O/E Systems Management Systems Management Functions 7.3 (###)
Which Program Do You Wish to Run? |

. Work on Inventory KIT File

Work on Operator Initials File

. Work on Salesperson/Seller 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

10. Print O/E Sales Transfer File Edit List

11. Print O/E Cash Transfer File Edit List

12. Post O/E Sales to A/R SALES File

13. Post O/E Cash to A/R CASH File

14. Work on Degree Days

15. Work on JobR Tax Tables

Systems Management

W 0 Jo|udlw N

16. Work on JobR Product Categories
17. Work on JobR Customer Classes Chapter
E;j_}‘ 18. Clear MTD/YTD Fields in JobR Product Categories

19. Clear MTD/YTD Fields in JobR Customer Classes
20. Work on DTN Cost File

21. Upload DTN prices from export file
GO To [RETURN] for System Operator Functions SYSTEM

MANAGEMENT FUNCTIONS

SYSTEMS MANAGEMENT FUNCTIONS
OPTIONS 1 THROUGH 21

1Purpose

The first screen of the JobR/Order Entry Systems Management Functions lists the most
commonly used systems management programs. These programs need to be run periodically to
keep the JobR/Order Entry module running smoothly. (See Chapter One for a suggested list
of procedures.)
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On the screen shown above, Options #1, #3 - #5 and #14 - #21 are
unique to the JobR module and have been underlined for visual emphasis. The
discussion presented in this JobR Special Instructions Manual deals in detail
with these special JobR options.

lActivating special JobR Options

To activate these JobR options (and to see them in the above list), you must:

1. Select #19. Go to Systems Management Functions from the JobR/Order Entry Main
Options menu. Press [ENTER].

2. Respond to the password prompt.
3. Press [ENTER] alone to go to the System Operator Functions menu.
4. Select #22. Define Disk Locations, System Defaults. Respond to the ANY

CHANGE ? prompt.

5. Respond Y to the Do you want to make any CHANGES prompt.
6. Select #3. Customer Number Assignments, O/E Features Y/N. Press [ENTER].
7. Be sure that #16. Activate special JobR Options? is set to Y(es). If not,

change it.

8. Press [ENTER] at the ANY CHANGE ? prompt to return to the Define O/E System
Parameters menu.

9. Press [ESC] to return to the O/E Main Options menu.
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NOTE: Options #2, and #6 - #13 in the above menu are EXACTLY the same for JobR
and the standard Order Entry modules. We do not duplicate the discussion of these
options here. Please consult Chapter Twenty of the Order Entry Reference Manual for

the detailed discussion of these options.
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IMPORTANT: The System Management Functions are an integral part of initializing
the software when you purchase it, and in maintaining stable operation as you use the
software. NO portion of Systems Management should be used without the assistance of a
KNOWLEDGEABLE System Operator. If you do not understand ANY option, DO NOT USE IT.
Contact your System Operator or a Software Support person.

WARNING: Running certain programs in Systems Management can DESTROY
valuable information!! Be SURE you need to run a program before selecting it. If you
have any doubts or questions, first contact your System Support person.
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Because of the potential dangers mentioned above, the JobR Systems Management
Functions option may be password protected. When you choose #19. Go to Systems Management
Functions from the JobR/Order Entry Main Options menu, you first encounter the prompt:

Please enter password

If using a password, you must type it at this prompt. Asterisks (*) will show as
you type. If the wrong password is entered, the program will return you to the
JobR/Order Entry Main Options menu.

It is important to establish a password for access to the JobR Systems Management
Functions.
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2Explanation of Systems Management Functions

2. Work on Operator Initials File
--- AND ---
6. Set Next Order Number, Invoice Number

* c%nghese options are fully

described in Chapter
Twenty of the O/E

Reference Manual.

13. Print O/E Sales by G/L Report

1. Work on Inventory KIT File - This is the starting point for defining kits from
your inventory items. All items included in a kit must previously have been entered into
inventory even though the supply on hand of an item might be zero. Use this option to:

Add new Kit definitions and Bills of Materials.

Change existing Kit records.

Delete Kit records.

Copy former Kit records to more quickly create similar ones.
Look Up Kit records.

Print listings of existing Kit records.

3. Work on Supplier/Salesman File - Maintains the list of sales people,
commission rates, and commission bases within your organization. Also maintains a list
of Sellers (Suppliers) TO YOU, and their vendor license numbers.

Use this option to:
Add New Sales People - JobR Users also add Sellers who supply you.
Inspect/Change Salesperson/Supplier information.
Delete a Salesperson/Supplier record.
Print a listing of sales people and suppliers.

4. Work on Delivery Address File - Maintains the Delivery (Ship To) address file.
Delivery addresses are attached to Customer IDs. Included in each record is a Carrier

designation and space for additional license numbers that may apply. Each customer may
have multiple Delivery addresses.

Use this option to:
Add new Delivery addresses for customers.
Inspect/Change addresses and related information.
Delete o0ld addresses.
Print listings of customer Delivery addresses.

5. Work on Customer Pricing File - Maintains special pricing levels for your
customers. You may define one pricing record per inventory item per customer. For the
inventory item, vyou may define a quantity pricing scheme, and either a fixed price for
exceptions to the quantity scheme, or you may tie the exceptions to your cost or to one

of the five O/E Pricing Levels defined in the Inventory Master file. Each pricing record
may be assigned a calendar period to which it applies.
Use this option to:
Add new Customer Pricing records
Inspect/Change pricing records and related information.
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Delete old pricing records.
Print a listing of Customer Pricing records by product.

14. Work on Degree Days - This is where you manage the Degree
Day data base. For each day, you make a record that includes the date (to
avoid duplicate entries), the High Temperature reading for that date, and the Low
Temperature reading for that date. The computer calculates and keeps a running total of

Heating Degree Day Units (Heat DDU’s), Hot Water Installation Degree Day Units (HWI
DDU’s), and the combined Heating and Hot Water Degree Day Units. Use this option to:

Add initial Degree Day entries for a day (or to initiate the
option in mid season).

Change Degree Day entries to correct errors.

Delete Degree Day entries.

Print a listing of Degree Day data base to date.

Look up a Degree Day entry.

Recalculate the running totals of Degree Days.

15. Work on JobR Tax Tables - Maintains the system wide tax tables that apply to
your JobR sites, product categories, customer classes, etc.
Use this option to:

Add new tax tables

Look at a tax table

Change a tax table

Delete a tax table

Print tax tables, either complete detail or one line summaries.

16. Work on JobR Product Categories - Maintains the product definitions included
in your JobR inventory, and sold subject to the taxes defined in the previous option.
Use this option to:
Add new product categories
Look up a product category
Change a product category
Delete a product category
Print the product categories, either complete detail or summary.

17. Work on JobR Customer Classes - Maintains definitions of customer types and
the taxes and other information that apply to each customer type. Each customer class
may have a quantity purchase limit defined if desired.

Use this option to:
Add new customer classes
Look up a customer class
Change customer classes
Delete a customer class
Print classes, either complete detail or summary.

18. Clear MTD/YTD Fields in JobR Product Categories - Clears the monthly and/or

yearly accumulators for quantities, sales, and applicable taxes that are kept in each
product category record.

Use this option to:
Reset all MTD and/or YTD accumulators to zero.

CLEAR THE MONTH TO DATE FIELDS EACH MONTH.

CLEAR THE YEAR TO DATE FIELDS ANNUALLY.

Copyright 10/2000



6

JobR Special Instructions Manual
19. Clear MTD/YTD Fields in JobR Customer Classes - Clears the
monthly accumulators for quantities, sales, and applicable taxes that
are kept in each customer class record.
Use this option to:
Reset all MTD accumulators to zero.

CLEAR THE MONTH TO DATE FIELDS EACH MONTH.

CLEAR THE YEAR TO DATE FIELDS ANNUALLY.

20. Work on DTN Cost File - Maintains a file of DTNergy cost and pricing records.
This file helps you establish relationships between up to five pricing levels and the DTN
Quotes.
Use this option to:

Add new DTN cost/pricing records

Look at a DTN cost/pricing record

Change a DTN cost/pricing record

Delete a DTN cost/pricing record

Print DTN cost/pricing records

21. Upload DTN prices from export file - This option transfers into the JobR DTN
database new DTN price information acquired from the DTN service. You first must obtain
the current DTN pricing file via a modem to your computer or network.

6.
2Choice 1. Work on Inventory KIT File

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, you 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, vyou 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: FEach item included in a Kit definition MUST FIRST have been entered as an
inventory item via JobR/Order Entry Main Option #l. 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.

lPreassembled Kits

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

A special receivings function allows you to tell the JobR/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.

2Non-Preassembled Kits

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 JobR/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. TIf the gquantity-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
dollars are posted to the inventory kit record. 1In addition, quantities and
sales information are posted to the kit master file record.
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3Inventory Kit File Functions

When you choose option #1. Work on Inventory KIT File, found under JobR/Order Entry
Main Option #19. Go to Systems Management Functions, vyou first come to the Inventory Kit
File Functions menu as shown below:
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Inventory Kit File Functions

Please select application I__
1. Work on Inventory Kit Records
2. Print a Listing of Inventory Kits
3. Copy a Kit Record

4. Look up a Kit Record

Choice #1. Work on Inventory Kit Records of the screen shown above takes you to the
Kit Maintenance menu with the following choices:

Add New KITS
Change KITS
Delete KITS
KIT Screen Inquiry
Print List of KITS

abdWwNhRE

These functions put you in contact with the Kit Maintenance screen shown below. The
following discussion details the data entry fields of this screen.

4The Kit Maintenance Header Screen
(Your Company Name) KIT Maintenance Add Kits

Kk sk ke k ok ok ok ok ok ok sk ok sk ke ok ok ok ok ok sk ok ok ok ok ok ok sk ok sk ok ok ok ok ok ok ok ok ok k ok ok ok ok ok sk ok ok ok ok ok ke sk ke ok ok ok k ok k ok ko ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok

1. KIT ID [ |

Number of Items:
2. Description

3. Preassembled

4. COST of KIT 11. Print detail on invoice?

5. QTY SOLD MTD 12. Expand on order?
6. Qty SOLD YTD

7. SALES MTD
8. SALES YTD

9. COSTS MTD
10. COSTS YTD

Enter * to see all
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1 Field #1. Kit ID

A twenty (20) character alphanumeric field to assign a unique ID number to the
inventory Kit you are defining. For ease in grouping similar things together on reports,
you should make all kit ID’s begin with the same letter(s) or number(s). For example, 1if
all Kit ID’s in your inventory were to begin with “K” then on inventory reports all the
kit records would appear together.

In change or delete mode, vyou may call up kit records by a partial Kit ID. Don’t
worry about upper/lower case. The look/call-ups are not case sensitive.

2 Field #2. Description

Description is a forty (40) character alphanumeric field that describes the kit.
This description is printed ONLY on internal reports. The inventory master file
description for a kit is printed on orders and on invoices.

3 Field #3. Preassembled

A Yes/No field that controls how a kit will be listed on orders and invoices, and
how costs and sales will be posted to the inventory master file. The differences between
preassembled and non-preassembled kits are described earlier in this chapter.

You MUST make an entry in this field when creating a new kit record.

In order to assemble quantities of a kit, enter a receiving for these quantities,
and have a supply of finished kits show in your inventory, you must repond Y(es) to this
field.

6.
4 Field #4. COST of KIT
Kit Cost is a numeric field where you enter the total cost of the kit. Ideally,
the kit cost would be the sum of all the costs of each individual kit component. However,

if you include assembly labor and packaging materials in your cost calculations, the kit
cost may exceed the sum of the component item costs.
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You are not required to make an entry in this field.

5 Field #5. Qty SOLD MTD

Quantity Sold MTD is an accumulator field. As invoices are processed and posted,
the JobR/Order Entry module records the kit quantity sold. For preassembled kits, this
information also is stored in the accumulator fields of the kit inventory master record.
For non-preassembled kits, you can use the quantity sold information to answer questions
like “I sold 20,000 widgets. How many of those were sold as part of a kit?”

Entries in accumulator fields are optional when creating a new kit record. Just
press [ENTER] to bypass the entry.

6 Field #6. Qty SOLD YTD

Quantity Sold YTD is an accumulator field. As invoices are processed and posted,
the JobR/Order Entry module records the kit quantity sold. For preassembled kits, this
information also is stored in the accumulator fields of the kit inventory master record.
For non-preassembled kits, you can use the quantity sold information to answer questions
like “I sold 20,000 widgets. How many of those were sold as part of a kit?”

Entries in accumulator fields are optional when creating a new kit record. Just
press [ENTER] to bypass the entry.

7 Field #7. SALES MTD

Sales MTD is an accumulator field. As invoices are processed and posted, the
JobR/Order Entry module records the income from kit sales. For preassembled kits, this
information also is stored in the accumulator fields of the kit inventory master record.
For non-preassembled kits, vyou can use the quantity sold information to answer questions
like “How much of my income comes from the sale of kits?”

Entries in accumulator fields are optional when creating a new kit record. Just
press [ENTER] to bypass the entry.

8 Field #8. SALES YTD

Sales YTD is an accumulator field. As invoices are processed and posted, the
JobR/Order Entry module records the income from kit sales. For preassembled kits, this
information also is stored in the accumulator fields of the kit inventory master record.
For non-preassembled kits, you can use the quantity sold information to answer questions
like “How much of my income comes from the sale of kits?”

Entries in accumulator fields are optional when creating a new kit record. Just
press [ENTER] to bypass the entry.
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9 Field #9. COSTS MTD

Costs MTD is an accumulator field. As invoices are processed and posted, the
JobR/Order Entry module records the calculated cost-of-goods-sold by multiplying the
quantity sold by the COST of the Kit (Field #4). For preassembled kits, this information
also is stored in the accumulator fields of the kit inventory master record. For non-
preassembled kits, you can use the cost information to calculate profit margins on kit
sales.

Entries in accumulator fields are optional when creating a new kit record. Just
press [ENTER] to bypass the entry.

10 Field #10. COSTS YTD

Costs YTD is an accumulator field. As invoices are processed and posted, the
JobR/Order Entry module records the calculated cost-of-goods-sold by multiplying the
quantity sold by the COST of the Kit (Field #4). For preassembled kits, this information
also is stored in the accumulator fields of the kit inventory master record. For non-
preassembled kits, you can use the cost information to calculate profit margins on kit
sales.

Entries in accumulator fields are optional when creating a new kit record. Just
press [ENTER] to bypass the entry.

11 Field #11. Print detail on invoice?

This Yes/No field determines how a non-preassembled kit will appear on a customer
invoice. 1If you answer Y(es), the kit part number and description are printed on the
invoice immediately followed by each individual kit line item. If you answer N(o), only
the kit ID number and description are printed on the invoice.

For a preassembled kit, this field automatically is set to N(o).

12 Field #12. Expand on Order?

A Yes/No field that determines whether or not the Bill-of-Materials (the kit
components) will be listed on an order. This field works exactly like the previous field,
except the decision is relative to orders rather than invoices.

5The Kit Maintenance Line Item Screen

When you finish work on the Kit Maintenance Header screen discussed above, you press
[ENTER] to save all the data and are taken to the Kit Maintenance Line Item screen shown
below:

Ver. 8.0M



13

Systems Management Functions - Options 1 Through 21

(Your Company Name) KIT Maintenance Add Kits
Screen 2: (Kit Description) ADD New Items
Fh Ak hkhhkhhhhhhhhhhhhhhhhkhhhhhhhkhk bk bk hk kA A Ak A A A A A A A A A A A A A A A A A A AR A A A A A A A A A A A A Ak ko ko kK

Inventory # Description Quantity Cost of 1 Item Price Sts
KA KA KRR A Ak Ak Ak Ak hkhkhkhkhkhkhkhkhkhkhk kA A Ak A A A A A A A A A A A A A A A A A A A A A A A A A A A A A AR A A A A A A AR KKK Kk Kk
1 Inventory Item I

2 Item Description

3 Needed Quantity
4 Qty 1 Cost
5 Item Price

The Kit Maintenance Line Item screen is divided into two sections. The top portion
of the screen displays the kit components you previously have entered. For a new kit
record, the top portion of the screen will be empty until you add a kit component. 1In
change mode, kit components are displayed in groups of ten items. After each group is
displayed, you have the opportunity to edit any item displayed. If you don’t need to edit
items in view, press [ENTER] and the next ten kit components come into view.

The top portion of this screen is arranged in columns by Inventory #, Description,
(Needed) Quantity, Cost of 1, Item Price, and Status.

The lower portion of the screen is used to add kit components and to edit existing
kit components.

1 Field #1. Inventory Item

The Inventory Item field is where you call up each inventory item you wish to add as
a component to a kit. You may enter partial inventory ID’s to locate a component. Also,
you may use the JobR/Order Entry Miscellaneous Item Number that is set in the Systems
parameters options to include a kit component that is not normally inventoried.

Valid inventory items MUST be entered into the Inventory Master file BEFORE they can
be used in a kit. See Chapter Two of this manual for directions on adding inventory
master records.

If you enter a valid inventory item as a kit component, the following information
is displayed and used as defaults in Add mode:

Item description
Item cost
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Item price

Special Note: It is possible to use a kit as a kit item. We call this “kits
within kits.” At this time, kits may be nested only two deep. You can have a kit within
a kit, Dbut you can’t have a kit within a kit within a kit.

2 Field #2. Item Description

For a Miscellaneous Kit component, the Item Description is a forty (40) character
alphanumeric field.

You are NOT permitted to change the Item Description of a “real” inventory item.

6.

3 Field #3. Needed Quantity

The kit component “Needed Quantity” is the quantity needed to assemble one (1) Kit.
6.

4 Field #4 Qty 1 Cost

The “Qty 1 Cost” field defaults to the item cost stored in the inventory master
file. For a Miscellaneous (non-inventory) fit component, you must enter the Quantity 1
Cost. 1If a kit component does not have a cost, vyou may leave this field blank.

For a non-preassembled kit, the cost entered here is used to distribute the kit
cost to the individual line items. Ideally, the COST of KIT entered on the Kit
Maintenance Header screen should be the sum of the individual kit component costs. When
invoices are posted, non-preassembled kit component costs are posted to the individual
Inventory Master file records. Any ‘leftover’ kit costs that cannot be distributed
because the kit cost exceeds the total of individual component costs are posted to the kit
price record in the Inventory Master file.

Qty 1 Cost is not required for a component of a preassembled kit.

5 Field #5. Item Price

The Item Price (quantity 1 price) defaults to the item price stored in the Inventory
Master file. For a Miscellaneous (non-inventory) kit component, you must enter the
Quantity 1 Price. If a kit component has no price, you may leave this field blank.

For a non-preassembled kit, the price entered here is used to distribute the kit
sales to the individual line items. Ideally, the Kit price in the Inventory Master file
is the sum of the individual kit component prices. When invoices are posted, non-
preassembled kit component sales are posted to the individual Inventory Master file
records. Any ‘leftover’ kit sales that cannot be distributed because the kit price
exceeds the sum of the individual item prices are posted to the kit price record in the
Inventory Master file.

Item Price is not required for items in preassembled kits.
Ver. 8.0M
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6.

6#2. Print a Listing of Inventory Kits

The Kit Edit List produced by this option allows you to review all of the
information that has been entered for a range of Kit ID Numbers. See Chapter One of this
manual for instructions on making selections of single kits, ranges of kits, or ALL
kits.

Special Note: Don’t get confused here when the report is finished. The Kit Edit
List is produced from TWO menus - the Inventory Kit Functions menu and the KIT Maintenance
menu. Following printing you return to the KIT Maintenance Menu - one level in from where

you may have started. To return to the Inventory Kit File Functions menu, press [ESC].
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1 Sample Inventory Kit Edit List

RUN DATE: 5-0CT-00

KIT Edit List

s Rk KKk KK ok kK Rk kK K ok kK K kK kK kK Kk K Kk K ok ko kK KK Rk

KIT: TUL

Quantities:

Preasmbld: No

Cost of Kit: 25.000
Print detail on invoice:

ID no: Q52050241

Qty NEEDED: 5

ID no: ANTIFRES55

Qty NEEDED: 1

1D no: J1234

Qty NEEDED: 6
8.0M

Des: Fall
Sold MTD
Sales
Costs
Yes
Component
Descr:
COST:
Descr:
COST:
Descr:
COST:

Inventory Items

N}

-

Report Name:

(Your Company Name)

Tuneup kit Sts:
0 Sold YTD 0
0.00 Sales YTD 0.00
0.000 Costs YTD 0.000

QUAKER STATE 20 W 50

PRICE: 4.800 Status:
PERMANENT ANTIFREEZE 1/55

PRICE: 2.850 Status:
Champion Spark Plugs

PRICE: 1.750 Status:

JobR Special Instructions Manual

KITEDT.PRT

PAGE 1
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6.
7#3. Copy a Kit Record

From the Systems Management Functions choice #1. Work on Inventory KIT file, sub-
choice #3. Copy a Kit Record, you can save time when creating records for several kits
that are similar in their components. If there are only slight changes in item numbers or
quantities of some components, you can copy a similar kit record and make a few changes
to it very quickly.

The two options for copying kits are:

1. Automatically assign ALL items - Every item of the original kit is
copied to a new kit ID. This is the fastest way to copy a kit.

2. Select items individually - You are asked if you wish to copy each kit
component. This allows you more control than the “Assign ALL” option.
6.

1 Procedure for #3. Copy a Kit Record

Preparation:

A. Review the kits that are on file already. Select the kit you wish to

duplicate.
B. Write down the new kit ID number you will use. Use the Lookup function to

verify that your new kit ID is unique. You can’t use a kit ID twice.

C. Review the kit line items and decide on the method of copying. Will you copy
ALL items or select them individually?

Procedure:

1. From the Systems Management menu, select #l. Work on Inventory KIT File.
Press [ENTER].

2. From the Inventory Kit File Functions menu, select #3. Copy a Kit Record.
Press [ENTER].

3. Select the method of copying you will use: Assign ALL Items or Select Items
Individually. Type the number of your choice and press [ENTER].

4. Enter the kit ID of the kit record you wish to copy. Partial ID searches and
the Asterisk search can be used to find the proper kit to duplicate.

5. Confirm your selection by answering “Yes” at the Correct KIT (Y/N/Q)? prompt.

6. Enter the ID code for the NEW KIT. Use any of the editing keys to change the
default ID copied from the original kit.

7. Enter the new kit description. Use the editing keys to change the default
description copied from the original kit.
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(Your Company Name) Salespeople/Sellers

Manual

8. If you chose to
Select each
item
individually,

Please select application answer Y (es) or
N (o) to each
1. Add Salesperson/Seller line item as it
is displayed in
the I 2. Change/Inquire Salesperson/Seller lower portion
of the screen.

3. Delete Salesperson/Seller
9. When all of the
4. Print List of Salespeople/Sellers items have been
copied, you
return to the
screen that
shows your

copying
methods.
10. Continue with
Steps 3 thru 9 until all kit copying is completed.
11. To edit the new kit records, press [ESC] to exit from the copy option to the

Inventory Kit File Functions menu. Use option #1. Work on Inventory Kit
Records to add, change, or delete items from the newly created kit records.

8#4. Look Up a Kit Record

The Lookup function is a standard inquiry with no change permitted. The Lookup here
is different from JobR/Order Entry Main Options menu choice #7. Look up Kit Detail in that
here you have no opportunity to test inventory quantities to see how many kits you might
assemble.

Partial key searches and Asterisk searches are both active in this Look Up option.
See Chapter One of this manual for complete instructions on such searches.

This Look Up display is a multiple screen one. The first screen shows the kit
header information. Subsequent screens display the components of the kit.

3Choice 3. Work on Supplier/Salesman File

This option maintains the list of your Sales people, their commission rates, and
commission bases within your organization. Also, for JobR users, this option maintains
a list of Suppliers TO YOU, and their vendor license numbers.
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The Salesperson information is used to calculate and report commissions on sales.
The JobR/Order Entry module supports only the simplest commission methods - a percentage
based on gross profit or on total sales. We found it is almost impossible to keep up with
the commission structures that our customers use. If you use a tiered commission
structure or pay commission differently based upon the items sold, we suggest that you
use any of the following reports to gather preliminary sales information upon which to
base commission calculations:

Item History Sorted by Salesperson COMPLETE-ORDER HISTORY MENU
Invoice History Sorted by Salesperson COMPLETE-ORDER HISTORY MENU
Invoice History Sorted by Salesperson COMPRESSED ORDER HISTORY MENU

From this preliminary information, wuse a spreadsheet or a calculator to compute the
commissions due.

JobR Users TAKE NOTE:

This module serves double duty for you. You also use it to record information about
SUPPLIERS who supply you, particularly those whose products must be accounted for

in a complex multiple tax structure such as motor fuels. This also is the place
where you record SUPPLIERS' License Numbers involved in these multiply taxed
products.

1Explanation of Supplier/Salesman Options
1. Add Salesperson/Seller - Use this option to add new salespeople. All ID's

should be three digits in length. JobR Users also use this option to add new Suppliers.
IDs still are three digits.

