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Enter/Edit Orders, CR Memos

Chapter
Four

ENTER/
EDIT ORDERS,

CR MEMOS

4.
1Module Overview

The Enter/Edit Orders, CR Memos menu shown above is the heart of the Order Entry 
module.  All orders are processed through these functions.  See Chapter One for a 
recommended daily and weekly order entry procedure.

To save you from drowning in explanation,  we've eliminated the step-by-step 
procedures for each option.  We found that our customers use this menu in too many ways 
for us to create coherent procedural instructions.
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See Chapter One for general instructions on procedures and how to use the Enter/Edit
Orders, CR Memos menu options.

4.
1Explanation of Enter/Edit Orders, CR Memos Options

1. Add Orders/CR Memos - Processes new orders,  cash receipts,  and credit memos.
Use this option for the following:

Produce Immediate Invoices.
Produce Immediate credit card slips.
Produce Individual Master Safety Data Sheets.
Produce a listing of Master Safety Data Sheets.

2. Change Existing Orders/CR Memos - Allows for editing of existing orders.  
Partial key lookups are supported.  Changes may not be allowed to PRINTed 
orders Controlled by a Order Entry system default setting.  New items can be 
added to existing orders.  Items can be deleted from an order by setting the 
quantity to 0.  This option can produce the following:

Immediate Invoices
Immediate credit card slips
Individual Master Safety Data Sheets
Listing of Master Safety Data Sheets

3. Delete Existing Orders/CR Memos - Completely erases an order and it's item 
detail.  Orders not already printed are marked XXX.  Orders already printed 
are marked CANcelled.  CANcelled orders require a cancellation code.  
CANcelled orders are posted to the order history files.

4. Print Order Edit List - Detail/Summary - Produces a proof copy of the orders. 
Detailed Orders are printed one per page.  The Summary groups multiple orders 
per page.  You also may produce a One-Line-per-Order Listing.  Report 
selection options are:

Detail or Summary
Order status

NEW - not selected for printing
SEL - selected for printing
CAN - sent/cancelled
PRT - printed/sent out

Operator ID to include
Order Number Range to include

5. Print Order Tax Summary - This option is dimmed in the menu because it is used
normally by oil and distributors who are using the companion JobR users.

6. Print Back Order Reports - Lists all items on backorder.
Print Back Orders by Customer

Selection options are:
Customer Number Range
Order Number Range
Item Number Range
Include Non-preassembled kit records?

Print Back Orders by Item Number
Selection options are:

Customer Number Range

Ver. 8.0M
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Order Number Range
Item Number Range

 Include Non-preassembled kit records?

7. Fill Back Orders - 
Selections options are:

Item Number Range
Order Number Range
Customer Number Range

8. Print Quantity Committed Report - Produces a listing of inventory committed 
across selected Inventory Items,  Order Numbers,  and/or Customer Numbers.  
Here you have the choice to include/exclude the Non-preassembled kit 
information.  You select the Order status and the Operator IDs to include, as 
well as the Order Types.

9. Print Order Required Date Summary - Produces listing of orders with their 
dates of Required Filling.  You choose the status of Orders to include,  the 
Operator IDs,  and any Date range of interest.

10. Print Salesperson Order Summary - Produces listing of orders by Salesperson.  
You choose Status of orders to include, Operator ID’s to include,  an Order 
Date range,  and the Salespeople to include.

11. Print Inventory Picking Tickets - Prints orders with the items sorted by 
picking sequence (warehouse location)  Selection options are:

Order Status
NEW - not selected for printing
SEL - selected for printing
PRT - invoices have been printed

Operator ID
Document Number Range

12. Select/Unselect Orders for Invoicing - Selects the orders that will be printed
in the next invoice run.  Selection options are:

Select,  unselect,  or print a list of selections
Operator ID's to include
Order number range to include

Selecting changes an order status from NEW to SEL.  Unselecting changes the 
order status back to NEW.

13. Print Invoice Edit List - Prints a proof copy of all orders selected for 
invoicing.  You have the following choices:

Print orders one per page
Report selection options are:

Order status
NEW - not selected for printing
SEL - selected for printing
CAN - sent/cancelled
PRT - printed/sent out

Operator ID
Order Number Range

14. Print Invoices/CR Memos - Prints the invoice for an order.  Report selections 
are:
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Enter the Invoice Date
Operator ID
Order Number Range

This option can produce the following:
Invoices
Credit card slips
Individual Master Safety Data Sheets
Listing of Master Safety Data Sheets

15. Print Invoice Summary - Prints a condensed version of all orders selected for 
invoicing.  We designed this report to be an edit list for the Invoice Posting
process.  Report selection options are:

Order status
NEW - not selected for printing
SEL - selected for printing
CAN - sent/cancelled
PRT - printed/sent out

Operator ID
Order Number Range

16. Post Invoices to Inventory, History, O/E sales and cash
A) Set Posting Status

Selection Options:
Select/unselect
Operator ID's to include
Order Number Range to include

B) Print Posting Edit List - Prints a one line summary of each order
C) Post invoices to inventory,  history,  O/E sales and cash.

Posting selection options are:
Invoice date range to include
Operator ID's to include
Order Number Range to include

Reports produced:
Inventory Posting Problems
Kit Posting Problems
O/E Sales Journal
O/E Cash Journal
History Posting Problems

*** REMEMBER *** After posting you must transfer the O/E SALES and O/E CASH to 
A/R.  Then,  you must complete the posting in Accounts Receivable. 

17. CUSTOMER INFORMATION SCAN - Provides a quick lookup on the following customer 
information:

Current A/R account
A/R History
Current Orders and Item Detail
Order History and History Detail
Compressed Item History

Ver. 8.0M
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Partial name/ID lookups are supported.  The scans can be limited to a range of
dates, item numbers, order numbers.

4.
2Responses to Order Entry Menu

To select an option,  type the number that appears to the left of the option 
explanation.  Press any of the keys that are equivalent to [ENTER].  See Chapter One, 
"Instructions for Entering Information".

To return to the Order Entry Main Options screen,  press [ESC] or the Left Arrow 
key.

4.
2Essential Order Information

After entering as an authorized Operator,  you come to the Order Header screen.  
Many of the information fields on the Order Header screen are optional.  However,  the 
following information is the bare minimum required to add an order:

A valid Transaction Type (field #1)
An order number (field #2)
An order date (field #3)
A valid customer (field #4)
A valid apply to number (field #12)

4.
3Order Editing Restrictions

Restrictions on the ability to edit an existing order can be set in the O/E system 
defaults.  Here are some general rules:

A. You may not be able to edit an order that has been printed as an invoice.  
This setting is controlled in the Order Entry systems defaults.

B. You may not be able to enter an order for a customer who has exceeded the 
account credit limit.  This setting is controlled in the A/R systems defaults.

C. You will see a warning message:  WARNING - Order is selected for invoicing if 
you try to edit an order that already has been selected to print in the next 
invoice batch.  You still may edit the order,  however.

D. You will see a warning message:  WARNING - Order has been printed  if you are 
allowed to edit printed orders.  You can go ahead and edit the order.  But,  
the customer won't receive a copy of your changes.

4.
4The Order Header Screen

Copyright 01/2001
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The Order Header screen collects all the billing and shipping information about an 
order.  

For an existing customer the A/R window in the bottom right corner displays the 
customer's current balance,  the date and amount of their last payment,  the account 
credit limit,  and the account tax exempt number.

If an account has a specified credit limit,  the current balance is compared to the 
credit limit.  When the credit limit is exceeded,  the system will STOP all new orders.

New customers can be added to the A/R customer master file.  When Adding a New Order
for a customer that cannot be found in the Customer Master file,  you are asked:  Is this 
a new customer?  When you respond Y(es),  you are asked for more information about this 
new customer.  The information you must enter for a new customer is:

A/R ID code - a [TAB] will assign the next available ID number if you have set
the Order Entry system to automatically assign account numbers.

Customer Type - a 2 character alphanumeric entry.  

Phone Number - a 12 character alphanumeric entry.

Customer Credit Limit - an 8 digit numeric entry.

BILL TO address - Items 5-11 are replaced with a BILL TO display.  [TAB] key 
sets the DELIVERY address to the new BILL TO address.

4.
1#1. Trx Type

Ver. 8.0M

Add New Orders               (Your Company Name)            JRD        8.0(###)

1. Trx Type IN  INVOICE          Site DV  13. Slsperson   40
*2. Trx No.  052029                        14. P.O. #
3. Date     01/17/2000                    15. Req Date   01/17/2000
*4. Customer 3010          RD              16. Auth 2
            Sally's Service Station       17. Auth 3
        ph. 214-555-3482
*5. SHIP TO  Sally's Service Station       18. Pmt Terms  1
6. Address  200 E. Main                   19. Ship Via   OT
7. Address                                20. Coll/Ppd
8. City     Oil City                      21. Tax Base   J   IL   
9. State    IL                            22. Discount
10. Zip      62410                         23. Job #
11. Country                                24. Print Now? N
12. Bal Mth  O                             25. Price Lev  3
   Apply to                               26. Marketing Notes  N

27.Comments

Enter field number to change, [ENTER] to save, [ESC] to abort          █_
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Transaction type is a 2 digit field.  The order types set in the Order Entry system 
default file are displayed in the lower right corner of the screen for your convenience.  
See Chapter Twenty-One of this manual for the discussion of setting the order types you 
will be using.

The [ENTER] default is the first order type shown in the list.

Some typical and useful Order Types to include in this list are:

IN - Invoice
CM - Credit Memo
PM - Payment received on account
SC - Station Charge
IH - In House Usage
DT - Direct Transport
OH - On Hold
RT - Received into Terminal
TR - Transport Receiving
IR - Inventory Receiving

4.
1 Multiple Orders for One Customer

After the first order entry of each session,  your cursor returns to the Trx Type 
field for each subsequent entry.  You then see the message:

[TAB] to copy this page from order (previous #)

This is a time saving feature.  When you press [TAB] at this spot,  all the customer
detail from the previously entered order will be repeated on this new order.

4.
2#2. Trx No.

The Transaction Number or order number is a six digit field.  The [ENTER] default 
assigns the next number in the order number sequence or credit memo sequence.  Remember,  
the numbering sequences can be set to use a single O/E sequence or separate sequences can 
be maintained for each operator ID.

