Line Statuz  OPEMN

Units  PKG
Loc 1D CADODT

Invoice

Date

Per Status

Quantity

LUnit Cost Extended Amt

bl

> b

ICIEEEN

Entry [ 001 of 001 )

Goto

Header

Line item

Totals | zerial Detail | |
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Use these commands to work with receipt detail items:

e Press G togodirectly to a particular line item, then enter the line number.
This command is available only when there is more than on screen of items.

e PressH to return to the Purchase Orders screen.

e PressL toreturn to the Line Items screen.

e PressT toview invoice totals. The Order Totals screen appears (page 4-6).

* PressD toview serid/lot detail. If you entered alotted item, the command is

labeled Lot Detail, if you entered a serial item, the command is labeled
Serial Detail.
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Daily Work

5-2

Introduction

Use the Daily Work functions to record orders you received from a vendor.

If you ordered goods from a vendor that is not associated with arecurring order,
use the Enter Orders function. If the vendor is associated with arecurring order,
use the Copy Recurring Orders function. The information about recurring
ordersis copied to the POORxxx and POOHxxx (Open Order) files.

If you enter an order by mistake, you can use the Enter Returns function to
cancel it. When you have the orders that you want, you can produce the Open
Order Report and the Purchases and Returns Journalsto verify the information
you entered.

When you have verified that everything is correct, use the Post Transactions
function to send the information to the appropriate files.

Purchase Order shares some Accounts Payable menus with some of its own
functions: Information Inquiry, Daily Work, File Maintenance, and Master File
Lists. Refer to the Accounts Payable User’s Manual for questions on these
shared menus, or for questions on functions not covered in this manual.
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Use the Enter Orders function to:
« enter new orders for which you have not yet received goods.
« enter new orders for which you have received goods but not invoices.

« enter new orders for which you have received goods and invoices.

Note I

You can enter orders for inventory items (taking serialized or lotted items
into account as necessary) and noninventory items. However, Purchase
Order must interface with Inventory before you can enter orders for lotted,
serialized, or lotted/serialized items.

* edit and cancel orders.

e enter thereceipt of goods when part or all of an order arrives before an
invoice.

e apply aninvoice when it arrives after the ordered goods.

e enter thereceipt of goods and invoicesthat arrive at the sametime (including
serialized and lotted items).
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Note I

If Purchase Order interfaces with General Ledger and last—year files exist,
you must select the year you are entering transactions for when you enter
transactions into an empty file. All the transactions you enter afterward
default to the year you selected until you post.

You can enter the ordered goods when you enter the order, or you can enter the
order first and enter the fact that you received the goods | ater. You can enter all
the goods at once or enter some goods at one time and other goods at another.

If you purchase items from your own company for internal use or for jobs, use
the Enter Material Requisitions function to enter these orders.

You can assign an invoice to the order (enter the amount due) when you enter the
order, or enter the order first and assign the invoice later. You can assign the
entire cost to the order at once or some of the cost at one time and another part of
the cost at another.

The status assigned to each order and each line item alerts you (and the system)
where the order and each lineitem fall in the Purchase Order work cycle. An
order can have one of four statuses: New, Goods Received, Invoice Received,
and Printed. A lineitem can have one of three statuses: Open (unposted),
Cancelled, or Completed (posted).

Use the Edit Orders option to change order information without updating the
order status (for example, to add or delete line items or correct order quantity
mistakes you discover after you have entered the order) and to cancel orders.
You can cancel an order in these ways:

« Usethe Edit Orders option to delete the order from the system. When you

post orders, the deleted order is erased from the POOHxxx and POORxxx
files.
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e If youwant an audit trail that is more detailed than the Open Order Report
and the order you want to cancel has been posted, enter areturn to back out
the order (see “ Enter Returns’ on page 5-45). To cancel an order that has not
been posted, enter areturn for the order with Invoice Received status so that
itis posted at the same time as the return.

You can assign Cancel status only to orders with New or Printed status.

You can cancel alineitem only if the quantity received is zero and you have not
applied aninvoice against it. To cancel alineitem, change the status of thelineto
Cancelled when thelineitem is on the screen.

Note I

Cancel an order only when you know that you will not receive goods. A
cancelled order istreated like an order that never existed. If you cancel an
order and then claim credit by returning goods that (according to the
system’s records) were never purchased, you distort values throughout your
Inventory and Purchase Order systems.
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Transaction Type Selection Screen
Select Enter Orders from the Daily Work menu. A selection screen appears.

&, Transaction Type i ] 5
Commands Edit Modes Other Help

2xrtE B @D 28 ok | |

& Enter Mew Orders

" Enter Goods Received Orders

" Enter Goods Received/Invoiced Orders
" Edit Orders

" Receive Goods

= Apply Invoices

" Receive Goods and Invaices

Select the type of action you want to perform:

e If you select Enter New Order, you can enter items ordered in the line item
entry screen that appears after you enter the header information and memo
totals for reference.

e Ifyouselect Enter Goods Received Orders, you can do the above and enter
receipt information for goods received.

e Ifyouselect Enter Goods Received/Invoiced Orders, you can do the above
and enter invoicetotals. The system usesthe invoicetotalsto calculate costs.

e Select Edit Orders to make changes to orders on file. Depending on what
changes you made to the order you are editing, you might be able to receive
goods, apply invoices, both, or neither.

*  Select Receive Goods, Apply Invoices, and Receive Goods and Invoices
for ordersthat have been entered. If you receive goods for an order, the
status of the order changes to Goods Received and the memo totals screen
appears. If you apply an invoices to an order, the status of the order changes
to Invoice Received and the invoice totals screen appears.
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Entering and Editing Orders

When you enter a new order, the status of the line is Open. When you edit an
order, you can change the line item status to Cancelled or Completed. You can
change the status of alineitem to Completed in two ways:

e Manually change the status. The quantities received and invoiced must be
equal.

«  Post the order. The system changes the status of each line item whose
quantities received and invoiced are equal and whose quantities received and
invoiced are equal to or greater than the quantity ordered to Completed.

An order may be complete even though the vendor has invoiced you for more
items than you received. In this situation, you can do one of these things:

e |f you do not want to assign a cost to the extraitems, enter an invoice for the
extra quantity, and enter 0 asthe unit cost. If Purchase Order interfaces with
Inventory, an Inventory bucket is created for the item with a unit cost of 0.

e If youwant to assign a cost to the extra items, enter the invoice number you
want to edit. Then change the quantity to match the number of invoiced
items.

When the status of each lineitemin an order is Completed, the order isremoved
from the system when you post.

You can cancel alineitem only if the quantity received is zero and you have not
applied an invoiceto thelineitem.

Before you edit or cancel orders or line items, print the Purchases Journal (see
page 6-13) and the Returns Journal (see page 6-15) so that you have the correct
order numbers.

After you edit or cancel orders, produce the Open Order Report (see page 6-9),
the Purchases Journal (see page 6-13), and the Returns Journal (see page 6-15) to
make an audit trail. This step is especially important if you cancelled some
orders.
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Entering Header Information

When you select an option from the sel ection screen, the Header Information
screen appears.

_.3 Header Information : o ] 4

Commands Edit Modes Other Information Help

PXiz | e @@ 2@ 0K | Abandon |
Batch ID 000001 § Diate |09H28H2002 Statug Inv Rcwd
Purchasa Order Mo 00000041 a
Location |D MMOO0 a MINNEAPOLIS WAREHOUSE
Yendor 1D ACEON Iﬂ Ship-to ID: [ili}] a
ACE PLUMBING SUPPLY COMPANY Eill Folz
6763 GOLDEW GATE DRMVE 1124 Hennepin Ave
Suite 105
Minneapoliz, kM

SENFRENCSCO |2 ol ay[s5e5a55aE [55420
Tems Code APO003 4] Twpe Reg FOB I

Tems Desc 1/10.n/30

Temns &% 1.0 Dayz 10 HMetDay: 30 Ship Yia FedEx
Tax Graup ICA 4 Ordered By John
Mates Feceived By  |Sandra

|
| Requested Ship Date |1 0/071/2002

Field Description

Batch ID Enter the batch I1D. Use the batch ID to group orders
by purchasing agent, by time entered, or in any other

way that fits your operations.

You can print and post batches of purchase orders
while others are working with different batches at the
same time.

If you have entered previous orders, the batch ID you
entered previously appears to speed data entry.

Purchase Order No  If you are entering an order for the first time and you
elected in the Resource Manager Options and

Interfaces function to have the system generate
purchase order numbers for you, the number appears
and you cannot change it.
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Field

Date

Status

Loc 1D

Vendor ID

Purchase Order User’s Manual

Description

If you did not elect the option, or if you are working
with an existing purchase order, enter the purchase
order number you want to view or edit.

To delete the entire order, use the Delete (F3)
command.

If you are entering thefirst order in agroup, the system
date appears; otherwise, the date you assigned to the
last order appears. Accept the current date, or enter a
different date.

The status that appears depends on which option you
selected on the selection screen. You cannot change
this status.

If you entered a default location I|D when you set up
the company, that ID appears. If you change the ID of
the location for which you are purchasing the items,
the description of the location appears for verification.

If you did not enter adefault location 1D, enter the ID
of the location for which you are purchasing the items.
The Inquiry (F2) command is available if Purchase
Order interfaces with Inventory.

If Purchase Order does not interface with Inventory,
you can skip thisfield.

Enter the ID of the vendor from whom you are
ordering goods. Use the Maintenance (F6) command
to open the Vendors function to edit or enter vendor
information. You can change a vendor ID only for
orders with new status. After you enter the ID, the
vendor’s name and address appear.
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Field

Terms Code
Maint I

Tax Group

Notes

Ship-to 1D
Maint I

5-10

Description

To enter avendor you plan to deal with only once,
enter TEMP and then the vendor’s name and address.
The system assigns each temporary vendor an ID that
consists of a“+” sign and afive-digit number. ThisID
printsin the Purchases Journal. Temporary vendors
that have balances of zero are removed from the
APVExxx (Vendor) file when you do periodic
maintenance.

Enter the terms code. If you use the Maintenance (F6)
command, the Terms Codes function opens where
you can enter or edit terms code information. See the
Accounts Payable User’s Manual for information
about this function. After you enter the terms code, the
description and the percent for the payment terms of
the transaction appear.

Enter the vendor’stax group. Use the Maintenance
(F6) command to open the Tax Groups function to
enter or edit tax group information. See the Resource
Manager User’s Manual for information about this
function.

Enter up to two lines of notes to associate with the
order. The notes print on the purchase order form.

Enter the ID of the address to which you want the
order delivered. Use the Maintenance (F6) command
to open the Ship-to Addresses function to enter or
edit shipping addresses. If the shipping addressis on
file, the name and address appear after you enter the
ship-to ID. If the shipping addressis not on file, enter
the name and address.
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Field

FOB

Ship Via

Ordered By

Received By

Requested Ship Date

Description

Enter the free-on-board terms, or press Enter to skip
thisfield. Thisterm usually indicates who pays for the
shipment of the goods or the insurance on the
shipment. Common entries are destination (the
vendor pays) and shipping point or origin (you pay).
Another common entry is the name of a city, meaning
that the vendor pays to move the goods to that city and
you pay to move it beyond that point.

If you entered a ship-to ID that is on file, the shipping
method appears. Accept it or enter adifferent shipping
method.

If you entered a ship-to ID that is not on file or if you
did not enter an ID, enter the shipping method, or press
Enter to skip thisfield.

Enter aname or description identifying the person who
placed the order.

If the goods have been received, enter a name or
description identifying the person who received them.

Enter the date you want the vendor to ship the order.
Thisdate is used in the Open Order Report to forecast
receipts.

If you add, edit, or cancel an order or aline item, pay attention to the transaction
totals. The system putsthe entire payment balance in the Payment 1 field when a
quantity, a cost, or an amount is changed. If the calculated discount is different

from the cash discount, a screen appears where you can elect to automatically use

the calculated amount.

When you save the header information, the Append Line screen appearsif noline
items are associated with the order (see “Entering or Editing Line Items’ on
page 5-12 for more information). If the order has line items, the Orders screen
appears (see “ Transactions Screen” on page 5-32 for more information).

Purchase Order User’s Manual
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Entering or Editing Line Items

Theline item entry screen appears if you selected the Enter New Orders, Enter
Goods Received Orders, Enter Goods Received/Invoiced Orders, or Edit
Orders option on the selection screen, or when you press Enter or A on the
Orders or the Receive Goods and Invoices screens.

&, Append Line

Commands Edit Modes Other Information Inventory Lookups  Help

=101 x|

EXS-IEY N 1=

0K | Abandon |

Line Status |0pen vl

Itern |D 200300

Description |Air Conditioner

Entry 001
Tax Class IUU Iﬂ Job/Phaze 1D |ﬂ| 3l
Cost Code —ﬂ
GLAccount  [104000 Y

GL Desc

Ordered |
Tatal Recd
Bal Due

Current
Posted

Irvoice Qiy Unit Cost Ext Cost
| 429.9500 | 42995
0000
1.0000
Irved Ext Cost
0000 .00
0000 .00

INVENTORY - RAW MATERIALS

If you are editing aline item, this screen is called the Edit Line screen. If you are
adding aline item, this screen is called the Append Line screen.

Field

Line Status

Description

When you add alineitem, the status of thelineisopen
and you cannot change it.

When you edit or cancel aline item, you can change
the status of the lineto open, completed, or
cancelled. Open status means that the line item was
ordered but not received. Completed status meansthat
the line item was ordered and received. Cancelled
status means that the order was cancelled (as though
no order had been entered).
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Field

item D

Desc

Additional
Descriptions

GL Desc

Purchase Order User’s Manual

Description

If Purchase Order interfaces with Inventory and you
are ordering an inventory item, enter the item number,
or press Enter to skip thisfield. If you use the
Maintenance (F6) command, the Items function
opens where you can enter or edit item numbers. (See
the Inventory User’s Manual for more information.)

If Purchase Order does not interface with Inventory,
enter the item number, or press Enter to skip thisfield.

If Purchase Order interfaces with Inventory and you
entered an item I D, the description of theitem appears.
Accept it, or enter a different description.

If Purchase Order does not interface with Inventory or
if you did not enter an item ID, enter a description.

If you elected to use additional descriptionsin the
Resource Manager Options and Interfaces function,
you can enter up to 10 lines of information. If you also
elected to use Inventory additional descriptions, the
item’s additional descriptions (if any) appear from
Inventory.

If you elected to post summary information to General
L edger in the Resource Manager Options and
Interfaces function, thisfield is skipped.

If you elected to post detailed information to General
Ledger in the Resource Manager Options and
Interfaces function, enter a description to identify the
order, or press Enter to skip thisfield.

If you elected to use the vendor name as the GL
description in the Resource Manager Options and
Interfaces function, the vendor name appears. Press
Enter to use the name, or enter a different description.
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Inquiry
Maint

Inquiry
Maint

|

Maint

:

5-14

Field

Requested Ship Date

Tax Class

Job/Phase ID

Cost Code

Description

If Purchase Order interfaces with General Ledger, the
description you enter appearsin the Description
column of the GLIRxxx (Journal) file when you post
the order. If you do not enter a description, the invoice
number and item description appear in the Description
column of the GLIRxxx file when you post.

Thisfield appears only if you elected to use requested
ship dates on line items in the Resource Manager
Options and Interfaces function. Enter the requested
ship date for the order.

Enter the tax class for the lineitem. If you use the
Maintenance (F6) command, the Tax Classes
function opens. See the Resource Manager User’s
Manual for information about this function.

You cannot change this field if an invoice has been
applied against the line.

Enter the ID of the job and phase affected by the order,
or press Enter to skip these two fields. The Inquiry
(F2) and Maintenance (F6) commands are availableif
Purchase Order interfaces with Job Cost.

You cannot change these fields if goods have been
received against the line.

If Purchase Order interfaces with Job Cost and you
enter values in these fields, the system treats the
ordered item as related to a job, and does not update
the quantity on hand in Inventory.

If you entered ajob ID and Purchase Order interfaces
with Job Cost, select a cost code to assign to the item.
The Inquiry (F2) and Maintenance (F6) commands
are available.
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Field

GL Account
Maint I

Ordered Goods Qty

Purchase Order User’s Manual

Description

If you entered ajob ID and Purchase Order does not
interface with Job Cost, enter a cost code or press
Enter to skip thisfield.

If Purchase Order interfaces with Job Cost and you
entered ajob ID, the WIP account from the DFxxxxxx
table appears. If Purchase Order does not interface
with Job Cost or if you did not enter ajob ID, the
account number is selected in this order:

1. If youassigned an account number inthevendor’s
record, that number appears.

2. If Purchase Order interfaces with Inventory and
you entered anitem 1D, the inventory account from
the item location appears.

3. If Purchase Order does not interface with Inventory
or if thelineis for a noninventory item and no
account number isentered in the vendor record, the
inventory account from the DFxxxxxx table

appears.

Accept the current account number, or enter adifferent
account number. The Inquiry (F2) and Maintenance
(F6) commands are available if Purchase Order
interfaces with General Ledger.

Enter the number of unitsyou are ordering. If Purchase
Order interfaces with Inventory and you entered an
item ID, the quantity on order in the item record is
increased by the quantity you enter here (unless you
entered ajob ID).

If the vendor is set up for the item, Purchase Order
uses the last ordered quantity as the default.
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Field

Units

Unit Cost

Description

If Purchase Order interfaces with Inventory and you
entered an item ID, accept the current base unit of
measure, or enter an alternate unit of measure. The
Inquiry (F2) and Maintenance (F6) commands are
available if Purchase Order interfaces with Inventory.

If Purchase Order does not interface with Inventory or
if you are purchasing a noninventory item, EA appears.
Accept it, or enter the unit of measure by which you
order theitem; for example, you might enter DZ if you
measure the item by the dozen.

If Purchase Order interfaces with Inventory, messages
that help you make purchasing decisions appear at the
bottom of the screen when you enter the ordered
quantity and units. For example, a message might tell
you the quantity you usually order for the item, the
quantity on order, and the quantity available for resae.
If the order will overstock theitem or if you are not
ordering enough to replenish stock, a message states
that you are above a maximum or below a minimum.

After you have read the message, press Enter. Then
change the ordered quantity or units, if necessary.

If the vendor is set up for the item, Purchase Order
uses the unit of measure you ordered as the default.

If Purchase Order interfaces with Inventory and you
entered an item ID, the last unit cost you paid for the
item appears, regardless of your choice of inventory
costing methods. Accept that unit cost, or enter a
different unit cost.

If Purchase Order does not interface with Inventory or
if you did not enter an item ID, enter the unit cost of
theitem.
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Field

Ext Cost

Description

If the vendor is set up for theitem in Inventory,
Purchase Order uses the last purchase cost for that
vendor as the default.

Accept the current extended cost (the quantity times
the unit cost), or enter a different extended cost. If you
change the extended cost, the unit cost is updated
accordingly.

These fields are updated and appear when you enter receipts and invoices:

Field

Total Rcvd Goods/
Invoice Qty

Bal Due Goods/
Invoice Qty

Current Goods/
Invoice Qty

Current Invd Ext
Cost

Posted Goods/
Invoice Qty

Posted Invd Ext
Cost

Purchase Order User’s Manual

Description

Thetotal quantity (posted and unposted) of goods you
received and applied invoices for appears.

The quantity yet to bereceived (Ordered Goods Qty
minus Total Rcvd Goods Qty) and invoiced
(Ordered Goods Qty minus Total Rcvd Invoice Qty)

appears.

The unposted quantity of goods you received and
invoiced appears.

The extended cost of the unposted invoices appears.
Thisvalueisthe unit costs of the goods for which you
applied invoices multiplied by the quantity.

The posted quantity of goods you received and
invoiced appears.

The extended cost of the posted invoices appears.
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If Purchase Order interfaces with Inventory and you ordered alotted item ID, this
prompt appears after you save the line item: Do you wish to order lots? If you
select Yes (or enter Y in text mode), the Lot Entry screen appears (see “Lot Entry
Screen” below for more information).

Use the Proceed (OK) command to save the information, then enter another line
item or use the Exit (F7) command to exit from the line item entry screen.

When you exit, the Transactions screen (page 5-32) appearsif you selected Enter
New Orders on the selection screen. The Receive Goods screen appears if you
selected Enter Goods Received Orders or Enter Goods Received/Invoiced
Orders on the selection screen. See “Receiving Goods’ on page 5-20 for more
information.

If you selected the Receive Goods, Apply Invoices, or Receive Goods and
Invoices option, the processis dightly different since the system assumes you
have already entered the line items. See “ Receiving Goods and Applying
Invoices’” on page 5-41 for more information.

Lot Entry Screen

If you selected Yes (or entered Y in text mode) at the Do you wish to order lots?
prompt, the Lot Entry screen appears.

& Lot Entry : i ] 5
Commands  Edit  Modes Other Scroll Commands  Help
2Xiz 2@ an| ? e 0f | Abandan |
Itemn 1D 811003 Paint - Ivory - Flat
Lec ID MNOO01 MINNEAPOLIS WAREHOUSE
Unitz GAL Requested Oty 10.0000
Lat Number Ordered Quartity Fulfilled Gty Ext Cost g
2
4
El
3
E]
Lot Mumber [ 000001 of 000001 ] 139.80

Enter = Edit Append | Goto Done
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Use these commands to work with the lot numbers on the screen:
*  PressEnter to edit the selected line.
*  Press A to add anew lot number.
The Append/Edit Lot Number screen appears when you edit or add a lot
number.
&, Append Lot Number =1o =]
Commands Edit Modes Other Help
2xiE e @@ ?e DK | Abandon |
Lot Mo 1101 B
Orig Gty 10,0000 Cost | 139800 Ext Cost 139.80
Fuilfill Gty .ooao
Backord Oty .ooao
Comment
Field Description
Lot No Enter the lot number for the item.
Orig Qty Enter or change the ordered quantity of the item.
Cost The cost of the item appears.
Ext Cost The extended cost of the item appears.
Fulfill Qty/Backord You cannot change these quantities on a new order.
Qty
Comment Enter additional information about the item.

* PressG togoto aspecific line. Thiscommand is available only when there
is more than one screen of items.

e PressD to exit from the Lot Entry screen.

Purchase Order User’s Manual
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If you selected the Enter Goods Received Orders option or the Enter Goods
Received/Invoiced Orders option on the selection screen, the Receive Goods
screen appears when you save the line item information or when you select the
Rcv goods or the Rcv gds and inv command on the Orders or the Receive
Goods and Invoices screen.

& Receive Goods (New ) o ] 5
Commands Edit Modes Other Information Help
2xiE DR @E 28 OK__|_bandon |
Feceipt Mo Drate Period Guantity Unit Cost Ext Cost
|R1138 [ [pazez002 [os | 1.0000 | 423.9500 | 429.95

The screen’stitle contains either (New) or (Edit), depending on the task you are
performing.

Field Description

Receipt No Enter the number of the receiving document, or press
Enter to skip thisfield.

Date Press Enter if you received the goods on the current

date, or enter adifferent date.

Period (1-13) Press Enter to post the receipt to the current period, or
enter a different period.

If thisis aserialized or |otted item, the Quantity, Unit
Cost, and Ext Cost fields are not available. Use the
Proceed (OK) command to save the data; then skip to
“Receiving Serialized Goods” on page 5-23 or
“Receiving Lotted/Serialized Goods’ on page 5-26, or
use the Exit (F7) command to return to the
Transactions screen to cancel the entire task (see
“Transactions Screen” on page 5-32 for more
information).
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Field Description

Quantity For the first receipt of aline item, the ordered quantity
appears. For receipts after that, the remaining quantity
on order appears. Press Enter if you received the
current quantity, or enter the quantity you received.

If Purchase Order interfaces with Inventory, the lineis
for an inventory item, and no job isinvolved, the
guantity you receive decreases the inventory quantity
on order and increases the quantity available. If the
inventory item is purchased for ajob, the quantity you
receive decreases the inventory quantity on order and
the quantity committed; the quantity available is not
affected.