Copyright 10/2000



(You Company Name) Salespeople/Sellers Change/Inquire

* 1. ID 100
* 2. Name GRETCHEN POTTER
Manual
2. 3. Commission % 0.000 ST License # Prod Cat
4. Commission Base G 1; Change/Inquire
5. IL DOR License 01-06582 13.
6. IL DOR Rec Type 14.
15.
7. Def Carrier 16.
8. Def Origin City 17.
9. Def Origin State 18.
Term Ctrl No 19.
10. Seller Class 20.
(Mode/Sch)
21. Address
22. City
23. State
24. Zip
25. FEIN
26. A/P ID

# to CHANGE field, [RETURN] to save, [ESC] to abort
Salesperson/Seller - Use this option to change or look up the record of a salesperson or a
Supplier.

3. Delete Salesperson/Seller - Use this option to remove salespeople or Suppliers
that no longer are needed.

4. Print List of Salespeople/Sellers - Use this option to produce a listing of
all Salespeople and Suppliers.

2Responses to the Salespeople/Sellers Menu

To select an option, type the number to the left of that option.

To return to the JobR/Order Entry Systems Management menu, press [ESC] or the Left
Arrow Kkey.

3The Salespeople/Sellers Screen - Salesperson Example
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JobR Test Data

*

Systems Managemel

[ee]

The
is the

10.

Last edit:

# to CHANGE field,
Salespeople/Sellers Maintenance screen.

will be a field

N -

ID 200
Name AMOCO OIL

o

Commission %
Commission Base

IL DOR License
IL DOR Rec Type

Def Carrier
Def Origin City
Def Origin State

Salespeople/Sellers

0.000

01-04575
R

PETRO TRANSPORT
PALMYRA
MO

Term Ctrl No T-43-MO-1234

Seller Class
(Mode/Sch)
06/23/1998

#1. ID.

record for YOUR Salespeople.

All of the fields on this screen have a maximum allowable length.
you will hear a "beep".
Press [ENTER] to return to the entry field.

than the entry allows,
bottom line of the screen.
characters you typed will be lost.

[RETURN]

to save,

[ESC]
When you first encounter the screen,
These entries illustrate how data is entered for creating a

. MO
. MO
. MO

ST Lice
4000
4000
3669

City
State
Zip
FEIN

. A/P ID

to abort

The message

nse #

9

Change/Inquire

Prod Cat
GASOLINE
GASOHOL

*

screen above

. Address 1701 W. BAYH RD

INDIANAPOLIS

IN
35416

36-657034

200

4The Salespeople/Sellers Screen - Supplier Example

The screen above is the Salespeople/Sellers Maintenance screen.

encounter the screen, the cursor will be at field #1.

ID.

the cursor

If you type more
TOO LONG displays on the
The extra

You may edit earlier parts of your entry.

When you first
These entries illustrate how

data is entered for creating a record for SUPPLIERS who sell to you.
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1 #1. ID

FEach Supplier/Salesperson ID entry has a maximum length of three digits. Only
numbers are allowed.

The Supplier/Salesperson ID must be unique. You cannot have two "100" entries, for
example.

JobR Users TAKE NOTE:

Suppliers (Sellers to you) also are assigned an ID under the conditions described
above. You may wish to separate the available three digit numbers into two batches,
one for YOUR Salespeople, the other for Suppliers (Sellers TO YOU). 1In this way,
sorts done to prepare reports will keep Salespeople together and Suppliers together.
Remember, however, that single digit or two digit ID numbers will need leading
zeros in order to preserve appropriate sorting. So, for example, enter the ID
number 1 as "001" and ID number 12 as "012" to make things print and appear in
proper order.

If you also are using Accounts Payable and/or Purchase Orders modules of the
Codesmiths software, it is VERY IMPORTANT that the IDs of Suppliers be coordinated.
The best way to do this is to make the IDs of a Supplier ALL THE SAME in Accounts
Payable, JobR/Order Entry, and Purchase Orders.

6.
2 #2. Name
The Name field is a twenty five character alphanumeric field. To sort properly on
reports, enter Salespeople names as Last, First.
JobR Users TAKE NOTE:
You also use this space for Suppliers (Sellers) names. Usually these will be
entered as company names. Remember to watch out for company names ending in "Inc."
If you enter a company name like "Codesmiths, Inc." (with the comma), the computer
treats it just like a person's name. When printed on reports you'll see "Inc.
Codesmiths" Dbecause of the comma. To avoid this problem, simply leave the comma
out of company names.
6.

3 #3. Commission %

Commission Percent is a five digit entry. Enter the number as a percentage,
allowing for three decimal digits. For example, to create a commission rate of 5.250%,
enter 5250. The decimal point will be inserted automatically when you press [ENTER].

JobR Users TAKE NOTE:

For Suppliers (Sellers), this field has NO meaning. Make the entry zero for
Suppliers.
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4 #4. Commission Base

Commission base is a single character. "G" indicates that the commission is to be
calculated on the gross profit (SALES minus COST). "T" indicates a commission calculation
based on the total SALES.

JobR Users TAKE NOTE:

For Suppliers, this field has NO meaning. Leave it BLANK for Suppliers.

5 #5. IL DOR License

The IL DOR License field is a fifteen character alphanumeric entry. For YOUR
Salespeople, this field usually is left blank. Or it could be used to contain YOUR
company Illinois License number as a SELLER to others. A bottom screen message prompts
you with the correct format for Illinois license numbers. Pay attention to the prefixes
on these license numbers. In the days before electronic filing, many of you were
accustomed to using prefixes like "D" etc. NO MORE! Your prefixes MUST BE "O01", "02",
or "03".

JobR Users TAKE NOTE:

For Suppliers (Sellers) TO YOU, enter here the Supplier's License Number issued by
ILLINOIS for Illinois transactions. Enter the prefix telling the type of license it
is, followed by a dash (-), followed by the number (in Illinois, five digits).
Licenses for states OTHER THAN Illinois are stored in special fields #11. through
#20. of this data screen.

6 #6. IL DOR Receivings Type

A one character field to contain a code designating the type of Receivings FROM
WITHIN ILLINOIS supported by the License Number entered in field #5 (above). When the
cursor arrives at this field, a prompt at the bottom of the screen shows the legal
choices:

P) roduced, I)mported, R)eceived from within Illinois

On a receivings ticket, the Supplier receivings type takes precedence over the
System Parameters RECEIVINGS default type.

JobR Users TAKE NOTE:

For YOUR Salespeople, this field has NO meaning. Leave it BLANK for your
Salespeople. Use it only for Suppliers TO YOU.

7 #7. Default Carrier
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Enter here the name of the MOST LIKELY Carrier of goods purchased FROM this Supplier

(Seller). On a receivings ticket, the Supplier default carrier takes precedence over the
System Parameters RECEIVINGS default carrier.

JobR Users TAKE NOTE:

For YOUR Salespeople, this field has NO meaning. Leave it BLANK for your
Salespeople.

8 #8. Default Origin City

Enter here the name of the city from which shipments TO YOU FROM THIS SUPPLIER
(SELLER) usually originate. On a receivings ticket, the Supplier default origin city
takes precedence over the System Parameters RECEIVINGS default origin city.

JobR Users TAKE NOTE:

For YOUR Salespeople, this field has NO meaning. Leave it BLANK for your
Salespeople.

9 #9. Default Origin State

Enter here the postal abbreviation of the state from which shipments TO YOU FROM
THIS SUPPLIER (SELLER) usually originate. On a receivings ticket, the Supplier default
origin state takes precedence over the System Parameters RECEIVINGS default origin state.

JobR Users TAKE NOTE:

For YOUR Salespeople, this field has NO meaning. Leave it BLANK for your
Salespeople.

10 Terminal Control Number (Term Ctrl No)

Immediately below the Default Origin State field is the Terminal Control Number
field. This is a twelve (12) character alphanumeric field. Terminal Control Numbers are
issued by the Federal IRS to all motor fuel terminals. For Illinois, the format of such
numbers is T-##-IL-####. For Missouri, the format is T-##-MO-####. Codes for
terminals in other states merely replace the two-character state postal abbreviation.

In JobR/Order Entry, Terminal Control Numbers MUST be used for filings to the States
of Missouri and Tennessee.

6.

11 #10. Seller Class (Mode/Sch)

A one character field used to designate information for the various Tax Form
programs. The table of usable values is set up under #22. Define Disk Locations, System
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Defaults, then choice #5. Printers, Collect/Prepaid Table. This table, called TAX FORMS
(MODE/SCHEDULE) SETTINGS (bottom of the screen), contains space for four entries which
are initialized as follows:

N/A Not Applicable

LB-RR DSL LB-{message} 1s used to include a sales ticket
on the Illinois Schedule LB.

LB-AIR DSL

LB-SHIP DS

The Illinois Schedule LB requires all transactions to be divided by the type of
industry involved in the sale. Unfortunately, by “looking at” the sales ticket alone,
there is no way to separate one industry from another strictly on the basis of the
information on the ticket. These codes, entered into this field, allow the user to
specify the tickets that go on Schedule LB and which industry is involved.

JobR Users TAKE NOTE:

For YOUR Salespeople, this field has NO meaning. Leave it BLANK for your
Salespeople.

12 #11 thru #20. State/License #/Product Category

Related to each SUPPLIER (Seller TO YOU), a set of ten, triple fields for
additional licenses held by the SUPPLIER that may apply to doing certain types of business
with you. Each line entry has space for a two character state designation, a license
number related to that state, and a Product Category that would apply. Multiple products
from the same Supplier and State require separate entries in this table, one for each
Product Category.

JobR Users TAKE NOTE:

For YOUR Salespeople, these fields have NO meaning. Leave them BLANK for your
Salespeople.

6.

13 #21. Address

For SUPPLIERs (Sellers TO YOU), enter up to 25 alphanumeric characters of a street
or mailing address. You may use this for the same purpose for your Salespeople.
6.

14 #22. city

For SUPPLIERs (Sellers TO YOU), enter up to 15 alphanumeric characters of a city.
You may use this for the same purpose for your Salespeople.

15 #23. State

For SUPPLIERs (Sellers TO YOU), enter two characters of a state. Use standard
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postal abbreviations. You may use this for the same purpose for your Salespeople.

16 #24. zip

For SUPPLIERs (Sellers TO YOU), enter up to 10 numeric characters of a Zip Code.
Use the format #####-####. You may use this for the same purpose for your Salespeople.

6.

17 #25. FEIN

For SUPPLIERs (Sellers TO YOU), this space is for the Federal Employer ID Number.
Enter up to 15 characters, being sure to use the proper format. For your Salespeople,

you can use this space to house a Social Security number (or leave it blank).

18 #26. A/P ID

If you wish to create Purchase Orders for receivings, then you must enter here the
Vendor Code from Accounts Payable for a SUPPLIER (Seller TO YOU). To be sure they are
correct, consult a Vendor Master File Edit List from Accounts Payable. When the Purchase
Orders module is in use, and the correct Vendor ID Number from Accounts Payable can't be
found for a JobR sales ticket, the vendor is set to MISC. 1If such transactions then are
posted to Purchase Orders and to Accounts Payable with MISC as the vendor, you have a big
mess on your hands.

For your Salespeople, this field is blank.

5Procedure for 1. Add Salesperson/Seller

Preparation:

A. Write down the Salesperson ID and names to be added. Each Salesperson ID must
be unique. You can use option #4 Print List of Salespeople/Sellers to be
certain that a particular Salesperson ID is not already used.

B. Write down the Supplier IDs, names, default carrier information, Terminal
Control Number (if appropriate), and all related License Numbers to be added.
Supplier IDs also must be unique. If appropriate, Dbe sure to coordinate
Supplier IDs across all of JobR, Accounts Payable, and Purchase Orders.

Procedure:

C. From the JobR/Order Entry Main Options screen, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Systems Management password prompt. Press [ENTER].
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3.

From the Systems Management menu, choose #3. Work on Supplier/Salesman File.
Press [ENTER]. Respond to the ANY CHANGE ? prompt.

From the Salespeople/Sellers menu, choose #1. Add Salesperson/Seller.

You arrive on the Salespeople/Sellers Maintenance screen. Your cursor is on
field #1. ID:

Enter a Supplier/Salesman ID number.
Up to three digits.
Press [ENTER].

If the Supplier/Salesman ID is already in the file, the message XXX is
already on file displays. Press [ENTER] to return to the ID number
entry field. Enter a different ID.

Enter the Supplier/Salesman Name.
Up to twenty five characters.
Press [ENTER].

For YOUR Salespersons only, enter a Commission percent.
Up to five characters; allow for three decimal digits.
Press [ENTER].

For Suppliers (Sellers to you), set Commission Percent to ZERO.
Just press [ENTER].

For YOUR Salespersons only, enter the Commission Base.
"G" - Gross Profit or "T" - Total Sale
Press [ENTER].

For Suppliers (Sellers to you), leave the Commission Base field BLANK.

For YOUR Salespeople, either leave the IL DOR License field blank, or
enter YOUR company license number.

For Suppliers (Sellers to you), enter appropriate ILLINOIS License
Number (s) for them and the products they supply to you.

Enter the two digit prefix designating license type.

Type a dash (-).

Enter the five digit number.

Press [ENTER].

For Suppliers (Sellers to you), enter an appropriate IL DOR Receivings
Type code from the list displayed.

Type the code.

Press [ENTER].

For YOUR Salespeople, leave this field blank.

For Suppliers (Sellers to you), enter a Default Carrier, Default
Origin City, and Default Origin State. Press [ENTER] after each.

After entering the Default Origin State, the cursor goes down one line

to the Terminal Control Number (Term Ctrl No) field. Terminal Control

Numbers are issued by the Federal IRS to all motor fuel terminals. The
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format for a Terminal Control Number is: T-##-IL-#### (for Illinois), T-
##-MO-#### (for Missouri), T-##-TN-#### (for Tennessee), etc. Press
[ENTER] when finished.

h. For Suppliers (Sellers to you), enter an appropriate Seller Class
(Mode/Sch) from the list displayed. Press [ENTER].

i. For Suppliers (Sellers to you), enter any other applicable State
License Number (s) and corresponding Product Category codes in fields
#11. through #20.

If a license number applies to ALL Product Categories, enter asterisk
(*) as the Product Category code.

6. For Suppliers (Sellers to you), enter mailing information and FEIN number in
fields #21 through #25.

7. For Suppliers (Sellers to you), if you wish to produce Purchase Orders for
the receivings, enter in field #26 the Accounts Payable Vendor ID for this
Supplier.

8. When all finished entering data (or from any field), press [ESC] to proceed

to the WHAT NEXT prompt:
# to CHANGE field, [RETURN] to save, [ESC] to abort

Type a number to change any of the information on the screen.

Type "N" or press [ENTER] alone to accept the information and to add the new
record to the file.

Type [ESC] to cancel this entry and start a new one. You will be asked to
confirm this choice.

9. When the information for a new Supplier/Salesman is confirmed, the cursor
returns to field #1 ID.

10. When all of the Suppliers/Salesmen have been added, press [ESC] or the Left
Arrow key when the cursor is on field #1 ID. You will be returned to the
Salespeople/Sellers menu.

6Procedure for 2. Change/Inquire Salesperson/Seller

The Salespeople/Sellers Maintenance screen under option #2. Change/Inquire
Salesperson/Seller is identical to that in choice #1 Add Salesperson/Seller.

To look up or to change a Supplier/Salesman record, enter the three digit ID in
field #1 ID, or the Supplier/Salesman Name in field #2. Name. Both of these fields
support partial entries for the look-up. If a matching record cannot be found, vyou see
the message:

No more matches to (key). <CR> to continue

Press [ENTER] to enter another key or to correct your original entry.
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Preparation:

A) Use option #4. Print List of Salespeople/ Sellers to get an edit list.

B) Write down any corrections that must be made.

Procedure:

1. From the JobR/Order Entry Main Options screen, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Systems Management password prompt. Press [ENTER].

3. From the Systems Management menu, choose #3 Work on Supplier/Salesman file.

Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, From the Salespeople/Sellers menu, choose #2. Change/Inquire
Salesperson/Seller.

5. On the Salespeople/Sellers Maintenance screen:

ETTHER:
Enter part or all of the Supplier/Salesman ID.
Up to three digits. Press [ENTER].
OR:
Press [ENTER] and enter part or all of the Supplier/Salesman Name.
Press [ENTER] again.

The program will locate and display a trial Supplier/Salesman record.

6. Respond to the Right Record? prompt until you find the record you seek.
When no more matches are possible, vyou see the message:
No more matches to (key). CR to continue

Press [ENTER]. Re-enter the Supplier/Salesman ID or Name.

7. When a desired record has been chosen, you see the WHAT NEXT prompt:

# to CHANGE field, [ENTER] to save, [ESC] to abort

° Type the number of any field you wish to change. Enter the changes.
Press [ENTER] to record the changes. Then, press [ESC] to return to
the WHAT NEXT? line at the bottom of the screen. NOTE: You may NOT

change the Supplier/Salesman ID.

° Type [ENTER] alone or "N" to accept the record as it is displayed.

8. When all of the changes have been made, press [ESC] or the Left Arrow key to
return to the Salespeople/Sellers menu.
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7Procedure for 3. Delete Salesperson/Seller

Preparation:

A) Use option #4. Print List of Salespeople/ Sellers to get an edit list.

B) Write down the Supplier/Salesman ID's to be deleted.

Procedure:

1. From the JobR/Order Entry Main Options screen, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Systems Management password prompt. Press [ENTER].

3. From the Systems Management menu, choose #3 Work on Supplier/Salesman file.

Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, From the Salespeople/Sellers menu, choose #3. Delete Salesperson/Seller.
5. On the Salespeople/Sellers Maintenance screen:
ETTHER:

Enter part or all of the Supplier/Salesman ID.
Up to three digits. Press [ENTER].
OR:
Press [ENTER] and enter part or all of the Supplier/Salesman Name.
Press [ENTER] again.

The program will locate and display a trial Supplier/Salesman record.

6. Respond to the Right Record? prompt until you find the record you seek.
When no more matches are possible, vyou see the message:
No more matches to (key). CR to continue

Press [ENTER]. Re-enter the Supplier/Salesman ID or Name.
7. When a desired record has been chosen, you see the prompt:
Are you certain you want to delete this entry?
Respond Y (es) to complete deletion.

Press [ENTER] alone to cancel deletion.

8. The cursor returns to field #1 ID.
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9. When all of the deletions have been completed, ©press [ESC] or the Left Arrow
key to return to the Salespeople/Sellers menu.

8Procedure for 4. Print a List of Salespeople/Sellers

Preparation:

A) Decide which printer will be used for the listing. You may choose to store
the listing on disk and print it later.

Procedure:

1. From the JobR/Order Entry Main Options screen, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Systems Management password prompt. Press [ENTER].

3. From the Systems Management menu, choose #3 Work on Supplier/Salesman File.
Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, From the Salespeople/Sellers menu, choose #4. Print List of
Salespeople/Sellers.
5. (As needed) In response to Do you wish to sort the file? (N):

Press [ENTER] alone or "N" to print the file without sorting it by ID.
Type "Y" to sort the file.

6. Select a printer for the report.

7. You will have the usual opportunity to view the report on your workstation
screen and/or to postpone printing to a future time.

8. When the listing is complete, you are returned to the Salespeople/Sellers
menu.
6.
1 Sample of 4. Print a List of Salespeople/Sellers

REPORT NAME: SALPRT.PRT

RUN DATE: 18-APR-00 (Your Company Name) PAGE 1
Salesperson/Seller Listing

2:27 PM
License number for '*' product category applies to all non-specified categories
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NUMBER NAME COMM PCT COMM BASE IDR LICENSE # CARRIER ORIGIN CITY ST RECV TYP
MODE/SCH STATE LICENSE PROD CAT STATE LICENSE PROD CAT STATE LICENSE PROD CAT
ADDRESS CITY ST ZIP FEIN NUMBER TERMINAL CONTROL #

010 ALAN - ROUTE #1 2.000 GROSS PROFIT

020 BRAD - ROUTE #1 2.500 GROSS PROFIT

030 CARL - ROUTE #3 2.000 GROSS PROFIT

040 DOUG - CITY 2.250 GROSS PROFIT

100 GRETCHEN POTTER 0.000 01-06582

201 AMOCO OIL MISSOURI REFINERY 0.000 01-04545 AMOCO TRANSPORT FLORISSANT MO R
MO-TERMINL /MO 4000 GASOLINE /MO 4000 GASOHOL /MO 36699 *
1701 W. BAYH RD INDIANAPOLIS IN 35416 36-657034 A/P VENDOR ID 200 T-43-MO-3720

203 STATE OIL 0.000 01-09807 BOERSDORFER TRK DANVILLE IL R

220 MARATHON OIL 0.000 01-05675 JOBR DEMO CO. BLOOMINGTON IL R
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JobR Delivery Address Maintenance 8.0F (###)

Systems Management F

6.
4Choice 4. Work on
Delivery Address File

Please select application
1. Add new addresses

I__ 2. Look at a Delivery address
3. Change a Delivery address
4. Delete a Delivery address

5. Print addresses - Complete/Summary

The JobR Delivery Address Maintenance menu is the hub from which you support the
customer Delivery Address file. Each customer in your A/R Customer Master file may have
multiple delivery address records. Each of these may contain, in addition to the
destination information, a designated carrier and additional license numbers when needed.

lExplanation of Delivery Address Options

1. Add new addresses - Use this option to add new Delivery Addresses for
customers. Addresses are filed under Customer Name and ID, but may be
retrieved using either of these as well as the Delivery Site name.

2. Change/Look at Delivery addresses - Use these options to change or look up a
Delivery Address record of a customer.

3. Delete a Delivery address - Use this option to remove Delivery Addresses that
no longer are needed.

4, Print addresses - Complete/Summary - Use this option to produce a listing of
all Delivery Addresses, either with complete detail or in one line summary.
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JobR Delivery Address Maintenance Add Delivery Addresses

1. Bill to Cust ID I

Name
anual
6. . ,
2 2. Site Name 11. Carrier R £
3. Add1 12. Origin City esponses to
the 4. Add2 13. Origin State Delivery
Address 5. City 14. Ship Via Maintenance
Menu 6. State Zip 15. PO Number
7. Contact 16. Site
8. Phone 17. Tax Class
To 9. Fax 18. Lic # select an
option, type lO'Piiglii Ilqg 239';?## the number to
u . 1 .
the left of Cap/Resrv 21. Carrier Lic # that option.
Press any of Deg Day? Hot Wtr? 22. Mode/Sch the keys
equivalent to Nxt Dday Kfact [ENTER] .
Deliveries
To return to the

JobR/Order Entry Systems Management menu, press [ESC] or the Left Arrow key.

3The Delivery Address Maintenance Screen

The Delivery Address Maintenance screen provides the template for the information
contained in each customer Delivery Address record. Each customer may have multiple
Delivery Address records for directing deliveries and reconciling taxes at multiple sites.
For a single customer, all Delivery records are filed under the Customer ID/Name as found
in the A/R Customer Master File.

Some fields on this screen have default values set in other parts of the JobR
system. Some of the fields will retain an entry as the default after you make a first
entry. In both cases, you may erase the default to make a fresh entry by doing a [CTRL]
+ [¥] when the cursor is on the field.
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1 #1. Bill to Cust ID/Name

Creating a new Delivery Address record begins with selecting the customer. When you
arrive at the Delivery Address Maintenance screen, the cursor is on the Customer Name
field. The Up Arrow and Down Arrow keys move you between the Customer ID and Customer
Name fields.

Both the Customer ID and Customer Name fields permit partial entries to search for
customer records. When a trial match is found, vyou are responding to a Right Customer?
prompt. Once you confirm a correct customer, billing information for that customer (as
recorded in A/R) 1is entered on the screen.

2 #2. Site Name

A twenty-five character alphanumeric field for the NAME of this Delivery site. This
name will appear on documents related to business conducted with this customer at this
Delivery site.

6.

3 #3 and #4. Site Address

Two fields, each of twenty-five alphanumeric characters, for the number, street,
box, suite, Dbuilding information necessary for this Delivery site. This information

will be printed on documents related to business conducted with the customer at this
Delivery site.

4 #5. Site City

A fifteen character alphanumeric field for the CITY NAME of the Delivery record.
This information will be printed on documents related to business with the customer at
this Delivery site.

5 #6. Site State

A two character field for the STATE abbreviation associated with the Delivery site.
This information will appear on documents related to business with the customer at this
Delivery site. ©Use the standard US Postal Service abbreviations for this entry.

6 Site Zip

A ten character field for the ZIP Code associated with the Delivery site. The field
is to the right of the Site State field discussed above. The Left- and Right-Arrow keys
will move you back and forth between these fields. This information will appear on
documents related to business with the customer at this Delivery site. Use either the
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five digit primary ZIP Code or the #####-#### format as the entry for this field.

7 #7. Contact

A twenty-five character alphanumeric field for any CONTACT name associated with the
Delivery site.

6.

8 #8. Phone and #9. Fax

Two fields of twenty characters each to contain PHONE or FAX numbers associated with
the Delivery site. Enter any separating dashes as you type the digits of each number.
6.

