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Introducing The Accounts Receivable System
Using This Guide

Welcome

Sincethisisprimarily areference manual, we havetried to makeit easy for youto find
theinformation you need. It isimportant that you first read the 'I ntroduction' section of
this manual prior to proceeding further. It will familiarize you with data input
conventions using TOP, will help you to utilize 'On-Line Help', will explain printer
selection, how to use the TOP menu system and how to set up user servicesto benefit
your company.

This guide isdivided into five parts:
Part 1: Introducing the Accounts Receivable System

The Accounts Receivable System produces Period-End open invoice aging reports,
customer statements and special statements by branch/department, a sales tax report
and various customer sales reports. You can view a customer's open invoices and
payments on account, cash receipts and invoice history, customer contact and cardfile
information and print the customer information in various report formats.

Part 2: Defining the Accounts Receivable System.

How to customize and set up system parameters, view file sizing specifications,
establish tax codes, General Ledger account numbers (if applicable) and menu
password restrictions.

Part 3: Operating the Accounts Receivable System.

The Accounts Receivable System allows you to set up customers and be able to view
customer sales period-to-date and year-to-date, average number of days to pay, open
invoices and orders, invoice and check history, sales by product categories, customer
special pricing and contact history.

Cash Receiptsprocessing providesaway to pay openinvoices, apply credit memosand
update miscellaneous cash entries to the General Ledger (if applicable).

Special Statements include several print formats that enable you to provide your
customers with detail statements by branch/department/cost center, along with a
summary statement by branch.

File export capabilities provide away to capture customer name and addressinforma-
tion that can be utilized in specials mailings, Christmas card labels, etc.
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Part 4: Accounts Receivable Reporting System

The Accounts Receivable Reporting system offers customer masterfile detailed and
summary formats, mailing labels, custom order form print, customer contract pricing
list, delivery route report, customer sales by customer type and product category.
Customer management reports include customer contacts, card files, next contacts,
next contact with calendar and next contact history.

Part 5: Accounts Receivable Options Menu

Theoptionsmenu let you view the customer masterfile by customer code or alphabeti-
cally, list al open invoices for NOF customers and regular customers, displays cash
receipts history and customer sales by year. Maintenance programs include adding a
new customer, customer types and discount level descriptions.
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Accounts Receivable Menu Structure
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Defining The Accounts Receivable System

1

DEFI NI NG THE ACCOUNTS

cooooooooo0oon

RECEI VABLE SYSTEM

Company Name Maintenance
Accounts Receivable Parameters

File Creation and Information

Division Maintenance

General Ledger Interface

Sales Tax Maintenance

Statement Aging Message Maintenance
UnForm Parameter Maintenance
Customer Area Code Change Utility
Email Reminder Message Maintenance
Zip Code Tax Table Menu

Update Customer Product String
Password Maintenance

Accounts Receivable Log Display
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Defining The Accounts Receivable System

Accounts Receivable Definition Menu

Overview

The Accounts Receivable Definition Menu lets you define your system parameters,
view file sizing specifications, set up salestax percentages, divisions, General Ledger
account numbers for posting transactions to the ledger, email reminder messages, zip
code table and establish password restrictions. Parameters allow you to specify a
statement print format, aging cal cul ation basis, finance charge cal culation options and

sales tax report formats.
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Company Name Maintenance
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Procedure

1. Choose Company Name Maintenance from the Accounts Receivable Definition
Menu.

Press F4 to return to the General Ledger Definition Menu.

Note: The division number displays on your screen. If you have multiple
divisions,enter the division code to create or edit.

2. Company Name:
Type your company name up to thirty-five (35) characters and Enter.

Note: The company name and address prints on all Accounts Receivable
reports and screen headings.

3. Address:

The cursor moves to the first of four address lines. Y ou can enter up to thirty-five
(35) characters on each line. Press the Enter key after you complete each line.

Note: The Federal, State and City ID numbers are 'information only' fields.
4. Federal 1D Number:
Type your federal tax ID number up to twelve (12) characters and Enter.

17
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5. State ID Number:

Type your state tax |D number up to twelve (12) characters and Enter .

6. City ID Number:

Type your city tax ID number up to twelve (12) characters and Enter.

7. 1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

TypeY if the datais correct and return to the Accounts Receivable Definition Menu.
Enter N to return to the company name field for editing. Go to Step 2.

Enter D to delete the company name record and return to Step 2.

Type E to end and return to the Accounts Receivable Definition Menu.

18
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Accounts Receivable Parameters

Overview

Operating parameterstel | the system customer specifics, statement format information,
aging basis, whether or not to interface to the General Ledger and information needed
to calculate late charges.

Do not change parameter questions after you enter data. Changing thesefields could
cause data corruption.
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Procedure

1. Select Accounts Receivable Parameters on the Accounts Receivable Definition

Menu.
Note: The parameter screen displays. If you are initially setting up the
parameters, thecursor displaysat thefirstinput field. If you arereviewing the
parameters, go to Step 32.

2. Divisions:

Type Y + the Enter key if you want your customer code to include division.
Type N+ the Enter key not to use divisions. Go to Step 3.
Press F4 to return to the Accounts Receivable Definition Menu.

Enter up to afourteen (14) character division description.
19
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Press F2 to return to the previous input field.
3. CC Group:

Use thisfield to create a credit card group. Each user that needs to be able to see the
entirecustomer credit card number will havethisgroup nameintheir User Maintenance
record.

4. Code Size:

Code sizeisthe number of charactersin the customer number. Type the segment size
(3-7) and Enter.

Note: The number you enter here determines the length of the customer code
mask that appears when a customer code must be entered.

5. Code Alpha:

Type N+ the Enter key if the customer code will be numeric.

Type Y + the Enter key to use alpha-numeric characters for the customer code.

6. Default Sort:

Type A+ the Enter key if you want the customer display to bein alphasort key order.
Type C+the Enter key if you want the customer display to bein customer code order.
Type P+ the Enter key if you want the customer display to be by telephone number.

Type L+ the Enter key if you want the customer display to be in location (zip code)
order.

Type S+ the Enter key to be able to select a search option.
7. Column:

Type the default column number + the Enter key for the customer selection display
window:

1=AddressLine 1 4=City
2=Telephone 5=State
3=Address Line 2
8. Credit Hold Pswd:
Type a password for customers with a credit hold status and Enter.
Press the Enter key if you do not want to enter a password.
9. Aging Basis:

Type 90+ the Enter key if you want aged invoice column headings of current, 30, 60
and 90 days.



Defining The Accounts Receivable System

Type 120+ the Enter key if you want aged invoice column headings of current, 30, 60,
90 and 120 days.

10. General Ledger:

Type Y+ the Enter key if you are using the General Ledger.

Type N+ the Enter key if you are not interfaced to the General Ledger.
11. Year-End Month:

Type the month+ the Enter key for the month you close out the year in Accounts
Receivable (1-12).

12. City/St/Zip:

Type Y+ the Enter key if you want the city, state and zip codes to be separate fields
in the customer masterfile.

TypeN+theEnter key if youwant thecity, stateand zip code combined on one address
line in the customer masterfile.

13. Ship-To Size:

Typethe number + the Enter key for the size of your ship-to and branch codes (1-12).
14. Salesperson By Zip:

Type Y + the Enter key to assign salesperson codes by zip code.

Type N+ the Enter key not to assign salesperson zip codes.

Note: The Salesperson Zip Code Table must be set up to answer Y. The
maintenance program is located on the Accounts Receivable Definition
Menu. Access 'File Creation and Information’ on the Order Entry Definition
Menu to create the salesperson zip code file.

15. Balance Forward:
Type N+ the Enter key if you want to retain al invoice detail from month to month.

TypeY +theEnter key if youwant toremoveall openinvoicesand summarizeintoone
bal ance forward record during month-end processing.

16. Retain Paid Inv:

Type Y + the Enter key to keep paid invoices on file so they appear on the customer
statement. They are removed during Period-End Processing.

Type N+ the Enter key to delete paid invoices from the open invoice file when
payments are processed.

17. Preprinted Stmts:

Type Y+ the Enter key to use pre-printed statement forms.
21
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Type N+ the Enter key to let the system print company name and addressinformation
when printing statements.

18. Statement Format:

Type 1+ the Enter key to print asmall standard statement (7 inch).
Type 2+ the Enter key to print alarge standard statement (8 1/2 x 11).
Type 3+ the Enter key to print alarge remittance statement.

Type 4+ the Enter key to print asmall remittance statement.

Type 9+ the Enter key if your statement is a custom format.

19. Print Terms:

TypeY + the Enter key to print the terms code description in the header portion of the
Statement.

Type N+ the Enter key not to print terms code on the statement.
20. Tax Format:

TypeY +the Enter key to utilize multipletax percentagesfor State, County and L ocal
sales tax.

Type N+ the Enter key to have only one sales tax percentage per tax code.
21. Next Invoice No:

Type a starting invoice number for 'Open Invoice Data Entry' and Enter.
22. Finance Charges.

Type N+ the Enter key if you do not want to calculate late charges during Period-End
Processing. Go to Step 26.

Type Y+ the Enter key to define the late charge parameters.
23. Calculation Type:

Type C+ the Enter key to enter acalculation rate for each customer in the Customer
Masterfile. Go to Step 24.

Type F+ the Enter key to enter afixed calculation rate. Go to Step 23.

Type V+ the Enter key to enter a variable rate in 'Late Charge Calculation' during
'Period-End Processing'. Go to Step 24.

24. Fixed Rate:
Enter the fixed calculation rate and Enter.

Note: Financechargesareentered asaperiodraterather thananannual rate
(i.e. if your annual rateis 18 percent, enter 1.5 percent).
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25. Update to AR, GL:

TypeY +theEnter key to add |ate chargesto theamount due oninvoicesand distribute
them to the General Ledger and the Accounts Receivable Customer Masterfile.

TypeN+theEnter key to cal culatelate chargeswithout adding themto theamount due
or posting to A/R and G/L. The amount will appear only as a memo on customer
statements.

26. Calc on Fin Chgs:

TypeY +theEnter key to havelate charges cal culated on previouslate charges. When
late charges are calculated, outstanding |ate charges are included in the cal culation.

TypeN+theEnter key if you do not want late chargesfigured on previouslate charges.
27. UnForm:
Type Y + the Enter key if you are using UnForm for statement formats.
Type N+ the Enter key if you are not using UnForm.

Note: The system will prompt you for number of statement copies to print.
28. Sales Tax Code:

Type avalid default tax code for new customers and Enter or type ?+ the Enter key
to display the Sales Tax Code Selection window.

29. Terms Code:

Typeavalid default termscodefor new customersand Enter or type ?+ the Enter key
to display the Terms Code Selection window.

30. Ship Via Code:

Typeavalid default ship viacode for new customers and Enter or type ?+ the Enter
key to display the Ship Via Code Selection window.

31. Required Fields:

Type Y+ the Enter key to default terms, tax, ship via, salesperson and type codes on
anew customer or type N+ the Enter key to not require these defaults.

32. Is The Data Correct? (Y)es, (N)o or (C)ancel:

TypeY +the Enter key to accept the date and relink the General Ledger interfacefile.
Type N+ the Enter key to edit the information. Go to Step 2.

Type C to return to the Accounts Receivabl e Definition Menu without saving changes.

Note: You will be prompted with this message: Selecting (C)ancel will exit
program without saving any parameter changes that have been made. Save
changes? (Y)es or (N)o?

23
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File Creation and Information

24

Overview

File Creation And Information lets you view individual data files in your Accounts
Receivablesystem. All of thedatafilesarestructured asmulti-keyedfiles, which means
that you do not have to increase the size of the files because they are dynamic
(automatically increasein size as datais written to each file). The screen displaysthe
file description, file name, key size, byte size of each individual record within thefile
and the number of records used in each file.
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Defining The Accounts Receivable System
Division Maintenance

Overview

The Division Maintenance program lets you enter a code and title for each division.
Whenyou enter acustomer inthe Customer Masterfile, you enter adivision codeaspart
of the customer code. This allows various reports to subtotal by division.
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Procedure

1. Select Division Maintenance from the Accounts Receivable Definition Menu.
2. Division:

Type up to atwo (2) character division code and Enter.

Press F4 to return to the Accounts Receivable Definition Menu.

3. Description:

Enter up to atwenty-four (24) character description and Enter.

4. 1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

Enter Y to accept the category. Return to Step 2.

Enter N to edit the category description. Return to Step 3.

Enter D to remove the category from the system. Return to Step 2.

Enter E to return to the Accounts Receivable Definition Menu.
25
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General Ledger Interface

26

Overview

The General Ledger Interface program allows you to enter account numbers you will
use when posting transactions to the General Ledger. If you do not have the General
Ledger, you must still use account titles for the General Ledger Distribution Report.

If you have divisions, you must enter account numbersfor each division you specified
in Division Maintenance.
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Procedure

1. Select General Ledger Interface on the Accounts Receivable Definition Menu.
2. Division:

Typeadivisionnumber+theEnter key. Thenameof thedivisiondisplaysonthescreen
or type ? to display the Division Selection window.

Press F2 to print adivision listing.
Press F4 to return to the Accounts Receivable Definition Menu.
3. A/R Returns;

Typetheaccount number for Returns & Allowancesand Enter or type? to display the
Account Number Selection window.
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Note: You can access the Account Number Selection window for each of the
following accounts by type ?+ the Enter key at the account number field.

4. A/R Cash:

Type the account number for your cash account and Enter.

Press F2 to return to the prior input field.

5. Receivables:

Type the accounts receivable account number and Enter.

6. Sales Discounts:

Type the sales discount account number and Enter.

7. Sales Tax:

Type the sales tax account number and Enter.

8. Freight:

Type the freight account number and Enter.

9. Finance Charge:

Type the finance charge account number and Enter.

10. Comm Expense:

Type the salespersons commission expense account number and Enter.
11. Comm Payable;

Type the salespersons commission payable account number and Enter .
12. Is The Data Correct? (Y)es, (N)o, (D)elete or (C)ancel:

Type Y to accept the data. Go to Step 2.

Type N to edit the data. Go to Step 3.

Type D to remove the account numbers from the system. Go to Step 2.
Type C to return to the Accounts Receivabl e Definition Menu without saving changes.

Note: You will be prompted with this message: Selecting (C)ancel will exit
program without saving any parameter changes that have been made. Save
changes? (Y)es or (N)o?

Type Y to save parameter changes and return to the Accounts Receivable
Definition Menu.

Type N to return to the Accounts Receivable Definition Menu.
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Sales Tax Maintenance

28

Overview

Sales Tax Maintenance allowsyou to set up tax jurisdiction codesto decide the amount
of salestax to apply to eachinvoice. Thissimplifiescal culating tax for customersfrom
different sates with different amounts of salestax and different lawsfor taxing freight
charges.

Sales tax totals are kept period-to-date and year-to-date for each tax code and can be
printed during End-Of-Period Processing. Daily salestax totalsare also printed as part
of the daily closing procedure.
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Procedure

1. Choose Sales Tax Maintenance on the Accounts Receivable Definition Menu.
2. Tax Code:

Typeup to asix (6) character tax jurisdiction code and Enter or type ? key to display
the Tax Code Selection window.

Press F1 to display the next tax code in thefile.
Press F2 to list the tax codes and display the printer options.
Press F4 to return to the Accounts Receivable Definition Menu.

3. Description:
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Type up to athirty (30) character tax code description and Enter .
Press CTRL+Y keysto display the edit help menu.

4. Freight Taxable:

Type Y+ the Enter key to charge sales tax on freight charges.
Type N+ the Enter key not to charge sales tax on freight charges.
Press F2 to return to the prior input field.

Press F4 to proceed to Step 16.

5. State Tax:

Type the percentage for state tax in ##.000 format and Enter.

6. County Tax:

Type the percentage for county tax in ##.000 format and Enter.
7. Local Tax:

Type the percentage for local tax in ##.000 format and Enter.

Note: P-T-D, Q-T-D and Y-T-D taxable sales and amount of sales tax are
automatically updated by the 'Daily Sales Journal & Update' on the Order
Entry System menu. Thisinformation can belisted onthe 'Monthly Sales Tax
Report' on the Accounts Receivable Period-End Processing Menu. During
system start-up procedures, thisinformation if known, can be entered for the
current month, quarter and year.

8. P-T-D Sdles:

Type the current month taxable sales and Enter or pressthe Enter key to bypassthis
entry.

9. P-T-D Tax:

Type the current month sales tax amount and Enter or pressthe Enter key to bypass
thisentry.

10. Q-T-D Sales:

Typethe current quarter taxable salesand Enter or pressthe Enter key to bypassthis
entry.

11. Q-T-D Tax:

Typethe current quarter sales tax amount and Enter or pressthe Enter key to bypass
thisentry.
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12. Y-T-D Sales:

Type the current year taxable sales and Enter or press the Enter key to bypass this
entry.

13. Y-T-D Tax:

Typethecurrent year salestax amount and Enter or pressthe Enter key to bypassthis
entry.

14. Tota Sdles:

Type the current month's total sales (including tax and freight) for this tax code and
Enter or pressthe Enter key to bypass this entry.

15. Freight:

Typethe current month'sfreight amount for thistax code and Enter or pressthe Enter
key to bypass this entry.

16. Is The Data Correct? (Y)es, (N)o, (D)elete or (C)ancel
TypeY to accept the data and return to Step 2.

Type N to edit the data. Go to Step 3.

Type D to remove this tax code from the system. Go to Step 2.

Type C to return to the Accounts Receivable Definition Menu without saving any
changes.
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Statement Aging Message Maintenance

Overview

The message maintenance program allows you to type a message concerning the
current aging fields on your statements. This message will print on your statement but
only on the statements that are within the aging base and the correct customer type, if

selected.
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Procedure
1. Select Statement Aging Message Maintenance on the Accounts Receivable Defini-
tion Menu.
2. Aging Code:

Type the aging base for your statement print and Enter (i.e. 30, 60, 90, 120).
3. Customer Type:

Typeavalid customer typeand Enter or type? to display the Customer Type Selection
window.

Press the Enter key to print al customer types.
4, Statement Message:

Type a statement message of four lines, each up to fifty (50) characters in length and
Enter.
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5.1s The Data Correct? (Y)es, (N)o or (D)elete:

Type Y+ the Enter key if the message is correct. Return to Step 2.

Type N+ the Enter key to edit the information. Return to Step 2.

Type D+ the Enter key to remove the message information. Return to Step 2.
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UnForm Parameter Maintenance

Overview

The UnForm software allows you to print your company logo on your statement form
in a specific column and row and specify the headings to print on each copy of the
statement.
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Procedure

1. Select UnForm Parameter Maintenance on the Accounts Receivable Definition
Menu.

2. Form Name:

Type Sfor statement form and Enter.

Press F4 to return to the Accounts Receivable Definition Menu.
3. Division:

Type a valid division number and Enter or type ? to display the Division Code
Selection window.

4. Printer:

Type the printer aias of the printer you want to print your formson (LP, P1, etc.) or
leave blank to not select a particular printer.
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5. Logo Name:
Type the name of your company logo file and Enter.

Note: The logo file is located in the /a/top/Graphics directory and has an
extension of PRN.

6. Column:

Type the column number where you want the logo to start printing and Enter.
7. Row:

Type the row number where you want the logo to start printing and Enter.

8. Copy 1:

Type the copy description and Enter. The system will prompt you for a copy option
number and a paper tray number.

Note: The copy descriptions could be Customer, File Copy, etc. Copy options
allowyouto print or exclude pricing, print pricesor no priceswith screening.
Paper trays are default, upper, manual or lower paper trays.

Enter the same information for copy 2, 3 and 4. CTRL+Y for Help Menu.
9. Option:

Type 1+ the Enter key to print amessagefor invoicesthat are 30 days past due, 2+ the
Enter key to print amessage for invoicesthat are 60 days past due, 3+ the Enter key
to print amessage for invoicesthat are 90 days past due and 4+ the Enter key to print
amessage for invoices that are 120 days past due. Press CTRL+Y for Help Menu.

Type F+ the Enter key to print the message in French.

Press the Spacebar + the Enter key if you do not want to print a past due message.
10. Line1 & 2:

Type up to a seventy-five character message line and Enter.

Note: Message Line 2 isalso seventy-five charactersin length. This message
prints on the bottom of your statement.

11. Is The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:
TypeY if the form parameters are correct. Return to Step 2.
Type N to edit the form information. Return to Step 3.
Type D to delete this form. Return to Step 2.

Type E to end form input and return to the Accounts Receivable Definition Menu.
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Customer Area Code Change Utility

Overview

Thisutility programwill allow youto overridean old areacode prefix withanew prefix
inthe customer masterfile. It will change the telephone and facsimile numbers and the
corresponding ship-to records.
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Procedure

1. Select Customer Area Code Change Utility on the Accounts Receivable Definition
Menu.

2. New Area Code:

Type the new area code that you want to insert in the customer masterfile and Enter.
Press F4 to return to the Accounts Receivable Definition Menu.

3. Old Area Code:

Type the old area code you want to replace in the customer masterfile and Enter.

4. Exchange Prefix:

Type each area code prefix that you want changed and Enter after each selection.

Press F4 to exit the prefix input fields.
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5. Begin Customer Area Code Utility? (Y)es, (N)o or (E)nd:

TypeY +theEnter key tochangeall of theareacode prefixesinthe customer masterfile
and ship-to records.

Type N+ the Enter key to edit the information and return to Step 1.

Type E+ the Enter key to return to the Accounts Receivable Definition Menu without
making any changes.
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Email Reminder Message Maintenance

Overview

Email reminder aging messages can be set up for any aging period that you want to send
to your customers showing their past due invoices. Messages can be tailored to each
aging period and will show in the body of the email message.Unlike the Period-End
statement aging messages, these notices can be sent any time you want during the
current accounting period.
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Procedure

1. Select Email Reminder M essage Maintenance on the Accounts Receivable Defini-
tion Menu.

2. Email Code:

Enter the email code that will identify the aging period and Enter.
3. Description:

Type adescription for the email code and Enter.

4. From Address:

Enter an email address that will identify from whom the message was sent.
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5.BCC:

Enter ablind email address for someone who would want a copy of the email.
6. Subject:

This entry will display in the subject of the email (i.e. Past Due Invoices).

7. Email Message:

Y ouhaveten (10) lineof text for theemail message. Eachlineisseventy (70) characters
in length.

8. Is The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:
Type Y+ the Enter key to complete the entry.

Type N+ the Enter key to return to Step 3 to edit the entry.
Type D+ the Enter key to remove the entire entry.

Type E+ the Enter key to return to the Accounts Receivable Definition Menu.
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Zip Code Tax Table Menu

Overview

The Zip Code Tax Table Menu programs require SalestaxPC Sales and a Use Tax
Database to import into Total Order Plus for each state that you are paying sales tax.
This table overrides the regular sales tax percentages. There is aflag in 'Sales Tax
Maintenance' on the A ccounts Receivabl e Definition Menu that decideswhether or not
you want to use the zip code tax percentages. The tax amount, taxable sales amount,
total sales and freight are month-to-date figures and are cleared during the Accounts
Receivable 'Period-End Update'.
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Zip Code Tax Table Maintenance

40

Overview

The Zip Code Tax Table Maintenance program allows you to set up sales tax
percentages based on zip code, state, city and county, with an option asto whether or
not freight is taxable. This information is stored by amount of tax withheld, taxable
salesamount, total salesand total freight for each month. Thefiguresarecleared during
the Accounts Receivable 'Period End Update'.
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Procedure

1. Choose Zip Code Tax Table Maintenance on the Zip Code Tax Table Menu.
2. Zip Code:

Type avalid zip code and Enter.