Unit Cost The unit cost you entered for the item on the line item
entry screen appears. You can change the unit cost
only for the first receipt of goods for the line item.

If you do not know the unit cost of the received items,
enter the most accurate estimate possible so that a
large COGS adjustment in Inventory is not necessary.

Ext Cost The extended cost (the quantity times the unit cost)
appears. You can change the extended cost only for the
first receipt of goods for the lineitem. If you change
the extended cost, the unit cost is updated accordingly.

If you selected the Enter Goods Received Orders option on the selection
screen, the line item entry screen (page 5-12) appears after you save the
information. Enter the next lineitem, or exit to the Transactions screen (page
5-32).

If you selected the Enter Goods Received/Invoiced Orders option, the Apply
Invoice screen appears (page 5-22).
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The Apply Invoice screen appears if you selected the Enter Goods Received/
Invoiced Orders option on the selection screen, if you selected the Apply inv or
Rcv gds&inv command when it appears, or if you selected Apply Invoices from
the selection screen.

_.i_ Apply Invoice (New )} _I- _ID ll
Commands Edit Modes Other Information Help
2xiE DR @E 28 OK__|_bandon |
Invoice Ma Drate Period Guantity Unit Cost Ext Cost
Jla5731 [ [pazez002 [os | 1.0000 | 423.9500 | 429.95

The screen’stitle contains either (New) or (Edit), depending on the task you are
performing.

Field Description
Invoice No Enter the number of the vendor’s invoice.
Date The system uses the date of the vendor’sinvoice to

calculate when the payment is due. Accept the
currrent date, or enter a different date.

If thisisaserialized or lotted item, the Quantity, Unit
Cost, and Ext Cost fields are not available. Use the
Proceed (OK) command to save the data; then skip to
“Receiving Serialized Goods” on page 5-23 or
“Receiving Lotted/Serialized Goods” on page 5-26,
or use the Exit (F7) command to return to the
Transactions screen (page 5-32) to cancel the entire
task.

Quantity Enter the invoice quantity. You cannot enter a
quantity that is greater than the total received.

Unit Cost The unit cost you entered for the receipt appears.
Accept it, or enter the unit cost from the invoice.
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Field Description

Ext Cost Accept the current extended cost (the quantity
multiplied by the unit cost), or enter adifferent
extended cost. If you change the extended cost, the
unit cost is updated accordingly.

When you save the information, the Transactions screen appears (page 5-32).

Receiving Serialized Goods

If you are receiving goods for serialized line items, the Receive Serialized Goods
Entry screen appears after you save the receipt on the Receive Goods screen.

/&, Receive Serialized Goods Entry i ] 5
Commands  Edit  Modes Other Scroll Commands  Help
2Xiz 2@ an| ? e 0K | Abandon |
Feceipt Humber  R11053 Date 0972672002 GLPeriod D9
Item D 900 Gty Ordered 5.0000
Serial Mumber/Comment Gty Received Unit Cost

[l

> b

ICIEEEN

[ DDDOOT of 000001 )
Taotal 1.0000 2396600
Ext Cost 2396600

Enter = edit | Append | Done | ‘

The receipt number, date, GL Period, item ID, and quantity ordered you entered
for the order appear. The screen also lists arunning total of the items for which

you’ve entered serial numbers, the total, and the extended cost of the item. The

system updates totals when you finish line item entry.

You must enter different serial numbers for each item in the order.
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Use these commands to work with the information on the screen:

Press Enter to edit the selected lin€'s unit cost or to add a comment.
Press A to add a new serial number.

The Append/Edit Serial Number screen appears when you edit or add a
serial number.

&, Append Serial Number ] 5
Commands Edit Modes Other Help
>XiE 2@ @A 7€ 0K | Abandon |
Serial Mumber LTOE131012 |3l
Quantity Received 1.0000
Unit Cost 239.6600
Comment

Enter the serial number for each item you received. The quantity received is
aways 1; you must enter adifferent serial number for each item in the order.

Edit the unit cost, if necessary, then enter acomment (if desired). Use the
Proceed (OK) command to save your changes and return to the Receive
Serialized Goods Entry screen.

After you enter the information for the last serial number or when you exit
from the Serial Number field, the system updates the receipt and invoice
guantities to match the number of serial numbers you entered. A blank line
item entry screen appears. Enter information about the next line item for the
order, or exit to the Transactions screen (page 5-32).

Press G to go to a specific line. This command is available only when there
is more than one screen of items.

Press D to exit from the Receive Serialized Goods Entry screen.

Purchase Order User’s Manual



Daily Work

Enter Orders

Receiving Lotted Goods

If you are receiving lotted goods, this screen appears:

_.i Receive Lotted Goods Entry o ] |
Commands Ecit Modes Other Scroll Commands Help
2Xiz |2 @a| 2@ oK || Abandon |
Receipt Mumber  R11053 Date 0972672002 GL Perod 09
Item D 811003 Oty Ordered 5.0000

L

[ 000001 of 000001 )

Tatal
Ext Cost

5.0000 13.9800
699000

> bk [b1

LRI

Enter = edit | Append |

Done I

The receipt number, date, GL Period, item ID, and quantity ordered you entered
for the order appear. The screen also lists a running total of the items for which
you’ve entered ot numbers, the total, and the extended cost of the item. Totals

and extended costs are updated when you finish line item entry.

Use these commands to work with the ot numbers on the screen:

*  PressEnter to edit the selected line's unit cost number or to add a comment.

*  Press A to add anew lot number.

The Append/Edit Lot Number screen appears when you edit or add a lot

number.

=1

Commands Edit Modes Other Help

¥z 2Real e 0K | Absndon |
Lat Number 1221 ﬂ

Quantity Received
Unit Cost

5.0000
13 9800

Comment

Purchase Order User’s Manual
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Enter the lot number and quantity for the item you received, then edit or
change the unit cost and comment, if desired. Use the Proceed (OK)

command to save your changes and return to the Receive L otted Goods
Entry screen.

*  PressG togoto aspecific line. Thiscommand is available only when there
is more than one screen of items.

* PressD to exit from the Receive Serialized Goods Entry screen.

Receiving Lotted/Serialized Goods

When you receive goods for an order with lotted/serialized goods, this screen
appears so that you can enter serial and lot information:

&, Receive Lotted,/Serialized Goods Entry i ] 5
Commands  Edit  Modes Other Scroll Commands  Help
2Xiz 2@ an| ? e 0K || Abandon |
Feceipt Humber  R925126 Date 0972672002 GLPeriod D9
Item D F00500 Gty Ordered 5.0000

Serial Number/C;

3|
2
12-10294 1.0000 2.2500 ﬂ
12-10295 1.0000 2.2500
El
12-10296 1.0000 2.2500 g
E]
[ DDDOO1 of 000005 )
Total 5.0000 2.2500
Ext Cost 11.2500
Enter = edit | Append | Done | ‘

The receipt number, date, GL Period, item ID, and quantity ordered you entered
for the order appear. The screen also lists a running total of the items for which
you' ve entered lot and serial numbers, the total, and the extended cost of the
item. The system updates totals and extended costs when you finish line item
entry.
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The quantity ordered defaultsto 1 for serial items until you enter the serial
numbers for each individual item, because individual serialized items cannot
share serial numbers (unlike individual lotted items).

Use these commands to work with the lot and serial numbers on the screen:

*  PressEnter to edit the selected line's unit cost or to add a comment.

*  PressA to add anew serial or lot number.

The Line Entry screen appears when you edit or add alot or serial number.

& Line Entry ] ]

Commands Edit Modes Other Scroll Commands  Help

¥ Re | aa 2 e OK__| _bandon |
Serial Number 1210253 Jal
Quantity Received 1.0000
Unit Cost
Comment

Inquiry Enter the lot or serial number for each item you received. When you enter a

lot number, a screen appears so that you can enter serial number information
associated with that |ot.

Continue entering lots and their associated serial numbers until you satisfy
the received quantity.

e PressD to exit from the Received L otted/Serialized Goods Entry screen.
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Applying Invoices for Lotted Goods

If you are applying invoices for |otted goods, this screen appears:

& Invoice Lotted Goods Entry

Commands  Edit  Modes Other Scroll Commands  Help

=101 x|

EXIEIE

m@| ? €

ok || &bandan |

Invoice Mumber 199634
Item 1D 811003

Date

0972642002

Lat Mumber/Comment

Oty Received

Gty Invoiced Unit Cost

> b b1

ICIEEEN

[ DDDOOT of 000001 )

Tatal
Ext Cost

5.0000 13.9800
699000

Enter = edit |

Append |

Done | ‘

Theinvoice number, date, and item 1D you entered on the Apply Invoices screen
appear. The screen also liststhe total and the extended cost of theitem. The
system updates totals when you finish the line item entry.

Use these commands to work with the ot numbers on the screen:

*  PressEnter to edit alineitem.

*  PressAtoaddalineitem.

If you edit or add a line item, the Append/Edit Lot Number entry screen
appears. Enter the lot number, quantity to invoice, unit cost, and a comment

(if desired).

e PressD to exit from the Invoice Lotted Goods Entry screen.
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Applying Invoices for Serialized Goods

If you are applying invoices for serialized goods, this screen appears:

/&, Invoice Serialized Goods Entry

Commands  Edit  Modes Other Scroll Commands  Help

=101 x|

2Xiz| 2@ AR ?€ 0K | Abandon |
Invoice Mumber 199634 Date  D9/26/2002

Item 1D 900 Gty Received

Serial Mumber/Comment Tag Invoice Unit Cost

3|
2
r 4
r
r
r [
C 3
r E]
[ DDDOD1 of 000001 )
Average Cost _D0Do
Extended Cost .00
Enter = tag/untag | Tagal | Untag all Done | ‘

Theinvoice number, date, and item ID you entered on the Apply Invoices screen
appear. The screen aso lists arunning total of the items for which you have
entered invoices, the average cost, and the extended cost of the item.

The Tag field indicates whether theitem isincluded in the invoice you entered on
the Apply Invoices screen. If the item istagged (the check box is selected or YES
appearsin text mode), theitemisincluded in theinvoice; if theitem is not tagged
(the check box is clear or NO appears in text mode), the item is not included.

Use these commands to work with the information on the screen:

*  PressEnter to tag the selected serialized item as included in the invoice you

entered.

e PressTtotagall serialized itemslisted asincluded in the invoice.

e PressU tountag all items listed for the invoice.
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PressE to edit the selected line item. You must tag the lineitem to include it
in the invoice you are working with before you can edit it.

The Edit Line screen appears and lists the serial number, tag status, and

invoice tagged.

_-3_ Line Entry
Commands Edit Modes Other Scroll Commands  Help

=101 x|

BRI W X

Ok

I Abandon I

Serial Mumber
Tagged

Invoice Tagged
Unit Coist
Comment

12-10294
¥
1993654

I 2.2500

Edit the unit cost of the item received, if necessary, and enter acomment (if
desired). Use the Proceed (OK) command to save your changes and return
to the Invoice Serialized Goods Entry screen.

Press D to exit from the Invoice Serialized Goods Entry screen.
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Applying Invoices for Lotted/Serialized Goods

If you are applying invoices for |otted/serialized goods, this screen appears:

/&, Invoice Lotted,Serialized Goods Entry i ] 5
Commands  Edit  Modes Other Scroll Commands  Help
2Rz |nE @a| 2@ Ok || Bbander |
Invoice Mumber 1993654 Date  D9/26/2002
Item D F00500 Gty Received 5.0000
Lot Mo/Serial Mo/Comment Tag Invoice Unit Cost

=
1210293 r =]
C =
120200 I 1993654 2.2500
12-10294 r
r
120200 I 1993654 2.2500) =
1210295 r el
r =
[ DDDOO1 of 000005 )
Average Cost 2.2500
Ext Cost 11.25
Enter = tag/untag | | Untag all | | Done ‘

Theinvoice number, date, and item ID you entered on the Apply Invoices screen
appear. The screen also lists arunning total of the items for which you have
entered invoices, the average cost, and the extended cost of the item.

The Tag field indicates whether theitem isincluded in the invoice you entered on
the Apply Invoices screen. If the item istagged (the check box is selected or YES
appearsin text mode), theitemisincluded in theinvoice; if theitem is not tagged
(the check box is clear or NO appears in text mode), the item is not included.

Use these commands to work with the information on the screen:

*  PressEnter to tag the selected serialized item as included in the invoice you

entered.

e PressTtotagall serialized itemslisted asincluded in the invoice.

e PressU tountag all items listed for the invoice.
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e PressD to exit from the Invoice Serialized Goods Entry screen.

* PressE to edit the selected lineitem. You must tag the line item to include it
in the invoice you are working with before you can edit it.

e PressD to exit from the Invoice Serialized Goods Entry screen.

Transactions Screen

The Transactions screen appears under several circumstances:

*  You save header information for an order that hasline items.

* You exit from the line item entry screen when entering or editing orders.

*  You exit from the Receive Goods screen without involving serialized items.
e You exit from the Apply Invoice screen without involving serialized items.
e You exit from the Receive Serialized Goods Entry screen.

*  You exit from any lotted/serialized entry screens.

_-3_ Transactions ;|g|5|
Commands  Edit  Modes Other Scroll Commands  Information  Help
PN r=| B BE| & 0K || Abandon |
Yendor [0 ACEDDT ACE PLUMBING SUPPLY COMPAN Eatch  0DDO0O1 Order Mo 00DDD041
Ship-to I 001 Bill Folz LocID  MMOOD1 Statuz In¥ Rewd
Item 1D Quantities itz Unit Cost
Drescription Ord/Revdlny Status Extended Cost
=
. % A
1.0000 429.9500 |
500 5.0000 |E4 239.6600
Fiefrigerator - Black 1.0000|OPEMN 1198.30
.0a0a .0a0a
511003 5.0000 | GaL 13.9300 =
Paint - lvory - Flat 5.0000 |OPEN £3.90
5.0000 13.9300 =
Entry [ 001 of 003 )
— Order Tatals [Mema]
Subtotal Sales Tax Freight/tisc Dizc/Prepaid Total
1698.15 67.93 .00 .00 1766.08
.00 .00

| Enter = edit | Bov gdsking|  Append Header Totals | Wiew | Online | Goto |ﬂextTrans||

[ |Company H [09/26/2002 | Terminal TOOD [OvR
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The Transactions screen is divided into these sections:

e Header screen information is summarized at the top of the screen.
e Thelineitem scroll region appears in the middle of the screen.
e Memo totals appear at the bottom of the screen.

Commands

Use these commands to work with the information on the screen:

*  PressEnter to edit the selected line. See “ Entering or Editing Line ltems” on
page 5-12 for more information.

e PressA toaddalineitemto the end of thelist. See “Entering or Editing Line
Items’ on page 5-12 for more information.

*  PressR to enter receipts and apply invoices to the selected line item. See
“Receiving Goods’ on page 5-20 for more information.

This command appears only if you selected the Enter Goods Received
Orders or the Enter Goods Received/Invoiced Orders options on the
selection screen, or if you are editing areceived order.

*  PressH toreturn to the header screen. You do not lose the line item entries,
because you already saved them.

You cannot change the Purchase Order No, Status, Loc ID, and Vendor ID
fields, regardless of the status. For orderswith Goods Received and Invoice
Received status, you also cannot change the Vendor ID field. You cannot
use the Delete (F3) command to delete an order if it has been received or
invoiced.

e PressT to view the Totals/Payments screen.
For orders with New or Goods Received status, the Order Totals screen
(page 5-34) appears. For orders with Invoice Received status, the system

prompts you to select order totals (O) or invoice totals (1); then the screen for
the total you selected appears.
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e PressVtoview information for the selected line item. Press any key to return
to the Transactions screen.

e Press O to print a purchase order online. The Print Online Purchase Order
prompt appears. To print the order, select Yes (or enter Y in text mode); you
aretaken to the Print Orders function. To cancel the print instruction, select
No (or enter N in text mode).

* PressG togodirectly to a particular line item, then enter the line number.
This command is available only when there is more than one screen of line
items.

e PressN to return to the Transaction Type selection screen.

Order Totals

The Order Totals screen appears when you select the Totals command on the
Transactions screen and then press O (if necessary) to work with the order totals.

&, Order Totals {(Memo) ] 5
Commands Edit Modes Other Help
2xiE DR @E 28 OK__|_bandon |
Order Class Curr [ried Posted Irnwd Warance
Sub Total 1698.15 499.85 .00 1198.30
Freight o [ & .00 .00 .00
Misc .00 | a .00 .00 .00
Sales Tax E7.93 19.99 .00 47.94
Total 1766.08 519.84 .00 1246.24
Frepay .00 .00 .00
Check Mo
Discount il 5.20 .00 -5.20
Met 1766.08 514.64 .00 1251.44
Papment 1 .00
Due Date 1 A
Fayment 2 oo
Due Date 2 A
Fayment 3 .00
Due Date 3 I A
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The order totals are memo totals—the system does not use them. You can
indicate that the order was prepaid and track a payment schedul e upon which you
and the vendor agree.

The order’s subtotal, total (including freight and miscellaneous charges and sales
tax), and net amounts (after any prepayments) appear on the left side of the
screen.

The order’s posted and unposted amounts that are invoiced, the total amounts
that are invoiced, and the difference between the unposted and total amounts that
are invoiced appear on the right side of the screen.

Follow these steps to use the entry fields on the screen:

1. IntheFreight and Misc fields, enter any shipping and miscellaneous charges
and the tax class to which you want to apply them.

2. Inthe Sales Tax field, enter the sales tax from the vendor’s invoice. If you
enter a sales tax amount that is different from the cal culated amount, this
screen appears and lists the cal culated amount:

&, sales Tax Breakdown (Memo) ] 5
Commands Edit Modes Other Help
>XiE 2@ @A 7€ 0K | Abandon |
Tax Loc
CA 67.93 19.99 .00 47.93

Tax Adjust I 737 Tax Loc I E Class I E

Sales Tax 67.93 19.99 .00 47.94

The difference between the sales tax amount you entered and the cal culated
amount appears in the Tax Adjust field. Edit this amount or press Enter to
accept it, then enter the tax location and tax classfor the adjustment. Usethe
Proceed (OK) command to save your changes and return to the Order Totals
screen.
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10.

11.

If you prepaid a portion of the order, enter the amount in the Prepay field.

If you entered a prepayment, enter the number of the check you used for
payment or press Enter if you paid cash—CASH appears.

If you entered a discount percentage on the header screen, the amount of the
discount appearsin the Discount field; if not, .00 appears. Accept this
discount amount or enter a new value.

The discount is based on your inclusion/exclusion selections in the
DISCxxxx table. If you did not set up a DISCxxxx table, the amount the
discount is calculated from includes sales tax, freight charges, and
miscellaneous charges.

The first payment amount appears in the Payment 1 field. Accept thisvalue
or enter adifferent amount (it must be less than the order total).

If you change the amount of the first payment, the remaining payment
appearsin the Payment 2 field.

Enter the date the first payment is due in the Due Date 1 field. Thisisa
memo field; the system does not use this date.

Accept the second payment amount or enter a new one. If you change this
amount, the remaining payment appears in the Payment 3 field.

Enter the date the second payment is due. Thisis a memo field; the system
does not use this date.

The third payment amount appears in the Payment 3 field. If you need to
split an invoice into more than three payments, post the order, then use the
Hold/Release Invoices function to split it further. See the Accounts Payable
User’s Manual for information on this function.

Enter the date the third payment is due. Thisisamemo field.

When you approve the totals, you exit from the Order Totals screen and return to
the Transactions screen.
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Invoice Totals

When you select the Totals command on the Transactions screen and then press|
to work with invoices totals, you are prompted to enter the invoice number you
want to view or edit. Enter the number, or accept the number that appears (the
Inquiry (F2) command is available). The Invoice Totals screen appears.

4 Invoice Totals

Commands Edit Modes  Other

Help

=101

2XiE BB @a

7@

0K | Abandon |

Invoice Mo 149731 Date 09/26/2002  GL Per | E] 10957 N
Current  Class Posted Tatal lnved
Taxable 42995 .00 42995
Montaxable .00 .00 .00
Subtotal 42995 .00 42995
Freight .00 I Iﬂ .00 .00
Misc .00 | |ﬂ .00 .00
Sales Tax 17.20 .00 17.20
Total 44715 44715 44715
Frepayment I .00 Check Mumber I
Dizcount I 4.47 FPayment D ate I £
Orline Check? [T
Papment 1 I 442 68 Due Date 1 10/06/2002
Fayment 2 I oo Due Date 2 £
Fayment 3 .00 Due Date 3 £
Field Description
Invoice No The invoice number you selected appears.
Date

Adjust Due Dates?

Purchase Order User’s Manual

The system uses the date of the vendor’sinvoiceto
calculate when the payment is due. Accept the current
date, or enter a different date.

Thisfield appears only if you change the date. If you
want to recal cul ate the due dates based on the date you
entered, select Yes (or enter Y in text mode). If you
due dates to remain as calcul ated, select No (or enter N
in text mode).
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Field

GL Per (1-13)

1099?

Current Taxable/
Nontaxable/Subtotal

Posted Taxable/
Nontaxable/Subtotal

Total Invd Taxable/
Nontaxable/Subtotal

Current Freight/Misc

Current Sales Tax

Current Total

Description

Press Enter if you want to post the invoice to the
current period, or enter adifferent period.

If the vendor does not receive a 1099-M1SC form, the
check box is cleared (or NO appears in text mode) and
you cannot change it.

If the vendor receives a 1099-MISC form, the check
box is selected (or YES appearsin text mode). If you
want the invoice to update the 1099 Payments Year to
Date field in the vendor’s record, press Enter; if not,
clear the box (or enter N in text mode).

For more information about 1099 forms, see the
Accounts Payable User’'s Manual .

The unposted taxable and nontaxable amounts and the
subtotal of the invoice appear.

The posted taxable and nontaxable amounts and the
subtotal of the invoice appear.

The total taxable and nontaxable amounts and the
subtotal of the invoice appear.

Enter the shipping and miscellaneous charges from the
invoice. Then enter the tax class to which you want to
apply the charges.

The salestax that appears is based on the tax codes
you assigned to the invoiced line items. Accept it, or
enter a different salestax. If you change the current
sales tax, the Sales Tax Breakdown screen appears.
See page 5-35 for more information on this screen.

The total amount of the invoice (the unposted subtotal
plus the unposted freight charges, miscellaneous
charges, and sales tax) appears.
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Field

Posted Freight/Misc/
Sales Tax/Total

Prepayment

Check Number

Payment Date

Online Check?

Discount

Payment 1

Purchase Order User’s Manual

Description

The posted freight charges, miscellaneous charges,
sales tax, and total of the invoice appear.

If you prepaid a portion of the invoice, enter the
amount.

If you entered a prepayment, enter the number of the
check you used, or press Enter if you paid cash—
CASH appears.

Enter the date of the prepayment.

You can produce an online check only if you entered
acheck number and if you elected to in the Resource
Manager Options and Interfaces function.

If you do not want to produce an online check for the
invoice, clear the box (or enter N in text mode). If you
want to produce an online check, select the box (or
enter Y in text mode).

If you entered a terms code with a discount
percentage on the header screen, the amount of the
discount appears; if not, .00 appears. Accept the
current discount, or enter a different discount.

The discount is based on your inclusion/exclusion
selections in the DISCxxxx table. If you did not set up
aDISCxxxx table, the amount the discount is
calculated from includes sales tax, freight charges,
and miscellaneous charges.

Accept the first payment amount (the ordered total
minus the prepayment and cash discount), or enter a
different amount (it must be less than the order total).

If you change the amount of the first payment, the
remaining payment appears in the Payment 2 field.
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Field Description

Due Date 1 If you entered discount terms on the header screen,
thefirst due date is cal culated from the number of due
days you entered in the Terms Codes function (see the
Accounts Payable User’s Manual). Accept the current
date, or enter a different date.