9 Tank and Degree Day Information

A set of nine fields for recording tank and degree day information for a Delivery
site. The fields are as follows:

Serial No. A fourteen (14) character alphanumeric field for recording the serial
number on any tank involved with deliveries to the site. This is useful since many propane
or home heating tanks are rented from the fuel supplier.

Product ID The inventory ID number of the fuel product delivered to this site.
When you add a new delivery ticket and choose a delivery address with a degree-day tank
attached, on the product item entry page the program reads the delivery address, finds
the Product ID, reads the inventory master file for the Item ID and description, and asks
you only for the quantity of the product involved. You do not need to type the Item ID
again.

Cap(acity) The fuel capacity of the involved tank.

Resrv Reserve fuel level is the lowest amount the fuel can achieve before a
fill-up is triggered. With this you are telling the computer “Don’t let the fuel level
get lower than xxx gallons.”

Deg Day? A Yes/No field to record whether this delivery site is to be based upon
Degree Day calculations. A Y(es) response here says this tank is used for heating and the
supplier (you) is responsible for keeping the tank filled by using a degree-day
calculation to predict fuel consumption. Degree days are a “delivery tickler” system. It
is based upon the assumption that fuel consumption increases as the outside temperature
decreases.

Hot Wtr? A Yes/No field to record whether this delivery site also uses the
product for heating water. This field is subordinate to the Deg Day? field. Responding
Y (es) causes the fuel consumption calculation to be increased still more.

Next DDay Record here the “degree days” number that will trigger the next order to
deliver fuel.

Kfact Record here the burn rate of fuel you are using for this site.
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Deliveries This displays a summary of the last three deliveries made to this
site/tank. The display will include the Date, Ticket Number, Gallons delivered, and the
Degree-Days level at that delivery.

10 #11. Carrier

A field to contain the name of the Carrier for the Delivery site. This field has a
default entry which you will see when the cursor arrives at the field. The default is set
up in System Operator Functions, choice #22. Define Disk Locations, System Defaults,
then #16. JobR Forms Defaults. It is described as 7. SALES: Default Carrier. See Chapter
Seven of this manual for details of defining this default value.

In Order Entry/Editing, the Delivery Carrier takes precedence over the systems
parameters SALES default carrier.

11 #12. Origin City

A field to contain the name of the Origin City of the carrier associated with the
Delivery site. This field has a default entry which you will see when the cursor arrives
at the field. The default is set up in System Operator Functions, choice #22. Define
Disk Locations, System Defaults, then #16. JobR Forms Defaults. It is described as 8.
SALES: Default Origin City. See Chapter Seven of this manual for details of defining this
default value.

In Order Entry/Editing, the Delivery Origin City takes precedence over the systems
parameters SALES default origin city.

12 #13. Origin State

A field to contain the abbreviation of the Origin State of the carrier associated
with the Delivery site. This field has a default entry which you will see when the cursor
arrives at the field. The default is set up in System Operator Functions, choice #22.
Define Disk Locations, System Defaults, then #16. JobR Forms Defaults. It is described
as 9. SALES: Default Origin State. See Chapter Seven of this manual for details of
defining this default value.

In Order Entry/Editing, the Delivery Origin State takes precedence over the systems
parameters SALES default origin state.

13 #14. Ship Via

A two character field for the Ship Via Code. When the cursor arrives at this field,
a table of the declared Ship Via Codes is displayed in the lower left corner of the
screen. This code table is set up in System Operator Functions, choice #22. Define Disk
Locations, System Defaults, then #7. Ship Via Table. See Chapter Seven of this manual
for details of defining the Ship Via Table.

When a Ship Via is set to DD (direct delivery) on a ticket that contains fuel to
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be reported on the IDOR SD Form, an "X" appears in the SD "DIRECT DELIVERY" column. The
Ship Via of a Delivery Address takes precedence over the first entry in the systems
parameters Ship Via table.

14 #15. PO Number

A ten character alphanumeric field for the number or name of any Purchase Order type
document associated with this Delivery site.

15 #16. Site

A two character field for your Inventory Site Code. This is YOUR inventory site
where the goods for this Delivery site originate. When the cursor arrives at this field,
a table of the declared Site Codes is displayed in the lower left corner of the screen.
This code table is set up in System Operator Functions, choice #22. Define Disk Locations,
System Defaults, then #11. JobR Sites/Distributor Licenses. See Chapter Seven of this
manual for details of defining the Inventory Sites table.

16 #17. Tax Class

A two character field for the Tax Class Code of this customer and site. When the
cursor arrives at this field, the default value is the Tax Class Code found in the A/R
Customer Master file record being used. This code table is set up in System Management
Functions, choice #17. Work on JobR Customer Classes. It is a good idea to keep a
reference listing of these Customer Classes at hand when doing work on creating Delivery
Address records. See Chapter Six of this manual for details of defining the JobR Customer
Classes.

In Order Entry/Editing, the Delivery Tax Class takes precedence over the O/E JobR
Class set in the A/R customer master file.

17 #18 - #20. License Number (Lic #)

A set of three fields in which to enter special license numbers that may apply to
shipments to this customer and Delivery site. Each Lic # field is in two parts: a two
character state designator, and a multiple digit number field with a length determined by
the state declared first.

Having chosen a state as the first entry, the bottom of the screen prompts you with
the appropriate format for the number part of the entry.

Special Note for Missouri Sales: The Missouri Department of Revenue issues two
license numbers to fuel users: a 4 digit gasoline license number and a 5 digit special
fuels license number. Enter both license numbers in the Delivery record. 1In Order
Entry/Editing, vyou then will be able to select the appropriate license number for a
ticket.
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6.
18 #21. Carrier License Number (Lic #)

A fifteen character field in which to enter any applicable license number for the
Carrier mentioned in field #11. Carrier license numbers are required by the State of
Missouri on supporting schedules 2994 and 573.

19 #22. Mode/Sch

A one character field for the Tax Forms (Mode/Schedule) Settings. When the cursor
arrives at this field, a table of the defined codes is shown in the lower left corner of
the screen. This code table is set up in System Operator Functions, choice #22. Define
Disk Locations, System Defaults, then #5. Printers, Collect/Prepaid Table. See Chapter
Seven of this manual for details of defining the Collect/Prepaid Table.

4Procedure for 1. Add new addresses
Preparation:

A) Have a list of the Customer Names or ID Numbers from the A/R Customer Master
file for which you will be entering new Delivery addresses.

B) Have details of the new Delivery address(es) for each new entry (Site name,
address, city, state, z1P, contact name, phone and/or Fax) .
C) Have the customer Tax Class Code and any applicable license numbers for each

new entry.

D) Have the carrier name and applicable license numbers for each new entry.
Procedure:
1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems

Management Functions. Press [ENTER].

2. Respond to the password prompt.

3. From the Systems Management Functions menu, select #4. Work on Delivery
Address File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4. You come to the JobR Delivery Address Maintenance menu. Select #1. Add new
addresses. Press [ENTER].

5. You come to the Delivery Address Maintenance screen. The cursor is on the
Bill to Customer Name field. The Up Arrow and Down Arrow keys move the cursor
between the Customer Name and the Customer ID fields.

6. Enter part or all of a Customer Name or ID Number. Press [ENTER].
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This field retains the last entry made. To erase this to start a new
search/entry, press [CTRL] + [Y].

7. A matching customer record from the A/R Customer Master file will be shown.
Respond to the Right Customer? prompt until you find the customer you seek.

When no more customer matches are possible, you get the message:
Customer not in Cus Name Index CR TO RECOVER

Press [ENTER] and type a new version of Customer Name or ID to achieve a
match.

8. When a Bill To Customer has been selected, the billing address information is
displayed. The cursor moves to field #2. Site Name.

o. In fields #2 through #9, enter the name, address, city, state, Zip,
contact name, phone and/or Fax of the new Delivery address for this customer.
Press [ENTER] after each entry.

10. In the multiple fields #10, enter all the pieces of data requested to set up
automatic refill orders based upon degree-day calculations. Press [ENTER]
after each entry.

11. In field #11., enter the Carrier Name for this Delivery record. The default
for this field is the SALES: Default Carrier set up in Systems Management
Functions choice #16. JobR Forms Defaults.

° To accept the default, press [ENTER] alone.
° To enter a new Carrier Name, first do [CTRL] + [Y] to erase the
default, then enter the new Carrier Name. Press [ENTER] when finished.
12. In field #12., enter the Origin City for this Delivery record. The default
for this field is the SALES: Default Origin City set up in choice #16. JobR
Forms Defaults, found under Systems Management Functions option #22. Define

Disk Locations, System Defaults.
° To accept the default, press [ENTER] alone.

° To enter a new Origin City, first do [CTRL] + [Y] to erase the default,
then enter the new Origin City. Press [ENTER] when finished.

13. In field #13., enter the Origin State for this Delivery record. The default
for this field is the SALES: Default Origin State set up in choice #16. JobR
Forms Defaults, found under Systems Management Functions option #22. Define

Disk Locations, System Defaults.
° To accept the default, press [ENTER] alone.

° To enter a new Origin State, first do [CTRL] + [Y] to erase the
default, then enter the new Origin State. Press [ENTER] when finished.

14. When the cursor arrives at field #14. Ship Via, a table of the defined
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15.

16.

17.

18.

19.

20.

21.

shipping methods displays in the lower left corner of the screen. This code
table is set up in System Operator Functions, choice #22. Define Disk
Locations, System Defaults, then #7. Ship Via Table. See Chapter Seven of
this manual for details of defining the Ship Via Table.

To select a Ship Via method, type the number from the code list and press
[ENTER] .

In field #15., enter any Purchase Order number or designation that applies to
this Delivery record. Press [ENTER].

When the cursor arrives at field #16. Site, a table of the defined Inventory
Sites displays in the lower left corner of the screen. This code table is set
up in System Operator Functions, choice #22. Define Disk Locations, System
Defaults, then #11. JobR Sites/Distributor Licenses. See Chapter Seven of
this manual for details of defining the Inventory Sites Table.

To select an Inventory Site code, type the number from the code list and
press [ENTER].

In field #17, enter the customer Tax Classification for this Delivery record.
The default for this field is the Tax Class entered in the A/R Customer Master
file record.

° To accept the default, press [ENTER] alone.

° To enter a new Tax Class, first do [CTRL] + [Y] to erase the default,
then enter the new Tax Class. Press [ENTER] when finished.

Fields #18 through #20 are for extra state license numbers that may apply to
this Delivery site. Each license entry consists of two parts: a state
abbreviation, and a license number appropriate to the state.

a) Enter the two character state abbreviation. Press [ENTER].
b) Enter the appropriate license number for that state. The prompts at the
bottom of the screen show you the proper formats for each state. Press

[ENTER] when finished.

In field #21, enter the Carrier License Number for this Delivery record.
Press [ENTER].

When the cursor arrives at field #22. Mode/Sch, a table of the defined Tax
Form Mode/Schedule Settings displays in the lower left corner of the screen.
This code table is set up in System Operator Functions, choice #22. Define
Disk Locations, System Defaults, then #5. Printers, Collect/Prepaid Table.
See Chapter Seven of this manual for details of defining the Tax Form
Mode/Schedule Settings.

To select a Mode/Schedule setting, type the number from the code list and
press [ENTER].

When all fields of the Delivery Address Maintenance screen have been filled,
you come to the prompt:

Copyright 10/2000



42
JobR Special Instructions Manual

# to CHANGE field, [RETURN] to save, [ESC] to abort.

To change any field entry, type the number of that field, edit the contents,
and press [ENTER] to record the new information. See Chapter One of this
manual for the details of editing keys and functions that are available with
any input field.

22. When all information for this Delivery record is correct, press [ENTER] alone
to save the record. The cursor returns to the Bill to Customer Name field to
begin a new entry.

OR: Press [ESC] from this point to abort entry of this Delivery record. You
will be asked to confirm this decision. The cursor returns to the Bill to
Customer Name field to begin a new entry.

23. To leave this option completely, press [ESC] from the Bill to Customer Name
field. You return to the Delivery Address Maintenance menu. Press [ESC] more
times to return to the JobR/Order Entry Main Options menu.

5Procedure for 2. Look at a Delivery address
Preparation:

A) Have a list of either the Customer ID or the Delivery Site Name for each
Delivery record you wish to review.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the password prompt.

3. From the Systems Management Functions menu, select #4. Work on Delivery

Address File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, You come to the JobR Delivery Address Maintenance menu. Select #2. Look at a
Delivery Address. Press [ENTER].

5. You come to the Delivery Address Maintenance screen. The cursor will be at
the Customer ID field.

Press [ENTER] alone, or the Up Arrow or Down Arrow keys, to move between the
Customer ID and Site Name fields.

6. To look up a Delivery Address record, enter part or all of either a Customer
ID or a Delivery Site Name. Press [ENTER].

The computer will respond with a possible match, showing the Customer
information and the Delivery information.
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7.

Respond to the Right Address? prompt.

Enter N(o) to reject this match and ask for another. The computer will inform
you when no more matches are possible.

OR, ©press [ENTER] alone to accept the Delivery record shown.
Respond to the prompt:
[ESC] to quit, [RETURN] to look up another category.

When you press [ENTER], the cursor goes back to the Bill to Cust ID field to
accept a new lookup entry. Repeat the instructions above.

To leave this option completely, press [ESC] from the Bill to Customer ID
field. You return to the Delivery Address Maintenance menu. Press [ESC] more
times to return to the JobR/Order Entry Main Options menu.

6Procedure for 3. Change a Delivery address

Preparation:

A)

Have a list of either the Customer ID or the Delivery Site Name for each

Delivery record you wish to change.

B) Have details at hand of the changes to be made to Delivery records.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the password prompt.

3. From the Systems Management Functions menu, select #4. Work on Delivery
Address File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, You come to the JobR Delivery Address Maintenance menu. Select #3. Change a
Delivery address. Press [ENTER].

5. You come to the Delivery Address Maintenance screen. The cursor will be at
the Customer ID field.
Press [ENTER] alone, or the Up Arrow or Down Arrow keys, to move between the
Customer ID and Site Name fields.

6. To look up a Delivery Address record, enter part or all of either a Customer

ID or a Delivery Site Name. Press [ENTER].

The computer will respond with a possible match, showing the Customer
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information and the Delivery information.

Respond to the Right Address? prompt.

Enter N (o) to reject this match and ask for another. The computer will inform
you when no more matches are possible.

OR, press [ENTER] alone to accept the Delivery record shown.
Respond to the prompt:
# to CHANGE field, [RETURN] to save, [ESC] to abort.

° To change any field entry, type the number of that field, edit the
contents, and press [ENTER] to record the new information. See Chapter
One of this manual for the details of editing keys and functions that
are available with any input field.

[ When all information for this Delivery record is correct, press [ENTER]
alone to save the record. The cursor returns to the Bill to Customer ID
field to begin a new CHANGE selection.

° Press [ESC] from this point to abort change to this Delivery record.
You will be asked to confirm this decision. The cursor returns to the
Bill to Customer ID field to begin a new CHANGE selection.

To leave this option completely, press [ESC] from the Bill to Customer ID
field. You return to the Delivery Address Maintenance menu. Press [ESC] more
times to return to the JobR/Order Entry Main Options menu.

TProcedure for 4. Delete a Delivery address

Preparation:

A)

Have a list of either the Customer ID or the Delivery Site Name for each

Delivery record you wish to delete.

Ver.

Procedure:
1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].
2. Respond to the password prompt.
3. From the Systems Management Functions menu, select #4. Work on Delivery
Address File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.
4. You come to the JobR Delivery Address Maintenance menu. Select #4. Delete a
Delivery address. Press [ENTER].
.0M
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5. You come to the Delivery Address Maintenance screen. The cursor will be at
the Customer ID field.

Press [ENTER] alone, or the Up Arrow or Down Arrow keys, to move between the
Customer ID and Site Name fields.

6. To look up a Delivery Address record, enter part or all of either a Customer
ID or a Delivery Site Name. Press [ENTER].

The computer will respond with a possible match, showing the Customer
information and the Delivery information.

7. Respond to the Right Address? prompt.

Enter N (o) to reject this match and ask for another. The computer will inform
you when no more matches are possible.

OR, Press [ENTER] alone to accept the Delivery record shown.
8. Respond to the prompt:
Are you certain you want to delete this address?

Respond Y (es) to delete the record. The cursor returns to the Bill to
Customer ID field.

OR, ©press [ENTER] alone to change your mind and NOT delete the record. The
cursor returns to the Bill to Customer ID field.

9. To leave this option completely, press [ESC] from the Bill to Customer ID
field. You return to the Delivery Address Maintenance menu. Press [ESC] more
times to return to the JobR/Order Entry Main Options menu.

6.

8Procedure for 5. Print addresses - Complete/Summary

Preparation:

A) Decide which printer will be used for this report.

B) Decide whether you want Delivery records for ALL customers, or for a range of
customers.

C) Decide whether you want records for ALL Delivery names, or for a range of
them.

D) Decide whether you want a listing with complete information, or only a one

line summary of each record.

Procedure:
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From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

Respond to the password prompt.

From the Systems Management Functions menu, select #4. Work on Delivery
Address File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

You come to the JobR Delivery Address Maintenance menu. Select #5. Print
addresses - Complete/Summary.

Respond to the usual Printer Selection screen. Press [ENTER].

You come to a ranges selection screen. Respond to the ANY CHANGE ? prompt to
declare what Customers, what Delivery names, and what detail you wish on the
report.

Press [ENTER] alone when selections are satisfactory.
You will see:
PROCESSING OCCURRING ... PLEASE WAIT

You will have the usual opportunity to view the report on the workstation
screen and/or to postpone printing to a future time.

You return to the Delivery Address Maintenance menu. Press [ESC] to return to
the JobR/Order Entry Main Options menu.
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6.

1 Sample of Print Delivery addresses - Complete
RUN DATE: 9-0CT-00 (Your Company Name) PAGE 1
JOBR DELIVERY ADDRESS COMPLETE LISTING 7.3(004)
CUSTOMERS: ALL
NAMES: ALL
BILL TO DELIVER TO ADDRESS1 ADDRESS2 CITY ST ZIP SITE TX CLASS
CONTACT TELEPHONE FAX NUMBER DEG DAY? TANK SERIAL NO HWI NEXT DDUS EDIT DATE
CARRIER CARRIER LIC ORIGIN CITY ORIGIN ST SHIP VIA P O NUM MODE/SCH
La Grange 0il
00123 La Grange 0Oil & Gas La Grange Bulk Plant 2405 North Joliet St. La Grange MO 51062 oV MD
William Farnsworth 816-777-9003 816-777-6002 N 0 06/26/1995
SAFE Transport MC-1550 PALMYRA MO TRUCK N/R
License Numbers: MO/8014 MO/17932
SAFE Petroleum
00124 SAFE PETROLEUM 610 COOPER HAMILTON IL 51230 oV JB
STEVE BRUENGER 217-847-3510 N 0 06/26/1995
SAFE TRANSPORT MC-1550 PALMYRA MO TRUCK N/R
License Numbers: MO/51069 MO/2791 IL/08-01111
Wood Farm Account, George
00125 George Wood, Pur Agent St. Genevieve Levee St. Genevieve MO 51035 DV MG
George Wood 314-956-7780 314-956-7789 N 0 06/26/1995
JobR Test Data MC-1980 PALYMRA MO TRUCK N/A
JobR Test Data (O/E Recv)
00255 HANNIBAL BULK PLANT 207 W. REMARQUE HANNIBAL MO 23015 oV NT
MARK TWAIN 816-253-0145 816-253-0153 N 0 06/23/1995
JobR Test Data MC-1652 HAMILTON IL TRUCK N/A
00255 JobR Test Data (Indiana) TERRE HAUTE IN 45138 DV HU
N 0 05/15/1996
INDIANA TRANSPO 36-251328 CAYUGA IN N/A
License Numbers: IN/31637840017 N/
00255 JobR Test Data (O/E Recv) 1104 N. Vermilion DANVILLE IL 61832
217-555-1212 217-555-2121 N 0 06/08/1995
00255 SAFE PETROLEUM 610 COOPER HAMILTON IL 51230 v MX
STEVE BRUENGER 217-847-3510 217-847-3921 N 0 06/22/1995
SAFE TRANSPORT MC-15546 PALMYRA MO TRUCK

ININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININ
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(Sample of Delivery addresses - Complete continued next page)
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(Sample of Delivery addresses - Complete continued)

RUN DATE: 9-0CT-00 JOBR DELIVERY ADDRESS COMPLETE LISTING 7.3(004) PAGE 9
BILL TO DELIVER TO ADDRESS1 ADDRESS2 CITY ST ZIP SITE TX CLASS
CONTACT TELEPHONE FAX NUMBER DEG DAY? TANK SERIAL NO HWI NEXT DDUS EDIT DATE
CARRIER CARRIER LIC ORIGIN CITY ORIGIN ST SHIP VIA P O NUM MODE/SCH
Customer not in A/R Maste
DV-STATION Danville-Company Station **to record pump sales** Danville IL 61832
N 0 06/08/1995
Customer not in A/R Maste
JOBR JobR Test Data-IN HOUSE Bulk Plant Heater 207 W. Remarque Hannibal MO 23015 DV NT
Mark Twain 816-253-0145 816-253-0153 N 0 06/26/1995
JobR Test Data PALMYRA MO HEATING N/A
License Numbers: MO/15096
Ned's AMOCO
NAMOCO Ned's AMOCO Rt. 51 East Clinton IL 61727
935-0987 N 0 06/08/1995
SOUTHARD LIQUIDS RECEIV
RECEIVINGS SOUTHARD LIQUIDS RECEIV IL
N 0 06/08/1995

CUSTOMERS: ALL
NAMES: ALL

68 ADDRESSES ON FILE

Copyright
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2 Sample of Print Delivery addresses - Summary

RUN DATE: 9-0CT-00

JOBR DELIVERY ADDRESS

REPORT NAME:

(Your Company Name)

SHORT LISTING 7.3(004)

SHPPRT . PRT

PAGE 1

CUSTOMERS: ALL

NAMES: ALL

BILL TO DELIVER TO ADDRESS1 ADDRESS2 T ZIP SITE TX CLASS
CONTACT TELEPHONE FAX NUMBER DEG DAY? TANK SERIAL NO HWI NEXT DDUS EDIT DATE

La Grange Oil

00123 La Grange 0Oil & Gas La Grange Bulk Plant 2405 North Joliet St. La Grange MO 51062 DV MD

SAFE Petroleum

00124 SAFE PETROLEUM 610 COOPER HAMILTON IL 51230 DV JB

Wood Farm Account, George

00125 George Wood, Pur Agent St. Genevieve Levee St. Genevieve MO 51035 DV MG

Avery, Roy

0100 Avery, Roy R.R. 2 P.O. Box 78 0il City IL 62410

0100 Avery, Roy - Heating Oil RR 2 Box 78 0il City IL 51250-6850 DV HO

Missouri Valley Builders

0120 Missouri Valley Builders 2203 West Marquette Florissant MO 51032 DV MO

0120 Shaw Botanical Gardens 2205 W. Orchard St. Louis MO 51642 oV MO

Hannibal Construction

0122 Hannibal Construction 3068 Foremann Blvd. Hannibal MO 51026 DV MR

Mack, Brian

01400 Mack, Brian RR #3 0il City IL 62410

Munns, Joseph

01410 Munns, Joseph 1302 Anthony Ave. 0il City IL 62410

Baer, Steve

0200 Baer, Steve RR #2, P.O. Box 99 0il City IL 62410

Chris' Garage

INININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININ
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(Sample of Delivery addresses - Short Listing continued next page)
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(Sample of Delivery addresses - Short Listing continued)

RUN DATE: 9-0CT-00 JOBR DELIVERY ADDRESS SHORT LISTING 7.3(004) PAGE 4

BILL TO DELIVER TO ADDRESS1 ADDRESS2 CITY ST ZIP SITE TX CLASS
CONTACT TELEPHONE FAX NUMBER DEG DAY? TANK SERIAL NO HWI NEXT DDUS EDIT DATE

3020 Sample Township 850 W. Webster 0il City IL 62410

Stan's 0il Co.

3030 Stan's 0il Co. 800 W. Main Nextown IL 63288

Turk Service Station

4000 Turk Service Station 611 Crescent 0il City IL 62410

Village of Watertown

5000 Village of Watertown P.0. Box 300 Watertown IL 62411
White 0il

6000 Antioch AMOCO Station 1500 Tiffany Rd Antioch IL 60259
6000 Capron AMOCO Station 300 W. Clark Capron IL 62512
6000 Harvard AMOCO Station 1600 N. Rte. 83 Harvard IL 60054
6000 White Oil 1200 s. Webster 0il City IL 62410

Short's Marathon

7089 Short's Marathon 1200 S. Lincoln Urbana IL 61801

Customer not in A/R Maste

DV-STATION Danville-Company Station **to record pump sales** Danville IL 61832

Customer not in A/R Maste

JOBR JobR Test Data-IN HOUSE Bulk Plant Heater 207 W. Remarque Hannibal MO 23015 oV NT

Ned's AMOCO

NAMOCO Ned's AMOCO Rt. 51 East Clinton IL 61727

SOUTHARD LIQUIDS RECEIV

RECEIVINGS SOUTHARD LIQUIDS RECEIV IL

CUSTOMERS: ALL
NAMES: ALL
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Customer Pricing

Systems Management

6.
5 Choice 5.

