Appendix A - Cheat Sheets

APPENDIX A
STRIPES

CHEAT SHEETS

Condensed Directions for Frequent Tasks

Symbols Legend

WHEN YOU SEE THIS IS THE MEANING
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STRIPES Operator Instructions

The associated information/procedure is important
primarily for your SALES STAFF.

Ver. 7.0



Apper.

The associated information/procedure is important
primarily for your ACCOUNTING STAFF.
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STRIPES Operator Instructions

This page intentionally blank.
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Menu Option Choice STRIPES
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STRIPES Operator Instructions
9 3 Enter/

Edit
Service
Tickets
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3 1 Add for tax(es) that apply
Service SCREEN 2 - Service Ticket Detail:
Tickets Add Service Tasks as appropriate.
SCREEN SCREEN 3 - Billing TOTALS screen:
1 - Pay special attention to:
Custome 1. MISCellaneous charges
r/Site 2. MILEAGE Charges
Informa 3. SALES TAX and Tax Set used (top-right of
tion: screen)

4. PREPAYMENT/DEPOSIT

0O BOHAEABOD P HPHQODT O PO

Docu
ment
Type
/Dat

Cust
omer
Name
and
Bill
ing
Addr
ess

11
Site
Loca
tion
19.
Paym
ent
Term

20.
Tax
Code
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STRIPES Operator Instructions

9 3 4 Print Service Ticket Edit List
Verify details of Service Tickets just entered.

Ver. 7.0
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9 3 2 Change Service Tickets
Make necessary changes.
Also, wuse this to record future deposits & payments.
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STRIPES Operator Instructions

9 3 7 POST Prepayments to A/R Transfer File
SAVE: SVC Prepayment Journal

Ver. 7.0
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9 14 Systems
Managem
ent
Functio
ns

11

Copyright Codesmiths,

Inc.

04/98



Ver.

14
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Conf
irm
all
Cash
Rece
ipts
were
post
ed.
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STRIPES Operator Instructions
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14 9 T ransfer SVC Cash Receipts to A/R

(Continued next page)
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STRIPES Operator Instructions

Menu Option Choice ACCOUNTS RECEIVABLE

Ver. 7.0
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1 4 Enter &
Edit
Cash
Receive
d
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4

5
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SAVE

Cash
Rece
ipts
Jour
nal
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Ver.

14 Go To
A/R
System
Operato

Functio
ns
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STRIPES Operator Instructions

14



Appendix A - Cheat Sheets

4
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(Che
ck
the
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Menu
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STRIPES Operator Instructions
Choic GENERAL 3
e LEDGER

Ver. 7.0
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Gener 3 2
al

Ledge

r Trx

Entry

/Edit
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R e B S S o Wl e B N S S B s B e B T o B SR ST v

(Check
it)
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P o s t the Work File to the Permanent G/L file
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Menu Option Choice STRIPES

Ver. 7.0
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9 3 Enter/
Edit
Service
Tickets
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Ver.

w0 xQFHFHDODQHFJIBO0NOQ 3O

Find

Serv

ice

Tick

et

by

pref
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d

look

up

meth

od.

Go

to

TOTA

LS

scre

en.
Change #4
- Enter
new
payment
amount.
Change #5
- Enter
new check
number.
Change #6
- Enter
new check
date.
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3

7
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SAVE
svC
Prep
ayme
nt
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nal
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Menu Option

T~NPOtn T OQOHITNLLQOALnE O3 OR A
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Choic ACCOUNT 1
e S
RECEIVA
BLE
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Edit
Cash
Receil
ved

Ver.
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P 1 4

B QEB3O0 Q03 Y 33 R

(CHECK
VERIFY

all
items)
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1 14 Go To A/R System Operator Functions
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Journal
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1 14 4 Display A/R Open File Totals
(Check the posting)
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Menu Option Choice GENERAL LEDGER
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3 2 General
Ledger
Trx
Entry/E
diting
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(o I e o O T e B O e I B O I O I = B A o)

(Che
ck
it)
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2 5 P ost the Work File to Permanent G/L file
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Menu Option Choice ACCOUNTS RECEIVABLE
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1 4 Enter &
Edit
Cash
Receive
d
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STRIPES Operator Instructions
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Choic GENERAL 3
e LEDGER
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STRIPES Operator Instructions

R e B S S o Wl e B N S S B s B e B T o B SR ST v

(Check
it)
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P o s t the Work File to Permanent G/L file
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BILL COMPLETED SERVICE TICKETS

Before beginning to Bill completed Service Tickets you must:
A. Know the Service Ticket number(s).
B. Make corrections or additions to Service Ticket charges.

Menu Option Choice STRIPES
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STRIPES Operator Instructions
9 3 Enter/

Edit
Service
Tickets
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3

4
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Iden
tify
Serv
ice
Tick
ets
for
bill
ing.
Veri
fy
all
Serv
ice
Tick
et
deta
ils.
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STRIPES Operator Instructions
ION: Service Tickets must have a Ticket Status of
DONE before you may bill them successfully.

SCREEN 2 - Service Detail Screen:
Add/Revise Service tasks as needed.
SCREEN 3 - Billing Totals screen:
Adjust Totals/Enter new payments.

~ 0 0 Q003 HHEFE~ndd~QFH 30QF 48 0NOQ 3 M DN

Find
Serv
ice
Tick
et
by
pref
erre
d
look
up
meth
od.
SCRE
EN 1
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omer
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e
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rmat
ion
Scre
en
Make
changes as
needed.

