Order Entry/Inventory
Copyright (c) Codesmiths, Inc., 2000

Please select application .47 1. Inventory Master File Maintenance
JobR/Order Entry 2. Enter/Edit Items Received
(Your Company Name) 3. Enter/Edit Orders, CR Memos
Version 8.0M(000) 4. Look up an Item Number

——————— File Information —------- 5. Scan Inventory by Descr/Line/Category

LOC FILE PST USED LEFT 6. Look up an Order

DSK04 INVMAS 37 64 7. Look up Kit Detail

DSK04 RECTRX 0 25 8. Print Back Order Reports

DSK04 ORDHDR *** 0 100 9. Print Inventory Item Labels

DSK04 ORDLIN 0 200 10. Print Inventory Price List

DSK04 OEINTL 1 24 11. Print Inventory By Description

DSK04 OESLS 0 50 12. Go to Stocking Reports Menu

DSK04 OECSH 0 50 13. Go to Management Reports Menu

DSK04 HSTHDR 14 86 14. Enter/Edit Physical Inventory Counts

DSK04 HSTLIN 20 81 15. GO TO PURCHASE ORDER SYSTEM

DSK04 KITHDR 1 19 16. Complete Order Hdr/Item History Function (:11&1})1:53]:
One DSK04 KITITM 5 45 17. Compressed Order Item History Functions

DSK04 PHYTRX *** 0 100 18. Display/Print LAST COPY of Reports

DSK04 ORDCMH 0 50 19. Go to Systems Management Functions

FUNCTION OVERVIEW/QUICK REFERENCE

1Module Overview

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

In addition, the JobR/Order Entry module may be set to interface with any or all of
the following OMNI modules:

Purchase Orders - to track items you have on order

Accounts Payable - to verify preferred vendors

Job Cost - to record production costs

JobR/LITE - to produce a diskette for submission to the Illinois Department of
Revenue

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

The most unique feature of the JobR/Order Entry module is the capability to produce
the supporting schedules for the Illinois Department of Revenue forms RMFT-5 and RMFT-5-
US. JobR/Order Entry produces these forms in both paper and electronic (diskette)
versions. Many forms also are produced for the states of Missouri, Kentucky, Iowa,
Indiana, and Tennessee.

The JobR module is a multi-user application. All file access is controlled by
system software that accompanies JobR/Order Entry so that one user does not alter or
destroy the work of other simultaneous users.

1.

1Reports Produced by the JobR System

The JobR/Order Entry module produces the following reports:
1. AUDIT FILE - Postings 27. Inventory Valuation Report
2. AUDIT FILE - Program Errors 28. Inventory Value by G/L Account
3. AUDIT FILE - Cancel History 29. Invoices
4. Back Orders by Customer 30. Invoice Alignment
5. Back Orders by Item 31. Invoice Cash Journal
6. Calculated Price Report 32. Invoice Edit List
7. Cancel Order History 33. Invoice Forms-GRID Overlay
8. Compressed Item History 34. Invoice History Problems
9. Country/Region Listing 35. Invoice Inventory Problems
10. Credit Card Slips 36. Invoice Kit Problems
11. Customer Information Scan 37. Invoice Posting Edit List
12. Customer Sales Comparative Report 38. Invoices Reprinted from History
13. Customer Special Price Changes 39. Invoice Sales Journal
14. Customer Special Price Records 40. Invoice Selection List
15. History Edit List 41. Invoice Summary
16. History Item Report 42. Item Order/Invoice Report
17. History A/R Posting Journal 43. Kit Listing
18. History Purge Report-COMPLETE 44, Labels-Single Item
19. History Summary 45. Labels-Multiple Items
20. Inventory Master File List 46. Last Immediate Invoice
21. Inventory By Description 47. MTD Clear Audit Listing
22. Inventory Quantity Summary 48. Obsolescence Report
23. Inventory Raw Cost Listing 49. Operator Listing
24 . Inventory Sales Comparative Report 50. Order Edit List
25. Inventory Sales Volume Report 51. Order Edit One Line Listing
26. Inventory Stock Status 52. Order Edit Summary
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53. Order History Tax Summary 71. Restocking Report

54. Order Required Date Summary 72. Sales by G/L Listing

55. Physical Inventory Edit List 73. Sales Edit List - OESLS

56. Physical Inventory List 74. Salesperson Commission Report
57. Physical Inventory History Report 75. Salesperson Compressed History
58. Physical Inventory Journal 76. Salesperson History

59. Picking Ticket Alignment 77. Salesperson Listing

60. Picking Tickets 78. Salesperson Order/Invoice Report
61. Preferred Vendor Listing 79. Salesperson Order Summary

62. Price Change Report 80. Salesperson Sales Comparative
63. Price List 81. JobR Illinois A Form

64. Product Sales Analysis 82. JobR Illinois B Form

65. Purchasing Advice Report 83. JobR Illinois C Form

66. Quantity Committed Report 84. JobR Illinois D Form

67. Quantities Used Report 85. JobR Illinois DA Form

68. Receivings Edit List 86. JobR Illinois DB Form

69. Receivings Journal 87. JobR Illinois DC Form

70. Reorder Report 88. JobR Illinois DD Form

89. JobR Illinois DD-1 Form 131. JobR Indiana 49081 Schedule 2E
90. JobR Illinois E Form 132. JobR Indiana 49081 Schedule 2K
91. JobR Illinois GA-1 Form 133. JobR Indiana 49081 Schedule 2X
92. JobR Illinois LA Form 134. JobR Indiana 49081 Schedule 3
93. JobR Illinois LB Form 135. JobR Indiana 49081 Schedule 4
94. JobR Illinois LC Form 136. JobR Indiana 49082 Schedule 5
95. JobR Illinois LD Form 137. JobR Indiana 49082 Schedule 6
96. JobR Illinois LE Form 138. JobR Indiana 49082 Schedule 6D
97. JobR Illinois M Form 139. JobR Indiana 49082 Schedule 61
98. JobR Illinois SA Form 140. JobR Indiana 49082 Schedule 6P
99. JobR Illinois SB Form 141. JobR Indiana 49082 Schedule 6X
100. JobR Illinois SC Form 142. JobR Indiana 49082 Schedule 7
101. JobR Illinois SD Form 143. JobR Indiana 49082 Schedule 7A
102. JobR Illinois SD-1 Form 144. JobR Indiana 49082 Schedule 7B
103. JobR Illinois SE Form 145. JobR Indiana 49082 Schedule 8
104. JobR IL Bulk User's Return 146. JobR Indiana 49082 Schedule 8K
105. JobR IL Cook Cty Schedule A 147. JobR Indiana 49082 Schedule 10
106. JobR IL Cook Cty Schedule B 148. JobR Indiana 49082 Schedule 10A
107. JobR IL PST-2 Ppd Sales Tax 149. JobR Indiana 49082 Schedule 10B
108. JobR IL RMFT-5 01/01/2000 150. JobR Indiana 49083 Schedule 1A
109. JobR IL RMFT-5-US 01/01/2000 151. JobR Indiana 49083 Schedule 2A
110. JobR IL RMFT-5 R-12/95 [OLD] 152. JobR Indiana 49083 Schedule 3A
111. JobR IL RMFT-5 R-01/96 [OLD] 153. JobR Iowa 81-015 Schedule 1
112. JobR Indiana SF-101 Schedule 1 154. JobR Iowa 81-015 Schedule 3
113. JobR Indiana SF-101 Schedule 2 155. JobR Iowa 81-015 Schedule 7
114. JobR Indiana SF-101 Schedule 2X 156. JobR Kentucky 72A080 Schedule
115. JobR Indiana SF-101 Schedule 3 157. JobR Kentucky 72A081 Schedule
116. JobR Indiana SF-101 Schedule 4 158. JobR Kentucky 72A081-P Schedule
117. JobR Indiana SF-101 Schedule 5 159. JobR Kentucky 72A153 Schedule
118. JobR Indiana SF-101 Schedule 6 160. JobR Kentucky 72A154 Schedule
119. JobR Indiana SF-101 Schedule 7 161. JobR Kentucky 72A154-P Schedule
120. JobR Indiana SF-101 Schedule 7A 162. JobR Missouri 573 Schedule 1
121. JobR Indiana SF-101 Schedule 7B 163. JobR Missouri 573 Schedule 2
122. JobR Indiana SF-101 Schedule 7C 164. JobR Missouri 573 Schedule 3
123. JobR Indiana SF-101 Schedule 8 165. JobR Missouri 573 Schedule 4
124. JobR Indiana SF-101 Schedule 8A 166. JobR Missouri 2994 Schedule 5
125. JobR Indiana SF-101 Schedule 9 167. JobR Missouri 2994 Schedule 6
126. JobR Indiana 301A Schedule 168. JobR Missouri 2994 Schedule 7
127. JobR Indiana SF-401 Schedule 1A 169. JobR Missouri 2994 Schedule 9A
128. JobR Indiana 49081 Schedule 1 170. JobR Missouri 2994 Schedule 10A
129. JobR Indiana 49081 Schedule 1A 171. JobR Missouri 2994 Schedule 11A
130. JobR Indiana 49081 Schedule 2 172. JobR Missouri 574 Schedule 1
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Order Entry/Inventory
Copyright (c) Codesmiths, Inc., 2000

