Function Overview/Quick Reference

Chapter One

FUNCTION OVERVIEW/QUICK REFERENCE

1Module Overview

Order Entry/Inventory
Copyright (c) Codesmiths, Inc., 2001

Please select application .. 1. Inventory Master File Maintenance
2. Enter/Edit Items Received

(Your Company Name) 3. Enter/Edit Orders, CR Memos

Version 8.0M(001) 4. Look up an Item Number
——————— File Information ------- 5. Scan Inventory by Descr/Line/Category
LOC FILE PST USED LEFT 6. Look up an Order
DSK04 INVMAS 37 64 7. Look up Kit Detail
DSK04 RECTRX 0 25 8. Print Back Order Reports
DSKO04 ORDHDR *** 7 93 9. Print Inventory Item Labels
DSK04 ORDLIN 0 200 10. Print Inventory Price List
DSK04 OEINTL 1 24 11. Print Inventory By Description
DSK04 OESLS 0 50 12. Go to Stocking Reports Menu
DSK04 OECSH 0 50 13. Go to Management Reports Menu
DSK04 HSTHDR 14 86 14. Enter/Edit Physical Inventory Counts
DSK04 HSTLIN 20 81 15. GO TO PURCHASE ORDER SYSTEM
DSK04 KITHDR 1 19 16. Complete Order Hdr/Item History Function
DSK04 KITITM 5 45 17. Compressed Order Item History Functions
DSK04 PHYTRX 0 100 18. Display/Print LAST COPY of Reports
DSK04 ORDCMH 0 50 19. Go to Systems Management Functions

The Order Entry Main Options menu (shown above) summarizes the functions performed
by the Order Entry module. Depending on how your software support organization has set up
your system, you may reach this menu either through another Master Function menu or
directly from the AMOS system prompt. At the very least, the O/E Main Options screen can
be reached from the AMOS system prompt by logging to the account where the data files
reside (probably [216,1]) and typing RUN OEMENU. (See Alpha Micro's "Introduction to
AMOS" for further details.)

The Order Entry module requires that you also have the OMNI Accounts Receivable
module.
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In addition, the Order Entry module may be set to interface with any or all of the
following OMNI modules:

Purchase Orders - to track items you have on order
Accounts Payable - to verify preferred vendors
Job Cost - to record production costs

These interface options are controlled through the O/E Systems Management functions
and through the General Ledger OMNI Interface. (See the OMNI General Ledger Reference
Manual for more information on the interface.)

The most unique feature of the Order Entry module is the capability to create Super
Inventory Items called "KITS". You tell the O/E module what to put into a kit. When an
order is written, all of the parts of the kit are pulled from inventory. Kits may be
pre-assembled (shrink wrapped) or assembled at the time the order is prepared.

The O/E module is a multi-user application. All file access is controlled by the
AMOS LOKSER utility.

1Reports Produced by O/E System

The Order Entry module produces the following reports:

1. AUDIT FILE - Postings 41. Invoice Summary

2. AUDIT FILE - Program Errors 42. Item Order/Invoice Report

3. AUDIT FILE - Cancel History 43. Kit Listing

4. Back Orders by Customer 44 . Labels-Single Item

5. Back Orders by Item 45. Labels-Multiple Items

6. Calculated Price Report 46. Last Immediate Invoice

7. Cancel Order History 47. MTD Clear Audit Listing

8. Compressed Item History 48. Obsolescence Report

9. Country/Region Listing 49. Operator Listing

10. Credit Card Slips 50. Order Edit List

11. Customer Information Scan 51. Order Edit One Line Listing
12. Customer Sales Comparative Report 52. Order Edit Summary

13. Customer Special Price Changes 53. Order History Tax Summary

14. Customer Special Price Records 54. Order Required Date Summary
15. History Edit List 55. Physical Inventory Edit List
16. History Item Report 56. Physical Inventory List

17. History A/R Posting Journal 57. Physical Inventory History Report
18. History Purge Report-COMPLETE 58. Physical Inventory Journal
19. History Summary 59. Picking Ticket Alignment

20. Inventory Master File List 60. Picking Tickets

21. Inventory By Description 61. Preferred Vendor Listing

22. Inventory Quantity Summary 62. Price Change Report

23. Inventory Raw Cost Listing 63. Price List

24 . Inventory Sales Comparative Report 64. Product Sales Analysis

25. Inventory Sales Volume Report 65. Purchasing Advice Report

26. Inventory Stock Status 66. Quantity Committed Report

27. Inventory Valuation Report 67. Quantities Used Report

28. Inventory Value by G/L Account 68. Receivings Edit List

29. Invoices 69. Receivings Journal

30. Invoice Alignment 70. Reorder Report

31. Invoice Cash Journal 71. Restocking Report

32. Invoice Edit List 72. Sales by G/L Listing

33. Invoice Forms-GRID Overlay 73. Sales Edit List - OESLS

34. Invoice History Problems 74. Salesperson Commission Report
35. Invoice Inventory Problems 75. Salesperson Compressed History
36. Invoice Kit Problems 76. Salesperson History

37. Invoice Posting Edit List 77. Salesperson Listing

38. Invoice Reprinted from History 78. Salesperson Order/Invoice Report
39. Invoice Sales Journal 79. Salesperson Order Summary

40. Invoice Selection List 80. Salesperson Sales Comparative
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1.
2A Look at the Main Menu
Order Entry/Inventory
Copyright (c) Codesmiths, Inc., 2001
Please select application .. 1. Inventory Master File Maintenance
2. Enter/Edit Items Received
(Your Company Name) 3. Enter/Edit Orders, CR Memos
Version 8.0M(001) 4. Look up an Item Number
——————— File Information —------- 5. Scan Inventory by Descr/Line/Category
LOC FILE PST USED LEFT 6. Look up an Order
DSK04 INVMAS 37 64 7. Look up Kit Detail
DSK04 RECTRX 0 25 8. Print Back Order Reports
DSKO04 ORDHDR *** 7 93 9. Print Inventory Item Labels
DSK04 ORDLIN 0 200 10. Print Inventory Price List
DSK04 OEINTL 1 24 11. Print Inventory By Description
DSK04 OESLS 0 50 12. Go to Stocking Reports Menu
DSK04 OECSH 0 50 13. Go to Management Reports Menu
DSK04 HSTHDR 14 86 14. Enter/Edit Physical Inventory Counts
DSK04 HSTLIN 20 81 15. GO TO PURCHASE ORDER SYSTEM
DSK04 KITHDR 1 19 16. Complete Order Hdr/Item History Function
DSK04 KITITM 5 45 17. Compressed Order Item History Functions
DSK04 PHYTRX 0 100 18. Display/Print LAST COPY of Reports
DSK04 ORDCMH 0 50 19. Go to Systems Management Functions
1.

1File Information

The FILE INFORMATION section contains the following:
DEV - the computer disk where the data file resides.
FILE - the computer data file name(s).

INVMAS - The inventory master file

RECTRX - The inventory receivings work file

ORDHDR - The customer information for an order

ORDLIN - The item information for an order

OEINTL - The operator ID's for entering orders

OESLS - The temporary sales transaction file produced when invoices are
posted.

OECSH - The temporary cash transaction file produced when invoices are
posted.

HSTHDR - The history copy of ORDHDR

HSTLIN - The history copy of ORDLIN

KITHDR - The kit/assembly master file

KITITM - The line items for a kit master record

PHYTRX - The physical inventory work file

ORDCMH - The compressed line item history file

PST - a * indicates that a file contains entries that should be posted to a
permanent file. (e.g. OESLS sales file in the above example has entries
that should be posted to A/R.)

USED - the number of entries currently in each file.
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LEFT - This is the number of new records that may be added to the file
without expanding the file's size.

NOTE TO JobR/Order Entry users: The Main Options menu looks exactly the same
for both regular Order Entry software users and for JobR/Oder Entry Motor Fuels users of
the software. However, for the actions taken and subordinate choices available are very
different. The O/E Main Options affected by these alterations are menu choices #1, #2,
#3, #13, and #19. See the JobR/Order Entry Special Instructions Manual for detailed
discussion of these options as they apply to motor fuels applications.