CAUT
Ver. 7.0
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3 7 POST Prepayments to A/R Transfer File (if necessary)
SAVE: SVC Prepayment Journal
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STRIPES Operator Instructions
9 3 14 BILL COMPLETED SERVICE TICKETS
DO:

Ver. 7.0
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1. S T 2. or 3. Print Invoice Selection Edit List or
Select for H Summary
/Unsel Invo E Confirm selections for billing.

ect icin N

Svc g :

Ticket

Load Invoice forms in appropriate printer.

9 3 4 Print Invoices to Send Out
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9 3 6 Post Invoiced Service Tickets to A/R Transfer Files
SAVE: SVC Ticket Invoice Sales Journal
and SVC Ticket Invoice Cash Journal

Ver. 7.0
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9 14 Systems
Managem
ent
Functio
ns
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14
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14 9 T ransfer SVC Cash Receipts to A/R (if necessary)

(Continued next page)

Menu Option Choice ACCOUNTS RECEIVABLE
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1 3 Enter/
Edit
Sales,
Credit
Memos
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STRIPES Operator Instructions
1 4 Enter & Edit Cash Received (if necessary)

HE~QO0 Qa3 0 O0HFHINP3IHFHOUZO TN 3O Q3R AFn O™
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1 4 4 Print transaction edit list
VERIFY
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STRIPES Operator Instructions
1 4 5 Post transactions to Main A/R File and to G/L
SAVE: Cash Receipts Journal

Ver. 7.0
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1 14 Go To
A/R
System
Operato
r
Functio
ns
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14 4 Menu
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2 General 3
Ledger
Trx
Entry/E
diting
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5 P o st the Work File to Permanent G/L file
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Be sure all completed Service jobs have been billed and posted for the month being
closed. Follow the directions under BILL COMPLETED SERVICE TICKETS.

Menu Option Choice STRIPES
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STRIPES Operator Instructions

9 10 Managem Select and print all those reports for which you wish to
ent retain a monthly record of activity.
Reports

An important one is choice #3. Service Sales Tax Report.

Ver. 7.0
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9 14 4 Clear MTD Fields in Price Book
Menu Option Choice ACCOUNTS RECEIVABLE
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CAUTI
ON

Ver. 7.

Be sure
all
transac
tions
have
been
posted
from
the A/R
Sales
and
Cash
files.
There
should
be NO
*%k% in
the
FILE
INFORMA
TION
table
of the
A/R
Main
Options
menu.
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Go To
A/R
End

of

Month

Funct

ions

1
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O oYU s ®»OOQ0Q3 Y3 HMTMO T HFEFSQHFHDQ

Post to
A/R
Sales?
Yes
1/3

Enter & Edit
Sales, Credit
Memos
1/3/4

Print
Transaction
Edit List
Change/Delete
finance
charges as
desired

1/3/5

Post
Transactions
to Main A/R
File and to
G/L
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C 1 9

P2 0HHYO~0c Ond3 03I VYT O WO =S QO

Post
Budget
Payment
s?
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STRIPES Operator Instructions
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P 1 9

O QFHF 000 ST HPE~0Q383 0 THYKFERHEDSN® T3S

Compare
with
(using
same
cutoff
dates)
1/14/4
Display A/R
Open File
Totals
Reconci
le any
differe
nces.
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T 1 9
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Cutoff
date 1is
end of
month
being
closed.
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STRIPES Operator Instructions

11
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P 1 9
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STRIPES Operator Instructions

13
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P 1 9
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Select

any/all
reports
desired
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C 1 e ar Month-to-Date Sales and Costs

Continued next page

Ver. 7.0



93
Appendix A - Cheat Sheets

Menu Option Choice GENERAL LEDGER
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3 2 General
Ledger
Trx
Entry/E
diting
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2 4 file entries
3/2/2 Change work file entries
3/2/3 Delete work file entries
3/2/4 Print work file edit list

Verify AGAIN.

n 0WQ S5 oQ~NN 30O dFLLIKBULODAFNYSO DD SOKHHCTCNDRFEHdEREOLEOHERERTNSROSS 3 HF RO

3/2/

Add
work
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3 2 5 Post the work file
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3 3 Print Make sure the Trial Balance is in balance.
G/L
Trial
Balance

OPQ B YR OO ®OO0®»OHOQQB3HF OO d3O0 30D R O3 @

HE O a0 QB3 HsT O KBS O D M-
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3 7 Print Enter this month as date range.
Financi Answer the remaining questions:
al Profit Centers -- ALL
Stateme Print Supporting Schedules? Y/N
nts Show Budgets/Prior Year Comparatives? Y/N

Ver. 7.0
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Menu Option Choice STRIPES
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STRIPES Operator Instructions
9 3 8 Print Route Schedule
Select a printer.

SCREEN 1 Select the Service Tickets to schedule using the
attribute that best fits your need.

SCREEN 2 Select the Sectors, Zones, and Routes you wish to
schedule.
SCREEN 3 Select the type(s) of Service Tickets you wish to
schedule.

Ver. 7.0
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OR: 9 3
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Print
Route
10
Day
Calen
dar

le
ct

pr
in
te

SCREEN 1

Select
the
Service
Tickets

102

STRIPES Operator Instructions

to schedule using the attribute that best fits your need.

SCREEN 2
schedule.

SCREEN 3
schedule.

Select the Sectors,

Select the type (s)

Zones, and Routes you wish to

of Service Tickets you wish to

Ver. 7.