Please select application .47 1. Inventory Master File Maintenance
2. Enter/Edit Items Received ual
173. JobR (Your Company Name) 3. Enter/Edit Orders, CR Memos 188. JobR
174. JobR Version 8.0M(000) 4. Look up an Item Number 189. JobR
175. JobR  ~—~"" - File Information —------- 5. Scan Inventory by Descr/Line/Category 190. JobR
LOC FILE PST USED LEFT 6. Look up an Order
176. JobR DSK04 TNVMAS 37 64 7. Look up Kit Detail 191. JobR
177. JobR DSK04 RECTRX 0 25 8. Print Back Order Reports 192. JobR
178. JobR DSKO4 ORDHDR *** 0 100 9. Print Inventory Item Labels 193. JobR
179. JobR DSK04 ORDLIN 0 200 10. Print Inventory Price List 194. JobR
DSK04 OEINTL 1 24 11. Print Inventory By Description
180. JobR DSK04 OESLS 0 50 12. Go to Stocking Reports Menu 195. JobR
181. JobR DSK04 OECSH 0 50 13. Go to Management Reports Menu 196. JobR
182. JobR DSK04 HSTHDR 14 86 14. Enter/Edit Physical Inventory Counts 197. JobR
183. JobR DSK04 HSTLIN 20 81 15. GO TO PURCHASE ORDER SYSTEM 198. JobR
DSK04 KITHDR 1 19 16. Complete Order Hdr/Item History Function
184. JobR DSK04 KITITM 5 45 17. Compressed Order Item History Functions 199. JobR
185. JobR DSK04 PHYTRX *** 0 100 18. Display/Print LAST COPY of Reports 200. JobR
186. JobR DSK04 ORDCMH 0 50 19. Go to Systems Management Functions 201. JobR

187. JobR Tennessee 140 Schedule 4

SPECIAL NOTE - JobR USERS:

Reports #81 - #111 are those involved with Illinois Department of Revenue (IDOR) tax
reporting requirements. Reports #153 - #155 are those involved with Iowa Department of
Revenue reporting requirements. Reports #156 - #161 are those involved with Kentucky
Department of Revenue reporting requirements. Reports #162 - #184 are those involved with
Missouri Department of Revenue reporting requirements. Reports #185 - #187 are those
involved with Tennessee Department of Revenue reporting requirements. The JobR system
issues paper reports, but also has a special interface to the JobR/LITE Module (included
with the purchase of a JobR system) that facilitates the transporting, formatting and
recording in electronic form (on diskette)of the IDOR forms and data for electronic
filing.

1.
2A Look at the Main Menu
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The JobR/Order Entry Main Options menu is shown above. This menu looks exactly this
way whether or not you are running the JobR augmented version of Order Entry. However,
the behind the scenes behavior of some of these options is much different for JobR users.
We have emphasized those options in the above menu. Each of these topics is the subject
of at least a chapter in this JobR Special Instructions Manual.

All other options on the JobR/Order Entry Main Options menu are exactly the same
BEHIND the scenes, whether you are a JobR/Order Entry user or only a conventional Order
Entry user. For details of the use of these options, we refer you to the O/E User's
Reference Manual.

1File Information

The FILE INFORMATION section contains the following:

DEV - the computer disk where the data file resides.

FILE - the computer data file name(s).
INVMAS - The inventory master file
RECTRX - The inventory receivings work file
ORDHDR - The customer information for an order
ORDLIN - The item information for an order
OEINTL - The operator ID's for entering orders
OESLS - The temporary sales transaction file produced when invoices are

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

HSTHDR - The history copy of ORDHDR
HSTLIN - The history copy of ORDLIN
KITHDR - The kit/assembly master file
KITITM - The line items for a kit master record
PHYTRX - The physical inventory work file
ORDCMH - The compressed line item history file

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

REC# - the number of entries currently in each file.

MAX# - the maximum number of entries that are permitted in each file. Up to a
point, files may be expanded to hold more records.

LEFT - the result of subtracting RECH# from MAX#. This is the number of new
records that may be added to the file without expanding the file's size.

20ptions Available

In the following section we discuss only those JobR/Order Entry Main Options that
JobR users will need.

1. Inventory Master File Maintenance - Maintains the inventory records

JobR Users TAKE NOTE: This option is detailed in Chapter Two of this
manual.

Use this option to:
Copyright 10/2000
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a) Add new inventory records
b) Look at an inventory record
c) Change an inventory record
(Price changes, quantity changes are password protected)
d) Delete inventory record
e) Print inventory records - COMPLETE LISTING
f) Print inventory summary - 1 LINE/ITEM

Enter/Edit Items Received - Used to enter inventory received from your
suppliers

JobR Users TAKE NOTE: This option is detailed in Chapter Three of this
manual.

Use this option to:
a) Add new receivings
b) Change existing receivings
) Delete existing receivings
) Print receivings edit list
) Post receivings to inventory
) Create backup work file
) Restore backup work file
) Assemble kits/create receivings records for pre-assembled kits

oQ H O QQ

Enter/Edit Orders, CR Memos - Maintains customer orders and credit memos

JobR Users TAKE NOTE: This option is detailed in Chapter Four of this
manual.

