Order Entry CHEAT SHEETS

Appendix B
Order Entry CHEAT SHEETS

QUICK GUIDES TO FREQUENT TASKS

1Purpose

The following are Quick Guides to doing frequent tasks with the Order Entry system.
Each of these sheets has three columns on the left labeled:

Menu
Choice
Option
These refer, from left to right, to the selection menus you will encounter as you
progress through the task. In each column is the number of the selection which you will

type to achieve that step in the process.

NOTE: The Menu column is the most problematic, since there are differing versions
of this stage. This is the stage at which you choose the module you will run: Order
Entry, Accounts Receivable, General Ledger, Payroll, etc. However, 1f you are using
the software to run multiple companies or some other reason for having duplicate but

separate sets of data files, this stage may be two menus - one to choose the company or
other separation, the other to choose the module for that company. But, 1in all cases
the Choice column refers to the opening menu of the respective module, and everything

from then on is constant across all our users.

Many of our customers have found these guides useful, at least in the early stages
of their Order Entry experience. We include them here in the hope that you will find them
equally helpful.
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Menu Choice Option INVENTORY/ORDER ENTRY
7 3 Enter/Edit Orders, CR Memos
7 3 1 Add Orders/CR Memos

Enter your operator initials.
Confirm or change the default order date.

Pay special attention to these fields:

1. Trx Type 15. Req Date
9. State 21. Tax Base
7 3 8 Print Quantity Committed Report [OPTIONAL]

Use this to check quantities.

7 3 12 Select/Unselect Orders for Invoicing
1. What do you want to do? 3
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

Check the totals. You may need to alter the
selections to insure the proper invoices.

7 3 14 Print Invoices/CR Memos

===== END OF ORDER ENTRY INVOICING STEPS ===================== =
7 3 16 Post Invoices to Inventory, History, etc,
2. Print Posting Edit List
OK? NO, then 7/3/2 Change Orders
7/3/3 Delete Orders
3. Post Invoices to Inventory, etc.
SAVE: Invoice Sales Journal
Invoice Cash Journal

===== If Order Entry is NOT set for Express Post to A/R

7 19 Go to Systems Management Functions
7 19 12 Post O/E Sales to A/R Sales file
7 19 13 Post O/E Cash to A/R Cash file

(TURN THE PAGE - YOU HAVEN'T FINISHED THE POSTING YET)
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Menu Option Choice ACCOUNTS RECEIVABLE

1 3 Enter & Edit Sales, Credit Memos

1 3 4 Print Transaction Edit List (check it)

1 3 5 Post Transactions to Main File

1 14 4 Display A/R Open File Totals (check the
posting)

Menu Option Choice GENERAL LEDGER

3 2 G/L Trx Entry/Editing

3 2 4 Print a Work File Edit List (check it)

3 2 5 Post the Work File to the permanent G/L file
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Process EACH as 2 tickets:
Ticket #1 is a cash ticket to the customer.
Ticket #2 is a "NEGATIVE" cash ticket to the credit card company -
This moves the money owed to the credit card company customer
ID.

Menu Option Choice INVENTORY/ORDER ENTRY
7 3 Enter/Edit Orders, CR Memos
7 3 1 Add Orders/CR Memos
Enter operator initials.
Confirm or change the default order date.

Ticket #1
Screen #1 - Enter customer and other info
Field 21. Tax Base Class NT
Screen #2 - enter items sold

Screen #3 -
4. Pre-Payment <enter amt paid>

5. Check No <enter CCARD or tkt #>
Ticket #2
Screen #1 - Enter credit card co. A/R #
Screen #2 - leave blank

Screen #3
4. Pre-Payment <enter amt w/ a minus sign>
5. Check No <enter CCARD or tkt #>

7 3 16 Post Invoices to Inventory, History, etc.
2. Print Posting Edit List
3. Post Invoices to Inventory, History, etc.

===== If JobR module is NOT set for Express Post to A/R
7 19 12 Post O/E sales to A/R Sales file
7 19 13 Post O/E cash to A/R Cash file

Menu Option Choice ACCOUNTS RECEIVABLE

1 3 Enter & Edit Sales, Credit Memos, etc.

1 3 4 Print Transaction Edit List (check it)

1 3 5 Post Transactions to Main File

1 14 4 Display A/R Open File Totals (check the
posting)

Menu Option Choice GENERAL LEDGER
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3 2 G/L Trx Entry/Editing
3 2 4 Print a Work File Edit List (check it)
3 2 5 Post the Work File to the permanent G/L file

Ver. 8.0M



Order Entry CHEAT SHEETS

This page intentionally left blank.

Copyright 01/2001



Order Entry Reference Manual

You "sell" the fuel to the service station when you deliver it.

So, you don't have to keep track of customer names and taxes for the
IDR schedules. It's easiest to enter these charges through Accounts
Receivable as "summary" transactions.