To override the automatic numbering process,  enter your own order number in this 
field.

When the transaction type chosen in field #1`(above) warrants, the name of this 
field changes to Check No. 

Order numbers that are assigned and then aborted in ADD mode are written out to the 
O/E error file (ERROR.AUD).  You can use this information to track missing orders.

4.
3#3. Date

Date is an eight digit field in the form MMDDYYYY.  The default date is the computer

Copyright 01/2001
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system date.  To enter a different date,  it is quickest to type ONLY the part
of the date that needs to be changed.  The century and year will remain when 
you press [ENTER].

The order date is redisplayed as MM/DD/YYYY.

CAUTION:  As creatures of habit,  it is very easy to lapse into the pattern of 
only entering six digits for a date.  When the default is in the eight digit MMDDYYYY 
format and you do this,  you end up with an entry like 07/14/0101.  This carelessness will
create chaos in your data.  Be watchful!

4.
4#4. Customer

The customer entry assumes that you probably don't know the customer account number.
The cursor begins on the Customer Name line.  If you prefer to enter an account number,  
press the Up Arrow key to go to the Customer ID field.

4.
1 Existing Customers

The partial search feature described in Chapter One is active for both the Customer 
Name field and the Customer ID field.  All matches to your entry are displayed one at a 
time.  To select a customer,  answer "Y" to the  Right customer? query.  

Once you have selected a customer,  A/R account information for that customer is 
displayed in the lower right corner of the screen.

4.
2 New Customers

If no match is located in the existing customer file,  you have the option to add 
the customer to the A/R master file.  

Adding a new customer proceeds as follows:

1. Enter a Customer ID.  If the Order Entry system is set up to automatically 
assign new customer account IDs,  a [TAB] will set the Customer ID.  The Order
Entry system will check to be sure that the Customer ID you enter is not 
already assigned.

2. Enter the customer account type (2 characters).

3. Enter the account telephone number (12 characters).

4. Enter the customer Credit Limit  (8 digits).

5. Items #5-#11 are replaced with a BILL TO display.

6. Enter a twenty five character billing address line 1.  If needed,  enter a 
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second twenty five character billing address.

7. Enter the Bill To City - fifteen characters.

8. Enter the Bill To State - two character postal abbreviation.

9. Enter the Bill To Zip - ten characters.

10. Enter the Bill To Country - fourteen characters.

11. Press [ESC] to save the billing information.

12. Press [TAB] to make the SHIP TO address be the same as the billing address.

4.
3 MISC Customer

The Miscellaneous Customer ID is set in the Order Entry system defaults file.  A 
[TAB] at the customer name field assigns the miscellaneous customer to this order.

Now,  what is a Miscellaneous Customer?  To us,  it's a cash sale.  You want to 
process the order,  but there is no need to set up a customer A/R account.  Some of our 
customers call this a 'house' account.  

To use the MISC customer,  you must enter the following information:
SHIP TO name
SHIP TO address

*** WARNING *** - MISC customer orders DO POST to A/R.  If the order 
results in an unpaid charge,  that charge is posted to the MISC account in A/R.  You won't
be able to trace the unpaid charge to a specific customer without researching the order 
history.

4.
6#5. SHIP TO

For an existing customer,  the SHIP TO address is filled in from the A/R customer 
master file.  The SHIP TO information fields then are skipped over in ADD mode.  If there 
is no SHIP TO address,  you may enter the SHIP TO information.  You will have the option 
to write this information to the customer A/R record.

With the cursor on this field,  a message at the bottom of the screen says:

[TAB] for SHIP TO addresses       [*] to use a different A/R customer

The [TAB] option here displays alternate SHIP TO Addresses that have been defined 
for this customer.  The [*] option gives you access to the SHIP TO Addresses of other 
customers in the Customer Master file.

Copyright 01/2001
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You can edit the SHIP TO information from the  WHAT NEXT  prompt at the bottom of 
the screen.  In edit mode,  you have two options:

A. You can enter a completely new SHIP TO address.  You will have the option to 
write the new SHIP TO address to the A/R customer record.

B. You can use an asterisk to initiate a customer record lookup to use a SHIP TO 
address from another A/R customer record.

4.
6#6. Address

The SHIP TO address line 1 is a twenty-five character alphanumeric field.  In ADD 
mode,  this field is filled in automatically for an existing customer.  You can edit this 
information from the  WHAT NEXT  prompt on the bottom of the screen.

4.
7#7. Address

The SHIP TO address line 2 is a twenty-five character alphanumeric field.  In ADD 
mode,  this field is filled in automatically for an existing customer.  You can edit this 
information from the  WHAT NEXT  prompt on the bottom of the screen.

4.
8#8. City

The SHIP TO address city is a fifteen character alphanumeric field.  In ADD mode,  
this field is filled in automatically for an existing customer.  You can edit this 
information from the  WHAT NEXT  prompt on the bottom of the screen.

4.
9#9. State

The SHIP TO address state is a two character alphanumeric field.  In ADD mode,  this
field is filled in automatically for an existing customer.  You can edit this information 
from the  WHAT NEXT  prompt on the bottom of the screen.

4.
10#10. Zip

The SHIP TO address zip code is a ten character alphanumeric field.  In ADD mode,  
this field is filled in automatically for an existing customer.  You can edit this 
information from the  WHAT NEXT  prompt on the bottom of the screen.

4.
11#11. Country

The shipping address country is a fourteen character alphanumeric field.  In ADD 
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mode, this field is filled in automatically for an existing customer.  You can
edit this information from the  WHAT NEXT  line on the bottom of the screen.

4.
12#12. Bal Mth/Apply to

Balance Method is entered for new customers only.  Valid entries are an "O" for Open
Item/pay by invoice accounts and "B" for Balance Forward accounts.  The balance method 
default is set in the Order Entry systems default file.

The document Apply To number is entered for credit memos and for cash receipts.  If 
you do not know the document to apply the credit or payment against, enter a 0.  The 
credit is posted to the A/R system as an unapplied credit.  Later, you can apply the open 
credit in the OMNI Accounts Receivable module.

For regular orders,  i.e. sales transactions,  the document Apply To number is set 
automatically based upon the A/R customer account balance method.

4.
13#13. Slsperson

Salesperson is a two digit field.  For existing customers,  this field defaults to 
the salesperson in the A/R customer master file.  The Salesperson ID is maintained 
throughout the order entry system.  All salesperson reports are created from this ID,  not
from the ID in the A/R customer master file.

4.
14#14. P.O. #

Purchase Order Number is a ten character alphanumeric field.  This field is 
optional.

4.
15#15. Req Date

Enter in this field the Required date for the order.  An eight character entry in 
the MMDDYYYY form.

In ADD Mode,  the default on [ENTER] is the date you confirmed upon entry to the ADD
mode.

CAUTION:  As creatures of habit,  it is very easy to laps into the pattern of only
entering six digits for a date.  When the default is in MMDDYYYY format and you do this,  
you end up with an entry like 07/14/0101.  This carelessness will create chaos in your 
data.  Be watchful!

4.
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16#16. Auth 2 and #17. Auth 3

When our customers ran out of space to enter a purchase order number, we
added two additional authorization lines.  For long P.O. numbers, you can use 

these fields to complete the purchase order number.

In ADD mode, these two fields are skipped.  You can access the fields from the WHAT 
NEXT line at the bottom of the screen.

4.
17#18. Pmt Terms

Payment terms is a two digit field.  The table of defined payment terms is displayed
in the lower right corner of the screen.  The default code is the first payment term in 
the table.

4.
18#19. Ship Via

Ship Via is a two digit field.  The table of defined shipping methods is displayed 
in the lower right corner of the screen.  The default code is the first one in the table.

*** REMEMBER ***   The Ship Via may be linked to a freight calculation table.  
Be certain that you specify the correct shipping method.

4.
19#20. Coll/Ppd

Freight Collect or Prepaid is a one digit field. The table of freight payment 
methods is displayed in the lower right corner of the screen.  The default code is the 
first code in the table.

4.
20#21. Tax Base

The Tax Base determines how sales tax is calculated on the order.  A default Tax 
Base is set in the O/E system defaults.  The table of acceptable tax bases is displayed in
the lower right corner of the screen along with the A/R tax code for the customer.

4.
21#22. Discount

Discount is a two digit field that is used to specify a BLANKET discount for an 
entire order.  To specify a discount for only a few items on an order,  use the discount 
field available on the Order Item Screen.
Ver. 8.0M
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4.
22#23. Job #

The six digit Job Number field is active only when the Order Entry system defaults 
indicate that the Job Cost module is active.  The order Job Number is linked to the 
individual line item task numbers for A/R posting.

4.
23#24. Print Now?

When this  Print Now?  query is set to "Y",  an immediate invoice is produced.  An 
"N" indicates an order that will be invoiced at a later date.  The default for this 
question is set in the Order Entry systems defaults.

4.
24#25. Price Lev

The price level indicates which of the five inventory prices will be used for this 
order.  For existing customers,  the price level defaults to the O/E price level set in 
the A/R customer record.

The price level is a general guideline for default prices.  You may override the 
price when you enter a line item.

4.
25#26. Marketing Notes

The marketing notes field provides access to any memos that have been attached to 
the customer A/R record.  You can access the memos from the  WHAT NEXT?  prompt at the 
bottom of the screen.  You can read,  but not change,  the notes.

4.
26#27. Comments

Two thirty character lines are provided for special order instructions and general 
notes.  Default comments are set up in the O/E systems management functions.  To use the 
default comments displayed on the bottom of the screen, press [TAB].

Copyright 01/2001
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4.
5The Order Item

Screen

The Order Item Screen is divided into three sections.  The top two lines display 
information about the order and it’s status.  The middle section is a display of the 
previously entered line items.  The lower third of the screen is the data entry window.  
You enter each line item in the entry window.  When you have completed an entry,  the line
item is moved up to the item display section.

To edit a line item shown in the display section,  type the number to the left of 
the item.  The item is moved into the entry window for editing.

Orders with more than 10 items require multiple order item screen displays. 

The item extended price and tax are calculated and displayed after you enter the 
price and the discount.  You cannot edit the extended price or the item tax.