Payment 2 If you changed the amount of the first payment, the
second payment (the ordered total minus the
prepayment, cash discount, and first payment) appears.
Accept it, or enter alower amount.

If you change the amount of the second payment, the
remaining payment appears in the Payment 3 field.

Due Date 2 Enter the date the second payment is due.

Payment 3 If you entered an amount for the first and second
payments, the remaining payment appears.

If you need to split an invoice into more than three
payments, post the order. Then use the Hold/Release
Invoices function (see the Accounts Payable User’s
Manual) to split it further.

Due Date 3 Enter the date the third payment is due.

When you approve the totals, you exit from the Totals screen. If you elected to
print an online check, the Output device prompt appears (see “Printing Online
Checks’ on page 5-41); otherwise, you are returned to the Transactions screen.

5-40 Purchase Order User’s Manual



Daily Work Enter Orders

Printing Online Checks

If you elected to print an online check for an invoice and you entered a
prepayment, you are prompted to produce the check.

To inspect your new purchase orders before you print the checks, print the Open
Order Report (see page 6-9). If you need to change some orders, select the Edit
Orders option on the selection screen.

If you elected to print checks, the message Mount forms for copy 1 appears.
After you mount the forms, press Enter, then select the output device for the
checks. See “ Output the Report” on page 1-68 for information on output devices.

If you selected the Prompt to Mount Forms? and Do You Want to Print
Alignment Mark Before Printing? optionsin the Resource Manager Form
Codes function, an alignment form prints and the Is Form Aligned? message
appears. If the X is not centered in the alignment box, adjust the forms and sel ect
No (or enter N in text mode) to print the alignment form again. Repeat this
procedure until the form is aligned correctly. Then select Yes (or enter Y in text
mode) to print the check.

If you accessed the Output device prompt by pressing | at the Order or Invoice
Totals prompt to work with the invoice totals, a check is printed only for that
invoice; then you are returned to the Transactions screen.

Receiving Goods and Applying Invoices

You can receive goods for an order as many times as necessary. When you
receive goods for an order with New or Printed status, the status of the order
changes to Goods Received. When you apply an invoice to an order with
Goods Received status, the status of the order changes to Invoice Received.
(YYou cannot apply an invoice to an order before you receive goods.)

When you select the Receive Goods, the Apply Invoices, or the Receive
Goods and Invoices option on the Transaction Type sel ection screen, the header
screen appears. In the Purchase Order No field, enter the number of the
purchase order whose goods you want to receive and to which you want to apply
an invoice. The order information appears; you cannot edit the other fields.
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When you select the Receive Goods option, the Receive All? prompt appears. If
you do not want to receive all the quantities on the order, select No (or enter N in
text mode); then see “Receiving Goods and Invoices’ on page 5-44. If you want
to receive al the quantities, select Yes (or enter Y in text mode); then see
“Receiving All Goods’ on page 5-42.

When you select the Apply Invoices option, the Invoice All? prompt appears. If
you do not want to apply an invoice to al the line items on the order, select No
(or enter N in text mode); then see “Receiving Goods and Invoices’ on page 5-
44. If you want to apply all invoices, select Yes (or enter Y in text mode); then
see “Applying All Invoices’ on page 5-43.

When you select the Receive Goods and Invoices option, the Receive and
Invoice All? prompt appears. If you do not want to receive goods and apply
invoicesfor all the line items on the order, select No (or enter N in text mode);
then see “Receiving Goods and Invoices’ on page 5-44. If you want to receive all
the goods for the order, select Yes (or enter Y in text mode); then see “ Receiving
All Goods’ on page 5-42 and “ Applying All Invoices’ on page 5-43.

Receiving All Goods

5-42

To change the status of the ordersto GoodsReceived, select Yes (or enter Y in
text mode) at the Receive All? or the Receive and Invoice All? prompt. The
screen that appearsisidentical to the Receive Goods screen (page 5-20).
However, the system sets the quantity received equal to the quantity ordered
minus any quantity received you entered previously. You cannot change the unit
and extended costs.

Enter areceipt number. If you have already entered areceipt for alineitem, the
remaining quantity is received at the cost of the first receipt you entered. If you
selected the Receive Goods and Invoices option on the selection screen, the
Apply Invoice screen (page 5-43) appears.

When you save the receipt information, the receipt number, date, and general
ledger period are assigned to open line items. If you did not enter areceipt for a
lineitem, the entire quantity is received at the purchase order cost. If you did not
receive all the goodsfor alineitem, you can change the receipt to reflect only the
quantity that was received.
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Applying All Invoices

To apply an invoice to all the line item quantities for which you received goods,
changing order statuses of New, Printed, or Goods Received to Invoice
Received, select Yes (or enter Y in text mode) at the Invoice All? or the Receive
and Invoice All? prompts. The screen that appearsisidentical to the Apply
Invoice screen (page 5-22).

1. Enter the number of the invoice you are applying. The number you enter is
applied to every line item on the order.

2. Enter the date of the invoice.

3. Enter theinvoiceinformation. When you are finished, use the Proceed (OK)
command to save it, then see “ Receiving Goods and Invoices’ on page 5-44.

When you save the invoice information, the invoice number and date are
assigned to the open line items for which you have received goods, and the
invoice quantity becomes equal to the remaining quantity. If the order has aline
for a serialized item, the invoice is applied to the serial numbers you entered for
the receipt.

If you have aready applied an invoice to aline item, the remaining quantity is
invoiced at the cost of the last invoice you applied.

If you have not already applied an invoice to alineitem, the entire quantity for
which you received goods is invoiced at the cost you received them. If the
vendor’s cost is different from the receiving cost or if you did not receive al the
invoices, you can change the quantity to reflect only the quantity for which you
areinvoiced.

Purchase Order User’s Manual 5-43



Enter Orders

Daily Work

5-44

Receiving Goods and Invoices

When you select No (or enter N in text mode) at the Receive All?, the Invoice
All?, or the Receive and Invoice All? prompts, or when you save the receipt/
invoice information for a nonserialized item, the Transactions screen (page 5-32)
appears. If you are receiving serialized, lotted, or lotted/serialized goods, see
“Receiving Serialized Goods’ on page 5-23, “Receiving Lotted Goods” on

page 5-25, or “Receiving Lotted/Serialized Goods’ on page 5-26 for information.

Refer to “ Transactions Screen” on page 5-32 for information on using the
commands to receive goods and apply invoices.

When you are finished receiving goods for and/or applying invoicesto lineitems
on the current order, press N to go to ablank header screen, select another order
for which to receive goods or apply invoices. When you are finished working
with orders, exit to the Daily Work menu.

When you finish entering receipts or applying invoicesto al orders, print the
Receipts and Invoices Report (see page 6-17) to complete the audit trail.
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Use the Enter Returns function to perform these tasks:

e return goodsto a vendor
«  apply debit memos to returned goods transactions
*  make miscellaneous debit entries

Returning goods updates your Inventory system immediately. Return goods only
after you have physically removed the goods from inventory.

To add, delete, or cancel lineitems or correct quantity mistakes you discover
after you have entered the return, use the Edit Returns option on the Transaction
Type selection screen (page 5-46) if you do not want to change the status of the
return information. (You cannot edit aline item to which you have applied a
posted memo.)

These return statuses appear in inquiry windows:

New

Printed

Goods Received
Invoice Received
Returned

Returned Debit Memo
Cancelled

~No b wWNBRE

You can apply debit memos only to returns with Returned or Returned Debit
Memos status.
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Transaction Type Selection Screen

Select Enter Returns from the Daily Work menu. The Transaction Type selection
screen appears.

&, Transaction Type : i ] 5
Commands Edit Modes Other Help

2xrtE B @D 28 ok | |

' Goods Retuned

" Goods Retuned and Debited
" Edit Retums

= Apply Debit Memos

Select the type of transaction you want to work with:

e Select Goods Returned to enter returnsfor which you did not receive credit.
See “Entering and Editing Returns’ on page 5-47 for more information.

* Select Goods Returned and Debited to enter returns for which you
received credit. See “Entering and Editing Returns’ on page 5-47 for more
information.

*  Select Edit Returns to edit return goods transactions. See “Entering and
Editing Returns’ on page 5-47 for more information.

e Select Apply Debit Memo to apply a debit memo to a return goods
transaction. See “ Applying Debit Memos’ on page 5-72 for more
information.

The Goods Returned, Goods Returned and Debited, and Edit Returns options
are general options: returns can have line items of any status. The Goods
Returned and Debited option isthe most general: you can add or change
information about line items of any status and apply debit memos at that time or
wait until later. By contrast, the Apply Debit Memos option works only with
returns for which the line items have Returned status.
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Entering and Editing Returns

Select the Goods Returned and the Goods Returned and Debited optionson
the Transaction Type selection screen to enter returns. Select the Edit Returns
option to edit a return, but not necessarily to apply a debit memo to it.

Before you edit or cancel returns or line items, print the Open Order Report (see
page 6-9) so that you have the correct order numbers, and print the Purchases
Journal (see page 6-13) and the Returns Journal (see page 6-15) so that you can
look up the numbers of the returns and entry numbers of the line items you want
to edit. After you make the changes, print the report and journals again so that the
audit trail is accurate.

Entering Header Information

When you select an option from the Transaction Type selection screen or when
you select the Header command on any screen, the header screen appears.

/& Header Information ] 5
Commands Edit Modes Other Information Help
>XiE 2@ @A 7€ 0K | Abandon |
Batch 1D 000001 E Date IDS.-"2?.-"2DD2 Status Returned DM
Return Mumber 00000046 a
Loz D MNO00 q MINNEAPOLIS WAREHOUSE
endor ID IAEEDD‘I Iﬂ Ship-ta ID: [ilnj] E
ACE PLUMBING SUPPLY COMPANY Bill Folz
E7E3 GOLDEN GATE DRIVE 1124 Hennepin Ave

Suite 105
Minneapoliz, MM

SENFRENCISCO [oe af [ of [354545548 [55420
Tems Code IAPDDDS 4] Type Reg FOB I

Tems Desc 1/10.n/30

Tems % 1.0 Dayz 10 MetDays 30 Ship Yia FedEx
Tax Group IEA 4 Fieturned By Sara
Motes Shipped By Jeff
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Field

Batch ID

Return No

Date

Status

Loc ID

Description

Enter the batch ID. Use the batch ID to group orders
and returns by purchasing agent, by time entered, or in
any other way that fits your operations.

You can print and post batches of returns and purchase
orders while others are working with different batches
at the sametime.

If you have entered previous returns, the batch ID you
entered previously appears to speed data entry.

If you are entering a new return and you elected to
have the system generate order numbersin the
Resource Manager Options and Interfaces function,
the return number appears and cannot be changed.

If you did not elect this option or if you are changing
or cancelling areturn, enter the return number.

To delete the entire return, use the Delete (F3)
command. This command is not availableif you
accessed the header screen from a command.

If you are entering the first return in agroup, the
system date appears; otherwise, the date you assigned
to the last return appears. Accept this date, or enter a
different date.

The status that appears depends on which option you
selected from the Transaction Type selection screen.
You cannot change this status.

If you entered a default location |D when you set up
the company, that ID appears. If you change the ID of
the location whose items you are returning, the
description of the location appears for verification.

Purchase Order User’s Manual



Daily Work

Enter Returns

Field

Vendor ID
Maint I

Terms Code

Maint

Maint

Notes

Purchase Order User’s Manual

Description

If you did not enter adefault location 1D, enter the ID
of the location whose items you are returning. The
Inquiry (F2) command is available if Purchase Order
interfaces with Inventory.

If Purchase Order does not interface with Inventory,
you can skip thisfield.

Enter the ID of the vendor to whom you are returning
the goods. Use the Maintenance (F6) command to
open the Vendors function where you can enter or edit
vendor information. You can change a vendor 1D only
for returns with new status. After you enter the ID, the
vendor’s name and address appear.

To return goods to atemporary vendor, enter the code
you assigned to the vendor. In the inquiry window,
temporary vendors are designated with a“+" sign and
afive-digit number. If you cannot find the code, enter
TEMP and then the vendor’s name, address, and
distribution code to create atemporary vendor record.

Enter the terms code, or press Enter to skip thisfield.
Use the Maintenance (F6) command to open the
Terms Codes function to enter or edit terms codes. If
you enter a code, the term type, description, percent,
days, and net due days for the term appear.

Enter the tax group. Use the Maintenance (F6)
command to open the Tax Groups function to enter or
edit tax groups. (See the Resource Manager User’s
Manual for information about this function.)

You can enter two lines of notes to associate with the
return. The notes are printed on the debit memo form.
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Field

Ship-to ID

FOB

Ship Via

Returned By

Shipped By

Description

Enter the ID of the address from which you are
returning the goods. Use the Maintenance (F6)
command to open the Ship-to Addresses function. If
the shipping address is on file, the name and address
appear after you enter the ship-to ID. If the shipping
addressis not on file, enter the name and address.

Enter the free-on-board terms, or press Enter to skip
thisfield. Thisterm usually indicates who pays for the
shipment of the goods. Common entries are
destination (the vendor pays) and shipping point or
origin (your business pays). Another common entry is
the name of a city, meaning that the vendor paysto
move the goods to the city and you pay to move them
beyond that point.

If you entered a shipping address ID that is onfile, the
shipping method appears. Accept it, or enter adifferent
shipping method.

If you entered a shipping address ID that is not on file
or if you did not enter an ID, enter the shipping
method, or press Enter to skip thisfield.

Enter the name of the person authorizing the return.

Enter the name of the person who shipped the goods
back to the vendor.

When you save the header information, the line item entry screen appears if no
line items are associated with the return. If the return has line items, the Returns
screen appears (page 5-65).
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Entering or Editing Line Items

The line item entry screen appears if you selected the Goods Returned or the
Goods Returned and Debited option on the Transaction Type selection screen
or when you press Enter or A on the Returns or the Apply Debit Memos screens.

% #Append Line
Commands Edit  Modes Other Inventory Lookups  Help

=10l

2xiE e @n 2@

0K | abandon |

Entry 002
Line Status [ (pen vI Tax Class IUD 4] Job/Phase D [al] ]
Item 920001 [ Serialized Cost Code g
Desc Stove - Black GL Account  |104000 |ﬂ
GL Desc INVENTORY - RAW MATERIALS

Goods Oty Units DM Quantity
Retured | 3.0000 [Ea |l
Total Ship .0ooo 0000
Bal Due 1.0000 1.0000
Current -0oon 0000
Posted .0ooo 0000

Unit Cost Extended Cost
| 3471100 | 34711

Drebit bemo Ext Cost
.00
.00

If you are editing aline item, this screen is called the Edit Line screen. If you are
adding aline item, this screen is called the Append Line screen.

When you add a line item, the status of thelineis

When you edit aline item, valid statuses are Open,
Completed, or Cancelled. Open meansthat theline
item was returned but not credited. Completed means
that the line item was returned and credited. Cancelled
means that the return was cancelled (as though no

Field Description
Line Status
Open and cannot be changed.
return had been entered).
Item

If Purchase Order interfaces with Inventory and you

arereturning an inventory item, enter the item number,
or press Enter to skip thisfield. Use the Maintenance
(F6) command to open the Items function to edit item
information. See the Inventory User’s Manual.
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Field

Desc

Additional
Descriptions

GL Desc

Tax Class
Maint I
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Description

If Purchase Order does not interface with Inventory,
enter the item number, or press Enter to skip thisfield.

If Purchase Order interfaces with Inventory and you
entered an item I D, the description of theitem appears.
Accept it, or enter a different description.

If Purchase Order does not interface with Inventory or
if you did not enter an item ID, enter a description of
the item you are returning.

If you elected to use additional descriptionsin the
Resource Manager Options and Interfaces function,
you can enter up to 10 lines of information. If you also
elected to use Inventory additional descriptions,
additional descriptions (if any) from Inventory appear.

If you elected to post summary information to General
L edger in the Resource Manager Options and
Interfaces function, thisfield is skipped.

If you elected to post detailed information to General
Ledger in the Resource Manager Options and
Interfaces function, enter a description to identify the
return, or press Enter to skip thisfield.

If Purchase Order interfaces with General Ledger, the
description you enter appearsin the Description
column of the GLIRxxx (Journal) file when you post
thereturn. (If you do not enter a description, the debit
memo number and the item description appear in the
Description column when you post the return.)

Enter thetax classfor the return. Usethe Maintenance
(F6) command to open the Tax Classes function to
enter or edit tax classes. (See the Resource Manager
User’s Manual for information about this function.)
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Field
Job/Phase ID
cost Code
GL Account
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Description

Enter the ID of the job and phase affected by the
return, or press Enter to skip these fields. The Inquiry
(F2) and Maintenance (F6) commands are available if
Purchase Order interfaces with Job Cost.

You cannot change thesefieldsif you are editing aline
item.

If Purchase Order interfaces with Job Cost and you
enter something in these fields, the system treats the
returned item as related to ajob and does not update
the quantity on hand in the INVExxx (Items) file.

If you entered ajob ID and Purchase Order interfaces
with Job Cost, enter a cost code. If you entered ajob
ID and Purchase Order does not interface with Job
Cost, enter acost code, or press Enter to skip thisfield.

If Purchase Order interfaces with Job Cost and you
entered ajob ID, the WIP account from the DFxxxxxx
table appears. If Purchase Order does not interface
with Job Cost or if you did not enter ajob ID, the
account number is selected in this order:

1. If you assigned an account number in the vendor’s
record, that number appears.

2. If Purchase Order interfaces with Inventory and
you entered anitem 1D, the inventory account from
the item record appears.

3. If Purchase Order does not interface with Inventory
or if thelineisfor anoninventory item, the account
from the DFxxxxxx table appears.

Accept that account number, or enter a different
account number. The Inquiry (F2) and Maintenance
(F6) commands are available if Purchase Order
interfaces with General Ledger.
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Field

Description

Returned Goods Qty  Enter the number of units you are returning of the

Units

Unit Cost

Ext Cost

item. Enter serialized itemsin whole units. If Purchase
Order interfaces with Inventory and you entered an
item ID, the quantity on hand in the item record is
reduced by the quantity you enter here (unless you
entered ajob ID).

If Purchase Order interfaces with Inventory and you
entered an item 1D, accept the base unit of measure, or
enter an alternate unit of measure.

If Purchase Order does not interface with Inventory or
if you did not enter an item ID, EA appears. Accept it,
or enter the unit of measure by which you purchased
the item; for example, you might enter DZ if you
purchased the item by the dozen.

If Purchase Order interfaces with Inventory and you
entered an item ID, the last unit cost you paid for the
item appears, regardless of your choice of inventory
costing methods. Accept the current unit cost, or enter
adifferent unit cost.

You cannot change this field for returns with returned
debit memo status.

If Purchase Order does not interface with Inventory or
if you did not enter an item ID, enter the unit cost.

Accept the current extended cost (the quantity times
the unit cost), or enter a different extended cost. If you
change the extended cost, the unit cost is updated
accordingly.

You cannot changethisfield for returnswith Returned
Debit Memo status.
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Field

Total Ship

DM Quantity

Bal Due Goods Qty

Bal Due DM Qty

Current Goods
Quantity

Current DM Quantity

Current Debit Memo
Ext Cost

Posted Goods
Quantity

Posted DM Quantity

Posted Debit Memo
Ext Cost
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Description

The unit and extended costs you enter here appear in
the Apply Debit Memo screen of the first debit memo
you enter for the line item.

When you enter the extended cost, the Return
Authorization screen appears (see “ Authorizing
Returns’ on page 5-56 for more information.

Thetotal quantity (posted and unposted) of goods you
shipped to the vendor appears.

The total goods quantity (posted and unposted) to
which you applied debit memos appears.

The quantity you have not shipped (Returned Goods
Qty minus Total Ship) appears.

The quantity to which you have not applied debit
memos (Returned Goods Qty minus Total Ship)

appears.
The unposted quantity of goods you shipped appears.

The unposted quantity to which you applied debit
memos appears.

The extended cost of the unposted debit memos
appears.

The posted quantity of goods you shipped appears.

The posted quantity to which you applied debit memos
appears.

The extended cost of the posted debit memo appears.
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Authorizing Returns

The Return Authorization screen appears when you press Enter in the Ext Cost
field on the line item entry screen.

% Return Authorization o ] 9

Commands Edit Modes ©Other Help

Pxiz | mE|EE| ? € 0k | abandn |

Ré Mo Date GL Pd
|BB-1 5234 |08/27 2002 I 1]

1. Enter the return authorization number or press Enter to skip thisfield.

2. Enter the date the items were authorized to be returned or press Enter to skip
thisfield.

3. PressEnter to post thereturnto the current period or enter adifferent period.

These fields on the Append/Edit Line screen are updated when you enter and
post returns and debit memos:

Field Description

Total Ship Goods Qty The total quantity (ship goods and debit memos) you
shipped to the vendor appears.

Balance Due Goods  The balance due quantity (ship goods and debit
Qty memos) you did not ship and apply debit memos to

appears.

Current Goods Qty The current unposted quantity (ship goods and debit
memos) you shipped and applied debit memos to
appears. The Current Debit Memo Ext Cost field
shows the extended cost of the unposted debit memos.

Posted Goods Qty The posted quantity (ship goods and debit memos) you
shipped and applied debit memos to appears. The
Posted Debit Memo Ext Cost field shows the
extended cost of the posted debit memos.
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Finishing Line Item Entry

Use the Proceed (OK) command to save the information and update totals. You
cannot cancel (or abandon) the return. A blank line item entry screen appears;
enter another line item, or exit to the Enter Returns line item entry screen.

If you selected the Goods Returned and Debited option on the Transaction
Type selection screen, the Apply Debit Memo screen appears (see “ Applying
Debit Memosto aLine Item” on page 5-64 for more information).

If you selected the Goods Returned or Edit Returns option on the Transaction
Type selection screen or if you pressed Enter or A on the Returns screen, and the
lineisfor aserialized item, skip to “Applying Debit Memosto Serialized Goods’
on page 5-74. If thelineis not for a serialized item, see “ Returns Screen” on
page 5-65.

If you arereturning serialized, lotted, or lotted/serialized items, the Return

Serialized Goods Entry, Return Lotted Goods Entry, or Return Lotted/Serialized
Goods Entry screen appears.
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If you are returning serialized goods, this screen appears.

&, Return Serialized Goods Entry i ] 5
Commands  Edit  Modes Other Scroll Commands  Help
2Xiz 2@ an| ? e 0K | Abandon |
Return Mumber 66-15234 Date  09/30/2002 GLPeriod 09
Item D 10001 Gty Returned 3.0000

[l

2
DSWE4ET109 1.0000 306.9700 ﬂ
DSWE4ET110 1.0000 306.9700
El
3
E]
[ DDDOD1 of 000003 )
Total 3.0000 3069700
Ext Cost 920.9100
Enter = edit | Append | Done | ‘

The screen lists the return number and the date and GL period the item’s return
was authorized. The screen a so listsinformation about the item returned, such as
item ID, quantity returned, total and average unit cost, and extended costs. A
running total of serial numbers entered for individual items appears in the lower

|eft corner.

Use these commands to work with the serial numbersin the scroll region:

*  PressEnter to edit the selected line. The Edit Serial Number screen appears.

* PressA toadd a serial number. The Add Serial Number screen appears.

e PressD to exit from the Return Serialized Goods Entry screen.
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Append/Edit Serial Number Screen

The Append/Edit Serial Number screen appears when you add or edit a serial
number line. If you are editing a serial number line, you cannot change the serial
number, but you can adjust the unit cost or edit the comment.

&, Append Serial Number ] 5
Commands Edit Modes Other Help
2¥iE 2R @A 7@ OK__|_Abandan |
Serial Mumber L5T7412402 |3l
Quantity Shipped 1.0000
Unit Cost 347.1100
Comment

Select the serial number for the returned item, then adjust the unit cost (if
necessary) and add a comment. Use the Proceed (OK) command to save your
changes and return to the Return Serialized Goods Entry screen.