Press F4 to return to the Zip Code Tax Table Menu.

3. State Code:

Type avalid state code and Enter.

4. State Name:

Type up to atwenty-five (25) character name for the state code and Enter.

Press F2 to return to the previous input field.



Defining The Accounts Receivable System

5. City Name:

Type up to atwenty-five (25) character city name and Enter.

6. County Name:

Type up to atwenty-five (25) character county name and Enter.

7. Unique Tax ID:

Type up to afour (4) character user defined unique identifier for the city and Enter.
8. Freight Taxable:

Type Y+ the Enter key if you want to calculate sales tax on freight for this zip code.
Type N+ the Enter key if you do not want to calculate sales tax on freight.

9. State:

Type the current state sales tax percentage and Enter (i.e. 06500=6.5%).

Press F4 to advance to Step 25.

10. Type the prior state sales tax percentage (before update) and Enter .

11. Type the effective date for the state sales tax in MMDD format and Enter.

12. City:

Type the current city sales tax percentage and Enter (i.e. 06500=6.5%).

Press F4 to advance to Step 25.

13. Type the prior city sales tax percentage (before update) and Enter.

14. Type the effective date for the city salestax in MMDD format and Enter.

15. County:

Type the current county sales tax percentage and Enter (i.e. 06500=6.5%).

Press F4 to advance to Step 25.

16. Type the prior county sales tax percentage (before update) and Enter.

17. Type the effective date for the county salestax in MM DD format and Enter.
18. Combined:

Type the current combined sales tax percentage and Enter (i.e. 06500=6.5%).
Press F4 to advance to Step 25.

19. Type the prior combined sales tax percentage (before update) and Enter.

20. Type the effective date for the combined sales tax in MMDD format and Enter.
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21. Tax Amount:

The Period-To-Date sales tax amount is updated by the system during 'Daily Sales
Journal & Update' in the Order Entry module.

22. Taxable Amount:

The Period-To-Date taxable amount is updated by the system during '‘Daily Sales
Journal & Update' in the Order Entry module.

23. Total Sales:

The Period-To-Date total sales amount is updated by the system during 'Daily Sales
Journal & Update' in the Order Entry module.

24, Freight Amount:

The Period-To-Date freight amount is updated by the system during 'Daily Sales
Journal & Update' in the Order Entry module.

Note: Thetax amount, taxable salesamount, total salesand freight iscleared
during 'Period-End Update' in the Accounts Receivable module.

25. Is The Data Correct? (Y)es, (N)o, (D)elete or (C)ancel

TypeY to accept the data and return to Step 2.

Type N to edit the data and return to Step 3.

Type D to remove the data completely from the system. Go to Step 2.

TypeC to cancel theinput without saving thedataand returntothe Zip Code Tax Table
Menu.

Note: You will be prompted with this message: Selecting (C)ancel will exit
program without saving any parameter changes that have been made. Save
changes? (Y)es or (N)o?

Type Y to save any parameter changes that were made and return to the
Accounts Receivable Definition Menu.

Type N to return to the Accounts Receivable Definition Menu without saving
any changes.
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Zip Code Sales Tax Report

Overview

The Zip Code Sales Tax Report lists each state code, county name, city name,
percentage of salestax, freight taxable flag and monthly totals for salestax withheld,
taxable sales amount, freight and total sales.

Thisfileiscleared during the 'Period-End Update' on the A ccounts Receivabl e Period-
End Processing Menu.
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Zip Code Sales Tax Report Sample
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Zip Code Tax Table Import

Overview

This program allows you to select the state codes that you want to import from aUse
Tax Databasefileand format therecordsto beused inthe Zip Code Tax Tablefile. The
file name will be the file supplied to you by your vendor.

Enter atate oodes co fmport, CR for all, 7 for oodea

Procedure

1. Choose Zip Code Tax Table Import on the Zip Code Tax Table Menu.
2. States:

Typethe state codesto import and Enter or type ? to display the State Code Selection
Window.

Press F4 to return to the Zip Code Tax Table Menu.
3. File Name:

Type the file name to import and Enter.

Press F2 to return to the previous input field.

4. Exempt:

Type the state code side by side of each state that does not charge tax on freight and
Enter. No comma or space between codes.
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5. Begin Tax Table Import? (Y)es, (N)o, (D)isplay file or (E)nd:

Type Y to import the tax table file and return to the Zip Code Tax Table Menu.
Type N to re-enter the state codes. Go to Step 2.

Type D to display the contents of the tax tablefile.

Type E to return to the Zip Code Tax Table Menu.
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Change Sales Table by State

Overview

This utility program allows you to change the combined sales tax rate by state.

_
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Procedure

1. Select Change Sales Table by State on the Zip Code Tax Table Menu.
Press F4 to return to the Zip Code Tax Table Menu.

2. State Code:

Type the state code you want to change and Enter.

3. Rate:

Type the new combined rate and Enter. Format is displayed on the screen.
4. Begin State Code Change? (Y)es, (N)o or (E)nd:

TypeY to changethetax tablerate for this state and return to the Zip Code Tax Table
Menu.

Type N to re-enter the state code. Go to Step 2.
Type E to return to the Zip Code Tax Table Menu.
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Update Customer Product String

48

Overview

The Product String Update reads the invoice history files for products sold within a
specified period of time. The update creates a product string file with the customer
number and a string of product codes for future reporting purposes.

Note: The customer label print program includes the product code option.
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Procedure

1. Select Update Customer Product String on the Accounts Receivable Definition
Menu.

2. First Customer:

Type the first customer to print and Enter or type ? to display the Customer Code
Selection Window.

Press F4 to return to the Accounts Receivable Definition Menu.
3. Last Customer:

Type the last customer to print and Enter or type ? to display the Customer Code
Selection Window.

Press F2 to return to the previous input field.
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4. First Date:

Type thefirst invoice date (MMDD) to use for this update and Enter.

5. Last Date:

Type the last invoice date (MMDD) to use for this update and Enter.

6. Begin Customer Product Update? (Y)es, (N)o or (E)nd:

Type Y+ the Enter key to continue with the update.

Type N+ the Enter key to return to Step 2.

Type E+ the Enter key to return to the Accounts Receivable Definition Menu.
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Password Maintenance

50

Overview

Password Maintenance allows you to set up passwords to restrict access to any
Accounts Receivable Menu or individual menu selections. Once you have entered a
password for a menu, the system will prompt each user for that password every time
they access that menu. The Definition Menu is normally password protected.
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Procedure

1. Choose Password Maintenance from the Accounts Receivable Definition Menu.

Note: The System Codeisautomatically defaulted by the systemto correspond
with the current menu application (i.e. AR-Accounts Receivable).

2. Date Password:
Type adate password (optional) and Enter or press Enter to bypass password entry.
Press F4 to return to the Accounts Receivable Definition Menu.

Note: This field is accessed from the Menu Code field by pressing F2. The
system will prompt each user for this password when attempting to change
the application date for this module.

3. Menu Code:

Type the menu code and Enter or press F1 to display the available menu codes.
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Note: Menu codes are displayed in the upper |eft hand corner of each menu
screen. See prior page for example: Menu: DEFIN.

Press F2 to return to the date password field.
Press F4 to return to the Accounts Receivable Definition Menu.
4. Menu Letter:

Type the letter of the menu item to set password for or press F1 to display the item
selections available (i.e. A, B, etc.) for the menu you specified in Step 3.

5. Password:

Type the passwor d+ the Enter key for the menu item listed in Step 4.
6. Access:

Type A+ the Enter key to allow user access to this menu.

Type D+ the Enter key to disallow access.

Leave blenk not to activate this feature.

7.1s The Data Correct? (Y)es, (N)o or (A)ccess Maintenance:

TypeY if datais correct. Return to Step 2.

Type N to return to Step 5 to re-enter password.

Type A to access menu maintenance.
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Defining The Accounts Receivable System

Accounts Receivable Log Display

Overview

TheAccountsReceivableL og Display listsuser activity for adatechange, journal entry
transactions, daily, monthly and yearly reports and closings, account mai ntenance and
filesizing. The detail can be disiplayed by description, program or user ID.
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Operating The Accounts Receivable System

2

OPERATI NG THE ACCOUNTS
RECEI VABLE SYSTEM

Customer Masterfile Maintenance
Aged Open Invoice Report
Update Customer Aging

Cash Receipts Menu

Email Reminder Sender

Invoice System Menu

Special Statement Menu

Credit Hold Update

Period-End Processing Menu
Import/Export File Menu

cooooooooo
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Accounts Receivable System Menu
Overview

The Accounts Receivable System allows you to set up customers and be able to view
customer sales period-to-date and year-to-date, average number of days to pay, open
invoices and orders, invoice and check history, sales by product categories, customer
special pricing and contact history.

Cash Receipts processing providestwo waysto pay openinvoices. Cash ReceiptsData
Entry by customer or Quick Cash Receipts by invoice number.

Special Statements include several print formats that enable you to provide your
customers with detail statements by branch/department/cost center, along with a
summary statement by branch.

File export capabilities provide away to capture customer name and addressinforma-
tion that can be utilized in specials mailings, Christmas card labels, etc.
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Customer Masterfile Maintenance
Overview

The Accounts Receivable System allowsyou to assign customer numbersto each new
customer, along with their name and address, ship-to addresses, tax code, terms code,
discount level, telephone and fax numbers, type code for reporting, with options to
print invoices, statements, calculate finance charges, auto credit hold and email
reminders.

You can view period-to-date and year-to-date aging balances and sales information,
number of daysto pay, year and prior year high balances, product category sales by
year, open invoice and payment information, invoi ce history and cash receipts history.

The Customer Management system provides contact information, credit card informa-
tion, next contact and contact history information and multiple cardfilesused to display
billing information during order and invoice data entry.

Other features include blanket purchase orders, contract pricing on inventory items,
multiple ship-to names and addresses, ship via codes with label and shipping charge
options, customer label print and branch/department codes used for special statements.
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Customer Status Maintenance

Overview

The Customer Masterfile stores information about each of your customers: customer
code, name, address, telephone and fax numbers, terms code, tax codes, date of |ast
order and payment, ship via and route codes, salesperson, credit information, ship-to
addresses and ship viarates.

Y ou havethe option asto whether or not you want to print astatement for this customer
during Period-End Processing and cal cul ate finance charges. Parameters must be set
for finance charges in the 'Accounts Receivable Parameters' on the Accounts Receiv-
able Definition Menu.
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Procedure

1. Select Customer M asterfile M aintenance on the A ccounts Receivabl e System Menu.
2. Customer:

Typeanew customer code and Enter or ? to display the Customer Selection window.
Press F1 to display the next customer in the customer masterfile.

Press F4 to return to the Accounts Receivable System Menu.

3. IsThisaNew Customer? (Y)es or (N)o:
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TypeY to accept the new customer code. Go to Step 4.

Type N to re-enter the customer code. Return to Step 2.

4. Name:

Enter the customer name up to thirty-five (35) alpha-numeric characters and Enter.
Press CTRL +Y to display the edit help menu.

Press F4 to bypass the rest of the entry fields. Go to Step 35.

5. Address:

Type the customer address line one and Enter. Address can be up to thirty-five (35)
alpha-numeric characters.

Press F2 to return to the previous input field.
6. Address:

Type the customer address line two and Enter. Address can be up to thirty-five (35)
alpha-numeric characters.

Press CTRL +Y to display the edit help menu.
7. City:

Note: If you want the systemto return the city and state information, you can
enter thezip code+ the F1 key at thecity input field (if you specified Y for City/
Sate/Zip in the A/R Parameters).

Type the name of the city up to eighteen (18) alpha-numeric characters and Enter.
8. State:

Typethe abbreviation for the state and Enter or ? to display the State Code Selection
window.

Press F1 to add this state code to the State Code Maintenance file.

9. Zip:

Typethezip codefor thiscity and Enter or ? todisplay theZip Code Sel ection window.
10. Country Code:

Type a valid country code and Enter or ? to display the Country Code Selection
window.

11. Alpha Sort:

Press the Enter key to accept the default sort displayed on the screen or override the
sort key with up to fourteen (14) alpha-numeric characters and Enter.
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Note: The sort key defaultsto thefirst eight characters of the customer name.
Thesort key controlstheorder inwhichthecustomersdisplayinthe Customer
Selection window. Thisis a 'Accounts Receivable Parameters' option.

12. Location:
Press the Enter key to accept the default location displayed on the screen.

Note: The location code defaults to the zip code. Thisfield is used as a sort
option on various reports throughout the system and in the customer display
window. The customer label print can be sorted in zip code order to meet bulk
mailing requirements.

13. Phone Number:

Type the telephone number for this customer and Enter. No dashes are required.
14. Fax Number:

Type the facsimile number for this customer and Enter. No dashes are required.
15. Date Opened:

Type the date the customer's account was opened in MMDD format and Enter. No
dashes or slashes are required. The system will insert the current century and year.

16. Last Sold:

Thelast sold date is automatically updated during the 'Daily Sales Journal & Update'
in the Order Entry module.

17. Last Payment:

The last payment date is automatically updated during the '‘Cash Receipts Journal &
Update' in the Accounts Receivable module.

18. Misc Info:
Type a miscellaneous message of up to twenty-five (25) characters and Enter.

Note: The miscellaneousinformation field isoptional. Thisfield can be used
for additional information concerning a particular customer (i.e. Email
address. Internet URL address, etc.).

19. Credit Code:

Typeatwo (2) character credit codeand Enter or ?todisplay the Credit Code Selection
window.

Note: Used internally to flag credit (i.e. CH-Credit Hold, CO-Collections,
PP-Payment Problems, etc.). A CH (Credit Hold) code will not allow any
orders or invoices to be processed for this customer.
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20. Credit Limit:
Type acredit limit for this customer and Enter.

Note: The credit limit is checked during order and invoice data entry in the
Order Entry module. If you are entering an order or invoice and the charges
exceeds the established credit limit, the system displays a warning message.
You have the option to either override the message by entering a password
established in the 'Order Entry Parameters.

21. Terms Code:

Type a valid terms code and Enter or type ? to display the Terms Code Selection
window.

22. Tax Code:
Typeavalid tax code and Enter or type ? to display the Tax Code Selection window.

Note: The number of tax codes displayed on the screen depends on the flag
in the 'Order Entry Parameters', located elsewhere in this manual. You can
specify up to two tax codes per order/invoice.

23. Ship Via:

Type a valid ship via code and Enter or type ? to display the Ship Via Selection
window.

Note: Ship Via Maintenance has two flags that determine whether or not a
ship via code is used as a delivery route and if the ship via code should be
included on the Delivery Routereport. If theflagsare set to (Y)es, the system
will prompt you with an input field for the delivery route.

24. Salesperson:

Type avalid salesperson code and Enter or type ? to display the Ship Via Selection
window.

Note: The number of salespersonsfieldsdisplayed on the screen isdependent
on the parameter question inthe Order Entry Parameters, located el sewhere
in this manual. The number of salespersons designated per invoice will
correlate with the number of input fields. Follow the same procedure for the
second salesperson code.

25. Customer Type:

Type up to atwo (2) character customer type code and Enter or type ? to display the
Customer Type Selection window.

Note: The customer type field is optional information. The customer typeis
used to categorize various reports, label prints, etc. For example, WH can
designate wholesale customers, RS for resale customers, BK for banks, etc.
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26. Label Code:
Type up to atwo (2) character label code and Enter.

Note: The label code is used when printing customers labels and exporting
customer name and address information.

27. Group Code:
Type up to atwo (2) character group code and Enter.
Note: The group code is used to group customers on various reports.
28. Referral:
Type up to atwo (2) character referral code and Enter.

Note: Referral codes can be user defined and used internally to track new
customer sources (i.e. YP=Yellow Pages, TS=Trade Show, etc.).

29. Mail List:

Type N+ the Enter key if this customer should not be on your mailing list for labels.
30. Statements:

Type N+ the Enter key to exclude a statement for this customer.

31. Active:

TypeN+ theEnter key to changethiscustomer to aninactive account. Orders/invoices
cannot be entered for an inactive customer.

TypeW+ theEnter key to have TOPissue awarning about the status of the customer's
credit code.

32. Reminder:

Type N+ the Enter key if this customer should not get a past due email reminder.
33. Update CH:

Type N+ the Enter key for no automatic update of credit hold information.

34. Finance Charge:

Type Y+ the Enter key if you want to calculate finance charges for this customer.

Type N+ the Enter key if you want to bypass this customer during finance charge
calculation.

Note: The finance charge flag is dependent on the way you answered the
guestionintheAccounts Receivable Parameter sastowhether or not youwant
to calculate finance charges during the period-end process.
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35. Is The Data Correct? (Y)es, (N)o, (C)ancel, (P)rint or (D)elete:
Type Y to write the information to the customer masterfile. Go to Step 2.

Note: If the customer name or address has been edited from the original
address, this prompt will display on your screen:

Change O/E order and invoice customer name and address also? (Y)es or
(N)o:

If you answer Yes, the systemwill scroll through the open ordersand invoices
and make the same change to the bill-to address.

If you answer No, you will have to manually make the change on all open
orders and invoices.

Type N to edit the information. Go to Step 4.

Type C to exit status maintenance without saving changes and return to the Customer
Sub-Menu.

Type P to print a hardcopy of the status information.
Type D to remove this customer from the system. Go to Step 2.

Note: A customer cannot be deleted if there are any open invoices that have
not been paid. All invoices must be removed during 'Period-End Processing'
and the balance due must be equal to zero.
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O/E Interface Maintenance
Overview

The O/E Interface Maintenance program allows you to customize the way order and
invoice information is controlled during order and invoice entry and printing. Each
customer can have parametersdifferent than the next customer, such as, whether or not
a customer should require a purchase order number or branch/dept number when
entering an order/invoice, how many invoice copiesto print, should theitem priceprint
on orders or just totals only, print text on invoice and does this customer get billed
freight.
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Procedure

1. Choose O/E Interface Maintenance on the Customer Sub-Menu.
2. Custom Flag:

Thisflag should only be used for custom program changesin Order Entry processing.
The custom flag SR refers to a special order record code.

Press F4 to return to the Customer Sub-Menu.
3. Discount Level:

Typeadiscount level A-N or blank and Enter or type ? to display the Discount Level
Description window.
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Note: Eachlevel can havea percentagethat isused to cal culateitemdiscount
amounts during order/invoice data entry in the Order Entry module. The A-
L isfor level pricing, M isfor custom pricing and N isfor best price discount
percentages no matter what the quantity.

4. PO Required:

Type Y+ the Enter key if you want the system to require a purchase order number
during order/invoice data entry in the Order Entry module.

Type N+ the Enter key to be able to bypass the purchase order field.
Press F2 to return to the previous input field.
5. Branch Required:

TypeY +theEnter key if youwant the system to requireabranch number during order/
invoice data entry in the Order Entry module.

Type N+ the Enter key to bypass the branch field.

Type S+ the Enter key if you want the system to default to the Ship-To code on the
current order/invoice.

Note: Special statements can be generated by branch/department or cost
centers.

6. Charge Freight:

Type Y+ the Enter key if you want this customer to be billed freight during order/
invoice data entry in the Order Entry module.

Type N+ the Enter key if this customer does not pay for freight.

Note: If thisflag is set to N, a message displays on the total screen during
order/invoice data entry: 'This Customer Is Not Charged For Freight'.

7. Order Bill/Ship:

Type 1+ the Enter key to override the Bill-To address in 'Order Data Entry'.

Type 2+ the Enter key to override the Ship-To address in 'Order Data Entry'.

Type 3+ the Enter key to override the Ship-To Code in 'Order Data Entry'.

Type 4+ the Enter key to skip these fields during 'Order Data Entry'.

8. Electronic Discount:

Type the percent of discount to be applied for imported orders and Enter.

9. EDI Program:

Typetheprogramnameusedto create EDI invoicesduring O/E daily updateand Enter .
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10. Use Customer Name:

Type Y+ the Enter key to print customer name as the return address on orders.
Type N+ the Enter key not to print customer name as the return address.

Type A+ the Enter key to print the customer name and address on orders.
Type D+ the Enter key to eliminate the 'Drop Ship' message on orders.

11. Order Price:

Type Y+ the Enter key to print the item pricing on customer orders.

Type N+ the Enter key not to include pricing on customer orders.

Type O+ the Enter key to have the option to print unit pricing when selecting to print
an order.

12. Combine Orders:

TypeY +theEnter key if you want the system to automatically combine ordersfor this
customer (this feature is used with the Production Control module).

Type N+ the Enter key to manually select orders to be combined for this customer.
12a. Purchase Orders:

Type Y + the Enter key if you want to combine orders with different purchase order
numbers.

Type N+ the Enter key not to combine orders with different purchase order numbers.
12b. Branch/Dept:

Type Y+ the Enter key if you want to combine orders with different branch/dept
numbers.

Type N+ the Enter key not to combine orders with different branch/dept numbers.

Note: If you combine orders with different purchase order and branch/dept
numbers and you are using formats on the Special Statement Menu, you will
not be able to print the proper information required by these reports.

13. Order Sort:

TypeB+theEnter key toprint order lineitemsinbinlocationorder, | toprintlineitems
initem code order, C to use the alternate sort field in the item master or L to print the
lineitemsin line number order.

14. UnForm Logo:
Typethe name of the customer logo fileto print on ordersreplacing thelogo filename
in the UnForm Maintenance on the O/E Definition Menu.
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15. Transfer Schedule;
Type atransfer schedule code and Enter.

Note: Used to group text during text export option.
16. Print Invoices for this customer? (Y)es, (N)o or (E)mail?

Type Y + the Enter key if you want to print invoices for this customer during order/
invoice data entry in the Order Entry module.

Typw E+ the Enter key to email invoices to this customer.

Type N+ the Enter key to bypass printing invoices for this customer.

17. Invoice Options:

Type 0 or 2 or 4+ the Enter key not to print list price on an invoice.

Type 1+ the Enter key to print list price on an invoice.

Type 3+ the Enter key not to print discount percent on an invoice.

Type 5+ the Enter key not to print item codes on an invoice.

18. Invoice Copies:

Type the number of copiesto print (1-9) and Enter.

19. Text On Invoice?:

Type Y+ the Enter key to print all text lines on an invoice.

Type N+ the Enter key not to print any text on an invoice.

Type D+ the Enter key to print text on deposit stamps only (third & last lines).
Type F+ the Enter key to print the first line of text only on an invoice

Type L+ the Enter key to print the last line of text only on an invoice.

Type 1-9+ the Enter key to designate how many lines of text to print on an invoice.
20. Is The Data Correct? (Y)es, (N)o or (E)nd:

Type'Y to accept the data and return to the Customer Sub-Menu.

Type N to edit the data and return to Step 2.

Type E to end the input and return to the Customer Sub-Menu.
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Aging and Sales Summary

Overview

The Customer Aging and Sales Summary displays a summary of the customer's open
invoicesin the appropriate aging category, average days between payments, the Y ear-
To-Date and Prior Y ear high balances on account, P-T-D payments, P-T-D sales, Y-
T-D and Prior Y ear sales and an open order balance in the Order Entry module.
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Open Invoice Display
Overview

The Open Invoice List displays all invoices on a customer's account showing invoice
number, invoice date, amount of invoice, payment reference and date paid, payments
made in the current period and next period and the balance due on account.