4.
1#1 Item

The Item Number is a twenty character alphanumeric field.  Partial item number 
searches are permitted.  Each match to your partial entry is displayed.  To select an item
number,  answer "Y" to the  Right Inventory Item? query.

When your cursor is on the #1 Item field,  a message at the screen bottom advises:

Ver. 8.0M

Order # 052029  Cust. No: 3010        Name: Sally's Service Station    Oper: JRD
Type: INVOICE               Status: Invoice Already PRINTED  Total:     595.00
  ITEM #               DESCRIPTION        QTY ORD  STS      PRICE DS   EXTENDED
--------------------------------------------------------------------------------
1 PDB-00065-01         AM-65A TERMINAL          1          595.00        595.00

=================================================================================
1 Item                         2 Des         
3 Qty                          4 Unit
5 Price                                                         Avail 
6 Disc                                                           Ship
7 Cost                 8 Unused                                   B/O
       ---------      9 Serial #                                 O/S
 Extend              10 Tax Code                               Cancl  
Itm Tax                                                         Cost
                                                                
[-->] to lookup by description
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[–>] to lookup by description

If you press the Right Arrow key,  the cursor moves to the #2 Des field where you 
can enter partial or full descriptions of inventory items you wish to add to this order.  
The Left Arrow and Right Arrow keys toggle you back and forth between these two fields.

4.
1 Miscellaneous Items

A miscellaneous item ID can be set up in the JobR/Order Entry system defaults.  The 
MISC item allows you to enter items that are not stocked in inventory.  For a 
miscellaneous item,  you must enter:

An Item Description
An Item Cost
A Unit of Measure
A Selling Price

4.
2 Comments

You can use the Order Entry system default Comment Indicator as the first character 
of the item field.  You can then use the forty character description field to enter any 
information that is needed.  A comment line has no quantity or price.

4.
3 Item Availability Information

For valid inventory items,  the availability window on the right of the screen 
displays the quantity available for shipping as well as quantities on backorder (B/O),  
out of stock (O/S) or cancelled (Cancl).  It also shows the last recorded Cost of the 
item.

The item location is displayed beside (to the left of) the availability entry.

4.
2#2 Des

Normally,  the Description field is filled in from the inventory item description.  
Changes to the description are allowed when the inventory master record contains an 
alternative order description.  To use the alternative description:

a) Press "*" and [ENTER] to replace the standard description with the inventory 
alternative description.

b) You are entering a comment using the Order Entry system default comment 
indicator.  Type the comment in the description field.

When your cursor is on the #2 Des field,  a message at the screen bottom advises:

[<--] to lookup by item number

If you press the Left Arrow key,  the cursor moves to the #1 Item field where you 
can enter partial or full ID of inventory items you wish to add to this order.  The Left 
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Arrow and Right Arrow keys toggle you back and forth between these two fields.

4.
3#3 Qty

Quantity ordered is a ten digit field.  The quantity is checked against the 
inventory quantity available for the item.  If the quantity available is not sufficient to
fill the order,  you will have the following options:

a)   CANCEL - Delete the item from the order.
b)   OVERRIDE - Keep the quantity ordered and ignore the inventory.
c)   BACKORDER BALANCE - Place the balance that can't be shipped on customer back 

order.  This option is available only when the inventory master record has 
been set to allow back orders.

d)   BACKORDER ALL - Place the entire quantity on customer back order.  This option 
is available only when the inventory master record has been set to allow back 
orders.

4.
4#4 Unit

Usually,  the unit of measure is filled in from the inventory master record.  You 
can edit the unit for a MISC item at the  WHAT NEXT?  prompt.  Unit of measure is a six 
character alphanumeric field.

4.
5#5 Price

The prices from the inventory master file are displayed in a window to the right of 
the price prompt.  The instruction line on the bottom of the screen lists the following 
options:

<CR> - Use the price level set for the order.
# - Type a number to choose a different price level.
[TAB] - Enter a price that is not shown in the price levels.

Once all choices have been made,  the computer calculates the Extend amount 
(Quantity times Price),  and the Item Tax and enters these numbers in the appropriate 
fields.

4.
6#6 Disc

Discount is a two digit field.  If a blanket order discount is specified,  the item 
discount defaults to this percentage.  You may change it,  however,  to have an item 
discount different than the blanket one.

4.
7#7 Cost

For valid inventory items,  cost is a display-only field.  When you enter a MISC 
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item,  you can edit the item cost.  This becomes field #7. when in use.  Other fields 
change numbering.

4.
8#8 Unused

The four character number field is for the JobR system.

4.
9#9 Serial #

The twenty character Serial # field is active only when an inventory master record 
is set to require serial numbers.  Right now, serial number is not an absolutely required 
field.  Even if an item requires a serial number, you can leave it blank.  However, we 
recommend that you check all serial number items before you print invoices and post the 
orders.

4.
10#10 Tax Code

The two digit tax code determines the tax rate for the item extended price.  The 
table of valid tax codes is displayed to the right of the entry prompt. The default tax 
code is taken from the order header.  Unless you have items that are taxed at a different 
rate,  we recommend that you leave the code set at the default.

Copyright 01/2001
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4.
6The Order 
Total Screen

The Order Total screen records miscellaneous charges,  freight charges,  sales tax, 
prepayment information,  and credit card information.  The top two lines of the screen 
display information from the order header.  The upper right portion of the screen shows 
the order line item total,  the cost,  the weight,  and information about the tax table 
used to calculate sales tax.

Freight charges for SHIP VIA's with an attached freight table are calculated 
automatically.  The initial sales tax calculation also is automatic.  Both of these fields
may be edited.

The Credit Card information is required only for order payment terms that have been 
set up in the A/R systems parameters as credit card payments.

4.
1#1. Misc

The ten digit Miscellaneous Charge field is used to enter any charges not directly 
associated with an order line item.  Examples of miscellaneous charges are: expediting 
fees,  delivery charges,  or processing fees.

Some Order Entry users use the MISC  field to adjust ticket totals by the few 
pennies that result from rounding discrepancies created during tax calculations.  Negative
entries (for adjustments downward) as well as positive entries (for adjustments upward) 
are permitted at this field.

Ver. 8.0M

Order # 052029  Cust. No: 3010        Name: Sally's Service Station    7.9F(###)
Type: INVOICE               Status: Invoice Already PRINTED

                                                  Net Amount:         595.00
                                                        Cost:         456.000
        1. Misc                     0.00              Weight:           0.000
        2. Freight                  0.00         Using Table:
        3. Sales Tax               44.63         Taxable Amt:         595.00
                          -------------- 
           Subtotal               639.63
  Less  4. Pre-payment                           5. Check no:
                          ==============
-------------->  Total:            639.63
        6. Payment Terms    30  NET 30

        ---------- Credit Card Information ----------      <NOT Required>
        7. Card Number
        8. Card Name
        9. Expiration Date
        -------- Authorization -------
       10.            Code
       11.            Date
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4.
2#2. Freight

Freight charges for SHIP VIA's linked to a freight table are calculated 
automatically.  In edit mode,  you can override the freight table calculation.  Press 
[TAB] to recalculate the charges from the freight table.

4.
3#3. Sales Tax

Sales Tax is calculated automatically.  In edit mode,  you can override the tax 
calculation.  Press [TAB] to recalculate the sales tax.

If the order has been set to U (User entered taxes),  no automatic calculations will
be done.

4.
4#4. Pre-payment

The ten digit pre-payment field is used to record cash received with an order.  If 
the order is being paid by credit card,  enter the order total as a pre-payment.  All pre-
payments are posted to the A/R cash file.

4.
5#5. Check no

A check number is required for each pre-payment.  The word "CASH" is an acceptable 
check number.  For a credit card payment,  we suggest that you use the last six digits of 
the credit card number as the check number.

4.
6#6. Payment Terms

The payment terms displayed here is a repeat of the order header payment terms.  We 
added it to this screen for our customers who process telephone orders.  Frequently,  
their customers would change their mind about how they wanted to pay for an order once 
they knew the order total.  The table of valid payment terms is displayed in the lower 
right corner of the screen when the cursor is on this field.

4.
7#7. Card Number

The twenty character credit card number is required for payment terms that are 
credit card based.

4.
8#8. Card Name

Copyright 01/2001
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The twenty 
five 

4.
9#9. Expiration 

Expiration 

4.
10 #10. 

A credit card

4.
11#11. Authorization Date

The date of the authorization code is an eight digit field in MMDDYYYY 
format.  The date defaults to the computer system date.  To edit the date,  it is quickest
to type only the necessary changes.  

CAUTION:  As creatures of habit,  it is very easy to laps into the pattern of only
entering six digits for a date.  When the default is in MMDDYYYY format and you do this,  
you get an entry like 07/14/0101.  This carelessness will create chaos in your data.  Be 
watchful!

4.
7Order Entry Report Options Screens

When you choose Order Entry Main Option #4. Print Edit Lists - Orders/Receivings,  
you first come to a screen with the following choices:

Which edit list format would you like?
1) Summary (multiple orders/page)
2) Detail (1 order/page)
3) One line/order listing

These represent different flavors available for the edit list you are about to 
produce.  Each choice is followed by a printer selection screen.  Then you come to a 
selection screen similar to the following.

Ver. 8.0M

(Your Company Name)                                                  7.9F(###)      
Print Order Edit List

                       1. Include Orders with status:
                            NEW-not selected          Y
                            SEL-selected to print     Y
                            CAN-sent/cancelled        Y
                            PRT-printed/sent out      N

                       2. Operator IDs to include:    ALL                  

                       3. Ord. numbers to print       ALL
                            STARTING:
                              ENDING:

                       4. Print Item Posting Flags?   N

ANY CHANGE ?  █__
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The report selections shown above are used for most of the order entry reports.  The
selections allow you to print only a portion of the outstanding orders if you wish.  And 
the selection categories present in the list will change when following a choice to print 
Summary or Detailed reports.

Remember that your selections are combined together.  If you choose an Operator ID 
(e.g. BWS) and an Order Number range (e.g. 178902-179000),  only the orders entered by BWS
in the number range 178902 to 179000 will be printed.

If you make any selection other than ALL orders,  your selections are processed and 
you return to the selection screen.  To begin the printing,  press [ESC] or the Left Arrow
key to exit from the selection screen.