Menu Option Choice ACCOUNTS RECEIVABLE

1 3 Enter/Edit Sales, Credit Memos, etc.
1 3 1 Add transactions

G/L Account (Station Sales)
1 3 4 Print transaction edit list

OK? NO, then: 2. Change existing transaction
3. Delete existing transaction

1 3 5 Post transactions to main file
1 14 4 Display A/R Open File Totals (check the
posting)
Menu Option Choice GENERAL LEDGER
3 2 G/L Trx Entry/Editing
3 2 4 Print a Work File Edit List (check it)
3 2 5 Post the Work File to the permanent G/L file
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Menu Option Choice ACCOUNTS RECEIVABLE

1 4 Enter/Edit Cash Received
1 4 1 Add transactions - enter the payments
1 4 4 Print transaction edit list

OK? ©NO, then: 2. Change transaction
3. Delete transaction

4 5 Post transactions to main file
14 4 Display A/R Open File Totals (check the
posting)
Menu Option Choice GENERAL LEDGER
3 2 G/L Trx Entry/Editing
3 2 4 Print a Work File Edit List (check it)
3 2 5 Post the Work File to the permanent G/L file
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Menu Choice Option INVENTORY/ORDER ENTRY
7 3 Enter/Edit Orders, CR Memos
7 3 1 Add Orders/CR Memos
Enter your operator initials.
Confirm or change the default date.

Pay special attention to:

1. Trx Type IR (receivings)
2. Trx No.
4. Customer 00255 (special RECEIVINGS cus #)
9. State 15. BOL Date
16. BOL #
17. Lic #
21. Tax Base Class NT

27. Carrier
Origin City/State
Seller/Receivings Type (must be in seller
file)

If a vendor invoice has more than one
BOL number, enter the individual BOL
numbers on the Item Screen in

#9. BOL/Ser #.

7 3 16 Post Invoices to Inventory, History, etc,
2. Print Posting Edit List
OK? ©NO, then: 2 Change Existing Orders

3 Delete Existing Orders
4. Post Invoices to Inventory, etc.

7 2 Enter/Edit Items Received
7 2 4 Print receivings edit list (check it)
7 2 5 Post receivings to inventory
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Menu Choice Option INVENTORY/ORDER ENTRY

7 2 Enter/Edit Items Received
7 2 1 Add new receivings
7 2 4 Print receivings edit list (check it)

OK? No, then 2. Change existing receivings
3. Delete existing receivings

7 2 5 Post receivings to inventory
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Start with Order Entry/Inventory; then do A/R; and finally G/L.

Make sure before you start here that all Orders and Receivings transactions have
been posted and transferred to A/R. There should be no *** in the PST column of the FILE
INFORMATION section of Order Entry Main Options Menu.

Menu Choice Option INVENTORY/ORDER ENTRY

7 13 Go to Management Reports Menu

7 13 1 Print Product Sales Analysis
Change selection #4. Print Items in Order by to either
choice 1. or 2. and then choose to do the report WITH

DETAIL.
7 13 8 Print Salesperson Commission Report
7 13 Go to Management Reports Menu

Press [Enter] alone to reach Page 2
9 Print Inventory Value by G/L Account
Review data for reasonableness.
10 Print Receivings History Report

7 19 Go to Systems Management Functions

7 19 7 Clear MTD fields in Inventory Master File

7 19 18 Clear MTD/YTD fields in JobR Product Categories (ONLY
DO MTDs)

7 19 19 Clear MTD fields in JobR Customer Classes (ONLY DO
MTDs)

Procedures continued next page.
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Menu Option Choice ACCOUNTS RECEIVABLE

Make sure before you start here that all Sales and Cash transactions have been
posted to AROPEN. There should be no *** in the PST column of the FILE INFORMATION
section of A/R Main Options Menu.

1 9 Go to A/R End of Month Functions
1 9 1 Calculate Finance Charges
Confirm or change all calculation parameters.
Post to A/R Sales file? Y
Review Finance Charges and Change/ Delete as desired:

1 3 Enter & Edit Sales, etc.
4 Print Transaction Edit List
2 Change existing transaction
3 Delete existing transaction
When Finance Charges all correct:
1 3 5 Post Transactions to Main File

(OPTIONAL) Now do Budget Payments
1 9 2 Calculate Budget Payments Due
Post Budget Payments? Y
(Follow a procedure like that for Finance Charges
above to review, revise, and post in A/R these budget payments.)

Continue Month-end Close

1 9 3 Print A/R Trial Balance (Cust #)
OR

1 9 4 Print A/R Trial Balance (alphabetical)

1 9 5 Print Customer Statements

1 9 6 Transfer Paid Invoices to A/R History File
Cut-off date is date of last statements

1 9 12 Monthly Sales Summary (Say Y(es) to clear)

1 9 13 Monthly Cash Summary (Say Y(es) to clear)

1 9 14 Sales by G/L Summary (Say Y (es) to clear)

1 9 15 Sales Analyses/Special Trial Balances

Select any/all reports desired.
1 9 18 Clear Month-to-Date Sales and Costs

Procedures continued next page.
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Menu Option Choice GENERAL LEDGER
3 2 4 Print a Work File Edit List
If you need to make any additions/changes

3/2/1 Enter debits/credits into the work file

3/2/2 Change existing debits/credits

3/2/3 Delete debits/credits from the work file

3 2 5 Post the work file to the permanent G/L file
3 3 Print G/L Trial Balance

Enter the month being closed as date range.

Say Y(es) to print detail.

Make sure the trial balance is in balance and the G/L
totals for A/R and A/P agree with A/R Trial Balance
and A/P Trial Balance totals from earlier.

3 7 Print Financial Statements

Enter the month being closed as date range

Answer the remaining questions
Profit Centers? ALL
Print Supporting Schedules? N/Y
Show Budgets/Prior Year Comps? Y/N
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