Press F2 to print a hardcopy of open invoices. Select the appropriate printer.

L ssediss |NLiEmrmr

[N = (=5 Manter Hainbsnance 1v17
CHSTomET | [0 -AEC i a=Tq [1]-RWHHI g | i
Fuiima HBEC Harkifry Dudicus Alphs SofTt ASC STRHEF & A1

Ao reres 12 Bicowsay 10 Horth Locstion: L=t i
— AJE Dgmn Tnvnles Dienls

OEGa1 DB/ #20LE 35.00 1]
Payment el Gk DEA31/301E EL T

(L e bEf3d saone 1% 6o -bb i i
Fayment Ref; O000FS4 DEFI] /2001 11 .00

[l D B |'|||_.'||_.l"|':'_ w000 NN Al

HIZET 05 e 0L 12.00 13 .

A E o079 FaLE 13.12 i) 1313

adddads 0O 26 0ed 1u2d91id 12 00 i 1% _ i

000030 OR/20/ 3001 12.00 .00 13 -0

0a0anE1 nusZAS200E =00 00

Balanoo [ala 12312

67



Operating The Accounts Receivable System

Cash Receipts History

Overview

The Cash Receipts History displaysall checks and miscellaneous cash that have been
processed for this customer and have not been purged from the history file. The
informationincludescheck number, cash recei ptsregister number and date, theamount
of thecheck, theinvoice number, theamount distributed to eachinvoi ceand thegeneral
ledger account numbers applied to miscellaneous cash entries.

Press F2 to print a hardcopy of the cash receipts history.
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Open Order Display

Overview

Open orders are displayed in summary format with an option to show invoice detail.
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Invoice History Display

Overview

History invoicedisplay in descending order with an option to show detail information.
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Sales By Product Category

Overview

Salesinformationisdisplayed by year and product code, listing unitsand salesfor each
month of the year.
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Print Mailing Label

Overview

Y ou can print amailing label for anindividual customer with an option to edit the bill-
to and ship-to name and address information. Y ou can specify how many labels you
want to print, the column print positions, the size of the label and whether or not your
company information is preprinted on the label.
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Procedure

1. Choose Print Mailing Label on the Customer Sub-Menu.

Note: The systemdisplaysthe company name and address out of the company
masterfile on the Accounts Receivabl e Definition Menu for the Fromaddress.
The To name and address is from the customer displayed on the screen. Go
to Step 10.

2. From:

Override the from company name up to thirty (30) characters and Enter or press the
Enter key to accept the name displayed.

Press CTRL+Y to display the edit help menu.
Press F4 to return to the Customer Sub-Menu.
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3. Address:

Thecursor movestothefirst of threeaddresslines. Y ou can enter up to twenty-four
(24) characters on each line. Press the Enter key after you complete each line or
press the Enter key to accept the address displayed.

4, To:

Override the customer name up to twenty-four (24) characters and Enter or pressthe
Enter key to accept the name displayed.

5. Address:

Thecursor movestothefirst of threeaddresslines. Y ou can enter up to twenty-four
(24) characters on each line. Press the Enter key after you complete each line or
press the Enter key to accept the address displayed.

6. No:

Type the number of labels you want to print and Enter.

7. Columns:

Type the number of the column for the first print position and Enter.

8. Format:

Type the number corresponding to the size of the label you are printing and Enter.

Note: One (1) printson oneinch labels, two (2) printson 2.5inch label, three
(3) prints on a three inch label and four (4) printsa 3.5 inch label.

9. Option:

Type N+ the Enter key not to print the From address on the label (i.e. pre-printed
label forms).

Type Y+ the Enter key to print the From address on the label.
10. Enter option: (C)hange label, (P)rint label or (E)nd:
Type C to edit the label information. Go to Step 2.

Type P to print the label with the information displayed on the screen. Select the
appropriate printer for the label print.

Type E to return to the Customer Sub-Menu.
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Contact Information Maintenance
Overview

Contact information contains contact typeand category, name, titl e, tel ephone number,
birth date and employee (optional). If the contact typeis'CC', you can enter the credit
card number and expiration date that displays during 'Invoice Data Entry" in the Order
Entry module. To usethecredit card information, you haveto interfaceto atermscode
specifically set up for credit card entries.

Contact name is displayed in order/invoice data entry and on several reports on the
Accounts Receivable Report Menu.
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Procedure

1. Choose Contact Info Maintenance on the Customer Sub-Menu.
2. Continue=CR, Mnt=F1, Print=F2, Return=F4, ,=Calendar or Name:

Press the Enter key to display all of the contact names or enter a category name to
advance the display forward or backward.

Press F1 to enter maintenance mode.

Press F2 to list the contacts to a printer.

Press F4 to return to the Customer Sub-Menu.

Type, to display the current month calendar.
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3. Seg No:

The sequence number is automatically assigned by the system. The prior sequence
number is displayed to the right of thisinput field.

4. Type:

Type IN+ the Enter key to display this contact during 'Open Invoice Data Entry'.
Type CR+ the Enter key to display this contact during '‘Cash Receipts Data Entry'.
Type EX+ the Enter key to export this contact in the ‘Customer Export Utility'.
5. Category:

Type up to atwo (2) character category code and Enter (i.e. PR=President).
Press F2 to return to the previous input field.

6. Contact Name:

Type up to atwenty (20) character customer contact name and Enter.

7. Title:

Type up to afifteen (15) character title and Enter.

8. Email Address:

Type up to afifty (50) character email address and Enter.

9. Phone No 1:

Type atelephone number for this contact and Enter.

Note: Telephone number field increased to accomodate international num-
bers (which will require dashes to be included in the number).

10. Extension:

Typethe extension for telephone number 1 and Enter. Thisfield could also be used as
amemo field (i.e. fax, modem, etc.).

11. Phone No 2:
Type atelephone number for this contact and Enter.
12. Extension:

Typethe extension for telephone number 2 and Enter. Thisfield could also be used as
amemo field (i.e. fax, modem, etc.).

13. Phone No 3:
Type atelephone number for this contact and Enter.

14. Extension:
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Typethe extension for telephone number 3 and Enter. Thisfield could also be used as
amemo field (i.e. fax, modem, etc.).

15. Fax Number:
Type afacsimile number for this contact and Enter. Dashes or slashes are required.
16. B-day:

Type the month and day of the birth date of this contact in MMDD format and Enter.
No dashes or slashes are required.

17. Employee No:

Type the employee number or initials that are associated with this contact and Enter.
18. Is The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept the contact information. Return to Step 3.

Type N to edit the contact information. Go to Step 4.

Type D to remove this contact from the system. Go to Step 3.
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Card File Maintenance
Overview

Card File Maintenance allows you to enter standard or item notepads pertaining to a
specific customer. Billing and shipping information, invoice messages and inventory
item specifications can be displayed during order/invoice dataentry. Thisinformation
can be used to alert an operator about certain billing requirements for a customer,
specify instructions for the make up of a certain inventory item, etc.

System card files are AR_AGING (aged open invoice), AR_CR (cash receipts),
OE_INVP (invoice print message), OE_NOTEO (order dataentry only), OE_NOTEI
(invoice data entry only), OE_NOTE (order and invoice data entry) and OE_SHIP
(order and invoice total screen).
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Procedure

1. Choose Card File Maintenance on the Customer Sub-Menu.
2. CR to Continue, F1=Maintenance, F4=L ast:

Press the Enter key to advance the card display.

Press F1 to enter maintenance mode. Go to Step 3.

Press F4 to advance to the end of the card file display.

3. Card Type:
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Type S+ the Enter key to set up a standard type card file.

Type |+ the Enter key to set up an item type card file. Go to Step 5.
Press F2 to display the cards aready on file.

Press F4 to return to the Customer Sub-Menu.

4. Name:

Type the name of the new standard card file and Enter. Go to Step 6.
Press F1 to display the next card in thefile.

Press F2 to return to the previous input field.

Press F3 to display the System Card File Selection window.

5. Item:

Type the item code+ the Enter key or type ? to display the Item Code Selection
window.

Press F2 to return to the previous input field.
6. Description:
Type up to athirty (30) character card description and Enter.

Note: If you selected a standard card file type, proceed to Sep 11. You do not
have an option to display standard card files during order/invoi ce data entry
unless they are system card file types.

7. Ord Dsply:

Type Y+ the Enter key if you want to display this card during order data entry.
Type N+ the Enter key not to display card file during order data entry.

8. Ord Prt:

TypeY +the Enter key if youwant to print the text on this card file on the order form.
Type N+ the Enter key not to print the text on the order.

9. Inv Dsply:

Type Y+ the Enter key if you want to display this card during invoice data entry.
Type N+ the Enter key not to display card file during invoice data entry.

10. Inv Prt:

TypeY +theEnter key if youwant to print thetext onthiscard fileontheinvoiceform.

Type N+ the Enter key not to print the text on the invoice.
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11. Card File Text Maintenance:
Type up to seven (7) lines of text comprised of eighty (80) characters each and Enter.

Note: The system card file OE_INVP (invoice print message) is fifty (50)
charactersfor each line of text and the card file OE_SHIP (displays on total
screen) is forty (40) charactersin length.

Press the ESC key, F4 or F8 keys to proceed to Step 12.

Press CTRL+Y to display the edit help menu.

12. Is The Data Correct? (Y)es, (N)o, (C)opy or (D)elete:

Type Y to accept the cardfile information. Go to Step 3.

Type N to edit the lines of text. Go to Step 11.

Type C to copy the contents of this card file to anew card file name. Go to Step 13.
Type D to remove this card file from the system. Go to Step 3.

13. Enter new card file item code, ?=Codes or F4=End:

Typethe new card file code to copy to and Enter or type ?+ the Enter key to display
the Item Code Selection window.

Note: The systemwill prompt you with a message whether or not you want to
copy the card file to the new card file name.

Type'Y to continue the copy process and return to Step 3.
Type N to abort the copy and return to Step 13.
Press F4 to end copy and return to Step 12.
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Next Contact Maintenance

Overview

Next Contact Maintenance can be utilized to keep track of scheduled appointments
with a customer, meetings past, present or future, collection calls, any information or
literature sent, telephonecallsmade and adatefor return calls, quoteinformation given
to a customer and any trips planned for the future.

Contact informationisdisplayed by due date showing the number of dayssincethelast
contact was made.
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Procedure

1. Choose Next Contact Maintenance on the Customer Sub-Menu.

2. Continue=CR, Mnt=F1, Print=F2, Return=F4 or sequence number:
Press the Enter key to advance the contact display.

Type a sequence number to display and Enter.

Press F1 to enter maintenance mode. Go to Step 3.

Press F2 to print the contact information. Select the appropriate printer.
Press F4 to return to the Customer Sub-Menu.
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3. Seq No:

The system automatically assignsthe next avail abl e sequence number. Pressthe Enter
key to accept the number displayed or type a sequence number that you want to view.

Note: On a new sequence, the Accounts Recelvable menu date displayson the
screen to theright of the sequence number. Press F2 at Due Datefield to edit
the entry date.

4. Due Date:

Type the date you want to contact this customer in MMDD format and Enter. No
dashes or slashes are required. The system will insert the current century and year.

Press F2 to return to the previous input field.
Press F4 to bypass data entry. Go to Step 14.
5. Time:

Type the time of day you want to contact this customer in HHMM format and Enter .
Y ou can also specify morning (AM) or afternoon (PM).

6. Employee:

Typethe employee codet the Enter key or type ?+ the Enter key to display the User
Services Employee Code Selection window.

7. Category:

Category codes are: C-collection P-phone
[-information sent Q-quote
L-letter R-renewal
M-meeting S-show
O-other T-trip

Type a category codet the Enter key. Go to Step 10.
Note: If you selected Sfor show, you will continue to Step 8.
8. Show Desc:

Typethe name of the show this contact will be attending (i.e. Chicago trade show, San
Diego art stamp show, etc.) and Enter. Thisinformation is an optional field.

9. Attending:
Type Y+ the Enter key if this contact will be attending the show defined in Step 8.
Type N+ the Enter key if not attending the show.
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Type U+ the Enter key if the contact is undecided.

10. Contact:

Type the name of the contact and Enter or press F1 to display the next contact name.
Press CTRL+Y to display the edit help menu.

Note: The contact telephone number and extension will display to theright of
the contact name.

11. Cal Desc:

Typeabrief description that you want to view on the full screen calendar display and
Enter.

Note: Thefull screen calendar display can be accessed by entering a, at any
TOP menu or by accessing the User Services'Calendar Display' option.

12. Next Contact Text Maintenance:

Type up to four (4) lines of text, forty (40) characters each, and Enter after each line
of input.

13. ESC, F4, F8 or CTRL+Y =Help:

Press the ESC key, the F4 or F8 key to end text maintenance.

Press CTRL +Y to display the edit help menu.

14. 1s The Data Correct: (Y)es, (N)o, (D)elete or (P)lacein History:
Type Y to accept the contact information. Go to Step 3.

Type N to edit the information. Go to Step 4.

Type D to remove the contact information from the system. Go to Step 3.

Type P to write the contact information to the Next Contact History file. Go to Step 3.
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Contact History Maintenance
Overview

Contact History is a chronological display of all contacts made with a customer on a
specific date and time in descending date order. The display indicates the person who
made the contact, the person that was contacted and the reason for the contact.

The contact information can be printed on the 'Next Contact Report', ‘Next Contact/
Calendar Report' and the 'Contact History Report' on the Contact M anagement Report
Menu. See the Accounts Receivable Report System located el sewhere in this manual .
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Procedure

1. Choose Contact History Maintenance on the Customer Sub-Menu.

2. Continue=CR, Mnt=F1, Print=F2, Return=F4 or Seq number:

Press the Enter key to advance the next contact display.

Type a sequence number to display and Enter.

Press F1 to enter maintenance mode. Go to Step 3.

Press F2 to print the next contact information. Select the appropriate printer.

Press F4 to return to the Customer Sub-Menu.
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3. Due Date:

Type the date you want to contact this customer in MMDD format and Enter. No
dashes or slashes are required. The system will insert the current century and year.

4, Seq No:

The system automatically assignsthe next avail abl e sequence number. Pressthe Enter
key to accept the number displayed or type a sequence number that you want to view.

Press F2 to return to the previous input field.
5. Time:

Type the time of day you want to contact this customer in HHMM format and Enter .
Y ou can also specify morning (AM) or afternoon (PM).

Press F4 to bypass data entry. Go to Step 11.
6. Employee:

Type the employee code+ the Enter key or type ? to display the User Services
Employee Code Selection window.

7. Category:

Category codes are: C-collection P-phone
I-information sent Q-quote
L-letter R-renewal
M-meeting S-show
O-other T-trip

Type a category codet the Enter key.

8. Contact:

Type the name of the contact and Enter or press F1 to display the next contact name.
Press CTRL+Y to display the edit help menu.

9. Next Contact Text Maintenance:

Type up to four (4) lines of text, forty (40) characters each, and Enter after each line
of input.

10. ESC, F4, F8 or CTRL+Y =Help:
Press the ESC key, the F4 or F8 key to end text maintenance.
Press CTRL+Y to display the edit help menu.
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11. Is The Data Correct: (Y)es, (N)o, (D)elete:
TypeY to accept the contact information. Go to Step 3.
Type N to edit the information. Go to Step 4.

Type D to remove the contact information from the system. Go to Step 3.
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Ship-To Address Maintenance

Overview

The ship-to name and address information can be displayed and inserted into an order
or invoice during order/invoice data entry. You can add, edit, delete or print ship-to
information.

The salesperson, tax code and the ship viacode overridesthe default from the customer
masterfile status information record when entering an order or invoice. You have an
optionto default aship-to nameand address asthe default name and addresson an order
or invoice.

Note: The size of the ship-to code is set in the 'Accounts Receivable Param-
eters located on the Accounts Receivable Definition Menu.
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Procedure

1. Choose Ship-To Address Maintenance on the Customer Sub-Menu.
2. Continue=CR, Maint=F1, Print=F2, Copy=F3, Return=F4 or number:
Press the Enter key to advance the ship-to display.

Type a ship-to number to display and Enter.

Press F1 to enter maintenance mode. Go to Step 3.

Press F2 to print the ship-to information. Select the appropriate printer.
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Press F3 to copy the ship-to name and addresses to another customer code.
Press F4 to return to the Customer Sub-Menu.
3. Code:
Typeanew ship-to codeand Enter or type an existing ship-to codeto view and Enter.
Press F1 to display the next ship-to code in thefile.
Press F2 to display all ship-to name and addresses.
Press F3 to display the last ship-to code used.
Press F4 to return to the Customer Sub-Menu.
4. Name:
Type up to athirty-five (35) character ship-to name and Enter.
Press CTRL +Y to display the edit help menu.
Press F4 to bypass data entry and go to Step 16.
5. Address:
Type up to athirty-five (35) character line one address and Enter .
Press F2 to return to the previous input field.
Press F3 to return to the first input field in Step 4.
Note: Repeat for the three address lines.
6. City:
Type up to anineteen (19) character city name and Enter.
7. State:

Typeavalidtwo (2) character state code and Enter or type ? to display the State Code
Selection window on the System Parameters Options Menu.

8. Zip Code:

Type avalid zip code and Enter or type ? to display the Zip Code Selection window
on the System Parameters Options Menu.

9. Contact:

Type up to atwenty (20) character contact name and Enter. Thisfield is optional.
10. Country Code:

Type avalid country code or type ? to display the Country Code Selection window.
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11. Default:

Type Y+ the Enter key if you want to default to this ship-to address during order/
invoice data entry.

Type N+ the Enter key not to default to this ship-to address during order/invoice data
entry.

12. Phone Number:

Type the telephone number for this ship-to and Enter. No dashes or slashes are
necessary.

13. Fax Ph No:

Type the facsimile number for this ship-to and Enter. No dashes or slashes are
necessary.

14. Salesperson:

Type a two (2) character salesperson code and Enter or type ? to display the
Salesperson Selection window.

Note: The salesperson code defaults from the Status Maintenance record.
15. Sales Tax:

Type atwo (2) character tax code and Enter or type ? to display the Sales Tax Code
Selection window.

Note: The sales tax code defaults from the Status Maintenance record.
16. Ship Via

Type atwo (2) character ship via code and Enter or type ? to display the Ship Via
Selection window.

Note: The ship via code defaults from the Status Maintenance record.

Iftheshipviacodeisadeliveryroutein 'Ship Via Maintenance' on the Order
Entry OptionsMenu, the systemwill automatically advanceto therouteinput
field.

17. Route:

Type aroute code and Enter.

18. Is The Data Correct: (Y)es, (N)o or (D)elete:

Type Y to accept the ship-to information. Go to Step 3.

Type N to edit the ship-to information. Go to Step 4.

Type D to remove the ship-to record from the system. Go to Step 3.
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Purchase Order Maintenance
Overview

Blanket purchase orders are entered in order/invoice dataentry. The system tracksthe
amount billed, checks to make sure the inception and expiration dates are inclusive of
the current date and issues a warning if you exceed the maximum amount of the
purchase order.
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Procedure

1. Choose Purchase Order Maintenance on the Customer Sub-Menu.
2. Continue=CR, Maintenance=F1, Print=F2, Return=F4 or PO No:
Press the Enter key to advance the purchase order display.

Type a purchase order number or the first few characters of the purchase order to
advance the display forward or backward and Enter.

Press F1 to enter maintenance mode. Go to Step 3.

Press F2 to list the purchase order information. Select the appropriate printer.

Press F4 to return to the Customer Sub-Menu.

3. PO No:

Type up to asixteen (16) character alpha-numeric purchase order number and Enter .
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Press F4 to return to the Customer Sub-Menu.

4. Comments:

Type up to athirty (30) character comment about this purchase order and Enter.
Press CTRL+Y to display the edit help menu.

Press F4 to bypass data entry. Go to Step 10.

5. Start Date:

Typetheeffectivedatefor thispurchase order in MM DD format and Enter. No dashes
or slashes are required. The system will insert the current century and year.

Press F2 to return to the previous input field.
Press F3 to return to the first input field.
6. End Date;

Type the expiration date for this purchase order in MMDD format and Enter. No
dashes or slashes are required. The system will insert the current century and year.

7. Limit:
Type the dollar amount for this purchase order and Enter.
8. Billed:

The system automatically updates the dollar amount applied towards this purchase
order number during the 'Daily Sales Journal & Update' in the Order Entry module.

9. Balance:

The system automatically updatesthe balance remaining on this purchase order during
the 'Daily Sales Journal & Update' in the Order Entry module.

Note: During order/invoice data entry, the system checks the purchase order
file to see if the amount on the current order/invoice exceeds the purchase
order limit and checksthe start and end datesto make surethe purchase or der
has not expired. The systemwill display such a message on your screen with
an option to go ahead and process the order or delete the order completely.

10. Is The Data Correct: (Y)es, (N)o or (D)elete:

TypeY to accept the purchase order information. Go to Step 3.
Type N to edit the information. Go to Step 4.

Type D to remove the information completely. Go to Step 3.
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Contract Price Maintenance

Overview

A contract price entered on certain inventory items automatically overridesthe selling
price defaulted from the Inventory Masterfile. Theletter C next to the price entry field
during order/invoice data entry indicates that the list price was read from the contract
pricing file.
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Procedure

1. Choose Contract Price Maintenance on the Customer Sub-Menu.
2. Cont=CR, Mnt=F1, Prt=F2, Copy=F3, Exit=F4 or Item:
Press the Enter key to advance the contract price display.

Type an inventory item or the first few characters of the item to advance the display
forward or backward and Enter.

Press F1 to enter maintenance mode. Go to Step 3.

Press F2 to list the contract price information. Select the appropriate printer for this
report.

Press F3 to copy the contract prices to another customer file. Type avalid customer
code and Enter or type ? to display the Customer Code Selection window.

91



Operating The Accounts Receivable System

Press F4 to return to the Customer Sub-Menu.
3. ltem:

Typeavalidinventory itemand Enter or type ? to display thelnventory Item Selection
window.

Press F1 to display the next available item number in the item masterfile.

Press F2 to display all of the contract prices for this customer.

Press F4 to end item input and return to the Customer Sub-Menu.

4. Desc:

Type an alternate description or Enter to use the description from the item master.
5. Disc:

TypeY +theEnter key toalow adiscount fromthe contract priceor typeN+the Enter
key not to allow a discounted contract price.

6. Price:

Type the contract price that you want this customer to receive and Enter.
Press F2 to return to the previous input field.

Press F3 to return to the first input field.

Note: The system cal culates the percent of profit and discount based on the
new pricing and displays the percentages on the screen. The price and cost
from the Inventory Masterfile displays on the screen to the right of the
per centages.

7. Level:
Type alevel number (0-9, N or Blank) and Enter.

Note: Enter a level number only if you want to give a different commission
level than the one currently assigned to this inventory item.

8. Is The Data Correct: (Y)es, (N)o or (D)elete:

TypeY to accept the contract price. Go to Step 3.

Type N to edit the price and go to Step 4.

Type D to remove the contract price from the system. Go to Step 3.

92



Operating The Accounts Receivable System

Custom Discount Level Maintenance

Overview

The Custom Discount Level M allowsyou set up special pricing by inventory category
rather than by inventory item (i.e. EN-Engraving). All items with a category of EN
would receive the same percent of discount from the selling price. The percentage
pricing would be effective within a specific date range.
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Procedure

1. Choose Custom Discount Level Maintenance on the Customer Sub-Menu.
2. Continue=CR, Maintenance=F1, Print=F2, Copy=F3, Exit=F4 or Item Class:

Press the Enter key to continue the custom pricing display or type an item class to
advance the display to that category.