4.
1Choice 1. Include Orders with status

As an order is processed,  the order status changes.  Listed on the screen are all 
of the statuses that affect invoicing.

NEW orders are orders that have just been entered.  SEL orders are the orders that 
have been selected to include in the next invoice printing.  The SELect status can be set 
automatically on new orders with a setting in the Order Entry systems default file.  CAN 
orders have been cancelled after an invoice was printed. PRT orders have been printed 
using option #14. Print Invoices/CR Memos on the Enter/Edit Orders, CR Memos menu.  
Immediate invoices also have a PRT status.

When you print an order edit list BEFORE you select orders for invoicing,  set the 
status selections to:

NEW     Y       Print orders not yet selected for invoicing.
SEL     N
CAN     N
PRT     N

When you print an order edit list to verify your selections before invoicing,  we 
recommend that you set the status indicators as follows:

NEW     N
SEL     Y       Include orders selected for invoice printing.
CAN     N       
PRT     N

Copyright 01/2001
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When you print an invoice summary to verify your entries before POSTing to A/R,  and
to the history file,  we recommend that you set the status selections as follows:

NEW     N
SEL     N
CAN     Y       Include cancelled orders that will post to history.
PRT     Y       Include orders that have been printed as invoices.

4.
2Choice 2. Operator IDs to include

Your options in selecting Operator IDs are:  ALL to include all Operator IDs, or a 
single Operator ID that you enter.  In a large order entry operation,  limiting the 
reports to a single Operator ID allows an operator to see only the work that s/he actually
has done.

4.
3Choice 3. Ord. numbers to print

Specifying a starting and ending order number allows you to print a range of orders.
To disable the order number range,  leave the selection at ALL.  To print a single order, 
enter the same starting and ending order number.

4.
4Choice 4. Print Item Posting Flags?

An indicator to add to a report to help you determine the posting status of an 
order.  When this choice is set to Y(es),  each order of the report also includes a review
of the posting status relative to A/R,  Inventory,  History,  and any other posting 
directions that may exist for the order.  There are three posting statuses that may be 
reported:  I - Ignore,  D - Do,  and F - Finished Posting.

4.
8Option 4. Print Edit Lists - Orders/Receivings

This option and the reports produced are the same whether you are a JobR/Order Entry
user or a more conventional Order Entry User.  See Chapter Four of the Order Entry 
Reference manual for details on the operation and results of these options.

4.
9Option 5. Print Order Tax Summary

This option is most useful to JobR oil and gas distribution users.  New with Order 
Entry Ver. 7.1,  this option gives you an extremely versatile tool for reviewing taxes on 
orders.  Each pattern of selections made as you produce this report gives yet a different 
variation of a tax recap.  The selections you may make are:

● Sites - ALL or a START/END range
● Customer Classes - ALL or a START/END range
● Product Categories - ALL or a START/END range

Ver. 8.0M
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● Print Customer Class detail - Yes/No
● Print Product Category detail - Yes/No
● Print Item Number summary - Yes/No
● Order Dates - ALL or a START/END range
● Operator IDs - ALL or a START/END range
● Order Numbers - ALL or a START/END range
● Customer IDs - ALL or a START/END range
● Order Types - Yes/No for each
● Print Government Class subtotals - Yes/No
● Print Jobber Class subtotals - Yes/No
● Print Reseller Class subtotals - Yes/No
● Print Bill of Lading info - Yes/No
● Print Tax Free transactions - Yes/No
● Print Tax Paid transactions - Yes/No
● Origin State - ALL or a START/END range
● Ship To State - ALL or a START/END range
● Tax Classes - Yes/No for each

4.
10Option 6. Print Back Order Reports

The Back Order Reports show you orders that can't be filled due to insufficient 
stock on hand.  These reports are accessed from the Order Entry Main Options menu, #8. 
Print Back Order Reports, and from the Enter/Edit Orders, CR Memos menu  #6. Print Back 
Order Reports.

These reports may be organized as Back Orders by Customer or as Back Orders by Item 
Number.

The report selections are customer number range, order number range, item number 
range, and include non-preassembled kit records Y/N.  The number range selections follow 
the instructions given in Chapter One and in the section above titled "Order Entry Report 
Options Screen".  Answering "Y" to the non-preassembled kits question will include all of 
the items in a 'make it as you pick the order' kit.  See Chapter One, "Kits - What We 
Mean" for more information about non-preassembled kits.

Copyright 01/2001
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4.
1 Sample of 6. Print Back Orders By Customer

Report Name: BKOCUS.PRT

RUN DATE: 15-JAN-01                      (Your Company Name)                                                           PAGE   1

BACK ORDER LISTING BY CUSTOMER

CUSTOMERS: ALL
ORDER NUMBERS: ALL
ITEM NUMBERS: ALL                                           07:13 PM

CUS NO     CUSTOMER NAME            ORD #  ORD DTE  ITEM #                                    UNIT   QTY ON B/O      PRICE DIS
                                                   DESCRIPTION                              KIT NOTES        KIT ID IN KIT FILE

00307      Selecta Farms Receiving  052032 01/10/01 PDB-00065-01                              EA              1     590.00  0
                                                   AM-65A TERMINAL (AMBER)
29002      KIRKWOOD MACHINE         052030 01/10/01 CL11007                                   EA              7     107.00  0
          P.O. NUM VERBAL                          .6 AMP POWER CONDITIONER (CRT)

     2 ITEMS

Ver. 8.0M
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4.

2 Sample of 6. Print Back Orders By Item Number

Report Name: BKOITM.PRT

RUN DATE: 15-JAN-01                      (Your Company Name)                                                           PAGE   1

BACK ORDER LISTING BY ITEM NUMBER

CUSTOMERS: ALL
ORDER NUMBERS: ALL
ITEM NUMBERS: ALL                                           07:13 PM

ITEM #                                    ORD #  ORD DTE  CUS #      CUSTOMER NAME            UNIT   QTY ON B/O      PRICE DIS
   DESCRIPTION

CL11007                                   052030 01/10/01 29002      KIRKWOOD MACHINE         EA              7     107.00  0
   .6 AMP POWER CONDITIONER (CRT)
------------------------------------------------------------------------------------------------------------------------------------
                                                                                             TOTAL           7

PDB-00065-01                              052032 01/10/01 00307      Selecta Farms Receiving  EA              1     590.00  0
   AM-65A TERMINAL (AMBER)

     2 BACK ORDER ENTRIES

    

Copyright 01/2001
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4.
11Option 7. Fill Back Orders

Back orders should be filled after new stock has been received.  The selection 
options are: item number range, order number range, customer number range.  See Chapter 
One for information on how to make a range selection.

4.
1 Sample of 7. Fill Back Orders

Report Name: BKOFIL.PRT

RUN DATE: 15-JAN-01                      (Your Company Name)                                                           PAGE   1

BACK ORDER FILL LISTING

CUSTOMERS: ALL
ORDER NUMBERS: ALL
ITEM NUMBERS: ALL                                           07:54 PM

ITEM #                                    ORD #  ORD DTE  CUS #      CUSTOMER NAME            UNIT   QTY FILLED      PRICE DIS
   DESCRIPTION

CL11007                                   052030 01/10/01 29002      KIRKWOOD MACHINE         EA              7     107.00  0
   .6 AMP POWER CONDITIONER (CRT)
PDB-00065-01                              052032 01/10/01 00307      Selecta Farms            EA              1     590.00  0
   AM-65A TERMINAL (AMBER)

     2 BACK ORDERS FILLED

Ver. 8.0M
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4.
12Option 8. Print Quantity Committed Report

The report selections are customer number range, order number range, item number 
range, and include non-preassembled kit records Y/N.  You also are asked for what Order 
Status(es) to include on the report,  what Operator IDs to include, and what Order Types 
to include.  The number range selections follow the instructions given in Chapter One and 
in the section above titled "Order Entry Report Options Screen".  Answering "Y" to the 
non-preassembled kits question will include all of the items in a 'make it as you pick the
order' kit.  See Chapter One, "Kits - What We Mean" for more information about non-
preassembled kits.

Copyright 01/2001
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4.
1 Sample of 8. Print Quantity Committed Report

                      REPORT NAME:  ONOITM.PRT

RUN DATE: 15-FEB-01                      (Your Company Name)                                                                      PAGE   1

QUANTITY COMMITTED BY ITEM NUMBER

CUSTOMERS: ALL
ORDER NUMBERS: ALL
ITEM NUMBERS: ALL                                           04:37 PM

ITEM #                      BOL NUMBER TY ORD #  ORD DTE  CUS #      CUSTOMER NAME            UNIT   QTY-COMITD      PRICE DIS
   DESCRIPTION                              KIT NOTES        KIT ID IN KIT FILE

11                          12345      IN 960777 01/15/01 0100       Avery, Roy               GAL         1,000      0.802  0
   PREMIUM LEAD FREE GA
                           12345      IN 960778 01/16/01 0100       Avery, Roy               GAL           500      0.802  0
------------------------------------------------------------------------------------------------------------------------------------
                                                                                             TOTAL       1,500

17                          12345      IN 960777 01/15/01 0100       Avery, Roy               GAL            10      0.670  0
   #2 FUEL OIL
------------------------------------------------------------------------------------------------------------------------------------
                                                                                             TOTAL          10

18                          960773     IN 047169 01/16/01 2001       Anselm & Anselm          GAL         1,500      0.705  0
   PREMIER DIESEL
                           960773     IN 960775 01/16/01 0310       Chris' Garage            GAL         1,500      0.750  0
                           960773     IN 960776 01/16/01 1100       Batchelder Construction  GAL         1,500      0.715  0
------------------------------------------------------------------------------------------------------------------------------------
                                                                                             TOTAL       4,500

19                          12345      IN 960777 01/15/01 0100       Avery, Roy               GAL         1,000      0.920  0
   GASAHOL (REG. GASOLINE)
------------------------------------------------------------------------------------------------------------------------------------
                                                                                             TOTAL       1,000

FB                          12345      IN 960777 01/15/01 0100       Avery, Roy                              12      0.000  0
   FARM BATTERY
------------------------------------------------------------------------------------------------------------------------------------
                                                                                             TOTAL          12

FF                          12345      IN 960777 01/15/01 0100       Avery, Roy                               1      0.000  0
   FARM FILTER
------------------------------------------------------------------------------------------------------------------------------------
                                                                                             TOTAL           1

PEN104024                   12345      IN 960777 01/15/01 0100       Avery, Roy               GAL            10      4.800  0
   PENNZOIL 10 W 40
------------------------------------------------------------------------------------------------------------------------------------
                                                                                             TOTAL          10

    10 ON-ORDER ENTRIES

    7,033=REPORT TOTAL QUANTITY

Ver. 8.0M
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4.
13Option 9. Print Order Required Date Summary

A report that summarizes delivery dates for outstanding orders.  The report 
selections include Order Status, Operator ID’s, and a required Date Range.