20ptions Available

1. Inventory Master File Maintenance - Maintains the inventory records.
Use this option to:
Add new inventory records
Look at an inventory record
Change an inventory record (Price changes, quantity changes are password
protected)
Delete inventory record
Print inventory records - COMPLETE LISTING
Print inventory summary - 1 LINE/ITEM

2. Enter/Edit Items Received - Used to enter inventory received from your
suppliers. Use this option to:
Add new receivings
Change existing receivings
Delete existing receivings
Print receivings edit list
Post receivings to inventory
Create backup work file
Restore backup work file
Assemble kits/create receivings records

3. Enter/Edit Orders, CR Memos - Maintains customer orders and credit memos. Use
this option to:
Add Orders/CR Memos
Change Existing Orders/CR Memos
Delete Existing Orders/CR Memos
Print an Order Edit List - IN DETAIL
Print an Order Edit Summary
Print Order Tax Summary
Print Back Order Reports
Fill Back Orders
Print Quantity Committed Report
Print Order Required Date Summary
Print Salesperson Order Summary
Print Inventory Picking Tickets
Select/Unselect Orders for Invoicing
Print Invoice Edit List
Print Invoices/CR Memos
Print Invoice Summary
Post Invoices to Inventory, History, O/E sales and cash
CUSTOMER INFORMATION SCAN

4, Look Up an Item Number - Allows you to review an inventory item without
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leaving the O/E Main Options menu. Use this option to look up an item by
either item number or item description.

Scan Inventory by Descr/Line/Category - Allows you to see a listing of all
inventory records that match your search. Use this option to review inventory
records by item number, description, product line, or product category.

Look Up an Order - Allows you to review an order without leaving the O/E Main
Options menu. Use this option to review a current order by specifying a
customer name, a customer number, or an order number.

Look Up Kit Detail - Allows you to review the components of an inventory kit
without leaving the O/E Main Option menu. Use this option to:

Review the items contained in a kit.

See how many kits you can assemble.

Print Back Order Reports - Allows you to print a report of all back-ordered
inventory items Use this option to:

Print Back Orders by Customer

Print Back Orders By Item Number

Print Inventory Item Labels - Allows you to print labels from the inventory
master file records. Use this option to:

Print Labels - 1 item at a time

Print multiple labels for a single item

Print labels for a range of items

Print multiple labels for ALL items, a range of Product Lines, a range

of Product Categories, or a range of Item Numbers.

10.

11.

12.

Print Inventory Price List - Prints a price list from the inventory master
records. Use this option to print a complete or partial price list from the
inventory file. Lists may be produced for ranges of Product Line, Product
Category, Item Numbers. Reports may be arranged by Product Line/Product
Category/Item Number, by Product Category/Item Number, by Item Number only,
or by Item Description.

Print Inventory By Description - Prints a inventory listing sorted by the
description of the item. Use this option to print a complete or partial
inventory listing that is alphabetically arranged by description.

Go to Stocking Reports Menu - Allows you to print any of the reports that
relate to inventory stock levels. Use this option to:
Print Inventory Stock Status Report
Compares QTY on Hand with MIN/OPT stock levels
Print Purchasing Advice Report
Compares Qty Committed to Qty on Hand
Print Quantity Committed Report
Shows all items with quantities committed
Print Quantities Used Report
Shows both SALES and IN HOUSE usage
Print Physical Inventory Lists
Shows Inventory Sorted by Location
Print Restocking Report
By location, with space for Boxes Needed
Print Reorder Report
Show AVG COST, Price 1, Calculates Months on Hand
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Print Inventory Quantity Summary from History
Shows BEG INV/RECEIPTS/ADJUST/SALES/END INV
Print Physical Inventory History Report
Physical inventory counts ONLY and variances

13. Go to Management Reports Menu - a password protected option that provides
access to all of the financial reports produced from the O/E module. Use this
option to:

Print Product Sales Analysis

Compares SALES/COST to show profit margins
Print Inventory Valuation Report

Calculates value of inventory LIFO and average cost
Print Preferred Vendor Report

Lists inventory items sorted by preferred vendor
Print Obsolescence Report

Print items with sales year-to-date=0
Print Calculated Selling Prices

Calculates selling prices from Last Cost or Price 1
Change Selling Prices

Changes selling prices in inventory master file
Display total value of inventory

Shows inventory value WITHOUT negative-gty-in-stock items
Print Salesperson Commission Report

Calculates Commissions from Salesperson file
Print Salesperson Order/Invoice Report

Shows orders pending and invoiced by salesperson
Print O/E Sales by G/L Account

MTD/YTD Sales dollars subtotaled by G/L income account
Print Item Order/Invoice Report

Shows orders pending and invoiced by item
Print Order History Tax Summary

Summarizes taxable/nontaxable sales
Preview/Change Customer non-Indexed Pricing

Allows you to review/change special pricing records
Print Inventory YTD/MTD Sales Volume Report

Summarizes sales from highest dollars to lowest dollars
Print Inventory Sales Comparative Report

Item sales, costs and profits by date range
Print Customer Sales Comparative Report

Customer sales, costs and profits by date range
Print Salesperson Sales Comparative Report

Sales, costs and profits by date range
Print Inventory Raw Cost Listing

Prints item raw cost, sales MTD, sales YTD
Print Inventory Value by G/L Account

Inventory value subtotaled by G/L account
Print Receivings History Report

Inventory receivings by item number

14. Enter/Edit Physical Inventory Counts - Allows you to enter and post the
results of a physical inventory. Use this option to:
Add new counts
Change existing counts
Delete existing counts
Print physical inventory edit list
Post physical inventory counts to inventory
Create backup work file
Restore backup work file
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15.

16.

17.

18.

19.

GO TO PURCHASE ORDER SYSTEM - Provides access to the OMNI purchase order
module without returning to a main menu. Use this option to bring up the OMNI
Purchase Order Main Options menu.

Complete Order Hdr/Item History Functions - Allows access to all of the
information stored in the detailed order history files. Use this option to:

Look at history by customer/item

Look at history by item number

Look up an archived order

Reprint Invoices from History

Print Order Item History Report

Print Item History Sorted by Salesperson

Print History Edit List - COMPLETE DETAIL

Print History Summary

Print History A/R Sales Posting Journal

Print History Order Type Journal Summary

Print Invoice History Sorted by Salesperson

Print Complete-Order POSSIBLE Purge List

Purge Complete-Order to COMPRESSED-ITEM history

Edit History Header/Items

Compressed Order Item History Functions - Allows you to access the smaller
history line item file. Use this option to:

Look a history by customer/item

Look at history by item number

Print Order Item History Report

Print Invoice History sorted by Salesperson

Purge COMPRESSED-ITEM history

Display/Print LAST COPY of Reports - Allows you to reprint any report stored
on the computer disk. Use this option to reprint any report created in the
O/E module. This option does not create the report. It simply sends the LAST
COPY stored on the computer to the printer or to your terminal.

Go to Systems Management Functions - a password protected option that provides
access to the more technical functions that are needed to maintain the O/E
system properly. Use this option to:

Work on Inventory KIT File

Work on Operator Initials File

Work on Salesperson File

Work on Ship To Address File

Work on Customer Pricing File

Set Next Order Number, Invoice Number

Clear MTD Fields in Inventory Master File

Clear YTD Fields in Inventory Master File

Change Company Name/Address

Print O/E Sales Transfer File Edit List

Print O/E Cash Transfer File Edit List

Post O/E Sales to A/R SALES File

Post O/E Cash to A/R Cash File

Update Order Files from UPS Manifest System

Define Disk Locations, System Defaults

Create O/E Data Files

Expand/Reduce Data File Sizes

Go to Programmer/Analyst Functions

Edit Inventory CHANGE Mode Password

Edit Systems Management Password

Rebuild INVMAS MTD/YTD Fields
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Create LOCKOE.CMD for LOKSER update
Work on Country/Region File
Work on Freight Table File
Purge Receivings History by Date

3Start Up Procedure

After transferring the O/E programs to your system, you must do the following to
activate the O/E module:

.0M

The O/E/Order Entry module requires the following subroutines supplied by
Micro Sabio: INFLD.SBR, INMEMO.SBR. In addition Micro Sabio's EZSPL.SBR
greatly enhances the O/E module. Make sure you have appropriate documentation
and that these routines have been added to the AMOSL.INI or to AMOS32.INT.