The quantity shipped for serialized itemsisaways 1 asyou need to enter a serial
number for each item shipped. Use the value in the Qty Returned field and the
running total on the Return Serialized Goods Entry screen to determine when you
have entered serial numbersfor al items returned.

If you do not enter serial numbers for the full quantity returned, the number of
serial numbers you enter updates the returned and debit memo quantities.
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Returning Lotted Goods

If you are returning lotted goods, this screen appears:

/& Return Lotted Goods Entry i ] 5
Commands  Edit  Modes Other Scroll Commands  Help
2Xiz 2@ an| ? e 0K || Abandon |
Return Mumber 66-15234 Date  09/30/2002 GLPeriod 09
Item D 811003 Gty Returned 10,0000
Lat Number/C: t Gty Ret
3z
2
1222 .0a0a 5.0000 13.9800 ﬂ
[
3
E
[ DDDOO1 of 000002 )
Total 10.0000 13.9800
Ext Cost 1398000
Enter = edit | Append | Done | ‘

The screen lists the return number and the date and GL period the item’s return
was authorized. The screen also listsinformation about the item returned, such as
item ID, quantity returned, total and average unit cost, and extended costs. A
running total of the lot numbers you enter appears in the lower-left corner.

Use the commands to work with the ot numbers in the scroll region:

*  PressEnter to edit the selected line. The Edit Lot Number screen appears.

e PressAtoadd alot number. The Add Lot Number screen appears.

e PressD to exit from the Return Lotted Goods Entry screen.
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Append/Edit Lot Number Screen

The Append/Edit Lot Number screen appears when you add or edit alot number
line. If you are editing alot number line, you cannot change the lot number, but
you can adjust the unit cost or edit the comment.

&, Append Lot Number ] 5

Commands Edit Modes Other Help

BN DK | Abandon |
Lat Mumber 1222 El
Quantity Shipped 5.0000
Unit Coist 13.9800
Comment

Select the lot number for the returned item, then adjust the unit cost (if necessary)

and add a comment. Use the Proceed (OK) command to save your changes and
return to the Return Lotted Goods Entry screen.

If you do not enter alot number for the full quantity returned, the value you

entered in the Quantity Shipped field updates the returned and debit memo
quantities.
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Returning Lotted/Serialized Goods

When you return lotted/serialized goods, this screen appears:

i, Return Lotted/Serialized Goods Entry o ] 9
Commands  Edit Modes Other Scroll Commands  Help
2z |mE | aa| e K[| Anandon |
Retumn Number 66-11023 Date 0943072002 GLPeriod 09
Item 1D 700500 [ty Returmed 4. 0000

Lb bk b1

IEEIER

[ 000001 of 000001 )
4.0000 2.2500

9.00

‘ Enter = edit | Lppend | Done I |

The screen lists the return number and the date and GL period the item’s return
was authorized. The screen a so listsinformation about the item returned, such as
item ID, quantity returned, total and average unit cost, and extended costs.
You must enter the lot number for the lotted/serialized item first, then enter the
serial number for each item returned in that |ot. The screen changes after you add
alot number so that you can enter serial numbers for each item in that lot.
Use the commands to work with the ot or serial numbersin the scroll region:
*  PressEnter to edit the selected line.
If you edit alot number line, the screen changesto list the serial numbers
you entered for that lot number. If you edit a serial number line, the Line
Entry screen appears.

* PressAtoaddalot or serial number. The Line Entry screen appears.

*  PressD to exit from the Return Lotted/Serialized Goods Entry screen.
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Line Entry Screen

The Line Entry screen appears when you add a lot number or add or edit a serial
number. On the Line Entry screen for |ot numbers, only the Lot Number field
appears. The Line Entry screen for serial numbersis shown below. If you are
editing a serial number, you cannot change the serial number, but you can adjust
the unit cost or enter a comment.

_ﬁ_. Line Entry _I- _ID ll
Commands Edit Modes Other Scroll Commands  Help
2 R @a| 2e Ok __|_Abandon |
Seerial Mumber 1210256 Y
Quantity Shipped 1.0000
Unit Cost 2.2500
Comment

Enter the lot or serial number, then adjust the unit cost (if necessary) and enter a
comment. Use the Proceed (OK) command to save your changes and return to
the Return L otted/Serialized Goods Entry screen.

The quantity shipped for serialized itemsisaways 1 as you need to enter a serial
number for each item shipped. Use the valuein the Qty Returned field and the
running total on the Return Lotted/Serialized Goods Entry screen to determine
when you have entered serial numbers for al items returned.

If you do not enter lot or serial numbersfor the full quantity returned, the number
of lot or serial numbers you enter updates the returned and debit memo
quantities.

Continue entering lots and their associated serial numbers until you satisfy the
returned quantity. When you finish entering lot and serial number information,
use the Done command to return to the Line Item Entry screen.
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Applying Debit Memos to a Line Item

The Apply Debit Memo screen appears if you selected the Goods Returned and
Debited option on the Transaction Type selection screen and entered and saved a
lineitem. The screen also appears when you use the Debit Memo command on
the Returns or the Apply Debit Memos screen.

&, Apply Debit Memo (New ) I e 3
Commands Edit Modes Other Help
BN DK | Abandon |
Memo Mo Drate Period Guantity Unit Cost Ext Cost
|D13854 [a [pazrz02 [os | 2.0000 | 3435500 | £87.10
Field Description
Inquiry Memo No Enter the number of the debit memo you are applying

to the lineitem. If you enter the number of an existing
debit memo, Edit replaces New in thetitle of the
Apply Debit Memo screen.

Date/GL Period Press Enter if the correct debit memo date appears, or
enter a different date. The associated GL period
appears. Press Enter to accept it or enter adifferent

period.
Quantity Enter the item quantity included in the debit memo.
Unit Cost Enter the cost of the items returned.
Extended Cost The extended cost of the item appears. If you change

the extended cost, the unit cost is recal cul ated.

Use the Proceed (OK) command to save the information, then apply a debit
memo to another item or use the Exit (F7) command to return to the Returns
screen (page 5-65).
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Returns Screen

The Returns screen appears when you finish entering line item information using
the Goods Returned and Edit Returns options on the Transaction Type
selection screen, when you finish applying debit memos using the Goods
Returned and Debited option, when you save header information for areturn
with lineitems, or when you save the returns totals and debit memo totals.

_-3_ Enter Returns ;|g|5|
Commands  Edit  Modes Other Scroll Commands  Information  Help
PN r=| B BE| & 0K || Abandon |
Yendor [0 ACEDDT ACE PLUMBING SUPPLY COMPAN Eatch  0DDO0O1 Ret Mo 00000046
Ship-to I 001 Bill Folz LocID  MMOOD1 Statuz Returned
Item 1D Quantities itz Unit Cost
Drescription Fet/Shp/Dm Status Extended Cost
Last DB Memo
=
10 2
34355 &)
920001 1.0000 |E4 7N
Stove - Black 1.0000 |OPEN 7N
1.0000 7N
510001 3.0000 |E& 306.97 =
Dishwasher - Black 3.0000 |0OPEN G209 =
3.0000 306.97 =
Entry [ 001 of 004 )
—FRieturn Totals [Mema)
Subtotal Sales Tax Freight/tisc Dizc/Prepaid Total
2094.92 97.54 .00 .00 2192.46
.00 .00

| Enter = edit | Debit memao Append Header Totals | Wiew | Online | Goto |ﬂextTrans||

[ |Company H [09/30/2002 | Terminal TOOD [OVA

The Returns screen is divided into three sections:
e Information from the header screen is summarized at the top of the screen.

e Thelineitem scroll region appears in the middle of the screen.
e Memo totals appear at the bottom of the screen.
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Commands

Use these commands to work with the information on the screen:

*  PressEnter to edit the selected line item. See “ Entering or Editing Line
Items’ on page 5-51 for more information.

You cannot delete aline if you applied a debit memo to it. You can change
the status of each lineitem in the return to Cancelled.

* PressAtoadd alineitem to the end of the return. See “Entering or Editing
Line Items’ on page 5-51 for more information.

e PressD to apply adebit memo to the selected lineitem. See “ Applying Debit
Memosto aLineltem” on page 5-64 for more information.

e PressH to return to the header screen, pressH.

You do not lose the line item and total s information for returns and debit
memos, because that information is saved. You cannot change the Return
No, Status Returned, Loc ID, and Vendor ID fields. In addition, you cannot
use the Delete (F3) command to delete areturn.

¢ PressT to view the Totals screen.

For orders with Returned status, the Return Totals screen (page 5-67)
appears. For orders with Returned Debit Memo status, you are prompted to
select return totals (R) or debit memo totals (D); then the screen for the totals
you selected appears.

e PressVtoview information for the selected line item. Press any key to return
to the Returns screen.

e PressO to print adebit memo online. The Print Online Debit Memo prompt
appears. To print the debit memo, select Yes (or enter Y in text mode); you
are taken to the Print Orders function. To cancel the print instruction, select
No (or enter N in text mode); you are returned to the Returns screen.
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e PressG to go directly to aspecific lineitem, then enter the line number. This
command appears only if there is more than one screen of lineitems.

*  PressN to return to the Transaction Type selection screen (page 5-46).

Return Totals

The Return Total s screen appears when you select the Totals command on the
Returns screen and then press R to work with the return totals.

_-3_ Return Totals (Memo) =1o =]
Commands Edit Modes Other Help
2xiE DR @E 28 OK__|_bandon |
Return  Class Current D Fosted Dk Warance
Subtotal 2094.92 195512 .00 139.80
Freight 150.57 |00 |2 .00 .00 150.57
Misc 19.83 |00 |9 .00 .00 19.83
Sales Tax 98.62 91.95 .00 6.67
Total 2363.94 204815 .00 316.87
Frepayment R00.00 .00 .00 S00.00
Check Mo
Discount 2364 .00 .00 23.64
Met 1840.30 204815 .00 -206.77

The return totals are memo total s—the system does not use them. The current
and posted amount to which debit memos are applied and the difference between
the two appear on the right side of the screen.

Follow these steps to use the entry fields on the screen:

1. IntheFreight and Misc fields, enter any shipping and miscellaneous charges
that the vendor must refund, then select the tax class to which you want to
apply them.
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2.

In the Sales Tax field, enter the sales tax from the vendor’s invoice. If you
enter a sales tax amount that is different from the calculated amount, the
Sales Tax Breakdown screen appears and lists the cal culated amount:

&, sales Tax Breakdown (Memo) ] 5
Commands Edit Modes Other Help
>XiE 2@ @A 7€ 0K | Abandon |
Tax Loc
CA 97.54 91.95 .00 559

Tax Adjust I 1.08 Tax Loc IEA Iﬂ Class I DDE

Sales Tax 98.62 91.95 .00 6.67

The difference between the sales tax amount you entered and the cal culated
amount appears in the Tax Adjust field. Edit this amount or press Enter to
accept it, then enter the tax location and tax classfor the adjustment. Usethe
Proceed (OK) command to save your changes.

If the vendor refunded part of the return, enter the amount of the refund in
the Prepayment field.

If you entered a prepayment/refund, enter the number of the check used for
the refund or press Enter to leave the field blank if you paid cash.

The prompt Use Calculated Discount of n? appears.

If you want to use the calculated discount, select Yes (or enter Y in text
mode). Then press Enter to accept the current discount amount.

If you do not want to use the calculated discount, select No (or enter N in text
mode), then enter the amount of the discount you received when you
purchased the items you are returning. The discount reduces the amount the
vendor owes you.
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The discount is based on your inclusion/exclusion selections in the

DISCxxxx table. If you did not set up a DISCxxxx table, the amount the

discount is calculated from includes sales tax, freight charges, and

miscellaneous charges.

6. UsetheProceed (OK) command to save your changes and return to the

Returns screen.

Debit Memo Totals

When you select the Totals command on the Returns screen and then press D to
work with debit memo totals, the system prompts you for the number of the debit
memo whose totals you want to view or edit. Enter the number; the Debit Memo

Totals screen appears.

&, Debit Memo Totals i ] 5
Commands Edit Modes Other Help
2xiE DR @E 28 OK__|_bandon |
MemoMNo  D13854 Date 09/27/2002  GL Per | E] 10837 T
Current  Class Posted Tatal Dt
Taxable 1955.12 .00 1955.12
Montaxable .00 .00 .00
Subtatal 1955.12 .00 1955.12
Freight 15057 [00 [af .00 150.57
Misc 19.83 IDD Iﬂ .00 19.83
Sales Tax 9862 .00 98.62
Total 222414 .00 222414
Frepayment I R00.00 Check Mumber CASH
Dizcount I 2364 FPayment D ate IDS.-"2?.-"2DD2
Met Return 1700.50
Field Description
Memo No The number you entered appears.
Date Press Enter if the correct debit memo date appears, or

enter adifferent date.
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Field Description

GL Per (1-13) Press Enter if you want to post the debit memao to the
current period, or enter adifferent period.

1099? If the vendor does not receive a 1099-M1SC form, the
check box is cleared (or NO appears in text mode) and
you cannot change it.

If the vendor receives a 1099-MISC form, the check
box is selected (or YES appearsin text mode). If you
want the debit memo to update the 1099 Payments
Year to Date field in the vendor’s record, press Enter;
if not, clear the check box (or enter N in text mode).

For more information about 1099 forms, see the
Accounts Payable User’'s Manual.

Current Taxable/ The unposted taxable and nontaxable amounts and the
Nontaxable/Subtotal  gybtotal of the debit memo appear.

Posted Taxable/ The posted taxable and nontaxable amounts and the
Nontaxable/Subtotal  subtotal of the debit memo appear.
Total DM Taxable/ The total taxable and nontaxable amounts and the
Nontaxable/Subtotal  gubtotal of the debit memo appear.
Current Freight/Misc. Enter the shipping and miscellaneous charges from the
:Maint I debit memo. Enter the tax class to which you want to
apply the charges.

Current Sales Tax The calculated sales tax is based on the tax codes you
assigned to the line items to which you applied the
debit memo. Accept it, or enter adifferent salestax. If
you change the current sales tax, the Sales Tax
Breakdown screen appears. See page 5-68 for more
information on this screen.

5-70 Purchase Order User’s Manual



Daily Work

Enter Returns

Field

Current Total

Posted Freight/Misc/
Sales Tax/Total

Total DM Freight/
Misc/Sales Tax/Total

Prepayment

Check No

Payment Date

Discount

Purchase Order User’s Manual

Description

The total amount of the debit memo (the unposted
subtotal plus the unposted salestax, freight charges,
and miscellaneous charges) appears.

The posted freight charges, miscellaneous charges,
salestax, and total of the debit memo appear.

Thetotal salestax, freight charges, miscellaneous
charges, and total of the debit memo appear.

If the vendor refunded part of the debit memo, enter
the amount of the refund.

If you entered a prepayment/refund, enter the number
of the check used for the refund, or press Enter if you
were paid cash—CASH appears.

Enter the date of the prepayment/refund, or press
Enter if no date applies.

The Use Calculated Discount of n? appears.

If you want to use the calculated discount, select Yes
(or enter Y in text mode). Then press Enter to accept
the calculated amount.

If you don’t want to use the calculated amount, select
No (or enter N in text mode). Then accept the discount
amount shown or enter the cash discount you received
when you purchased the items you are returning. The
discount reduces the amount owed you by the vendor.

The discount is based on your inclusion/exclusion
selections in the DISCxxxx table. If you did not set up
aDISCxxxx table, the amount the discount is
calculated from includes salestax, freight charges, and
miscellaneous charges.
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Field Description

Net Return The total amount the vendor is refunding (total minus
prepayment and discount) appears.

If you applied another debit memo to the return, the totals information for that
debit memo appears when you use the Proceed (OK) command to save the debit
memo totals. Enter totals information for each debit memo you applied to the
return.

When you save the totals information, you are returned to the Returns screen.
Press N to enter another return, or use the Exit (F7) command to return to the
Transaction Type sel ection screen.

Applying Debit Memos

5-72

You can apply debit memos in one of three ways:

e Select Goods Returned or Goods Returned and Debited from the
Transaction Type selection screen to apply a debit memo to anew return as
you enter it.

e Select Edit Returns to edit areturn and apply a debit memo.
e Select Apply Debit Memo to apply a debit memo to an existing return.

Select Apply Debit Memos on the Transaction Type selection screen only if you
want the information to take effect for areturn you have entered. To apply a debit
memo to anew lineitem, select the Goods Returned or the Goods Returned
and Debited option, then see “ Applying Debit Memosto aLine ltem” on page 5-
64.

When you select the Apply Debit Memos option, the Apply Debit Memos header
screen appears. In the Return No field enter the number of the return whose
goods you want to return and to which you want to apply a debit memo. The
return information appears; you cannot edit any of the other fields.
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When the Debit All? prompt appears, select No (or enter N in text mode) if you
do not want to apply the debit memo to all the line item quantities; then see
“Apply Debit Memos Screen” on page 5-74. If you want to apply the debit memo
to all thelineitem quantities, select Yes (or enter Y in text mode); then see“ Debit
Memo Screen” below.

When you respond to the Debit All? prompt, transactions with Returned status
change to Returned Debit Memo status.

Debit Memo Screen

The Debit Memos screen appears when you elect the Debit All? option, or after
you enter serialized items for debit memos.

&, Enter Number =10l

Commands Edit Modes Other Help

2 XtE BR@ @D ? @ 0k | sbwdn |

Mema Mo Date Period
|D13854 [ [paz7izo0z | os

1. Enter the debit memo number you are applying. The number you enter is
applied to every line item on the return.

2. Enter the date of the debit memo.

After you use the Proceed (OK) command to save the information, the Apply
Debit Memos screen (page 5-74) appears. The debit memo quantity of each line
item on thereturn is set equal to the quantity returned. The unit and extended
costs you assigned to each line item when you entered the return are used as the
costs for which the vendor gave you credit. If thereturn hasalinefor a serialized
item, the debit memo is applied to the serial numbers you assigned to the line
when you entered the return.

If the information the vendor gave you credit for is different from the information
you entered for alineitem, edit the debit memo. You can edit only unposted debit
memos. To edit adebit memo, enter the number of the unposted debit memo, and
change the quantity to the correct quantity.
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Apply Debit Memos Screen

The Apply Debit Memos screen appears when you elect not to use the Debit All
option, or when you save the information on the line item entry screen. This
screen isidentical to the Returns screen. See “Returns Screen” on page 5-65 for
more information on the screen and its commands.

Applying Debit Memos to Serialized Goods

If the line you selected on the Apply Debit Memos screen isfor a serialized item,
this screen appears when you approve the debit memo information.

/&, Debit Serialized Goods Entry

=101 x|

Commands  Edit Modes Other  Scroll Commands  Help

5-74

2Xiz| 2@ AR ?€ 0K | Abandon |
Db Memo Mumber D13854 Date  D9/2772002
Item 1D 910001 Gty Shipped 3.0000
Serial Mumber/Comment Tag Db Memao Unit Coist
3|
2
DSWE4ET109 I  |D13854 306.9700 ﬂ
r
DSWE4ET110 I  |D13854 306.9700
r [
C 3
r E]
[ DDDOD1 of 000003 )
Average Cost 306.9700
Extended Cost 920.91
Enter = tag/untag | Tagal | Untag all | Edit | Done | ‘

The screen lists the debit memo number, date, item ID, and quantity shipped. The
average and extended costs for the item appear in the lower right corner of the
screen. The extended cost is updated if you edit the unit cost for an item.

The Tag field indicates whether the debit memo you entered on the Apply Debit
Memos screen includes the line item. If the line item is tagged (the check box is
selected or YES appears in text mode), the lineitem isincluded in the debit
memo; if theitem is not tagged (the check box is clear or NO appears in text
mode), the line item is excluded from the debit memo.
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Commands

Use these commands to work with the serial line items on the screen:

*  PressEnter to tag the selected serialized item as included in the debit memo.
* PressTtotagall serialized items listed as included in the debit memo.

e PressU tountag all items listed for the debit memo.

* PressE to edit the selected lineitem. You must tag the line item to include it
in the debit memo you are working with before you can edit it.

Edit the unit cost of the item, if necessary, and enter acomment (if desired).
Use the Proceed (OK) command to save your changes and return to the
Debit Serialized Goods Entry screen.

e PressD to exit from the Debit Serialized Goods Entry screen.

Finishing Debit Memo Entry for Serial Numbers

When you are finished working with serial numbers, use the Exit (F7) command
to exit from the Debit Serialized Goods Entry screen. The debit memo quantity is
updated by the number of serial numbers you tagged. If you applied a debit

memo to a selected line item (or tagged alineitem), one of these things happens:

« If the return contains another line, the Debit Memo screen appears for that
line. See “Debit Memo Screen” on page 5-73 for more information.

« If the return does not contain another line, the Apply Debit Memos screen
appears. Apply adebit memo to adifferent line item, press N to apply a debit
memo to a different return (see “ Debit Memo Totals” on page 5-69 for more
information), or exit from the Enter Returns function.
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Applying Debit Memos to Lotted Goods

If the line you selected on the Apply Debit Memos screen is for lotted goods, this
screen appears when you approve the debit memo information.

&, Debit Memo Lotted Goods Entry i ] 5
Commands  Edit  Modes Other Scroll Commands  Help
2Xiz 2@ an| ? e 0K | Abandon |
Db Memo Mumber D13854 Date  D9/2772002
Item 1D 811003
Lot Mumber/Comment Gty Shipped Gty Debited Unit Cost

L

2
1222 5.0000 5.0000 13.9800 ﬂ
El
3
E]
[ DDDOO1 of 000002 )
Total 10.0000 13.9800
Ext Cost 1398000
Enter = edit | Append | Done | ‘

Use these commands to work with the lot number line items on the screen:

«  PressEnter to edit the selected line. Edit the quantity debited and the unit
cost, then use the Proceed (OK) command to save your changes and return
to the Debit Memo Lotted Goods Entry screen.

e PressA toadd alot number to the end of the list of numbers. Enter the lot
number, quantity debited, and the unit cost (if necessary), then use the
Proceed (OK) command to save your changes.

e PressD to exit to the Apply Debit Memos screen.
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Applying Debit Memos to Lotted/Serialized Goods

If the line you selected on the Apply Debit Memos screen is for |otted/serialized

goods, this screen appears when you approve the debit memo information.

&, Debit Lotted,Serialized Goods Entry
Commands  Edit  Modes Other Scroll Commands  Help

=101 x|

m@| ? €

ok || &bandan |

EXIEIE

Db Memo Mumber DMB388
Item 1D 700500

Date  09430/2002

Qty Shipped

6.0000

=
1210293 r =]
C =
120195 I |DmB388 2.2500
12-10294 r
r
120195 I |DmB388 2.2500) =
1210295 r el
r =
[ DDDOO1 of DOOO0O0G )
Average Cost 2.2500
Ext Cost 13.50
Enter = tag/untag | | Untag all | | Done

The Tag field indicates whether the debit memo you entered on the Apply Debit

Memos screen includes the line item. If the item is tagged (the check box is
selected or YES appearsin text mode), the line item isincluded in the debit

memo; if theitem is not tagged (the check box is clear or NO appears in text
mode), the line item is excluded from the debit memo.

Use these commands to work with the line items on the screen:

*  PressEnter to tag the selected item as included in the debit memo.

e PressTtotag all itemslisted asincluded in the debit memo.

e PressU tountag all items listed for the invoice.

* PressE to edit the selected lineitem. You must tag the line item to include it

in the debit memo you are working with before you can edit it.
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Edit the unit cost of the item, if necessary, and enter acomment (if desired).
Use the Proceed (OK) command to save your changes and return to the
Debit Serialized Goods Entry screen.

*  PressD to exit from the Debit L otted/Serialized Goods Entry screen. Enter
another debit memo or use the Exit (F7) command to return to the Daily
Work menu.
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Use the Generate Orders function to select and generate purchase orders. This
function can help you find the most efficient way to restore an inventory level or
satisfy a particular demand.