4.
1 Sample of 9. Print Order Required Date Summary

                      REPORT NAME: oidRSM.PRT
                                   Where oid = OPERATOR ID or ALL

RUN DATE: 13-FEB-01                      (Your Company Name)                                                            PAGE   1

Order Required Date Summary

Date Range: ALL
OPER ID: ALL       ORDER STATUS: NEW SEL CAN
TIME:  3:39 PM

ORD #  ORD DATE   REQD DATE  CUSTOMER                  ------------------------------ SHIP TO ------------------------------- VIA
           QTY ORD   QTY SHIP U/M    ITEM NUMBER          DESCRIPTION                              LOCATION    QTY B/O

------------------------------------------------------------------------------------------------------------------------------------
052053 01/27/2001   /  /     AAA Fire Suppression      AAA Fire Suppression      2801 N Lincoln Ave        Urbana          IL
------------------------------------------------------------------------------------------------------------------------------------
052044 01/27/2001   /  /     Barry's Garden Center     Berry's Garden Center     3714 N. Vermilion         Danville        Il
------------------------------------------------------------------------------------------------------------------------------------
052054 01/27/2001   /  /     Sparkling Springs Lake    Sparkling Springs Lake    Resorts                   Danville        Il
------------------------------------------------------------------------------------------------------------------------------------
960784 01/28/2001 02/07/2001 Anselm & Anselm           Anselm & Anselm           R.R. 1 Box 155            Taylorville     IL TRUCK
                 1            EA     AM-2000-06           AM-2000-06 68020 CPU/VME CHASSIS         I-2
                                                            COMMENTS:                                  N                      N  N
------------------------------------------------------------------------------------------------------------------------------------

Copyright 01/2001
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4.
14Option 10. Print Salesperson Order Summary

This report summarizes orders by salespeople.  The report selections include Order 
Status, Operator ID’s, Order Date range,  and Salespeople to include.

4.
1 Sample of 10. Print Salesperson Order Summary

                      REPORT NAME: oidSSM.PRT
                                   Where oid = OPERATOR ID or ALL

RUN DATE: 13-FEB-01                      (Your Company Name)                                                            PAGE   1

Salesman Order Summary

Date Range: ALL
OPER ID: ALL       ORDER STATUS: NEW SEL CAN
SALESPEOPLE: ALL                                                                                                        03:54 PM

ORD #  ORD DATE   SLSPERSON  CUSTOMER                  ------------------------------ SHIP TO ------------------------------- VIA
           QTY ORD   QTY SHIP U/M    ITEM NUMBER          DESCRIPTION                              UNIT PRC   DISC   EXTENDED

====================================================================================================================================
                                                                            --                           TOTALS:         0.00

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

                                                                                                      QTY TOTAL:          0
====================================================================================================================================
------------------------------------------------------------------------------------------------------------------------------------

                                                                                                  REPORT TOTALS:         0.00
TOTALS       SALES        TAX       MISC    FREIGHT  CASH PMTS CREDIT CARDS   QUANTITY
SALES:       0.00       0.00       0.00       0.00       0.00         0.00          0
  ROA:                                                   0.00         0.00
CRMEMO:       0.00       0.00       0.00       0.00       0.00         0.00          0
NON AR:       0.00       0.00       0.00       0.00       0.00         0.00          0
       ---------- ---------- ---------- ---------- ----------   ---------- ----------
             0.00       0.00       0.00       0.00       0.00         0.00          0

Ver. 8.0M
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4.
15Option 11. Print Inventory Picking Tickets

This report is used to produce documents for warehouse workers to use to retrieve 
and ship orders.  The selection options include Order Status, Operator ID’s, and Document 
Numbers.

4.
1 Sample of 11. Print Inventory Picking Tickets

                      REPORT NAME: PIKTIK.PRT

                            **** PICKING TICKET ****
                              INVOICE                              Sale
   (Your Company Name)                                            034016
   1210 LANCASTER DRIVE
   CHAMPAIGN, IL  61820                                            00294

   (217) 352-5510                                            PAGE:  1

                                                             AUTH:

           Howe Marking Systems                      Howe Marking Systems
           8665 Tyler Blvd                           8665 Tyler Blvd
           Mentor, OH  44060                         Mentor,OH 44060

  01/10/01  UPS BLUE             COLLECT            NET 30

  9102345             01/10/01    1   GMP                           052029

       1     1       CL11007                                  EA       BK ROOM
                       .6 AMP POWER CONDITIONER (CRT)
                       SERIAL NUMBER: K-9087-67890
       1     1       PDB-00065-01                             EA       I-30
                       AM-65A TERMINAL (AMBER)
                       SERIAL NUMBER: 65-001-890A

   07:14 PM       01/10/01

Copyright 01/2001
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4.
16 Option 12. 

Select/Unselect Orders for Invoicing

Selecting orders for invoicing prepares the orders for PRINTING.  The selection 
options shown above are set for the simplest,  most common invoicing situation:  You want 
to select all orders in the file for invoice printing.  

4.
1 Guidelines for 12. Select/Unselect Orders for Invoicing

Ver. 8.0M

(Your Company Name)                                                   8.0(###)
Select/Unselect For Invoicing

                       1. What do you want to do?     1
                            1 Select Orders for Invoicing
                            2 Unselect Orders
                            3 Print List of invoices SELECTED for printing     

                       2. Operator IDs to include:    ALL

                       3. Ord. numbers to include:    ALL
                            STARTING:
                              ENDING:

ANY CHANGE ?  █__
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The selection edit list will list each order as it is selected.  Orders that are 
selected automatically when they are entered (because of settings you have made in Systems
Parameters),  and immediate invoices DO NOT APPEAR ON THE SELECTION EDIT LIST.  Only the 
orders affected by your just-made select/unselect choices appear on the selections edit 
list.

Changing option #1 from SELECT to UNSELECT will 'undo' all of your selections so you
may start fresh.

If you are working in a large order entry department with several hundred pending 
orders,  we strongly recommend that you use an Order Edit List - IN DETAIL or an Order 
Edit Summary to guide you through the invoice printing selections.  When you print an 
Order Edit list or summary BEFORE you select orders for invoicing,  set the status 
selections to:

NEW     Y       Print orders not yet selected for invoicing
SEL     N
CAN     N
PRT     N

When you print an order edit list or summary to verify your entries AFTER selecting 
orders for invoice printing,  we recommend that you set the status selections as follows: 

NEW     N
SEL     Y       Include orders selected for invoice printing
CAN     N       
PRT     N

Copyright 01/2001
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4.
2 Sample Selection Edit List

                      REPORT NAME:  SELECT.PRT

SPECIAL NOTE:  Pay special attention to the NON A/R TOTALS and UNKNOWN DOC TYPE 
TOTALS at the bottom of this edit list.  NON A/R TOTALS are sales dollars that will not be
posted to Accounts Receivable.  UNKNOWN DOC TYPE TOTALS indicate a problem in the order 
file.

RUN DATE:  8-APR-00                      (Your Company Name)                                                                     PAGE 1

ORDERS SELECTED FOR INVOICING

Orders Prepared by: ALL Operators
Doc Numbers: ALL Documents
01:34 PM  DOC TYPE: 1-SALE 2-RECEIPT 3-CREDIT MEMO

                                                OLD  NEW DOC
ORD #  ORD DTE  CUS NO     INV #  INV DTE  TYPE  STS  STS TYPE         SALE        TAX       MISC    FREIGHT      TOTAL    PAYMENT

052032 03/01/00 00307      034018 03/09/00  IN   NEW  SEL   1        590.00       2.68       0.00      37.00     629.68

                                                                -------------------------------------------------------------------
                                                  SALES TOTALS:     590.00       2.68       0.00      37.00     629.68       0.00
                                                RECEIPT TOTALS:       0.00       0.00       0.00       0.00       0.00       0.00
                                                CR MEMO TOTALS:       0.00       0.00       0.00       0.00       0.00       0.00
                                                NON A/R TOTALS:       0.00       0.00       0.00       0.00       0.00       0.00
                                       UNKNOWN DOC TYPE TOTALS:       0.00       0.00       0.00       0.00       0.00       0.00
NET CHANGE TO A/R:   SALES:   629.38
                 Receipts:     0.00
                 CR MEMOS:     0.00
                           --------
                             629.38
                           ========

Ver. 8.0M
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4.
17Option 13. Print Invoice Edit List

When you print an Invoice Edit list to verify your entries before posting to A/R, 
and to the history file, we recommend that you set the status selections as follows:

NEW     N
SEL     N
CAN     Y Include cancelled orders that will post to history       
PRT     Y Include orders that already have been printed as invoices.