Work o on Customer
Please select application L.
Pricing
File 1. Add new customer pricing record
I 2. Look at a customer pricing record
3. Change a customer pricing record

4. Delete a customer pricing record

5. Print pricing records

The screen shown above is the Customer Pricing menu. The JobR/Order Entry system
allows one pricing record per inventory item per customer. For each inventory item, you
may set quantity levels pricing, with either a set price for exceptions to such quantity
sales, or you may index exceptions to your cost or to one of the five pricing levels
defined for each item in the Inventory Master file. Quantity prices DO NOT accumulate
across different sales tickets.

lExplanation of Customer Pricing Options

1. Add new customer pricing record - Use this option to add customer pricing
records. You may have one pricing record per inventory item per customer.
2. Change/Look at a customer pricing record - Use this option to change or look

up a Pricing record.

3. Delete a customer pricing record - Use this option to remove Pricing records
that no longer are needed.

4, Print pricing records - Use this option to produce a listing of all Customer
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To
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Press any of
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To

Customer Pricing

START 07/01/2000

ADD PRICING RECORDS

Avery, Roy
PREMIUM LEAD FREE GASOLINE
END 12/30/2000

qual
Pricing
records.

1. Customer ID 0100
2. Item Number 11
3. Date Range
4. Notes

Qty Break
5. 2000
6. 5000
7. 10000
8. 50000
9. 99999999
10.
11.
12.
13.
14.

# to CHANGE fiel

d,

[RETURN]
JobR/Order Entry Systems Management menu,

Set Price
0.000
68.395
67.500
66.750
66.000

to save,

[ESC]
press [ESC] or the Left Arrow key.

OR Calc'd as LEVEL times MULTIPLIER
c 1.000

to abort

3The Customer Pricing Maintenance Screen

The screen shown above is the Customer Pricing Maintenance screen.
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you enter each pricing record for your customers.

REMEMBER: Quantity price breaks are NOT cumulative across multiple sales
tickets.

The Customer Pricing Maintenance screen is divided into two sections. At the top is
information about the customer, the Inventory item involved, and the effective duration
of the pricing record. The middle section of the screen is a table in which you build the
"formula" for the quantity pricing you wish to extend to the customer for the particular
inventory item. As usual, the bottom lines of the screen are reserved for prompts and
feedback to you about the functions you may use.

Some fields on this screen may have default values set in other parts of the JobR
system. Some of the fields will retain an entry as the default after you make a first
entry. In both cases, you may erase the default to make a fresh entry by doing a [CTRL]
+ [Y¥] when the cursor is on the field.

1 #1. Customer ID (Name)

Creating a new Customer Pricing record begins with selecting the customer. The
first field of this screen is labeled Customer ID but it really is two fields, the left
one for Customer ID and the right one for Customer Name. When you arrive at the Customer
Pricing Maintenance screen, the cursor is on the "name" part of the Customer ID field.
The Left Arrow and Right Arrow keys move you between the Customer ID and Customer Name
fields.

Both the Customer ID and Customer Name fields permit partial entries to search for
customer records. When a trial match is found, you are responding to a Right Customer?
prompt. Once you confirm a correct customer, the cursor moves to the Item Number field.

2 #2. Item Number

In the Item Number field, vyou enter and search for the Inventory Item for which you
are creating a special pricing plan for this customer. The Item Number field permits
partial entries to search for Inventory items. When a trial match is found, the
corresponding Item Description is displayed to the right of this field, and you are
responding to a Right Item? prompt. Once you confirm a correct Item, the cursor moves
to the START field of the Date Range.

3 #3. Date Range

The Date Range is another two field entry, START date and END date. These dates
control the time period for which the Pricing record will function and the included prices
will apply.

SPECIAL NOTE: If you leave these date fields blank, vyou are declaring a pricing
scheme that is to apply FOREVER (or until you later install a date range, or delete the
Pricing record completely).

Both dates may be entered in either the MMDDYY or the MMDDYYYY format. When you
press [ENTER], the computer will reformat the entry to MM/DD/XXYY, where XX 1is
Copyright 10/2000
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replaced by the current Century Prefix you have set up in System Defaults. See Chapter
Seven of this manual for details of these system defaults. CAUTION: if a default value
is present in either field, Dbe careful in your editing that you don't end up with a date
like 07/24/0101 instead of 07/24/2001.

4 #4. Notes

This entry consists of two lines of thirty (30) characters each.

5 #5 through #14. Pricing Table Entries

The Pricing Table is a set of ten (10) lines on which you may enter as many as ten
quantity price levels for each customer and each inventory item. Each line consists of an
initial field in which to enter the UPPER bound (limit) of the price rate of that line.
This is the LARGEST QUANTITY to which this price applies. 1In the Pricing Table, this
upper bound is called the Quantity Break (Qty Break). For each Quantity Break line in a
pricing scheme, you have the choice of a SET PRICE for each unit up to that Quantity
Break, OR a price indexed by a multiplier to either your item COST or to one of the five
A/R Pricing Levels included for the Inventory Item in the Inventory Master file.

To the right of the Quantity Break on each line of the Table, the first field is
for entering the Set Price (if this is your choice). This is followed to the right by two
more fields in which you enter (in order) a LEVEL choice from your Cost or one of the A/R
Pricing Levels of the Inventory record, and a multiplier to apply to this LEVEL to get
the price you wish to define for this line of the Table.

If you enter a Set Price for a Quantity Break, vyou will NOT have access to the
Level and Multiplier fields. If you leave the Set Price field blank (by pressing [ENTER]
alone), then you move to the LEVEL and then the MULTIPLIER fields of each line of the
Table. You can define one or the other on each line of the table -- NOT BOTH.

All entries on these Table lines are made under the usual assumptions for decimal
digits (i.e., you do not enter the decimal point, but include enough digits for the
decimal places assumed). Decimal Place assumptions for these fields (quantities, costs,
prices) are all set up in Systems Operator Functions using choice #22. Define Disk
Locations, System Defaults, and then choice #8. Order Entry Numbering Sequences. See
Chapter One of this manual for details of entering quantities, costs, and prices.

Here is an example of a Pricing Table and how it is interpreted. For each numbered
line, the explanation is inserted immediately below. In this example we are assuming
that the system has been initialized to allow NO decimal digits in Quantities, and three
decimal digits in each of Costs and Prices:

Ln# Qty Break Set Price OR Calc'd as LEVEL times MULTIPLIER

5 1000 0.685
(For up thru 1000 units of this Item, use a Set Price of 68.5 cents per unit.)

6 2000 C 1.000

Ver. 8.0M
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(For 1001 up thru 2000 units of this Item, ignore Set Price, use our C(ost) .)

7 10000 3 0.980
(For 2001 up thru 10,000 units, use A/R Pricing Level 3 with a 2% discount
(i.e., a 0.980 multiplier).)

8 50000 4 0.950
(For 10,001 up thru 50,000 units, use A/R Pricing Level 4 with a 5% discount
(i.e., a 0.950 multiplier).)

9 99999999 5 0.900
(For 50,001 and up FOREVER, use A/R Pricing Level 5 with a 10% discount (a
0.900 multiplier).)

4Procedure for 1. Add new customer pricing record
Preparation:

A) Have a list of the Customer Names or ID Numbers from the A/R Customer Master
file for which you will be entering new Pricing records.

B) Have Inventory Item numbers for each product for which you will be creating
new Pricing records.

C) Have the Pricing scheme worked out for each Inventory Item for each Customer

for which you will be creating new Pricing records.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the password prompt.

3. From the Systems Management Functions menu, select #5. Work on Customer
Pricing File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, From the Customer Pricing menu, select #1. Add new customer pricing record.
Press [ENTER].

5. You come to the Customer Pricing Maintenance screen. The cursor is on the
Customer Name part of the #1. Customer ID field. The Left Arrow and Right
Arrow keys move the cursor between the Customer Name and the Customer ID

fields.
6. Enter part or all of a Customer Name or ID Number. Press [ENTER].
This field retains the last entry made. To erase this to start a new
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search/entry, press [CTRL] + [Y].

A matching customer record from the A/R Customer Master file will be shown.

Respond to the Right Customer? prompt until you find the customer you seek.
When no more customer matches are possible, you get the message:

Customer not in Cus Name Index CR TO RECOVER

Press [ENTER] and enter a new version of Customer Name or ID to achieve a
match.

When a Customer has been selected, the cursor moves to field #2. Item
Number. Enter part or all of an Inventory Item number. Press [ENTER].

A matching Inventory Item record from the Inventory Master file will be shown.
Respond to the Right Item? prompt until you find the item you seek.

When no more customer matches are possible, vyou get the message:
Item ### not in Inventory File. CR TO RECOVER

Press [ENTER] and enter a new version of Item Number to achieve a match.

When an Inventory Item has been selected, the cursor moves to the START field
of the Date Range.

ETTHER:
° Enter a START date for the pricing to become active. Use the
MMDDYY or the MMDDYYYY format. Press [ENTER].
Enter an END date for the effective period of the Pricing record.
Use MMDDYY or MMDDYYYY format. Press [ENTER].
OR:
° Press [ENTER] alone for BOTH the START and END dates. Blank dates
mean the Pricing scheme is effective FOREVER (or until you later
add dates, or delete the Pricing record completely).

The cursor moves to the Notes field. You have two lines of thirty characters
each on which to write information. When finished with each line, press
[ENTER] .

The cursor moves to the first field (Qty Break) of the first line (#5) of the
Pricing Table. A prompt at the bottom of the screen says:

[TAB] will set NO BREAK ( 99999999)

NO BREAK means the price rate entered on the line containing this symbol
applies to ALL quantities of the Item, starting with the previous BREAK
Quantity and continuing forever. So, entering this symbol on the first line
indicates the price is to apply to ALL quantities.

For each line of the Pricing Table:

EITHER:
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15.

16.

17.

18.

Press [TAB] to enter the NO BREAK symbol.

OR:
Enter the quantity of this Item that represents the UPPER LIMIT of this
price range (starting either at zero or at the end of the previous price
range) . Press [ENTER].

CAUTION: Be sure to allow for the assumed number of decimal digits.

The cursor moves to the Set Price field.

ETTHER:
Press [ENTER] alone to leave this blank. The cursor moves to the LEVEL
field.

OR:
Enter the set price you wish applied to this quantity range. Press
[ENTER] .

CAUTION: Be sure to allow for the assumed number of decimal digits.

When finished, the cursor moves to the Qty Break field of the next line
of the Pricing Table.

If you made the Set Price entry BLANK, vyour cursor is on the LEVEL field.
The bottom of the screen shows the prompt:

C=Cost, 1=Price 1, 2=Price 2, 3=Price 3, 4=Price 4, 5=Price 5
Enter the code of the Base Price Level you wish to use. Press [ENTER].

The cursor moves to the MULTIPLIER field. Enter a multiplier to apply to the
Base Price Level to get the actual effective price for this line of the
Pricing Table. For example:

Multiplier of 1.000 means ALL of Base Price applies.

Multiplier of 1.250 means 25% MORE than Base Price.

Multiplier of 0.950 means 5% LESS than Base Price.

Multiplier of 0.900 means 10% LESS than Base Price.
(etc.)

CAUTION: You do NOT include decimal points in these entries. But you must
allow for the assumed number of decimal digits by adding zeros as shown above.

Press [ENTER] when finished entering the Multiplier. The cursor goes to the
Qty Break field of the next line of the Pricing Table.

Continue entering lines to the Pricing Table until this price scheme is
complete. Then press [ESC] from the Qty Break field of the next line.

You get the prompt:
# to CHANGE field, [RETURN] to save, [ESC] to abort.

° To change any field entry, type the number of that field, edit the
contents, and press [ENTER] to record the new information. See Chapter
One of this manual for the details of editing keys and functions that
are available with any input field.
Copyright 10/2000
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° When all information for this Customer Pricing record is correct, press
[ENTER] alone to save the record. The cursor returns to the Customer ID
field to begin a new entry.

° Press [ESC] from this point to abort entry of this Customer Pricing
record. You will be asked to confirm this decision. The cursor returns
to the Customer ID field to begin a new entry.

To leave this option completely, press [ESC] from the Customer ID field. You
return to the Customer Pricing menu. Press [ESC] more times to return to the
JobR/Order Entry Main Options menu.

5Procedure for 2. Look at a customer pricing record

Preparation:

A)

Have a list of the Customer IDs or the Inventory Item Numbers for which you

wish to look up records. NO CHANGES ARE PERMITTED VIA THIS OPTION.

Ver.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the password prompt.

3. From the Systems Management Functions menu, select #5. Work on Customer
Pricing File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, From the Customer Pricing menu, select #2. Look at a customer pricing record.
Press [ENTER].

5. You arrive at the Customer Pricing Maintenance screen with the cursor on the
Customer ID field. Press [ENTER] alone, or the Up Arrow or Down Arrow keys,
to move between the Customer ID and Item Number fields.

6. To look up a Customer Pricing record, enter part or all of either a Customer
ID or an Inventory Item Number. Press [ENTER].

7. The computer will respond with a possible match, showing the details of the
Pricing record found. Respond to the Right Pricing Record? prompt.

Enter N (o) to reject this match and ask for another. The computer will inform
you when no more matches are possible.
Press [ENTER] alone to accept the Customer Pricing record shown.
8. When finished inspecting a record, respond to the prompt:
.0M
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[ESC] to quit, [RETURN] to look up another category.

9. To leave this option completely, press [ESC] from the Customer ID field. You
return to the Customer Pricing menu. Press [ESC] more times to return to the
JobR/Order Entry Main Options menu.

6Procedure for 3. Change a customer pricing record
Preparation:

A) Have a list of the Customer ID Numbers or the Inventory Item Numbers for the

Customer Pricing records you will be changing.

make.

B) Have details of the changes to these Customer Pricing records you wish to

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the password prompt.

3. From the Systems Management Functions menu, select #5. Work on Customer

Pricing File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, From the Customer Pricing menu, select #3. Change a customer pricing record.
Press [ENTER].

5. You arrive at the Customer Pricing Maintenance screen with the cursor on the
Customer ID field.

Press [ENTER] alone, or the Up Arrow or Down Arrow keys, to move between the
Customer ID and Inventory Item Number fields.

6. To look up a Customer Pricing record, enter part or all of either a Customer
ID or an Inventory Item Number. Press [ENTER].

The computer will respond with a possible match, showing the details of the
Pricing record found.

7. Respond to the Right Pricing Record? prompt.

Enter N(o) to reject this match and ask for another. The computer will inform
you when no more matches are possible.

Press [ENTER] alone to accept the Customer Pricing record shown.

8. Respond to the prompt:
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# to CHANGE field, [RETURN] to save, [ESC] to abort.

° To change any field entry, type the number of that field, edit the
contents, and press [ENTER] to record the new information. See Chapter
One of this manual for the details of editing keys and functions that
are available with any input field.

° When all information for this Customer Pricing record is correct, press
[ENTER] alone to save the record. The cursor returns to the Customer ID
field to begin a new CHANGE selection.

° Press [ESC] from this point to abort changes to this Customer Pricing
record. You will be asked to confirm this decision. The cursor returns
to the Customer ID field to begin a new CHANGE selection.

9. To leave this option completely, press [ESC] from the Customer ID field. You
return to the Customer Pricing menu. Press [ESC] more times to return to the
JobR/Order Entry Main Options menu.

7Procedure for 4. Delete a customer pricing record
Preparation:

A) Have a list of the Customer IDs or Inventory Item Numbers for the Customer
Pricing records which you wish to delete.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the password prompt.

3. From the Systems Management Functions menu, select #5. Work on Customer

Pricing File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, From the Customer Pricing menu, select #4. Delete a customer pricing record.
Press [ENTER].

5. You arrive at the Customer Pricing Maintenance screen with the cursor on the
Customer ID field. Press [ENTER] alone, or the Up Arrow or Down Arrow keys,
to move between the Customer ID and Inventory Item Number fields.

6. To look up a Customer Pricing record, enter part or all of either a Customer
ID or an Inventory Item Number. Press [ENTER]. The computer will respond
with a possible match, showing the details of the Pricing record found.

7. Respond to the Right Pricing Record? prompt.

Enter N (o) to reject this match and ask for another. The computer will inform
you when no more matches are possible.

Ver. 8.0M
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Press [ENTER] alone to accept the Customer Pricing record shown.
8. Respond to the prompt:
Are you certain you want to delete this pricing record?

Respond Y (es) to delete the record. The cursor returns to the Customer ID
field.

Press [ENTER] alone to change your mind and NOT delete the record. The cursor
returns to the Customer ID field.

9. To leave this option completely, press [ESC] from the Customer ID field. You
return to the Customer Pricing menu. Press [ESC] more times to return to the
JobR/Order Entry Main Options menu.

6.

8Procedure for 5. Print pricing records

Preparation:

A) Decide which printer will be used for this report.

B) Decide whether you want Pricing records for ALL customers, or for a range of
customers.

C) Decide whether you want records for ALL Inventory Items, or for a range of
them.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems

Management Functions. Press [ENTER].
2. Respond to the password prompt.
3. From the Systems Management Functions menu, select #5. Work on Customer

Pricing File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, From the Customer Pricing menu, select #5. Print pricing records. Press
[ENTER] .

5. Respond to the usual Printer Selection screen. Press [ENTER].

6. You come to a ranges selection screen. Respond to the ANY CHANGE ? prompt to
declare what Customers, and what Inventory Items you wish to include on the
report.

7. You will see:

Copyright 10/2000
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PROCESSING OCCURRING ... PLEASE WAIT

You will have the usual opportunity to view the report on the workstation
screen and/or to postpone printing to a future time.

You return to the Customer Pricing menu. Press [ESC] to return to the
JobR/Order Entry Main Options menu.

NOTE: In the listing (see the following page), Price Breaks are sometimes
preceded by the symbol <= followed by the upper bound value of that break
range. This symbol means "less than or equal to" the following value. So, <=

1000 as a Break entry means the corresponding price applies to all quantities
up to AND including 1000.
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6.

1 Sample of Print Customer Pricing Records
RUN DATE: 22-APR-00 (Your Company Name) PAGE 1
CUSTOMER PRICING RECORDS
CUSTOMERS: ALL
ITEMS: ALL
TIME: 3:03 PM
CUSTOMER INVENTORY ITEM DESCRIPTION NOTES START DATE END DATE EDIT DATE
QTY BREAK BASE PRICE MULTIPLIER CALC'D PRICE QTY BREAK BASE PRICE MULTIPLIER CALC'D PRICE
Batchelder Construction
1100 11 PREMIUM LEAD FREE GASOLINE Test Note 06/01/2000 09/30/2000 06/22/2000
<= 100 cosT 0.618 1.250 0.773
<= 250 cOsST 0.618 1.200 0.742
<= 500 cosT 0.618 1.150 0.711
<=99,999,999 COST 0.618 1.100 0.680
1100 13 REGULAR GASOLINE 06/01/2000 09/30/2000 06/07/2000
<= 100 PR 3 0.680 0.980 0.666
<= 250 PR 3 0.680 0.970 0.660
<=99,999,999 PR 3 0.680 0.950 0.646
1100 15 HEATER OIL 06/01/2000 09/30/2000 06/07/2000
<= 100 PR 3 0.700 0.980 0.686
<= 250 PR 3 0.700 0.970 0.679
<=99,999,999 PR 3 0.700 0.950 0.665
CUSTOMERS: ALL
ITEMS: ALL

3 PRICING RECORDS
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6Choice 14. Work on Degree Days

When you choose #14. Work on Degree Days you immediately are taken to the Degree
Days Maintenance screen shown below:

Degree Day Records (Your Company Name 7.3 (##4#)
Line--—=-——-—- High-Low-Mean----TTL Heat----TTL HWI-Heat+HWI-Opr-Edited-----
1 09/01/2000 70 55 63 144,286 62 144,348 GMP 09/01/2000
2 09/02/2000 45 25 35 144,379 56 144,435 JRD 09/02/2000
3 09/03/2000 47 28 38 144,441 56 144,497 GMP 09/03/2000
4 09/04/2000 51 28 40 144,504 56 144,560 GMP 09/04/2000
5 09/05/2000 61 33 47 144,562 58 144,620 JRD 09/07/2000
6 09/06/2000 64 52 58 144,616 61 144,677 JRD 09/07/2000
7 09/07/2000 28 -3 13 144,726 56 144,782 JRD 09/07/2000
MODE: ] 1-ADD 2-CHANGE 3-DELETE 4-PRINT 5-FIND [ESCl=exit
LINE: 6-RECALC [HOME]=[CTRL]-["]
[NEXT SCREEN]=[CTRL]-[T]
[PREV SCREEN]=[CTRL]-[R]
[TAB] for LINE
This screen is divided into two parts. The top part contains the list of Degree-Day
entries. Each line across the screen is the entry for one day showing the date, the High

and Low temperatures for that day which you enter, the Mean temperature for that day which
is calculated, the Total Heating Degree units (TTL Heat) to date, the Total Hot Water
Installation Degree units (HWI) to date, the Total Heat Plus Hot Water (Heat+HWI) units to
date, the initials of the operator entering the data, and the date this data last was
edited.

The bottom portion of the screen shows the control/action keys that you have
available. With the cursor on the Mode field you may do the following:

KEY (S) ACTION
[1] Add a new degree day record.
[2] Change a degree day entry in the list. After you press

[ENTER], the cursor goes to the LINE: field where you
type the left-column Line Number of the record you wish
to Change.

[3] Delete a degree day entry in the list. After you press
[ENTER], the cursor goes to the LINE: field where you
type the left-column Line Number of the record you wish
to Delete.
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[4]

Print some/all of the degree-day records. You are asked
for a Start/End date range for the records to print.

[31]

Find a particular record by date. You are asked to
enter the date of the record you seek.

[6]

Recalculate all the accumulated data in the Degree Day
records.

KEY (S) ACTION
[ESC] Exit from this option.
[HOME ] Move to the beginning of the Degree day list.

[Next Screen] or [Page Dn]

Move the Degree Day list ahead sixteen entries (one
screen) . Stops when at bottom.

[Prev Screen] or [Page Up]

Move the Degree Day list back sixteen entries (one
screen) . Stops when at top.

[TAB]

Toggles your cursor between the MODE: field and the
LINE: field.

Whenever you choose to Add,
the following screen:

(Your Company Name)

Change, or Delete a Degree Day record, you are taken to

Change Degree Days 7.3 (##4#)
1. Deg Date 01/26/2000 Edited 01/26/2000
By JMD
2. High Temp 0
3. Low Temp 0 Mean O

HOT WATER INSTALLATION

4. Today’s DDUs 65 5. Today’s DDUs 0
6. Y'day’s DDUs 144,219 7. Y’day’s DDUs 56
8. Total DDUs 144,284 9. Total DDUs 56
10. Heat DDUs + HWI DDUs 144,340
11. Deg Date Julian Date 2,451,570
[TAB]=Recompute DDU’s
# to CHANGE field [ESC]=abort [TAB]=recompute [ENTER]=save I_

Normally, the only fields
#2, and #3. All the rest of the

of this screen you will make entries into are fields #1,
fields are calculated for you by the computer. An

exception to this statement would be when you are initializing the degree day process in

the middle of a heating season.

Then, you would want to make entries in fields #6 and #7

for the accumulated Degree Day units to date.
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1Sample of Degree day Listing

Report Name: DEGMNT.PRT

RUN DATE: 10-OCT-00 (Your Company Name) PAGE 1

DEGREE DAY LISTING

DATES: ALL

2:45 PM

DATE LOW HIGH HEAT TODAY HWI TODAY JULIAN DATE

TEMP TEMP + START  + START
= TTL HEAT = TTL HWI TTL HEAT+HWI OPER EDIT DATE

12/01/1998 33 56 20 1 2,451,149
142,454 MNT 10/10/2000
142,474 + = 142,507

12/02/1998 39 62 14 3 2,451,150
142,474 33 MNT 12/07/1998
142,488 + 36 = 142,524

12/03/1998 52 67 2,451,151
142,488 MNT 12/07/1998
142,493 + 41 = 142,534

12/04/1998 61 71 0 6 2,451,152
142,493 MNT 10/10/2000
142,493 + = 142,540

12/05/1998 55 60 7 5 2,451,153
142,493 47 MNT 12/07/1998
142,500 + 52 = 142,552

12/06/1998 42 69 9 2,451,154
142,500 MNT 12/07/1998
142,509 + 56 = 142,565

12/07/1998 38 43 24 0 2,451,155
142,509 MNT 12/08/1998
142,533 + = 142,589

12/08/1998 28 42 30 0 2,451,156
142,533 56 12/09/1998
142,563 + 56 = 142,619

12/09/1998 0 52 39 0 2,451,157

/7

142,602 + 56 142,658
ININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININ
50 RECORDS PRINTED

DSK02:DEGMNT . PRT
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JobR Tax Table Maintenance T.9F (##+#)

anual

6.