Use the AMOS SYSACT command to create PPN's for the data files. If you are
going to put the data files on more than one disk, be sure to create parallel
PPN's on all of the disks you intend to use. For more information on the
SYSACT command, see the AMOS System Operators Guide.

Make certain that you have the following information:

a) The disk location for ARSYS.DAT - the OMNI A/R system file
b) The disk location for TSINTR.DAT - the OMNI interface file
c) The disk location for GLSYS.DAT - the OMNI G/L system file
d) The disk location for APSYS.DAT - the OMNI A/P system file. You need

this only if you want the system to verify preferred vendors entered in
the inventory master records

The PPN for TSINTR.DAT - the OMNI G/L interface file

The disk location for JCSYS.DAT - the OMNI Job Cost system file. This is
not needed if you don't have the job cost module

The PPN for O/E data files.

The printer names for O/E functions.

Any applicable sales tax rates.

A list of O/E Tax Classifications along with rates, descriptions and
codes to use for all O/E related fuel taxes.

k) A list of O/E Product Categories and applicable taxes, by O/E Site.

1) A list of O/E SITE codes, descriptions and Distributor license

number (s) .
m) A list of O/E Customer Classes by Site, with related Product Categories
and applicable taxes.

) A list of YOUR O/E Supplier License numbers.

) A list of YOUR O/E Receiver License numbers.

) Special Customer ID to be used for recording O/E Receivings.

) A list of the Sellers who supply you and their license numbers.

)

)

()

- b 3 Q

A list of ship via codes you will use.
A list of cancellation/lost sales codes

Log to the O/E data file PPN.

Bring up the O/E menu - type at the prompt: RUN OEMENU.

Select option #19. Go to Systems Management Functions.

a) Set a systems management password if you want.
b) Press [ENTER] to bring up the system operator functions
c) Use option #22. Define Disk Locations, System Defaults to set all
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of the file locations and system defaults.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

d) Use option #23. Create O/E Data Files to create empty data files.

e) Use option #26. Edit Inventory CHANGE Mode Password to set a password to
control access to the sensitive fields in the inventory master file.

f) Use option #29. Create LOCKOE.CMD for LOKSER update to create the command
file to update the computer multi-user LOKSER database.

qg) Use option #9. Change COMPANY Name/Address to enter information about
your company.

h) Exit from the O/E Main Options menu to the AMOS system prompt. A "."

will be in the leftmost column of your screen.

Type LOCKOE to invoke the LOKSER update.
Reboot the system to activate the LOKSER update.

If you are using a master SHELL or other master applications menu, add an
option for O/E.

Make sure that the AMOS subroutine COMMON.SBR is loaded into each user's
memory. (LOAD BAS:COMMON.SBR)

Return to the O/E Main Options Menu.

Select #19. Go to Systems Management Functions.

Use option #2. Work on Operator Initials File to add records for each O/E
user.

Use option #3. Work on Salesperson File to add your salespeople.

Use option #4. Work on Ship To Address File to add any Ship To addresses you
know for your customers.

Use option #5. Work on Customer Pricing File to add any special pricing
schemes you intend to use for specific customers.

Use option #6. Set Next Order Number, Invoice Number to set the numbering
sequences for orders, invoices, and credit memos.

Use option #22. Define Disk Locations, System Defaults, sub-option #4. Order
Entry Order Types to define order types and assign posting specifications.

(If necessary) Use option #30. Work on Country/Region File to add geographic
regions if you intend to use the O/E to database system transfer option.

(If necessary) Use option #31. Work on Freight Table File to add shipping
weights and charges.

From the O/E Main Options menu, select #l1. Inventory Master File Maintenance
to add all of your INDIVIDUAL inventory items.

Print an inventory master listing and make any necessary corrections.
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22. In the OMNI A/R module Systems Management Functions, make sure you have set
the following system parameters:
Sales Tax tables (#l1. Work on Sales Tax Files)
Payment terms (#2. Work on Payment Terms File)
Account Status Table (Screen 6, under #21. Define Disk Locations,
System Defaults)

23. In the OMNI A/R module, make sure that each customer record has:
An account status (Field #26)
An O/E Price level (Field #22)

A Tax Set Code (Field #28)
A Payment Terms Code (Field #29)
A O/E Customer Classification (Field #31)
A O/E Budget Billing Amount (if used) and the applicable billing period.
(Field #32)
24. You now are ready to enter orders and/or delivery tickets.

4Daily/Weekly Procedures

You decide the frequency of the order entry tasks. You may enter and post orders as
often as you wish. In general, the procedures in order entry are as follows. See
Appendix A of this manual for quick reference sheets (we call them "Cheat Sheets") on the
most common tasks you must do.

1.
lEntering Orders
From option #3. Enter/Edit Orders, CR Memos on the O/E Main Options menu:
#1. Add Orders/CR Memos
In a 'point of sale' environment, the invoices will be printed as soon
as you have completed an order.
#4. Print an Order Edit List - Detail/Summary
If necessary:
#2. Change Existing Orders/CR Memos
#3. Delete Existing Orders/CR Memos
In a 'warehouse' environment:
#7. Fill Back Orders
#11. Print Inventory Picking Tickets
If necessary:
#2. Change Existing Orders/CR Memos
#3. Delete Existing Orders/CR Memos
1.

2Tracking Order Activity

Any of the following O/E Main Option menu choices may be used to help you track
order activity:
#6. Look Up An Order
#8. Print Back Order Reports

From the #3. Enter/Edit Orders, CR Memos menu, additional information can be found
in:
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#4. Print an Order Edit List - Detail/Summary
By setting the order STATUS selections, you can review:
NEW orders
CHANGES orders
PRINTED orders
CANCELLED/DELETED orders
SELECTED orders for printing invoices
#6. Print Back Order Reports
#13. Print Invoice Edit List
#17. CUSTOMER INFORMATION SCAN

If you are concerned about inventory stocking levels, use the reports under the
#12. Go to Stocking Report Menu option on the O/E Main Options menu.

If you are concerned about a specific inventory item, wuse any one of the inventory
lookup features to review an inventory record.

3The Invoicing Process

In designing the order entry module to be a true multi-user system, we tried to
keep the system as available to all users as possible. This meant we had to keep to a
minimum "EXCLUSIVE" functions such as posting. To achieve this, we decided to separate
the invoice printing function from the invoice posting operations.

Our concept of the invoicing process is as follows:

1. Operators prepare orders and print invoices all day. Because all of the order
entry functions can be linked to operator ID's, each operator concentrates on
his/her own 'batch' of orders.

2. When all of the operators are finished with their work, a supervisor prints
an invoice summary, checks it against each operators' edit list, and posts
the invoices to inventory, history, and to the temporary Order Entry sales
and cash files.

3. At a convenient time, a supervisor or operator uses the O/E Systems
Management functions to transfer the O/E sales records and the O/E cash
records to the Accounts Receivable module.

4. After one last edit list in the A/R module, the sales records and cash
receipts records are posted to the A/R Open Items file.

1 Print Invoices

From O/E Main Options choice #3. Enter/Edit Orders, CR memos menu, the procedure
for printing invoices is as follows:

#12. Select/Unselect Orders for Invoicing
#13. Print an Invoice Edit List - Verify the data
If necessary to make changes:
#12. Select/Unselect Orders for Invoicing
#2. Change Existing Orders/CR Memos
#3. Delete Existing Orders/CR Memos
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#14. Print Invoices/CR Memos
Answer Y (es) to the question: Did the invoices print correctly?