Copyright 01/2001
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4.
1 Sample Invoice Edit List

REPORT NAME:  ALLINV.PRT when ALL operator ID's are selected
                               xxxINV.PRT where xxx is a single operator ID

                  -------- INVOICE EDIT LISTING ----------        PAGE  1
                            INVOICE                                    SALE
                                            STATUS: SEL    ORD NUMBER: 052030
                                                             ORD DATE: 01/10/01
                                                           INV NUMBER: 12345
                                           SOLD BY:  1       INV DATE: 01/10/01
                                                             COLL/PPD: COLLECT
                                    SHIP VIA: FED EXPR'S
                                       TERMS: NET 30
                                      AUTH #:                    OPER: GMP

        29002
  BILL: KIRKWOOD MACHINE                SHIP TO: KIRKWOOD MACHINE
        2915 W. Matthews                         2915 W. Matthews
        Urbana,IL 61801                          Urbana,IL 61801

 SHIP QTY Units  ITEM Number                           Price/Unit -A)   TOTAL
        5 EA     CL11007                                   107.00       535.00
                 .6 AMP POWER CONDITIONER (CRT)
                               Ordered:         12
                            On Backord:          7

                                                           SUBTOTAL:   1,284.00
                                                                TAX:      93.09
 COST:     95.412                                              MISC:
WEIGHT:    148.200                                           FREIGHT:

STATUS: ORDER IS SELECTED FOR PRINTING                         TOTAL:   1,377.09
PRINTED ON: 01/15/01 AT 07:16 PM
POST STATUS: NOT SELECTED

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

TOTALS       SALES        TAX       MISC    FREIGHT  CASH PMTS CREDIT CARDS
SALES:   1,906.75      95.77       0.00      40.50       0.00         0.00
  ROA:                                                   0.00         0.00
CRMEMO:       0.00       0.00       0.00       0.00       0.00         0.00
       ---------- ---------- ---------- ---------- ----------   ----------
         1,906.75      95.77       0.00      40.50       0.00         0.00

Ver. 8.0M
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4.
18Option 14. Print Invoices/CR Memos

This is the option that prints the real invoices to send to customers.  Before you 
start this option you need to know what printer on your system contains the blank invoice 
printing stock (with your logo, etc.), or you need to load a printer with such stock.

4.
1 Sample of 14. Print Invoices/CR Memos

Report Name: ALLOIC.PRT when ALL operators ID's are selected
xxxOIC.PRT where xxx is a single operator ID

                              INVOICE                              Sale
   HKP/JOBBER O/E TEST DATA                                        034019
   1210 LANCASTER DRIVE
   CHAMPAIGN, IL  61820                                            29002

   (217) 352-5510                                            PAGE:  1

                                                             AUTH:

           KIRKWOOD MACHINE                          KIRKWOOD MACHINE
           2915 W. Matthews                          2915 W. Matthews
           Urbana, IL  61801                         Urbana,IL 61801

     PLEASE PAY THIS INVOICE - NO STATEMENT WILL BE SENT

  01/15/01  FED EXPR'S           COLLECT            NET 30

  VERBAL              01/10/01    1   GMP                           052030

      12     5     7 CL11007                                    107.00     535.00
                       .6 AMP POWER CONDITIONER (CRT)

                                                                       -----------
                                                   SUB TOTAL               535.00

                                                        MISC                 0.00
                                                   SALES TAX                93.09
                                                     FREIGHT                 0.00
     A 1.5A)finance charge 18% APR) will be added
     to all unpaid balances.                           TOTAL               628.09
   07:17 PM

Ver. 8.0M
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4.

2 Sample of Credit Card Slip

Report Name: ALLCCD.PRT when ALL operator ID's are selected
xxxCCD.PRT where xxx is a single operator ID

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

Potter, Gretchen M.
9992-348721-53005     Ex Dte
                      08/91

1363 006 47
HUMAN KINETICS PUBL
CHAMPAIGN, IL

                                                ORDER # 052031

  MAIL IN ORDER                  01-10-01      897605

                                                       MERCHANT COPY
/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

Copyright 01/2001
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NOTE:  The format for a credit card slip usually is a custom programming job.

Ver. 8.0M
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4.

3 Sample Master Safety Data Sheet

Report Name: INVMSD.PRT
Each item that requires a data sheet is listed on the report.  The MSDS sheets may 

be off-line reproduced copies of original sheets or you can transfer the data sheet to a 
word processing system.

The exact format of a master safety data sheet is determined by government 
regulation.  You can use a word processor to create on-line copy of a master safety data 
sheet.  See Chapter Two for instructions on how to connect an MSDS word processing file to
an inventory item.

                                                                        PAGE  1
                                                        02/01/01      Sale

                                                        001259

                                                        00306

       WABASH VALLEY CO-OP                           WABASH VALLEY CO-OP
       210 CHURCH STREET                             210 CHURCH STREET
       P.O. BOX 299            3                     P.O. BOX 299            3
       LOUISVILLE, IL  62858                         LOUISVILLE, IL  62858

AUTH:

  VERBAL            01/22/01      1 SCOTT PEDERSEN                 ORD: 001259

  BEST WAY                                    Net 30

15-00         4 MEG. MEMORY/2000M                      MSDS1.TXT

Copyright 01/2001
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The invoice printing process will send a copy of your word processing file (in .LST 
sequential format) to a printer each time it finds an item that requires a data sheet.

* WARNING * - The word processing file must be formatted for printing within the 
word processor.  In SuperVUE, type FORMAT to create the required .LST file.  In 
AlphaWRITE, select PRINT and ask for DISK OUTPUT only to create the required .LST file.  
If you erase the word processing .LST file, the invoicing process will report a FILE NOT 
FOUND.

Ver. 8.0M
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4.
19Option 15. Print Invoice Summary

As we said earlier, printing invoices DOES NOT POST them automatically.  This option
sets the POSTING selections.  If you look at the Invoice Summary or Invoice Edit List 
shown on the previous pages,  you'll see the POSTING status listed at the end of each 
order.  POST STATUS: NOT SELECTED means the order has not yet been selected for invoicing.
POST STATUS: SELECTED shows an order that has been selected for posting.

The CASH and SALES post flags have 3 settings:

D       The amount will be posted to A/R transfer files.
I       The amount will be Ignored and not sent to the transfer file.
F       The amount has already posted to the A/R transfer files.

We strongly recommend that you use either an invoice edit list or an invoice summary
to guide you in the selection process.  As noted in Chapter One, the posting selection 
process is:

15. Print Invoice Summary - optional
Set the order status selections as follows:

NEW     N
SEL     N
CAN     Y Show cancelled orders that will post to history.
PRT     Y Show orders that have PRINTED as invoices.

16. Post Invoices to Inventory, History, O/E sales and cash
1. Set Posting Status (Select/Unselect)
2. Print Posting Edit List (Optional)
3. Post Invoice to Inventory, History, O/E sales and cash

After updating the inventory quantities and creating archive copies of each order,  
the A/R billing information is transferred to two temporary files:  OESLS.DAT and 
OECSH.DAT.  From there,  the amounts are transferred to A/R from the O/E Systems 
Management Functions.

Copyright 01/2001
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4.
1 Sample of 15. Print Invoice Summary

Report Name: ALLISM.PRT when ALL operator ID's are selected
xxxISM.PRT where xxx is a single operator ID

RUN DATE: 15-JAN-01                     (Your Company Name)                                                           PAGE   1

Invoice Edit Summary

Order Number Range: ALL
OPER ID: ALL       ORDER STATUS: NEW SEL CAN PRT
TIME:  7:18 PM

------------------------------------------------------------------------------------------------------------------------------------ 

ORDER #: 052029               SOLD TO: Howe Marking Systems           SHIP TO: Howe Marking Systems                         OPR: GMP
ORDER DATE: 01/10/01                   8665 Tyler Blvd                         8665 Tyler Blvd           TAX CODE: C N  0.000
ORDER TYPE: I
INVOICE #: 034016                      Mentor,OH 44060                         Mentor,OH 44060
INVOICE DATE: 01/11/01                 USA                                     USA

CUST NO: 00294   SALESPERSON:  1  PURCH-ORD #: 9102345      SHIP-VIA: UPS BLUE            FREIGHT: COLLECT       TERMS: NET 30
AUTHORIZATIONS:

DISC:  0%CREDIT CARD:                      EXP:   /   AUTH:        AUTH DATE:   /  /                               STATUS: PRT

 SHIP QTY Units  ITEM Number                           Price/Unit -%     TOTAL    WEIGHT PIK SEQ
        1 EA     PDB-00065-01                              595.00        595.00    25.00 I-30
                 AM-65A TERMINAL (AMBER)                  Serial #: 65-001-890A
                               I-IGNORE, D-DO, F-FINISHED POSTINGS: A/R: D INV: D HSE: I HST: D DBMS: Y KIT: D                  PRT
        1 EA     CL11007                                   107.00        107.00    12.35 BK ROOM
                 .6 AMP POWER CONDITIONER (CRT)           Serial #: K-9087-67890
                               I-IGNORE, D-DO, F-FINISHED POSTINGS: A/R: D INV: D HSE: I HST: D DBMS: Y KIT: D                  PRT

MISC:             SALES TAX:       3.99  FREIGHT:      55.00 D   PMT:     350.00  CK: 1256    ORDER AMT:       702.00
                  WEIGHT:     37.350                                                             TOTAL:       410.99
COMMENTS:
STATUS: ORDER HAS BEEN PRINTED.                              PRINTED ON: 01/15/01 AT 07:18 PM
POST STATUS: NOT SELECTED    CASH: D   SALES: D

~/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\ 

TOTALS       SALES        TAX       MISC    FREIGHT  CASH PMTS CREDIT CARDS
SALES:   2,608.75      99.76       0.00      95.50     350.00         0.00
  ROA:                                                   0.00         0.00
CRMEMO:       0.00       0.00       0.00       0.00       0.00         0.00
       ---------- ---------- ---------- ---------- ----------   ----------
         2,608.75      99.76       0.00      95.50     350.00         0.00

Ver. 8.0M



45
Enter/Edit Orders, CR Memos

4.
20Option 16. Post Invoices to Inventory, History, O/E Sales and Cash

As we said earlier,  printing invoices DOES NOT POST them automatically.  This 
option sets the POSTING selections.  If you look at the invoice summary or invoice edit 
list shown on the previous pages,  you'll see the POSTING status listed with each order.  
POST STATUS: NEW means the order has not yet been selected for invoicing,  it just now has
been entered.  POST STATUS: SEL shows an order that has been selected for posting.

4.
1 Guidelines for 16. Post Invoices.

The CASH and SALES post flags have 3 settings:
D       The amount will be posted to A/R transfer files.
I       The amount will be Ignored and not sent to the transfer file.
F       The amount has already posted to the A/R transfer files.

We strongly recommend that you use either an Invoice Edit List or an Invoice Summary
to guide you in the selection process.  As noted in Chapter One,  the posting selection 
process is:

1. #15. Print Invoice Summary - optional
Set the order status selections as follows:

NEW     N
SEL     N
CAN     Y Show cancelled orders that will post to history.
PRT     Y Show orders that have PRINTED as invoices.