Press F1 to add, edit or delete discount level codes.

Press F2 to print alist of discount level codes. Select the appropriate printer for this
report.

Press F3 to copy all custom contract prices to another customer's file. Enter a valid
customer code and Enter or type ? to display the Customer Code Selection window.

Press F4 to return to the Customer Sub-Menu.
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2. Item Class:

Type an item discount class code and Enter or type ? to display the Discount Class
Code Selection window.

Press F1 to select the next available class code in thefile.
Press F2 to re-display all discount class codes.

Press F4 to return to the Customer Sub-Menu.

3. Start Date:

Typethe effective start date for the discount to start in MM DD format and Enter. No
dashes or slashes are required. The system will insert the current century and year.

Press the Enter key to bypass starting date.
4. End Date:

Typethedatefor thediscount toend in MM DD format and Enter . No dashesor slashes
arerequired. The system will insert the current century and year.

Press F2 to return to the previous input field.
Press the Enter key to bypass ending date.

Note: If you leave the start date and end dates blank, the percentage of
discount will be effective at all times or until the discount class code record
iseither deleted or you input start and end dates for this class code.

5. Discount:

Type the percentage of discount allowed for this discount class and Enter.
6. Comm Level:

Type alevel number (0-9, N or Blank) and Enter.

Note: Enter a level number only if you want to take a different commission
level just for this product category.

7. 1s The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept the data displayed. Go to Step 2.

Type N to edit the information. Go to Step 3.

Type D to remove the record from the system and return to Step 2.
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Customer Price Display

Overview

The Customer Price Display listsall of theitemsin your inventory on the screen and
reflectstheitem, description and standard selling pricefor each item from the Inventory
Masterfile. The percent of discount can belevel pricing, custom pricing or best price.
LevelsA-L arelevel pricing and M and N are custom and best price. Disiplayed prices
arethe same pricing used in order/invoice dataentry. These codes are assigned to each
customer in the O/E Interface Maintenance on the Customer Sub-Menu.

Press F2 to print alisting of the pricing information.
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Branch/Department Maintenance

Overview

The Branch/Department Maintenance program allows you to define a branch, depart-
ment or cost center for a particular customer (i.e. used by banks, government offices,
etc.). There are special statement formats you can select that will produce an itemized
statement for eachindividual branch aswell asasummary statement for themain office.
Statements can be printed on demand or during 'Period-End Processing'.
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Procedure

1. Select Branch/Department Maintenance on the Customer Sub-Menu.
2. Continue=CR, Mnt=F1, Print=F2, Copy=F3, Return=F4 or Dept:

Press the Enter key to continue the branch/department display or type a code to
advance the display forward or backwards.

Press F1 to add, edit or delete a branch/department record.
Press F2 to print alist of branch/department codes. Select the appropriate printer.

Press F3 to copy all branch/department codes to another customer'sfile. Enter avalid
customer code and Enter or type ? to display the Customer Code Selection window.

Press F4 to return to the Customer Sub-Menu.
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3. Dept No:

Type adepartment number and Enter or pressthe F1 key to display the next available
number in the file.

Press F4 to return to the Customer Sub-Menu.

4. Dept Desc:

Type up to athirty (30) character department description and Enter.
5. Alternate:

Type an alternate code and Enter.

6. Is The Data Correct?: (Y)es, (N) or (D)elete:

TypeY to accept the data displayed. Go to Step 3.

Type N to edit the description. Go to Step 4.

Type D to remove this department from the system. Return to Step 3.
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Ship Via Maintenance

Overview

Ship ViaMaintenance allowsyou to enter ship viacodes, shipping charge and number
of labels that will default for this customer during order/invoice data entry. Y ou aso
have an option to bypass the ship via and number of 1abelsinput fields when entering
an order/invoice. This feature allows users to specify specific shipping charges per
customer and overrides the Ship Via Maintenance information in the Order Entry
module.
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Procedure

1. Select Ship Via Maintenance on the Customer Sub-Menu.
2. Continue=CR, Maintenance=F1, Print=F2, Return=F4 or Name:

Pressthe Enter key to continuethe ship viadisplay or type aship vianameto advance
the display forward or backwards.

Press F1 to add, edit or delete a ship viarecord.

Press F2 to print alist of ship via codes. Select the appropriate printer.

Press F4 to return to the Customer Sub-Menu.

3. Ship Via:

Type avalid ship code and Enter or type ? to display the Ship Via Code
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Selection window.

Press F2 to return to the previous input field.

Press F4 to bypass the input fields and go to Step 8.

4. Shipping:

Type the shipping charge amount for this ship viaand Enter.
5. Skip:

Type Y+ the Enter key to bypassthe shipping charge input field during order/invoice
data entry.

Type N+ the Enter key to be able to edit shipping charges.
6. Labels:

Typethenumber of shipping labelsyouwant to print for each order/invoice entered for
this customer and Enter.

Press the Enter key if you do not want to print shipping labels for this customer.
7. Skip:

TypeY +theEnter key to bypassthe number of labelsinput field during order/invoice
data entry.

Type N+ the Enter key to be able to edit number of labels.
8. UPS No:

Typethe shipper number for this customer and Enter. This can be used if the customer
reguests using their own number instead of billing freight.

9. Is The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept the information displayed. Go to Step 3.
Type N to edit the information. Go to Step 4.

Type D to remove this ship via from the system. Go to Step 3.
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Customer Card Maintenance

Overview

Credit Card Maintenance assigns a sequence number to each credit card entered for a
customer. Information stored for each card includes the card holder name, company
name and address, email address, phone number, miscellaneous information, such as,
web URL address.

Each credit card requires aterms code that is linked to a credit card terms code, afield
for the credit card number and an expiration date.

Credit card information can be protected with a password. Thereisalso afield Group
Code inUser Maintenancethat allowsauser to view theentirecredit card number while
other users will only seethe last four digits.
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Procedure

1. Select Customer Card Maintenance on the Customer Sub-Menu.

2. Seg. No:

Pressthe Enter key to have the system display the next available sequence number or
enter asequence number of your own. The company information displayson the screen

Press F2 to display existing credit cards or F4 to return to the Customer Sub-Menu.
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3. Cust Name:

Typethecard holder namethat isprinted onthe actual credit card and Enter. Thisfield
is not optional.

4. Company:

Press Enter to accept the name displayed or enter another company name.
5. Addressl:

Press Enter to accept the name displayed or enter another address.

6. Address 2:

Press Enter to accept the name displayed or enter another address.

7. City/State/Zip:

Press the Enter key to accept the city, state and zip or enter a new city, state and zip
code.

8. Country:

The country code defaults to the customer country code. Enter to accept the code
displayed or ? to display the Country Code Selection window.

9. Email:

Enter an email address for this card holder and Enter. Thisfield is optional.
10. Phone No:

Type a phone number for this cardholder and Enter. Thisfield is optional.
11. Ext:

Enter an extension for the phone number and Enter. Thisfield is optional.
12. Fax No:

Type afax number for this cardholder and Enter.

13. Cust Info:

Thisfield can be used for miscellaneousinformation, i.e. web address of the company,
etc.

14. Terms Code:

Typeavalid credit card termscode and Enter or ?to display the Terms Code Selection
window. Thisfield is not optional.

Note: If the code is not linked to a credit card terms code, the following
message displays on your screen:
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Warning! Invalid Terms Payment Type

Must Be Credit Card Payment Type
15. Card Number:
Type the credit card number for this card and Enter. Thisfield is not optional.
16. Expiration:

Type the month and year of the expiration date on the cred cardin MM/YYY'Y format
and Enter. Thisfield is not optional.

17. 1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:
Type Y+ the Enter key to accept the information. Return to Step 2.
Type N+ the Enter key and return to Step 3 for correction.

Type D+ the Enter key to remove the card information from the system and return to
Step 2.

Type E+ the Enter key to end the card input and return to the Customer Sub-Menu.
None of the input will be saved.
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Aged Open Invoice Report

Overview

The Aged Open Invoice Report gives you an option to list al invoices in detailed or
summary format, with an option to include paid invoices, all invoices or invoices that
fall within a certain aging period and an option to run the update aging program that
recalcul ates the aging balances and current balance due.
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Procedure

1. Choose the Aged Open Invoice Report on the Accounts Receivable System Menu.
2. Sort Option:

Type C+ the Enter key to print the aging report in customer code order.

Type A+ the Enter key to print the aging report in alpha sort key order. Go to Step 5.
Press F4 to return to the Accounts Receivable System Menu.

3. First Customer:

Press the Enter key to accept the first customer displayed or type ? to display the
Customer Code Selection window.

Press F2 to return to the previous input field.

4, Last Customer:
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Press the Enter key to accept the last customer displayed or type ? to display the
Customer Code Selection window.

5. First Alpha:

Type the first customer alpha sort key to print and Enter.
6. Last Alpha:

Type the last customer alpha sort key to print and Enter.
7. Customer Types:

Type two (2) character customer type codes, side by side, and Enter. No spaces or
commas between codes.

Press the Spacebar + the Enter key to list all customer types on this report.
8. Salespersons:

Type two (2) character salesperson codes, side by side, and Enter. No spaces or
commas between codes.

Press the Spacebar + the Enter key to list all salespersons on this report.
9. Aging Date:

Pressthe Enter key to accept the application date or type anew aging datein MMDD
format and Enter. The system will display the century and the year.

10. Detail/Summary:
Type D+ the Enter key to list all invoice detail for each customer.
Type S+ the Enter key to list aone line summary of all invoices for each customer.

Note: The systemwill prompt you as to what spacing you want to use on the
aging report. Select (S)inglefor single spacing, (D)ouble for double spacing
or (Tyriple for triple spacing.

11. Aging Range:

Type A+ the Enter key to list all invoices for current, 30, 60, 90 or 120 days.
Type 1+ the Enter key to list invoices past due over period one (30 days).
Type 2+ the Enter key to list invoices past due over period two (60 days).
Type 3+ the Enter key to list invoices past due over period three (90 days).
Type 4+ the Enter key to list invoices past due over period four.

12. Include Paid:

Type Y + the Enter key to include paid invoices on the aging report.
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Type N+ the Enter key to exclude paid invoices.

13. Payment Detail:

Type Y + the Enter key to include payment information on the aging report.
Type N+ the Enter key to exclude payment information.

14. Aging Notepads:

Type Y + the Enter key to print aging notepads (cardfiles).

Type N+ the Enter key not to include notepads.

15. Next Contacts:

Type Y+ the Enter key to print collection next contacts.

Type N+ the Enter key not to include next contact informtaion.

16. Update Aging:

Type Y+ the Enter key to update the aging fields in each customer's account.
Type N+ the Enter key to bypass the aging process. Thisis not recommended.
17. Current:

Type the number of daysin the current period and Enter.

18. Period 1:

Type the number of daysin period one and Enter.

19. Period 2:

Type the number of daysin period two and Enter.

20. Period 3:

Type the number of daysin period three and Enter.

21. Period 4:

Type the number of daysin period four and Enter.

22. Print Aged Open Invoice Report? (Y)esor (N)o:

TypeY to print the aging and select an appropriate printer for this report.
Type N to return to the Accounts Receivable System Menu.
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Aged Open Invoice Report Sample

Note: Any invoices dated ahead of the aging date will display this message
noting the number of invoices not included in the current balance:

Note! 2 Invoices With A Future Invoice Date

Were Present, Will Not Be Included In Current Balance
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Update Customer Aging
Overview

The Update Customer Aging option isan on-demand aged open invoice recalculation
program. The program reads the open invoice file and recreates the aging fieldsin the
Customer Masterfile. Unlike the 'Aged Open Invoice Report', this program does not
produce a report. This procedure is automatically run during Period-End Processing.
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Procedure

1. Choose Update Customer Aging on the Accounts Receivable System Menu.
2. First Customer:

Type the first customer code for the aging calculation and Enter or type ? to display
the Customer Code Selection window.

Press F4 to return to the Accounts Receivable System Menu.
3. Last Customer:

Typethelast customer codefor the aging cal culation and Enter or type ?to display the
Customer Code Selection window.

Press F2 to return to the previous input field.
4. Customer Type:
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Typeatwo (2) character customer type code side by side and Enter or type ? to view
the Customer Type Selection window. No spaces or commas are required.

5. Aging Date:

Pressthe Enter key to accept the application date or type anew aging date inMMDD
format and Enter. The system displays the century and the year.

Note: Theaging periodsareonly availablefor input if the A/R Paremeter 'Use
Calendar Months for Aging? flag is set to No.

6. Current:

Type the number of daysin the current period and Enter.

7. Period 1:

Type the number of daysin the first past due period and Enter.

8. Period 2:

Type the number of daysin the second past due period and Enter.
9. Period 3:

Type the number of daysin the third past due period and Enter.
10. Update Customer Aging? (Y)esor (N)o:

TypeY to continue the aging process.

Type N to return to the Accounts Receivable System Menu.
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Cash Receipts Menu

Overview

The Cash Receipts Menu allows you to enter cash payments and miscellaneous cash
with two entry programs. One program is a quick entry that allows you to enter
payments by invoice number without having to know the customer account. The
second entry program is by deposit code, customer code, check number and invoice
number.

TheCash ReceiptsJournal listseach paidinvoiceand thebalancedue. Thisinformation
updates each customer's open invoices and post the distribution to the General Ledger.
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Cash Receipts Quick Entry

Overview

The Cash Receipts Quick Entry program allowsyouto enter paymentsby deposit code,
check number and invoice number. The customer name and address and invoice
information displays on the screen, showing invoice date, original amount of the
invoice, amount already applied, amount of any previous payments and the current
balance due.
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Procedure

1. Choose Cash Receipts Quick Entry on the Cash Receipts Menu.
2. Receipt Date:

Type the date for this deposit in MM DD format and Enter. No dashes or slashes are
regquired. The system will insert the current century and year.

3. Deposit Code:
The deposit type code and Enter .

Note: The deposit code is used to subtotal the 'Cash Receipts Journal'.
Examples of deposit codes are O=cash, 1=check, 2-Visa, 3=Mastercard,
4= American Express, etc.

4, Check Number:
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Type the check number received from the customer and Enter.
5. Invoice No:
Type the invoice number you want to pay and Enter.

Note: The system sear ches the open invoice file for this invoice number and
displays the customer name, address and invoice information, showing
invoi cedate, original amount of theinvoice, amount already applied, amount
of any previous payments and the current balance due.

6. Disc Amount:

Type the amount of discount to apply to thisinvoice and Enter (if applicable).

7. Cash Amount:

Type the amount you want to pay against thisinvoice and Enter.

8. Is The Data Correct? (Y)es, (N)o or (D)elete line:

TypeY if the entry is correct and return to enter the next check number in Step 4.
Type N to edit the discount or cash amounts. Return to Step 6.

Type D to remove this cash entry and return to Step 4.
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Cash Receipts Data Entry

Overview

The Cash Receipts Data Entry program allows you to enter receipt information for
application to customer invoices and distribution to General Ledger accounts. Each
group of receipts is entered in a deposit format (i.e. 0=Cash, 1=Checks, V=Visa,
M=Mastercard, etc.). Y ou also havethe capability to enter miscellaneouscash directly
into General Ledger accounts.

The'AUTO' featurepaysall invoicesinfull up to theamount of the check, starting with
the oldest invoice, but does not apply towards an invoice with a partial payment.

The 'MISC' feature allows entries into the General Ledger for miscellaneous cash,
write off of bad debts (i.e. finance charges, bankruptcy, etc.), over/under payments or
tax or freight amounts on an invoice that a customer refuses to pay.
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Procedure

1. Choose Cash Receipts Data Entry on the Cash Receipts Menu.
2. Receipt Date:

Typethedate of the cash receiptin MMDD format and Enter . No dashesor slashesare
required. The system will insert the current century and year.

Press F8 to return to the Cash Receipts Menu.

Note: Press F3 to toggle between on and off help messages.
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Operating The Accounts Receivable System

3. Deposit Code:
Type aone (1) character deposit code and Enter.

Note: Deposit codes are used to sub-total deposits on the 'Cash Receipts
Journal'. For example, use O=cash, 1=checks, V=Visa, M=Mastercard, etc.

Press F2 to return to the previous input field.

4. 1sThis A New Deposit? (CR-N):

Press the Enter key to continue deposit entry.

Type N+ the Enter key to re-enter a deposit code. Go to Step 3.
5. Dep Amount:

Type the total amount for this deposit code and Enter.

Note: If you do not enter the amount of the deposit, the system cannot balance
the deposit dollars as you are entering them.

6. Is The Deposit Correct? (CR-N-DELETE):
Press the Enter key if the deposit amount is correct.
Type N+ the Enter key to re-enter the amount of the deposit. Go to Step 5.

Type DELETE+ the Enter key or press F7 to remove the deposit completely. Return
to Step 3.

7. Customer Code:

Ttype a valid customer code and Enter or type ? to display the Customer Code
Selection window. The customer name displays to the right of the customer code and
cash receipt notepad will display, if applicable.

If you enter NOF, the system will allow you to enter the customer name.

Note: If you do not know who the customer isfor thisinvoice, typetheinvoice
number+ the F1 key. The system will search the open invoices for the
customer code.

Press F8 to end this deposit. The following message displays:

The Deposit is Out of Balance. CR to Continue, Delete or F4 To Change
Deposit:

Press the Enter key to continue the deposit.

Type DELETE+ the Enter key or press F7 to delete the entire deposit. The
following message displays: This Will Completely Delete the Deposit. Con-
firm Delete: (Y)esor (N)o:
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Operating The Accounts Receivable System

Type Y to delete the entire deposit. Return to deposit codein Step 3
Type N not to delete the deposit. Return to Step 7 to continue.
Press F4 to change the deposit amount to the correct amount.
8. Check No:
Type the check number for this customer and Enter.
Note: You can enter multiple checks for one customer.
Press the Enter key, F2 or F8 to return to the prior input field.
9. IsThis A New Check? (CR-N):
Press the Enter key to continue deposit entry.
Type N+ the Enter key to re-enter the check number.
10. ABA Number:
The American Banking Association number isoptional. Y ou canuseit asamemofield.
11. Debit Cash:
Type the amount to debit cash (amount of the customer's check) and Enter.
Press F1if you want to debit cash the entire amount of the customer's balance due.
12. 1s The Check Header Correct? (CR-N-DELETE):
Pressthe Enter key if the header information is correct. Proceed to Step 13.
Type N+ the Enter key to return to the ABA input field. Go to Step 10.

TypeDEL ETE+theEnter key or pressF7toremovetheentiredeposit. Returnto Step
3.

13. Invoice No:
Press the Enter key to continue the invoice display on the screen.

Type an invoice number + the Enter key to which this payment applies or select a
letter +F1 to the left of the invoice number to insert and Enter. The amount of the
invoice displays in the distribution amount and discount amount, if applicable.

Type'AUTO'+ the Enter key to apply receipt automatically to the oldest invoice(s).

Type 'MISC'+ the Enter key to replace the invoice display with a General Ledger
account number input field. Type the account number to which you want to distribute
this receipt amount and Enter. Press the Enter key to accept the amount displayed.
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Note: If theremaining amount of a deposit ismoreor lessthan thetotal of the
paid invoices, distribute the remainder of the receipt by typing MISC or treat
it as a pre-payment by entering an invoice number to apply the receipt to on
the customer'saccount. You will be prompted 'ls This A Pre-payment? (Y-N)'.

Type Y+ the Enter key to apply to the customer account as a credit.
Type N+ the Enter key to return to Step 13.
14. Dct Appld:

Type the amount of the discount you want to apply on thisinvoice and Enter. If you
do want not to apply the discount, type zero (0) for discount amount.

Note: If theinvoice number you entered in Sep 13 hasa discount amount and
the cash receipt entry date precedes the invoice discount due date, the
discount amount for that invoice automatically displays.

15. Dist Amt:

Type the amount you want to apply to thisinvoice and Enter or pressthe Enter key
to accept the invoice amount displayed.

Note: You must distribute the entire check until the check balance is zero. If
youtrytoend at the check number and thecheckisout of balance, thismessage
displays: 'The Check Is Out Of Balance. Press CR to continue or Delete'.

Press the Enter key to balance this check entry.

Type DELETE+ the Enter key to delete this check for this customer only.
Return to Step 8.

16. The Deposit IsOut Of Balance. CRto Continue, DEL ETE or F4to Change Deposit:

Note: Before you exit this program, the entire deposit must be distributed so
that the Deposit Balance is equal to zero.

Press the Enter key to continue the entry at the deposit entry field.
Type DELETE or press F7 to delete the entire deposit. Go to Step 17.

Press F4 to return to the Deposit Amount input field. Re-enter the deposit amount to
balance with the distributions.

17. Thiswill completely delete the deposit. Confirm delete (Y)es or (N)o:

TypeY to deletethe entire deposit. Return to the Deposit Codeinput field. Go to Step
3.

Type N to continue the deposit entry and return to the Customer Code input field. Go
to Step 7.
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Operating The Accounts Receivable System

Applying Credit Memos
Procedure

Note: Acredit memoisfirst entered asaninvoicethrough Invoice Data Entry
in the Order Entry module. You must use the Cash Receipts Data Entry
programto apply credit memosto an openinvoice. The systemautomatically
checks to make sure that all invoices have been updated to each customer's
account before letting you apply any credit memos.

1. Choose Cash Receipts Data Entry on the Cash Receipts Menu.
2. Receipt Date:

Typethedate of the cash receiptin MMDD format and Enter . No dashesor slashesare
required. The system will insert the current century and year.

Press F8 to return to the Cash Receipts Menu.

Note: Press F3 to toggle between on and off help messages.
3. Deposit Code:
Type aone (1) character deposit code and Enter.

Note: Deposit codes are used to sub-total deposits on the '‘Cash Receipts
Journal'. For example, use C=Credit Memo.

4. 1sThis A New Deposit? (CR-N):

Press the Enter key to continue deposit entry.

Type N+ the Enter key to re-enter a deposit code. Go to Step 3.

5. Dep Amount:

Always type zero (0) for the amount and Enter.

6. Is The Deposit Correct? (CR-N-DELETE):

Press the Enter key to continue credit memo entry.

Type N+ the Enter key to re-enter the amount of the deposit. Go to Step 5.

Type DELETE+ the Enter key or press F7 to remove the deposit completely. Return
to Step 3.

7. Customer Code:

TypeNOFfor a'Not OnFile' customer or typeavalid customer code and Enter or type
? to display the Customer Code Sel ection window. The customer name displaysto the
right of the customer code. If you entered NOF, the system will allow you to enter the
name of the customer.
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Note: Type the invoice number+ the F1 key to find the customer for this
invoice number.

Press F8 to return to the Accounts Receivable System Menu.

8. Check No:

Type areference number and Enter (i.e. CREDIT, CR MEMO, etc.).
Press the Enter key, F2 or F8 to return to the prior input field.

9. IsThis A New Check? (CR-N):

Press the Enter key to continue credit memo entry.

Type N+ the Enter key to re-enter the check number.

10. ABA Number:

The American Banking Association number isoptional. Y ou canuseit asamemofield.
11. Debit Cash:

Always type zero (0) for the debit cash amount and Enter.