Requisitions are not real purchase orders. They are stored in the POPQxxx
(Purchase Requisition) file, which stores items requested. To make these
proposed purchase orders real, use the Generate Orders function to move them
from the POPQxxx file to the POOHxxx and POORxxx (Open Order) files. For
example, you might have a demand for 15 of item 100, but the system indicates
you get a price break when you purchase 20 items from a vendor. Use this
function to find the optimal way to purchase items, the vendor from which to
purchase them, and how many to purchase.

Once the orders are determined and stored as requests, you can generate them as
actual orders sent directly to the POOHxxx and POORxxx files. If you choose not
to generate them as orders, they are kept in the POPQxxx file indefinitely. You
can use the Delete (F3) command to delete them as you can any other line item.

If you use the Sales Order application, it can also add information to the
POPQxxx file. If Inventory and Purchase Order are interfaced and you use the
Generate Orders function, the Inventory system also sends reorder information
to the POPQxxx file.

To generate an order, you must know the vendor from whom you are purchasing
the item. When you flag the item and generate the order, flagged items become
open orders. When you generate orders, all itemswith like vendors and locations
print on one purchase order.
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Generate Orders Screen

Select Generate Orders from the Daily Work menu. The Generate Orders screen
appears and lists the item ID, date information was entered, and related location
and amount information.

_-3_ Generate Orders =1o =]
Commands  Edit  Modes Other Scroll Commands  Help
2Xiz 2@ an| ? e 0K || Abandon |
Item D Init D ate Sc Wendor Loc 1D Flag Guantity Ext Cost
=
3
11/03/2000 ILOO1 MNOOD [ =
r
r
r
r
r
r
r
r
r
r
r
r I
C =
r =
Enter=edit | Append | Toggle flag | FElag all | Unflag all | Sort | Wiew |
Determine vendorl Enter vendor | Generate | clear vendors | Lombine lines |
[Company H [03/30/2002 | Terminal TOOD [0VR

The Source field liststhe application that isthe source of theitem information. If
lines have been combined, ** appears.

The Flag check box indicates whether the item is to be included in processing
(such as combining orders, generating orders, assigning vendors, or determining
vendors). If the check box is selected (or Y appearsin text mode), theitemis
included. If itisclear (or N appearsin text mode), it isnot included in processing.
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Commands

Use these commands to work with the line items on the screen:

«  PressEnter to edit the selected line item. See “ Edit or Append Line” on
page 5-82 for more information.

e PressAtoaddalineitem. See“Edit or Append Line” on page 5-82 for more
information.

* PressTtoflag anitem so that it can be combined with another, generated, or
used to determine a vendor.

* PressFto flag all items without vendors.
e PressUtounflag al items.

* PressS to sort the information on the screen differently—by item ID,
location 1D, source application, initialization date, or vendor ID.

e PressVtoview information for the selected line item. Pressany key to return
to the Generate Orders screen.

e PressD to determine which vendor best suits your needsin filling an order
for the selected item. If Purchase Order interfaces with Inventory, the
Determine Vendor screen appears. Select the vendor with the lowest last
cost, fastest lead (delivery) time, or best break point cost.

* PressE to assign aparticular vendor to al flagged lines.

* PressG to generate flagged orders with avendor. You are returned to the
Daily Work menu.

e PressL to clear vendor IDsfor all flagged line items, then use the Proceed
(OK) command to clear the vendor 1Ds.

e Press C to combine flagged lines with identical vendor IDs, item IDs,
location 1Ds, and requested shipping dates.
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Daily Work

a1

Edit or Append Line

Inquiry
Maint

Inquiry

Inquiry
Maint

The Edit/Append Line screen appears when you edit an existing line or add a
new line on the Generate Orders screen.

A Edit Line I [ 3
Commands Edit Modes Other Inwventory Lookups Help
2z e @e e OK__|_Abandan |

Yendar ID ACEOM E

Lacation ID MMNO0D E

Item ID 100 [a

Desc Electrical Package

Quantity | 3.0000 Units  [PKG |a] Unit Cost | 343.5500

Ext. Cost | 1030.6500

Date Initiated [11/03/2000 Source Application [P0

Entered By IJackie A7 Fieference |D |43

[ [Company H [19/20/2002 | Terminal TODO [OVR

Field Description

Vendor ID Enter the ID of the vendor from whom you want to
purchase the item.

Location ID Thisfield appears only if you set up adefault location
ID in the Resource Manager Company Information
function.

Item ID Enter theitem ID you want to include in the order. The
Inquiry (F2) and Maintenance (F6) commands are
available if Purchase Order interfaces with Inventory.

Desc The item’s description appears.

Requested Ship Date

Quantity

Thisfield appears only if you elected to use requested
ship dates on line items in the Resource Manager
Options and Interfaces function. Accept the current
date, or enter the requested ship date for the order.

Enter the quantity of the item you want to includein
the order.
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Generate Orders

Field

Units
Maint I

Unit Cost

Ext Cost

Date Initiated
Entered By
Source Application

Reference ID

Description

Accept the current unit of measure, or enter the unit of
measure for theitem. The Inquiry (F2) and
Maintenance (F6) commandsare availableif Purchase
Order interfaces with Inventory.

Enter the unit cost of the item, or press Enter to skip
thisfield.

The extended cost of the item appears.

Accept the current date, or enter the date the item
information was entered.

Enter the name of the person who entered the item
information, or press Enter to skip thisfield.

Accept the current source ID, or enter the ID of the
application that is the source of the item information.

Enter the reference name associated with the vendor,
or press Enter to skip thisfield.

Use the Proceed (OK) command to save the information and return to the

Generate Orders screen.
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Copy Recurring Orders

Use the Copy Recurring Orders function to copy recurring orders from the
APRHxxx (Recurring Entries) file to the POOHxxx and POORxxx (Open Order)
fileswhen you enter orders. Use the run codes and cutoff dates that you set up to
copy the batches according to your schedule.

Recurring orders are copied to the POOHxxx and POORxxx files as orders with
invoice received status. The system assigns the order number R + PO# (received
order) to every recurring order to which you did not assignh an invoice number.

If you are using Purchase Order on a multiuser system, make sure that no one

elseis using any Purchase Order functions. You cannot copy recurring orders
until the other users exit from these functions.

Copy Recurring Orders Screen

Select Copy Recurring Orders from the Daily Work menu. The Copy Recurring
Orders screen appears.

i, Copy Recurring Orders i ] |
Commands Edit Modes ©Other Help
2¥tE | @ @B e 0K | Abandon |
RunCode  From I 1
Thru I 12
Copy to GL Period I 9
Cutoff Date 03/30/2002

Batch D 000001 al

Compary H 03/30/2002 Terminal TOOO OvR
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Copy Recurring Orders Daily Work

Enter the run codes whose recurring orders you want to copy.

Press Enter to copy the orders to the current period, or enter a different
period.

When you entered recurring orders, you might have entered cutoff dates for
them. Accept the system date as the cutoff date, or enter a different date.
Ordersthat have cutoff dates before the date you enter here are not copied to
the POOHxxx and POORxxx files.

Select the batch 1D to which you want the orders copied.

Select the output device for the Copy Recurring OrdersLog. See“ Output the
Report” on page 1-68 for more information on output devices.

This report shows the the total amount of recurring orders that were copied
to the POOHxxx and POORXxxx files, and lists errors occurring during the
copy process (such as arecurring order for a vendor whose record has been
deleted from the APVExxx file).

After the report is produced, the Daily Work menu appears.

Copy Recurring Orders Log

5-86

0873072002

1Z:45 MM

Decur. No.

a1l R1EEEE Bemaining balance = 0. Becurring entry not copied.
10 BlEEEEE Past cutcoff date. BRecurring entry not copied.

11 RIZ13E Past cutoff date. Becurring entry hot copied.

1z BEEEG Past cutoff date. Becurring entry not copied.

35 ROQ0001Z Past cutoff date. BRecurring entry not copied.
Total amount copied to Purchase Order file. _oo

End of Report

Builders Suppli Dage 1
Copy Becurring Orders Beport
Pun Codes 1 - 12, Cutoff Date 0373072002
Batch 000001

To P.0O. Mo. Error Messages
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Change Batches

The Change Batches function allows you to manually change the batch ID for a
single order or an entire batch of orders that has not been posted. If you did not
elect to use transaction batching in the Resource Manager Options and

Interfaces function, you cannot use this function.

Change Batches Screen

Select Change Batches from the Daily Work menu. This screen appears.

_2_ Change Batches
Commands Edit Modes Cther Help

=10

R¥iE bR @@ 7o

0K

I Abandar I

Change:
& Order Na
" BatchID

Oid Batch ID
Order Mo
Mew Batch 1D

0000
00000046

3

(]

0nooo2

| Company H | 09/30/2002 | Teminal 7000 [0VR

1. Select thetype of change you want to make. You can copy asingle order to a
new batch or you can move all orders from one batch to another.

2. Enter the batch number from which you want to move the order or orders.
3. If you selected to move asingle order, enter the order number you want to
move.
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Change Batches Daily Work

4. Enter the batch number to which you want to move the order or group of
orders. Use the Maintenance (F6) command to open the Batch Control
function to add or edit batch IDs.

5. Press PgDn to copy the orders. After the orders are moved, the Daily Work
menu appears.
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Batch Control

Usethe Batch Control function to inquire about the status of your batches, to set
up new batches, and to maintain existing batches. If you did not elect to use
transaction batching in the Resource Manager Options and Interfaces function,
you cannot use this function.

Batch Control Screen

Select Batch Control from the Daily Work menu. This screen appears.

&, Batch Control ] 5
Commands Edit Modes Other Help

22Xz DR @EE 28 OK__|_bandon |

Batch D 000001 E

Lock Flag Feport Status:

Description  |Monday's Orders Furchases Journal Unprinted -

Status Released < l Returns Journal Unprinted -

Receipts and Invaices | Linprinted -
Tem  User Mame Tem  User Name
T001 Tom

T002 Caroline

|Company H [09/30/2002 | Terminal TOOD [OVA

1. Enter the batch ID you want to add or edit. If you elected to use automatic

batch number generation, use the Proceed (OK) command to create a new
batch ID.

2. If aterminal ID appearsinthe Lock Flag field, the batch is or was produced

or posted on that terminal. Do not change it unless you need to release a
locked batch.
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Daily Work

5-90

Enter a description of transactionsin this batch.

Enter the status of the batch. Enter H if the batchison hold or R if it is
released.

If you place a batch on hold, you can print or post it, but you cannot enter or
edit ordersin that batch.

For each report listed, toggle the report status.

The report status begins as Not Applicable. When you enter purchases or
miscellaneous debits, the status automatically changes to Unprinted. When
you print the report, the status automatically changesto Printed. If you then

add or change orders or returns, the status automatically changesto Reprint.

If you selected abatch that isin use, the terminal 1D and the user name of the
person entering orders or returns appear.

A maximum of 20 terminal |Ds can appear at one time.
Use the Proceed (OK) command to save the information, then enter

information about a different batch ID or use the Exit (F7) command to
return to the Daily Work menu.
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Transaction Reports

Printing a Transaction Report
Purchase Requisition Report
Print Orders

Open Order Report
Scheduled Delivery Report/Worksheet
Purchases Journal

Returns Journal

Receipts and Invoices Report
Accrual Verification Report
Goods Not Received Report
Post Transactions
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Printing a Transaction Report

The functions on the Transactions Reports menu let you print reports
containing information about transactions entered in Purchase Order, such as
reports detailing order and receipt or invoice status, journals listing purchases
and returns, or multi-purpose reports that can be used as delivery worksheets or
receipt checklists. These lists give you valuable information about your
transactions and serve as part of your company’s audit trail.

All transaction reports are produced in the same way. Use the instructions below
to print atransaction report, modifying the procedure as necessary for the report
you are printing. For example, if the screen for the report you want to print does
not contain check box options, ignore that step and continue to the next.

Follow these steps to print a transaction report:
1. Select thereport you want to print from the Transaction Reports menu. The

selection screen for that report appears. The Open Order Report screenis
shown below as an example.

_2_ Open Order Report o =] |
Commands Edit Modes ©Other Inventory Lookups  Help
rxrtE R @@ 2@ 0K | Abandon |

Order Mo From  |00000030 k1 Job and Phase  Fram |ﬂ
Th  [00000046 & Thru al
Wendor ID From  JACEQOO E Fequested Date  From S
Thiu | TIMOO E Thiu A
Item D From 100 [al
Thu  [320003 I8l
Batches to Print: 2
Additional Dezcription Format IShD'l vl
Statug: Frint By: Select:
= MNew * Order Murnber Current Receipts I
= Printed " Yendor ID Posted Receipts 'l
= Mew and Printed = ke 1D Current Irvoices Ird
" Active " Job and Phase Posted Invoices ml
" Retumned " Requested Date Completed Lines ¥
i Canceled i Status Cancelled Orders ml
v Al Cancelled Lines I

[ Company H [03/30/2002 | Terminal T000 [0vA
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Printing a Transaction Report Transaction Reports

2.

Select the range of information to include in the report inthe From and Thru
fields. The Inquiry (F2) command is usually available for these fields to let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all valuesin the report.

If the screen contains entry fields (for example, for entering date ranges),
enter the appropriate values to use when printing the report.

If you elected to use transaction batching in the Resource Manager Options
and Interfaces function, select the batches you want to include in the report.

If the screen contains options that control what type of information is
included in the report (for example, print only the orderswith a certain status
or acertain category), select the option you want to use to print the report.

If the screen contains options that control how information is sorted or
printed on the report (for example, organize the report by order number),
select the option you want to use to sort the information.

If the screen contains options or Yes/No fields that control how additional
information prints on the report (for example, additional descriptions or
summary information), select the option (or enter Y in text mode) to print
that information when printing the report. Clear the option (or enter N in text
mode) if you do not want to use that option or print that information.

If you elected to use additional descriptions in the Resource Manager
Options and Interfaces function, select how to print additional descriptions.
To skip printing additional descriptions on the report, enter N. To print
additional descriptionsin a short-line format, enter S. To print additonal
descriptionsin along-line format that reduces the number of lines required
to print multiple lines of descriptions, enter L.

Select the output device to begin printing the report. See “ Output the Report”

on page 1-68 for more information. After you produce the report, the
Transaction Reports menu appears.
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Purchase Requisition Report

You can use the Purchase Requisition Report to view requisitions that are on file
without having to scroll through them in the Generate Orders function, and to
view totals for the items you select.

Purchase Requisition Report

03 /3072002 Builders Supply Page 1
3:07 MM Purchase Requisition Report
Flagged/Unflagged Requisitions with Vendors by Ivem ID

Item ID Loc. ID Units Vendor ID Source Date Initiated Quantity Unit Cost Extended Cost
Item Description Vendor Heme Entered By
100 MNOOOL  PRG ACEOOL 0 11/03/2000 3. 0000 3435500 1030.68
Electrical Package ACE PLUMBING SUPPLY COMPANY  Jackie W.

Item 100 TOTAL 1030.65
450 MNOOOL  EA MILOOL 0 08/30/2002 5. 0000 161.1400 805.70
Slide by Window 24" x 40" MILLWOFK LUMBER & CAEINETS Jackis W.

Ttem 450 TOTAL 205.70
450 MmNoool  EA MILOOL 0 08/30/2002 5. 0000 1764700 88z.38
glide by Window 30" X 40" NILLWORK LUMEER & CAEINETS Jackie W.

Item 460 TOTAL g9z, 35

End of Beport

GRAND TOTAL
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Print Orders

When you print purchase orders and debit memos on forms, purchase order
statuses change from New to Printed, but returns statuses do not change. To
inspect your purchase orders and debit memos before you print the forms,
produce the Open Order Report. If you need to change some orders, select the
Edit Orders option in the Enter Orders function. If you need to change some
returns, select the Edit Returns option in the Enter Returns function.

Use the Print Purchase Orders For field on the Print Orders screen to select
which orders to print and to change order status:

e Select New Orders to change order status to printed.
e Select Lost Orders to leave order status asis.

e Select A List Of Orders to select up to 100 ordersto print at one time from
thelist that appears.

If you arerestarting a print job (due to printer error, for example) enter the last
order number that printed correctly inthe Last Good Order Number field. If you
are beginning a new batch job, press Enter to skip thisfield.

If you selected the Prompt to Mount Forms option in the Resource Manager
Form Codes function, the message Mount check forms now appears after you
select the orders to print. Place the correct formsin the printer, then press Enter
to continue.

If you also selected the Do you want to print alignment mark before printing?
option in the Resource Manager Form Codes function, an X prints in the upper
right corner of thefirst form. If the X is not centered in the alignment box, adjust
the forms and select No (or enter N in text mode) to print the alignment character
again. Repeat this procedure until the form is aligned, then select Yes (or enter Y
in text mode) to print the orders.
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Transaction Reports

Purchase Order

6-8

Builders Supply Purchase Order
1157 Walley Park Dr
Shakopes MN 55379 PO Humber Page
00000041 1
Req. Ship Date
1070172002
Ord. Date Ordered By Terms F.0.E. Ship Via
09/26/2002 John 1/10,n/30 FedEx
¥V ACE PLUMEING SUPFLY COMPANY % Bill Folz
E 6769 COLDEN GATE DRIVE H 1124 Hermepin hve
N SAN FRANCISCO CA 35454-5548 I Suite 10OE
D I Minneapolis, MH
0 T 55420
n o
Line Item/Description Unit Price Units Ordered Received Backordered
001 Zo0300 479.9500 EA 1.0000 1.0000 . 0o00
Air Conditioner
ooz soo0 £39.6600 Ei £.0000 1.0000 4. 0000
Refrigerator - Elack
003 211003 139800 GAL £.0000 £.0000 L0000
Paint - Ivory - Flat
Lot g 12zl 13. 9300 GAL 5.0000 5.0000 L0000
Subtotal Tax Freight Mize. Prepaid Total
1698.15 75.30 Lo Lo 1773.45
Comments:
Received By
hurhorized Signature
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Open Order Report

The Open Order Report lists the items and orders you entered into the POOHxxx
and POORxxx (Open Order) files. You can use this report in several ways,
depending on the orders you select:

Print alist of new orders every time you enter them. It serves as areference
and an audit trail and is more compact and easier to use than a stack of
purchase order forms.

Print areceiving report as areference of order and line item entry numbers
when you receive goods or change orders.

After posting, print alist of the goods that are due. It can help you decide
whether to purchase the items from other vendors.

Print alist of outstanding orders for a vendor or an item. It can help you
analyze your purchases.

If you enter job information, print alist of the items you ordered for ajob or
phase.

Use the second page of the report to get an aged breakdown of the ordersyou
are scheduled to receive in the next 90 days.
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Open Order Report

Open Order Report
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Scheduled Delivery Report/Worksheet

The Scheduled Delivery Report/\Worksheet shows the orders you are supposed to
receive on the date you enter. This report is valuable if the end of a posting or
other important time period is approaching and you want to see what inventory

you should have received.

You can also use the Scheduled Delivery Report as a physical inventory
worksheet: you can compare the items in the report against a physical count of
inventory by checking off the items you received.

An example of the Scheduled Delivery Report is on the next page.
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Scheduled Delivery Report/Worksheet
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Purchases Journal

Print the Purchases Journal to check for mistakes and omissions and to use as an
audit trail of invoiced orders to be posted. The detailed version of the journal can
serve as a compact paper record of your invoiced orders. Print the journal every
day after you finish the day’s work but before you post orders.

If you find incorrect information in the Purchases Journal, use the Enter Orders
function to edit or delete the order. You cannot edit or delete orders that have
been posted.

An exampl e of the Purchases Journal is on the next page.

Purchase Order User’s Manual 6-13



Transaction Reports

Purchases Journal

Purchases Journal
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Returns Journal

The Returns Journal contains debit memos and miscellaneous debits. It serves as
an audit trail of the debit memos to be posted. The detailed version of the journal
can serve as acompact paper record of your debit memos. Print the journal every
day after you finish the day’s work but before you post orders.

If you find incorrect debit memos or miscellaneous debits in the Returns Journal,
use the Enter Orders or the Enter Returns function to edit or delete them. You
cannot edit or delete posted returns.

An example of the Returns Journal is on the next page.
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Returns Journal

Returns Journal
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Receipts and Invoices Report

The Receipts and Invoices Report lists the receipts and invoices on file. This
report is useful when you are verifying payments and want to see which
payments were posted.

Receipts and Invoices Report

End of Beport

GRANT
GRAND

TOTAL RECEIPTE
TOTAL INVOICES

08/30/2002 Builders Supply Page 5
3:83 PH Receipts and Invoices Report
Ey Order No. for Current Receipns and Inwoices
Batch ID Ent. Vendor Receipt/ gtatus Type Date oL Job Location Quantity Units Tnit Cost Extended
Order No. Invoice Humber Perind Phase Item Cost
Description
000003 001 ACEOOL R1138 CURRENT GDS 09/26/2002 9 MNOOOL 1.0000 Ei 4299500 42995
00000041 200300
Bir Comdinioner
000003 001 ACEOOL 149731 CURRENT INV 09/26/200Z 2 MHOO0L 1.0000 Ei 429.9500 429,98
00000041 200300
Bir Conditioner
000003 002 ACEOOL RL10S3 CURRENT GDE 03/25/2002 & MmoooL 1.0000 Ei 2396600 23966
00000041 300
Refrigerator - Black
000003 003 ACEOOL RL10S3 CURRENT GDE 09/26/2002 & Mmool 5.0000 GAL 138800 £2.50
00000041 811003
Paint - Ivory - Flat
000003 003 ACEO0L I99634 CURRENT INV 05/26/2002 & MHO0O0L 5.0000 GAL 1z_8800 £330
00000041 911003
Paint - Ivory - Flat
TOTAL RECEIPTS 739.51
TOTAL INVOICES 48988
EATCH 000003 TOTAL RECEIPTS 738,51
EATCH 000003 TOTAL INWOICES 45988
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Accrual Verification Report

The Accrual Verification Report lists the amounts accrued for orders. The
summary report lists only the General Ledger and Purchase Order accrual
amounts and the variance for each account. The detailed version of the report
lists each accrual for each order’sline items.

You set up the accrual accountsin the APGLxxxx table (see on page 7-7). If
Purchase Order does not interface with General Ledger, or if you elected not to
use accruals in the Resource Manager Options and Interfaces function, the
General Ledger account accruals are zero.

An example of the Accrual Verification Report is on the next page.
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Accrual Verification Report
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Goods Not Received Report

The Goods Not Received Report lists orders whose goods have not been
received. If an order hasalineitem that has not been fully received, it islisted in
the report with the detail for each incomplete line item.

Goods Not Received Report

09/30/2002 Builders Supply Page 3
3:55 PM Goods Not Received Report
Ey Order No for AlL Suatus
-Dates-

Vendor Encry Ordered Ordered By Job Location Quy. Available Units -- Quancity/Dollars -- -
Batch ID Status Requestad Beceived By Phase Item ID Ordered Received Tnreceived
Order No. Description
Order Stat. GL Descripuion
ELLOOL 0oL lz/21/2000 Mmool 15.0000 PEG 4.0000 3.0000 1.0000
000001 OPEN 100 137420 1030.65 343.55
00000034 Electrical Package
GDRCD
ELLOOL 004 1272172000 MH000L 15,0000 PKG 2. 0000 3. 0000 £_0000
000001 OPEN 100 274840 1030.65 1717.75
00000034 Electrical Package
GDRCD FOR OBEEDING HOUSE

TOTALS a1zz.60 2061.30 2061, 30
NILO0L 004 1272172000 Ca000L 4.0000 PG 2. 0000 3. 0000 £_0000
000001 OPEN 550 82@8. 80 2108.30 51e0.50
00000035 Millwork Package
INECD

TOTALE 18537.88 11635.34 £301.94

Batch 000001 TOTAL 109278, 36 13697.24 a5sel. 1z
ACEO0L o0z 08/26/2002Takn MH000L 13.0000 EA 5. 0000 1.0000 4_0000
000003 OPEN  10/01/2002Sandra s00 1198.30 239.66 958,64
00000041 Refrigerator - Black
INECD

Serial Numbers: Bmount Per Unit
LTQ6131012 239.66

TOTALS 1198.30 239.66 959,64

Batch 000003 TOTAL 1198.30 239.66 958,64

GRAND TOTAL 11047666 13935.90 96535.76
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Post Transactions

When you post transactions, the orders, receipts, invoices, returns, and debit
memos update the APVExxx (Vendor), APINxxx (Open Invoice), APHIxxx
(Detail History), and APHSxxx (Summary History) files. If Purchase Order
interfaces with General Ledger or Job Cost, those applications are also updated.
Inventory is not affected when you post since it is updated online when you enter
purchase order transactions.