WARNING: Printing invoices DOES NOT automatically post the invoices.

2 Posting Invoices

From the O/E Enter/Edit Orders, CR Memos menu, the procedure for posting invoices
is:

#15. Print Invoice Summary - Verify the data
#16. Post Invoices to Inventory, History, O/E sales and cash
a) #l1. Set Posting Status (Select/Unselect)
b) #2. Print Posting Edit List - Verify the data
c) #3. Post Invoices 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.

3 Transferring Invoice Postings to A/R

ATTENTION: If you have activated the new "Express Posting to A/R" option, then
ignore this section.

To transfer Order Entry sales information and Order Entry cash received information
to the A/R module, the procedure from the Order Entry Main Options menu is:

#19. Go to Systems Management Functions
Respond to the password prompt.
THEN: #10. Print O/E Sales Transfer File Edit List - Verify the data.
#11. Print O/E Cash Transfer File Edit List - Verify the data
#12. Post O/E Sales to A/R SALES File
#13. Post O/E Cash to A/R CASH File

As a final step in the posting process, posting to the A/R Open Items file is
completed in the OMNI Accounts Receivable module. You have another chance to correct
errors in the A/R module before you do this. Please refer to the OMNI Accounts Receivable
Reference Manual for further details.

S5Entering Receivings
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1. Before you can enter a receivings, you must know:
The items received (from a supplier packing slip).
Your matching P.0O. Number (Optional).
The quantities received.

2. From the Order Entry Main Options menu:
Choose #2. Enter/Edit Items Received. Then choose in order:
#1. Add new receivings - enter the new transactions.

#4. Print receivings edit list - verify the data entered.
If necessary:
#2. Change existing receivings
#3. Delete existing receivings
#4. Print receivings edit list - verify data AGAIN.
Optional step for additional protection from error:
#6. Create backup work file
#5. Post receivings to inventory

S5Monthly Procedures

At the end of each month:

1. Make sure that all orders have been entered.

2. Make sure that all invoices have been printed AND posted.

3. Make sure that all receivings have been entered and posted.

4. Print any Management Reports you need. From Page 1 we recommend:

#1. Print Product Sales Analysis
#8. Print Salesperson Commission Report (If you need it.)
#10. Print O/E Sales by G/L Account

5. Print any Stocking Reports you need.

6. From the Order Entry Main Options menu, select #19. Go to Systems Management
Functions. Respond to the password prompt.

a) Select #7. Clear MTD Fields in Inventory Master File

7. If you are running out of disk space to store the COMPLETE order history
information:

a) From the Order Entry Main Options menu, select #16. Complete Order
Hdr/Item History Functions.

b) To print a purge edit list, select #13. Print Complete-Order POSSIBLE
Purge List. Examine it carefully.

c) Select #14. Purge Complete-Order to COMPRESSED-ITEM history.

Enter an invoice date range for the purge. Choose a date at least one
month in the past. The Complete-Order history is condensed for you.
8. You can begin a new month's work.
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6Fiscal Year End Procedures

At the end of the fiscal year:

1. Make sure that all orders have been entered.

2. Make sure that all invoices have been printed AND posted.

3. Make sure that all Receivings have been entered and posted.

4. Print any Stocking Reports you need.

Under #12. Go to Stocking Reports Menu, we recommend:
#5. Print Physical Inventory Lists (if you need them)
#4. Print Quantities Used Report
5. If you take a physical inventory, enter any quantity changes in Main Option
#14. Enter/Edit Physical Inventory Counts.
a) #1. Add new counts
b) If needed:
#2. Change existing counts
#3. Delete existing counts
#4. Print physical inventory edit list
c) #6. Create backup work file - optional
d) #5. Post physical inventory counts to inventory
IMPORTANT: Save the Physical Inventory Posting Journal
6. Print any Management Reports you need. From Page 1 we recommend:
#1. Print Product Sales Analysis
#2. Print Inventory Valuation Report
#4. Print Obsolescence Report
#10. Print O/E Sales by G/L Account

7. From the Order Entry Main Options menu, select #19. Go to Systems Management
Functions. Respond to the password prompt.

a) Select #8. Clear YTD Fields in Inventory Master File. You probably also
will be doing #7. Clear MTD Fields in Inventory Master File.

8. If you want to clear the oldest Compressed Order Item History Information,
from the Order Entry Main Options Menu, select #17. Compressed Order Item
History Functions.

Select #5. Purge COMPRESSED-ITEM history
Enter your selections for date range, etc.
Keep the Deletion Report.
9. If you are running out of disk space to store the COMPLETE order history
information:
a) From the Order Entry Main Options menu, select #16. Complete Order
Hdr/Item History Functions.
b) To print a purge edit list, select #13. Print Complete-Order POSSIBLE
Purge List (Optional)
.0M
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c) Select #14. Purge Complete-Order to COMPRESSED-ITEM history.

Enter an invoice date range for the purge. Choose a date at least one
month in the past. The Complete-Order history is condensed for you.
10. You now can begin a new year's work.

7General Instructions for Entering Information

The following sections present instructions for tasks that come up in many places in
this software. To save space, we give the detailed instructions for such tasks here,
and refer you to this section from the rest of the manual.

1The WHAT NEXT line

All of the main data entry screens in the O/E module allow you to move freely
between the information fields on the screen. Use the arrow keys: Left, Right, Up and
Down to access any information field from any other one. When you have finished entering
all information, press [ESC]. One of the WHAT NEXT prompts appears at the bottom of
the screen. A WHAT NEXT prompt shows the options available to you for your next action.

There are several versions of the WHAT NEXT prompt in this software. One common
one is the ANY CHANGE ? prompt. This is seen following entry of information into one or
more fields of a data record. The responses to the ANY CHANGE ? prompt are:

° Type the number of a field to change (in those cases where numbered fields are
associated with the ANY CHANGE ? prompt). Enter new data for that field.
Press [ENTER] when finished. If the cursor moves to another field, ©press
[ESC] to return to the ANY CHANGE ? prompt.

° Respond N (o) to the ANY CHANGE ? prompt when all entries are correct and you
wish to move on. Usually, this response is the default one, so you only
need press [ENTER] to carry on.

Another form of WHAT NEXT prompt used in this software is signaled by the prompt
line:

Enter field number to CHANGE. Press [ENTER] to save. [ESC] to abort

° To change any information field, enter the number to the left of that field
and press [ENTER].

° To save your entry and move on, press [ENTER] alone.

[ To cancel your entry, press [ESC]. You'll have one last chance to change
your mind before the entry is cancelled.

Additional options at some WHAT NEXT prompts include:

[NEXT SCREEN] to move to the next page of a multiple page display. (or
CTRL/T)

[PREV SCREEN] to move to the previous page of a multiple page display. (or
CTRL/R)
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REMEMBER: [ENTER] and [ESC] are not the same at a WHAT NEXT
rompt.

[ENTER] saves your work.
[ESC] cancels your work.

2[TAB] Search Windows

Order Entry uses overlaid boxes (referred to as windows) in situations where you
have a need to quickly scan a portion of a database or list to find a particular entry on
which to operate. When such an option is available, the bottom of your screen will show
a message similar to:

Press [TAB] for window.

This will ALWAYS originate with your primary cursor sitting on a field needing an
entry. For example, this might be the Customer Name field. If you know the customer you

seek, merely type that name. If you know even a few characters of the name, type them
and when you press [ENTER] you will be stepped through only the entries containing those
few characters. For each, you will respond to the prompt:

Right (item)? [N]

where "item" is replaced by the proper name of the field you are filling (customer, tax
set, payment terms, etc.) When you see the record you seek, respond Y(es) to this
prompt. Continuing to respond N(o) will bring up the next partially matching record until
all likely ones have been rejected.