Use this option to:
a) Add Orders/CR Memos

b) Change Existing Orders/CR Memos

c) Delete Existing Orders/CR Memos

d) Print an Order Edit List - Detail or Summary
e) Print Order Tax Summary

f) Print Back Order Reports

qg) Fill Back Orders

h) Print Quantity Committed Report

i) Print Order Required Date Summary

J) Print Salesperson Order Summary

k) Print Inventory Picking Tickets

1) Select/Unselect Orders for Invoicing

m) Print Invoice Edit List

n) Print Invoices/CR Memos

o) Print Invoice Summary

r) Post Invoices to Inventory, History, O/E sales and cash
a) Do CUSTOMER INFORMATION SCAN

Look Up an Item Number - Allows you to review an inventory item without
leaving the O/E Main Options menu.

JobR Users: For details of this option consult Chapter Five of the Order
Entry Reference manual.

Use this option to:
Look up an item by either item number or item description
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5.

Scan Inventory by Descr/Line/Category - Allows you to see a listing of all
inventory records that match your search pattern.

JobR Users: For details of this option consult Chapter Six of the Order
Entry Reference Manual.

Use this option to:
Review inventory records by item number, description, product line,
or product category.

Look Up an Order - Allows you to review an order without leaving the
JobR/Order Entry system.

JobR Users: For details of this option consult Chapter Seven of the Order
Entry Reference Manual.

Use this option to:
Review a current order by specifying a customer name, a customer
number, or an order number.

Look up Kit Detail - Allows you to consult a Kit record

JobR Users: For details of the Kit Maintenance screens, please consult
Chapter Eight of the Order Entry Reference Manual. For complete details on
the setting up of Kits, please consult Chapter Twenty, Systems Management
Functions of the Order Entry Reference Manual.

Use this option to:
Review the details of a Kit record.
Review sales to date of any Kit.
Determine stock level of any Kit.
Determine quantity of a Kit possible to make from current inventory.
Do a test assembly of a gquantity of a Kit.

Print Back Order Reports - Allows you to print Back Orders chosen either by
customer or by inventory item number.

JobR Users: For complete details of this option, please consult Chapter
Nine of the Order Entry Reference Manual.

Use this option to:
Print back orders by customer.
Print back orders by inventory item number.

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

JobR Users: For details of this option consult Chapter Ten of the Order
Entry Reference Manual.

Use this option to:
Print Labels - 1 item at a time, multiple labels for a single item.
Print labels for a range of items, multiple labels for:
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ALL ITEMS
A Range of Product Lines
A Range of Product Categories
A Range of Item Numbers

10. Print Inventory Price List - Prints a price list from the inventory master
records.

JobR Users: For details of this option consult Chapter Eleven of the Order
Entry Reference Manual.

Use this option to:
Print a complete or partial price list from the inventory file.

11. Print Inventory By Description - Prints an inventory listing sorted by the
description of the item.

JobR Users: For details of this option consult Chapter Twelve of the Order
Entry Reference Manual.

Use this option to:
Print a complete or partial inventory listing that is alphabetically
arranged by description.

12. Go to Stocking Reports Menu - Allows you to print any of the reports that
relate to inventory stock levels.

JobR Users: For details of this option consult Chapter Thirteen of the
Order Entry Reference Manual.

Use this option to:

13. Print Inventory Stock Status Report
Compares QTY on Hand with MIN/OPT stock levels
b. Print Purchasing Advice Report
Compares Qty Committed to Qty on Hand
C. Print Quantity Committed Report
Shows all items with quantities committed
d. Print Quantities Used Report
Shows both SALES and IN HOUSE usage
e. Print Physical Inventory Lists
Presents Inventory Sorted by Location
f. Print Restocking Report
By location, with space for Boxes Needed
g. Print Reorder Report
Show AVG COST, Price 1, Calculates Months on Hand
h. Print Inventory Quantity Summary from History
Shows BEG INV/RECEIPTS/ADJUST/SALES/END INV
i. Print Physical Inventory History Report

Shows physical inventory counts only and variances

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

Use this option to:
Print Product Sales Analysis.
Compares SALES/COST to show profit margins.

Ver. 8.0M
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Print

Print

Print

Print

Inventory Valuation Report.

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

Lists inventory items sorted by preferred vendor.
Obsolescence Report.

Print items with sales year-to-date equal to zero.
Calculated Selling Prices.

Calculates selling prices from Last Cost or Price 1.

Change Selling Prices.

Changes selling prices in inventory master file and reports the
changes.

Display total value of inventory.

Print

Print

Print

Print

Print

Shows inventory value EXCLUDING negative quantity items.
Salesperson Commission Report.

Calculates Commissions from Salesperson file.
Salesperson Order/Invoice Report.

Shows Orders Pending and Invoiced by Salesperson.

O/E Sales by G/L Account.

Shows MTD/YTD Sales Dollars Subtotalled by G/L Income Account.
Item Order/Invoice Report.

Shows Orders Pending and Invoiced by Item.

Order History Tax Summary.

Summarizes taxable/non-taxable sales.

Preview/Change Customer Non-Indexed Pricing.

Print

Print

Print

Print

Print

Print

Print

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

Summarizes sales from highest $ to lowest $.

Inventory Sales Comparative Report.

Shows item sales, costs, and profits by date range.
Customer Sales Comparative Report.

Shows customer sales, costs, and profits by date range.
Salesperson Sales Comparative Report.

Shows salesparson sales, costs, and profits by date range.
Inventory Raw Cost Listing.

Shows item raw cost, sales MTD, and sales YTD.
Inventory Value by G/L Account.

Shows inventory values sub-totalled by G/L account.
Receivings History Report.

Shows inventory receivings by item number.

JobR Users TAKE NOTE: For details on the preceding options, see Chapter

Fourteen of

For details

Print
Print
Print

Print
Print
Print
Print
Print

Print

the Order Entry Reference Manual.

on the following options, see Chapter Five of THIS manual.

JobR Tax Recap Report by Customer Class/Product Category.

JobR Tax Recap Report w/ customer/item detail.

Illinois Dept. of Revenue SCHEDULE A through SCHEDULE SE forms
(including SCHEDULE M) .

Illinois RMFT-5 and RMFT-5-US reports.

Illinois Bulk User's Tax Return (RMFT-5-SFB).

Illinois PST-2 Prepaid Sales Tax Report.

Illinois Cook County Schedule A and Schedule B.

Indiana Dept. of Revenue Form SF-101, SCHEDULES 1 through 9; Form
301A; and Form SF-401.

Missouri Dept. of Revenue Form 573, SCHEDULE 1 through 4; Form
574, SCHEDULES 1 through 2K; Form 587, SCHEDULES 5F through 10J;
and Form 2994, SCHEDULE 5 through 11A.
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Print Iowa 81-015 Schedules 1, 3, and 7.

Print Kentucky Dept. of Revenue forms 72A080, 72A081, 72A081-P,
72A153, 72A154, and 72A154-P.

Print Tennessee Dept. of Revenue Form 140, Schedules 1, 2, and 4.

Print JobR Cash Receipts Tax Recap Detail - shows item taxes on paid A/R
transactions only.

Print JobR Cash Receipts Tax Summary - summarizes taxes on paid A/R
transactions only.

Print JobR Tax Recap report, with or without customer detail.

Print JobR 12 month tax summary from Tax Table file.

Print JobR Customer Class Summaries.

Print JobR Customer Quantity Purchased Summary.

Print JobR Customer Tax Recap with Item Detail.