See the Accounts Payable User’s Manual for more information about what
happens when you post transactions.

Note I

If Purchase Order interfaces with General Ledger, the year you selected in
the Enter Orders function appears. If Purchase Order interfaces with
Inventory and you entered the wrong year, delete all the transactions and
reenter them.

Interfaces

Accounts Payable

For every invoiced order and debit memo, an open invoiceis created in the
APINxxx and APIXxxx files. The records of open invoices (what you owe) and
open debit memos (what your vendors owe you) are kept on file until you purge
them.

If the quantities received and invoiced are equal and are greater than or equal to
the quantity ordered for alineitem, the status of the line item changesto
Completed. When al the linesin an order are Completed or Cancelled, the
order is removed from the POOHxxx and POORxxx (Open Order) files after
posting compl etes.
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6-24

Job Cost

If Purchase Order interfaces with Job Cost, the cost information in the JOHIxxx
(Detail History) fileis automatically updated and the JOBSxxx (Jobs) fileis
optionally updated when you post.

General Ledger

If Purchase Order interfaces with General Ledger, debit and credit entries are
created in the GLIRxxx (Journal) file. See the Accounts Payable User’s Manual
for anillustration of the debit and credit entries that are made in the GLIRxxx file
when you post invoices and returns.

If you elected to use accruals in the Resource Manager Options and Interfaces
function, accrual entries are created in General Ledger when you receive goods
without the invoice.

When you post goods received for ajob, these accrual entries are made:

Job Accrual AP Accrua
Account Account

DB CR
Thejob accrual and AP accrual accounts come from the APGLxxxx table.

When you post goods received for an inventory item that you did not purchase
for ajob, these accrual entries are made:

Inventory Accrual AP Accrud
Account Account

B

Theinventory accrual and AP accrual accounts come from the APGLxxxx table.
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When you post goods received for a noninventory item that you did not purchase
for ajob, these accrual entries are made:

Expense Accrual AP Accrual
Account Account

T

The expense accrual and AP accrual accounts come from the APGLxxxx table.

If you elected to use accruals in the Resource Manager Options and Interfaces
function, the original accrual entries are reversed in General Ledger when you
invoice the goods that have accrued.

When you post an invoice for accrued goods that were purchased for ajob, these
entries are made:

AP Accrual Job Accrual
Account Account

DB CR
The AP accrual and job accrual accounts come from the APGLxxxx table.

When you post an invoice for accrued inventory goods that were not purchased
for ajob, these entries are made:

Inventory Accrual AP Accrual
Account Account

e

Theinventory accrual and job accrual accounts come from the APGLxxxx table.
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When you post an invoice for accrued noninventory items that were not
purchased for ajob, these entries are made;

AP Accrual Expense Accrual
Account Account
DB CR

The AP accrual and expense accrual accounts come from the APGLxxxx table.

If you elected to use accruals in the Resource Manager Options and Interfaces
function, accrual entries are created in General Ledger when you post areturn
without the debit memo.

AP Accrual Job Accrual
Account Account

B

The AP accrual and job accrual accounts come from the APGLxxxx table.

When you post areturn of an inventory item that does not affect ajob, these
accrual entries are made:

AP Accrual Inventory Accrual
Account Account

B

The AP accrual and inventory accrual accounts come from the APGLxxxx table.

When you post areturn for noninventory items that do not affect ajob, these
entries are made:

AP Accrual Expense Accrual
Account Account

EREE
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The AP accrual and expense accrual accounts come from the APGLxxxx table.

If you elected to use accrual entries in the Resource Manager Options and
Interfaces function, accrual entries are created in General Ledger when you post
adebit memo for areturn you accrued.

When you post the debit memo for an accrued return of items that affected a job,
these entries are made:

Job Accrua AP Accrual
Account Account

ERE

Thejob accrual and AP accrual accounts come from the APGLxxxx table.

When you post a debit memo for an accrued return of inventory itemsthat did not
affect ajob, these entries are made:

Inventory Accrual AP Accrua
Account Account

DB CR
Theinventory accrual and AP accrual accounts come from the APGLxxxx table.

When you post a debit memo for an accrued return of noninventory itemsthat did
not affect ajob, these entries are made;

Expense Accrual AP Accrual
Account Account

B

The expense accrual and AP accrual accounts come from the APGLxxxx table.
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Before Posting
Before you post, perform these tasks:
« If you have a multiuser system, make sure that no one elseis using the
Purchase Order system. You cannot post if someone else is using Purchase
Order functions in the batches you are posting.
e Print the Purchases Journal (see page 6-13).
e Print the Returns Journal (see page 6-15).

e Print the Receipts and Invoices Report (see page 6-17). Thisreport is
optional; you do not need to print it in order to post transactions.

e Back up all your datafiles.

Theinformation in the Purchases Journal, the Returns Journal, and the Receipts
and Invoices Report comes from the POOHxxx and POORxxx files. Posted
entries are cleared from these files to make room for the next group of entries.
Because you cannot reconstruct the journals after you post, printing them before
you post is important.

Backing up your data files before you post is an important practice. Unforeseen

problems, such as a power surge or failure, can interrupt the post and result in the
loss of data.
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Post Transactions Screen

Select Post Transactions from the Transaction Reports menu. The Post
Transactions screen appears.

&, Post Transactions ] 5
Commands Edit Modes Other Help
2xiE DR @E 28 OK__|_bandon |

Have 'ou Completed PO Transaction Entry? I~

Have You Backed Up Your Data Files? I~
Batches to Post: 3
Do You 'want to Post All Invoices as Held? I~

Posting ta Fiscal Year 2002

[ |Company H [09/30/2002 | Terminal TOOD [OVA

1. If you entered and reviewed the purchase order transactions, select the check
box (or enter Y in text mode); if not, clear the check box (or enter N in text
mode), return to the Transaction Reports menu, and do so before
continuing.

2. If you printed the purchase orders, the Purchases Journal, the Returns
Journal, and backed up the data files, select the check box (or enter Y in text
mode); if not, clear the check box (or enter N in text mode), return to the
Transaction Reports menu, and do so before continuing.

3. If you elected to use transaction batching in the Resource Manager Options
and Interfaces function, select the batches you want to post.
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4. If youwant to post all invoices as held, select the check box (or enter Y in
text mode); if not, clear the check box (or enter N in text mode).

If you post invoices as held, you must later use the Hold/Release Invoices

function (see the Accounts Payable User’s Manual) to release each invoice

for payment. If you do not post them as held, you can use the Hold/Release
Invoices function to hold individual invoices.

The fiscal year you entered in the Enter Orders function appears.
5. Select the output device to produce the posting log. See “ Output the Report”

on page 1-68 for more information on output devices. After posting
completes and the log is produced, the Transaction Reports menu appears.
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Post Transactions Log

02 /30/2Z002 Builders Supply Page 1
4:07 M Post Purchase Orders to AfP

Current Fiscal Year
Terminal: TOOO

Batches Posted:

Q00001 00000E Q00003

Amount posted to open inwvoice file 4Z232. 97—

Wendor file 4733 97—

History file dZ3F. 87—
02 /30/2Z002 Builders Supply Page 2
4:07 MM Post to GL and Jobs

Current Fiscal Year

Awount posted to GL period 09 GL Account Debit Credit
1593654 Series Number 104400 9_00
DMa353 Zeries MNumber 104400 1350
D132E4 Electrical Packa 104000 £87.10
013854 Stowe - Black 104000 34711
D138354 Dishwasher - BEla 104000 9z0.91
D132E4 Paint - Iwvory - 104000 1z3.80
Freight £0z000 15057
Misc 933300 19.83
I45721 Air Conditioner 104000 4z5.3E
199634 Paint - Iwory - 104000 55_30
Tax loc CA cls 00 s0&000 667
Tax loc CA cls 00 S06000 17_zd
Tax leoc CA cls 0O 20e000 Z.g0
AP z00o00 1786 64
Ealance ZEBE. 43 Zzgk.43
Total posted to jobs ]

End of Beport
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Ship-to Addresses
Tables
Edit Purchase Order Number
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File Maintenance

7-2

Introduction

Purchase Order shares some Accounts Payable menus with some of its own
functions: Information Inquiry, Daily Work, File Maintenance, and Master File
Lists. Refer to the Accounts Payable User’s Manual for questions on these
shared menus, or for questions on functions not covered in this manual.
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Ship-to Addresses

Use the Ship-to Addresses function to add or change addresses of locationsto
which you ship your orders. The addresses (and the ship-to IDs you assign to
them) are saved in the POSHxxx (Ship-to Address) file. When you enter the
ship-to ID for a purchase order, the address appears on the screen.

To print the ship-to addresses on mailing labels or in alist, use the Ship-to

Address Labels function. See “ Ship-to Address Labels’ on page 8-3 for more
information.

Ship-to Addresses Screen

Select Ship-to Addresses from the File Maintenance menu. The Ship-to
Addresses screen appears.

&, Ship-to Addresses ] 5
Commands Edit Modes Other Help
2¥XE 2R @R 7@ OK__|_Abandan |
Ship to CaA001 E
Mame Johi Abrams
Addr 1 O akland Warehouse

Addr 2 AFTET Morth Bayshore Hey
Addr 3 Oakland, C& 90000

Addr 4
Ship Yia FedEx

Company H | 10/01/2002 | Terminal TOOD | 0YE
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Ship-to Addresses File Maintenance

1. Enter theID of the shipping address you want to add or edit. If you are
entering anew address, enter adescriptive ID to makethe ID easy to
remember.

2. Enter the ship-to location. If the address is for a drop-ship customer, enter
the customer name.

3. Enter the shipping address.

4. Enter the means by which you normally send the goods to the site in the
Ship Via field.

5. Usethe Proceed (OK) command to save the ship-to address record, then

enter another ship-to ID or use the Exit (F7) command to return to the File
Maintenance menu.
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Tables

Tables store information about the system, data, options, and default settings for
other applications.

Many Purchase Order tables have the same name as those in Accounts Payable,
but to use them in Purchase Order, you must build them again so that the correct
information is accessed when you use Purchase Order. | nformation about
Accounts Payable and Purchase Order tablesis kept in the APTB file and the
POTB file, respectively.

The following tables are related to Purchase Order:

e APGLXxxXxXx
e APPDxXxxX
e DFXxXxxxx
e DMxXXxXxxXx

e DISCxxxx

¢ D1099xxx

e F1099

¢ FORMxxx
¢ MRGLxxxx
e QCXXXXXX
e QEXXXXXX
e QENTxxxx
e QMXXXXXX
e QMATXXXX

e QNXXXXXX
e QRXXXXXX
¢ QRETxxxx
e QXXXXXXX
o QZXXXXXX

For more information about each of these tables, see their individual descriptions
in this section.
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File Maintenance

For information about shareable, unshared, and terminal tables, see “ Tables’ on
page 3-11.

Note I

The OPTxxx (Options) table stores options and interfaces settings. Maintain
the information stored in this table by using the Resource Manager Options
and Interfaces function, rather than editing the table itself.

Tables Screen

Select Tables from the File Maintenance menu. A blank Tables screen appears.

=101 x|

Commands Edit Modes Other Help

RS W X DK | Abandon |

Table ID I Iﬂ Dieseription |
Mumber of Colz I 1] Column Length I 0 Type I vl

[ | CompanyH | 10/01/2002 | Teminal TODD  [OWR

1. Toadd or edit atable, enter the table ID. To set up a company-specific table,

7-6

enter the table ID plus the one-character to three-character company ID. To
set up aterminal-specific table, enter the table ID plus the four-character

terminal ID. To delete the table, use the Delete (F3) command.
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Tables

2. If you entered anew table ID, the Copy From field appears. To copy a
company-specific or terminal-specific table, enter the table ID plusthe

company ID and terminal 1D.

A set of tables comes with the sample company, Builders' Supply. You can
copy the sample tables for acompany and then change the appropriatefields.
To copy asampletable, enter the table ID.

3. Accept the current description of the table, or enter a different description.

The number of columns, the length of the columns, and the type of

characters you can enter—al phanumeric (A), numeric with two decimals
(N), numeric with three decimals (3), or numeric with four decimals (4)—
appear.

APGLxxxx Table

The APGLxxxx table stores the accounts to which purchase order transactions
and checks are posted in the GLIRxxx (Journal) file. When you enter the table

ID, therest of the APGLxxxx table appears.

Commands  Edit Modes Other Help

=1olx|

2xXtiz e @n|?e

0K | Abandon |

Table 1D APGEL £}

Mumber of Cols

=

Diescription |Genela\ Ledger Accaunts

Column Length 12 Type

sl

[pEECRIPTION

C/L ACCOUNT

[DISCOUNTS

304000

CASH

100000

IN Accrual

104400

Exp Accrual

306000

(AP Accrual

200000

Job Accrual

104Z00

Compary H

10/ /2002

Teminal TOOD  |OYR
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7-8

Field

Description

GL Account

Description

Purchase Order poststo several accounts:
« discountstaken
» cash - checking

* inventory accruals for goods that are received but
not invoiced

* expense accruals for goods that are received but not
invoiced

» AP accruals for goods that are received but not
invoiced

* job accrualsfor goods that are received but not
invoiced

Accept each description, or change the descriptions of
the accounts.

For each account description, accept the current
General Ledger account number, or enter a different
account number.

Make sure that the account numbers you enter match
the account mask for the descriptions. This practice
ensures that amounts are posted to the correct
accounts.
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APPDxxxx Table

The APPDxxxx table stores a company’s current general ledger period, fiscal
year, and number of periods per year for posting and periodic history.

When you enter the table D, the rest of the APPDxxxx table appears.

_oix|
Commands Edit Modes Other  Help
2¥XE 2R @R 7@ OK__|_Abandan |
Table D AFPPD 2] Description |Fiscal Vear/Period Tatle
Mumber of Colz I 3 Column Length I 12 Type IN vl
|rERIOD FISCAL YEAR PERIODS/YEAR
4.00 Z002.00 1z.00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
.00 .00 .00
[ | ComparyH | 10/01/2002 | Teminal TOOD  [OVR

Field Description

Period (1.00-13.00) Enter the number of the current period. This period is
incremented when you perform periodic maintenance.

Fiscal Year Enter the current fiscal year. Thefiscal year is
incremented when you perform year-end maintenance.

Periods/Year Enter the number of accounting periods your company
usesin ayear.
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DISCxxxx Table

The DISCxxxx table stores the fields you can include in or exclude from vendor
discounts—sales tax, freight, and miscellaneous charges. When you enter the
table ID, the rest of the DISCxxxx table appears.

=0l
Commands  Edit Modes Other Help
:%Xt§|g|ﬂ|?@ 0K | Abandon |
Table ID DISC 2] Description |Cash Digcaunts Table
Mumber of Cals |_2 Column Length W Type IE
|TTEN DISCOUNT?
Sales Tax TES
Freight TES
Misc TES
[ | ComparyH | 10/01/2002 | Temminal TODD  |[OWA
Field Description
Iltem The three fields—Sales Tax, Freight, and Misc—you
can include or exclude from discounts appear. Accept
each description, or enter different descriptions.
Do not delete lines or rearrange field names. The
system looks for the defaults by their position in the
table; it treats the item on thefirst line as sales tax, the
item on the second line as freight, and the item on the
third line as miscellaneous charges.
Discount For each field, enter YES to include thefield in

discount calculations or NO to exclude the field.
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D1099xxx Table

The D1099xxx table stores a company’s federal and state tax identification
numbers. When you enter the table I D, the rest of the D1099xxx table appears.

(o] x|
Commands Edit Modes ©Other Help
2z RR | aEn| e 0K | Abandon |

Table 1D 01033 2] Description |Tax |dentification Mumbers T able
Mumber of Colz | 2 Calumn Length 12 Type IA vl

IDescription Tax ID

Federal TIN |[469-78-36Z7
State TIN MM 1z-7234ZZ

[ | ComparwH [ 10/01/2002 | Teminal TODD  [OVR

Field Description

Description The descriptions Federal TIN and State TIN appear,
Accept each description, or change the descriptions.

Do not delete lines or rearrange field names. The
system looks for the defaults by their position in the
table; it treats the item on thefirst line as the
company’s federal tax identification number and the
item on the second line as the company’s state tax
identification number.

Tax ID Enter the company’s federal tax ID on thefirst lineand
the state tax 1D on the second line. The tax IDs you
enter are used as the default |Ds when you prepare
1099 forms.
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File Maintenance

F1099 Table

The F1099 table stores the minimum amounts for preparing 1099 forms for your
vendors. When you enter the table ID, the rest of the F1099 table appears.

Commands Edit Modes ©Other Help

=100

2Nz 2@ @R ? e 0K | Abandon |
Table 1D F1033 2] Description |1 034 Form Minimums T able
Mumber of Colz | 2 Calumn Length 16 Type IA vl

IBox

Limit

1 - Rents

00

Z - Royalties

10

5 - Ocher Income

00

4 - Fed tax wh

& - Fishing EBoat

& - Medical

00

7 - Nonemplovee

00

§ - Substitute

S - Direct Zales

S000

& - Crop Insur

00

[E - Gold Paracurc

C - Gross Attorn

| ComparyH [ 10/01/2002 | Teminal TOOD  [OWR

Field

Box

Limit

7-12

Description

The descriptions of the payment boxes on the 1099-
MISC form appear. Accept or change each description.

Do not delete lines or rearrange the descriptions. The
system looks for these items by their position in the
table; it treats the item on thefirst line as rent
information, the item on the second line as royalties
information, and so forth.

Enter the 1099 limit for each type of payment.

See the appropriate year’s instruction booklet for the
1099-MISC formsissued by the Internal Revenue
Service for the correct limits.
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FORMxxx Table

The FORMxxx table tracks the last check number and incrementsiit each time a
check is printed. It is created when you enter online checks or print checks.

When you enter the table ID, the rest of the FORMxxx table appears.

& POTB = [0

Commands Edit Modes Other Help

2XiE 2R Ba| 2@ 0K | Abandan |
Table D FORM 2] Description |Mext Check Mumber

Mumber of Colz I 1 Column Length I g Type IA vl

Company H | 10/01/2002 Teminal TOOD  |OWR

Edit the next check number, if necessary, then usethe Proceed (OK) command to
save your changes. Enter the next table ID you want to add or edit or use the Exit
(F7) command to return to the File Maintenance menu.
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File Maintenance

MRGLxxxx Table

7-14

The MRGLxxxx table stores the accounts to which material requisitions are
posted in the GLIRxxx (Journd) file.

When you enter the table ID, the rest of the MRGLxxxx table appears.

Commands Edt Modes Other Help

=101

AXiE Re mn 2o DK | Abandan |

Table 1D MRGL

Mumber of Colz

Description |Mat Ren General Ledger Accounts
Colurnn Length I 12 Type IA vl

|[pESCRIPTION

Mtrl Inwv 104400

Mtrl Misc. 104000

|CompanyH 104070 /2002 Teminal TOOD  |0WR

Field

Description

Description

Material requisitions are posted to two accounts:
material requisitions from inventory and material
requisitions for miscellaneous materials. Accept each
description, or change the descriptions of the accounts.

Do not delete lines or rearrange the descriptions. The
system looks for these accounts by their position in the
table; it treats the account on the first line as the
material requisitions account for inventory items and
the item on the second line as the material requisitions
account for noninventory items.
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Field Description

GL Account For each account description, accept the current
General Ledger account number, or enter a different
account number.

Make sure that the account numbers you enter match
the account mask for the descriptions so that amounts
are posted to the correct accounts.

DFxxxxxx and DMxxxxxx Tables

The DFxxxxxx and DMxxxxxx tables store default information associated with
jobs. Both store the WIP account for jobs. The DFxxxxxx stores the inventory

account for purchase order transactions and posting payments. The DMxxxxxx
table stores the inventory account for material requisitions.

When you enter the table 1D, the rest of the table appears. A DFxxxxxx tableis

shown below.

(ol x|
Commands Edt Modes Other Help
2XrEbR @A 2@ 0K | Abandon |

Table 1D DF 4] Description |Transact|0nDefauItAccounts
Mumber of Cols I 2 Column Length |12 Type IA vl

IDEFAULT FLDI DEFAULT WAL

WIP Account |[l04Z00
INV fccount |104400
EBatch ID Qooool

| CompanyH | 10/01/2002 | Teminal TOOD  [OWR
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Field Description

Default Fid Thefieldsyou can enter defaults for appear. Accept or
change the current values.

Default Valu For each field, accept the current General Ledger

account number or batch ID, or enter adifferent value.

Make sure that any account numbers you enter match
the account mask for the descriptions so that amounts
are posted to the correct accounts.

QExxxxxx, QENTxxxx, and QNxxxxxx Tables

The QExxxxxx table stores the quick-entry stops used by the Enter Orders
function when you edit an order. The QENTxxxx table stores the quick-entry
stops used in order headers.

The QNxxxxxx table stores the quick-entry stops used by the Enter Orders

function when you enter an order and when you enter aline item through the
Receive Goods or the Receive Goods and Invoices option.
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When you enter the table ID, the rest of the table appears. A QExxxxxx tableis

shown below.
o ] 4

Commands Edt Modes Other Help

2rrE 2R @@ 2?8 OK__|_Abanden |

Table 1D GE 4] Description |Ed|tDrderE!u|ck Entry Table

Mumber of Cols I 2 Column Length I 12 Type IA vl

|FIELD DATA

Description

iddnl Desecr

GL Descr

Leqg Date

Tax Code
Job ID

GL Acct Ho
Qty Ordered |T

Units E
Tnit Cost E
Ext Cost
[ | CompanyH | 10/01/2002 | Teminal TOOD  [OWR
Field Description
Field (A12) The fields that appear in the line-item entry area when
you add or change line items are listed. Accept the
current fields, or change them.
Do not delete lines or rearrange the account
descriptions. The system looks for these accounts by
their position in the table; it treats the information on
the first line as the description, the information on the
second line as the additional description, and so on.
Data If you want the cursor to stop at afield only when you

press Enter, enter E. If you want the cursor to stop at a
field when you use the Jump command or when you
press Enter, enter T. If you do not want the cursor to
stop at afield, leave the field blank.
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QRxxxxxx, QRETxxxx, and QZxxxxxx Tables
The QRxxxxxx table stores the quick-entry stops used by the Enter Orders
function when you add areturn and when you enter alineitem through the Apply

Debit Memos option.

The QRETxxxx table stores the quick-entry stops used by the Enter Returns
function when you enter header information for the return.

The QZxxxxxx table stores the quick-entry stops used by the Enter Orders
function when you use the Edit Returns option.

When you enter the table ID, the rest of the table appears. A QRxxxxxx tableis

shown below.
=10l
Commands  Edit Modes Other Help
22Xz bR BB 7 OK__ | Abandon |
Table ID ['[3] 2] Description |Heturn Debit Memos Quick Entry Table
Mumber of Calz I 2 Column Length 12 Type IA vl
|FIELD DATA
Description
iddn]l Descr
CL Dazer
Tax Code
Job ID
CL Leer No
Qty Returned|T
itz E
Unit Cost E
Ext Cost E
Do f T
I Date E
CL Id E

[ | CompanyH | 10/01/2002 | Teminal TODD [0

Field Description
Field Thefields that appear in the line-item entry area when

you add or change orders or returns are listed. Accept
the current fields, or change them.
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Field Description

Do not delete lines or rearrange the fields. The system
looks for the fields by their position in the table; it
treatsthefirst line as the description, the second line as
the first additional description, and so on.