7Choice 15.
Work on
JobR Tax

Please select application

1. Add new tax tables
| I 2. Look at a tax table

3. Change a tax table

4. Delete a tax table

5. Print tax tables - Complete/Summary

When a business operates from different sites (perhaps in different cities or
states), involves products as variably taxed as motor fuels and related products, and
sells to customers to whom taxes apply differently, the number of taxes to account for
can become large. One of the strengths of the JobR system is in the multitude of separate
tax patterns that may be managed.

The screen shown above is the JobR Tax Table Maintenance menu, the hub of tax table
management in the JobR system.

REMEMBER: Every tax that applies to your business or to products of your business
MUST be represented by a Tax Table in the JobR system. And, 1if you have several business
SITES whose records you wish to separate, then there MUST be a Tax Table for EVERY TAX at
EVERY SITE even though some of them will appear identical.

lExplanation of JobR Tax Table Maintenance Options
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1. Site I_ 5. Tax Rate
2. ID Code Company Expense? 6. G/L Acct
3. Descrip 7. Tax Base
Systems Managemen 4 7% Class
1. st Add new tax
OTHER TAXES TO COMPUTE BEFORE FIGURING THIS TAX tables - Use
this option
g: 13: to define
10. 18. each tax
11. 19. table needed.
12. 20. Relate these
1 2! to your
15. 23, business
sites, to
tax classes,
as well as to
taxes
computed
before the
current one
applies.
2. Look at a tax table - Use this option to look up a tax table.
3. Change a tax table - Use this option to change the definition or conditions of
an existing tax table.
4, Delete a tax table - Use this option to erase an existing tax table that no

longer is needed. Before you do this, however, make sure the tax table is
NOT referenced by any documents.

5. Print tax tables - Complete or Summary - Use this option to produce a listing
of some or all of the valid tax tables.

2Responses to the JobR Tax Table Maintenance Menu

To select a menu option, type the number to the left of the option description.
Then press [ENTER].

To return to the JobR Systems Management menu, press [ESC] or the Left Arrow key.
Respond appropriately to the Password prompt.

3The JobR Tax Table Entry/Editing Screen
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The screen shown above is the JobR Tax Table Entry/Editing screen. When you arrive
at this screen, vyour cursor will be on field #1. Site.

1 #1. Site

With the cursor on this field, the list of defined SITES is displayed on the lower
portion of the screen. Each has a two character code which you enter. These are the JobR
SITES and Codes defined under #11. JobR Sites/Distributor Licenses, reached by choosing
#22. Define Disk Locations, System Defaults of the JobR System Operator Functions. See
Chapter Seven of this manual for details of setting up the SITES table.

2 #2. ID Code

The Tax Table ID Code is an up to four character code to help identify the tax
table. Choose four character combinations that help you remember the meaning of the Tax
Table represented.

3 Company Expense?

Sitting to the right of field #2. ID Code, this field is a Yes/No query to determine
who pays this tax. A Y(es) response to this query means the tax is paid by you (your
company) and is NOT charged to the customer. A N(o) response means that the tax is
charged to the customer as part of a sale.

4 #3. Descrip

An up to thirty alphanumeric character field in which you may be much more
descriptive of the Tax Table being defined.

5 #4. Tax Class
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When the cursor arrives at this field, a list of acceptable Tax
Classes is displayed at the bottom of the screen. These are the Tax
Classifications defined in option #12. JobR Tax Classifications found under
choice #22. Define Disk Locations, System Defaults of the Systems Operator
Functions.

6 #5. Tax Rate

The Tax Rate is an up to five digit numeric entry that is the percent multiplier for
this tax table. Enter Tax Rates allowing for three (3) decimal digits (i.e., to get a
Tax Rate of 6.25, enter '6250'").

WARNING: TAX RATE works in conjunction with TAX BASE (see below). When TAX BASE
is chosen to be SALES (monetary units), TAX RATE is a true percent RATE. 1In this case an
entry of 6250 becomes a Tax Rate of 6.250 percent on sales value. When TAX BASE is chosen
to be QUANTITY of product, TAX RATE is interpreted by the JobR system to be CENTS of tax
per unit of product. In this case an entry of 6250 becomes 6.250 CENTS of Tax per unit of
product.

7 #6. G/L Acct

This is the number of the G/L account where taxes generated by this Tax Table will
accrue.

REMEMBER: Accrued taxes are Liability accounts.

8 #7. Tax Base
When the cursor arrives at this field, the following prompt shows just beneath it:
1-Qty 2-Sls 3-Sls+Taxes

These are the choices for specifying the Base on which this Tax Table is calculated. The
meaning is as follows:

1-Qty means Taxes are calculated on the QUANTITY of goods sold. For
JobR users this would usually be Gallons. In this case, the Tax Rate
entered in #5 above is NOT A RATE, but rather is the Cents per Unit of tax
on the product.

2-Sls means Taxes are calculated on the Dollar value of SALES, in which
case the "Tax Rate" is treated as a true percent.

3-Sls+Taxes means Other taxes are to be applied BEFORE this tax may be
calculated. Those other prior-applied taxes are listed in fields #8 - #23 of
this screen.
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9 #8. - #23. Other Taxes To Compute Before This Tax

The bottom section of the JobR Tax Table Entry/Editing screen contains
entry fields #8. through #23. These sixteen fields are the place to declare any taxes
that must be computed BEFORE the one defined in the current Tax Table. Each prior-applied
tax must itself be represented by a Tax Table created using this JobR Tax Table
Entry/Editing screen. A prior-applied tax i1s declared in these fields by entering its
two-character SITE code followed by its four-character ID code.

10 Tax History Summary

In Tax Table Lookup or Change mode, once you have selected a tax table, vyou come
to the bottom-screen prompt:

[ESC] to quit, [RETURN] for another table, [NEXT SCREEN] for page 2

Various workstation keyboards will have either a [NEXT SCREEN] key or a [Page Down] key.
Pressing this key clears the bottom portion of the Tax Table Entry/Editing screen and
replaces it with a table headed TAX HISTORY SUMMARY. This table gives the history of
DATES, QUANTITIES, $ SALES, and TAX AMOUNTs for transactions involving the tax
represented by the chosen Tax Table.

6.
4Procedure for 1. Add new tax tables
REMEMBER: If you do not understand what this function does, do NOT
use it! Contact your System Operator or System Support person first!
Preparation:
A) Decide on the four character Tax ID Codes to be used for each Tax Table to be
created.
B) Write down the Description to be used for each Tax Table being created. Be

sure that the descriptions do not exceed thirty characters.

C) Write down the Tax Rate that applies to each Tax Table to be created. Also
write down the Tax Base (Quantity, Sales, or Sales + Taxes) to use for each table being

created. In the later case, write down the Tax SITE code and ID code for each prior-
applied tax.

D) Consult the G/L Master File Maintenance and print the G/L Account Listing to
determine the accrual account numbers to use for each Tax Table being created. REMEMBER:
Tax accrual accounts are Liability accounts.

Procedure:
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1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .
3. From the Systems Management Functions menu, select #15. Work on JobR Tax

Tables. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, You come to the JobR Tax Table Maintenance menu. Select #1. Add new tax
tables.

5. You come to the JobR Tax Table Entry/Editing screen. Your cursor will be on
the SITE field. At any field of the following process you may press [ESC] to
initiate an exit from where you are. Follow the bottom-screen prompts and

make appropriate choices.

NOTE: the Arrow Keys are active to move among fields on this screen.

6. Enter the Tax Table SITE Code. The bottom of your screen will show the legal
Site Codes you may use. The default value for [ENTER] is the first Site Code
in the list. Be careful - SITE Codes are case sensitive.

Enter the two character SITE CODE for this new Tax Table. Press
[ENTER] .

7. In field #2, enter the four character Tax ID CODE you are assigning to this
Tax Table. Press [ENTER].

8. Your cursor moves to the right to the Company Expense? field. This requires a
Yes/No response.

Respond N (o) if the tax is to be paid by the customer as part of a sale.

Respond Y(es) if the tax is to be paid by you/your company and NOT charged to
the customer.

9. In field #3, enter the full description of the Tax Table to be created.
Press [ENTER].

10. In field #4, enter the TAX CLASS of this Tax Table. The bottom of your
screen shows the legal Tax Classifications already defined in JobR Systems
Management Functions.

11. In field #5, enter the TAX RATE of this Tax Table. Enter up to six digits,
allowing three (3) decimal digits. Be sure the TAX RATE you enter here and
the TAX BASE you enter below are in agreement. If the TAX BASE is QUANTITY,
an entry here of '6250' becomes a Tax Rate of 6.250 CENTS PER UNIT OF
QUANTITY. If the TAX BASE is SALES, an entry here of '6250' becomes a Tax
Rate of 6.250 PERCENT OF SALES.

When finished entering the TAX RATE, press [ENTER].
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In field #6, enter the G/L Account Number for the accrual account of this
tax.

Enter the four digit primary number and press [ENTER]. Enter the three digit
profit center number (if used) and press [ENTER], or press [ENTER] alone for

a "000" profit center. The account number (if valid) will be displayed with
the account description at the bottom of the screen.

If an invalid account number is entered you get the message:
G/L Account not found in G/L account # index CR TO CONTINUE
Press [ENTER] to enter a new G/L Account number.

OR Press [TAB] to enter an account Description. Enter all or the first few
characters of an account description. Press [ENTER].

Respond Y or N to the Right G/L Account? prompt.

Select the TAX BASE to use for this Tax Table. The only choices (displayed on
the screen) are Quantity, Sales, or Sales + Taxes.

REMEMBER: This choice MUST AGREE with the entry for field #5. TAX RATE (see
above) .

If the choice for TAX BASE is Sales + Taxes, enter in fields #8 through #23
any taxes that are applied PRIOR to the tax of the current Tax Table.

Enter the two character SITE Code, press [ENTER], enter the four character
Tax ID Code for each prior-applied tax.

When all finished, press [ESC] from any field. You will come to the bottom-
screen prompt:

# to CHANGE field, [RETURN] to save, [ESC] to abort
[ Type the number of any field needing revision or additional information.

Enter the correct information for that field and press [ENTER] to record
the new entry. The cursor will go to the next field on the screen.

Press [ESC] to return to the # to CHANGE field ... prompt.

° Press [ENTER] alone to SAVE the Tax Table in its current form. After
the SAVE, the cursor returns to the SITE field to begin a new Tax
Table.

° Press [ESC] to abort this new Tax Table. Respond to the prompt:

Do you want to ABORT the adding of this record?

Respond N(o) to keep the record and return to the # to CHANGE
prompt. Respond Y(es) to complete the erasing of all information in
this Tax Table. Your cursor will return to the SITE field to begin a
new Tax Table.
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17.

18.

When all finished entering new Tax Tables, press [ESC] from the SITE field.
You will return to the JobR Tax Table Maintenance menu.

Press [ESC] to return to the Systems Management Functions Password prompt.
Respond with a password (if using) or with [ENTER] alone to enter the Systems
Management Functions menu.

OR, ©press [ESC] again to return to the JobR/Order Entry Main Options menu.

6.

5Procedure for 2. Look at a tax table

Preparation:

A) Decide which Tax Table(s) you wish to inspect. Know at least one of a) the
SITE Code, b) at least the first character of the Tax ID Code, or as a last resort, c)

at least the first character(s) of the Tax Table description.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .

3. From the Systems Management Functions menu, select #15. Work on JobR Tax
Tables. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, You come to the JobR Tax Table Maintenance menu. Select #2. Look at a tax
table. Press [ENTER].

5. The cursor arrives at the SITE field of the JobR Tax Table Entry/Editing

screen. The active Search Key fields (marked by *) are:
1. Site
2. ID Code
3. Descrip

NOTE: the Arrow Keys are active to move among fields on this screen.

ETTHER:
Select and enter one of the valid SITE Codes displayed at the bottom of
the screen. Press [ENTER].

OR:
Press [ENTER] alone for the SITE field to go to the ID Code field.
Enter at least one character of a valid ID Code. Press [ENTER].

OR:
Press [ENTER] alone for BOTH the SITE field and the ID Code field to go
to the DESCRIPtion field. Enter at least one (or the first few)
character(s) of a valid Tax Table Description. Press [ENTER].
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6. In all cases, the computer will look for the best match to an
existing Tax Table.

° If NO close match can be found, vyou will see the message:
Site/Table ID is not on file. CR TO CONTINUE

Press [ENTER] to resume at the Search Key field where you started to
search again.

° If a match IS FOUND, the Tax Table information will display on the
screen, and present the Right Tax Table? prompt.

Respond N to REJECT this match and seek another, wuntil all possible
matches have been tried (as described above) .

Respond Y to accept the displayed Tax Table.

7. When you accept a Tax Table to view, you see the prompt:
[ESC] to quit, [RETURN] for another table. [NEXT SCREEN] for page 2
° Press [ESC] to return directly to the JobR Tax Table Maintenance menu.
[ Alternatively, ©press [ENTER] to erase the screen, return the cursor to

the SITE field to begin another Tax Table search.

° Alternatively, ©press the [NEXT SCREEN] key. On some keyboards this is
the [Page Down] key. You will see the TAX HISTORY SUMMARY for this Tax
Table. You will have the choices of:

[ESC] to quit and return to the JobR Tax Table Maintenance menu.
[ENTER] to begin selection of another Tax Table to view.
[PREV SCREEN] to return to Page 1 of this Tax Table.

8. When all finished viewing Tax Tables, continued pressing of the [ESC] key
will bring you to the JobR/Order Entry Main Options menu.

6Procedure for 3. Change a tax table

REMEMBER: If you do not understand what this function does, do NOT
use it! Contact your System Operator or System Support person first!

Preparation:

A) Decide which Tax Table(s) you wish to change. Identify the necessary changes
by consulting a Tax Table Listing. Use #5. Print tax tables - Complete/Summary of this
same menu.

B) Know at least one of a) the SITE Code, Db) at least the first character of the
Tax ID Code, or as a last resort, c) at least the first character(s) of the Tax Table
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description.

Procedure:

From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

Respond to the Password prompt either with a password or by pressing just
[ENTER] .

From the Systems Management Functions menu, select #15. Work on JobR Tax
Tables. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

You come to the JobR Tax Table Maintenance menu. Select #3. Change a tax
table. Press [ENTER].

The cursor arrives at the SITE field of the JobR Tax Table Entry/Editing
screen. The active Search Key fields (marked by *) are:

1. Site

2. ID Code

3. Descrip

NOTE: the Arrow Keys are active to move among fields on this screen.

ETTHER:
Select and enter one of the valid SITE Codes displayed at the bottom
the screen. Press [ENTER].

OR:
Press [ENTER] alone for the SITE field to go to the ID Code field.
Enter at least one character of a valid ID Code. Press [ENTER].

OR:
Press [ENTER] alone for BOTH the SITE field and the ID Code field to
to the DESCRIPtion field. Enter at least one (or the first few)
character(s) of a valid Tax Table Description. Press [ENTER].

In all cases, the computer will look for the best match to an existing Tax

Table.
° If NO close match can be found, vyou will see the message:
Site/Table ID is not on file. CR TO CONTINUE
Press [ENTER] to resume at the Search Key field where you started to
search again.
° If a match IS FOUND, the Tax Table information will display on the

screen, and present the Right Tax Table? prompt.

Respond N to REJECT this match and seek another, wuntil all possible
matches have been tried (as described above).
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Respond Y to accept the displayed Tax Table.

7. When you accept a Tax Table to change, you see the prompt:

# to CHANGE field, [RETURN] to save, [ESC] to abort

[ Type the number of any field needing revision or additional information.
Press [ENTER]. Enter the correct information for that field and press
[ENTER] again to record the new entry. The cursor will go to the next
field on the screen. Press [ESC] to return to the # to CHANGE

field ... prompt.

° Press [ENTER] alone to SAVE the Tax Table in its current form. After
the SAVE, the cursor returns to the SITE field to begin a new Tax Table
search.

° Press [ESC] to abort this new Tax Table. Your cursor will return to

the SITE field to begin changing another Tax Table.

8. When all finished changing Tax Tables, press [ESC] from the SITE field. You
will return to the JobR Tax Table Maintenance menu.

9. Press [ESC] to return to the Systems Management Functions Password prompt.

Respond with a password (if using) or with [ENTER] alone to enter the Systems
Management Functions menu.

OR, ©press [ESC] again to return to the JobR/Order Entry Main Options menu.

TProcedure for 4. Delete a tax table
REMEMBER: If you do not understand what this function does, do NOT
use it! Contact your System Operator or System Support person first!
Preparation:

A) Decide which Tax Table(s) you wish to delete. TIdentify the Tables by
consulting a Tax Table Listing. Use option #5. Print tax tables - Complete/Summary of
this same menu.

B) Know at least one of a) the SITE Code, Db) at least the first character of the
Tax ID Code, or as a last resort, c) at least the first character(s) of the Tax Table
description.

C) For each Tax Table you intend to delete, be sure to remove all references to

that table as a PRIOR APPLIED tax in other Tax Tables.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
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Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .

3. From the Systems Management Functions menu, select #15. Work on JobR Tax

Tables. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4. You come to the JobR Tax Table Maintenance menu. Select #4. Delete a tax
table. Press [ENTER].

5. The cursor arrives at the SITE field of the JobR Tax Table Entry/Editing
screen. The active Search Key fields (marked by *) are:
1. Site
2. ID Code

3. Descrip
NOTE: the Arrow Keys are active to move among fields on this screen.

ETTHER:
Select and enter one of the valid SITE Codes displayed at the bottom of
the screen. Press [ENTER].

OR:
Press [ENTER] alone for the SITE field to go to the ID Code field.
Enter at least one character of a valid ID Code. Press [ENTER].

OR:
Press [ENTER] alone for BOTH the SITE field and the ID Code field to go
to the DESCRIPtion field. Enter at least one (or the first few)
character(s) of a valid Tax Table Description. Press [ENTER].

6. In all cases, the computer will look for the best match to an existing Tax
Table.
° If NO close match can be found, vyou will see the message:
Site/Table ID is not on file. CR TO CONTINUE

Press [ENTER] to resume at the Search Key field where you started to
search again.

° If a match IS FOUND, the Tax Table information will display on the
screen, and present the Right Tax Table? prompt.
Respond N to REJECT this match and seek another, until all possible
matches have been tried (as described above).
Respond Y to accept the displayed Tax Table.

7. When you accept a Tax Table to delete, you see the prompt:

Are you certain you want to delete this table?

The default here is N(o). Press [ENTER] alone to accept the default. The
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chosen Tax Table WILL NOT be deleted. You return to the SITE field to start

another search.
OR: Type Y(es) to DELETE the chosen Tax Table. You get the message:

Tax table is marked for deletion. CR TO CONTINUE

Press [ENTER] to erase the screen and send the cursor to the #1. SITE field to

start another Tax Table search.

8. When all finished deleting Tax Tables, press [ESC] from the #1. SITE field.
You will return to the JobR Tax Table Maintenance menu.

9. Press [ESC] to return to the Systems Management Functions Password prompt.
Respond with a password (if using) or with [ENTER] alone to enter the Systems
Management Functions menu.

OR, press [ESC] again to return to the JobR/Order Entry Main Options menu.

8Procedure for 5. Print tax tables - Complete/Summary
Preparation:

A) Decide which SITES you wish to include in the Tax Table print. You may
include ALL or a range determined alphabetically by a START and an END Site Code.

B) Decide which Tax Table IDs you wish to include in the Tax Table print. You
may include ALL or a range determined alphabetically by a START and an END Table ID.

C) Decide whether you wish to have a COMPLETE print of the selected Tax Tables
(all fields of each table) or just a one line SUMMARY of each table.

D) Decide whether or not you wish to print the report immediately and, if so,
what printer you will use for this purpose.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .
3. From the Systems Management Functions menu, select #15. Work on JobR Tax

Tables. Press [ENTER].

4, Respond to the ANY CHANGE ? prompt by pressing only [ENTER] to continue,
responding Y (es) to make another choice, or by pressing [ESC] to exit this
menu.

5. You come to the JobR Tax Table Maintenance menu. Select #5. Print tax tables

- Complete/Summary. Press [ENTER].
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10.

Respond to the Printer Selection screen.

Respond to the ANY CHANGE ? prompt on the range selection screen. Change
any of the selection attributes as appropriate.

When you proceed, vyou will see PRINTING OCCURRING ... message.

You will have the usual opportunity to view the report on your workstation
screen and/or to save the report for later printing.

You are returned to the JobR Tax Table Maintenance menu.
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1 Sample of JobR Tax Table Complete Listing

REPORT NAME: TAXPRT.PRT

RUN DATE: 20-APR-00 (Your Company Name) PAGE 1
JOBR TAX TABLE COMPLETE LISTING

SITES: ALL
IDS: ALL 4:18 PM

SITE ID CLASS -------- DESCRIPTION --------- RATE BASE G/L ACCT ------- OTHER TAXES COMPUTED BEFORE THIS TAX -------
MONTH TXBLE QTY TXBLE SLS TAX AMT MONTH TXBLE QTY TXBLE SLS TAX AMT MONTH TXBLE QTY TXBLE SLS TAX AMT

CA DEXC EXCISE EXCISE-DIESEL-CATLIN 24.400 QTY 2331-000
/ 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00
/ 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00
/ 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00
/ 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00
CA DILL STATE IL SALES TAX-DIESEL-CATLIN 6.250 SLS+ 2330-000 CA-DEXC CA-IUSS
/ 0 0.00 / 0 0.00 0.00 / 0 0.00 0.00
/ 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00
/ 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00
/ 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00
CA DMFT T MOTOR FUEL TAX-DIESEL-CATLIN 21.500 QTY 2332-000
/ 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00
/ 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00
/ 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00
/ 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00

INININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININ

DV OILL STATE IL SALES TAX-OTHER CATEGORIES 6.250 SLS 2330-000
0

08/94 0 0. 0.00 02/92 0 0.00 0.00 / 0 0.00 0.00

08/94 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00

05/94 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00

03/94 0 0.00 0.00 / 0 0.00 0.00 / 0 0.00 0.00
SITES: ALL

IDS: ALL

29 TABLES ON FILE
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Sample of JobR Tax Table Short Listing

DATE: 20-APR-00

R TAX TABLE SHORT LISTING

ES: ALL

: ALL 4:35 PM

E ID CLASS -------- DESCRIPTION ---------
DEXC EXCISE EXCISE-DIESEL-CATLIN

DILL STATE IL SALES TAX-DIESEL-CATLIN

DMFT MFT MOTOR FUEL TAX-DIESEL-CATLIN
DPPD PPDSAL PPD SALES TAX-DIESEL-CATLIN
GEXC EXCISE EXCISE-GAS-CATLIN

GILL STATE IL SALES TAX-GAS-CATLIN

GMFT MFT MOTOR FUEL TAX-GAS-CATLIN
GPPD PPDSAL PPD SALES TAX-GAS-CATLIN
HEXC EXCISE EXCISE-GASOHOL-CATLIN

HILL STATE IL SALES TAX-GASOHOL-CATLIN
HMEFT MFT MOTOR FUEL TAX-GASOHOL-CATLIN
HPPD PPDSAL PPD SALES TAX-GASOHOL-CATLIN
IUSS IUSTT UNDERGRD STORAGE TAX - CATLIN
OILL STATE IL SALES TAX-OTHER CATEGORIES
TIRE TIRE TIRE TAX - CATLIN

DEXC EXCISE EXCISE - DIESEL - DANVILLE
DILL STATE IL SLS TAX - DIESEL - DANVILLE
DMFT MFT MOTOR FUEL - DIESEL - DANVILLE
DPPD PPDSAL PPD SALES TAX-DIESEL-DANVILLE
GEXC EXCISE EXCISE - GAS - DANVILLE

GMFT MFT MOTOR FUEL - GAS - DANVILLE
GPPD PPDSAL PPD SALES TAX-GAS-DANVILLE
HEXC EXCISE EXCISE - GASOHOL - DANVILLE

REPORT NAME:

RATE BASE G/L ACCT

24.400
6.250
21.500
4.000
18.400
6.250
19.000
4.000
13.000
4.375
19.000
3.000
0.300
6.250
100.000
24.400
6.250
21.500
4.000
18.400
19.000
4.000
13.000

(Your Company Name)

oTY
SLS+
oTY
oTY
QTY
SLS+
QTY
oTY
QTY
SLS+
QTY
oTY
QTY
sLs
QTY
SLs
SLS+
QTY
oTY
QTY
oTY
QTY
oTY

2331-000
2330-000
2332-000
2330-000
2331-000
2330-000
2332-000
2330-000
2331-000
2330-000
2332-000
2330-000
2333-000
2330-000
2334-000
2331-000
2330-000
2332-000
2330-000
2331-000
2332-000
2330-000
2331-000

CA-DEXC

CA-GEXC

CA-HEXC

DV-DEXC

TAXPRT . PRT

CA-IUSS

CA-IUSS

CA-IUSS

DV-IUSS
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SIT!
IDs

'ES: ALL
: ALL

29 TABLES ON FILE
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Manual
6.
8Choice 16. Work on
JobR Please select application PrOduCt_
Categories
1. Add new categories
I__ 2. Look at a product category
3. Change a product category
4. Delete a product category
5. Print categories - Complete/Summary
The screen shown above is the JobR Product Category Maintenance menu. This screen
is the starting point of all activity related to defining the products of your business
relative to your business sites, the taxes that apply, and the means of reporting
activity of these products.
6.
lExplanation of JobR Product Category Maintenance Options
1. Add new categories - Use this option to define each product category needed.
Relate these to your business sites, determine use tracking, and specify the
means of reporting product activity.
2. Look at a product category - Use this option to look up a product category.
3. Change a product category - Use this option to change the definition or
conditions of an existing product category.
4, Delete a product category - Use this option to erase an existing category that
no longer is needed.
5. Print categories - Complete or Summary - Use this option to produce a listing
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1. Category I

2. Site ID
5. Track Use
Systems Managemen
QTY MTD
STATE
EXCISE
MFET
IUSTT
PPDSAL
TIRE
STNSLS
6. STNADJ
2 MOMFT
MOINSP
the MOSLS
LOCAL
EIF

Menu

To

option, type

the left of the option description.