Now, the [TAB]-Search Window is an aid to finding records when you don't even
recall a few characters of the entry. Simply press [TAB] at the entry field, part of
your screen will be erased (but not forgotten), and a numbered list of the available
records will show in a window. At the bottom of the screen will be the prompt:

Line #/[HOME]/[PG DN]/[PG UP]/[ESC]/[TAB]-search

The following general responses may be made to this prompt throughout the Order
Entry system:

[ESC] Leave the [TAB]-Search Window at any time.

[ENTER] Display the next set of matching records found by the
search, until end of list is reached. The number displayed in each batch will depend
upon the space available for the window at that particular time.

Line # Type the line number of an entry you wish to use on the background
screen. Press [ENTER]. The [TAB]-Search Window will disappear and the chosen record will
be displayed in the fields of the background screen.

[HOME ] Return to the beginning of the records list showing in the window.
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Scan Inventory

Display Price: 6 Item Number: ALL ITEM NUMBERS
Description: ANY DESCRIPTION
Prod Line: ALL PRODUCT LINES
Prod Category: ALL CATEGORIES
Function Overviewltem # Description Last Cost Oty Avail
AM-2000-M AM 2000 M 68020 CENTRAL PROCESSING 297.500 2119
AM-2000-06 AM-2000-06 68020 CPU/VME CHASSIS 1,075.000 653
AM-2000-10 AM-2000-10 68020 CPU/VME CHASSIS 1,095.000 0 [Page Down]
AM-2000-21 AM-2000 68020 CPU/VME CHASSIS 21 SL 1,470.000 199 Move the
- AM-3000-06 AM-3000 68030 CPU/VME CHASSIS 6 SLO12,500.000 01172
list aﬁ“ead AM-3000-10 AM-3000 68030 CPU/VME CHASSIS 10 SL 1,682.500 (down) one
screen’s AM-3000-21 AM-3000 68030 CPU/VME CHASSIS 21 SL 1,907.500 1108Worth.
PDB-00730-02 2 MEGABYTE MEMORY BOARD 175.000 10
PDB-00715-00 4 MEGABYTE MEMORY BOARD (2000M) 150.000 9
PDB-00740-00 12 MEGABYTE MEMORY BOARD 675.000 1
PDB-00740-01 8 MEGABYTE MEMORY BOARD 450.000 35
PDB-00740-02 4 MEGABYTE MEMORY BOARD 225.000 2
PDB-00436-05 145 MB SCSI DISK DRIVE 1,175.000 25
PDB-00436-06 330 MB SCSI DISK DRIVE 187.500 18
PDB-00438-05 145 MB ESDI DISK DRIVE 117.500 79

[RETURN] to continue, [ESC] to exit, [Q] to quit.
or [NEXT SCREEN]
or [CTRL] + [T]

[Page Up] Move the list back (up) one screen's worth.
or [PREV SCREEN]
or [CTRL] + [R]

[TAB] (a second time) When the [TAB]-Search Window shows the beginning
of a very long list of possible choices, you may wish to eliminate some of them by
another search within this list. As you scroll the list back and forth with the [Page

Up] and [Page Down] keys, vyou will spot similarities of the records you really wish to
see. Enter another partial character pattern then press [TAB] the second time to select
these for a new list in the window.

3Inquiry/SCAN Options

The Order Entry module contains many compressed single line display options. We
designed these scans to allow you to see as much information as possible as quickly as
possible. Many of the scans have a two or three part "selection area" at the top of the
screen. Below is a typical example of such a SCAN screen -- in this case a SCAN Inventory
screen.
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When you arrive at such a screen, it will be blank and the cursor will be placed at
the first of the available search key fields (in the above example, the Display Price
field).

To specify a scan to your needs,
Read the instructions displayed on the last line of the screen. 1In general:
Pressing [TAB] or [*] indicates ALL.
A partial entry is allowed.
Press [ENTER] after you've entered your selections.

When the scan is multiple pages:
[NEXT SCREEN] or [CTRL] + [T] pages forward.
[PREV SCREEN] or [CTRL] + [R] pages backward.
[HOME] goes to the first page.
[END] or [CTRL] + [E] goes to the last page.

To halt a scan early:
Press [ESC] or [Q] to quit.

4Exiting from a screen

To leave any of the data entry screens or menus, press [ESC] or the Left Arrow key
at the first information field displayed. DO NOT press [ESC] at the WHAT NEXT prompt.
This may cancel your entry.

S5Field Editing

The Order Entry module supports 'field editing' through the use of Micro Sabio's
INFLD subroutine. You can use the arrow keys, Left and Right, to move the cursor to a
letter or number that you want to change.

When a field has a 'default' entry - a usual answer, it will be displayed beneath
the cursor. You can edit the default entry using the arrow keys.

6Active Edit Keys
The following key combinations can be used to edit a field entry:

Move cursor to beginning of field [ 1/1U]
Delete character at cursor [ 1/ [D] or [DEL CHAR]
Delete everything in field [CTRL]/1[Y]
Delete word cursor is in [ 1/1V]

[ 1/ [E]

Move cursor to end of field

or [DEL WORD]
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Insert a space at cursor [CTRL]/[F] or [CHAR INS]

Move cursor left one space [ ] (the Left Arrow key) or
[CTRL]/ [H]

Move cursor to beginning of next word [CTRL]/[W or [NEXT WORD]

Move cursor to beginning of previous word [CTRL]/[A or [PREV WORD]

Move cursor right one space P)] (the Right Arrow key) or
[CTRL]/ [K]

7Aborting an Entry
To start a screen over and cancel your previous work, do:
[CTRL] + [E]

This will bring you to a WHAT NEXT prompt. You can then [ESC] to cancel your entry.

1.
8Saving Keystrokes

In an effort to eliminate keystrokes and to maximize the use of the numeric keypad
on the terminal, the Order Entry module will accept account numbers, date, and dollar
amounts as follows:

1.
1Account Numbers
ACCOUNT NUMBERS: ####-#4## (four digit primary number) - (profit center)
Enter the first four digits.
Press any one of the keys equivalent to [ENTER].
The program will display the dash that separates the account number.
Enter the last three digits.
Press any one of the keys equivalent to [ENTER].
Short Cuts:
If the account number is less than 1000:
Type only the number of digits needed.
The program will supply the leading zeroes.
Example:
To enter account 0900-101,
type: 900 [ENTER] 101 [ENTER]
If the profit center is all zeroes:
Type the account number
Press any of the keys equivalent to [ENTER].
Press the [ENTER] key again.
The program will supply the 000 profit center.
Example:
To enter account 1200-000,
type: 1200 [ENTER] [ENTER]
1.
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2Dates

DATES:
Enter as MMDDYY or as MMDDYYYY.
011200 for January 12, 2000
110600 for November 6, 2000
You need only enter the digits that have changed in the date.
Press [ENTER].
The date will be redisplayed with the / separators.
01/12/2000 or 11/06/2000
NOTE: you MUST use a leading zero for single digit dates:
e.g., 03DDYYYY for March, 0305YYYY for March 5th.

3Dollar Amounts

DOLLAR AMOUNTS:
Enter amounts in pennies.
110256 for $1102.56
Press [ENTER].
The amount will be redisplayed with the decimal point in place.

Default answers and a more detailed discussion of the appropriate entries for each
Order Entry screen can be found in the chapters following this quick reference.

1.

4Partial Key Searches

Item numbers, order numbers, and customer numbers are called search keys. In most
instances where you are asked for a search key, vyou can make either a partial or a
complete entry. Entering a partial search key can save time and keystrokes. It
frequently is faster to have the computer do a search than it is to type in a complete
entry. Feel free to experiment with partial search keys. After awhile, you will become

proficient at entering only the letters or numbers necessary to bring up O/E information
quickly.

1.
9Terms & Abbreviations Used in Order Entry

The Order Entry module contains the following terms and abbreviations:

1Cursor

The cursor is the flashing bright box that appears on the terminal display screen.
Sometimes the cursor another shape, 1like a flashing underline character. The cursor is
positioned at places where the operator is to enter information.

2Menu
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A menu 1s a screen display that shows several choices. The Order Entry
Main Options screen is the first menu in the Order Entry module.