2. #16. Post Invoices to Inventory, History, O/E sales and cash
a)   Set Posting Status (Select/Unselect)
b)   Print Posting Edit List (Optional)
c)   Post Invoice to Inventory, History, O/E sales and cash

After updating the inventory quantities and creating archive copies of each order,  
the A/R billing information is transferred to two temporary files: OESLS.DAT and 
OECSH.DAT.  From there,  it depends upon how you have configured your JobR/Order Entry 
system.  If you have chosen to use the new "Express Post" option,  the amounts are 
transferred to A/R automatically at this time.  If you have elected NOT to use the 
"Express Post" option,  then you must manually transfer the Sales and Cash from JobR to 
A/R from the JobR/Order Entry Systems Management Functions (choices #12. Post O/E Sales to
A/R Sales File and #13. Post O/E Cash to A/R Cash File).  See Chapter Seven of this manual
for details on activating the Express Post option.

Copyright 01/2001
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4.
2 #1. Set Posting 

Status 

(Select/Unselect)

The posting selections shown above are the simplest posting situation:  You want to 
post all orders with a PRT (printed) or CAN (cancelled after printing) status.  

The posting selection edit list will show the totals for each order selected. CHECK
THESE TOTALS AGAINST THE EDIT LIST YOU ARE USING AS A GUIDELINE.  The 
selection edit list should match the invoice summary or edit list totals.

If you set the selections to anything but ALL,  when the selection is complete,  you
Ver. 8.0M

(Your Company Name)                                              8.0(###)
Select/Unselect Orders For Posting

                       1. What do you want to do?     1
                            1 Select Orders for Posting
                            2 Unselect Orders

                       2. Operator IDs to include:    ALL                

                       3. Ord. numbers to un/select   ALL
                            STARTING:
                              ENDING:

ANY CHANGE ?  █__
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return to the Posting Selection Screen.  This is because you may wish to make 
another group selection for this same posting batch.  To exit,  press [ESC] or
the Left Arrow key.

REMEMBER:  The posting selection list shows only the selections you have just 
made.  To see all orders selected for posting,  choose #2. Print Posting Edit List on the 
Post Invoices menu,  reached by taking option #16. Post Invoices to Inventory, History, 
O/E sales and cash from the Enter/Edit Orders, CR Memos menu.  For this edit list,  leave 
all selections set to their defaults.

Immediate invoices ARE NOT automatically selected for posting.  You must include 
these in your selection ranges.

Copyright 01/2001
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4.
1 Sample Posting Selection List

              Report Name:  SELEC2.PRT

RUN DATE:  8-APR-00                   (Your Company Name)                                                                   PAGE   1

ORDERS SELECTED FOR POSTING

Orders Prepared by: ALL Operators
Doc Numbers: ALL Documents
02:12 PM  DOC TYPE: 1-SALE 2-RECEIPT 3-CREDIT MEMO

                                                OLD  NEW DOC
ORD #  ORD DTE  CUS NO     INV #  INV DTE  TYPE  STS  STS TYPE         SALE        TAX       MISC    FREIGHT      TOTAL    PAYMENT

052029 02132000 00294      034016 03012000  IN    U    S    1        702.00       3.99       0.00      55.00     760.99     350.00
052030 02102000 29002      034019 04012000  IN    U    S    1       2033.00     147.39       0.00       0.00    2180.39
052031 02012000 01000      034020 04012000  IN    U    S    1         32.75       0.00       0.00       3.50      36.25
052032 03022000 00307      034018 04022000  IN    U    S    1       1180.00       2.68       0.00      37.00    1219.68

                                                                -------------------------------------------------------------------
                                                  SALES TOTALS:    3947.75     154.06       0.00      95.50    4197.31     350.00
                                                RECEIPT TOTALS:       0.00       0.00       0.00       0.00       0.00       0.00
                                                CR MEMO TOTALS:       0.00       0.00       0.00       0.00       0.00       0.00
                                                NON A/R TOTALS:       0.00       0.00       0.00       0.00       0.00       0.00
                                       UNKNOWN DOC TYPE TOTALS:       0.00       0.00       0.00       0.00       0.00       0.00
NET CHANGE TO A/R:   SALES:  4197.31
                 Receipts:   350.00
                 CR MEMOS:     0.00
                           --------
                            4547.31
                           ========

Ver. 8.0M
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4.

3 #2. Print Posting Edit List

To review all items selected for posting,  print the posting edit list with ALL 
SELECTIONS SET TO THEIR DEFAULTS.  Carefully check the document totals listed at the end 
of the report.  The totals should match the invoice edit list or summary that you were 
using as a guideline.

NON A/R TOTALS are not posted to the A/R transfer files. UNKNOWN DOC TYPE TOTALS 
indicate a problem with the order types.  DO NOT POST until you have fixed the unknown 
document types.  Valid document types are: 1=sale,  2=cash received, 3=credit memo.

Copyright 01/2001
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4.
1 Sample Posting Edit List

                      REPORT NAME:  SELEDT.PRT

RUN DATE:  8-APR-00                      (Your Company Name)                                                                     PAGE   1

ORDERS SELECTED FOR POSTING

Orders Prepared by: ALL Operators
Doc Numbers: ALL Documents
02:02 PM  DOC TYPE: 1-SALE 2-RECEIPT 3-CREDIT MEMO

                          OPER/                 ORD  PST DOC
ORD #  ORD DTE  CUS NO     INV #  INV DTE  TYPE  STS  STS TYPE         SALE        TAX       MISC    FREIGHT      TOTAL    PAYMENT

000123 03132000 0100       000123 03132000  IN   PRT   S    1          0.50     194.38       0.00       0.00     194.88
075091 03102000 0100       075091 03132000  IN   PRT   S    1        160.40      87.76       0.00       0.00     248.16
075093 04012000 0700       075093 04012000  IN   PRT   S    1        214.50     113.10       0.00       0.00     327.60
075094 04012000 0410       075094 04012000  IN   PRT   S    1        143.00      75.40       0.00       0.00     218.40
075095 04022000 0100       075095 04022000  IN   PRT   S    1        200.50      94.25       0.00       0.00     294.75
075096 04022000 0100       075096 04022000  IN   PRT   S    1          0.00       0.00       0.00       0.00       0.00
075097 04022000 0100       075097 04022000  IN   PRT   S    1         44.11      20.74       0.00       0.00      64.85
075099 04032000 2000       075099 04032000  IN   PRT   S    1      3,950.92   1,911.65       0.00       0.00   5,862.57
123365 03142000 0100       123365 04042000  CR   PRT   S    3          0.12       0.39       0.00       0.00       0.51
123658 03102000 0100       123658 04042000  IN   PRT   S    1          0.00       0.00       0.00       0.00       0.00
075105 04082000 0100       075105 04082000  IN   PRT   S    1          0.00       0.00       0.00       0.00       0.00
075106 04082000 00255      075106 04082000  IR   PRT   S    1          0.00       0.00       0.00       0.00       0.00

                                                                -------------------------------------------------------------------
                                                  SALES TOTALS:   4,713.93   2,497.28       0.00       0.00   7,211.21       0.00
                                                RECEIPT TOTALS:       0.00       0.00       0.00       0.00       0.00       0.00
                                                CR MEMO TOTALS:       0.12       0.39       0.00       0.00       0.51       0.00
                                                NON A/R TOTALS:       0.00       0.00       0.00       0.00       0.00       0.00
                                       UNKNOWN DOC TYPE TOTALS:       0.00       0.00       0.00       0.00       0.00       0.00
NET CHANGE TO A/R:      SALES:   7,211.21
                    RECEIPTS:       0.00
                    CR MEMOS:      -0.51
                              ----------
                                7,210.70
                              ==========

                                                                           ============
                                                            RECEIPTS TOTAL         0.00

Ver. 8.0M
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4.

4 #3. Post Invoices 
to Inventory ...

Posting the invoices 
updates inventory 
quantities and sales 
accumulators,  transfers 
marketing information to 
a database, creates sales 
and cash transactions to
transfer to A/R,  and 
transfers orders to the 
history files. If you have 
Order Entry set for "Express 
Posting,"  this option also 
transfers the Sales and Cash 
transactions to the 
corresponding A/R work files.
POSTING IS AN EXCLUSIVE 
PROCEDURE.  No one can access the order files while you are posting.

4.
1 Select Invoices for Posting Screen

The selection screen that initiates posting varies slightly from the usual selection
screen.  PAY CAREFUL ATTENTION TO THE INVOICE DATE RANGE.  To be certain that 
you post ALL invoices, set this range to 01/01/01 through some exaggerated future date.  
If you want selected invoices posted,  then set a narrower date range as shown above.

Copyright 01/2001

(Your Company Name)                                              8.0(###)
Begin Invoice Posting

                  POST INVOICES FOR:

                       1. Invoices Dated
                            FROM                    01/01/2001          
                              TO                    01/31/2001

                       2. Operator IDs                ALL

                       3. Order Numbers               ALL
                            STARTING:
                              ENDING:

ANY CHANGE ?  █_
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When you have made your selections,  you must confirm your selections.

Type YES to confirm your selections:
You must type YES - no abbreviations allowed.

Ver. 8.0M
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4.