Data If you want the cursor to stop at afield only when you
press Enter, enter E. If you want the cursor to stop at a
field when you use the Jump command or when you
press Enter, enter T. If you do not want the cursor to
stop at afield, leave the field blank.

QCxxxxxX, QMxxxxxx, and QXxxxxxx Tables
The QCxxxxxx table stores the quick-entry stops used by the Enter Material
Requisitions function (see the Accounts Payable User’s Manual) when you

change material requisitions.

The QMxxxxxx table stores the quick-entry stops used by the Enter Material
Requisitions function when you enter material requisitions.

The QXxxxxxx table stores the quick-entry stops used by the Enter Material
Requisitions function when you return material requisitions.
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When you enter the table ID, the rest of the table appears. A QCxxxxxx tableis

shown below.
=10
Commands Edit Modes Other Help
RS W X DK | Abandon |
Table ID Gc 2] Description IEhange b at Feq Quick Entry Table
Mumber of Colz |_2 Column Length W Type IA vl
|FIELD DATA
Description
iddl Descr 1|E
iddl Descr Z|E
GL Descr E
Job ID
GL Account E
Bequested T
Tnits= E
Filled E
EBackordered |[E
Trsed
Ext Cost T
[ | CompanyH | 10/01/2002 | Teminal TODD  [OWR
Field Description
Field The fields that appear in the line-item entry area when
you add or change material requisitions are listed.
Accept the current fields, or change them.
Do not delete lines or rearrange the fields. The system
looks for the fields by their position in the table; it
treatsthefirst line as the description, the second line as
the first additional description, and so on.
Data If you want the cursor to stop at afield only when you

press Enter, enter E. If you want the cursor to stop at a
field when you use the Jump command or when you
press Enter, enter T. If you do not want the cursor to
stop at afield, leave the field blank.
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QMATxxxx Table
The QMATxxxx table stores the quick-entry stops used by the Enter Material
Requisitions function when you enter header information. When you enter the

table ID, the rest of the table appears.

=101 x|

Commands Edit Modes Other Help

22Xz DR @EE 28 OK__|_bandon |
Table ID QAT 2] Description IQuick Entry Table - Header bat Req

Mumber of Colz I 2 Column Length I 12 Type IA vl

|Fiela Data

Berquest Date

Location ID

Bemquest No

T
T
T
Berquested By [E
Date Needed
Hotes
Ship-to ID
Ship-to Name
Ship Tia
[Act Ship Dat
GL Period

EICEIGEIGEIEIG]

[ | ComparyH | 10/01/2002 | Teminal TOOD  [OVR

Field Description

Field Thefields that appear in the line-item entry area when
you add or change line items are listed. Accept the
current fields, or change them.

Do not delete lines or rearrange the account
descriptions. The system looks for these accounts by
their position in the table; it treats the information on
thefirst line asthe request date, the information on the
second line as the location 1D, and so on.
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Field Description

Data If you want the cursor to stop at afield when you press
Enter, enter E. If you want the cursor to stop at afield
when you use the Jump command or when you press
Enter, enter T. If you do not want the cursor to stop at a
field, leave the field blank.
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Edit Purchase Order Number

Usethe Edit Purchase Order Number function to change the number the system
assignsto the next purchase order or return. You can use thisfunction only if you
elected to have the system generate purchase order numbers in the Resource
Manager Options and Interfaces function.

This function is useful if you use preprinted purchase order forms and want the
system-generated purchase order number to match the number on the form.

Edit Purchase Order Number Screen

Select Edit Purchase Order Number from the File Maintenance menu. The
function screen appears.

&, Edit Purchase Drder Number ] 5
Commands Edit Modes Other Help
>XiE 2@ @A 7€ 0K | Abandon |

Purchase Order Mumber: I 55

Company H | 10/01/2002 | Terminal TOOD | 0YE
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Edit Purchase Order Number File Maintenance

1. Enter the number you want the system to assign to the next purchase order or
return. The system starts with this number and increments it by one each
time you enter a purchase order or return.

2. UsetheProceed (OK) command to save the number and return to the File
Maintenance menu.
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Master File Lists

Ship-to Address Labels

8-3

8-1



Master File Lists

8-2

Introduction

Purchase Order shares some Accounts Payable menus with some of its own
functions: Information Inquiry, Daily Work, File Maintenance, and Master File
Lists. Refer to the Accounts Payable User’s Manual for questions on these
shared menus, or for questions on functions not covered in this manual.
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Ship-to Address Labels

Use the Ship-to Address Labels function to print alist of the IDs and addresses
to which you ship orders or to print these addresses on mailing labels. Thelistis
a helpful reference when you enter orders.

Ship-to Address Labels Screen

Select Ship-to Address Labels from the Master File Lists menu. The Ship-to
Address Labels screen screen appears.

%, Ship-to Address Labels =10

Commands  Edit Modes Other Help

2xiE B @E?e 0K | Abandon |

Pick ShiptalD  From 001 B
Thry | T0M B

Frint Ship via? i

[ |Compary H [10/01/2002 |Temninal T0O00 |OVA

1. Enter the range of ship-to IDs for which you want to produce |abels.

2. If you want to include the shipping method in the list, select the check box
(or enter Y in text mode); if not, clear the box (or enter N in text mode).

3. Select the output device. See “ Output the Report” on page 1-68 for more
information on output devices.
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Ship-to Address Labels

References

4,

If you selected Printer or Print Preview as the output device, a message
appears prompting you to mount the labels. To print alist, place standard
printer paper in the printer. To print mailing labels, place 3-1/2-by-15/16-
inch, single-column mailing labels in the printer. When the printer is ready,

press Enter to continue.

If you selected Printer or Print Preview asthe output device, five lines of Xs
print as atest pattern. If the labels are not properly aligned, adjust the labels
or the printer and select No (or enter N in text mode) to reprint the test
pattern. Continue reprinting the test pattern until the labels are aligned. Then
select Yes (or enter Y in text mode) to begin printing the labels.

After the list or labels are produced, the Master File Lists menu appears.

Ship-to Address Labels

8-4

0al1 FedEx

Eill Folz

1124 Henhepin Awe

Suite 105

Minneapolis, MN LE4z0

ooz FedEx
Gina Morrison
15454 College Awve.
Goshen, MN LL51EZ

Canol FedEx

John Abrams

Oakland Warehouse

47777 Morth Bayshore Huy
Oakland, CA 20000

Moool FedEx

Joel Sanchez

43835 N 65th S3treet Suite 435
Baltiwore, MO Z1211

THX0O01 RS
Mary Johansen
4552 ZE Main
Dallas, T¥ 75208
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System Messages A

M essages on the screen or in areport indicate an error or tell you how to enter
data or what is happening in the function you are using. Self-explanatory
messages are not listed.

Access denied.
Your access code is not set up to access this function.

A valid GL account is required.

Because Purchase Order interfaces with General Ledger, you must enter an
account number that is set up in the GLMAxxx (Master) file for the company.

Basic Error = {error} Host Error = {error} Line = {line} Program = {program}.
Basic Error = {error} Line = {line} Program = {program}.

A serious error has occurred. Write down the information that islisted and get
help from a support technician.

Below minimum of {number}.
The on-hand quantity of the item you are ordering has fallen below the desired
minimum level, and the quantity you are ordering will not bring it above that
level. Increase the quantity you are ordering, or press Enter to order the original
quantity.

Blank invoice numbers not allowed.
Blank memo numbers not allowed.

You must enter an invoice number or a debit memo number.
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Cannot access orders here.
Cannot access returns here.

You must use the Edit Orders option to edit or cancel an order. You must use the
Edit Returns option to edit areturn.

Cannot change a serial number that is debited and posted.
Cannot change a serial number that is invoiced and posted.

You cannot change the information about a serial number if you posted an
invoice or adebit memo for it.

Cannot change cost on posted debit item.
Cannot change cost on posted invoiced item.

You cannot change the unit cost of a serial number that you posted an invoice or
a debit memo for.

Cannot delete a serial number that is debited and posted.
Cannot delete a serial number that is invoiced and posted.

You cannot delete a serial number if you posted an invoice or a debit memo for it.

Cannot delete a serial number that is debited. Untag it first.
Cannot delete a serial number that is invoiced. Untag it first.

You cannot delete a serial number if you applied an invoice or adebit memo toiit.
You must untag the serial number before you can delete it. See Chapter 5 for
more information.

Cannot delete last line of order.
Cannot delete last line of return.

An order or areturn must have at least one item. You can reenter the order or
return number, view the header information, or delete the entire order or return.
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Cannot delete order if goods have been received.
You can delete an order only if the quantity received is zero. If you did not post
the order yet, you can return the order’s items and then del ete the order. You
cannot delete a posted order.

Cannot delete return if goods have been returned.
You cannot delete areturn if you applied a debit memo to it.

Cannot delete this line.

You cannot delete aline item to which you applied a posted debit memo.

Cannot remove debit tag from posted/debited serial number.
Cannot remove invoice tag from posted/invoiced serial number.

You cannot untag a serial number that you posted an invoice or a debit memo for.
Changing line status on new entry is not allowed.

You cannot change the status of anew line. You can exit to the line-item scroll

region, move to the line whose status you want to change, press Enter to edit the

line, and then change the status.

Copy date prior to start date.

The recurring entry was not copied because the copy date you entered is earlier
than the entry’s start date for being copied. Enter a different copy date.

Cost must be positive.
You must enter a positive number for a cost.
Debit memo {number} does not exist for return {number}.

The number of the debit memo you entered has not been applied to the return
shown in this message. Enter a different debit memo number.
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Discount cannot exceed total less prepayment.

The difference between the total and the prepayment is the largest amount the
discount can be.

Extended cost is too large.

The extended amount of the line item istoo large to fit in the space provided.
Check the quantity and unit cost you entered. If they are correct, you must enter
the line item as two line items to accommodeate the total.

Field size is too large.

The amount of the invoice istoo large to fit in the space provided. Check the
amounts you entered in the Tax, Freight, and Misc fields. If they are correct, you
must enter the invoice as two invoices to accommodate the total.

File unavailable (file name).
This message appears for one of three reasons:

e Thefunction you are trying to access needs one or more files that are locked
by another user on your system. When afileislocked, other users cannot
access it during posts and other functions that need to keep the file intact.

e Thefunction you are trying to access needs one or more files that are not on
your system. Use the Options and Interfaces function on the Resource
Manager Company Setup menu to verify that the correct interfaces have
been selected. If that does not correct the problem, get help from a support
technician.

e You are working with the wrong company. Return to the menu; then use the
Change Company (F3) command to enter the ID you want.

In any case press Enter to get back to the menu, correct the problem, and select
the function again.

A-4 Purchase Order User’s Manual



System Messages

GL account (#) is a memo account.
You cannot use a memo account as the expense account for aline item.
GL account (#) is not in Master file.

The account number you entered is not in the GLMAxxx (Master) file. Enter the
correct account number; the Inquiry (F2) command is available.

Goods record is missing.
A critical error has occurred. Get help from a support technician.

Insert not allowed when applying invoices only.
You cannot use the Apply Invoices option on the Transaction Type selection
screen to insert aline item. You cannot apply invoices to goods you have not
received or not entered, which iswhat an Insert command here would do.
Similarly, the Append command is not available on the Apply Invoices screen.

You can use any other option on the menu.

Invalid date - mm/dd/yyyy.
Invalid date - dd/mm/yyyy.

The date you entered isinvalid, or the format you used isincorrect (for example,
American format in a European-format system). This message is usually
accompanied by one of two explanatory messages:

Month out of range (1 to 12)

or

Day out of range (1 to nn)

If you entered an invalid date, press Enter and enter avalid one. You can enter
dates in either format: 010102 or 01012002.
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Invalid entry.

Theinformation is not valid in the field where you entered it. Check the data and
enter it again. Consult the user’s manual or use the Help (F1) command for
information.

Invalid Period Conversion table.

The CNVTxxx table for the company isinvalid. A common reason isthat you did
not update the table with the corresponding data for the next period. Use the
Tables function (see on page 7-5) to make adjustments.

Invoice {number} does not exist for order number {number}.

The number of the invoice you entered has not been applied to the order shownin
this message. Enter a different invoice number.

Item is discontinued.

You cannot enter a transaction with a discontinued item. Someone may have
removed the item record. Press Enter to remove the message. Then make sure
that you have the correct item.

Item {item ID} not found in warehouse {ID}.

The number of the item that you entered is not in the warehouse shown in this
message.

Job {job ID} not found.
Job {job ID} is not on file.

The job number you entered is not on file in the Job Cost system. Check your
records. Then enter ajob number that the Job Cost system recognizes, or add the
job number to Job Cost.

List contains more than 100 entries.

When you print purchase orders and debit memos, you can print a maximum of
100 orders at atime. Print remaining ordersin the next batch.
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Location {ID} is not on file.
Location {ID} not found.

The location you entered is not on file in the Inventory system. Enter alocation
ID that isonfile, or add the location ID to the INQLxxx (Quantity Locations) file.

Maximum number of lines is 998.
Maximum number of lines reached. Cannot insert.

You cannot insert alineitem if the transaction already has 997 line items.
Must be (within range).

You must enter a value within the range specified in this message.
Must build {table ID} first.

You must build the table shown in this message before you can use the function.
Must delete serial numbers before entry can be deleted.

You must delete the serial numbers that you entered for a serialized item before
you can delete the line item.

Must enter 1-{number}.

You must enter a value within the range specified in this message.
Must enter {values}.

You must enter the kind of value specified in this message.
Must first reduce DM quantity to zero.

To cancel aline you applied a debit memo to, you must first reverse all the debit
memos you applied to the line so that the debit memo quantity is equal to zero.

Must receive goods before applying invoices.

You cannot apply an invoice to an order with new or printed status.
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Must use negative quantities when making adjustments.

To reverse areceipt, an invoice, or a debit memo, you must enter a negative
guantity, a positive unit cost, and a negative extended cost.

Nonzero receipt/invoice quantities exist. Cannot delete line item.

You can delete only the line items whose net unposted receipt/invoice quantities
are zero.

No processing allowed on cancelled or completed lines.

If the status of the line item is not open, you cannot receive goods for it or apply
invoicesto it.

On hand + on order will exceed maximum of (mask).

The quantity on hand plus the quantity on order will exceed the mask shown in
this message. Enter a smaller quantity, or relieve your inventory of thisitem.
Another option is to use the Items function in Inventory to copy the attributes of
thisitem to anew item ID, and use the new ID for this order and beyond. See the
Inventory User’s Manual for more information.

Order cancelled.
You cannot print a purchase order for an order with cancelled status.
Order has been cancelled.

You cannot change or restore an order that you cancelled through the Edit Orders
option. If you change your mind, you must reenter the order from scratch.

Order in process on terminal Tn.

Someone at another terminal is changing or updating the order you want to use.
Try again later.
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Order is already on file.

The order number you want to use for the new order isalready on file. Make sure
that you selected the right company, or enter a different order number.

Order not found.

The number of the order you entered is not on file. Enter a different order
number.

Order quantity nnn, current on order nnn, available nnn.
When you arein the Ordered Goods Qty field of aline item, the quantity you
usually order from the vendor, the quantity on order, and the quantity available
for sale are displayed. This message can help you make purchasing decisions.
Order total is too large.
Thetotal of the order istoo large to fit in the space provided. Check the amounts
in the Sales Tax, Freight, and Misc fields. If they are correct, you must enter the
order as two orders to accommodate the total .

Past cutoff date.

The recurring entry was not copied because the entry’s cutoff date is older than
the cutoff date you entered.

Phase {ID} is not on file.

The phase ID isnot set up for thejob. Enter adifferent phase I D; the Inquiry (F2)
command is available.

Posted debit memos exist. Cannot edit.

You cannot edit aline item to which you applied a posted debit memo.
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Posted receipts/invoices exist. Cannot delete line item.

You cannot delete alineitem if the total quantity received/invoiced is not zero or
if you posted areceipt/invoice for the line item.

Prepayment cannot exceed total.
You cannot enter a prepayment that is greater than the order total.
Printer busy.

The printer you aretrying to use isbeing used by another program. Press Enter to
continue with your entry, and try again later.

Purchase order already exists.

The recurring entry was not copied because an order in the POORxxx (Open
Order) file has the same order number. You must receive and post the invoice for
the order before the recurring order can be copied.

Qty returned cannot be less than the total ship DM quantity.
The amount in the Returned Goods Qty field must be greater than or equal to
the amount in the Total Ship DM Quantity field. See Chapter 5 for more
information.

Quantity cannot be less than zero.
You cannot enter a negative value for the quantity.

Quantity must be an integer.
You must order quantitiesin whole units for serialized items.

Quantity must be greater than zero.

You must order or return a quantity that is greater than zero.
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Receipt records exist. Cannot cancel this line.
You can cancel alineitem only if the quantity received is zero.
Record in use.

Another terminal isusing the record you are trying to access. Exit from the
function. Then try to access the record again when the other terminal is finished
with it.

Recurring entry has no line items.

The recurring entry was not copied because the entry does not have any line
items. Use the Recurring Entries function (see the Accounts Payable User’s
Manual) to enter line items or to delete the entry.

Recurring entry not copied.

Some recurring entries within the cutoff date were not copied. The message
printed above this one explains why the entry was not copied. See that message
in this appendix.

Remaining balance cannot be greater than starting balance.

A recurring entry’s remaining balance is the starting balance minus an amount.
Therefore, the recurring entry’s balance cannot be greater than its starting
balance.

Remaining balance = 0.

The recurring entry was not copied because the remaining balance is zero. Use
the Recurring Entries function (see the Accounts Payable User’s Manual) to
delete the recurring entry from the file.
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Remaining balance less than purchase amt.

The recurring entry was copied even though the remaining balance is | ess than
the amount of the recurring purchase. Use the Recurring Entries function to
adjust or delete the recurring entry. Usethe Edit Orders option to check the order
that was created when the entry was copied and to make changes if necessary.

Remaining payment = 0.

The recurring entry was not copied because the remaining payment is zero. Use
the Recurring Entries function to delete the recurring entry from the file.

Return total is too large.

Thetotal of thereturn istoo large to fit in the space provided. Check the amounts
in the Sales Tax, Freight, and Misc fields. If they are correct, you must enter the
return as two returns to accommodate the total.

Serial number already in stock.

The serial number you entered is already in stock in the warehouse. Enter a
different serial number.

Serial number already used in this return.

You cannot delete a material requisition or a serial number that has been sold
from your inventory. Delete the return first.

Serial number has already been entered.

You already entered the serial number for the line item. You cannot have
duplicate serial numbers.

Serial number is in Inventory. Cannot return it from a job.

To return a serial number you purchased for ajob, the status of the number must
besold.

A-12 Purchase Order User’s Manual



System Messages

Serial number is in stock at warehouse {ID}.

The warehouse in the message already has the item with this serial number in
stock. Enter adifferent serial number.

Serial number is in use. Cannot delete.
You cannot delete a serial number to which you applied an invoice.

Serial number is in use. Cannot return it.
You can return only serial numbers with available status.

Serial number is not in Inventory file.
You can return only the serial numbersthat are in your inventory. Make sure that
you entered the right number. If you did, exit from the Purchase Order system
and use the functions on the Inventory Reports and File Maintenance menus to
find and correct the problem.

Serial number is not in stock. Return the material requisitions to inventory.
Because the number is not in Inventory, you cannot return the serial number.
First, use the Return Material Requisitions option (see the Accounts Payable
User’s Manual) to return the number to stock (enter the number of the job in the
Job field). Then use the Enter Returns function to return the number to the
vendor. (Do not enter ajob ID in the Job/Phase ID fields.)

Serial number not found in warehouse {ID}.

The serial number you entered is not in the warehouse. Enter a different serial
number.

Serial numbers on file - must be deleted first.

Thelineitem you are trying to delete has serial numberson file. You must delete
the serial numbers before you can delete the line item.
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System-generated purchase order numbers not implemented.
You cannot use the Edit Purchase Order Number function because you elected
not to use system-generated numbers in the Resource Manager Options and
Interfaces function.

Terms code {ID} is not on file.
Theterms code you entered is not on file. Use the Terms Codes function (seethe
Accounts Payable User’s Manual) or the Maintenance (F6) command to add a
terms code.

This {type} number has already been used.

Theinvoice or memo number you entered has been posted to the APINxxx (Open
Invoice) or APHIxxx (Detail History) file. Accept it as a duplicate invoice or
memo number, or enter a different number.

Thru value cannot be less than From value.

The value you entered at Thru is smaller than the value you entered in the From
field. Press Enter; then enter the correct value in the Thru field.

Total amount of the {entry} is greater than 9999999.99. Cannot verify order.

You cannot receive or apply an invoice or adebit memo to al the line items
because the order or return total will exceed its mask. Press N at the Receive All,
Invoice All, Receive and Invoice All, or Debit All prompt. Then processthe line
items manually.

Total DM quantity must be zero before entry can be cancelled.

Before you can cancel alineitem, you must reverse the debit memos you applied
to the line so that the debit memo quantity is zero.

Total quantity applied cannot exceed quantity returned.

You cannot apply adebit memo to areturn for a greater quantity than was
assigned to the original return.
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Total quantity invoiced cannot be greater than total quantity received.

Thetotal quantity (posted and unposted) you applied invoices to for the line
cannot be greater than the total quantity (posted and unposted) you received for
theline.

Total quantity received and invoiced must be equal to {type} entry.

You cannot cancel alineitem if the quantity received is not equal to zero or if
you applied an invoice to the line item. You cannot complete alineitem unless
the quantities received and invoiced are equal.

Total returned quantity and debit memo quantity must be equal to complete entry.

The returned quantity and the debit memo quantity must be equal before you can
change the status of the line to completed.

Unit cost is too large.

The unit cost of the line item istoo large to fit in the space provided. Seethe
Inventory User’s Manual for information about how to reduce an item’s unit cost
or the Job Cost User’s Manual for information about how to reduce a job’s cost.

Use Receive Goods to delete the serial number.
You must use the Receive Goods option to delete serial numbers.

Valid entries are {range}.
Valid units are: {number}.

Enter one of the valid selections shown in this message.

Vendor {ID} is missing.
Vendor {ID} is missing from the Vendor file.
Vendor {ID} is not on file.

The vendor ID associated with the record has been deleted. You can add the
vendor ID to the APVExxx (Vendor) file if necessary.
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Vendor {ID} record in use.

The vendor record is being accessed by another user. Try to access the record
again later.

Warning: {job or phase} has a finish date.

The Job Cost job or phase that theitem isto be applied to has afinish date. Make
sure that you do not apply costs to the job or phase after that date.

Warning: last line has no serial numbers. Return will be abandoned.

The return contains only a serialized line, but no serial numbers are assigned to it;
they may have been deleted. The return will be removed from the system when
you exit.

Warning: phase has a finish date.

The Job Cost phase that the item is to be applied to has afinish date. Make sure
that you do not apply costs to the phase after that date.

Wrong debit memo number. Can change cost only for debit memo {number}.

You aready applied adebit memo to the serial number. To change the unit cost of
the serial number, first enter the same debit memo number as the one you

applied.
Wrong {type} number. Can remove tag only for {type} {number}.

You applied a different invoice or debit memo number to the serial number you
aretrying to untag. You can untag the serial number for only the invoice or debit
memo listed in this message.

Your hard disk is full - unable to finish copying.
The system cannoat finish converting your files because your hard disk isfull.
Delete unnecessary files, optimize your hard disk, or take other measuresto make

space. Then restore the backup you made before converting the files and try
again.
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These commonly asked questions about the Purchase Order system are divided
into the following categories: Installation, Purchase Orders, Receiving Orders,
Order Entry, Serial Numbers, and Posting.