Print JobR Product Categories.

Print Item History Sorted by Seller - a report to use to reconcile BOLs
from suppliers.

Print JobR Ship To Purchase History report.

14. Enter/Edit Physical Inventory Counts - Allows you to adjust inventory to
reflect purchases, losses due to damage/theft, etc. These adjustments
produce an audit trail of adjustments made.

JobR Users: For details of this option please consult Chapter Fifteen of
the Order Entry Reference Manual.

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

JobR Users: For details of this option consult Chapter Seventeen of the
Order Entry Reference Manual.

Use this option to:
Look at history by customer/item
Look at history by item number
Look up an archived order
Reprint invoices from history
Print Order Item History Report
Print Item History Sorted by Salesperson
Print History Edit List - COMPLETE DETAIL
Print History Summary
Print History A/R Sales Posting Journal
Print History Order Type Journal Summary
Print Invoice History Sorted by Salesperson
Print Customer Purchase History by SHIP-TO Address
Print Complete-Order POSSIBLE Purge List
Purge Complete-Order to COMPRESSED-ITEM history
Edit History headers and History items

16. Compressed Order Item History Functions - Allows you to access the smaller
history line item file

JobR Users: For details of this option consult Chapter Eighteen of the
Order Entry Reference Manual.

Use this option to:
Look a history by customer/item
Look at history by item number
Ver. 8.0M
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Print Order Item History Report
Print Invoice History sorted by Salesperson
Purge COMPRESSED-ITEM history

17. Display/Print LAST COPY of Reports - Allows you to reprint any report
previously run and stored on the computer disk.

JobR Users: For details of this option consult Chapter Nineteen of the
Order Entry Reference Manual.

Use this option to:
Reprint any report created in the O/E module. This option does not
create the report. It simply sends the LAST COPY stored on the computer
to the printer or to your terminal.

18. Go to Systems Management Functions - a password protected option that provides
access to the more technical functions needed to maintain properly the
JobR/Order Entry system.

JobR Users TAKE NOTE: This option is detailed in Chapters Six and Seven
of this manual.

Use this option to:
Work on Inventory KIT File (See Chapter Six, THIS manual)
Work on Operator Initials File
Work on Supplier/Slsman File
Work on Delivery Address File (See Chapter Six, THIS manual)
Work on Customer Pricing File (See Chapter Six, THIS manual)
Set Next Order Number, Invoice Number
Clear MTD Fields in Inventory Master File
Clear YTD Fields in Inventory Master File
Change Default Order Comments
Print O/E Sales Transfer File Edit List
Print O/E Cash Transfer File Edit List
Post O/E Sales to A/R SALES File
Post O/E Cash to A/R Cash File
Print O/E Sales by G/L Account

Work on Degree Days See Chapter Six, THIS manual

( )

Work on JobR Tax Tables (See Chapter Six, THIS manual)

Work on JobR Product Categories (See Chapter Six, THIS manual)

Work on JobR Customer Classes (See Chapter Six, THIS manual)

Clear MTD/YTD Fields in JobR Product Categories (See Chapter Six, THIS
manual)

Clear MTD/YTD Fields in JobR Customer Classes (See Chapter Six, THIS
manual)

Work on DTN Cost file (See Chapter Six, THIS manual)

Upload DTN prices from export file (See Chapter Six, THIS manual)
Define Disk Locations, System Defaults (See Chapter Seven, THIS manual)
Create O/E Data Files
Expand/Reduce Data File Sizes
Go to Programmer/Analyst Functions
Change COMPANY Name/Address
Edit Inventory CHANGE Mode Password
Edit Systems Management Password
Rebuild INVMAS MTD/YTD Fields
Create LOCKOE.CMD for LOKSER update
Work on Country/Region File
Work on Freight Table File
Copyright 10/2000
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Purge Receivings History by Date (See Chapter Seven, THIS manual)
Rebuild JobR TAXTRBL MTD Fields (See Chapter Seven, THIS manual)
Rebuild JobR PRDCAT MTD/YTD Fields (See Chapter Seven, THIS manual)
Rebuild JobR CUSCLS MTD Fields (See Chapter Seven, THIS manual)
Work on IRS Terminal Control ID File (See Chapter Seven, THIS manual)

3Start Up Procedures

After transferring the JobR programs to your system, vyou must do the following to
activate the JobR module:

.0M

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

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

Make certain that you have the following information:

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

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

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

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

qg) The PPN for JobR data files.

h) The printer names for JobR functions.

i) Any applicable sales tax rates.

J) A list of JobR Tax Classifications along with rates, descriptions and
codes to use for all JobR related fuel taxes.

k) A list of JobR Product Categories and applicable taxes, by JobR Site.

1) A list of JobR SITE codes, descriptions and Distributor license
number (s) .

m) A list of JobR Customer Classes by Site, with related Product Categories

and applicable taxes.
n) A list of YOUR JobR Supplier License numbers.
o) A list of YOUR JobR Receiver License numbers.
P) Special Customer ID to be used for recording JobR Receivings.
q) A list of the Sellers who supply you and their license numbers.
r) A list of ship via codes you will use.
s) A list of cancellation/lost sales codes

Log to the JobR data file PPN.
Bring up the JobR menu - type at the prompt: RUN OEMENU.

Select option #19. Go to Systems Management Functions.
a) Set a systems management password if you want.
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b) Press [ENTER] to bring up the system operator functions
c) Use option #22. Define Disk Locations to set all of the file
locations and system defaults. Be sure also to do special JobR Disk Locations, define
JobR Sites/Distributor licenses, enter JobR Tax Classifications, and enter Supplier and
Receiver license numbers.
d) Use option #23. Create JobR/Order Entry Data Files to create empty data
files.
e) Use option #26. Edit Inventory CHANGE Mode Password to set a password to
control access to the sensitive fields in the inventory master file.
f) Use option #29. Create LOCKOE.CMD for LOKSER update to create the command
file to update the computer multi-user LOKSER database.
qg) Use option #9. Change COMPANY Name/Address to enter information about
your company.
h) Use option #15. Work on JobR Tax Tables to create special motor fuel Tax
Tables applicable to such products.
i) Use option #16. Work on JobR Product Categories to create Site specific
product categories.
J) Use option #17. Work on JobR Customer Classes to create Site specific
customer groups related to fuel products and their uses.
k) Exit from the JobR Main Options menu to the AMOS system prompt. A "."

will be in the leftmost column of your screen.

7. Type LOCKOE to invoke the LOKSER update.
8. Reboot the system to activate the LOKSER update.
9. If you are using a master SHELL or other master applications menu, add an

option for JobR/Order Entry.

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

11. Return to the JobR Main Options Menu.

12. Select #19. Go to Systems Management Functions.

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

14. Use option #3. Work on Supplier/Slsman File to add BOTH salespeople and
Suppliers.

15. Use option #4. Work on Delivery Address File to add any Ship To addresses you

know for your customers.

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

17. Use option #6. Set Next Order Number, Invoice Number to set the numbering
sequences for orders, 1invoices, and credit memos.

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

Sure to include a special JobR Inventory Receivings Order Type that posts ONLY
to History.
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19. (If necessary) Use option #30. Work on Country/Region File to add geographic
regions if you intend to use the JobR to database system transfer option.

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

21. From the JobR Main Options menu, select #l. Inventory Master File Maintenance
to add all of your INDIVIDUAL inventory items.