2 Sample Invoice Sales Journal

   REPORT NAME:  INVSLS.PRT        ***** SAVE THIS REPORT *****

RUN DATE: 19-OCT-00                      (Your Company Name)                                                                 PAGE   1

INVOICE SALES JOURNAL  7.9F(000)

10:44 AM

------------ DOCUMENT ------------ ------------ CUSTOMER -----------        DOC        COST APL-TO --------- DISTRIBUTION ---------
 NO   TYP  DESCRIPTION     DATE     NO       NAME                       AMOUNT      AMOUNT DOC-NO G/L ACCT JOB    TASK      AMOUNT

075284  1 075284/140543   01/08/00 1100       Batchelder Constructio     414.82      218.10 075284 4020-000                  104.25
                                                                                                  6010-000                  218.10-
                                                                                                  1300-000                  218.10
                                                                                                  4010-000                  145.00
                                                                                                  2331-000                   73.40
                                                                                                  2332-000                   70.25
                                                                                                  2333-000                    0.45
                                                                                                  2335-000                    1.20
                                                                                                  2330-000                   20.27
960892  1 960892/140543   10/18/00 2001       Anselm & Anselm         22,100.00    1,000.00 960892 4120-000               20,800.00
                                                                                                  8510-000                1,000.00-
                                                                                                  1300-000                1,000.00
                                                                                                  2330-000                1,300.00

                                             SALES TOTALS:           22,514.82    1,218.10                               22,514.82
                                             CREDIT MEMO TOTALS:          0.00        0.00                                    0.00

                                                    GRAND TOTALS:    22,514.82    1,218.10                               22,514.82
   1036176 = HASH OF
          DOCUMENT #S

    4  ENTRIES

POSTING SELECTIONS  OPERATOR: ALL  ORDER NUMBER RANGE: ALL               INVOICE DATE RANGE: 01/01/1900 TO 12/31/2099 BATCH: 140543

     * * * GENERAL LEDGER DISTRIBUTION TOTALS * * *
G/L ACCT DESCRIPTION                         DEBIT       CREDIT
-------- ------------------------------ ----------   ----------
4020-000 Sales - Diesel Products                        104.25
6010-000 Purchases - Petroleum Prod.       218.10
1300-000 Inventory                                    1,218.10
4010-000 Sales - Gasoline Products                      145.00
2331-000 Accrued Excise Tax                              73.40
2332-000 Accrued Motor Fuel Tax                          70.25
2333-000 Accrued U'Grd Storage Tax                        0.45
2335-000 Accrued Il Env. Impact Fees                      1.20
2330-000 Accrued Sales Tax                            1,320.27
4120-000 Sales - Antifreeze                          20,800.00
8510-000 Misc. Adjustments Account       1,000.00
1200-000 Accounts Receivable            22,514.82
                                      ----------   ----------
                             TOTALS:   23,732.92    23,732.92

TAX SUMMARY -------------------- SALES - QUANTITY ----- TAXES ---
STATE  STATE SALES TAX       21,049.25       1,150   1,320.27

Copyright 01/2001
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(Sample Invoice Sales Journal continued next page)

Ver. 8.0M
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(Sample Invoice Sales Journal continued)

RUN DATE: 19-OCT-00                      INVOICE SALES JOURNAL  7.9F(000)                                 PAGE   2

10:44 AM

------------ DOCUMENT ------------ ------------ CUSTOMER -----------        DOC        COST APL-TO --------- DISTRIBUTION ---------
 NO   TYP  DESCRIPTION     DATE     NO       NAME                       AMOUNT      AMOUNT DOC-NO G/L ACCT JOB    TASK      AMOUNT

EXCISE EXCISE TAX               249.25         350      73.40
MFT    MOTOR FUEL TAX           249.25         350      70.25
IUSTT  IL U'GRD STORAGE TAX     104.25         150       0.45
PPDSAL PREPAID SALES TAX          0.00           0       0.00
TIRE   TIRE TAX                   0.00           0       0.00
STNSLS STATION SALES TAX          0.00           0       0.00
STNADJ TAXES BACKED OUT           0.00           0       0.00
MOMFT  MISSOURI MOTOR FUEL        0.00           0       0.00
MOINSP MISSOURI AGR INSPECT       0.00           0       0.00
MOSLS  MISSOURI SALES TAX         0.00           0       0.00
LOCAL  LOCAL /GAL TAXES           0.00           0       0.00
EIF    IL ENV. IMPACT FEE       104.25         150       1.20
                                 0.00           0       0.00
                                 0.00           0       0.00
                                 0.00           0       0.00
                          ===========            ===========
                TAX TOTALS  21,756.25               1,465.57

PROGRAM: INVSLS 7.9F(000)

Copyright 01/2001
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4.
3 Sample Invoice Cash Journal

  REPORT NAME:  INVCSH.PRT         ***** SAVE THIS REPORT *****

RUN DATE: 19-OCT-00                      (Your Company Name)                                                                 PAGE   1

INVOICE CASH JOURNAL 8.0F(001)

01:12 PM

------------- CUSTOMER ---------       RECEIPT   CHECK     AMOUNT   DISCNT      TOTAL APPLY-TO
NUMBER     NAME                         DATE       NO    RECEIVED  ALLOWED     CREDIT  DOC-NO                       DESCRIPTION

1100       Batchelder Construction    10/19/00  1117      300.00     0.00     300.00   960893                       960893/149433
1100      = HASH OF CUST NOS                  TOTALS:     300.00     0.00     300.00

 1  ENTRIES

POSTING SELECTIONS  OPERATOR: ALL  ORDER NUMBER RANGE: ALL               INVOICE DATE RANGE: 01/01/1900 TO 12/31/2099

Ver. 8.0M
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4.

4 Sample Invoice Receivings Journal

  REPORT NAME:  INVRCV.PRT         ***** SAVE THIS REPORT *****

RUN DATE: 19-OCT-00                      (Your Company Name)                                                                 PAGE   1

INVOICE RECEIVINGS JOURNAL - POST TO RECEIVINGS HISTORY

01:12 PM

REF NUM    P/O NUM    REC DATE ------ ITEM # ------                        QTY RECD UNIT    UNIT COST   AVG COST OLD ON HAND HST PST
                              DESCRIPTION                                             EXT AMT                               INV PST

960895     149433     10/19/00 11                                             7,000 GAL         0.725      0.619   1,003,677    D
                              PREMIUM LEAD FREE GA                                  5,075.000                                  D

     1 RECEIVINGS TRANSACTIONS POSTED TO RECEIVINGS HISTORY
    7,000 TOTAL RECEIVINGS QUANTITY
5,075.000 TOTAL RECEIVINGS COST

BATCH: 149433
10/19/2000  1:12 PM     PROGRAM: INVRCV 8.0(002)

Copyright 01/2001
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4.
21Option 17. CUSTOMER INFORMATION SCAN

The customer information scan is designed to allow you to look up Accounts 
Receivable information and order information for a single screen.  Many of our customers 
find the scan helpful is answering customer inquiries about account balances, order 
status, shipping dates, and past orders.

Partial name and account ID lookups are supported.  In addition, you can narrow the 
scan by date range, item number range, or order number range where appropriate.

The lower portion of the scan screens shown below list your lookup options:

AC - Current A/R activity
AH - A/R history
OC - Current orders in process
IC - Current items on order
OH - Order history - orders that have been invoiced
IH - Item history
CH - Compressed item history

4.
1 A/R Current Account Sample

       

Ver. 8.0M

Customer Scan               Opened
S-MTD       0.00             FELDPRO DESIGN--00336           CR Lim       0.00
S-YTD   1,453.81                 605 Tyler St.             Last Pmt      41.70
Phn 815-555-1212                                           Pmt Date   01/09/01
Fax                        Rockford  IL  61111  USA                  Open Item
Sl#   2  Tax#                   Typ      Sts NORMAL     Price    BAL    561.17
  DOC NO DOC DTE  TYP DESCRIPTION     APL TO    DOC AMT    OTH AMT   ACCT BAL
------------------------------------------------------------------------------- 
1 114112 10/31/00 SLS Order Entry/Inv 114112     270.13       0.00     270.13
2 114113 10/31/00 SLS October Support 114113     840.00       0.00   1,110.13
3 114123 10/31/00 SLS AMOS/L LOKSER U 114123      28.56       0.00   1,138.69
4 114181 11/30/00 SLS November Suppor 114181      30.00       0.00   1,168.69
5 114242 11/30/00 SLS Modem charges - 114242      10.92       0.00   1,179.61
6 336001 01/15/01 CRM                 114113    -250.00       0.00     929.61
7 336002 01/15/01 CRM                 114113    -270.00       0.00     659.61
8 336003 01/15/01 CRM                 114113     -16.00       0.00     643.61
9 114359 01/31/01 SLS Accounts Payabl 114359     187.69       0.00     831.30
10 114113 01/31/01 CRM                 114113    -270.13       0.00     561.17

------------------------------------------------------------------------------- 
01/01/01 TO 07/15/01                     |   CURRENT: AC-ACCT OC-ORDERS IC-ITEM
                                        |   HISTORY: AH-ACCT OH-ORDERS IH-ITEM
                                        |   Ship to: DA-ADDs CH-COMPRSD HSTRY
Enter display option, [HOME] for another customer, [ESC] to exit.       █__
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Enter/Edit Orders, CR Memos
4.

2 A/R Account History Sample

Copyright 01/2001

Customer Scan               Opened
S-MTD       0.00             FELDPRO DESIGN--00336           CR Lim       0.00
S-YTD   1,453.81                 605 Tyler St.             Last Pmt      41.70
Phn 815-555-1212                                           Pmt Date   01/09/01
Fax                        Rockford  IL  61111  USA                  Open Item
Sl#   2  Tax#                   Typ      Sts NORMAL     Price    BAL    561.17
  DOC NO DOC DTE  TYP DESCRIPTION     APL TO    DOC AMT    OTH AMT   PRGE DTE
------------------------------------------------------------------------------- 
1 114006 08/31/99 SLS G/L Tape and Us 114006     277.00       0.00   06/11/99
2 114058 09/30/99 SLS Alpha accountin 114058     277.00       0.00   06/11/99
3 6659   10/01/99 PMT Pmt Rec'd       114006    -277.00       0.00   06/11/99
4 6722   10/13/99 PMT Pmt rec'd       114058    -277.00       0.00   06/11/99
5 114086 10/31/99 SLS Payroll module  114086     296.94       0.00   03/01/00
6 6848   12/07/99 PMT Pmt rec'd       114086    -296.94       0.00   03/01/00
7 114147 10/31/99 SLS Modem Charges f 114147      41.70       0.00   07/02/00
8 6929   01/09/00 PMT Pmt rec'd       114147     -41.70       0.00   07/02/00

------------------------------------------------------------------------------- 
01/01/01 TO 07/15/01                     |   CURRENT: AC-ACCT OC-ORDERS IC-ITEM
                                        |   HISTORY: AH-ACCT OH-ORDERS IH-ITEM
                                        |   Ship To: DA-ADDs CH-COMPRSD HSTRY
[RETURN]-continue, [ESC]-exit, [Q]-quit, [P]-print                    █__