12. I1s The Check Header Correct? (CR-N-DELETE):

Press the Enter key to continue deposit entry.

TypeY to delete the entire deposit. Return to the Deposit Code input field. Go to Step
3.

Type N to continue the deposit entry and return to the Customer Code input field. Go
to Step 7.

Type N+ the Enter key to return to the ABA input field. Go to Step 10.

Type DELETE+ the Enter key or press F7 to remove the entire entry. Go to Step 3.
13. Invoice No:

Press the Enter key to continue the invoice display on the screen.

Typethe credit memo number + the Enter key (i.e. 12345CM) or select aletter to the
left of the credit memo number and Enter. The amount of the invoice displaysin the
distribution amount (discount amount if applicable).

Type'AUTO'+ the Enter key to apply the credit memo to the oldest invoice(s).

Type 'MISC'+ the Enter key to replace the invoice display with a General Ledger
account number input field. Type the account number to which you want to distribute
this credit amount and Enter. Press the Enter key to accept the amount displayed.

14. Dct Appld:
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Operating The Accounts Receivable System

Pressthe Enter key to accept the discount amount shown. If you do not want to apply
the discount at this time, type zero (0) for the amount.

15. Dist Amt:

Typetheamount you want to apply from this credit memo and Enter or pressthe Enter
key to accept the amount displayed. Return to Step 13 to enter additional invoice
numbers to apply.
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Operating The Accounts Receivable System

Writing Off Uncollectible Accounts

Procedure

Note: Use the Cash Receipts Data Entry program to write off open invoices
on a customer's account to a General Ledger uncollectible debts account.
This process should only be done only if the invoices will never be paid.

1. Choose Cash Receipts Data Entry on the Cash Receipts Menu.
2. Receipt Date:

Type the date of the write off in MMDD format and Enter. No dashes or slashes are
required. The system will insert the current century and year

Press F8 to return to the Cash Receipts Menu.

Note: Press F3 to toggle between on and off help messages.
3. Deposit Code:
Type aone (1) character deposit code and Enter.

Note: Deposit codes are used to sub-total deposits on the '‘Cash Receipts
Journal'. For example, use W=Write Off.

4. 1sThis A New Deposit? (CR-N):

Press the Enter key to continue deposit entry.

Type N+ the Enter key to re-enter a deposit code. Go to Step 3.

5. Dep Amount:

Always type zero (0) for the amount and Enter.

6. Is The Deposit Correct? (CR-N-DELETE):

Press the Enter key to continue credit memo entry.

Type N+ the Enter key to re-enter the amount of the deposit. Go to Step 5.

Type DELETE+ the Enter key or press F7 to remove the deposit completely. Return
to Step 3.

7. Customer Code:

TypeNOFfor a'Not OnFile' customer or typeavalid customer code and Enter or type
? to display the Customer Code Sel ection window. The customer name displaysto the
right of the customer code. If you entered NOF, the system will allow you to enter the
name of the customer.

Note: Type the invoice number+ the F1 key to find the customer for this
invoice number.
119



Operating The Accounts Receivable System

Press F8 to return to the Accounts Receivable System Menu.

8. Check No:

Type areference number and Enter (i.e. BADDEBT, W/O, etc.).

Press the Enter key, F2 or F8 to return to the prior input field.

9. 1sThis A New Check? (CR-N):

Press the Enter key to continue credit memo entry.

Type N+ the Enter key to re-enter the check number.

10. ABA Number:

The American Banking Association number isoptional. Y ou canuseit asamemofield.
11. Debit Cash:

Always type zero (0) for the cash amount and Enter.

12. Is The Check Header Correct? (CR-N-DELETE):

Press the Enter key to continue deposit entry.

16. Invoice No:

Type the invoice number(s) you want to apply the credit memo to and Enter.
17. Dct Appld:

Pressthe Enter key to accept the discount amount shown. If you do not want to apply
the discount at this time, type zero (0) for the amount.

18. Dist Amt:

Typetheamount you want to apply fromthiscredit memo and Enter or pressthe Enter
key to accept the amount displayed.

Note: To apply credit to more than one invoice, return to Step 16.

To end an entry, you must distribute the entire credit amount so the check
balanceis zero. If you try to end at the check number and the check balance
is not equal to zero, this message displays: 'The Check Is Out Of Balance.
PressCRto continueor Delete'. Pressthe Enter keytoreturnto Sep 13. Press
F7 to delete the credit memo and return to Step 7.

19. Thiswill completely delete the deposit. Confirm delete (Y)es or (N)o:
Type N+ the Enter key to return to the ABA input field. Go to Step 10.
Type DELETE+ the Enter key or press F7 to remove the entire entry. Go to Step 3.
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Operating The Accounts Receivable System

13. Invoice No:
Press the Enter key to continue the invoice display on the screen.

Typetheinvoicenumber towriteoff and Enter or select aletter totheleft of theinvoice
number and Enter. The amount of the invoice displays in the distribution amount
(discount amount if applicable).

14. Dct Appld:

Pressthe Enter key to accept the discount amount shown. If you do not want to apply
the discount at this time, type zero (0) for the amount.

15. Dist Amt:

Typetheamount you want to apply fromthiscredit memo and Enter or pressthe Enter
key to accept the amount displayed.

Note: To write off more than one invoice, return to Step 13.
16. Invoice No:

Type 'MISC'+ the Enter key to replace the invoice display with a General Ledger
account number input field. Type the uncollectible/bad debt account number and
Enter. Pressthe Enter key to accept the amount displayed.
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17. Dct Appld:

Pressthe Enter key to accept the discount amount shown. If you do not want to apply
the discount at this time, type zero (0) for the amount.

18. Dist Amt:

Typetheamount you want to apply fromthiscredit memo and Enter or pressthe Enter
key to accept the amount displayed.

Note: To end an entry, you must distribute the entire amount so the check
balanceis zero. If you try to end at the check number and the check balance
is not equal to zero, this message displays: 'The Check Is Out Of Balance.
PressCRto continueor Delete'. Pressthe Enter keytoreturnto Sep 13. Press
F7 to delete the write off and returnto Step 7.

19. Thiswill completely delete the deposit. Confirm delete (Y)es or (N)o:

TypeY to deletethe entire deposit. Return to the Deposit Code input field. Go to Step
3.

Type N to continue the deposit entry and return to the Customer Code input field. Go
to Step 7.
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Operating The Accounts Receivable System

Cash Receipts Journal
Overview
TheCash ReceiptsJournal updatesthe cash receipt entriesto the Customer Masterfile,

the Open Invoicefileand the G/L End-Of-Day transaction file. The combined deposit
totals are displayed on the Cash Receipts Journal screen

The report prints in deposit code order. Make sure this report is correct before
completing the update. .

Frimt ca=h reoglpts joarnal’ ITiem o [Mios '

Procedure

1. Select the Cash Receipts Journal on the Cash Receipts Menu.

2. Print cash receipts journal? (Y)es or (N)o:

Type Y+ the Enter key to print the journal or N+ the Enter key to abort the print.
2. Select the appropriate printer for this report.

3. Do You Want To Update The Cash Receipts? (YES-NO):

Type YES+ the Enter key to update the cash receipts or type NO+ the Enter key to
abort the update and return to the Accounts Receivable System Menu.

Note: The system checks the Open Invoice Date Entry file to make sure all
invoices have been updated prior to updating cash receipts. Cash receipts
will not be updated until the invoice file has been cleared.
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Cash Receipts Journal Sample
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Operating The Accounts Receivable System

Email Reminder Sender
Overview

The Email Reminder serves as a past due notice for invoices that are inclusive in the
days aging fields that you enter. Y ou can select to send up to three notices at onetime
for threedifferent aging messagesthat you set up onthe AccountsReceivable Defintion
Menu in 'Email Reminder Message Maintenance'.

Y ou can select to include specific customer types and terms codes. The email address
field isleft blank if you want to use the email addresses from Contact M aintenance.
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Procedure

1. Select Email Reminder Sender from the Accounts Receivable System Menu.
2. First Customer:

Type the first customer code to include and Enter or ? to display the Customer Code
Selection window.

3. Last Customer:

Type the last customer code to include and Enter or ? to display the Customer Code
Selection window.

4. Customer Types:

Enter customer type codesto include, side by side, no commas or spacesincluded and
Enter or type ? to display the Customer Type Code Selection window.
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5. Terms Code:
Type aterms code that you want to use for the credit hold number of daysand Enter.
6. To Email:

Enter an email address to send the notice to or leave blank to use the customer contact
email addreesses set up in Customer Contact Maintenance.

Note: If you want to test the notices, you can use your own email address.
7. Day Range 1:
Type the number of days and the message code for Range 1.
8. Day Range 2:
Type the number of days and the message code for Range 2.
9. Day Range 3:
Type the number of days and the message code for Range 3.
10. Begin Past Due Emails? (Y)es, (N)o or (E)nd:
Type Y+ the Enter key to send the email notices.
Type N+ the Enter key to return to Step 2.

TypeE+theEnter key to abort theemail noticesand returnto the Accounts Receivable
System Menu.
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Invoice System Menu
Overview

Therearetwo waysto enter invoicesin Accounts Receivable: Open Invoice DataEntry
and Detail Invoice Data Entry. Y ou can use Open Invoice Data Entry to enter all open
invoicesthat makeup your accountsreceivabletotal or any timeyou do not haveto print
an invoice or you can enter invoice adjustments to invoices already updated. Detail
Invoice Data Entry lets you enter line items on an invoice, a description of the item,
quantity, price, extension and General Ledger distribution.

Invoices entered in the Order Entry modul e and updated using the'Daily Sales Journal
& Update' arewritten to the Open Invoice Data Entry file. Theinvoices are updated to
the customer accounts and to the General Ledger module after printing the 'Open
Invoice Data Entry Register'. Y ou need to make sure the date on the Invoice System
Menu is the correct date for posting to the ledger.

Invoices must be updated to each customer's account in order for the open invoicesto
be paid using 'Cash Receipts Data Entry'.
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Open Invoice Data Entry
Overview

The Open Invoice DataEntry program allowsyou to enter conversion invoicesinto the
systemto establish openinvoice balancesin the customer masterfileor any invoicethat
doesnot haveto be printed. Y ou can al so use thisprogramto edit or adjust invoicesthat
have aready been updated. Any changes made using this program only affects the
customer masterfile and the General Ledger, not Sales Analysis or history files.
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Procedure

1. Choose Open Invoice Data Entry on the Invoice System Menu.
2. Enter Default Sales Distribution Account Or End:

Typethe default General Ledger sales account number and Enter or type ? to display
the General Ledger Account Selection window. The system displays the account
description.

Type SALES for the account number if the General Ledger module is not installed.
Type END+ the Enter key to return to the Invoice System Menu.

3. Is Sales Distribution Account Correct? (Y)es, (N)o or (E)nd:

TypeY if the sales account number is correct.

Type N to re-enter the account number. Return to Step 2.
128



Operating The Accounts Receivable System

F e nk H
Wil gl
Lovodce Dabte: |[HFI47500128

-uxt Cocde: JU-RAECHL ] Dus Dako: Il EEF 2012 |
ANC Herking Mevices
121 Righwsy 19 NHorth | 1
¥ 11 Discount Kt i 1]
Fhoeoix ARE H3ZE4 Invoice Ak | 1H% S0 ]

[ak+} Inw 1

B Tk [Data Corcect? ITiem;, (Hlo, {Melooe or (Eindr .

Type E to return to the Invoice System Menu.
4. Invoice No:

Type aninvoice number and Enter or pressthe Enter key to let the system automati-
cally assign a sequential invoice number.

Press F4 to return to the Invoice System Menu.
5. Cust Code:

Typeavalid customer codeand Enter or type? to display the Customer Code Selection
window. The system displays the name and address information.

Type NOF+ the Enter key if thisis a one-time customer. The cursor moves to the
billing field for you to type in the ‘Not On File' name and address.

Press F2 to return to the previous input field.
6. Invoice Date:

Typetheinvoicedatein MM DD format and Enter or pressthe Enter key to accept the
default application date. No dashes or slashes are required. The system will insert the
current century and year.

7. Due Date:

Typethe date payment isduefor thisinvoicein MM DD format and Enter or pressthe
Enter key to accept the default date. No dashesor slashesarerequired. The systemwill
insert the current century and year.
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8. Discount Due:

Type the date by which payment must be received for the discount to be applied in
MMDD format and Enter. No dashes or slashes are required. The system will insert
the current century and year.

Press the Enter key if adiscount does not apply for thisinvoice.
9. Discount Amt:
Type the amount of the discount and Enter.

Note: If you entered a discount due date, the cursor movesto thisfield. If you
bypassed the discount date, this field will be skipped.

10. Invoice Amt:
Type the total invoice amount and Enter.

Note: If the entry isarefund or credit, precede the amount with a minus sign
(). Invoice amount and invoice balance will indicate a credit amount.

11. Is The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

TypeY to accept the invoice header information.

Type N to edit the information. Go to Step 6.

Type D to remove the entire invoice from the system. Go to Step 4.

Type E to end the invoice input and return to the Invoice System Menu.
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12. Line No:

Pressthe Enter key to have the system automatically assign the next incremental line
number or type an existing line number + the Enter key that you need to edit.

Press F1 to display the next existing line number.
Press F4 to exit the distribution entry window. Return to Step 4.
13. G/L Account:

Note: The cursor moves to the General Ledger account number distribution
window. The system displays the default account number you entered in Step
2.

Press the Enter key to accept the account displayed or type ? to display the General
L edger Account Selectionwindow. The account description displaysto theright of the
account number.

Note: If you areconverting an existing systemto Total Order Plusandyouare
interfaced to the General Ledger module, enter the Accounts Receivable
account number to avoid double entry.

14. Distribution:

Press the Enter key to accept the displayed balance or type the amount you want to
distribute to this account number.
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Note: The cursor returnsto the General Ledger account number field. Each
timeyou enter an account number, the remaining invoi ce balance displaysas
a default amount for that entry. The Invoice Balance field displays the
remaining invoice balance. When the entire entry is distributed, the invoice
balanceiszero. Youmust distributetheentireinvoicebalanceor thefollowing
message displays: "Warning: Open Invoice Data Entry Is Out of Balance.
Distribution Must Equal Invoice Total. Press Any Key To Continue'.

Press any key to make the changes necessary to balance the invoice distribu-
tion.

15. Is The Data Correct? (Y)es, (N)o or (D)elete:

TypeY if thedistribution is correct. The cursor returnsto the invoice number field in
Step 4.

Type N to make distribution adjustments where necessary.

Type D to remove the entire G/L distribution. Return to Step 12.
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Open Invoice Data Entry Register
Overview

After entering abatch of invoices, you can print the Open Invoice Data Entry Register
for adetailed listing to check for accuracy. After checking your entries, you canrunthe
invoice update to post to the Customer Masterfile'Aging & Sales Summary' and to the
Open Invoice file. You must update the invoices in order for them to display on the
'Cash Receipts Data Entry' screen when you post cash receipts to open invoices.

During the'Daily Sales Journal & Update' inthe Order Entry module, theinvoices post
to the Open Invoice Data Entry file. Y ou must run this register to update entriesto the
Customer Masterfile and the Open Invoice file. If you are interfaced to the General
Ledger, the invoice distribution is posted to the End-Of-Day transaction file on the
General Ledger System Menu. The application date for the Accounts Receivable
system is used as the posting date to the General Ledger.

Theregister printsininvoice order showing the customer code and name, invoice date,
invoice amount, discount amount and invoice distribution by General Ledger account
number.
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Procedure

1. Choose Open Invoice Data Entry Register on the Invoice System Menu.
2. Select the appropriate printer for this report.
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Open Invoice Data Entry Register Sample
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Operating The Accounts Receivable System

Special Statement Menu
Overview

The Special Statement Menu isagroup of statements designed to report open invoice
and history invoice information in avariety of formatsfor any specific customer. Y ou
have an option to sort by invoice number or purchase order number, by branch/
department/cost center, in itemized detail format or summary format. There is a
statement format available to print all NOF (Not On File) customers.

Information listed on the statementsinclude purchase order number, invoice and order
numbers, invoice date, inventory items and descriptions, quantity purchased, salestax
and freight, with an option to include product text.
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Operating The Accounts Receivable System

Branch Format Using Open Invoice File

Overview

This special statement by branch/department reads the open invoice file for invoices
specified within a certain date range for a particular customer. You can sort the
statement by purchase order number or by invoice number. If you select to sort by
purchase order number, you can also select to print a separate statement for each
purchase order number. If you do not want to print an itemized detailed statement, you
can select to print a branch summary only. Two lines are available for a customized
statement message.

This statement can be printed at any time but is generally printed prior to 'Period-End
Processing'.
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Procedure

1. Choose Branch Format Using Open Invoice File on the Special Statement Menu.
2. Customer Code:

Typeavalid customer codeand Enter or type? todisplay the Customer Code Selection
window.

Press F4 to return to the Special Statement Menu.
3. First Date:
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Type the beginning date for this statement in MM DD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

Press F2 to return to the previous input field.
4. Last Date:

Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Invoice/PO:

Typel+the Enter key to list the itemized statement by invoice number. Goto Step 7.
Type P+ the Enter key to list the statement by purchase order number.

6. PO Sort:

Type Y+ the Enter key to sort each itemized statement by purchase order number.
Type N+ the Enter key not to sort the statement by purchase order number.

7. Company Name:

Type Y+ the Enter key to print the company name and address on the statement.
Type N+ the Enter key not to include the company name and address.

8. Summary Only:

Type Y+ the Enter key not to include itemized statements but only print a summary
statement.

Type N+ the Enter key to include both itemized and summarized statements.
9. Message:

Type up to sixty (60) characters for each message line and Enter.

10. Select the appropriate printer for this report.
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Branch Format Using Open Invoice File Sample
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Operating The Accounts Receivable System

Branch Format Using History File

Overview

This special statement reads the history invoice file for invoices specified within a
certain date range for one customer. Y ou can sort the statement by branch, purchase
order number or by invoice number. If you sel ect to sort by purchase order number, you
can also select to print a separate statement for each purchase order number. If you do
not want to print an itemized detailed statement, you can select to print a branch
summary only. Two lines are available for a customized statement message.

This statement can be printed on demand at any time.
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Procedure

1. Choose Branch Format Using History File on the Special Statement Menu.
2. Customer Code:

Typeavalid customer codeand Enter or type? todisplay the Customer Code Selection
window.

Press F4 to return to the Special Statement Menu.
3. First Date:

Type the beginning date for this statement in MM DD format and Enter. No dashes or
dlashes are required. The system will insert current century and year.
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Press F2 to return to the previous input field.
4. Last Date:

Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Branch:

Type avalid branch number and Enter.

Press Spacebar to include all branches.

6. Invoice/PO:

Type |+ the Enter key to list the itemized statement by invoice number.
Type P+ the Enter key to list the statement by purchase order number.
7. Company Name:

Type Y+ the Enter key to print the company name and address on the statement.
Type N+ the Enter key not to include the company name and address.
8. Message:

Type up to sixty (60) characters for each message line and Enter.

9. Select the appropriate printer for this report.
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Branch Format Using History File Sample
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Operating The Accounts Receivable System

Branch Format No Text
Overview

Thisspecial statement by branch/department scansthe open invoicefile or theinvoice
history filefor invoices specified within acertain date rangefor one customer. Y ou can
sort the statement by purchase order number, invoice number or release number. Y ou
can select to include your company name and the ship-to address from each invoice.
You can enter your own report headings for both the detailed and summarized
statements. Two lines are available for a customized statement message.

This statement can be printed on demand at any time.
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1. Choose Branch Format No Text on the Special Statement Menu.
2. Customer Code:

Typeavalid customer codeand Enter or type? todisplay the Customer Code Selection
window.

Press F4 to return to the Special Statement Menu.
3. First Date:

Type the beginning date for this statement in MM DD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

Press F2 to return to the previous input field.
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4. Last Date:

Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Invoice/PO:
Type |+ the Enter key to list the itemized statement by invoice number.
Type P+ the Enter key to list the statement by purchase order number.

Type R+ the Enter key to list in invoice number order with release number and
purchase order number as a message line.

6. Company Name:

Type Y+ the Enter key to print the company name and address on the statement.
Type N+ the Enter key not to include the company name and address.
7. Ship-To:

Type Y+ the Enter key to list the ship-to on the statement.

Type N+ the Enter key not to list the ship-to address.

8. Detail Heading:

Type the heading for the itemized statements and Enter.

9. Summary Heading:

Type the heading for the summary statement and Enter.

10. Open or History:

Type O+ the Enter key to scan the open invoice file for this report.
Type H+ the Enter key to scan theinvoice history file.

11. Message:

Type up to sixty (60) characters for each message line and Enter.

12. Select the appropriate printer for this report.
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Branch Format No Text Sample
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Operating The Accounts Receivable System

Branch Format w/Text No Order Number

Overview

This special statement scans the invoice history file for invoices specified within a
certain date range for one customer. Y ou can sort the statement by branch, purchase
order number or invoice number, with text for each stamp included. Y ou can select to
print your company name on the top of the statement. Two lines are available for a
customized statement message.

This statement can be printed on demand at any time.
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Procedure

1. Choose Branch Format w/Text No Order Number on the Special Statement Menu.
2. Customer Code:

Typeavalid customer codeand Enter or type? todisplay the Customer Code Selection
window.

Press F4 to return to the Special Statement Menu.
3. First Date:

Type the beginning date for this statement in MM DD format and Enter. No dashes or
slashes are required. The system will insert the century and the date.
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Press F2 to return to the previous input field.
4. Last Date:

Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Branch:

Type avalid branch number and Enter.

Press Spacebar to print al branches.

6. Invoice/PO:

Type |+ the Enter key to list the itemized statement by invoice number.
Type P+ the Enter key to list the statement by purchase order number.
7. Company Name:

Type Y+ the Enter key to print the company name and address on the statement.
Type N+ the Enter key not to include the company name and address.
8. Message:

Type up to sixty (60) characters for each message line and Enter.

9. Select the appropriate printer for this report.
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Branch Formatw/TextNo Order Number Sample
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Cost Center Format w/PO & Release Number
Overview

This special statement scans the invoice history file for invoices specified within a
certain date range for one customer. Y ou can sort the statement by branch, purchase
order number or invoice number. Y ou can select to print your company nameon thetop
of the statement and select to print a summary statement only. Release numbers are
printed on the itemized statement. Two lines are available for a customized statement

message.
This statement can be printed one demand at any time.
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Procedure

1. Choose Cost Center Format w/PO and Release Number on the Special Statement
Menu.

2. Customer Code:

Typeavalid customer codeand Enter or type? todisplay the Customer Code Selection
window.

Press F4 to return to the Special Statement Menu.
3. First Date:

Type the beginning date for this statement in MM DD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.
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Press F2 to return to the previous input field.
4. Last Date:

Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Branch:

Type avalid branch number and Enter.

Press the Spacebar to print all branches.

6. Company Name:

Type Y+ the Enter key to print the company name and address on the statement.
Type N+ the Enter key not to include the company name and address.

7. Summary Only:

Type Y+ the Enter key to print a summarized statement only.

Type N+ the Enter key to print an itemized and a summarized statement.
8. Invoice/PO:

Type |+ the Enter key to list the itemized statement by invoice number.
Type P+ the Enter key to list the statement by purchase order number.

9. Message:

Type up to sixty (60) characters for each message line and Enter.