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

23. In the OMNI A/R module, wuse Customer Master File Maintenance to set up the
special customer record to use for all JobR Inventory Receivings. Be sure
this customer record is in a Tax Class that charges NO TAXES.

24 . In the OMNI A/R module, make sure that each customer record has:

An account status (Field #26)

An O/E Price level (Field #22)
A Tax Set Code (Field #28)

A Payment Terms Code (Field #29)

or Bulk User).

25.

A JobR Tax license number (either Distributor, Supplier, Receiver,
(Field #20)
A JobR Customer Classification (Field #31)
A JobR Budget Billing Amount (if used) and the applicable billing
period. (Field #32)

You now are ready to enter orders and/or delivery tickets.

4Daily/Weekly Procedures

You decide the frequency of the order entry tasks.
often as you wish. In general, the procedures in order
Appendix C of this manual for quick reference sheets (we
most common tasks you must do.

lEntering Orders

From option #3. Enter/Edit Orders, CR Memos on the
#1. Add Orders/CR Memos
In a 'point of sale' environment, the
as you have completed an order.

You may enter and post orders as
entry are as follows. See
call them "Cheat Sheets") on the

JobR Main Options menu:

invoices will be printed as soon

#4. Print an Order Edit List - IN DETAIL OR #5. Print an Order Edit Summary

If necessary:

#2. Change Existing Orders/CR Memos
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#3. Delete Existing Orders/CR Memos
In a 'warehouse' environment:
#7. Fill Back Orders
#11. Print Inventory Picking Tickets
If necessary:
#2. Change Existing Orders/CR Memos
#3. Delete Existing Orders/CR Memos

2Tracking Order Activity

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

From the #3. Enter/Edit Orders, CR Memos menu, additional information can be found
in:
#4. Print an Order Edit List - IN DETAIL
By setting the order STATUS selections, you can review:

NEW orders
CHANGES orders
PRINTED orders
CANCELLED/DELETED orders
SELECTED orders for printing invoices

#5. Print an Order Edit Summary

#6. Print Back Order Reports

#13.Print Invoice Edit List

#17 .CUSTOMER INFORMATION SCAN

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

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

3The Invoicing Process

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

Our concept of the invoicing process is as follows:

1. Operators prepare orders and print invoices all day. For JobR users, this
usually takes the form of entering Delivery Tickets (the substitute of an
order). Most JobR Users also set up their invoice related System defaults so

that the actual printing of invoices is avoided. Because all of the order
entry functions can be linked to operator ID's, each operator concentrates on
his/her own 'batch' of orders (delivery tickets).

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

sales and cash files.

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

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

1 Print Invoices

As mentioned above, many JobR Users do not print actual invoices for their order
transactions. In such situations, a copy of the Delivery Ticket is the Customer's copy
of a Bill. To achieve this Invoice Printing bypass, you must have done the following:

1. Select #19. Go to Systems Management Functions from the JobR/Order Entry Main
Options menu. Respond to the Password prompt. Then press [ENTER] to go to
the System Operator Functions.

2. Select #22. Define Disk Locations, System Defaults. Respond to the ANY
CHANGE ? prompt.

3. Respond Y (es) to the prompt:

Do you want to make any CHANGES [N]

4. Select #13. JobR Special Defaults.
5. Have a Y(es) response on #6. Set NEW ticket status to PRT?
6. Have a Y(es) response on #7. Set NEW ticket POST status to SELECTED?

For those who may wish to print invoices for other purposes, we give the following
directions. From JobR Main Options choice #3. Enter/Edit Orders, CR memos menu, the
procedure for printing invoices is as follows:

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

WARNING: Printing invoices DOES NOT automatically post the invoices.
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2 Posting Invoices

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

#15. Print Invoice Summary - Verify the data
#16. Post Invoices to Inventory, History, O/E sales and cash
a) #1. Set Posting Status (Select/Unselect)
b) #2. Print Posting Edit List - Verify the data
c) #3. Post Invoices to Inventory, History, O/E sales and cash

After updating the inventory quantities and creating archive copies of each order,
the A/R billing information is transferred to two temporary files: OESLS.DAT and
OECSH.DAT.

PLEASE NOTE: Starting with Version 7.1 of this software, you have the option of
an "Express Post to A/R" operation at this stage. If you have this operation activated,
then at this stage your invoices already are in the Accounts Receivable module cash and/or
sales work file(s). To activate "Express Posting," vyou must do the following:

° From the JobR/Order Entry Main Options menu, choose #19. Go to Systems
Management Functions. Press [ENTER] alone to move to the System Operator
Functions menu.

° Choose #22. Define Disk Locations, System Defaults.

. Choose #13. JobR Special Defaults.

° Be sure that question #5. Post O/E tickets directly to A/R? is set to Y(es).
1.

3 Transferring Invoice Postings to A/R

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

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

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

As a final step in the posting process, posting to the A/R Open Items file is
completed in the OMNI Accounts Receivable module. You have another chance to correct
errors in the A/R module before you do this. Please refer to the OMNI Accounts Receivable
Reference Manual for further details.
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5Entering Receivings - Single Tax Items

The following directions are for receivings of those inventory items subject to
simple taxing structures such as a single sales tax set.

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

2. From the JobR/Order Entry Main Options menu:
Choose #2. Enter/Edit Items Received. Then choose in order:
#1. Add new receivings
#4. Print receivings edit list - verify the data entered.
If necessary:
#2. Change existing receivings
#3. Delete existing receivings
#4. Print receivings edit list - verify data AGAIN.
Optional step for additional protection from error:
#6. Create backup work file
#5. Post receivings to inventory

5Entering Receivings - Multiply Taxed, and Reported Items

The following directions apply to receivings of multiply taxed and audited inventory
items such as motor fuels.

1. Before you can enter a receivings, you must know:
The code of the special Inventory Receivings order type.
The Customer ID of the special Inventory Receivings Customer record.
The SITES involved with the receivings
The carrier BILL of LADING numbers and dates.
The Sellers name.
The items received (from a supplier Delivery Ticket).
Your matching P.O. Number (Optional).
The quantities received.

2. From the JobR/Order Entry Main Options menu, choose #3.Enter/Edit Orders, CR
Memos. Then do in order:
#1. Add Orders/CR Memos
For Trx Type (Field 1), enter the special Inventory Receivings

Code from the displayed list in the lower right corner of
your screen.

Select the correct SITE from the displayed list (second part of
Field 1).

Enter a Transaction Number (Field 2) or press [ENTER] for
automatic numbering.

Enter a Date (Field 3), or press [ENTER] for automatic today's
date.

Press Up Arrow key to get to the Customer Number field (part of
Field 4). Enter the special Inventory Receivings Customer
Number.

Enter other missing data for this Receiving transaction.
#4. Print an Order Edit List - Verify the new entries.
Ver. 8.0M
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If necessary to make changes:
#2. Change existing receivings type orders
#3. Delete existing receivings type orders
#4. Print another Order Edit List - verify the entries
AGAIN.

Optional step:

#6. Create backup work file
#16. Post Invoices to Inventory, History, O/E sales and cash
(This actually posts special JobR Inventory Receivings first to

Receivings)

S5Monthly Procedures

At the end of each month:

1. Make sure that all orders have been entered.

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

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

4. Print any Management Reports you need. From Page 1 we recommend:
#1. Print Product Sales Analysis
#8. Print Salesperson Commission Report (If you need it)
#10. Print O/E Sales by G/L Account

5. Print any Stocking Reports you need.

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

Management Functions.