Menus require that the operator respond with a numbered choice or with
an [ESC], [END] or [ 1] (the Left Arrow key) to leave the menu screen.

1 Mouse Support

Beginning with Order Entry Ver. 7.2, the menu selection screens support BOTH number
selection and mouse selection from the menu list. You will know that the mouse is active
because there will be a second cursor on the screen in the shape of a hand with the index
finger pointed upward. When you move your mouse or track ball device, this hand will
move around the screen. Position the hand so the tip of the finger is touching anywhere
in the name of your menu choice and click the left mouse button. Your selection will be
activated.

CAUTION: The tip of the finger on the hand-shaped cursor is the critical part.
Whatever this tip is touching is what will be selected. On single-spaced menus, 1f you
place the palm of the hand over a selection and click to select, vyou actually will be
choosing the item just above because that is where the tip of the index finger will be
touching.

3<CR>

This is the abbreviation for any one of the following keys:
[RETURN]
[NEXT]
[ENTER]
[CR]
All of these keys are equivalent.
The message <CR> TO CONTINUE means Press the [ENTER] key.

4Files/Records/Fields

A "File" is a collection of individual "records" that all store the same pieces of
information in individual "fields". For example:

INVMAS is the inventory master file.

FEach item number identifies an inventory record.

Each piece of information about an item number, such as product line or
quantity sold month to date is a field.

5Immediate Invoices

An immediate invoice is an invoice that prints right after an order is entered.
Immediate invoices are used in "point of sale" or "over the counter" environments. The
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order is entered; a stocking clerk picks the items from stock; an invoice is printed;
and the transaction is finished.

Immediate invoices automatically are selected for posting. You can set an O/E
system default to prevent any editing of immediate invoices after they have been printed.

6Batch Invoices

Batch invoices are used in a traditional warehouse environment. Orders are received
all day and are entered into the system. At some point, picking tickets (or Delivery
Tickets) are created for the warehouse. The picking tickets are returned to the Order
Entry clerks who then make any corrections to the original orders. 1Invoices may then be
printed for all of the picking tickets.

Batch invoices are not selected automatically for posting. You can set an O/E
system default to prevent any editing of batch invoices once they have been printed.

7Back Orders

A back ordered item is an item that is temporarily out of stock. Instead of
deleting the item from an order, vyou place the item on back order. When the item is
restocked, you use the FILL BACK ORDER option to release the back ordered item for
shipment and invoicing.

You can review items on back order by customer or by item number.

10Kits - What We Mean

A Kit is a group of inventory items that are sold as a “package.” Each item in a
Kit is called a Kit component. For example, vyou may have T-shirts and matching hats as
separate items of your inventory. If you want to sell a package that has one shirt and
one hat, you could make a Kit whose components are one T-shirt and one hat.

This is the option used to begin defining a new kit in terms of a Kit ID number, a
Kit Description and other defining information. This also is the option you use to
declare the individual inventory items that compose the kit (the bill of materials) and
the quantities of each item.

NOTE: Each item included in a Kit definition MUST FIRST have been entered as an
inventory item via Order Entry Main Option #1l. Inventory Master File Maintenance. You
need not have a supply of each inventory item on hand to define a Kit using that item,
but the computer must at least know the defining characteristics of the inventory item.
Various reports in the system will record shortages when none or an inadequate supply of
an inventory item is on hand to cover commitments to kits.

Kits come in two varieties: preassembled and non-preassembled. Differences in these
types will be delineated in the following discussion.
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1 Preassembled Kits - Type A

A preassembled kit is manufactured in house and sits on a shelf ready to sell. You
can think of a preassembled kit as a “shrink wrap” product. Once the kit is put together,
you can’t break it apart to sell the committed components separately.

The Order Entry module handles preassembled kits in the following manner:

A special receivings function allows you to tell the Order Entry module that you

have put together a specific number of kits. (See Chapter Three of this manual
for a discussion of this assembly process.) The kit receivings function
subtracts from the component quantities on hand and adds to the kit quantity
on hand.

When you process orders, the system checks the quantity on hand ONLY for the kit.
If you have not put together sufficient kits to meet the order quantity, the
“Override/Back Order” options display.

On a picking ticket, only the kit description, quantity, and bin location are
printed.

On an invoice, only the kit description and quantity are printed.

When invoices are posted and inventory is updated, all information about quantities
sold, sales dollars month to date, and costs month to date go to the kit
inventory record. Nothing is posted to the kit component records. Quantities
sold and sales information also are posted to the kit master file record.

2 Non-Preassembled Kits - Type N

A Non-Preassembled kit is something not prepackaged or “shrink” wrapped. It is just
a group of items that will be pulled from separate bin locations when an order is filled.
The Order Entry module handles Non-Preassembled kits as follows:

There is no special receivings function for these kits. You record the kit
components received in the usual manner. You never record any “existence” of
the kits themselves.

When you process orders, the system checks the quantities on hand for each of the
components of the kit. If the quantity-on-hand for ANY one of the components
is not sufficient to meet the order quantity, the “Override/Back Order”
options display.

On a picking ticket, the kit description and quantity prints followed by each
component description, component quantity, and bin location.

On an invoice, you have the option to print only the kit description and quantity
or to print both the kit description and quantity as well as the component
descriptions and quantities.

When invoices are posted, quantities sold, sales dollars, and cost dollars are
posted to the individual kit components in the Inventory Master file in
accordance with the distribution you have set in the kit file. Any excess
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dollars are posted to the inventory kit record. In addition, quantities and
sales information are posted to the kit master file record.
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3 Summary of Kit Features
Type A Type N
Option/Action Preassembled Non-Preassembled

Abbreviation AH UH
Kit Maintenance
Preassembled Y N
KITHDR Cost valid valid
KITITM Price Not Needed Required
KITITM Cost Not Needed Required

Print Detail?

Must be No

Yes or No

Order Entry Process
Kit Selling Price

: INVMAS Kit INVMAS Kit

Qty Committed updated INVMAS Kit INVMAS Kit+Items

Kit Cost from KITHDR KITHDR

Line Item Price (LIN’PRICE) N/A KITITM Price

Line Item Cost (LIN’COST) N/A KITITM Cost

Invoicing Process

Print Individ. Lines No Print Detail Y/N

Qty Committed updated INVMAS Kit INVMAS Kit+Items

Qty Sold MTD/YTD INVMAS Kit INVMAS Items
KITHDR Kit KITHDR Kit

Qty In Stock updated INVMAS Kit INVMAS Kit+Items

S Sales MTD/YTD to: INVMAS Kit INVMAS Items:LIN’PRICE
KITHDR Kit KITHDR Kit

Excess $ Sales (1) to: N/A INVMAS Kit

$ Cost MTD/YTD to: INVMAS Kit INVMAS Items: LIN’COST
KITHDR Kit KITHDR Kit

Excess $ Cost (2) to: N/A INVMAS Kit

Inventory Maintenance

Average Cost valid Should be 0.00

Inventory Last Cost Valid Should be 0.00

Receivings

Regular Receivings
Special Assembly Option
New Cost

Not Recommended
Allowed
Allowed

Can Be Used
Not Allowed
Should be 0.00

NOTES:

(1) Excess sales $'s are calculated by subtracting the sum of
the individual LINE ITEM prices from the SELLING PRICE of the kit.
Excess sales $'s are posted to the type "N" INVMAS Kit record.

(2) Excess cost $'s are calculated by subtracting the sum of

the individual LINE ITEM costs

(from KITITM)

from the KIT COST.