Installation
How do | use Accounts Payable after | install Purchase Order?

When you install Purchase Order, Accounts Payable is not on the main menu.
You must enter your Accounts Payabl e transactions through the Purchase Order
system asinvoiced orders.

Purchase Orders
How can | enter a prepaid order?

You can enter a prepayment on the Order Totals screen when you enter the order.
Order totals are just memo totals; the system does not use them in any
calculations.

When you receive the invoice for the items you prepaid, copy the amount from
the Order Totals screen to the Prepayment field on the Invoice Totals screen.
This amount is subtracted from the amount due on the vendor’s invoice. When
you prepare checks, only the outstanding amount (if any) is paid. The general
ledger cash account is updated when you post payments and not before.

The prepayment is posted from the APINxxx (Open Invoice) file the next time

you post payments. The unpaid amount is not posted until an invoice is received
and a check is prepared.
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How can | use Purchase Order to enter a payment that does not need a purchase order?

Usethe Enter Orders function to enter utility payments and other transactions as
invoice received orders (use the Enter Goods Received/Invoiced Orders
option). On the line-item entry screen, skip the item ID field and enter the
description of the utility payment in the Desc field. The invoice is posted to the
APINxxx file at the end of the day for payment in the appropriate check cycle.

How do | handle recurring purchases?

Use the Recurring Entries function (see the Accounts Payable User’s Manual)
to set up recurring purchases in the APRLxxx and APRHxxx (Recurring Entries)
files. Then use the Copy Recurring Orders function to copy entriesto the
POOHxxx and POORxxx (Open Order) files.

Can | enter blanket purchase orders?

You cannot enter atrue blanket order. You can set up a new order for the entire
quantity of ablanket order, receiving goods and applying invoices asyou go. The
procedure requires some estimation: guess what you expect to receive and pay
for, receive the goods and apply the invoices as they come, and add or change the
status of extraline itemsto cancelled (subtract) if necessary.

This method does not handle multiple rel eases of an order, and you cannot enter a
cutoff date or a maximum dollar limit.

Receiving Orders
How do | receive partial shipments?

Part of receiving goods is specifying quantities, so you can receive a partial
guantity at any point.

To receive goods for anew order, use the Enter Goods Received Orders option
in the Enter Orders function. To receive goods for an existing order, use the
Receive Goods option in the Enter Orders function. To receive goods and apply
an invoice to an existing order, use the Receive Goods and Invoices option in
the Enter Orders function.
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| entered the wrong unit cost for goods | received. How can | change it?

Once you enter areceipt for aline item, you cannot change the receipt unit cost.
If you chose to use accruals in the Resource Manager Options and Interfaces
function, the following receipts you enter for the line item must use the same unit
cost because the receipt unit cost is used for goods accrual. It must be consistent
so that the correct accrua entries are reversed when you post the associated
invoice.

When you receive the invoice for the goods, enter the actual cost from the
invoice. Your accounts payable, inventory, jobs, and expense accounts are
correctly updated when you post the invoice.

How can | change the cost of an item that is already received and invoiced?

If you applied an invoice but did not post it, you can edit the invoice. In the
Apply Invoice window, enter the number of the unposted invoice in the Invoice
No field, and then make the necessary changes.

If you applied and posted an invoice, enter a return with returned debit memo
status to remove the item from Inventory at the incorrect unit cost. Then enter an
order with invoice received status at the correct unit cost.

| entered areceipt and/or an invoice against the wrong line item. How can | correct my
mistake?

To change an unposted invoice entry, use the Edit Orders option in the Enter
Orders function. On the Edit Orders screen, pressR. In the Apply Invoice
window, enter the number of the unposted invoice and enter the adjustments.

To change or back out areceipt entry, use the Receive Goods or Edit Orders
option in the Enter Orders function. In theline-item scroll region, pressR. Then
apply another receipt to the line item with the correct information.

How can | void an invoice?
If you have not posted the invoice, you can edit it. In the Apply Invoice window,

enter the number of the unposted invoice in the Invoice No field, and make the
necessary changes.
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If you posted the invoice, enter areturn with returned debit memo status. You
can enter the original invoice number in the Note, Additional Descriptions, or
GL Desc field for reference on the Debit Memo screen in the Enter Returns
function.

I am going to delay payment on some invoices. How do | eliminate the cash discounts?

You do not have to do anything special. The cash discount is applied only if you
print the check before the due date.

Order Entry

Why are some order numbers missing?

The system assigns order numbersin sequence. If you cancel an order or if you
cancel or exit out of an order while you are entering it, the number will not
correspond to anything.

| see a vendor +00001 in my Open Order Report. What is it?
It isatemporary vendor. Temporary vendors are assigned a“+” signin front of

the ID. You can use the system-assigned vendor 1D when you select orders for
the Open Order Report or when you return goods.

Serial Numbers

Can | enter serial numbers for reference even if Purchase Order and Inventory are not
interfaced?

You can enter serial numbersin the Additional Descriptions window. You must
set up this option in the Resource Manager Options and Interfaces function.

What if my individual serialized items have different unit costs?

If the actual cost of the serial number is different from the unit cost, you can enter
the actual cost in the Unit Cost field when you enter serial numbers.
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Posting
I had a failure while | was posting. What should | do?

If the posting process fails because of a power surge or an error, you must start
over, because the system did not keep track of which orders and entries were
posted before the failure. If you backed up the accounting data files before you
posted, restore the files affected by posting, including those in interfaced
applications. Then run the Post Transactions function again.

When | post transactions, | see entries in the posting log for GOODS RCVD and INV RCVD.
What are these entries?

The GOODS RCVD entries are created for accruing goods you have received but
not invoiced. The amount accrued is the quantity received times the unit cost at
which they were received. When you receive the invoice for the accrued goods
and then post the transaction, INV RCVD entries are created to reverse the
amounts that were posted when you received the goods. See Chapter 5 for
information about posting accrual entries.

If you elect to use accruals in the Resource Manager Options and Interfaces
function, you set up the accrual accounts—accounts payable, inventory, jobs, and
expense—in the APGLxxxx table. Set up unique accrual accountsinstead of
using the accounts you use to track inventory, accounts payable, and so forth. See
Chapter 6 for information about the APGLxxxx table.

What happens if | turn the accrual option on (or off) after | start to process purchase order
transactions?

You must manually adjust General Ledger to reverse the partial accruals that

were or will be created when you turn the accrual option on or off. However, you
can toggle the switch at any point.

If you turn off the accrual option after you begin processing, you must reversethe
recei pts that accrued without the accompanying invoices. The process consists of
afew steps:

1. Post transactions.
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B-6

Print the detail version of the Accrual Verification Report. Look for receipt
accruals that do not have the accompanying invoice accruals.

Use the General Ledger Transactions function to reverse the accruals.

Use the Resource Manager Options and Interfaces function to turn off the
switch.

If you turn on the accrual option after you begin processing, the next time you
post transactions, you must reverse the accruals that are created for invoices that
are posted without the accompanying receipts. The process consists of afew
steps:

1

Use the Resource Manager Options and Interfaces function to turn off the
switch.

Post transactions.
Print the detail version of the Accrual Verification Report. Look for negative
accruals that do not have the accompanying receipt accruals—you need to

reverse these entries.

Use the General Ledger Transactions function to reverse the accruals.
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installing Accounts Payable, 2-3 entering, 5-17
installing Purchase Order, 2-3 entering totals, 5-37
and Accounts Payable, 2-3 voiding, B-3
interfaces with Purchase Order
Bank Reconciliation, 1-15, 3-8 J

General Ledger, 1-11, 1-12, 1-15, 3-7
Inventory, 1-9, 3-7, 5-3, 5-7
Job Cost, 1-11, 1-12, 3-7
Inventory
interface with Purchase Order, 1-9, 3-7, 5-3, 5-7
Inventory Lookup
commands, 1-49, 1-56
Inventory Lookup commands, 1-49
aliaslookup, 1-49
customer/vendor lookup, 1-49
description lookup, 1-49

Job Cost
interface with Purchase Order, 1-11, 1-12, 3-7
posting effects, 6-24
Jump
function key, 1-45
pull-down menu command, 1-45
Jump command
function key, 1-48
pull-down menu command, 1-48

detail lookup, 1-49 L

lot lookup, 1-49 Last Line command

serial lookup, 1-49 function key, 1-48, 1-57

Shift-F3, 1-49 pull-down menu command, 1-48

Shift-F4, 1-49 Left Arrow

Shift-F5, 1-49 report command, 1-72

Shift-F6, 1-49 Left Arrow function key, 1-57

Shift-F7, 1-49 lineitem

Shift-F8, 1-49 receiving goods for, 5-33
Inventory lookup commands lineitems

Alias Lookup, 1-56 applying invoicesto, 5-33

aliaslookup, 1-56 cancelling, 5-5

Customer/V endor Lookup, 1-56 editing, 5-12

Description Lookup, 1-56 editing for returns, 5-47

Detail Lookup, 1-56 entering, 5-12

Lot Lookup, 1-56 live data

Serial Lookup, 1-56 changing to, 1-30, 1-35
inventory search commands, 1-56 Lot Inventory Lookup

Shift + F6, 1-56 function key, 1-49, 1-56
invoice received status, 5-4 pull-down menu command, 1-49

for returns, 5-45 lotted goods
invoiced and posted status, 1-9 applying invoices, 5-28
invoiced status, 1-9 entering for debit memos, 5-76
invoices receiving, 5-25

applying, 5-22 returning, 5-60
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lotted items, 1-9, 1-10, 1-12
lotted/serialized goods
applying invoicesfor, 5-31
entering for debit memos, 5-77
receiving, 5-26
returning, 5-62

M
mailing labels, 1-8, 3-15, 8-3
Maintenance
function key, 1-44
pull-down menu command, 1-44
tool button, 1-50
manual
conventions, 1-19
Master File Lists menu structure, 1-8
Material Requisitions
function, 1-12
posting to inventory item accounts, 3-10
Menu styles, 1-20
menus
Daily Work, 1-7
File Maintenance, 1-8
Information Inquiry, 1-7
information menu, 1-61
Master File Lists, 1-8
structure in Accounts Payable, 1-7
structure in Purchase Order, 1-7
Transaction Type
Enter Orders, 5-6
Enter Returns, 5-46
miscellaneous debits, 5-45
mouse commands
click, 1-19
deselect, 1-20
double-click, 1-19
right-click, 1-19
MRGLxxxx table
description, 7-14
setting up, 3-12
MS-DOS prompt
tool button, 1-34

N
new status, 5-4, 6-7
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for returns, 5-45
Next Line command

function key, 1-48, 1-57

pull-down menu command, 1-48
Next Page command

function key, 1-48, 1-57

pull-down menu command, 1-48
numbers

sorting, 3-4

O
OK (Proceed)
function key, 1-44
pull-down menu command, 1-44
online
checks, 3-10, 5-41
debit memos, 5-66
purchase orders, 3-10
Online Documentation
function key, 1-47
pull-down menu command, 1-47
tool button, 1-50
Open Order files, 1-9
Open Order Report
function, 1-14, 6-9
open status, 5-4, 5-12
opening
documents, 1-66
options
accruing expenses at post, 3-10

entering additional descriptions for line items, 3-9

entering requested ship dates for line items, 3-10

generating purchase order numbers, 3-9

keeping additional description history, 3-9

keeping check history, 3-10

keeping history for lineitems, 3-9

post without print reports, 3-11

posting material requisitionsto inventory item
accounts, 3-10

posting transactions in detail or summary, 3-9

printing checks on forms, 3-10

printing company |1D on check stubs, 3-10

printing company name on purchase orders, 3-10

printing online checks during order entry, 3-10

printing online purchase orders during order entry,



3-10

selecting type of purchase order forms, 3-10

system-generated batch numbers, 3-9

transaction batching, 3-9

using vendor name in journal entries, 3-11

warn on duplicate PO number, 3-11
Options and Interfaces

setting up, 3-7

writing (saving) specifications, 3-11
order entry

system-generated batch numbers, 3-9

transaction batching, 3-9

warning on duplicate PO numbers, 3-11
Orders

deleting, 5-9

editing, 5-7
OSAS

running, 1-4

setup considerations, 2-5

system requirements, 1-4
output device

printer, 1-69
P
parameters
access code, 1-4
command to start OSAS, 1-4
company ID, 1-4
general expression, 1-4
terminal ID, 1-4
partial shipments
receiving, B-2
partial-key inquiry, 1-54
Paste

function key, 1-45, 1-58
pull-down menu command, 1-45
tool button, 1-50
Pay Invoices function, 1-13
PgDn
inquiry command, 1-55
report command, 1-72
scroll region command, 1-48, 1-57
PgDn function key, 1-44
PgUp
function key, 1-50

inquiry command, 1-55
report command, 1-72
scroll region command, 1-48, 1-57
PgUp function key, 1-44
PO number
warning on duplicate, 3-11
POCTxxx file, 1-8
PODExxx file, 1-9
POL Sxxx file, 1-9
POOHxxx file, 1-9
POORxxx file, 1-9
POPQxxx file, 1-9
Pop-Up Calendar
tool button, 1-50
PORGxxXx file, 1-9
PORIxxx file, 1-9
PORTxxx file, 1-9, 1-14
POSHxxx file, 1-9
setting up, 3-7, 3-15
Post Payments function, 1-13, 1-14
Post Transactions
function, 6-23
in detail or summary, 3-9
posting
before, 6-28
debit memos, 6-27
effects on Accounts Payable, 6-23
effects on General Ledger, 6-24
effects on Job Cost, 6-24
failure, B-5
material requisitions, 1-12, 3-10
orders and returns, 1-11
payments, 1-13, 1-14
post without printing reports, 3-11
returns, 6-26
transactionsin detail or summary, 3-9
vendor name in journal entries, 3-11
POTBxxx file, 3-12, 7-5
prepaid orders
entering, B-1
Prepare Checks function, 1-13
Previous Line command
function key, 1-48, 1-57
pull-down menu command, 1-48
Previous Page command
function key, 1-48, 1-57
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pull-down menu command, 1-48
Print Checks function, 1-13
Print Manager
defined, 1-3
Print Orders
function, 6-7
printed status, 5-4, 6-7
for returns, 5-45
printing
checks, 1-13
checks on forms, 3-10
company ID on check stubs, 3-10
company name on purchase orders, 3-10
online checks, 5-41
online debit memos, 5-66
PRO/5 Command
tool button, 1-34
Proceed (OK)
function key, 1-44
pull-down menu command, 1-44
verification button, 1-51
Proceed command, 1-23
programs
backing up, 3-20
pull-down menu
functions
commands, 1-44
Edit, 1-45
Help, 1-46
Information, 1-47
Inventory Lookup, 1-49
Modes, 1-45
Other, 1-46
Scroll Commands, 1-48
graphical menus, 1-30
Favorites, 1-31
File, 1-30
Help, 1-33
Modes, 1-31
Other, 1-32
Tooals, 1-31
pull-down menus
functions
information menu, 1-61
Purchase Order
before converting, 2-5
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converting to version 6.1, 2-6
description, 1-7
files, 1-8
installation, 2-3
installing new version before converting, 2-5
interfaces, 1-17
Bank Reconciliation, 1-15, 3-8
General Ledger, 1-11, 1-12, 1-15, 3-7
Inventory, 1-9, 3-7
Job Cost, 1-11, 1-12, 3-7
menu structure, 1-7
setting up, 3-3
setup considerations, 2-5
system requirements, 2-3
purchase order forms, 3-10
purchase order numbers
generating, 3-9
Purchase Orders
function, 4-3
screen, 4-3
Purchase Requisition file, 1-9
Purchase Requisition Report
function, 1-14, 6-5
Purchases Journal
function, 1-14, 6-13

Q
QCxxxxxx table
description, 7-19
setting up, 3-13
QENTxxxx table
description, 7-16
setting up, 3-13
QExxxxxx table
description, 7-16
screen, 7-17
setting up, 3-13
QMATxxxx table
description, 7-21
setting up, 3-13
QMxxxxxx table
description, 7-19
setting up, 3-13
QNxxxxxx table
description, 7-16



setting up, 3-13
QRETxxxx table
description, 7-18
setting up, 3-13
QRXxxxxxx table
description, 7-18
setting up, 3-13
Quick mode
pull-down menu command, 1-46
QXxxxxxxX table
description, 7-19
setting up, 3-13
QZxxxxxx table
description, 7-18
setting up, 3-13

R
receipts

entering, 5-17
Receipts and Invoicesfiles, 1-9
Receipts and Invoices Report

function, 1-14, 6-17
Receive Lotted Goods Entry

window, 5-25
received status, 1-9
receiving all goods, 5-42
receiving goods, 5-20
receiving goods and applying invoices, 5-41
receiving goods and invoices, 5-44
receiving goods for line item, 5-33
receiving lotted goods, 5-25
receiving lotted/serialized goods, 5-26
receiving partia shipments, B-2
Recurring Entriesfiles, 1-9
Recurring Orders function, 1-10
recurring purchases, B-2
report commands, 1-72

Down Arrow, 1-72

End, 1-72

Exit, 1-72

F7,1-72

Home, 1-72

PgDn, 1-72

PgUp, 1-72

Right Arrow, 1-72

I-10

Tab, 1-72
Up Arrow, 1-72
Reports
conventions, 1-67
including all information, 1-67
limiting information, 1-67
printing, 6-3
selecting information for, 1-67
requested ship dates
entering for line items, 3-10
Resource Manager
Data File Conversion function, 2-5, 2-6
features of, 1-3
Install Applicationsfunction, 2-3, 2-5
Return Authorization window, 5-56
return statuses, 5-45
returned debit memo status for returns, 5-45
returned status for returns, 5-45
returning
goods, 5-45
lotted goods, 5-60
lotted/serialized goods, 5-62
serialized goods, 5-58
returns
authorizing, 5-56
editing lineitemsfor, 5-51
entering and editing, 5-47
entering lineitems for, 5-51
entering totals, 5-67
posting, 6-26
Returns Journal
function, 1-14, 6-15
sample, 6-16
Right Arrow
report command, 1-72
Right Arrow function key, 1-57
right-click
defined, 1-19
run codes, 1-10

S
sample data
changing to, 1-30, 1-35
Scheduled Delivery Report/Worksheet
function, 1-14, 6-11
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scroll region commands, 1-57
Down Arrow, 1-48, 1-57
End, 1-48, 1-57
Enter, 1-57
F3, 1-48, 1-57
Home, 1-48, 1-57
Ins, 1-48, 1-57
PgDn, 1-48, 1-57
PgUp, 1-48, 1-57
Tab, 1-48
Up Arrow, 1-48, 1-57
Select Payables function, 1-13
Serial Inventory Lookup
function key, 1-56
pull-down menu command, 1-49
serialized goods
applying invoicesfor, 5-29
entering, 5-23
entering for debit memos, 5-74
returning, 5-58
Serialized Item file, 1-9
serialized items, 1-9, 1-10, 1-12
serialized/lotted goods
applying invoicesfor, 5-31
entering for debit memos, 5-77
receiving, 5-26
returning, 5-62
Set up application, 1-35
setting up Purchase Order, 3-3
access codes, 3-18
backup schedule, 3-19
checklist, 3-7
codesand IDs, 3-3
information to gather, 3-3
initial balances, 3-15
options and interfaces, 3-7
ship-to addresses, 3-15
tables, 3-11
Shift+F2 menu, 1-61
Comments command, 1-62
Documents command, 1-65
History command, 1-64
Information command, 1-61
Shift-F1 function key, 1-47
Shift-F10 function key, 1-45, 1-58
Shift-F3 function key, 1-56
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Shift-F4 function key, 1-56
Shift-F5 function key, 1-56
Shift-F6 function key, 1-49, 1-56
Shift-F7 function key, 1-49, 1-56
Shift-F8 function key, 1-49, 1-56
Shift-F9 function key, 1-45, 1-58
Ship-to Addressfile, 1-9

setting up, 3-7, 3-15
Ship-to Address Labels

function, 1-8, 1-9, 8-3

sample, 8-4
Ship-to Addresses

function, 1-8, 1-9, 7-3

screen, 7-3

setting up, 3-15
sorting

aphabetical, 3-4

codesand IDs, 3-3
Start Over

function key, 1-44

pull-down menu command, 1-44

tool button, 1-50
Start-style menu

exiting from, 1-29

features of, 1-27

right-click menu, 1-34, 1-51

sample screen, 1-29
statuses

cancelled, 5-4

completed, 5-4

for lineitems, 5-4

for orders, 5-4

for returns, 5-45

goods received, 5-4

invoice received, 5-4

invoiced, 1-9

invoiced and posted, 1-9

lineitems, 5-12

new, 5-4, 6-7

open, 5-4

printed, 5-4, 6-7

received, 1-9
summary method

initial balances, 3-16
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T

t accounts
posting, 6-24

Tab
report command, 1-72
scroll region command, 1-48

Tables
all companies, 3-12, 3-13
APGLxxxx, 3-12, 6-19, 7-7
APPDxxxx, 3-13, 7-9
assigning to terminal, 3-13
companies that use same defaults, 3-13
company-specific, 7-6
D1099xxx, 3-12, 7-11
Defaults, 3-13
deleting or rearranging information, 3-11
DFxxxxxx, 3-13, 7-15
DISCxxxx, 3-12, 7-10
DMxxxxxx, 3-13, 7-15
F1099, 3-13, 7-12
FORMxxx, 3-13, 7-13
function, 7-5
individual companies, 3-12, 3-13
MRGLxxxx, 3-12, 7-14
prefix and suffix information, 3-13
QCxxxxxx, 3-13, 7-19
QENTxxxx, 3-13, 7-16
QExxxxxx, 3-13, 7-16
QMATxxxx, 3-13, 7-21
QMxXxxxxX, 3-13, 7-19
QNXxXxxxX, 3-13, 7-16
QRETxxxx, 3-13, 7-18
QRXXxxxX, 3-13, 7-18
QXXXXxXXX, 3-13, 7-19
QZxxxxxx, 3-13, 7-18
screen, 7-6
setting up, 3-11
system selection, 3-14
terminal ID, 3-14
terminal-specific, 7-6
use of, 3-11

temporary vendors, 5-10, B-4

terminal
assigning table to, 3-13
parameter, 1-4

1-12

toggle
between halves of reports, 1-72
tool button
Access Code, 1-30
Application Information, 1-33
Calculator, 1-31, 1-50
change to/from Favorites, 1-31
Copy, 1-50
Delete, 1-50
Help, 1-33, 1-50
Maintenance, 1-50
MS-DOS prompt, 1-34
Online Documentation, 1-50
Paste, 1-50
Pop-Up Calendar, 1-50
PRO/5 Command, 1-34
Start Over, 1-50
Workstation Date, 1-30
toolbar
function screen toolbar, 1-50
graphical menus, 1-33
totals
debit memos, 5-69
invoices, 5-37
returns, 5-67
transaction batching
option for, 3-9
system-generated batch numbers, 3-9

Transaction Reports
printing, 6-3

transactions
material requisitions, 1-10
orders, 1-10
posting in detail or summary, 3-9
returns, 1-10

U

Undo

function key, 1-45, 1-58

pull-down menu command, 1-45
unit costs

changing incorrect costs, B-3
Up Arrow

inquiry command, 1-55

report command, 1-72
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scroll region command, 1-48, 1-57
user’'s manual
conventions, 1-19

\%
vendor name

posting to GL, 3-11
vendors

temporary, 5-10, B-4
verification button

Abandon, 1-51

Proceed (OK), 1-51
Verify-exit mode

pull-down menu command, 1-45
Verify-PgDn mode

pull-down menu command, 1-46
View inquiry command, 1-55
viewing

comments, 1-62

documents, 1-66
viewing line items, 5-34
Void Checks function, 1-13
voiding invoices, B-3

W
Workstation date
tool button, 1-30
workstation date
entering in graphical menus, 1-30
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