10. Select the appropriate printer for this report.
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Cost Center w/PO & Release Number Sample
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Customer Format w/Release No & Aging
Overview

Thisspecial statement scanstheopeninvoicefilefor invoicesspecified withinacertain
daterangefor one customer. Thisformat issimilar to the'Period-End Statement' in that
theinformationisthe sameexcept therel ease number isincluded onthisstatement. The
statement includes invoice date, release number, invoice amount, payment date and
check number, amount of cash applied and the remaining invoice balance. The aging
fields (30-60-90-120) are printed at the bottom of each statement. Two lines are
available for a customized statement message.

This statement can be printed on demand at any time.
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Procedure

1. Choose Customer Format w/Release Number & Aging on the Special Statement
Menu.

2. Customer Code:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F4 to return to the Special Statement Menu.
3. First Date:

Type the beginning date for this statement in MMDD format and Enter. No dashes
151



Operating The Accounts Receivable System

or slashes are required. The system will insert the current century and year.
Press F2 to return to the previous input field.
4. Last Date:

Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Message:
Type up to sixty (60) characters for each message line and Enter.

6. Select the appropriate printer for this report.
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Customer Formatw/Release No & Aging Sample
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NOF Format With Purchase Order

Overview

Thisspecial statement scanstheopeninvoicefilefor invoicesspecified withinacertain
daterange for all NOF (Not On File) customers. The statement includes invoice date,
invoice number, invoice amount, payment date, check number, total payments and
balance due. Two lines are available for a customized statement message.

This statement can be printed on demand at any time.
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Procedure

1. Choose NOF Format w/Purchase Order on the Special Statement Menu.
2. Customer Code:

The system automatically displays NOF ‘Not On File' for the customer code.
Press F4 to return to the Special Statement Menu.

3. First Date:

Type the beginning date for this statement in MM DD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

Press F2 to return to the previous input field.
4. Last Date:
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Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Message:
Type up to sixty (60) characters for each message line and Enter.
6. Select the appropriate printer for this report.
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NOF Format With Purchase Order Sample
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Monthly Purchases By Department

Overview

This special statement by branch/department reads the open invoice file for invoices
specified within a certain date range for a particular customer. You can sort the
statement by purchase order number or by invoice number. If you select to sort by
purchase order number, you can also select to print a separate statement for each
purchase order number. If you do not want to print an itemized detailed statement, you
canselect toprint abranch summary only. Y ou al so havethe optiontoinclude sub-total,
tax and freight per each invoice. Two lines are available for a customized statement

message.
This statement can be printed on demand at any time.
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Procedure

1. Choose Monthly Purchases By Department on the Special Statement Menu.
2. Customer Code:

Typeavalid customer codeand Enter or type? todisplay the Customer Code Selection
window.

Press F4 to return to the Special Statement Menu.
3. First Date:

Type the beginning date for this statement in MMDD format and Enter. No dashes
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or slashes are required. The system will insert the current century and year.
Press F2 to return to the previous input field.
4. Last Date:

Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Invoice Totals:

Type Y+ the Enter key to print sub-total, tax and freight for each invoice.
Type N+ the Enter key not to print invoice sub-totals.

6. Invoice/PO:

Type |+ the Enter key to list the itemized statement by invoice/order number. Go to
Step 7.

Type P+ the Enter key to list the statement by purchase order number.

7. PO Sort:

Type Y+ the Enter key to sort each itemized statement by purchase order number.
Type N+ the Enter key not to sort the statement by purchase order number.

8. Company Name:

Type Y+ the Enter key to print the company name and address on the statement.
Type N+ the Enter key not to include the company name and address.

9. Summary Only:

Type Y+ the Enter key not to include itemized statements but only print a summary
statement.

Type N+ the Enter key to include itemized and summarized statements.
10. Message:

Type up to sixty (60) characters for each message line and Enter.

11. Select the appropriate printer for this report.
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By Branch w/Stamp/Plate
Overview

Thisspecial statement scanstheopeninvoicefilefor invoicesspecified withinacertain
daterangefor one customer. The statement includesinvoice number, quantity shipped,
inventory item description, unit price and extended price (quantity x price). Invoice
sub-totals, tax, freight and total balance due print on the bottom of each detailed
statement. Two lines are available for a customized statement message.

This statement can be printed on demand at any time.
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Procedure

1. Choose By Branch w/Stamp/Plate on the Special Statement Menu.
2. Customer Code:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F4 to return to the Special Statement Menu.
3. First Date:

Type the beginning date for this statement in MM DD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

Press F2 to return to the previous input field.
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4, Last Date:

Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Message:

Type up to sixty (60) characters for each message line and Enter.

6. Use (B)ranch or (C)ost center title?

Type B to print branch or type C to print cost center on this report and Enter.
7. Include please do not pay message? (Y)es, (N)o or (E)nd:

Type Y+ the Enter key to include message on this statement.

Type N+ the Enter key to exclude message.

Type E+ the Enter key to abort the statement print and return to the Special Statement
Menu.

8. Print summary report only? (Y)es, (N)o or (E)nd:
Type Y+ the Enter key to print asummary statement only.
Type N+ the Enter key to print a detailed and a summary statement.

Type E+ the Enter key to abort the statement print and return to the Special Statement
Menu.

9. Use (P)urchase order number or (1)nvoice number or (E)nd:
Type P+ the Enter key to print the purchase order number on the statement.
Type |+ the Enter key to print the invoice number on the statement.

Type E+ the Enter key to abort the statement print and return to the Special Statement
Menu.

10. Print company name on statement? (Y)es, (N)o or (E)nd:
Type Y+ the Enter key to print your company name on the statement.
Type N+ the Enter key to exclude the company name.

Type E+ the Enter key to abort the statement print and return to the Special Statement
Menu.

11. Select the appropriate printer for this report.
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By Branch w/Stamp/Plate Sample
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Special Statement / Usage Report
Overview

This special statement scans the open invoice file for invoices generated within a
specified date range for one customer. Y ou can select multiple product categories and
group theminto category oneand category two. Thesetwo total sare quantities shipped
for the specified date range and includes a total dollar amount.

This report can be printed on demand at any time.
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Procedure

1. Choose Specia Statement / Usage Report on the Special Statement Menul.
2. Customer Code:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F4 to return to the Special Statement Menu.
3. First Date:

Type the beginning date for this statement in MM DD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

Press F2 to return to the previous input field.

4. Last Date:
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Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Category 1:

Type column one product codes side by side of three (3) characterseach and Enter. No
commas required.

6. Category 2:

Type columntwo product codes side by side of three (3) characterseach and Enter. No
commas required.

7. Heading 1:

Type column one heading for this report and Enter.

8. Heading 2:

Type column two heading for this report and Enter .

9. Message:

Type up to sixty (60) characters for each message line and Enter.
10. Select the appropriate printer for this report.
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Special Statement / Usage Report Sample
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Special Statement With Customer Range

Overview

This special statement scans theinvoice history file for invoices generated during the
specified date range for one customer or a range of customers. The reports lists cost
center, invoice number, rel ease number, inventory item description, salestax, quantity
shipped, unit price and extended price. Two message lines are available for a
customized statement message.

This report can be printed on demand at any time.
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Procedure

1. Choose Specia Statement With Customer Range on the Special Statement Menu.
2. First Customer:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F4 to return to the Special Statement Menu.
3. Last Customer:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F2 to return to the previous input field.
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4. First Date:

Type the beginning date for this statement in MM DD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Last Date:

Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

6. Company Name:

Type Y+ the Enter key to print the company name and address on the statement.
Type N+ the Enter key not to include the company name and address.

7. Company Name:

Type Y+ the Enter key to print the company name and address on the summarized
statement.

Type N+ the Enter key not to include the company name.

8. Message:

Type up to sixty (60) characters for each message line and Enter.
9. Select the appropriate printer for this report.
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Special StatementWith Customer Range Sample
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Detailed Summary Statement/All Branches

Overview

This special statement scans the open invoice file for customer invoices within a
specified date range. The report lists store number, purchase order number, invoice
number and date, credit amount, invoice sub-total anount and total invoice.

This report can be printed on demand at any time.
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Procedure

1. Choose Detailed Summary Statement /All Branchesonthe Special Statement Menu.

2. First Customer:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F4 to return to the Special Statement Menu.
3. First Date:

Type the beginning date for this statement in MM DD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

Press F2 to return to the previous input field.
4. Last Date:
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Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Summary Title:
Type up to athirty (30) character title for this summary report and Enter.
6. Select the appropriate printer for this report.
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Detailed Summary Statement Sample
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Summary Statement / One Line Total

Overview

This special statement scans the open invoice file for invoices generated within a
specified date range for one customer. Each store number hasaone linetotal of credit
memos, invoice billed amount and total invoice amount.

This report can be printed on demand at any time.
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Procedure

1. Choose Summary Statement / One Line Total on the Special Statement Menu.
2. First Customer:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F4 to return to the Special Statement Menu.
3. First Date:

Type the beginning date for this statement in MM DD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

Press F2 to return to the previous input field.
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4. Last Date:

Type the ending date for this statement in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

5. Include Tax:

Type Y+ the Enter key if you want the sales tax to print on this statement.

Type N+ the Enter key not to include sales tax.

6. Include Shipping:

Type Y+ the Enter key if you want theshipping charges to print on this statement.
Type N+ the Enter key not to include shipping.

7. Select the appropriate printer for this report.
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Summary Statement/ One Line Total Sample
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Credit Hold Update

Overview

The Credit Hold Update searches the open invoice file for invoices that are past due.
Any customer with past due invoices are put on credit hold.
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Procedure

1. Select Credit Hold Update on the Accounts Receivable System Menu.
2. First Customer:

Typeavalid customer codeand Enter or type ? to display the Customer Code Selection
window.

Press F4 to return to the Accounts Receivable System Menu.
3. Last Customer:

Typeavalid customer codeand Enter or type ? to display the Customer Code Selection
window.

4. Credit Hold:
Type the credit hold code to select and Enter.
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5. Begin credit hold update? (Y)es, (N)o or (E)nd:

Type Y+ the Enter key to continue with the update.

Type N+ the Enter key to return to Step 2.

Type E+ the Enter key to return to the Accounts Receivable System Menu.
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Import/Export File Menu
Overview

The Accounts Receivable export programs allow you to format customer data to an
ASCII text file. You can export customer name and address for use in a desktop
publishing program, such as PageM aker, perhapsfor printing label s, name badges, etc.
The other export program sends the customer name, address and tel ephone number in
the correct format for the UPS (United Parcel Service) system. Customer contract
prices can be exported and imported back for price changes. Contract prices can also
be exported by customer type.
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Export Customer Name & Address
Overview

The Customer Name and Address export program allows you to export a range of
customer by customer code, apha sort order or by location in atext file format. Y ou
can sort the export by customer type, discount level or a minimum dollar amount of
sales. Thereisan option to include name and address, name only, contact information
and telephone numbers. Y ou can determineif you want the export to be upper or lower
case sensitive, intervene on amanual selection basis and determine the type stylesto
export.

Thefile nameis aways ARCM47. TXT and islocated in the company directory that
you are processing (i.e. Company One would be adirectory named CO001, etc.). The
text file can then be imported into a desktop publishing program.
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Procedure

1. Choose Export Customer Name & Address on the Export File Menu.
2. Sort Order:

Type C+ the Enter key to sort the export in customer code order.

Type A+ the Enter key to sort the export in apha sort key order.

Type L+ the Enter key to sort the export by location. Go to Step 5.

Press F4 to return to the Export File Menu.
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3. First To Print:

Type a valid customer code or apha sort key and Enter or type ? to display the
Customer Code Selection window.

Press F2 to return to the previous input field.
4. Last To Print:

Type a valid customer code or apha sort key and Enter or type ? to display the
Customer Code Selection window.

5. First Location:

Type avalid first location code (zip code) and Enter.
6. Last Location:

Type avalid last location code (zip code) and Enter.
7. Customer Types:

Type a two (2) character customer type code and Enter or type ? to display the
Customer Type Selection window.

Note: Customer type codes should be entered side by side (i.e. RSWH).
8. Label Codes:
Type atwo (2) character label code and Enter.

Note: Label codes should be entered side by side (i.e. CCCL).
9. Discount Level:

Typeatwo (2) character discount level codeand Enter or type ? todisplay the Discount
Level Selection window.

Press the Spacebar to include al levels.
10. Y T D Sales:

Type the year-to-date sales in a whole dollar amount and Enter. No commas or
decimals required.

Press the Spacebar not to compare sales dollars on this report.

11. Format Option:

Type 1+ the Enter key to print the customer address only.

Type 2+ the Enter key to print the customer address and EX contact name.

Type 3+ the Enter key to print customer name and tel ephone number.
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Type 4+ the Enter key to print customer name only.
12. Lower Case:

TypeY +the Enter key to convert the customer name and address to upper/lower case
letters.

Type N+ the Enter key to bypass the conversion.

13. Manual Selection:

Type Y+ the Enter key to manually select each customer you want to export.
Type N+ the Enter key to let the system automatically export all customers.
14. Name Style:

Type the name+ the Enter key of the output style for this export.

Note: Toexport to PageMaker, typethe nameof thelayout document. Thiscan
be used for labels, telephone lists, etc.

15. Other Style:

Type the name+ the Enter key of the output style for other text.
16. Begin Customer Export? (Y)es, (N)o or (E)nd:

TypeY to continue with the export process.

Type N to edit the information. Go to Step 2.

Type E to abort the export and return to the Export File Menu.

Note: The export file namewill be ARCM47.TXT and located in the company
directoryyou arecurrently workingin (i.e. Company 001 would bein CO001
under the TOP directory.
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Advanced Customer Export

Overview

The Advanced Customer Export has numerous sort options for exporting customer
information - contact type codes, email addresses, customer types all within specific
date ranges.
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Procedure

1. Select Advanced Customer Export on the Import/Export File Menu.

2. Export Format:

Type 1+ the Enter key to export customer name and address.

Type 2+ the Enter key to export customer name and fax number.

Type 3+ the Enter key to export customer name and email address.

Type 4+ the Enter key to export customer name, address and email address.

3. Mail List:

Type 1+ the Enter key to select all customers.

Type 2+ the Enter key to select only customers with ayes for mailing list.

Type 3+ the Enter key to select only customers with ano for mailing list.
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4. Email Option:

Type Y+ the Enter key to include customers that have an email address.
Type N+ the Enter key to include customers without an email address.

Type A+ the Enter key to include all customers.

5. Contact Option:

Type 1+ the Enter key to include only the first contact for each customer.
Type 2+ the Enter key to include all email addresses for each customer.

6. Exclude Contacts:

Type contact type codes to exclude in this export.

7. Include Contacts:

Type contact type codes to include in this export.

8. YTD Minimum:

Type the minimum amount of Y TD salesto include or leave zero for all sales.
9. First Date:

Type thefirst sold date in MM DD format to include in this export.

10.Last Date:

Type the last sold date in MMDD format toinclude in this export.

11. Exclude Types:

Type customer type codes to exclude in this export.

12. Include Types:

Type customer type codes to include in this export.

13. Product String:

Type the product categories to include or leave blank to include all categories.
14. Open Date:

Type the first account opened date in MMDD format to include in this export.
15. Last Open Date:

Type the last account opened date in MM DD format to include in this export.
16. File Name:

Type the name of the text file you want to use without any extension.
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Export Customer Name & Address For UPS

Overview

The Export Customer Master For UPS is a program that will export customer
information into a comma separated text file to import into a UPS system. The
information exported iscustomer code and name, addresslinesoneand two, city, state,
Zip code and telephone number.
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Procedure

1. Choose Export Customer Name & Address For UPS on the Export File Menu.
2. Account Date:

Type the date account opened in MM DD format and Enter. No dashes or slashes are
reguired. The system will insert the current century and year.

Note: Any customers date account open that is prior to this date will not be
included in the export file.

Press F4 to return to the Export File Menu.
3. First Date:

Type the first sold to date in MMDD format and Enter. No dashes or slashes are
regquired. The system will insert the current century and year.
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4. Last Date:

Typethelast sold datein MM DD format and Enter. No dashes or slashesarerequired.
The system will insert the current century and year.

5. Ship-To Option:

Type Y+ the Enter key to include ship-to information with the export.

Type N+ the Enter key to exclude ship-to information.

TypeO+theEnter key toonly usethemain addressif aship-to addressisnot available.
Press F2 to return to the previous input field.

6. Prompt::

Type Y+ the Enter key for the system to prompt you before each customer record is
exported.

Type N+ the Enter key not to display the question prompt.

7. Format:

Type Y+ the Enter key if you want to include the customer code in the export file.
Type N+ the Enter key not to include the customer code.

8. Validate:

Type Y+ the Enter key to exclude any invalid address information (zip codes, p.o.
boxes, etc.).

Type N+ the Enter key to export invalid address information.
9. Customer Type:

Typeavalid customer typecodeand Enter or type ?to display the Customer Type Code
Selection window.

10. Begin Customer Export? (Y)es, (N)o or (E)nd:

TypeY to continue with the export process.

Type N to edit the export information. Go to Step 2.

Type E to abort the export and return to the Export File Menu.
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Export Contacts for Outlook
Overview

This export utility exports customer contact data to a file that can be imported into
Outlook. 'Contact Information Maintenance' on the Customer Sub-Menu containstype
codes for categorizing contacts to be using in export programs and reporting. This
export allows you to include/exclude contact type codes with options to export only
contacts with email addresses or telephone numbers.
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Procedure

1. Choose Export Contacts for Outlook on the Export Menu.
2. Employee Code:

Type an employee code to include and Enter or press the Spacebar to include all
employees.

Press F4 to return to the Export Menu.
3. Codes to Include:

Typeupto eight two (2) character contact type codesto include and Enter or leavethe
field blank to include all contact types.

4. Codes to Exclude:
Press F2 to return to the previous input field.

185



Operating The Accounts Receivable System

5. Type up to eight two (2) character contact type codes toexclude and Enter or leave
the field blank to not exclude any type codes.

6. Email Address Only:

Type Y+ the Enter key to export only contact records containing an email address.

Type N+ the Enter key to ignore email address information.

7. Include All Phones:

Type Y+ the Enter key to include all contacts with telephone numbers.

Type N+ the Enter key to ignore telephone numbers.

8. Include Business Fax:

Type Y+ the Enter key to include business fax numbers.

Type N+ the Enter key to exclude fax numbers.

9. Include Code;

Type Y+ the Enter key to include the customer code in the name field.

Type N+ the Enter key to exclude the customer code.

10. Non-Active;

Type Y+ the Enter key to include customers flagged as inactive.

Type N+ the Enter key to exclude inactive customers.

11. File Format:

Type C+ the Enter key to export the contact information in comma separated format.

Type T+ the Enter key to export the contact informtion in tab delimited format.
Note: Select comma separated value if exporting information for Outlook.

Type V+ the Enter Key to export the contact information in vCard format.

12. Begin Contact Export? (Y)es, (N)o or (E)nd:

Type Y+ the Enter key to begin the contact export utility.

Type N+ the Enter key to abort the export utility and return to Step 2.

Type E+ the Enter key to return to the Export Menu.

Note: File Name TOP_CONTACTS.CSV is exported to the \TOP\EXPORT
directory on the file server.
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Export Next Contacts for Outlook

Overview

Thisexport utility creates afile by employee within a specific date range for Outlook
Express. The utility reads through the Customer Next Contact information, checking
employee codes and the start and end date of each next contact record.
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Procedure

1. Choose Export Next Contacts for Outlook on the Export File Menu.
2. Employee Code:

Select an employee codeto include for thisexport and Enter or pressthe Spacebar to
include all employees.

Press F4 to return to the Export File Menu.
3. First Date:

Typethefirst start date to includein MM DD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

Press F2 to return to the previous input field.
4. Last Date:
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Typethelast end datetoincludein MM DD format and Enter. No dashes or slashesare
required. The system will insert the current century and year.

5. Calendar:

Type Y+ the Enter key to include the calendar.

Type N+ the Enter key to exclude the calendar.

6. Birthdays:

Type Y+ the Enter key to include birthday information.

Type N+ the Enter key to exclude birthday information.

7. Begin Contact Export? (Y)es, (N)o or (E)nd:

Type Y+ the Enter key to begin the contact export utility.

Type N+ the Enter key to abort the export utility and return to Step 2.
Type E+ the Enter key to return to the Export Menu.

Note: File Name TOP_CALENDAR.TXT is exported to the \TOP\EXPORT
directory on the file server.
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Export Contract Price File

Overview

This export program reads the customer contract price file and creates a comma
delimited text file that can be imported into Excel to make price changes. Oncethefile
is changed to the new pricing, the CONTRACT_PRICE_FILE.TXT file needs to be
placed inthe/TOP/IMPORT folder. Thereisanimport program that readsthe file and
writes the price changes back into the customer contract price file.
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Procedure

1. Select Export Contract Price File on the Import/Export File Menu.
2. First Item:

Type the first item to export and Enter or type ? to display the Item Code Selection
window.

Press F4 to return to the Import/Export File Menu.
3. Last Item:

Type the last item to export and Enter or type ? to display the Item Code Selection
window.

Press F2 to return to the previous input field.
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4. Begin Export? (Y)es, (N)o or (E)nd:

Type Y + the Enter key to begin the export.

Type N+ the Enter key to return to Step 2.

Type E+ the Enter key to abort the export and return to the Import/Export File Menu.
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Import Contract Price File

Overview

The import program reads the CONTRACT_PRICE_FILE.TXT file and writes the
price changes back to the customer contract price file.
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Procedure
1. Select Import Contract Price File on the Import/Export File Menu.

2. File Name:

Thefile namefor the import automtically displays on your screen, along with the date
of the file creation and the items imported.

Press F4 to return to the Import/Export File Menu.
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Export Contract Prices by Customer Type

Overview

Contract pricesfrom one customer with aspecific type code will be copied to all other
customers with the same type code.
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Procedure

1. Select Export Contract Prices by Customer Type on the Import/Export File Menu.
2. Source Customer:

Type avalid customer code and Enter or ? to display the Customer Code Selection
window.

Press F4 to return to the Import/Export File Menu.

3. Customer Type:

Typeavalidtypecodeand Enter or ? todisplay the Customer Type Sel ection window.

4. Begin Contract Price Copy? (Y)es, (N)o or (E)nd:

Type Y+ the Enter key to begin the export.

Type N+ the Enter key to return to Step 2.

Type E+ the Enter key to abort the export and return to the Import/Export File Menu.
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Operating The Accounts Receivable System

Period-End Processing Menu
Overview

The Period-End Processing Menu provides a sales report by discount class, monthly
salestax report, aged open invoice report, the ability to calculate finance charges and
print statements. Once all of the month-end reporting is complete, the 'Period End
Update' clearsthe monthly salestax dollars, purges paid invoices and resets month-to-
date sales dollars to zero for the next period.
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Begin Period-End Process

Overview

Thisfeature allowsthe person responsiblefor processing End-of-Month Processing to
set aflag that will not allow any other users from accessing the Accounts Receivable
module during this process until it is completed.

fint End-{f-Pericd Gzacun (¥iem or [(Wiai l
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Operating The Accounts Receivable System

Discount Sales By Item Class Report

Overview

The Discount Sales By Item Class Report lists each discount class code and each
corresponding level showing period-to-date, quarter-to-date and year-to-date salesand
discount dollars. A level summary is printed at the end of the report showing total
discount and non-discount sales dollars. Thisreport isoptional and is not an essential
part of the period-end process. Select the appropriate printer for this report.
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Procedure

1. Choose the Discount Sales By Item Class Report on the Period-End Processing
Menu.

2. Print Discount Sales by Item Class Report? (Y)esor (N)o:
TypeY to print the sales report.
Type N to abort the sales report and return to the Period-End Processing Menu.