Respond to the password prompt.

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

b) Select #18. Clear MTD/YTD Fields in JobR Product Categories
Clear the Month To Date fields only

c) Select #19. Clear MTD/YTD Fields in JobR Customer Classes
Clear the Month to Date fields only

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

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

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

c) Select #14.

Purge Complete-Order to COMPRESSED-ITEM history.

Enter an invoice date range for the purge. Choose a date at least one

month in the past.

The Complete-Order history is condensed for you.

8. You can begin a new month's work.
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6Fiscal Year End Procedures

At the end of the fiscal year:

1. Make sure that all orders have been entered.

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

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

4. Make sure that all other receivings have been entered and posted.

5. Print any Stocking Reports you need.

Under #12. Go to Stocking Reports Menu, we recommend:
#5. Print Physical Inventory Lists (if you need them)
#4. Print Quantities Used Report

6. If you take a physical inventory, enter any quantity changes in main option
#14. Enter/Edit Physical Inventory Counts.
a) #1.Add new counts
b) If needed:
#2. Change existing counts
#3. Delete existing counts
#4. Print physical inventory edit list
c) #6. Create backup work file - optional
d) #5. Post physical inventory counts to inventory

IMPORTANT: Save the Physical Inventory Posting Journal

7. Print any Management Reports you need. From Page 1 we recommend:
#1. Print Product Sales Analysis
#2. Print Inventory Valuation Report
#4. Print Obsolescence Report
#14. Print O/E Sales by G/L Account

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

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

b) Select #18. Clear MTD/YTD Fields in JobR Product Categories.
Clear both the Month To Date and the Year to Date fields

c) Select #19. Clear MTD Fields in JobR Customer Classes.
Clear both the Month To Date and the Year to Date fields.

9. If you want to clear the oldest Compressed Order Item History Information,
from the JobR/Order Entry Main Options Menu, select #17. Compressed Order
Item History Functions.
Select #5. Purge COMPRESSED-ITEM history
Enter your selections for date range, etc.
Keep the Deletion Report.

10. If you are running out of disk space to store the COMPLETE order history
information:
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a) From the JobR/Order Entry Main Options menu, select #16. Complete Order
Hdr/Item History Functions.
b) To print a purge edit list, select #13. Print Complete-Order POSSIBLE
Purge List (Optional)
c) Select #14. Purge Complete-Order to COMPRESSED-ITEM history.

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

7General Instructions for Entering Information

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

1The WHAT NEXT line

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

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

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

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

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

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

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

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

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

Additional options at some WHAT NEXT prompts include:
[NEXT SCREEN] to move to the next page of a multiple page display. (or
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CTRL/T)
[PREV SCREEN] to move to the previous page of a multiple page
display. (or CTRL/R)

REMEMBER: [ENTER] and [ESC] are not the same at a WHAT NEXT prompt.
[ENTER] saves your work.
[ESC] cancels your work.

2[TAB] Search Windows

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

Press [TAB] for window.

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

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

Right (item)? [N]

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

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

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

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

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

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

Line # Type the line number of an entry you wish to use on the background
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Display Price: 6 Item Number: ALL ITEM NUMBERS
Description:  ANY DESCRIPTION
Prod Line: ALL PRODUCT LINES
Prod Category: ALL CATEGORIES
JobR/Order Entry ltem # Description Last Cost Qty Avail
screen. 11 PREMIUM LEAD FREE GASOLINE 0.618 892119p 0 gg
12 UNLEADED GASOLINE 0.625 45653
[ENTER] .- The 13 REGULAR GASOLINE 0.584 11388 [?AB] Search
Window will 15 HEATER OTL 0.612 g199disappear and
the chosen 16 KEROSENE 0.600 11172record will
- 17 #2 FUEL OIL 0.589 15850 ; -
be displayed |, PREMIER DIESEL 0.639 43108 0 the fields
of the 19 GASAHOL (REG. GASOLINE) 0.810 349000ackground
screen. 20 GASOHOL 0.861 4248
A20020133 AMOCO 200 SAE 20 1/33 2.750 9951
A2002015 AMOCO 200 SAE 20 1/5 3.200 9935
220020155 AMOCO 200 SAE 20 1/55 2.600 1000 [HOME]
Return A20030241 AMOCO 200 SAE 30 24/1 2.900 1000to the
beginning of INDO22055 INDUSTRIAL #220 2.500 970the records
list showing PEN104024 PENNZOIL 10 W 40 3.900 91 the
window.
[RETURN] to continue, [ESC] to exit, [Q] to quit.
[Page Down] Move the list ahead (down) one screen's worth.
or [NEXT SCREEN]
or [CTRL] + [T]
[Page Up] Move the list back (up) one screen's worth.
or [PREV SCREEN]
or [CTRL] + [R]
[TAB] (a second time) When the [TAB] Search Window shows the beginning
of a very long list of possible choices, you may wish to eliminate some of them by
another search within this list. As you scroll the list back and forth with the [Page

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

3Inquiry/SCAN Options

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

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

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

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

4Exiting from a screen
To leave any of the data entry screens or menus, press [ESC] or the Left Arrow key

at the first information field displayed. DO NOT press [ESC] at the WHAT NEXT prompt.
This may cancel your entry.

5Field Editing

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

When a field has a 'default' entry - a usual answer, 1t will be displayed beneath
the cursor. You can edit the default entry using the arrow keys.

1 Active Edit Keys

The following key combinations can be used to edit a field entry:

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

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

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

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

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

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

6Aborting an Entry
To start a screen over and cancel your previous work, do:
[CTRL] + [E]

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

1.
8Saving Keystrokes

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

lAccount Numbers

ACCOUNT NUMBERS: ####-#4## (four digit primary number) - (profit center)
Enter the first four digits.
Press any one of the keys equivalent to [ENTER].
The program will display the dash that separates the account number.
Enter the last three digits.
Press any one of the keys equivalent to [ENTER].

Short Cuts:
If the account number is less than 1000:
Type only the number of digits needed.
The program will supply the leading zeroes.
Example:
To enter account 0900-101,
type: 900 [ENTER] 101 [ENTER]

If the profit center is all zeroes:
Type the account number
Press any of the keys equivalent to [ENTER].
Press the [ENTER] key again.
The program will supply the 000 profit center.
Example:
To enter account 1200-000,
type: 1200 [ENTER] [ENTER]
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2Dates

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

3Dollar Amounts

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

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

1.

4Partial Key Searches

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

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

1.
9Terms & Abbreviations Used in JobR/Order Entry

The JobR/Order Entry module contains the following terms and abbreviations:

1Cursor

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

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

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

1 Mouse Support

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

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

1.
3<CR>
This is the abbreviation for any one of the following keys:
[RETURN]
[NEXT]
[ENTER]
[CR]
All of these keys are equivalent.
The message <CR> TO CONTINUE means Press the [ENTER] key.
1.
4Files/Records/Fields
A "File" is a collection of individual "records" that all store the same pieces of
information in individual "fields". For example:
INVMAS is the inventory master file.
Each item number identifies an inventory record.
Each piece of information about an item number, such as product line or
quantity sold month to date is a field.
1.