Excess cost $'s are posted to the type "N" INVMAS Kit record.
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4 TO ASSEMBLE TYPE 'N' KITS:

While assembling an unassembled kit seems like a conflict in terminology, it can be
done. The procedure for doing this is:

1) To notify the inventory department that these kits should be made up, use the
O/E module to create a requisition. The requisition is a special order type with the
following flags in OESYS:
Update A/R N
Update INV A/R? N
Update INV HSE? N
Update HIST? Y
A/R DOC TYP 1
Hold? N
2) Once the type 'N' kits have been assembled, a normal receivings record is
created and posted:
Recv Ref Num Use the Requisition Number
Your P/O Num Leave it blank
Recv Date Today's date
Item Number INVMAS Kit ID
Qty Rec'd The gty just assembled
Item Cost 0.00

The 0.00 Item Cost is important to prevent inaccuracies in the valuation of
the inventory.

3) With the way the programs now are written, type 'N' kits that are not quasi-
assembled through the regular receivings program will begin to show negative quantities in
stock as orders are processed. As long as the INVMAS cost fields are set to 0.00, this
case should not cause any difficulties.

1.
5 SPECIAL USE FOR SALES/COST MTD/YTD:

You may want to post type 'N' kit quantities back to the individual line items, but
post the Sales $ MTD/YTD and the Cost $ MTD/YTD back to the INVMAS Kit record. This can
be done by setting a cost in the KITHDR record, but leaving the KITITM record with a
cost=0 and a price=0. With this configuration the total sales $'s and cost $'s all become
an excess that is posted back to the INVMAS Kit record.

RECOMMENDATIONS:

A) Because most of the inventory reports allow an operator to specify a range of
product lines and/or product categories, we strongly recommend that all type 'A' kits be
given a line or category that is unique to that type of kit. We recommend the same for

type 'N' kits. This will cause all kits to sort to the same place on reports.

B) Additionally, kit records could all have a unique leading part number ID
code.
1.

llGeneral Instructions

In an effort to keep this manual from becoming encyclopedia size, we decided to
give you general instructions for some of the most frequently performed O/E tasks instead
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of writing specific procedures in each chapter.

1.

1 Menu Responses

To select a menu option, type the number to the left of the option. Press any of
the keys equivalent to [ENTER]. On some menus, the arrow keys also are active. You can

use the up arrow and down arrow keys to move between the choices. When you are positioned
on the choice you want, press [ENTER].

To return to a previous menu, press [ESC], [END] or [ ] (the Left Arrow key).

1.

2 Add/Change/Delete/Print

Each file in the Order Entry module has a standard maintenance menu for adding
records, looking up records, changing records, and deleting records. We call these
menus "Master File menus". The screen with all of the information fields is called the
"File Maintenance screen". Any field that is used for lookup is called a "main search
key".
1.

1 Procedure for Add new records

Preparation:

A) Gather the required information to create a new record. See the appropriate

chapter of this manual for a complete description of the information you will need.

Procedure:
1. From the Master File Menu, choose the Add new records option. Press
[ENTER] and you are taken to the appropriate File Maintenance screen. This is

the screen that presents for data entry all of the fields of information that
are involved with one record of the data file you are using.

2. On the File Maintenance screen:

° Press [ESC], [END], or the Left Arrow key at the first field to return
to the Master File menu.

° Enter the main search key. Usually, this will be a short
Identification Code for the record. Press [ENTER].

IF: a match is found, the message Record already on file displays.
Press [ENTER] to acknowledge the message. Enter a different main search
key.

IF: a match is not found, continue to enter the new record information
as the cursor moves from field to field.
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At any time, press [CTRL] + [E] to abort your new entry.

OR: Press [ENTER] when all of the information has been entered.
o At the WHAT NEXT prompt:
Type a number of a field to change any information on the screen.
OR: Press [ENTER] to add the new record.
OR: Press [ESC] to abort the entry.
1.
2 Procedure for Look at a record
Preparation:

A) Write down the main search key(s) for the records that you want to review.

B) Remember, changes are NOT ALLOWED in this option.

Procedure:

1. From the Master File Menu, choose the Look at a record option. Press
[ENTER] and you are taken to the appropriate File Maintenance screen.

2. You come to the File Maintenance screen. Usually, there will be more than
one field available to serve as the Search Field. These fields will have an
asterisk (*) written at their left end. Use the arrow keys to move the cursor
to the field you wish to use as the primary Search Field.

3. On the File Maintenance screen:
° Press [END], [ESC], or the Left Arrow key to return to the Master File
menu.
[ Enter a full or partial search key. Press [ENTER].

Each match for your entry is displayed. 1In response to Right Item?

[Y]:

Press [ENTER] or type "Y" to select the record.
Press "N" to continue looking for a satisfactory record.

When all of the matches have been found, the message:
No more matches for {main search key}

is displayed. Press [ENTER] to acknowledge the message. The cursor
returns to the main search key field.

4, In response to a WHAT NEXT prompt:

Press [ENTER] to start to look up another record.
Press [ESC] to return to the Master File Menu.
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On a multiple page display:
Press [NEXT SCREEN] or [Page Down] to see the next page.
Press [PREV SCREEN] or [Page Up] to see the previous page.

1.
3 Procedure for Change a record
Preparation:
A) Write down the main search key for each record that you want to edit.
B) If you are working on inventory records, make sure you know the CHANGE

password (when used) if you want to edit quantities and prices.

Procedure:

1. From the Master File Menu, choose the Change a record option. Press
[ENTER] .

2. At the Enter password prompt (if used), enter the CHANGE password. If the
password is not correct, vyou will be returned to the Master File Menu.

3. You come to the File Maintenance screen. Usually, there will be more than

one field available to serve as the Search Field. These fields will have an
asterisk (*) written at their left end. Use the arrow keys to move the cursor
to the field you wish to use as the primary Search Field.

4. On the File Maintenance screen:
° Press [END], [ESC], or the Left Arrow key to return to the Master File
menu.
° Enter a full or partial search key. Press [ENTER].

Each match for your entry is displayed. In response to the prompt
Right Item? [Y]:

Press [ENTER] or type "Y" to select the record shown.
Press "N" to continue looking for a satisfactory record.

When all of the matches have been found, the message:
No more matches for {main search key}.

is displayed. Press [ENTER] to acknowledge the message. The cursor
returns to the main search key field.

5. In response to a WHAT NEXT prompt:
Type a field number to change any of the information.
Use the arrow keys to move from field to field to update the
information.
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When finished editing the contents of one field, ALWAYS press [ENTER]
to record the new information.
When all of the updates are complete, press [ESC] to return to the
WHAT NEXT prompt.

OR: Press [ENTER] or type "N" to update the record. The cursor
returns to the main search key field.

OR: Press [ESC] to abort your changes. The cursor returns to the Main
search key field.

On a multiple page display:
Press [NEXT SCREEN] to go to the next page.
Press [PREV SCREEN] to go to the previous page.

" 4 Procedure for Delete records
Preparation:
A) Write down the main search key for each record that you want to remove.
B) If you are deleting inventory records or kit master records, make sure that

the items are not on any pending orders.

C) If you are deleting inventory records, make sure you know the CHANGE password
(when used) .

Procedure:

1. From the Master File Menu, choose the Delete a record option. Press
[ENTER] .

2. At the Enter password prompt (if used), enter the CHANGE password. If the
password is not correct, vyou will be returned to the Master File Menu.

3. You come to the File Maintenance screen. Usually, there will be more than

one field available to serve as the Search Field. These fields will have an
asterisk (*) written at their left end. Use the arrow keys to move the cursor
to the field you wish to use as the primary Search Field.

4. On the File Maintenance screen:
° Press [END], [ESC], or the Left Arrow key to return to the Master File
menu.
° Enter a full or partial search key. Press [ENTER].

Each match for your entry is displayed. 1In response to the Right Item?
[Y] prompt:

Press [ENTER] or type "Y" to select the record.

Press "N" to continue looking for a record.
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later.

When all of the matches have been found, the message:
No more matches for {main search key}.

is displayed. Press [ENTER] to acknowledge the message. The cursor
returns to the main search key field.

5. In response to Delete this item? [N]:
Press [ENTER] or type "N" to keep the record.
Type "Y" to mark the record for deletion.

6. In response to the Record marked for deletion message:
Press [ENTER] to acknowledge the delete message.
The cursor returns to the Main search key field.