3. Select the appropriate printer for this report.
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Discount Sales By Item Class Report Sample
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Operating The Accounts Receivable System

Sales Tax Report
Overview

TheMonthly Sales Tax Report can be printed in tax code or tax description order. The
format of the report is determined by the way you answered the tax format question in
the 'Accounts Receivable Parameter Maintenance' on the Accounts Receivable Defi-
nition Menu located elsewhere in this manual.

Tax code format lists the tax code and description, tax percentage, period-to-date,
guarter-to-date and year-to-date sales and the tax amount withheld, along with period-
to-datefreight andtotal salesfor theperiod. Theother liststhetax codeand description,
total sales, total taxable amount and total freight, aswell asthe amount of tax withheld
for each tax percentage by state, county and local tax jurisdictions.

This same report can be generated from 'Sales Tax Maintenance' on the Accounts
Receivable Definition Menu.

Eriter aort ordsr for report, [(Cloeds or {(Djssoripsion. Fé Erilt

Procedure

1. Choose the Sales Tax Report on the Period-End Processing Menu.

2. Sort Order:

Type C+ the Enter key to print the sales tax report in tax code order.

Type D+ the Enter key to print the sales tax report by tax code description.
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Press F4 to return to the Period-End Processing Menu.

3. Select the appropriate printer for this report.
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Sales Tax Report Sample
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Operating The Accounts Receivable System

Sales Tax Report - Zip Code Table

Overview
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Operating The Accounts Receivable System

Sales Tax Report-Zip Code Table Sample
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Aged Open Invoice Report
Overview

The Aged Open Invoice Report gives you an option to list al invoices in detailed or
summary format, with an option to include paid invoices, all invoices or invoices that
fall within a certain aging period and an option to run the update aging program that
recalcul ates the aging balances and current balance due.
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Procedure

1. Choose the Aged Open Invoice Report on the Accounts Receivable System Menu.
2. Sort Option:

Type C+ the Enter key to print the aging report in customer code order.

Type A+ the Enter key to print the aging report in alpha sort key order. Go to Step 5.
Press F4 to return to the Accounts Receivable System Menu.

3. First Customer:

Press the Enter key to accept the first customer displayed or type ? to display the
Customer Code Selection window.

Press F2 to return to the previous input field.

4, Last Customer:
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Press the Enter key to accept the last customer displayed or type ? to display the
Customer Code Selection window.

5. First Alpha:

Type the first customer alpha sort key to print and Enter.
6. Last Alpha:

Type the last customer alpha sort key to print and Enter.
7. Customer Types:

Type two (2) character customer type codes, side by side, and Enter. No spaces or
commas between codes.

Press the Spacebar + the Enter key to list all customer types on this report.
8. Salespersons:

Type two (2) character salesperson codes, side by side, and Enter. No spaces or
commas between codes.

Press the Spacebar + the Enter key to list all salespersons on this report.
9. Aging Date:

Pressthe Enter key to accept the application date or type anew aging datein MMDD
format and Enter. No slashesor dashesarerequired. The systemwill insert the current
century and year.

10. Detail/Summary:

Type D+ the Enter key to list all invoice detail for each customer.

Type S+ the Enter key to list aone line summary of all invoices for each customer.
11. Aging Range:

Type A+ the Enter key to list all invoices for current, 30, 60, 90 or 120 days.
Type 1+ the Enter key to list invoices past due over period one (30 days).
Type 2+ the Enter key to list invoices past due over period two (60 days).
Type 3+ the Enter key to list invoices past due over period three (90 days).
Type 4+ the Enter key to list invoices past due over period four.

12. Include Paid:

Type Y + the Enter key to include paid invoices on the aging report.

Type N+ the Enter key to exclude paid invoices.

13. Payment Detail:
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Type Y + the Enter key to include payment information on the aging report.
Type N+ the Enter key to exclude payment information.

14. Update Aging:

Type Y+ the Enter key to update the aging fields in each customer's account.
Type N+ the Enter key to bypass the aging process. Thisis not recommended.
15. Current:

Type the number of daysin the current period and Enter.

16. Period 1:

Type the number of daysin period one and Enter.

17. Period 2:

Type the number of daysin period two and Enter.

18. Period 3:

Type the number of daysin period three and Enter.

19. Period 4:

Type the number of daysin period four and Enter.

20. Print Aged Open Invoice Report? (Y)esor (N)o:

TypeY to print the aging and select an appropriate printer for this report.
Type N to return to the Accounts Receivable System Menu.
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Aged Open Invoice Report Sample
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Operating The Accounts Receivable System

Finance Charge Calculation
Overview

Finance Charge Calculation is based on a set of questionsin the'Accounts Receivable
Parameters' onthe A ccounts Receivable Definition Menu. Y ou have an option whether
or not to calculate finance chargeswith afixed percentage amount, avariable amount
or be able to enter a percentage rate in each customer in the Customer Masterfile

During the calculation process, you can enter an aging base of 30-60-90-120 days as
well asminimum and maxi mum amountsto compareto during cal culation. Thecharges
are printed on the customer's statement and can be updated to each customer's account
as an open invoice.
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Procedure

1. Choose Finance Charge Calculation on the Period-End Processing Menu.

Note: The system checks to see if any previous finance charge records exist
andwill prompt youwith thismessage: Warning! Finance ChargeData Entry
records exist. Clear Finance Charge Records? (Y)esor (N)o:

Type 'Y to erase the existing entries from the finance chargefile.
Type N to return to the Period-End Processing Menu.

2. Aging Base:

206



Operating The Accounts Receivable System

Typethelowest base you want included for the finance charge cal culation and Enter .
Press F4 to return to the Period-End Processing Menu.

Note: If you want to cal cul ate finance char ges on invoice amountsthat are 60
or moredaysold, enter 60. The oldest displayed baseis90 or 120, depending
on what you selected for the Aging Basis field in the parameters.

3. Minimum Charge:
Type the minimum finance charge allowed and Enter.
Press the Enter key if no minimum amount is entered.

Note: Finance charges calculated for each customer that are less than the
minimum and greater than zero will be charged the minimum amount.

4. Do Not Charge:
Type the maximum charge amount allowed and Enter.
Press the Enter key if no maximum amount is entered.

Note: Finance chargescalculated for each customer that aregreater thanthe
maximum will charged the maximum amount.

5. Finance Charge:
Type the percentage to use in calculating finance charges and Enter .

Note: You will be asked for a finance charge percentage only if you entered
a V for variable rate for finance charge type in the 'Accounts Receivable
Parameters' on the Account Receivable Definition Menu.

6. Division:

Type a division for finance charges and Enter or type ? to display the Division
Selection window.

7. Create Finance Charges? (Y)esor (N)o:
TypeY to continue the finance charge calculation.

Type N to abort the calculation and return to the Period-End Processing Menu.
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Finance Charge Register
Overview
The Finance Charge Register lists the customer code and name, calculation date (

should bethelast day of the month of the current period), net dollar amount for finance
charges, calculation rate and the amount of finance charge for the current month.

The report totals by division (if applicable) and has a combined report total.

Print finanoe ohargs registerc? [(Mies or Wics B

Procedure

1. Choose Finance Charge Register on the Period-End Processing Menu.
2. Print Finance Charge Register? (Y)esor (N)o:

TypeY to print the register. Go to Step 3.

Type N to abort the print and return to the Period-End Processing Menu.
3. Select the appropriate printer for this report.
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Finance Charge Register Sample
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Operating The Accounts Receivable System

Finance Charge Data Entry
Overview

Onceyou have printed the Finance Charge Register and have determined that you need
toadd or edit existing cal cul ations, select the Finance Charge DataEntry program. Y ou
can add entriesto the calculation file or change the finance charge rate and the system
will recalculate a new finance charge amount. Once you have finished with your
changes, you should run the Finance Charge Register again for verification before
printing statements.
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Procedure

1. Choose Finance Charge Data Entry on the Period-End Processing Menu.

2. Aging Base:

Typethelowest base you want included for the finance charge cal culation and Enter .
Press F4 to return to the Period-End Processing Menu.

Note: If you want to cal cul ate finance char ges on invoice amountsthat are 60
or moredaysold, enter 60. The oldest displayed baseis90 or 120, depending
on what you selected for the Aging Basis field in the parameters.

3. Finance Charge:

Type the percentage you want to use to calculate finance charges and Enter.
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4. 1s The Data Correct? (Y)esor (N)o:

TypeY if the aging base entries are correct. Proceed to Step 5.
Type N to edit the aging base criteria. Return to Step2.

5. Customer:

Typeavalid customer codeand Enter or type? todisplay the Customer Code Selection
window.

Note: If this customer was included in the 'Late Charge Calculation', the
customer hame, invoice date, net for finance charge, finance chargerate and
the finance charge amount will display on your screen. The systemreadsthe
open invoice file to calculate the finance charge amount.

If you entered a customer that with N to finance charges in the customer
masterfile, this warning message will display: 'This Customer Is Not Set Up
For Finance Charges - Press Any Key To Continue'.

Press F4 to return to the Period-End Processing Menu.
6. Invoice Date:

Typetheinvoicedatein MMDD format and Enter . No dashes or slashes are required.
Thesystemwill insert thecurrent century and year. ThedefaultisthedateonthePeriod-
End Processing Menu.

7. Base Amount:

Press the Enter key to accept the net amount displayed or override with a different
amount and Enter.

Note: The base amount is the total of open invoices for this customer that is
subject to finance charges.

8. Rate:

Pressthe Enter key to accept the finance chargerate displayed or enter anew rate and
Enter.

9. FC Rate:

Pressthe Enter key to accept the finance percentage displayed or enter anew percent
and Enter.

10. FC Amt:
Type the amount of finance charge for this customer and Enter.

Note: The system cal culates the finance charge and displaysit on the screen.
You can override the amount or accept the amount cal culated by the system.
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11. Is The Data Correct? (Y)es, (N)o, (D)elete or (C)ancel:

TypeY if the datais correct. Go to Step 4.

Type N to edit the data. Go to Step 5.

Type C to cancel this program and return to the Period-End Processing Menu without
saving any changes.
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Note: You will be prompted with this message: Selecting (C)ancel will exit
program without saving any parameter changes that have been made. Save
changes? (Y)es or (N)o?

Type Y to save any parameter changes that were made and return to the
Accounts Receivable Definition Menu.

Type N to return to the Accounts Receivable Definition Menu without saving
any changes.
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Statement Printing

Overview

Customer statementsareapart of Period-End Processing but can be printed on demand
for one customer or arange of customers at any time during the month. Y ou can select
to print all statements, only statements with balances, statements that have balances
over thirty (30) days, an option to include credit balances and be able to specify a
particular customer type(s). A message can be printed at the bottom of each statement.

Asthe statements are printed, the system checks each customer status record to see if
they are to beincluded in the statement printing process.
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Procedure

1. Choose Statement Printing on the Period-End Processing Menu.
2. First Customer:

Type the first customer you want to print and Enter.

Press F4 to return to the Period-End Processing Menu.

3. Last Customer:

Type the last customer to print and Enter.

Press F2 to return to the previous field.
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Note: Toemail a statement to one customer, you must enter the same customer
codeinthefirst andlast customer fields. Theemail statement flag will default
to No and you will select to print to a PDF file on the printer selection menu.

4. Aging Option:

Type A+ the Enter key to print all statements.

Type B+ the Enter key to print statements with balances.

Type O+ the Enter key to print statements with balances thirty (30) days past due.
Type 6+ the Enter key to print statements with balances sixty (60) days past due.
5. Credit Balances:

TypeY +theEnter key toinclude statementswith credit balancesor N+theEnter key
not to print statements with a credit balance.

6. Customer Type:
Type atwo (2) character customer type code and Enter or leave blank to print all.
7. Selection Option:

Type A+ the Enter key to email and print all statements, H to print only hardcopy
statements or E to email statements only.

8. Email Statements:
Type Y+ the Enter key to automatically email customer statements.

Note: Statementswill be sent in PDF format to email addresses set up in the
custmomer file. You must select a printer to print a statement for customers
without an email address.

Type N+ the Enter key to print all statementsto a printer.
9. From Address:

Typethe email addressto be used as the From address and Enter or accept the default
from the Email Parameters on the PS Options Menu.

10. To Address:
Thisemail addressisused for testing only. L eave blank during month-end processing.
11. PDF Attachment:

Type the name of the PDF file in the EXPORT folder you want to attach to each
statement and Enter. If a folder name is not entered, TOP defaultsto the ../EXPORT
folder.

12. Enter a statement message and then elect the appropriate printer for hardcopy
statements.
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Finance Charge Update

Overview

The Finance Charge Update creates an invoice for each customer that was assessed a
finance charge in 'Finance Charge Calculation' during Period-End Processing. The
invoice number, followed by 'FC', is updated to the open invoice file.

The system automatically accumulates atotal finance charge to update to the General
L edger End-Of-Day transaction file. Each finance chargeis cleared during the update
for the next accounting period.
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Period-End Update

Overview

Period-End Update clears all invoices that were paid during the current period and
clears Period-To-Date customer sales figuresin the'Aging & Sales Summary' on the
Customer Sub-Menu.

The period sales tax figures are cleared during the Period-End Update, so make sure
you print the 'Sales Tax Report' prior to closing the period.

The system provides a Period-End Processing checklist as a reminder of what
processing steps need to be taken prior to clearing monthly totals.

Begin pariod snd updates for Septesmbery ITie= aor M .

Procedure

1. Choose Period-End Update on the Period-End Processing Menu.

Note: The system checksto make surethefinance chargefilehashbeen cleared
before beginning the update and issues this message: 'Warning: Finance
Charge Data Entry Records Have Not Been Updated to A/R. Finance Charge
Update Should Be Compl eted Before Period-End Update. Press Any Key to
Continue'.

2. Q-T-D Totals:
Type Y+ the Enter key to clear quarter-to-date totals during the update.
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Type N+ the Enter key if the current period is not the end of a quarter.

Note: Quarter ending dates are March, June, September and December.
Quarterly sales figures are listed on the '"Monthly Sales Tax Report'.

3.Y-T-D Totals:
TypeY +the Enter key to clear year-to-date totals and transfer the totalsto prior year.
Type N+ the Enter key if thisis not the end of your fiscal year.

Note: The system scansthe Accounts Receivable parameter file for your year
end month to determine if the year totals should be cleared. Do not close the
year more than once asit will roll prior year sales to zero.

Before the update continues, the system issues this message as a reminder:
"Warning! Once Period-End iscompleted salestax reports cannot be printed.
Press Any Key to Continue'.

4. Begin Period-End Update? (Y)esor (N)o:
TypeY to continue with the update.
Type N to abort the update and return to the Period-End Processing Menu.

217



Accounts Receivable Report Menu

3

ACCOUNTS RECEI VABLE
REPORT MENU

Customer Masterfile Listing
Customer Masterfile Detail Listing
Customer Cross-Reference
Customer Mailing Labels

Customer Order Form Print
Customer by Delivery Route Report
Customer Contract Pricing Report
Customer Discount Info Report
Cash Receipts History Report

Cash Receipts History By Day Report
Open Invoices by Salesperson
Open Invoice Report

Contact Management Report Menu
Customer Sales Report Menu

A/R Report Writer
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Customer Masterfile Listing
Overview

The Customer Masterfile List prints the customer code and name, address, city, state
and zip code, telephone number, customer type and salesperson by customer code,
alpha sort key, telephone number, location or state code. Sort options include by
location, sal espersonsand customer types. Y ou havethe optionto include ship-to name
and addressesand next contact information, aswell asspecifying adaterangefor either
when the account was opened, date of the last sale or date of the last payment on
account.

You can select a print format of name and address, including the information listed
above, or you can select to print salesinformation. The salesinformation includes the
customer code and name, current account bal ance, the average number of daysbetween
payments, year-to-date and prior year balances, period-to-date, year-to-date and prior
year sales dollars.
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Procedure
1. Choose the Customer Masterfile Listing from the Accounts Receivable Report
Menu.
2. Sort Order:

Type A+ the Enter key to print the listing in alpha sort key order.

Type C+ the Enter key to print the listing in customer code order.
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Type P+ the Enter key to print the listing in telephone number order.
Type L+ the Enter key to print thelisting in zip code order. Go to Step 5.
Type S+ the Enter key to print the listing in state code order. Go to Step 5.
Press F4 to return to the Accounts Receivable Report Menu.

3. First to Print:

Type thefirst code to print and Enter.

Note: The first code depends on the sort option you selected in Sep 2.
(A)lpha - enter the first customer alpha sort key. (C)ustomer - enter the first
customer code. (P)hone - enter the first telephone number.

Press F2 to return to the previous input field.
4. Last to Print:
Type the ending code to print and Enter.

Note: Usethe same criteria selected in Sep 3. You can press F1 to duplicate
the selection in Step 3.

5. First Location:
Type thefirst item code and Enter.

Note: The first item code depends on the sort option you selected in Step 2:
(L)ocation - enter thefirst location (zip code).

(State - enter thefirst state code.
6. Last Location:
Type the ending item code and Enter.
7. Customer Types:

Type up to nine customer type codes, side by side, and Enter. Spaces or commas are
not required.

8. Salespersons.

Typetwo characters per sal esperson and Enter . Do not use spaces or commas between
codes.

9. Discount Level:
Type adiscount level (A-N) to include and Enter.
Pressthe Enter key to include all discount levels.

10. Duplicates:
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Type Y+ the Enter key to print only customers with duplicate alpha sort keys.
Type N+ the Enter key to print all customers selected.

11. Double Space:

Type N+ the Enter key to single space each line on this report.

Type Y+ the Enter key to double space each line on this report.

12. Report Format:

Type A+ the Enter key to print customer name and address information.

Type S+ the Enter key to print customer aging and sales information.

Type D+ the Enter key to list the date account was opened and last sold date.
Type T+ the Enter key to list customer information for telemarketing.

Type B+ the Enter key toist both the date last sold and year-to-date sales dollars.
13. Next Contact:

Type N+ the Enter key not to print customer next contacts records on this report.
Type Y+ the Enter key to include the customer contact records on this report.

14. Contact Info:

Type N+ the Enter key not to print customer contact information on this report.
Type Y+ the Enter key to include the customer contact information on this report.
15. Ship-To Address:

Type |+ the Enter key to include customer ship-to addresses.

Type D+ the Enter key not to include customer ship-to addresses.

Type O+ the Enter key to print only customer ship-to addresses.

16. Credit Hold:

Type Y+ the Enter key to list only customers on credit hold.

Type N+ the Enter key not to list just customers on credit hold.

17. Range Option:

TypeA+theEnter key to select customer accountsopened within aspecific daterange.
Type S+ the Enter key to select the last sold date within a specific date range.
Type P+ the Enter key to select the last payment date within a specific date range.
18. First Date:
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Typethefirst datein MM DD format and Enter. No dashesor slashesarerequired. The
system will insert the current century and year.

19. Last Date:

Typethelast datein MM DD format and Enter. No dashes or slashesarerequired. The
system will insert the current century and year.

20. Select the appropriate printer for this report.
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Customer Masterfile Listing Sample
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Customer Masterfile Detail Listing

Overview

The Customer Masterfile Detail Listingincludesthe customer code, nameand address,
alpha sort key, location code, telephone number and facsimile number. Y ou have the
option to include customer status information, contact names and tel ephone numbers,
next contact appoi ntments, meetings, etc., notepad documentation and contact history.

Customer salesinformation can belisted for specific monthsin any givenyear, current
aging and salesfigures, prior year sales, dollar amount of open orders and alisting of
open invoices currently on the customer's account.
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Procedure
1. Choose the Customer Masterfile Detail Listing from the Accounts Receivable
Report Menu.
2. Sort Order:

Type A+ the Enter key to print the listing in alpha sort key order.
Type C+ the Enter key to print the listing in customer code order.
Type P+ the Enter key to print the listing in telephone number order.

TypeL+theEnter key to print thelisting in location code (zip code) order. Goto Step
5.
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Press F4 to return to the Accounts Receivable Report Menu.
3. First to Print:
Type thefirst code to print and Enter.

Note: Thefirst item code is dependent on the sort option you selected in Step
2:

(A)lpha - enter the first customer alpha sort key.
(C)ustomer - enter the first customer code.
(P)hone - enter the first telephone number.

Press F2 to return to the previous input field.

4. Last to Print:

Type the ending code to print and Enter.

Note: Usethe same criteria selected in Sep 3. You can press F1 to duplicate
the selection in Step 3.

5. First Location:
Type thefirst location code and Enter.

Note: Thefirst item code is dependent on the sort option you selected in Step
2: (L)ocation - enter thefirst location (zip code).

6. Last Location:
Type the ending location code and Enter.
7. Customer Types:

Type two characters per type code and Enter. Do not use spaces or commas between
codes.

8. Salespersons:

Typetwo charactersper sal esperson and Enter . Do not use spaces or commas between
codes.

9. Customer Status:

Type Y+ the Enter key to list the customer status information on this report.
Type N+ the Enter key not to list the customer status information.

10. Contact Info:

Type Y+ the Enter key to include contact records on this report.

Type N+ the Enter key not to include contact information.
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11. Cust Notepad:

Type Y+ the Enter key to list notepad text on this report.

Type N+ the Enter key not to include the notepad information.

12. Next Contact:

Type Y+ the Enter key to include next contact information on this report.
Type N+ the Enter key not to include next contact information.

13. Contact History:

Type Y+ the Enter key to include the next contact history records on this report.
Type N+ the Enter key not the include contact history records.

14. Contract Pricing:

Type Y+ the Enter key to include contract pricing on this report.

Type N+ the Enter key not to include contract pricing information.

15. Product Sales:

Type up to five (5) years for product sales revenuein YYYY format and Enter.
16. Aging & Sales:

Type Y+ the Enter key to include aging and sales dollars on this report.
Type N+ the Enter key not to include aging and sales dollars.

17. Open Invoices:

Type Y+ the Enter key to list current open invoices on this report.

Type N+ the Enter key not to list open invoices.

18. Select the appropriate printer for this report.
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Customer Masterfile Detail Listing Sample
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Customer Cross Reference List

Overview

The Customer Cross Reference Report lists customers by code in one column and
alphabetically (based on the sort key) in the second column.
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Procedure

1. Choose Customer Cross-Reference Listing on the Accounts Receivable Report
Menu.

2. Print Customer Cross-Reference Listing? (Y)esor (N)o:

TypeY to print the cross-reference listing. Go to Step 3.

Type N to abort the print and return to the Accounts Receivable Report Menu.
3. Select the appropriate printer for this report.
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Customer Cross Reference List Sample
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Customer Mailing Labels

Overview

Customer labelscan beprintedinal phasort key order, customer codeorder, by location
code or state code. The location code is sorted in zip code order to meet bulk mailing
reguirements.

Y ou can sort by customer type, label code, salesperson, year-to-date and prior year
sales or date last sold. Y ou can specify number of labels and the size of the label you
want to print. There are options to include ship-to name and address information,
customer code, contact categories or telephone number on the label print.
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Procedure

1. Choose Customer Mailing Labels on the Accounts Receivable Report Menu.
2. Sort Order:

Type A+ the Enter key to print labels in alpha sort key order.