To return to the JobR Systems Management menu,

SLS MTD

ADD CATEGORIES

INCLUDE ON 3. Tax Summary?
4. Sales Summary?

QTY YTD SLS YTD Non Taxable MTD
oty

Sales

Non Taxable YTD
oty
Sales

Then press [ENTER].

Respond appropriately to the Password prompt.

3The JobR Product Category Entry/Editing Screen

The screen shown above is the JobR Product Category Entry/Editing screen.
your cursor will be on field #1. Category.

arrive at this screen,

1 #1. Category

of some or
all of the
valid product
categories.

Responses to
JobR Product
Category
Maintenance

select an
the number to

press [ESC] or the Left Arrow key.

When you
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This field holds the name of each Product Category you define. The
name may be up to ten (10) alphanumeric characters in length. You should
create these names to be as descriptive as possible.

2 #2. Site ID

With the cursor on this field, the list of defined SITES is displayed on the bottom
of the screen. Each has a two character code which you enter. These are the JobR SITES
and Codes defined under #11. JobR Sites/Distributor Licenses, reached by choosing #22.
Define Disk Locations, System Defaults of the JobR System Operator Functions.

3 #3. Tax Summary?

Part of the INCLUDE ON section of the Product Category Entry/ Editing screen. This
is a Yes/No query to determine whether or not this Product Category is to be reported on
the Tax Summary reports.

4 #4. Sales Summary?

Part of the INCLUDE ON section of the Product Category Entry/ Editing screen. This
is a Yes/No query to determine whether or not this Product Category is to be reported on
the Sales Summary reports.

5 #5. Track Use

A Yes/No query to determine whether or not USE of this Product Category is to be
recorded. A "Yes" on this query will require that a Fuel Use Code be entered on sales
documents related to this Product Category. This also controls reporting of the Product
activity on the Illinois Department of Revenue form IL SD-1.

6 TAXES

The middle portion of the JobR Product Category Entry/Editing screen is a table that
displays MTD and YTD activity of this Product Category relative to the JobR Tax
Classifications that have been defined. These classifications are the ones defined under
choice #12. JobR Tax Classifications, reached from choice #22. Define Disk Locations,
Systems Defaults of the JobR System Operator Functions.

4Procedure for 1. Add new categories

REMEMBER: If you do not understand what this function does, do NOT
use it! Contact your System Operator or System Support person first!
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Preparation:

A)

Write down the Names for the new Product Categories to be added. Be sure the

names do not exceed the ten character limit.

B)

Consult Systems Management Functions and determine the Tax SITE codes that

will be used for these new Product Categories.

C)

Decide whether each new Product is to be reported on either or both of the Tax

Summary reports and the Sales Summary reports.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .

3. From the Systems Management Functions menu, select #16. Work on JobR Product
Categories. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, You come to the JobR Product Category Maintenance menu. Select #1. Add new
categories. Press [ENTER].

5. You come to the JobR Product Category Entry/Editing screen. Your cursor will
be on the #1. CATEGORY field. At any field of the following process you may
press [ESC] to initiate an exit from where you are. Follow the bottom-screen
prompts and make appropriate choices.

NOTE: the Arrow Keys are active to move among fields on this screen.

6. Enter the CATEGORY Name. To start a new Product Category, you MUST make an
entry in this field. This field is up to ten alphanumeric characters. When
finished, ©press [ENTER].

7. In field #2, enter a two character SITE ID for this Category. The choices of
valid Site IDs are displayed at the bottom of the screen. The default on
[ENTER] is the first one in the list.

8. At field #3, respond to the TAX SUMMARY ? query to determine whether or not
you wish this Product Category reported on Tax Summary reports. The default
value on [ENTER] is Y (es).

9. At field #4, respond to the SALES SUMMARY ? query to determine whether or
not you wish this Product category reported on Sales Summary reports. The
default on [ENTER] is Y (es).

10. At field #5, respond to the TRACK USE query to determine whether you wish

Fuel Use Codes to be required on all transactions related to this Product
Copyright 10/2000
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Category. The default on [ENTER] is N (o).

11. You come to the prompt:
# to CHANGE field, [RETURN] to save, [ESC] to abort

[ Type the number of any field needing revision or additional information.
Enter the correct information for that field and press [ENTER] to record the
new entry.

The cursor will go to the next field on the screen. Press [ESC] to return to
the # to CHANGE field ... prompt.

° Press [ENTER] alone to SAVE the Product Category in its current form. After
the SAVE, the cursor returns to the CATEGORY field to begin a new Product
Category.

° Press [ESC] to abort this new Product Category. Respond to the prompt:
Do you want to ABORT the adding of this record?
Respond N (o) to keep the record and return to the # to CHANGE ... prompt.

Respond Y (es) to complete the erasing of all information in this Category.
Your cursor will return to the #1. CATEGORY field to begin a new Product

Category.

12. When all finished entering new Product Categories, press [ESC] from the #1.
CATEGORY field. You will return to the JobR Product Category Maintenance
menu.

13. Press [ESC] again to return to the Systems Management Functions Password
prompt.

Respond with a password (if using) or with [ENTER] alone to enter the Systems
Management Functions menu.

OR, ©press [ESC] again to return to the JobR/Order Entry Main Options menu.

5Procedure for 2. Look at a product category
Preparation:

A) Decide which Product Category you wish to inspect. Know at least one of a)
the first character(s) of the Category Name, Db) at least the first character of the Site
ID Code.

Procedure:
1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].
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2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .
3. From the Systems Management Functions menu, select #16. Work on JobR Product

Categories. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, You come to the JobR Product Category Maintenance menu. Select #2. Look at a
product category. Press [ENTER].

5. The cursor arrives at the CATEGORY field of the JobR Product Category
Entry/Editing screen.

The active Search Key fields (marked by *) are:
1. Category
2. Site ID

NOTE: the Arrow Keys are active to move among fields on this screen.

EITHER:
Enter the first character(s) of a Product Category NAME you wish to see.
Press [ENTER].

OR:
Press [ENTER] alone for the #1. CATEGORY field to go to the #2. SITE ID
field. Select and enter one of the valid SITE Codes displayed at the
bottom of the screen. Press [ENTER].
6. In all cases, the computer will look for the best match to an existing

Product Category.
° If NO close match can be found, vyou will see the message:
Category/site is not on file. CR TO CONTINUE
Press [ENTER] to resume at the Search Key field where you started to search.

° If a match IS FOUND, the Product Category information will display on the
screen, and present the Right Category? prompt.

Respond N to REJECT this match and seek another, until all possible matches
have been tried (as described above).

Respond Y to accept the displayed Product Category.
7. When you accept a Product Category to view, you see the prompt:
[ESC] to quit, [RETURN] for another category.
° Press [ESC] to return directly to the JobR Product Category Maintenance menu.

° Alternatively, press [ENTER] to erase the screen, return the cursor to the
#1. CATEGORY field to begin another Product Category search.
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8. When all finished viewing Product Categories, continued pressing
of the [ESC] key will bring you to the JobR/Order Entry Main
Options menu.

6Procedure for 3. Change a product category
REMEMBER: If you do not understand what this function does, do NOT
use it! Contact your System Operator or System Support person first!
Preparation:

A) Decide which Product Category(ies) you wish to change. Identify the necessary
changes by consulting a Product Categories Listing. Use #5. Print categories -
Complete/Summary of this same menu.

B) Know at least one of a) the first letter(s) of the Product Category Names, or
b) the SITE Code.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .
3. From the Systems Management Functions menu, select #16. Work on JobR Product

Categories. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, You come to the JobR Product Category Maintenance menu. Select #3. Change a
product category. Press [ENTER].

5. The cursor arrives at the #1. CATEGORY field of the JobR Product Category
Entry/Editing screen. The active Search Key fields (marked by *) are:
1. Category
2. Site ID

NOTE: the Arrow Keys are active to move among fields on this screen.

ETTHER:
Type (part of) a Category Name. Press [ENTER].

OR:
Press [ENTER] alone for the #1. CATEGORY field to go to the #2. SITE ID
field. Select and enter one of the valid SITE ID Codes displayed at the
bottom of the screen. Press [ENTER].
6. In all cases, the computer will look for the best match to an existing

Product Category.
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° If NO close match can be found, vyou will see the message:

Category/Site ID is not on file. CR TO CONTINUE

Press [ENTER] to resume at the Search Key field where you started to search
again.

° If a match IS FOUND, the Category information will display on the screen,
and present the Right Category? prompt.

Respond N to REJECT this match and seek another, until all possible matches
have been tried (as described above).

Respond Y to accept the displayed Product Category.
7. When you accept a Product Category to change, you see the prompt:
# to CHANGE field, [RETURN] to save, [ESC] to abort

° Type the number of any field needing revision or additional information.
Enter the correct information for that field and press [ENTER] to record the
new entry. The cursor will go to the next field on the screen. Press [ESC]

to return to the # to CHANGE field ... prompt.

° Press [ENTER] alone to SAVE the Product Category in its current form. After
the SAVE, the cursor returns to the #1l. CATEGORY field to begin a new Product
Category.

° Press [ESC] to abort this Product Category change. Your cursor will return to

the #1. CATEGORY field to begin changing another Product Category.

8. When all finished changing Product Categories, press [ESC] from the #1.
CATEGORY field. You will return to the JobR Product Category Maintenance
menu.

9. Press [ESC] to return to the Systems Management Functions Password prompt.

Respond with a password (if using) or with [ENTER] alone to enter the Systems
Management Functions menu.

OR, ©press [ESC] again to return to the JobR/Order Entry Main Options menu.

TProcedure for 4. Delete a product category

REMEMBER: If you do not understand what this function does, do NOT
use it! Contact your System Operator or System Support person first!

Preparation:

A) Decide which Product Category(ies) you wish to delete. Identify the Tables by
consulting a Product Category Listing. Use #5. Print categories - Complete/Summary of
this same menu.
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Know at least one of a) the first character(s) of the Category Name(s), or b)

the SITE ID Code.

Ver.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .

3. From the Systems Management Functions menu, select #16. Work on JobR Product
Categories. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, You come to the JobR Product Category Maintenance menu. Select #4. Delete a
product category. Press [ENTER].

5. The cursor arrives at the #1. CATEGORY field of the JobR Product Category
Entry/Editing screen. The active Search Key fields (marked by *) are:

1. Category
2. Site ID
NOTE: the Arrow Keys are active to move among fields on this screen.
ETTHER:
Type (part of) a Category Name. Press [ENTER].
OR:
Press [ENTER] alone at the #1. CATEGORY field to go to the #2. SITE ID
field. Select and enter one of the valid SITE ID Codes displayed at the
bottom of the screen. Press [ENTER].

6. In all cases, the computer will look for the best match to an existing
Product Category.

° If NO close match can be found, vyou will see the message:

Category/site ID is not on file. CR TO CONTINUE
Press [ENTER] to resume at the Search Key field where you started to search
again.

(] If a match IS FOUND, the Category information will display on the screen.

7. When you accept a Product Category to delete, you see the prompt:

Are you sure you want to delete this category?

° The default here is N(o). Press [ENTER] alone to accept the default. The
chosen Product Category WILL NOT be deleted. You return to the CATEGORY field
to start another search.
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° Type Y(es) to DELETE the chosen Product Category. You get the message:

Category is marked for deletion. CR TO CONTINUE

Press [ENTER] to erase the screen and send the cursor to the CATEGORY field to
start another Product Category search.

8. When all finished deleting Product Categories, press [ESC] from the
#1. CATEGORY field. You will return to the JobR Product Category Maintenance
menu.

9. Press [ESC] to return to the Systems Management Functions Password prompt.

Respond with a password (if using) or with [ENTER] alone to enter the Systems
Management Functions menu.

OR, press [ESC] again to return to the JobR/Order Entry Main Options menu.

8Procedure for 5. Print categories - Complete/Summary

Preparation:
A) Decide which Product Categories you wish to include in the Product Category
print. You may include ALL, or a range determined alphabetically by a START and an END

Category Name.

B) Decide which SITES you wish to include in the Category print. You may include
ALL, or a range determined alphabetically by a START and an END Site ID.

C) Decide whether you wish to have a COMPLETE print of the selected Categories
(all fields of each category) or just a one line SUMMARY of each category.

D) Decide whether or not you wish to print the report immediately and, if so,
what printer you will use for this purpose.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .
3. From the Systems Management Functions menu, select #16. Work on JobR Product

Categories. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, You come to the JobR Product Category Maintenance menu. Select #5. Print
categories - Complete/Summary. Press [ENTER].

5. Respond to the Printer Selection screen. Press [ENTER].
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Respond to the ANY CHANGE ? prompt on the range selection screen. Change any
of the selection attributes as appropriate.

You will see PRINTING OCCURRING ... message.

You will have the usual opportunity to view the report on your workstation
screen and/or to save the report for later printing.

You are returned to the JobR Product Category Maintenance menu.
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1 Sample of JobR Product Categories Complete Listing

RUN DATE: 23-APR-00

JOBR PRODUCT CATEGORY COMPLETE LISTING

CATEGORIES: ALL

SITES: ALL 2:07 PM

CATEGORY ---- SITE ---- ON TAX SUM ON SLS SUM TRACK USE
CLASS QTY MTD SLS MTD QTY YTD

ANTIFREEZE CA CATLIN Y Y N
STATE 0 0.00 0
MFT 0 0.00 0
PPDSAL 0 0.00 0

ANTIFREEZE DV DANVILLE Y Y N
STATE 0 0.00 0
MET 0 0.00 0
PPDSAL 0 0.00 0

BARRELS CA CATLIN Y Y N
STATE 0 0.00 0
MFT 0 0.00 0
PPDSAL 0 0.00 0

BARRELS DV DANVILLE Y Y N
STATE 0 0.00 0
MFT 0 0.00 0
PPDSAL 0 0.00 0

REPORT NAME:

(Your Company Name)

SLS YTD

=3

.00

=3

.00

o
5}
Sy

=3

.00

=3
=)
=3

CLASS

0
EXCISE
IUSTT
TIRE

0
EXCISE
IUSTT
TIRE

0
EXCISE
IUSTT
TIRE

0
EXCISE
IUSTT
TIRE

PRDPRT . PRT

SALES
QTY MTD
0.00

0

0

0
0.00

0

0

0
0.00

0

0

0
0.00

0

0

0

NON TAX YTD ----

QTY
SLS MTD

SALES

QTY YT

D

cooo cooo cooo

cooo

SLS YTD

=3

.00

S
o
S}

o

.00

o
=
S
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TAXES CA CATLIN
STATE
MFT
PPDSAL

CATEGORIES:ALL
SITES: ALL

27 ITEMS ON FILE

cocoz

0.00
0.00
0.00

cooz

0.00
0.00
0.00

EXCISE
IUSTT
TIRE

0.

00

0.00
0.00
0.00

0.00
0.00
0.00
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2 Sample of JobR Product Categories Short Listing

REPORT NAME: PRDPRT.PRT

RUN DATE: 23-APR-00 (Your Company Name) PAGE 1
JOBR PRODUCT CATEGORY SHORT LISTING

CATEGORIES: ALL
SITES: ALL 2:22 PM

CATEGORY —---- SITE ---- ON TAX SUM ON SLS SUM TRACK USE

ANTIFREEZE CA CATLIN Y Y N
ANTIFREEZE DV DANVILLE Y Y N
BARRELS CA CATLIN Y Y N
BARRELS DV DANVILLE Y Y N
CREDITCARD CA CATLIN N N N
CREDITCARD DV DANVILLE N N N
DIESEL CA CATLIN Y Y Y
DIESEL DV DANVILLE Y Y Y
DIESEL LS CA CATLIN Y Y N
DIESEL LS DV DANVILLE Y Y N
DISCOUNTS CA CATLIN N N N
DISCOUNTS DV DANVILLE N N N
DISTILLATE CA CATLIN Y Y Y
DISTILLATE DV DANVILLE Y Y Y
FARM BATRY DV DANVILLE Y Y N
FARM FILTR DV DANVILLE Y Y N
GASOHOL CA CATLIN Y Y N
GASOHOL DV DANVILLE Y Y N
GASOLINE CA CATLIN Y Y N
GASOLINE DV DANVILLE Y Y N
GREASE CA CATLIN Y Y N
GREASE DV DANVILLE Y Y N
OIL CA CATLIN Y Y N
OIL DV DANVILLE Y Y N
TANK RENT CA CATLIN Y Y N
TANK RENT DV DANVILLE Y Y N
TAXES CA CATLIN N N N

CATEGORIES:ALL
SITES: ALL

27 ITEMS ON FILE
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Systems Management

6.
9Choice 17. Work on
JobR Customer
Classes

Please select application
1. Add new customer classifications
| I 2. Look at a customer classification
3. Change a customer classification
4. Delete a customer classification

5. Print classes - Complete/Summary

The screen shown above is the JobR Customer Class Maintenance menu, the hub of
Customer Classification management in the JobR system.

lExplanation of JobR Customer Class Maintenance Options

1. Add new Customer Classifications - Use this option to define each Customer
Classification needed. Relate these to your business sites, to tax classes,
as well as to taxes that apply to this Customer Class.

2. Look at a Customer Classification - Use this option to look up a Customer
Classification.
3. Change a Customer Classification - Use this option to change the definition or

conditions of an existing Customer Classification.

4, Delete a Customer Classification - Use this option to erase an existing
Customer Classification that no longer is needed.

5. Print Classifications - Complete or Summary - Use this option to produce a
listing of some or all of the valid Customer Classifications.
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10.
11.
12.
13.
14.
15.

ADD CUSTOMER CLASS

Site I_ 5. Jobber?
Class Code 6. Govt?
Product Cat 7. Reseller?
Description aual
TAXES TO BE CALCULATED
16.
17. Responses to
18. JobR Customer
19.
20.
21.
22.
23.
Prompt Payment Discount 25. Qty Purchase Limit

24.

Classification Maintenance Menu

To select an option,

press [ENTER].

Ver.

type the number to the left of the option description. Then

To return to the JobR Systems Management menu, press [ESC] or the Left Arrow key.
Respond appropriately to the Password prompt.

3The JobR Customer Classification Entry/Editing Screen

.0M
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The screen shown above is the JobR Customer Class Entry/Editing screen.
When you arrive at this screen, your cursor will be on field #1l. Site.

1 #1. Site

With the cursor on this field, the list of defined SITE Codes is displayed in the
lower left corner of the screen. Each has a two character code which you enter. These
are the JobR SITES and Codes defined under #11. JobR Sites/Distributor Licenses, reached
by choosing #22. Define Disk Locations, System Defaults of the JobR System Operator
Functions.

This field may be used to search on partial entries.

2 #2. Class Code

The Customer Class Code is a two character code to help identify the Customer
Classification relative to their fuel uses and the taxes that apply. Choose two character
combinations that help you remember the meaning of the Customer Classification
represented.

Customer Classifications are defined by SITE. If you serve the same type of
customer (say, Farmer) from different business SITES, then you must define separate
Customer Classifications for Farmer, one for EACH SITE, even though they otherwise
appear to be identical.

This field may be used to search on partial entries.

3 #3. Product Cat

The Product Category designation is drawn from the list of Product Categories
generated by choice #16. Work on JobR Product Categories found under #19. Go to Systems
Management Functions of the JobR Main Options menu.

This field may be used to search on partial entries.

The asterisk (*) is used as a special "wildcard" Product Category that defines the
taxes to be calculated on all categories EXCEPT the ones specifically listed for that
customer class. In other words, this defines the taxes on all other categories.

WARNING -- JobR Users

Every Customer Class MUST HAVE a * category included in it. This is an
absolute MUST.
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4 #4. Description

An up to twenty alphanumeric character field in which you may be much
more descriptive of the Customer Classification being defined.

This field may be used to search on partial entries.

5 #5. JOBBER?

A Yes/No query that determines whether or not this Customer Class contains customers
who are Jobbers.

The implication here is that if you have a group of customers that all would make a
Customer Class EXCEPT that part are Jobbers and part are NOT, then you MUST define TWO
Customer Classes for this group, one for the Jobbers and one for the others.

JobR Users TAKE NOTE:

The Yes/No queries of fields #5 - #7 of this screen determine whether or not the
customer class is included on the tax summaries that are produced as the Tax Recap
Reports. See Chapter Five of this manual for details of these reports and how to produce

them.

JOBBER, GOVT, and RESELLER totals all are reported on the State of Illinois
Retailers Occupation Tax form.

6 #6. Govt?

A Yes/No query that determines whether or not this Customer Class contains customers
who are Government customers.

The implication here is that if you have a group of customers that all would make a
Customer Class EXCEPT that part are Government customers and part are NOT, then you MUST
define TWO Customer Classes for this group, one for the Government customers and one for
the others.

7 #7. Reseller?

A Yes/No query that determines whether or not this Customer Class contains customers
who are Resellers.

The implication here is that if you have a group of customers that all would make a
Customer Class EXCEPT that part are Resellers and part are NOT, then you MUST define TWO
Customer Classes for this group, one for the Resellers and one for the others.
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6.
8 #8. - #23. Taxes To Be Calculated

The bottom section of the JobR Customer Class Entry/Editing screen contains entry
fields #8. through #23. These sixteen fields are the place to declare any taxes that must
be computed for the members of this Customer Classification. Classification. Each such
tax MUST BE represented by a Tax Table created using #15. Work on JobR Tax Tables. A tax
is declared in these fields by entering it's four-character code.

The taxes to be calculated MUST BE ENTERED in calculation order. For example:

Illinois sales tax is calculated on the total sales PLUS federal excise tax
and underground storage tank tax. Consequently, the "Taxes to Be Calculated"
entries for DIESEL products should be:

8. DEXC Excise Tax-Diesel

9. DMFT Motor Fuel Tax-Diesel
10. IUST Underground Storage Tax
11. DILL Sales Tax-Diesel

9 #24. Prompt Payment Discount

A four digit discount to be applied on Prompt Payments by the members of this
Customer Classification. This is a CENTS PER GALLON discount. The entry assumes two
decimal digits.

Prompt payment discounts are calculated and are transferred to the A/R module.
Eligible discounts are displayed in Cash Receipts Entry & Editing.

10 Prompt Payment Base

This field tells what the Prompt Payment Discount applies to. With your cursor on
this field, you are prompted with the choices:

1-Qty means Discounts are calculated on the QUANTITY of goods sold.

For JobR users this would usually be Gallons. In this case, the Prompt
Payment Discount entered in #24 above is NOT A RATE, but rather is the Cents
per Unit of discount on the product.

2-Sls means Discounts are calculated on the Dollar value of SALES, in
which case the "Prompt Payment Discount" is treated as a true percent.

3-Sls+Taxes means Taxes are to be applied BEFORE this Prompt Payment Discount
may be calculated. Those other prior-applied taxes are listed in fields #8 - #23 of this
screen.

6.

11 #25. Qty Purchase Limit

A numeric field in which you enter any quantity purchase restrictions that apply to
the members of this Customer Class. Basically, an entry of X (a number) in this field
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means "Nobody in this group may buy more than X of this stuff."

As an example, 1in Illinois, certain Bulk Users of fuels can receive
from the State Dept. of Revenue a special tax free designation. But, they
likely will be restricted to a maximum purchase level per month to retain

that tax free status. This field helps establish the purchase limit for such customers.
Unfortunately, the IDOR grants these tax free exemptions rather haphazardly, so seldom
will you have two customers with the same Quantity Purchase Limit. This simply means you
must establish several, one-customer, Customer Classes in such cases. This is not a

problem for JobR; there is no practical limit on the number of Customer Classes you may
define.