5 Procedure for Print records
Preparation:
A) Decide on the printer for the listing. You may choose to print the listing
Procedure:
1. From the Master File Menu, choose the Print records option.
2. In response to Sort before printing? [N]:
Press [ENTER] or type "N" to print the listing without a master file
sort.

Type "Y" to sort the listing by the main search key.

3. Select the appropriate printer or choose to print the report later.
OR: Press [ESC] or the Left Arrow key to exit without producing the
report.

4. Select the characteristics of the records that you want to use for the report.

It may take several screens to make all the selections possible for a report.
(See below for details of the various selection screens found in this
software.)

To print a single record, enter the same information at the STARTING and
ENDING prompts.

OR: Press [ESC] or the Left Arrow key to exit without producing the report.

5. As the report processes, the main search keys display in the upper left of
the screen.

6. If you have specified any selections other than ALL, vyou return to the Report
Options screen. Enter another set of selections.
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OR: Press [ESC], [END], or [ ] (the Left Arrow key) to return to the
Master File menu.

7. When each report starts the printing stream, you first see the following
message:
File: DSK##: (name) . PRT Printer: (name) Display to SCREEN? I

This is your opportunity to preview the report on your workstation screen.
This avoids unnecessary printing when a selection mistake has been made, or
when you really are running the report only for consultation.

Respond Y (es) to view the report on your screen. A bottom screen prompt tells
you how to move around in the report when it is more than one screen in
length. Also, since many reports require extra long lines, pressing [->] (the
Right Arrow key) compresses your display to get all of the lines in view on
you screen. Then, [<-] (the Left Arrow key) will put your screen back to
short 80-column lines.

Respond N (o) to pass by viewing the report on your screen. You next will see
the following prompt at the bottom of your screen:

File: DSK##: (name) . PRT Printer: (name) Print file? I

Respond Y (es) to finalize printing of the report.

Respond N (o) to abort actual printing of the file. You still will have a copy
of this report saved on your disk until the next time you run this same
report. To retrieve that copy, choose Order Entry Main Option #18.
Display/Print LAST COPY of Reports.

8. When all is finished, vyou are returned to the Master File Menu.

3 Selecting Report Options

Many of the Order Entry report functions begin with one or more lists of selections
that allow you to tailor a report to your needs. A set of default options first is
displayed, followed by the ANY CHANGE ? prompt. To change the report options:

1. Type the number of the option you wish to change. Press [ENTER].

2. Enter your selection choices. To print only a single selection, enter the
same information for the STARTING and ENDING prompts. Press [ENTER] to return
to the ANY CHANGE ? prompt.

3. Press [ENTER] alone at the ANY CHANGE ? question when you've set the
selections you want.

4. The report processes and displays the main search keys in the upper left of
the screen.
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Print Inventory Labels - Range of Items

CREATE REPORT FOR:
Function Overview/Quic!:

If 1. Product Lines: ALL you have
STARTING: specified
ENDING: anything but ALL
in your selections,
you 2. Product Categories: ALL return to the
STARTING: .
ENDING: report selection

screen. To exit,
[END], [ESC],

press 3. Item Numbers: ALL

or STARTING: [ 1 (the Left

Arrow ENDING: key). The report

will print.

4. Print Items in Order by 3 Item #
. 1=Product Line/Product Category/Item #

OR: 2=Product Category/Item # Enter

3=Item Number Only another set of
selection
Any Change? [} options.
1.
1 Sample Inventory Item Selections

The selection screen shown above is used for Order Entry reports that are based on
the inventory master file. To change any of the options shown, type the number to the
left of the range you want to specify.

Range specifications do not have to be exact. If you wanted to include all product
categories that begin with the letter "B", vyou could specify a starting category of "B"
and an ending category of "BZZZZZZZZZ". Inexact ranges also are valid for product lines

and item numbers.

Option #4 determines the organization of the report. To group the report by product
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aal
line, select #1. To group
the report by product
category, select #2. To

1. Include Orders with status:

group the NEW-not selected v report by item
number, select SEL-selected to print v option #3.
CAN-sent/cancelled Y
. PRT-printed/sent out N . .
Sometimes b / choice #4 is
replaced by the following:
2. Operator IDs to include: ALL
4. per * Lnetu Vendors:
ALL ]
3. Ord. numbers to print ALL
STARTING:
ENDING:

ANY CHANGE ? || _
STARTING:
ENDING:

This change gives you a way to specify the Vendors to include on a report by
specifying either ALL, a range of Vendors by STARTING and ENDING Vendor ID, or a single
Vendor by entering the same Vendor ID for both STARTING and ENDING values.

Other times choice #4 is replaced by the following:

4. Locations: ALL
STARTING:
ENDING:

This change gives you a way to specify the Inventory Locations to include on a
report by specifying either ALL, a range of Locations by STARTING and ENDING Location
IDs, or a single Location by entering the same ID for both STARTING and ENDING values.

Remember that all your selections are combined. If you select a product line like
"BOLTS" and then specify item numbers "7890" to "8500", the report will include only the
BOLTS with item numbers between 7890 and 8500 inclusively. If no BOLTS are inventoried in
this item number range, vyou will see nothing on the resulting report.

Your selection choices are printed at the top of the first page of the report and at
the bottom of the last page of the report.

2 Sample Order Selections - Type 1

An order selection screen that permits selection of orders to print based upon a
combination of the Order Status (New, Selected to Print, Sent/Cancelled, or Printed/Sent
Out), the Operator IDs involved, and the Order Numbers.
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Function Overview/Qu CREATE REPORT FOR:

1. Customer Numbers: ALL
STARTING:
ENDING:

2. Order Numbers: ALL
STARTING:
ENDING:

3. Item Numbers: ALL
STARTING:
ENDING:

4. Include Non-preassembled kit records? N

ANY CHANGE 7 I

This selection screen is used in many of the reports about orders and invoices. To
change the default selections, type the number to the left of the item you want to
change.

Option #1 sets the broad categories of orders to include on the report. A complete
description of the order status settings can be found in Chapter 4 of this manual.
Technical information about the status settings is included in Appendix B of this manual.

Option #2 allows you to limit the report to a single operator ID. No range is
available. Your only choices are ALL operators or a single operator.

Option #3 sets the order number range to be included. If you want to print a single
order, enter the same order number as the STARTING and ENDING number.

Remember all of your selections are combined. If you set the order status to only
NEW and set the operator ID to BWS, the report will include only NEW orders entered by
BWS.

Your selection choices are printed at the top of the first page of the report and at
the bottom of the last page of the report.

3 Sample Order Selections - Type 2

An order selection screen that permits selection of orders to print based upon a
combination of the Customer Numbers, the Order Numbers, the Item Numbers, and whether
or not you wish to include non-preassembled kit records.
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This selection screen also is used in reports about orders and invoices. To change
the default selections, type the number to the left of the item you want to change.

NOTE: This type of selection screen may include various combinations of Customer
Number, Order Number, Item Number, Seller 1D, an Order Date Range, or an order in
which to sort and present the report. Which of these is present at any one selection
point depends upon the nature of and the purpose for which the report is being produced.
Still, however, the basic selections are made just like this sample illustrates.

Option #1 sets the Customer Numbers to include on the report. You may include ALL,
a range of numbers, or a single customer by number. To include only a single customer,
enter that Customer Number as both the STARTING and the ENDING value.

Option #2 sets the Order Numbers to include on the report. You may include ALL, a
range of numbers, or a single order by number. To include only a single order, enter
that Order Number as both the STARTING and the ENDING value.

Option #3 sets the Inventory Item Number range to be included. If you want to print
for a single item, enter that item number as both the STARTING and ENDING value.

Option #4 gives you a Yes/No choice on whether you wish to include on the report the
Non-preassembled kit records. The default value of No will EXCLUDE this kind of kit
record, while a value of Yes will INCLUDE such records.

Remember all of your selections are combined. Your selection choices are printed at
the top of the first page of the report and at the bottom of the last page of the report.
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