5Immediate Invoices
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An immediate invoice is an invoice that prints right after an order is entered.
Immediate invoices are used in "point of sale" or "over the counter" environments. The
order 1is entered; a stocking clerk picks the items from stock; an invoice is printed;
and the transaction is finished.

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

6Batch Invoices

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

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

7Back Orders

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

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

8IDOR

The Illinois Department of Revenue, at this writing (Fall, 2000) the primary agency
in Illinois of accounting for multiply taxed and regulated products (such as motor fuels)
managed by the JobR Order Entry system.

1.
10General Instructions

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

1.

1 Menu Responses

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

use the up arrow and down arrow keys to move between the choices. When you are positioned
on the choice you want, press [ENTER].
Ver. 8.0M
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To return to a previous menu, press [ESC], [END] or [ ] (the Left Arrow key).

1.

2 Add/Change/Delete/Print

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

1 Procedure for Add new records

Preparation:

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

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

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

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

2. On the File Maintenance screen:

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

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

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

IF: a match is not found, continue to enter the new record information
as the cursor moves from field to field.

At any time, press [CTRL] + [E] to abort your new entry.

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

Preparation:

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

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

Procedure:

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

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

3. On the File Maintenance screen:

° Press [END], [ESC], or the Left Arrow key to return to the Master File
menu.
° Enter a full or partial search key. Press [ENTER].
Each match for your entry is displayed. 1In response to Right Item?
[Y]:
Press [ENTER] or type "Y" to select the record.
Press "N" to continue looking for a satisfactory record.
When all of the matches have been found, the message:
No more matches for {main search key}
is displayed. Press [ENTER] to acknowledge the message. The cursor
returns to the main search key field.

4, In response to a WHAT NEXT prompt:

Press [ENTER] to start to look up another record.

Press [ESC] to return to the Master File Menu.

On a multiple page display:
Press [NEXT SCREEN] or [Page Down] to see the next page.
Press [PREV SCREEN] or [Page Up] to see the previous page.

3 Procedure for Change a record

Preparation:

oM



31

JobR/Order Entry Function Overview/Quick Reference
A) Write down the main search key for each record that you want to edit.

B) If you are working on inventory records, make sure you know the CHANGE
password (when used) if you want to edit gquantities and prices.

Procedure:

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

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

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

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

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

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

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

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

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

5. In response to a WHAT NEXT prompt:
Type a field number to change any of the information.

Use the arrow keys to move from field to field to update the
information.

When finished editing the contents of one field, ALWAYS press [ENTER]
to record the new information.

When all of the updates are complete, press [ESC] to return to the
WHAT NEXT prompt.

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

OR: Press [ESC] to abort your changes. The cursor returns to the Main
search key field.
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On a multiple page display:
Press [NEXT SCREEN] to go to the next page.
Press [PREV SCREEN] to go to the previous page.

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

the items are not on any pending orders.

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

Procedure:

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

2. At the Enter password prompt (if used), enter the CHANGE password. If the

password is not correct, vyou will be returned to the Master File Menu.

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

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

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

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

Press "N" to continue looking for a record.

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

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

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

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

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

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

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

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

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

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

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

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

6. If you have specified any selections other than ALL, vyou return to the Report
Options screen. Enter another set of selections.

OR: Press [ESC], [END], or [ ] (the Left Arrow key) to return to the
Master File menu.

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

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

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

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

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

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

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

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

3 Selecting Report Options

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

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

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

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

4. The report processes and displays the main search keys in the upper left of
the screen.

If you have specified anything but ALL in your selections, you return to the
report selection screen. To exit, press [END], [ESC], or [ ] (the Left
Arrow key). The report will print.

OR: Enter another set of selection options.

1 Sample Inventory Item Selections
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Print Inventory Labels - Range of Items

CREATE REPORT FOR:
JobR/Order Entry Funct
1. Product Lines: ALL

STARTING:
ENDING:

2. Product Categories: ALL
STARTING:
ENDING:

3. Item Numbers: ALL
STARTING:
ENDING:

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

Any Change? I

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

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

and item numbers.

Option #4 determines the organization of the report. To group the report by product
line, select #1. To group the report by product category, select #2. To group the
report by item number, select option #3.

Sometimes choice #4 is replaced by the following:

4. Vendors: ALL
STARTING:
ENDING:

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

Other times choice #4 is replaced by the following:

4. Locations: ALL
STARTING:
ENDING:

This change gives you a way to specify the Inventory Locations to include on a
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report by
either ALL, a
Locations by
ENDING Location
single Location
same ID for

and ENDING

Remember
selections are
you select a
like "BOLTS"
specify item
to "8500", the
include only
item numbers
and 8500
If no BOLTS are
this item

(Your Company Name)
Print Order Edit List

ANY CHANGE 7 I

1.

2.

3.

Include Orders with status:

NEW-not selected
SEL-selected to print
CAN-sent/cancelled
PRT-printed/sent out

Operator IDs to include:

Ord. numbers to print

STARTING:
ENDING:

you will see nothing on the resulting report.

Z KKK

ALL

ALL

Manual
specifying
range of
STARTING and
IDs, or a

by entering the
both STARTING
values.

that all your
combined. If
product line
and then
numbers "7890"
report will
the BOLTS with
between 7890
inclusively.
inventoried in
number range,

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

2 Sample Order Selections - Type 1

An order selection screen that permits selection of orders to print based upon a
combination of the Order Status

Out), the Operator IDs involved,

Ver. 8.0M

(New,

Selected to Print,
and the Order Numbers.

Sent/Cancelled,

or Printed/Sent



(Your Company Name)
Print Back Order By Customer

JobR/Order Entry Fun« CREATE REPORT FOR:
1. Customer Numbers: ALL
. STARTING:

This ENDING: selection screen
is used in many of the reports
about orders and 2. Order Numbers: ALL invoices. To
change the STARTING: default
selections, ENDING: type the number
to the left of the item you
want to change. 3. Item Numbers: ALL

STARTING:
ENDING:

Option #1 sets the broad
categories of 4. Include Non-preassembled kit records? N orders to
include on the report. A
complete description of
the or@er status ayy cuance 2 [ sett1ng§ can be
found in Chapter 4 of this
manual. Technical information about the status settings is included in Appendix B of this

manual.

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

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

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

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

3 Sample Order Selections - Type 2

An order selection screen that permits selection of orders to print based upon a
combination of the Customer Numbers, the Order Numbers, the Item Numbers, and whether
or not you wish to include non-preassembled kit records.
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Schedule A - Gasoline Fuel Production/Receipts 8.0(008)
(Your Company Name)

CREATE REPORT FOR: vManual

1. Sites: ALL
STARTING:
ENDING:

2. Classes: ALL
STARTING:
ENDING:

3. Send detail to JobR/LITE? N

4. Update RMFT-5 Worksheet? Y

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

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

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

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

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

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

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

4 Sample JobR Selections - Motor Fuel Forms

A selection screen you will encounter when you run many of the State Motor Fuel
schedules. For these reports you must select the Sites to include, the Customer Classes
involved, sometimes the Product Categories, and perhaps one or more Yes/No queries on
what summaries to include on the report, whether to send the detail to JobR/LITE for
including on an electronic filing diskette, or (for Illinois) whether to update the
Illinois RMFT-5 Worksheet. We illustrate here with the Illinois Schedule A.
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To change the default selections, type the number to the left of the item you want
to change.