12 Limit Applies To

This field defines what the Quantity Purchase Limit applies to. When the cursor
reaches this field you are shown the choices:

1-ALL deliveries 2-Direct Delivery Only

13 Class History Summary

In Customer Class Lookup mode, once you have selected a Customer Classification
record, vyou come to the bottom-screen prompt:

[ESC] to quit, [RETURN] for another table, [NEXT SCREEN] for page 2

Various workstation keyboards will have either a [NEXT SCREEN] key or a [Page Down]
key. Pressing this key clears the bottom portion of the Customer Classification
Entry/Editing screen and replaces it with a table headed CLASS HISTORY SUMMARY. This
table gives the history of DATES, QUANTITIES, $ SALES, and TAX AMOUNTs for transactions
involving the members of the chosen Customer Classification.

14 Month To Date Taxes

Also in Customer Class Lookup mode, once you are looking at Page 2 - CLASS HISTORY
SUMMARY of a Customer Class record you see the bottom-screen prompt:

[ESC] to quit, [RETURN] for another table, [NEXT SCREEN] for page 3

Various workstation keyboards will have either a [NEXT SCREEN] key or a [Page Down]
key. From Page 2, pressing this key clears the bottom portion of the Customer Class
Entry/Editing screen and replaces it with a table headed MONTH TO DATE TAXES. This table
gives the Month to Date totals of the JobR defined Tax Classifications accrued by members
of this Customer Classification.

4Procedure for 1. Add new Customer Classifications

REMEMBER: If you do not understand what this function does, do NOT
Ver. 8.0M
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use it! Contact your System Operator or System Support person first!

Preparation:

A) Consult Systems Management Functions and decide on the Tax SITE codes to be
used for the new Customer Classifications.

B) Also from Systems Management Functions, decide on the Product Categories that
will be involved with members of the new Customer Classifications.

C) Decide on the two character Customer Classification Codes to be used for each
Customer Classification to be created.

D) Write down the Description to be used for each Customer Classification being
created. Be sure that the descriptions do not exceed twenty characters.

E) Write down the Customer Class taxes by category (gasoline, gasohol, diesel,
etc.). Remember to include an "*" category for all products not on your list.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .

3. From the Systems Management Functions menu, select #17. Work on JobR Customer

Classes. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4. You come to the JobR Customer Class Maintenance menu. Select #1. Add new
Customer Classifications. Press [ENTER].

5. You come to the JobR Customer Class Entry/Editing screen. Your cursor will be
on the #1. SITE field. At any field of the following process you may press
[ESC] to initiate an exit from where you are. Follow the bottom-screen
prompts and make appropriate choices.

NOTE: the Arrow Keys are active to move among fields on this screen.

6. At field #1, enter the SITE Code. The bottom of your screen will show the
legal Site Codes you may use. The default value for [ENTER] is the first Site
Code in the 1list.

Type the two character SITE CODE for this new Customer Class. Press [ENTER].

7. At field #2, enter the two character Customer Class Code you are assigning to
this Customer Class. Press [ENTER].

8. At field #3, enter the ten character Product Category Code that applies to
this Site/Customer Class combination. Press [ENTER].
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At field #4, enter the full Description of the Customer Class to be created.
Press [ENTER].

Respond to the 5. Jobber? query. Respond Y(es) if members of this Customer
Class are also Jobbers. Respond N(o) if none of the members of this Customer
Class may be Jobbers.

Respond to the 6. Govt? query. Respond Y (es) if members of this Customer
Class are also Government customers. Respond N(o) if none of the members of
this Customer Class may be

Respond to the 7. Reseller? Jquery. Respond Y (es) if members of this
Customer Class are also Resellers. Respond N(o) if none of the members of
this Customer Class may be resellers.

For each of fields #8 - #23, enter a four character Tax Code for a tax that
applies to this Customer Class. Partial entries are accepted here. Press
[ENTER] .

° If you enter an INVALID Tax Code, vyou will see the message:

Tax Table not found in Tax Table index. CR TO CONTINUE
Press [ENTER] to enter another Tax Code in the field.

° If you enter a VALID Tax Code, vyou will be shown the first match from
the Tax Tables and will see the prompt:

Right tax table?

Respond N (o) to REJECT the Tax Table and look for another match until
all matches have been tried (as described above).

Respond Y (es) to ACCEPT the Tax Code. The Code and its Description will
be entered in the field and the cursor will advance to the next field.

At field #24, enter the Prompt Payment Discount for members of the Customer
Class. Enter up to four digits, allowing for two decimal digits. Default on
[ENTER] alone is zero.

If you make a non-zero entry in Field #24, your cursor next lands on the
Prompt Payment Base field. A prompt near the bottom gives you these choices:

1-Qty 2-S1s 3-Sls+Taxes

Type the number of your choice and press [ENTER].

At field #25, enter any Quantity Purchase Limit that will apply to the
members of this Customer Class. This field is subject to the assumptions set
up in Systems Management defaults for the number of decimal digits to assume
for Quantities.

If you make a non-zero entry in Field #25, your cursor next lands on the Limit



109
Systems Management Functions - Options 1 Through 21
Applies To field. A prompt near the bottom gives you these choices:

1-ALL deliveries 2-Direct Delivery Only

Type the number of your choice and press [ENTER].

18. When all finished, press [ESC] from any field. You will come to the bottom-
screen prompt:

# to CHANGE field, [RETURN] to save, [ESC] to abort

[ Type the number of any field needing revision or additional information.
Enter the correct information for that field and press [ENTER] to record
the new entry. The cursor will go to the next field on the screen.
Press [ESC] to return to the # to CHANGE field ... prompt at the
bottom of the screen.

° Press [ENTER] alone to SAVE the Customer Class in its current form.
After the SAVE, the cursor returns to the #l. SITE field to begin a new
Customer Class.

° Press [ESC] to abort this new Customer Class. Respond to the prompt:
Do you want to ABORT the adding of this record?

Respond N(o) to keep the record and return to the # to CHANGE
prompt.

Respond Y (es) to complete the erasing of all information in this
Customer Class. Your cursor will return to the #1. SITE field to begin
a new Customer Class.

19. When all finished entering new Customer Classes, press [ESC] from the #1.
SITE field. You will return to the JobR Customer Class Maintenance menu.

20. Press [ESC] to return to the Systems Management Functions Password prompt.
Respond with a password (if using) or with [ENTER] alone to enter the Systems
Management Functions menu.

OR, ©press [ESC] again to return to the JobR/Order Entry Main Options menu.

5Procedure for 2. Look at a Customer Classification
Preparation:

A) Decide which Customer Classification(s) you wish to inspect. Know at least
one of a) the SITE Code, Db) at least the first character of the Customer Class Code, c)
the first character(s) of the Product Category, or d) the first character(s) of the
Customer Class description.
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Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to
Systems Management Functions. Press [ENTER].

Respond to the Password prompt either with a password or by pressing just
[ENTER] .

From the Systems Management Functions menu, select #17. Work on JobR Customer
Classes. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

You come to the JobR Customer Class Maintenance menu. Select #2. Look at a
Customer Classification. Press [ENTER].

The cursor arrives at the #1. SITE field of the JobR Customer Classification
Entry/Editing screen. The active Search Key fields (marked by *) are:

1. Site
2. Class Code
3. Product Cat
4. Description
NOTE: the Arrow Keys are active to move among fields on this screen.

ETTHER:
Select and enter one of the valid SITE Codes displayed at the bottom of
the screen. Press [ENTER].

CAUTION: 1If you enter a SITE code, vyou MUST also make an entry in at
least one other Search Key field.

OR:
Press [ENTER] alone from the #1. Site field to go to the #2. Class Code
field. Enter at least one character of a valid Customer Class Code.
Press [ENTER].

OR:
Press [ENTER] alone for BOTH the #1. Site field and the #2. Class Code
field to go to the #3. PRODUCT CATegory field. Enter at least one (or
the first few) character(s) of a valid Product Category. Press [ENTER].

OR:
Press [ENTER] alone for ALL OF the #1. Site field, the #2. CLASS CODE
field, and the #3. Product Category field to go to the #4. Description
field. Enter the first character(s) of a valid Customer Class
Description. Press [ENTER].

In all cases, the computer will look for the best match to an existing
Customer Class.

° If NO close match can be found, vyou will see the message:
Site/Class ID is not on file. CR TO CONTINUE

Press [ENTER] to resume at the key search field where you started to
search.
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° If a match IS FOUND, the Customer Class information will
display it on the screen, and present the Right Cus
Class? prompt.

Respond N to REJECT this match and seek another, wuntil all possible
matches have been tried (as described above) .

Respond Y to accept the displayed Customer Class.

When you accept a Customer Class to view, you see the prompt:

[ESC] to quit, [RETURN] for another table. [NEXT SCREEN] for page 2

° Press [ESC] to return directly to the JobR Customer Class Maintenance
menu.

° Alternatively, press [ENTER] to erase the screen, and return the cursor

to the #1. Site field to begin another Customer Class search.

° Alternatively, press the [NEXT SCREEN] key. On some keyboards this is
the [Page Down] key.

You will see the CLASS HISTORY SUMMARY for this Customer Class. You again
will have the choices of:

[ESC] to quit, [RETURN] for another table. [NEXT SCREEN] for page 3

° Press [ESC] to return directly to the JobR Customer Class Maintenance
menu.

° Alternatively, ©press [ENTER] to erase the screen, and return the

cursor to the #1. Site field to begin another Customer Class search.

° Alternatively, (a choice NOT shown on the prompt bar), you may press
[PREV SCREEN] to return to Page 1 of this Customer Class record. On
some keyboards this is the [Page Up] key.

° Alternatively, ©press the [NEXT SCREEN] key to go to page 3 of the
Customer Class information.

You will see the MONTH TO DATE TAXES table for this Customer Class. You will
have the choices of:

[ESC] to quit, [RETURN] for another table. [PREV SCREEN] for page 2

On some keyboards the later will be the [Page Up] key. A choice not shown is
[NEXT SCREEN] to cycle back to Page 1 of this series.

When all finished viewing Customer Classes, continued pressing of the [ESC]
key will bring you to the JobR/Order Entry Main Options menu.

6Procedure for 3. Change a Customer Classification
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REMEMBER: If you do not understand what this function does, do NOT
use it! Contact your System Operator or System Support person first!

Preparation:

A) Decide which Customer Classification(s) you wish to change. Identify the
necessary changes by consulting a Customer Classification Listing. Use #5. Print Classes
- Complete/Summary of this same menu.

B) Know at least one of a) the SITE Code, b) the first character(s) of the
Class Code, c) the first character(s) of a Product Category, or as a last resort, d)
the first character(s) of the Customer Class description.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .

3. From the Systems Management Functions menu, select #17. Work on JobR Customer

Classes. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4, You come to the JobR Customer Class Maintenance menu. Select #3. Change a
Customer Classification. Press [ENTER].

5. The cursor arrives at the #1. Site field of the JobR Customer Class
Entry/Editing screen. The active Search Key fields (marked by *) are:
1. Site
2. Class Code
3. Product Cat
4. Description
NOTE: the Arrow Keys are active to move among fields on this screen.
EITHER:

Select and enter one of the valid SITE Codes displayed at the bottom of
the screen. Press [ENTER].

CAUTION: 1If you enter a SITE code, vyou MUST also make an entry in at
least one other Search Key field.

OR:
Press [ENTER] alone from the #1. Site field to go to the #2. Class Code
field. Enter at least one character of a valid Customer Class Code.
Press [ENTER].

OR:

Press [ENTER] alone for BOTH the #1. Site field and the #2. Class Code
field to go to the #3. Product Category field. Enter at least one (or
the first few) character(s) of a valid Product Category. Press [ENTER].
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OR:
Press [ENTER] alone for ALL OF the #1. Site field, the #2. Class Code
field, and the #3. Product Category field to go to the #4. Description
field. Enter the first character(s) of a valid Customer Class
Description. Press [ENTER].

6. In all cases, the computer will look for the best match to an existing
Customer Class.

° If NO close match can be found, vyou will see the message:
Site/Class ID is not on file. CR TO CONTINUE

Press [ENTER] to resume at the key search field where you started to
search.

° If a match IS FOUND, the Customer Class information will display it on
the screen, and present the Right Cus Class? prompt.

Respond N to REJECT this match and seek another, wuntil all possible
matches have been tried (as described above) .

Respond Y to accept the displayed Customer Class.
7. When you accept a Customer Class to change, vyou see the prompt:
# to CHANGE field, [RETURN] to save, [ESC] to abort

° Type the number of any field needing revision or additional information.
Enter the correct information for that field and press [ENTER] to record
the new entry. The cursor will go to the next field on the screen.
Press [ESC] to return to the # to CHANGE field ... prompt.

° Press [ENTER] alone to SAVE the Customer Class in its current form.
After the SAVE, the cursor returns to the #l. Site field to begin a new
Customer Class search.

° Press [ESC] to abort this Customer Class change and leave the record as
it was when you started. Your cursor will return to the #1. Site field
to begin changing another Customer Class.

8. When all finished changing Customer Classes, press [ESC] from the #1. SITE
field. You will return to the JobR Customer Class Maintenance menu.

9. Press [ESC] to return to the Systems Management Functions Password prompt.
Respond with a password (if using) or with [ENTER] alone to enter the Systems
Management Functions menu.

OR, ©press [ESC] again to return to the JobR/Order Entry Main Options menu.

T7Procedure for 4. Delete a Customer Classification
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REMEMBER: If you do not understand what this function does, do NOT
use it! Contact your System Operator or System Support person first!

Preparation:

A) Decide which Customer Classification(s) you wish to delete. 1Identify the
records by consulting a Customer Classification Listing. Use #5. Print Classes -
Complete/Summary of this same menu.

B) Know at least one of a) the SITE Code, b) the first character(s) of the
Class Code, c) the first character(s) of a Product Category, or as a last resort, d)
the first character(s) of the Customer Classification description.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .

3. From the Systems Management Functions menu, select #17. Work on JobR Customer

Classes. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4. You come to the JobR Customer Class Maintenance menu. Select #4. Delete a
Customer Classification. Press [ENTER].

5. The cursor arrives at the #1l. Site field of the JobR Customer Classification

Entry/Editing screen. The active Search Key fields (marked by *) are:

1. Site

2. Class Code

3. Product Cat

4. Description
NOTE: the Arrow Keys are active to move among fields on this screen.
EITHER:

Select and enter one of the valid SITE Codes displayed at the bottom of
the screen. Press [ENTER].

CAUTION: 1If you enter a SITE code, vyou MUST also make an entry in at
least one other Search Key field.

OR:
Press [ENTER] alone from the #1. Site field to go to the #2. Class Code
field. Enter at least one character of a valid Customer Class Code.
Press [ENTER].

OR:

Press [ENTER] alone for BOTH the #1. Site field and the #2. Class Code
field to go to the #3. Product Category field. Enter at least one (or
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the first few) character(s) of a valid Product Category. Press [ENTER].

OR:
Press [ENTER] alone for ALL OF the #1. Site field, the #2. Class Code
field, and the #3. Product Category field to go to the #4. Description
field. Enter the first character(s) of a valid Customer Class
Description. Press [ENTER].
6. In all cases, the computer will look for the best match to an existing

Customer Class.
° If NO close match can be found, vyou will see the message:
Site/Class ID is not on file. CR TO CONTINUE

Press [ENTER] to resume at the key search field where you started to
search.

° If a match IS FOUND, the Customer Class information will display it on
the screen, and present the Right Cus Class? prompt.

Respond N to REJECT this match and seek another, until all possible
matches have been tried (as described above).

Respond Y to accept the displayed Customer Class.
7. When you accept a Customer Class to delete, vyou see the prompt:
Are you certain you want to delete this class?

The default here is N(o). Press [ENTER] alone to accept the default. The
chosen Customer Class WILL NOT be deleted. You return to the #1. Site field
to start another search.

Type Y (es) to DELETE the chosen Customer Class. You get the message:

Customer Classification is marked for deletion. CR TO CONTINUE

Press [ENTER] to erase the screen and send the cursor to the #l. Site field to
start another Customer Classification search.

8. When all finished deleting Customer Classes, press [ESC] from the #1. SITE
field. You will return to the JobR Customer Class Maintenance menu.

9. Press [ESC] to return to the Systems Management Functions Password prompt.
Respond with a password (if using) or with [ENTER] alone to enter the Systems
Management Functions menu.

OR, ©press [ESC] again to return to the JobR/Order Entry Main Options menu.

8Procedure for 5. Print Classes - Complete/Summary

Preparation:
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A) Decide which SITES you wish to include in the Customer Classification print.
You may include ALL, or a range determined alphabetically by a START and an END Site
Code.

B) Decide which Customer Classes you wish to include in the Customer
Classification print. You may include ALL, or a range determined alphabetically by a
START and an END Class ID.

C) Decide what Product Categories you wish to include in the Customer
Classification print. You may include ALL Product Categories, or you may have a report
for a single Product Category.

D) Decide whether you wish to have a COMPLETE print of the selected Customer
Classifications (all fields of each record) or just a one line SUMMARY of each record.

E) Decide whether or not you wish to print the report immediately and, if so,
what printer you will use for this purpose.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by pressing just
[ENTER] .
3. From the Systems Management Functions menu, select #17. Work on JobR Customer

Classes. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4. You come to the JobR Customer Class Maintenance menu. Select #5. Print
classes - Complete/Summary. Press [ENTER].

5. You may see the message: Sort before printing? This is a Yes/No query.
Respond with Y or N.

6. Respond to the Printer Selection screen.

7. Respond to the ANY CHANGE ? prompt on the ranges selection screen. Change
any of the selection attributes as appropriate.

8. You will see PRINTING OCCURRING ... message.

9. You will have the usual opportunity to view the report on your workstation
screen and/or to save the report for later printing.

10. You are returned to the JobR Customer Class Maintenance menu.
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1 Sample of JobR Customer Class Complete Listing

RUN DATE: 24-APR-00

JOBR CUSTOMER CLASS COMPLETE LISTING

SITES: ALL
CLASSES: ALL 12:55 PM
PRODUCT CATEGORIES: ALL

SITE CLASS CATEGORY
MONTH

CAR FA * FARMER
/ 0
/ 0
/ 0
/ 0

CA FA DIESEL FARMER
/
/ 0
/ 0
/ 0

CA FA DIESEL LS FARMER
/ 0

/ 0

cooo

cooco

IS}

—---- DESCRIPTION --- JOBR? GOVT? RESELL?
TXBLE QTY TXBLE SLS

.00
.00
.00
.00

.00
.00
.00
.00

00

.00

REPORT NAME:

(Your Company Name)

CLSPRT. PRT

TAX AMT MONTH TXBLE QTY TXBLE SLS
N N N OILL
0.00 / 0 0.00
0.00 / 0 0.00
0.00 / 0 0.00
0.00 / 0 0.00
N N N IUSS DILL
0.00 / 0 0.00
0.00 / 0 0.00
0.00 / 0 0.00
0.00 / 0 0.00
N N N IUSs DILL
0.00 / 0 0.00
0.00 / 0 0.00

TAXES THAT APPLY TO THIS CLASS/CATEGORY

TAX AMT

00
00
00
00

cooo

00
00
00
00

cooo

o

.00
.00

=3

MONTH TXBLE QTY TXBLE SLS

/ 0 0.00
/ 0 0.00
/ 0 0.00
/ 0 0.00
/ 0 0.00
/ 0 0.00
/ 0 0.00
/ 0 0.00
/ 0 0.00
/ 0 0.00

PAGE 1

TAX AMT

00
00
00
00

cooo

00
00
00
00

cooco

o

00

ININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININ

DV RN GASOLINE

/

/ 0
/ 0
/ 0

0
0
0
0

RESELLER-NON HWY
.00
.00
.00
.00

N N Y

0.00 / 0
0.00 / 0
0.00 / 0
0.00 / 0

0.
0.
0.

GEXC GMFT GPPD IUSS

00
00
00

0.00
0.00
0.00
0.00

/ 0 0.00
/ 0 0.00
/ 0 0.00
/ 0 0.00

00
00
00
00

cooco

SITES: ALL

CLASSES: ALL

PRODUCT CATEGORIES: ALL

94 CLASSES ON FILE

AN ASTERISK (*)

CATEGORY DESCRIBES THE TAXES ON ALL UNLISTED

CATEGORIES.
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2 Sample of JobR Customer Class Short Listing
REPORT NAME: CLSPRT.PRT
RUN DATE: 24-APR-00 (Your Company Name)

JOBR CUSTOMER CLASS SHORT LISTING

SITES: ALL
CLASSES: ALL 1:05 PM
PRODUCT CATEGORIES: ALL

PAGE 1

SITE CLASS CATEGORY —---- DESCRIPTION --- JOBR? GOVT? RESELL? --------- TAXES THAT APPLY TO THIS CLASS/CATEGORY ----------
CA FA * FARMER N N N OILL

[0 FA DIESEL FARMER N N N IUSS DILL

CA FA DIESEL LS FARMER N N N IUSS DILL

CA FA  GASOHOL FARMER N N N HEXC HMFT IUSS HILL

[0 FA GASOLINE FARMER N N N GEXC GMFT IUSS GILL

[0 FS * FILLING STATION N N Y

CA FS DIESEL FILLING STATION N N Y DEXC DMFT DPPD IUSS

ININININININININININININININININININININININININININININININININININININININININININININININ/NN

ININININININININININININININININININININININININ

CA RN DIESEL LS RESELLER-NON HWY N N Y DPPD IUSS

[0 RN GASOHOL RESELLER-NON HWY N N Y HEXC HMFT HPPD IUSS
CA RN GASOLINE RESELLER-NON HWY N N Y GEXC GMFT GPPD IUSS
DV FA * FARMER N N N OILL

DV FA DIESEL FARMER N N N IUSS DILL

INININININININININININININININININININININININININININININININININININININININININININININ/NNN

ININININININININININININININININININININININININ

DV RN DIESEL LS RESELLER-NON HWY N N Y DPPD IUSS

DV RN GASOHOL RESELLER-NON HWY N N Y HEXC HMFT HPPD IUSS
DV RN GASOLINE RESELLER-NON HWY N N Y GEXC GMFT GPPD IUSS
SITES: ALL

CLASSES: ALL
PRODUCT CATEGORIES:

ALL

94 CLASSES ON FILE

AN ASTERISK (*) CATEGORY DESCRIBES THE TAXES ON ALL UNLISTED CATEGORIES.
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Clear MTD and/or YTD information in product category file

10Choice 18.
Clear MTD/YTD
Fields in
JobR Product
Categories

Clear Month To Date Fields? I

Clear Year To Date Fields?

Sales and quantities (Tax and Non Taxable) will be cleared.

[RETURN] defaults to Y)es.

This option clears the Month To Date and/or the Year To Date accumulators in the
Product Category records. These fields are used to calculate data for MANY reports
produced by the JobR system.

CAUTION: Be SURE that you have run final copies of all Month-end and/or Year-end
reports before you run this option.

REMEMBER: If you do not understand what this function does, do NOT use
it! Contact your System Operator or System Support person first!

6.
1 Procedure for 18. Clear MTD/YTD Fields in JobR Product Categories
Preparation:
A) Make sure that all needed reports for the Month or Year have been run BEFORE

you begin this option.
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. Manual
B) Decide
whether you are clearing Month
To Date, Year To Date, or
BOTH levels of accumulators.
Clear Month To Date Fields? I
Tax amounts by tax class will be cleared. Procedure:
L From There are no Year To Date Fields to clear. the ‘jOkﬁ{(OINjer
The earliest month of the 12 months of sales and Entry Main
tax information is dropped off when tickets are Optjijns menu,
posted to a new month. select #19. Go
to Systems
Management
Functions.
[RETURN] defaults to Y)es. Press [ENTER].
2. Respond to the Password prompt either with a password or by just pressing
[ENTER] .
3. From the Systems Management Functions menu, select #18. Clear MTD/YTD Fields

in JobR Product Categories. Respond to the ANY CHANGE ? prompt.
4. Respond Y or N to the prompt:
Clear Month To Date Fields?
NOTE: The default here is Y(es). Press [ENTER].
5. Respond Y or N to the prompt:

Clear Year To Date Fields-?

NOTE: The default here is N(o). Press [ENTER].
6. Respond to the ANY CHANGE ? prompt.
7. You will see PROCESSING OCCURRING
8. You will return to the Systems Management Functions Password prompt.
9. Respond with a password (if using) or with [ENTER] alone to enter the Systems

Management Functions menu.

OR, ©press [ESC] again to return to the JobR/Order Entry Main Options menu.

11Choice 19. Clear MTD/YTD Fields in JobR Customer Classes
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This option clears the Month To Date accumulators in the Customer Class records.
These fields are used to calculate data for MANY reports produced by the JobR system.

Special NOTE: Even though the menu choice for this option suggests that YTD
fields also are involved, there are no YTD fields in the Customer Class file. So, this
option ONLY clears MTD fields.

CAUTION: Be SURE that you have run final copies of all Month-end reports before
you run this option.

REMEMBER: If you do not understand what this function does, do NOT use it! Contact
your System Operator or System Support person first!

6.
1 Procedure for 19. Clear MTD/YTD Fields in JobR Customer Classes
Preparation:
A) Make sure that all needed reports for the Month have been run BEFORE you begin

this option.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the Password prompt either with a password or by just pressing
[ENTER] .
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From the Systems Management Functions menu, select #19. Clear MTD/YTD Fields
in JobR Customer Classes. Respond to the ANY CHANGE ? prompt.

Respond Y or N to the prompt:
Clear Month To Date Fields?
NOTE: The default here is Y(es). Press [ENTER].

There is NO query about clearing YTD fields at this spot because the Customer
Class file contains no such fields.

Respond to the ANY CHANGE ? prompt.

You will see PROCESSING OCCURRING

You will return to the Systems Management Functions Password prompt.

Respond with a password (if using) or with [ENTER] alone to enter the Systems
Management Functions menu.

OR, press [ESC] again to return to the JobR/Order Entry Main Options menu.



DTN Costs/Pricing

Systems Management Fun

6.
12Choice 20. Work on
DTN Cost File

Please select application
1. Add new DTN cost/pricing record
I__ 2. Look at a DTN cost/pricing record
3. Change a DTN cost/pricing record
4. Delete a DTN cost/pricing record

5. Print DTN cost/pricing records

The JobR DTN Costs/Pricing Maintenance menu is the hub from which you support the
DTN Cost/Pricing records file. Each DIN record contains information that comes from other
parts of JobR/Order Entry together with information that comes from the DTN System. From
JobR comes information about the Sellers and associated products, together with a pricing
table which may be constructed based upon DTN Price Quotes. Each Pricing Level you define
may be based either

There are two switches in Systems Operator Functions that activate/de-activate the
DTN Costs/Pricing facility. From JobR/Order Entry Main Options menu, choose #19. Go to
Systems Management Functions. Press [ENTER] alone to go to the System Operator Functions,
and choose #22. Define Disk Locations, System Defaults. Now, take choice #18. JobR RMFT-
5-US/DTN Information. The bottom portion of the screen lists the following information:

JobR DTN Interface Information

7. Update your costs from DTN export file? Y
DTN export filename DSKO:EXPORT.PRN[216,216]
8. Calculate selling prices from DTN cost? N

These are Yes/No switches to control the DIN behavior. Option #7 controls the
download depositing of new cost quotes into the DTN Costs/Pricing file. Option #8 turns
ON/OFF the ability to use these costs as an automatic basis for calculating YOUR selling
prices based either on a multiplier or an add-on increment. When choice #7 is set to Yes
while choice #8 is set to No, the DTN Costs/Pricing file works for consulting on current
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but you

automate

pricing

this cost

To select an option,

DTN Costs/Pricing

1 Seller ID [ |

2 Item No
3 Purchase Acct

4 Quote Based Pricing
DTN Mult DTN Plus

PR1

PR2

PR3

PR4

PR5

10

ADD DTN RECORDS

———————————————— DTN -——-—=————————————————
6 Product costs,
7 Brand Flag
cannot
8 Term Name your
9 Term ID based upon
Term City data.
11 Term State
12 Cus Class
——————————— DTN Quotes —--——————"—""="—""———-————————

Explanation of DTN Costs/Pricing File Options

Add new DTN cost/pricing record - Use this option to add new DTN Cost/Pricing
records. DTN records are filed under Seller ID and Item Number, and may be
retrieved using either or both of these fields.

Change/Look at DTN cost/pricing record - Use these options to change or look
up a DTN Pricing record of a Seller/Product combination.

Delete DTN Cost/Pricing records - Use this option to remove DTN-based

Seller/Product records

that no longer are needed.

Print DTN Cost/Pricing records - Complete/Summary - Use this option to produce
a listing of all or selected DTN-based Seller/Product pricing records for a
date range, either with complete detail, or abbreviated with Quote #1 only.

Responses to the DTN Costs/Pricing Maintenance Menu

keys equivalent to [ENTER].

Arrow key.

Ver.

type the number to the left of that option. Press any of the

To return to the JobR/Order Entry Systems Management menu, press [ESC] or the Left

3

.0M
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The DTN Costs/Pricing Maintenance screen provides the template for the information
contained in each Seller Cost/Pricing record. Each Shipper may have multiple Cost/Pricing
records for a variety of products and terminals. For a single Seller, all DTN
Costs/Pricing records are filed under the Seller ID/Name as found in the JobR
Supplier/Salesman File described in detail earlier in this chapter.

Some fields on this screen may have default values set in other parts of the JobR
system. Some of the fields will retain an entry as the default after you make a first
entry. In both cases, you may erase the default to make a fresh entry by doing a [CTRL]
+ [¥] when the cursor is on the field.

1 #1. Seller ID

Creating a new DTN Costs/Pricing record begins with selecting the Seller. When you
arrive at the DTN Costs/Pricing Maintenance screen, the cursor is on the #l. Seller ID

field. It really is a pair of fields. One, of three characters, is for the Seller ID.
The other, of fifteen characters, 1s for the Seller Name. The Left and Right Arrow keys
move you between these two fields. The Up Arrow and Down Arrow keys move you between the

Seller ID and Item No fields.

Both the Seller ID and Item No fields permit partial entries to search for Pricing
records. When a trial match is found, you are responding either to a Right Seller?
prompt or a Right item? prompt. Once you confirm a correct Seller/Item combination,
any other available information is entered on the screen.

2 #2. Item No

A twenty character alphanumeric field for the Inventory Item Number of a DTN
Costs/Pricing record. This field is one of the ones that may be used to search for DIN
records. When a DTN record is retrieved onto the screen, the complete description of the
Inventory item is written on the line just under this field.
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This field supports partial search key entries for look-ups.

3 #3. Purchase Acct

Enter here a General Ledger account number to which the value of goods purchased
through this DTN Costs/Pricing record is to be posted. Probably, this will be an Asset
account, something like "Inventory." When the cursor is on this field, a bottom screen
prompt advises:

Enter G/L Account # or press [TAB] to enter description.

You may call a G/L account by whichever data you most easily remember -- the account
number or the description. The Account Description field supports partial entries for
doing look-ups.

4 #4. Quote Based Pricing

For this option to function, vyou must have a setting of Yes for option
#8. Calculate selling prices from DTN cost?, found under #19. Go to Systems Management
Functions, then #22. Define Disk Locations, System Defaults, finally choice #18. JobR
RMFT-5-US/DTN Information.

The option is a table of five DTN Quote-based Pricing levels for the product
attached to this record. These are YOUR selling prices to others of YOUR customers. Each
Pricing Level contains two fields, each of six numeric characters. For each Pricing
Level you make an entry in only ONE of these fields. One field is for a DTN Multiplier.
If, for a particular customer, product, and Pricing Level, this is the pricing scheme
chosen to use in a sale, then a selected DTN Quote on the product price from this Seller
is multiplied by the number entered here.

The second field of each DTN Quote Based Pricing level is for a DTN Plus add-on
increment. This value is an ADD-ON to the quote price per unit of product quantity.

All entries on these Table lines are made under the usual assumptions for decimal
digits (i.e., you do not enter the decimal point, but include enough digits for the
decimal places assumed). The DTN Mult fields assume three decimal digits to the entry.

If you want a multiplier of 1.5, vyou must type "1500". When the cursor moves to the DTN
Plus field, a bottom screen prompt advises on the number of decimal digits to allow for.
See Chapter One of this manual for details of entering quantities, costs, and prices.

Here is an example of a Pricing Table and how it is interpreted. For each numbered
line, the explanation is inserted immediately below:

4. Quote Based Pricing

DTN Mult DTN Plus

PR1 1.150
(Multiply a DTN Price Quote by 1.150 (a 15% increase))
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PR2 0.035
(Add 0.035 (3.5 cents) to the DTN Price Quote)

PR3 1.000
(Multiply a DTN Price Quote by 1.000 (no increase or
decrease))
PR4 0.750

(Add 0.75 (75 cents) to the DTN Price Quote.)

PR5 0.950
(Discount the DTN Price Quote by 2% (i.e., a 0.950
multiplier))
6.
5 #5. Refiner

A thirty (30) character alphanumeric field for the REFINER NAME of the product of
the DTN Costs/Pricing record. This entry MUST be copied EXACTLY as it appears in the DTN
database. When a Seller is confirmed at field #1. Seller ID of this screen, the
associated name is transferred to field #5 as a default entry.

6 #6. Product

A Twenty (20) character alphanumeric field for the name of the product involved in
this Pricing record. This entry MUST be copied EXACTLY as it appears in the DTN database.

. 7 #7. Brand Flag
A one character indicator that may have the following values:
B - Branded fuel
U - Unbranded fuel
No other values are permitted in this field.
6.

8 #8. Term Name, #9. Term ID, #10. Term City, #1l1. Term State

These fields contain the necessary information about the Terminal source of the
product available at the associated DTM Quote(s).

9 #12. Cus Class
Copyright 10/2000



128

JobR Special Instructions Manual

Enter here a two character Customer Class code that applies to this Pricing record.

10 #13. DTN Quotes

A table of the last sixteen (16) price quotes available from DTNergy for the product
from this Seller. Because the DTNergy computer sometimes is not functioning, this table
of recent quotes must be editable so that quotes lost for a day may be added to the table
once they become known. Also, not all suppliers are on the DTNergy quote system. For
such suppliers, the editing features will help you manually to create and maintain
"supplier cost" records.

Each line of the table is a pair of fields, one for the date of a quote, the other
for the cost amount of the quote (for the associated product). The cost quotes assume
three decimal digits.

When you choose field #13, a message at the bottom of the screen prompts you with:

[CTRL]-[T] to insert a quote. [CTRL]-[R] to remove quote.
This operation is relative to whatever line of the table your cursor occupies. For
an insert, the former contents of the target line become the next line and you enter new

data in its place.

Once the cursor is at field #13, you may move to the other lines of the table by
using the arrow keys.

6.
4 Procedure for 1. Add new DTN cost/pricing record
Preparation:
A) Have a list of the Seller IDs or Item Numbers for which you will be entering

new DTN Costs/Pricing records.

B) Know the G/L account(s) to which purchases of the involved products are
recorded.

C) Have any Refiner/Terminal information needed to create a new record.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems

Management Functions. Press [ENTER].

2. Respond to the password prompt.

3. From the Systems Management Functions menu, select #20. Work on DTN Cost
File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4. You come to the JobR DTN Costs/Pricing Maintenance menu. Select #1. Add new
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10.

DTN costs/pricing record. Press [ENTER].

You come to the DTN Costs/Pricing Maintenance screen. The cursor is on the
Seller ID fields. The Left Arrow and Right Arrow keys move you between the
Seller ID and Seller Name fields. The Up Arrow and Down Arrow keys move the
cursor between the Item No and the Seller ID fields.

Enter part or all of a Seller ID or an Item No. Press [ENTER].

Each field retains the last entry made. To erase this to start a new
search/entry, press [CTRL] + [Y].

If searching by Seller, a matching record from the Seller file will be shown.
Respond to the Right Seller? prompt until you find the record you seek.

When no more record matches are possible, you get the message:
Seller ID not in Seller File. [ENTER]

Press [ENTER] and type a new version of Seller ID or Item No to achieve a
match.

If searching by Inventory Item, a matching record from the Inventory file
will be shown. Respond to the Right item? prompt until you find the record
you seek.

When no more item matches are possible, you get the message:
Item not in Inventory File. CR TO RECOVER

Press [ENTER] and type a new version of Seller ID or Item No to achieve a
match.

When a seller/product combination has been selected, the cursor moves to
field #3. Purchase Acct. A bottom screen message advises:

Enter G/L Account # or press [TAB] to enter description.

EITHER
Enter a G/L Account number in ####-### form. Press [ENTER].

OR
Press [TAB]. An Account Description field appears at the bottom of the
screen. Enter part or all of a G/L Account description. Press [ENTER].
Respond to the Right G/L Account? prompt until you find the proper
account.

The cursor goes to field #5. Refiner. A default entry has been entered here
when field #1. Seller ID was completed. A bottom screen CAUTION says:

Enter the refiner name EXACTLY as it is in the DTN database.

° To accept the default, press [ENTER] alone.
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° To enter a new Refiner Name, first do [CTRL] + [Y] to erase the
default, then type the new Refiner Name. Press [ENTER] when finished.

11. The cursor goes to field #6. Product. A bottom screen CAUTION says:
Enter the product name EXACTLY as it is in the DTN database.
Type a product name. Press [ENTER] when finished.

12. In field #7. Brand Flag, enter either "B" for Branded or "U" for Unbranded,
depending upon the product. Press [ENTER].

13. For fields #8 - #11, enter the requested information about the Terminal from
which the chosen Seller/Product combination originates.

14. In field #12. Cus Class, enter an appropriate Customer Class code. Press
[ENTER] .

15. Field #13. begins the DTN Quotes table. Each quote consists of a date and a
cost. A message at the bottom of the screen tells you how many decimal digits
to allow for in the cost entry. Press [ENTER] after each entry.

16. When all fields of the DTN Costs/Pricing Maintenance screen have been filled,
you come to the prompt:

# to CHANGE field, [RETURN] to save, [ESC] to abort.
To change any entry, type the number of that field, edit the contents, and
press [ENTER] to record the new information. See Chapter One of this manual
for the details of editing keys and functions that are available with any
input field.

17. When all information for this DTN Costs/Pricing record is correct, press
[ENTER] alone to save the record. The cursor returns to the Seller ID field
to begin a new entry.

OR: Press [ESC] from this point to abort entry of this DIN Costs/Pricing
record. You will be asked to confirm this decision. The cursor returns to
the Seller ID field to begin a new entry.

18. To leave this option completely, press [ESC] from the Seller ID field. You
return to the DTN Costs/Pricing Maintenance menu. Press [ESC] more times to
return to the JobR/Order Entry Main Options menu.

6.

5 Procedure for 2. Look at a DTN cost/pricing record

Preparation:

A) Have a list of either the Seller ID or the Item No for each record you wish to

review.
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Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the password prompt.

3. From the Systems Management Functions menu, select #20. Work on DTN Cost
File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4. You come to the JobR DTN Costs/Pricing Maintenance menu. Select #2. Look at a
DTN cost/pricing record. Press [ENTER].

5. You come to the DTN Costs/Pricing Maintenance screen. The cursor will be at
the Seller ID field. The Up Arrow and Down Arrow keys move the cursor between
the Item No and the Seller ID fields.

6. Enter part or all of a Seller ID and/or an Item No. Press [ENTER].

Each field retains the last entry made. To erase this to start a new
search/entry, press [CTRL] + [Y].

7. A matching record from will be shown. Respond to the Right DTN Record?
prompt until you find the record you seek.

When no more record matches are possible, you get the message:
No more matching DTN entries. [ENTER]

Press [ENTER] and type a new version of Seller ID and/or Item No to achieve a
match.

8. When a DTN record has been selected, you get the message:
[ESC] to quit, [RETURN] to look up another category.

When you press [ENTER], the cursor goes back to the Seller ID field to accept
a new lookup entry. Repeat the instructions above.

9. To leave this option completely, press [ESC] from the Seller ID field. You
return to the DTN Costs/Pricing Maintenance menu. Press [ESC] more times to
return to the JobR/Order Entry Main Options menu.

6.
6 Procedure for 3. Change a DTN cost/pricing record
Preparation:
A) Have a list of either the Seller ID or the Item No. for each DTN record you

wish to change.

B) Have details at hand of the changes to be made to the DTN records.
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Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the password prompt.

3. From the Systems Management Functions menu, select #20. Work on DTN Cost
File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4. You come to the JobR DTN Costs/Pricing Maintenance menu. Select #3. Change a
DTN cost/pricing record. Press [ENTER].

5. You come to the DTN Costs/Pricing Maintenance screen. The cursor will be at
the Seller ID field.

Press [ENTER] alone, or the Up Arrow or Down Arrow keys, to move between the

Seller ID and Item No fields.

6. To call up a DTN record, enter either a Seller ID or an Item No. Press
[ENTER] .

The computer will respond with a possible match, showing the DTN record

information.

7. Respond to the Right DTN Record? prompt.

Enter N(o) to reject this match and ask for another. The computer will inform

you when no more matches are possible.

OR, press [ENTER] alone to accept the record shown.

8. Respond to the prompt:

# to CHANGE field, [RETURN] to save, [ESC] to abort.

° To change any entry, type the number of that field, edit the contents,
and press [ENTER] to record the new information. See Chapter One of
this manual for the details of editing keys and functions that are
available with any input field.

° When all information for this DTN record is correct, press [ENTER]
alone to save the record. The cursor returns to the Seller ID field to
begin a new CHANGE selection.

° Press [ESC] from this point to abort change to this record. You will be
asked to confirm this decision. The cursor returns to the Seller ID
field to begin a new CHANGE selection.

9. To leave this option completely, press [ESC] from the Seller ID field. You
return to the DTN Costs/Pricing Maintenance menu. Press [ESC] more times to
return to the JobR/Order Entry Main Options menu.

.0M



133

Systems Management Functions - Options 1 Through 21

6.
7 Procedure for 4. Delete a DTN cost/pricing record
Preparation:
A) Have a list of either the Seller ID or the Item No for each DTN record you

wish to delete.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems
Management Functions. Press [ENTER].

2. Respond to the password prompt.

3. From the Systems Management Functions menu, select #20. Work on DTN Cost
File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4. You come to the JobR DTN Costs/Pricing Maintenance menu. Select #4. Delete a
DTN cost/pricing record. Press [ENTER].

5. You come to the DTN Costs/Pricing Maintenance screen. The cursor will be at
the Seller ID field.

Press [ENTER] alone, or the Up Arrow or Down Arrow keys, to move between the
Seller ID and Item No fields.

6. To look up a DTN record, enter either a Seller ID or an Item No. Press
[ENTER] .
The computer will respond with a possible match, showing the DTN information.
7. Respond to the Right DTN Record? prompt.

Enter N (o) to reject this match and ask for another. The computer will inform
you when no more matches are possible.

OR, Press [ENTER] alone to accept the record shown.
8. Respond to the prompt:
Are you certain you want to delete this record?

Respond Y (es) to delete the record. The cursor returns to the Seller ID
field.

OR, press [ENTER] alone to change your mind and NOT delete the record. The
cursor returns to the Seller ID field.
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9. To leave this option completely, press [ESC] from the Seller ID field. You
return to the DTN Costs/Pricing Maintenance menu. Press [ESC] more times to
return to the JobR/Order Entry Main Options menu.

6.

8 Procedure for 5. Print DTN cost/pricing records

Preparation:

A) Decide which printer will be used for this report.

B) Decide whether you want DTN Cost records for ALL Sellers, or for a range of

Seller IDs.
C) Decide whether you want records for ALL Inventory Items, or for a range of

Item Numbers.

D) Decide whether you want records for ALL Terminals, or for a range of
Terminals.

E) Decide whether you want a listing with complete detail including all DTN
Quotes in the date range, or only a short summary with only the first DTN Quote for each
record.

F) Decide whether you want the report sorted and presented by Item Number or by
Seller.

G) Decide a Date range to contain the DTN Quotes you seek.

Procedure:

1. From the JobR/Order Entry Main Options menu, select #19. Go to Systems

Management Functions. Press [ENTER].

2. Respond to the password prompt.

3. From the Systems Management Functions menu, select #20. Work on DTN Cost
File. Press [ENTER]. Respond to the ANY CHANGE ? prompt.

4. You come to the JobR DTN Costs/Pricing Maintenance menu. Select #5. Print DTN
cost/pricing records.

5. Respond to the usual Printer Selection screen. Press [ENTER].

6. You come to a ranges selection screen. Respond to the ANY CHANGE ? prompt to
declare what Sellers, what Inventory Items, what Terminals, what Date range,
and what detail you wish on the report.

Press [ENTER] alone when selections are satisfactory.
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7. You will see:

PROCESSING OCCURRING ... PLEASE WAIT

8. You will have the usual opportunity to view the report on the workstation
screen and/or to postpone printing to a future time.

9. You return to the DTN Costs/Pricing Maintenance menu. Press [ESC] to return
to the JobR/Order Entry Main Options menu.

1 Sample of Print DTN cost/pricing records

REPORT NAME: SHPPRT.PRT

RUN DATE: 28-JUL-00 (Your Company Name) PAGE 1

DIN COST RECORDS BY Item #/Seller

ITEMS: ALL TIME: 04:42 PM
TERMINALS: ALL
DATE RANGE: ALL FORMAT: DETAIL

ITEM NUMBER F SELLER TERMINAL NAME TRMNL ID TERMINAL CITY ST DATE #1 QUOTE #1 PURCH ACCT
DTN PRODUCT NAME DTN REFINER NAME DATE QUOTE DATE QUOTE DATE QUOTE
UNL 87 B 200 DES MOINES DES MOINES IA 11/18/1999 0.535 1300-0
UNL 87 AMOCO OIL COMPANY /o 0.000 /o 0.000 /o 0.000

/o 0.000 /o 0.000 /o 0.000
/7 0.000 /7 0.000 /7 0.000
/o 0.000 /o 0.000 /o 0.000
/7 0.000 /7 0.000 /7 0.000
UNL 87 B 200 DONIPHAN DONIPHAN NE 11/18/1999 0.535 1300-0
UNL 87 AMOCO OIL COMPANY /o 0.000 /o 0.000 /o 0.000
/7 0.000 /7 0.000 /7 0.000
/7 0.000 /7 0.000 /7 0.000
/o 0.000 /o 0.000 /o 0.000
/7 0.000 /7 0.000 /7 0.000
UNL 87 B 200 LINCOLN LINCOLN NE 11/18/1999 0.533 1300-0
UNL 87 AMOCO OIL COMPANY /o 0.000 /o 0.000 /o 0.000
/7 0.000 /7 0.000 /7 0.000
/o 0.000 /o 0.000 /o 0.000
/7 0.000 /7 0.000 /7 0.000
/o 0.000 /o 0.000 /o 0.000
UNL 87 U 205 CLEAR LEKE CLEAR LAKE IA 11/18/1999 0.515 1300-0
UNL 87 ASHLAND /o 0.000 /o 0.000 /o 0.000
/7 0.000 /7 0.000 /7 0.000
/o 0.000 /o 0.000 /o 0.000
/7 0.000 /7 0.000 /7 0.000
/o 0.000 /o 0.000 /o 0.000
UNL 87 U 205 DONIPHAN DONIPHAN NE 11/18/1999 0.502 1300-0
UNL 87 ASHLAND /7 0.000 /7 0.000 /7 0.000
/o 0.000 /o 0.000 /o 0.000
.000 /7 0.000 .
INININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININ
UNL 87 U 208 DONIPHAN DONIPHAN NE 11/19/1999 0.498 1300-0
UNL 87 TOTAL /o 0.000 /o 0.000 /o 0.000
/7 0.000 /7 0.000 /7 0.000
/o 0.000 /o 0.000 /o 0.000
/7 0.000 /7 0.000 /7 0.000
/o 0.000 /o 0.000 /o 0.000
17 ENTRIES ON REPORT
REPORT FORMAT DETAIL (ALL QUOTES)
DATE RANGE:  ALL DATES
Time: 03:36 BPM PROGRAM: DTNPRT VERSION: 7.3(000)
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13Choice 21. Upload DTN prices from export file

Most of the preparation/execution involved with this option resides outside the
JobR/Order Entry software. To be able to use the DTN price quotes, vyou first must have
another piece of software called "DTNergy Database" provided by DTN Software. This
software is free. This software interfaces to a special DTN display terminal/printer that
receives the DTN price quotes.

A user of this DTN software must set up in the DTNergy database the vendors, the
products, and the terminals they want to track. They also must set up a relationship
between a DTN product and a JobR inventory item ID.

Choice #21. Upload DTN prices from export file of the JobR/Order Entry system
expects to find a file called EXPORT.PRN. There are system parameters in DTNergy software
that specify the subdirectory on your computer to which the export is to be deposited. To
prepare this file you must do the following in the DTNergy database:

Process the daily prices to update the DTNergy database.
Select the DTNergy utilities function.

Next, select Export database.
Then, select Unsorted comma delimited format.

DA w e

The export file EXPORT.PRN will be created in the proper subdirectory.

With the above steps completed, vyou should be ready to activate choice #21. Upload
DTN prices from export file. This JobR option does the following using the EXPORT.PRN

file:

6. Reads each EXPORT.PRN record and searches the JobR DTN file (prepared under
option #20. Work on DTN Cost File) for a matching supplier/product/terminal
record.

2. If a match is found, the new product cost (from EXPORT.PRN) is put in the
first slot of the #12. DTN Quotes array. Quotes in the array from earlier
downloads are pushed downward in the array.

3. If a match is NOT found, a new DTN record is created in JobR, provided that
the program can do the following:

4. The inventory ID can be found in the JobR Inventory Master file.

5. The supplier can be found in the JobR Supplier/Salesman file.

Failure to find a match in either of these cases is recorded in a JobR file
called DTNUPL.AUD.

4. At the conclusion of this procedure, the file DTNUPL.AUD is printed to reveal
any matching errors found.

You can see from the above discussion the importance of having very close agreement

among ALL the IDs, product names, supplier names, etc.
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