Option #1 sets the Sites to include on the report. You may include ALL, a range of
Sites, or a single Site. To include only a single Site, enter that Site ID as both the
STARTING and the ENDING value.

Option #2 sets the JobR Classes to include on the report. You may include ALL, a
range of Classes, or a single Class. To include only a single Class, enter that Class
ID as both the STARTING and the ENDING value.

Option #3 gives you a Yes/No choice on whether you wish to send the detail of the
resulting report to the JobR/LITE module for inclusion on an electronic submission
diskette. The default value of No will NOT send the detail to JobR/LITE, while a value
of Yes WILL SEND the information to JobR/LITE.

Sometimes Option #3 sets the Product Categories to be included. You have the
choices of ALL, a range of Product Categories, or a single Category. If you want to
print for a single Category, enter that Category ID as both the STARTING and ENDING
value.

Other times Option #3 sets the Inventory Item Numbers to be included. You have the
choices of ALL, a range of Item Numbers, or a single Item. If you want to print for a
single Item, enter that Item Number as both the STARTING and ENDING value.

Option #4 (if present) may give you a Yes/No choice on whether you wish to update
the RMFT-5 Worksheet with the results of this report. The default value Y(es) DOES such
an update, the value N(o) DOES NOT do an update of the RMFT-5.

Sometimes for a report, Option #4 is replaced by the following:

4. Summaries to print
Print Cus Classification detail? Y
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Schedule GAl Schedule GALl-MFT Paid on Alcohol, Propane 8.0(008)
(Your Company Name)

qual

CATEGORIES TO REPORT ON FORM:
1. PROPANE
2. ALCOHOL
3. K-1
4. 1K
5. KEROSENE
6
7
8

ANY CHANGE ? ||
Print Product Category detail?
Print Item Number summary?
Format for Spreadsheet Export?
Include DIRECT DELIVERY Fuel?

222K

Not all of these choices may be present on any one report selection. But all that
are present will be Yes/No choices, with the default values shown at the right.

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

5 Sample JobR Categories Selections - Illinois

A special JobR selection screen that permits selection of the Product Categories to
include on a report. This selection screen primarily is found as you start to produce one
of the Illinois Motor Fuel Tax schedules.
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Missouri 574 - 1 Gallons received in Missouri tax-paid 8.0(001)
(Your Company Name)

JobR/Order Entry Fun

INCLUDE: Prod Category MO License # MO Prod Code

1. GASOLINE 2791 065

2. Gasohol 2791 124

3. AV GAS 51069 125

4. JET FUEL 51069 130

5. KEROSENE 51069 142

For 6. DIESEL 51069 162 producing the

Illinois Motor 7. DIESEL LS 51069 162 Fuel Tax
reports, this g‘IHEsm;HS 51069 162 screen will
appear with 10. defaults entered
that represent 11. the categories
the State of 12. Illinois expects
to be on the iz' report.
However, for 15. special purposes
you may wish to 16. change one or
more selections. To do this, type
the number of ANY CHANGE 2 || the list element
you wish to change/enter and press [ENTER]. Enter the correction/addition you wish to

make. Then press [ENTER] to return to the ANY CHANGE ? prompt.

6 Sample JobR Categories Selections - Missouri

A special JobR selection screen that permits selection of the Product Categories to
include on a report. This selection screen primarily is found as you start to produce one
of the Missouri Motor Fuel Tax schedules. It also is used (in modified form for Iowa
Motor Fuel Tax schedules. We illustrate here with a Missouri 574 - Schedule 1 example.

For producing the Missouri Motor Fuel Tax reports, this screen will appear with
defaults entered that represent the categories the State of Missouri expects to be on the
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report. However,

Schedule LE - IUSTT Tax Paid Purchases of Special Fuel

(Your Company Name)

CREATE SCHEDULE FOR:

8.0(007)

s Manual
for special

purposes you may Invoices dated: ALL wish to change
one or more gigi&?G’ selections. To
do this, type the ) number of the
list element you ost Bateh AL wish to
. osting atcnes:
change/enter and STARTING: press [ENTER].
Enter the ENDING:
3. Invoice Numbers: ALL
STARTING:
ENDING:
4. Order Numbers: ALL
STARTING:
ENDING:

ANY CHANGE ? || _
correction/addition you wish to make at each column. To leave a column entry as it is,
simply press [ENTER] alone when the cursor reaches that column. When you press [ENTER] at

the last column of a row, vyour cursor automatically goes back to the ANY CHANGE ?
prompt at the bottom.

For an Iowa Tax schedule, the first column of the table is headed "Inventory ID",
the second column is headed "IA License #", and the last column is headed "IA Prod Type."
For Indiana, column headings are the same except that “IN” replaces “IA” in the second and
third headings. For Tennessee forms, a similar change to “IN” is made.
operation of the selection entering/changing process is the same.

Otherwise, the

1.

7 Sample JobR Invoices Selections - Illinois & Missouri

A special JobR selection screen that permits selection of the Invoices to include on
a report. This selection screen primarily is found as you start to produce one of the

Illinois or the Missouri Motor Fuel Tax schedules.
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Missouri 573 - Schedule 2 - Tax Free Purchases
(Your Company Name)

JobR/Order Entry Fu

The
of each
this screen is
may be changed
range of data
attribute by
STARTING and
boundaries.

to select a single item on some attribute,

R)everse all yes/no selections,

Selection:

and ENDING parameter.

8 Sample JobR Tax Transactions Selections - Illinois & Missouri

O

10.
11.
12.
13.

O J o Ul w N

Report TAX FREE transactions for:

Code
STATE
EXCISE
MET
IUSTT
PPDSAL
TIRE
STNSLS
STNADJ
. MOMFT
MOINSP
MOSLS
LOCAL
ETF

14.
15.
16.

Type
STATE SALES TAX
EXCISE TAX

MOTOR FUEL TAX

IL U'GRD STORAGE TAX
PREPAID SALES TAX
TIRE TAX

STATION SALES TAX
TAXES BACKED OUT
MISSOURI MOTOR FUEL
MISSOURI AGR INSPECT
MISSOURI SALES TAX
LOCAL/GAL TAXES

IL ENV> IMPACT FEE

E)nd select, # to change one setting.

TAX FREE?

Zzzzzzz<kzzz22222

default value
selection on
ALL. But each
to select a
for that
entering
ENDING

And, as usual,

simply enter the same value as both STARTING

A special JobR selection screen that permits selection of the TAX FREE or TAX PAID
on a report.
the Illinois or the Missouri Motor Fuel Tax schedules. The

Transactions to

include

start to produce one of
designation of TAX FREE

purpose.

Depending upon the schedule and state of the report being produced,
will change to TAX PAID on this screen.

We illustrate

This selection screen primarily is found as you

or TAX PAID changes from schedule to schedule depending upon its
here with a sample of the Missouri 573 - Schedule 2 report.

the TAX FREE
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The default value of each selection on this screen is set according to the schedule
and state for which the report is being produced. To manipulate this screen you do the
following:

° Press [R] to REVERSE all values entered in the table (Yes to No and No to
Yes) .

[ Type a number to change the value of one element of the list.

° Press [E] when all values are satisfactory and you wish to continue with the

report processing.
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