Type C+ the Enter key to print labelsin customer code order.

Type L+ the Enter key to print labelsin location (zip code) order.

Type S+ the Enter key to print labelsin state code order.

Press F4 to return to the Accounts Receivable Report Menu.

3. First To Print:
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Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F2 to return to the previous input field.
4. Last To Print:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Note: If thefirst and last customer codes are the same, you will be allowed to
edit the information for the label.

5. First Location:

Type thefirst zip code to include and Enter or press the Spacebar to include al zip
code locations.

6. Last Location:

Typethelast zip codetoincludeand Enter or pressthe Spacebar toincludeall zip code
locations.

7. Product String:
Type the products to include and Enter or leave blank to include all product codes.
8. Customer Types:

Type the customer types you want to include and Enter or type ? to display the
Customer Type Selection window.

9. Salesperson:

Type the salesperson code you want to include and Enter or type ? to display the
Salesperson Code Selection window.

10. Label Code:
Type up to five (5) label codes, two (2) characters side by side, and Enter.
11. Date Last Sold:

Type the date last sold to include in MMDD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

Note: Only customers having a last date sold equal to or greater will be
included.

12. Y-T-D Sdles:

TypetheY-T-D salesdollarstoincludeand Enter or presstheEnter key toaccept zero
dollars displayed.

Note: Only customer with salesthat are equal to or greater will beincluded.
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13. Pr Y-T-D Sales:

Typethesalesdollarstoincludeand Enter or presstheEnter key to accept zerodollars
displayed.

14. Label Number:

Type the number of labels (0-999) you want to print and Enter.

15. Ship-To Address:

Type |+ the Enter key to include ship-to addresses for the customers selected.

Type D+ the Enter key if you do not want to include ship-to addresses.

Type O+ the Enter key to print only ship-to addresses.

16. Label Options:

Type 1 to print customer code on label, 2=last purchase date, 3=Y TD sales, 4=last
purchase and Y TD sales, 5=contact, 6=tel ephone number, 7=invoice contact name or
leave blank not to print any of the above options.

17. Include Phone:

Type Y+ the Enter key to print the customer telephone number on the label.
Type N+ the Enter key not to include the telephone number.

18. Contact Categories:

Type the contact categories to include, two (2) characters side by side, and Enter.
19. Discount Level:

Type the discount level to include and Enter or CR to include all levels.

20. Lines Before:

Type the number of line feedsto print before the actual label print and Enter.

Note: Spacing is six (6) lines per inch (i.e. 3" label has 18 lines). You can
determine your spacing dependent on the size of the label.

21. Lines After:

Type the number of line feeds to print after the actual label print and Enter.

22. Columns Over:

Type the number of columns from the right margin to begin label print and Enter.
Note: The system cal culates the label size and displays it on your screen.

23. Select the appropriate printer for this report.
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Customer Mailing Label Sample
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Customer Order Form Print

Overview

TheCustomer Order Form Print allowsyou to provideyour own preprinted order forms
to someof your customerswith order number and customer name and address. Y ou can
select a quantity of order forms to print.
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Procedure

1. Choose Customer Order Form Print on the Accounts Receivable Report Menu.
2. Customer Code:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F4 to return to the Accounts Receivable Report Menu.
3. Ship-To No:

Pressthe Enter key to accept the ship-to name and address displayed on the screen or
override the name and address fields as needed.

Pressthe CTRL+Y keysto display the edit help menu.

Press F2 to return to the previous input field.
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4. First Number:

Type the beginning sequence number (order number) and Enter.
5. Quantity:

Type the quantity of order forms to print and Enter.

Note: The systemwill calculate and display the Next Available order number
for this customer.

6. Select the appropriate printer for this report.
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Customer By Delivery Route Report
Overview

The Customer By Delivery Route Report provides a print out by route code of all
deliveriesto be made and to what customerson that route. Thereport liststhe customer
name, address and route code, with an option to include ship-to name and addresses.
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Procedure

1. Choose Customer By Delivery Route Report on the Accounts Receivable Report
Menu.

2. Ship Via

Typeavalid ship viacode and Enter or type ? to display the Ship Via Code Selection
window.

Press F4 to return to the Accounts Receivable Report Menu.

3. Ship-To:

Type Y + the Enter key to include ship-to records on the report.
Type N+ the Enter key to exclude ship-to records.

Press F2 to return to the previous input field

4. Select the appropriate printer for this report.

236



Accounts Receivable Report Menu

Customer By Delivery Route Report Sample
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Customer Contract Pricing Report

Overview

The Customer Contract Pricing Report listsin customer code order or ininventory item
order the customer name, inventory item codes, item description, theitemlist priceand
the customer contract price. Thisinformation is provided from the 'Customer Contract
Price Maintenance' on the Customer Sub-Menu.
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Procedure
1. Choose Customer Contract Pricing Report on the Accounts Receivable Report
Menu.
2. Sort Order:

Type C+ the Enter key to list the report in customer code order. Go to Step 3.
Type |+ the Enter key to list the report in item code order. Go to Step 5.
Press F4 to return to the Accounts Receivable Report Menu.

3. First Customer To Print:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F2 to return to the previous input field.
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4. Last Customer To Print:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

5. First Item To Print:

Typeavaliditem codeand Enter or type ?to display the Item Code Sel ection window.
6. Last Item To Print:

Typeavaliditem codeand Enter or type ?to display the Item Code Sel ection window.
7. Report Option:

Type Y+ the Enter key if you only want to print contract prices under average cost.
8. Select the appropriate printer for this report.

Note: To display the customers that have contract priicing for just one item,
you can display that itemin [temMaster Maintenance and select the Contract
Pricing Display on the Item Sub-Menu.
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Customer Contract Pricing Report Sample
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Customer Discount Info Report
Overview

This report reflects the custom discount level pricing set up in the customer master.
Information includes the customer code, name and address, telephone and fax num-
bers, salesperson code, the discount level code and the customer discount percentage
from list price by product category.
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Procedure

1. Choose Customer Discount Info Report on the Accounts Receivable Report Menu.
2. First To Print:

Type the first customer number to print and Enter or type ? to display the Customer
Code Selection window.

Press F4 to return to the Accounts Receivable Report Menu.
3. Last To Print:

Type the last customer number to print and Enter or type ? to display the Customer
Code Selection window.

Press F2 to return to the previous input field.
4. Salesperson:
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Type a vaid salesperson code and Enter or leave the field blank to include all
salespersons.

5. Contact Type:

Typeacontact typetoinclude and Enter or leavethefield blank to include all contact
types.

6. Address:

Type Y+ the Enter key to include the customer address.

Type N+ the Enter key not to include the address.

7. Contracr:

Type Y + the Enter key to include customer contract pricing detail.
Type N+ the Enter key to exclude pricing information.

8. Discount:

Type Y + the Enter key to include customer discount pricing detail.
Type N+ the Enter key to exclude pricing information.

9. Change Date:

Type date to include prices for and Enter.

Note: Only pricesthat were changed on or after date entered will beincluded
on the report.

10. Select the appropriate printer for this report.
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Customer Discount Info Report Sample
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Cash Receipts History Report
Overview
The Cash Receipt History Report lists the customer number and name, the register

number assigned to each cash recei pt update, check number, date of each check and the
check amount.

Y ou can select a customer or arange of customers within a specified date range.
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Procedure

1. Choose Cash Receipts History Report on the Accounts Receivable Report Menu.
2. First Customer:

Type the first customer number to print and Enter or type ? to display the Customer
Code Selection window.

Press F4 to return to the Accounts Receivable Report Menu.
3. Last Customer:

Type the last customer number to print and Enter or type ? to display the Customer
Code Selection window.

Press F2 to return to the previous input field.

4. First Date:
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Type the first date to include in MMDD format and Enter. No dashes or slashes are
required. The system will insert the current century and year.

5. Last Date:

Type the last date to include in MM DD format and Enter. No dashes or slashes are
regquired. The system will insert the current century and year.

6. Select the appropriate printer for this report.

245



Accounts Receivable Report Menu

Cash Receipts History Report Sample

|n-l-ul—|l—|-tq-l--|-r_w =

T E;J C—"

Mindwars Developeant Conpany Fage Ho: t
KRCHAD AE Cash Ravelpt Elatory RRpart Bun Bars: 1070273013
OD-ABDYL  -91-WNRAR ¢ UM 1E-10/R1 1T Sym Dmbsr 1000372013

O0-BRCEL  ARC Marking Derices Q0D A%E .00
O6-ABCEL  ABS Marking Devices J006a8  Gaofol o L3 18,28
aG-ARSEL ABC Hatking Devices 00kls Q001456 OEf30d12 20, 0
O0-ABCEL  ABC Matkind Devlces IOGEIT - BODEIN] O6/20,/132 214,00
OD-ADCEIL  ABS Matklhg Devlcas f000IS  JODLAAS o3/18/12 109.00
0B-BBCEL AR MaTking Devices 1005 OBl M o a3fL7fLa £, 03
00-CECiL  Colline Rngraving IN0EId - GODEAGT O DR/34/13 F1. 00
sNESEL  Wilson Stawe asd Sign CoMpIOniS  0O0S4A3N 031/18,13 .00
'_l]l [{]°]

Tobal Listed: ]

246



Accounts Receivable Report Menu

Cash Receipts History By Day Report
Overview

The Cash Receipt History By Day Report lists the date of the receipt, register number,
thetotal cash for the day, any discounts allowed and the amount of cash that posted to
the General Ledger cash account. You aso have the option to include any miscella-
neous General Ledger account numbers that were used during 'Cash Receipt Data
Entry'.

The report can be printed for any specified date range.
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Procedure
1. Choose Cash Receipts History By Day Report on the Accounts Receivable Report
Menu.
2. First Date:

Type the first date to include in MMDD format and Enter. No dashes or slashes are
regquired. The system will insert the current century and year.

3. Last Date:

Type the last date to include in MM DD format and Enter. No dashes or slashes are
required. The system will insert the current century and year.

Press F2 to return to the previous input field.
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4. G/L Number:

Type a valid General Ledger account number and Enter or type ? to display the
Account Number Selection window.

5. Description:
Type up to aten (10) character description and Enter.

Note: You can add up to four account numbers and descriptions. Repeat the
same procedure in Step 4 and Step 5 for all account entries.

6. Select the appropriate printer for this report.
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Cash Receipts History By Day Report Sample
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Open Invoices by Salesperson
Overview

This report allows you to list open invoices by salespersons for a specific aging date
with an option to select an aging base. Data fields printed on the report are invoice
number and date, number of days past due, ship-to name, telephone number, purchase
order number, amount of the original invoice and the balance due.
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Procedure

1. Choose Open Invoices by Salesperson Report on the Accounts Receivable Report
Menu.

2. First Salesperson:

Typethefirst salesperson to print and Enter or type ? to display the Salesperson Code
Selection window.

Press F4 to return to the Accounts Receivable Report Menu.
3. Last Salesperson:

Typethelast salesperson to print and Enter or type ? to display the Salesperson Code
Selection window.

Press F2 to return to the previous input field.
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4. Aging Date:

Enter the date you want to use for aging the invoices and press the Enter key.
5. Past Due Days:

Type the number of days past due for this report and Enter.

6. Select the appropriate printer for this report.
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Open Invoices by Salesperson Sample Report
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Open Invoice Report

Overview

TheOpen Invoice Report list the customer code and name, invoicenumber and dateand
the balance due.
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Procedure

1. Select Open Invoice Report on the Accounts Receivable Report Menu.
2. First Customer:

Type the first customer number to print and Enter or type ? to display the Customer
Code Selection window.

Press F4 to return to the Accounts Receivable Report Menu.
3. Last Customer:

Type the last customer number to print and Enter or type ? to display the Customer
Code Selection window.

Press F2 to return to the previous input field
4. First Date:

Type the first date to include in MMDD format and Enter. No dashes or slashes are
required. The system will insert the current century and year.
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5.. Last Date:

Type the last date to include in MM DD format and Enter. No dashes or slashes are
required. The system will insert the current century and year.

6. Report Option:

Type Y + the Enter key to print only finance charge invoices.
Type N+ the Enter key to print all open invoices.

7. Select the appropriate printer for this report.
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Open Invoice Report SampleReport
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Export Customer History Detail

Overview

Thisexport utility writestheinvoice number, date, quantity of itemsordered, shipping
charge and sales tax to atext file in the EXPORT folder.
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Contact Management Report Menu
Overview

Management reporting issupported by information entered in the Customer Sub-Menu
for customer contact information, standard and item cardfile messages, next contact
reports (can be used for telemarketing), next contact/calendar reports and a history
report of all contacts made in next contact maintenance.

Customer contact reports reflect the contact name, title, category, telephone and
facsimile numbers with extensions, employee associated with the contact and the
contact's birthday.

Next contact and contact history reports lists contact name, customer code and name,
telephone number, date the contact record was entered and the date for your next
response, time of day and the day of the week the contact information was entered,
number of days since your last contact and any comments made with or about the
contact.

Customer cardfiles are listed in customer code order showing cardfile name and
description and multiple lines of text. These message can display in various placesin
Total Order Plus 2000 with an option to print some of these messages on orders and
invoices.
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Customer Contact Report

Overview

The Customer Contact Report lists each customer and all contact records set up in the
customer masterfile for the customer range you select, with an option to list only
contacts assigned to a specific employee.

Thereport list the customer codeand name, tel ephoneand facsimilenumbers, sequence
number for each contact, contact type, name, miscellaneous comments, contact
telephone number and extension, birth date and employee code.
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Procedure

1. Choose Customer Contact Report on the Contact Management Report Menu.
2. First Customer:

Typethefirst valid customer codeto print and Enter or type ? to display the Customer
Code Selection window.

Press F4 to return to the Contact Management Report Menu.
3. Last Customer:

Typethelast valid customer codeto print and Enter or type ? to display the Customer
Code Selection window.

Press F2 to return to the previous input field.
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4. Employee Code:

Type a valid employee code and Enter or type ? to display the Employee Code
Selection window.

Press the Spacebar to print all employee codes.
5. Contact Type:

Type the contact type to include and Enter.
Leave blank to print al contact types.

6. Select the appropriate printer for this report.
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Customer Contact Report Sample

|NH-EF.H'E|E*H m

=0T =

""" [T +-.W.E_.', |

B

D ma

kg Ll o— Ly
ey

-

B s WG B

fre TEr

nminiray

Siln . Tamswiis VEEN]  Ge D1SSRNED | Beplermiie ML Trpee RS
fmils e [ S BT S R — D emias b Bolay O ET
LT LB Mailiap B HE TR B TN ks My " P meiai aw
[T T o — T

ETETL Ballime B iy CTEFT NETTR TR ]

BT E LT P R
WL Eehilei e MRy Th. SDISE-ENE [ OOIN

] 1 i et gl ey
EEEH]L b oy e B S
Tl L

260



Accounts Receivable Report Menu

Customer Card File Report
Overview
The Customer Card File Report listseach customer and all cardfilerecordsset upinthe

customer masterfilefor the customer range you select, with an optiontolist (S)tandard
cards, (1)tem cards or (B)oth.

Thereport list the customer code and name, the card file name, description and the text
associated with each card. Y ou have an option to print the text on order and invoices
and an option to display the text during order and invoice data entry.
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Procedure

1. Choose Customer Card File Report on the Customer Management Report Menu.
2. First Customer:

Typethefirst valid customer codeto print and Enter or type ? to display the Customer
Code Selection window.

Press F4 to return to the Contact Management Report Menu.
3. Last Customer:

Typethelast valid customer codeto print and Enter or type ? to display the Customer
Code Selection window.

Press F2 to return to the previous input field.
261



Accounts Receivable Report Menu

4. Card Type:

Type S+ the Enter key to print only standard card files.

Type |+ the Enter key to print only item card files.

Type B+ the Enter key to include standard and item card files on this report.
5. Select the appropriate printer for this report.
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Customer Card File Report Sample
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Next Contact Report

Overview

The Next Contact Report lists active contact records for each customer either by
employee code or in date order. You have an option to sort by category code (i.e.
P=Phone, S=Show, M=Meeting, C=Collection, L=L etter, Q=Quote, T=Trip, O=Cther,
etc.) within a specified date range.

The report lists customer code, customer name and address, telephone number, entry
date, due date, number of days since last contact, salesperson, contact name and
comments regarding the reason for the contact.
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Procedure

1. Choose Next Contact Report on the Contact Management Report Menu.
2. Sort Order:

Type E+ the Enter key to print the report in employee order.

Type D+ the Enter key to print the report in date order.

Press F4 to return to the Contact Management Report Menu.

3. First Employee:

Type a valid employee code and Enter or type ? to display the Employee Code
Selection window.
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Press F2 to return to the previous input field.
4. Last Employee:

Type a valid employee code and Enter or type ? to display the Employee Code
Selection window.

Press F1 to duplicate the first employee number.
5. First Date:

Typethe starting datein MM DD format and Enter. No dashes or slashes are required.
The system will insert the current century and year.

6. Last Date:

Typethe ending datein MMDD format and Enter. No dashes or slashes are required.
The system will insert the current century and year.

7. Categories:

Type a category to print and Enter (i.e. L=letter, P=phone, T=trip, S=trade show,
M=meeting, etc.).

Press the Spacebar + the Enter key to include all categories.
Note: If you selected category S, go to Step 8. Otherwise, go to Sep 10.
8. Show Desc:

Typeatrade show nameyou used in 'Next Contact Maintenance' on the Customer Sub-
Menu and Enter.

Press the Spacebar + the Enter key to include all shows.

9. Attending:

Type Y+ the Enter key to print only next contacts that will be attending the show.
Type N+ the Enter key to print next contacts that will not be attending.

Type U+ the Enter key to print next contacts that are undecided about attending the
show.

Press the Spacebar + the Enter key to include all.
10. Select the appropriate printer for this report.
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Next Contact Report Sample
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Next Contact / Calendar Report
Overview

The Next Contact/Calendar Report lists the date of the next contact, day of the week,
number of days since the last contact, time of day, category, customer name and
telephone number, contact name and reason for the contact.

Y ou have the option to print within a specific date range and by employee code.
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Procedure

1. Choose Next Contact/Calendar Report on the Contact Management Report Menu.
2. First Date:

Typethestarting datein MM DD format and Enter. No dashes or slashes are required.
The system will insert the current century and year.

Press F4 to return to the Contact Management Report Menu.
3. Last Date:

Typethe ending datein MMDD format and Enter . No dashes or slashes are required.
The system will insert the current century and year.

Press F2 to return to the previous input field.
4. Employee:
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Type a valid employee code and Enter or type ? to display the Employee Code
Selection window.

Leave field blank to include al employees.

5. Select the appropriate printer for this report.
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Next Contact / Calendar Report Sample
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Next Contact History Report
Overview

The Next Contact History Report lists history records for each customer either by
employee code or in date order. You have an option to sort by category code (i.e.
P=Phone, S=Show, M=Meeting, C=Collection, L=L etter, Q=Quote, T=Trip, O=Cther,
etc.) within a specified date range.

The report lists customer code, customer name and address, telephone number, entry
date, due date, day of the week, number of days since last contact, sal esperson, contact
name and comments regarding the reason for the contact.
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Procedure

1. Choose Next Contact History Report on the Contact Management Report Menu.
2. Sort Order:

Type E+ the Enter key to print the report in employee code order.

Type D+ the Enter key to print the report in date order.

Press F4 to return to the Contact Management Report Menu.

3. First Employee:

Type a valid employee code and Enter or type ? to display the Employee Code
Selection window.
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Press F2 to return to the previous input field.
4. Last Employee:

Type a valid employee code and Enter or type ? to display the Employee Code
Selection window.

5. First Date:

Typethe starting datein MM DD format and Enter. No dashes or slashes are required.
The system will insert the current century and year.

6. Last Date:

Typethe ending datein MMDD format and Enter . No dashes or slashes are required.
The system will insert the current century and year.

7. Categories:

Type a category to print and Enter (i.e. L=letter, P=phone, T=trip, S=trade show,
M=meeting, etc.).

Press the Spacebar + the Enter key to include all categories.
8. Select the appropriate printer for this report.
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Next Contact History Report Sample
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Customer Sales Report Menu

Overview

Customer sales can be selected to print by product category and by customer type.
There are three reports:

Customer Salesby Product Category: Salesdollarsarelistedin customer codeorder,
by product category, within agiven year(s), listing each month of the year. Y ou have
an option to print the same information in summary format by product category only.

Customer Salesby Customer Type: Salesunit and dollarsarelisted in customer type
order, by product category, within a given year(s), showing percent of profit for each
customer type.

Customer Typeby Customer by Product Sales: Customer product sales are printed
by product category, in customer code order, listing customer name and address,
product description, units sold and amount of sales dollars.

The other reports are multiple years sales, sales by state code and Y TD sales.
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Customer Sales By Product Category
Overview

The Customer Sales By Product Category is listed in customer number order with
optionsto sort by sal esperson, customer type, ship viaand product category codes. Y ou
can select yearsto print, unitsor salesdollars, average or total salesand whether or not
you want to print a summary only, customer code with city, state and zip or sales for
the prior month with no sales in the current month.
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Procedure

1. Choose Customer Sales By Product Category Report on the Customer Sales Report
Menu.

2. First Customer:

Pressthe Enter key to accept the customer default code, typeavalid customer code and
Enter or type ? to display the Customer Code Selection window.

Press F4 to return to the Customer Sales Report Menu.
3. Last Customer:

Pressthe Enter key to accept the customer default code, typeavalid customer code and
Enter or type ? to display the Customer Code Selection window.

Press F2 to return to the previous input field.
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4. Salesperson:

Type avalid salesperson code and Enter or type ? to display the Salesperson Code
Selection window.

Press the Spacebar to print all salespersons.
5. Ship Via

Typeavalid ship viacode and Enter or type ? to display the Ship Via Code Selection
window.

Press the Spacebar to print all ship via codes.
6. Customer Type:

Typeavalid customer typecodeand Enter or type ?todisplay the Customer Type Code
Selection window.

Press the Spacebar to print all customer types.
7. Product Category:

Typeavalid product category codeand Enter or type?to display the Product Category
Selection window.

Press the Spacebar to print all product categories.

8. Years:

Typeafour (4) digit year(s) you want to print side by side and Enter (i.e. 19991998).
Press the Spacebar to print al years.

9. Sort Option:

Type Y+ the Enter key to sort this report by year.

Type N+ the Enter key to sort by product category.

10. All Option:

Type Y+ the Enter key to include all customers and all product categories.
Type N+ the Enter key to exclude the all option.

10. Units or Sales:

Type U+ the Enter key to list units only on this report.

Type S+ the Enter key to list salesdollars only.

11. Average or Total:

Type A+ the Enter key to print average sales.

Type T+ the Enter key to print total sales.
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12. Summary Only:

Type Y+ the Enter key to print a summary page only.
Type N+ the Enter key to list detail on this report.
13. Product Summary:

Type the number of columns (1-3) to be used to summarize product categories and
Enter.

14. Print Format:

Type Y+ the Enter key to print customer code, city, state and zip code.
Type N+ the Enter key not to print customer information.

15. Pr Month Sales:

Type Y + the Enter key to print prior month's sales even if there are no sales for the
current month.

Type N+ the Enter key not to print prior month sales.
16. Select the appropriate printer for this report.
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Customer Sales By Product Category Sample
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Customer Sales By Customer Type

Overview

The Customer Sales By Customer Type Report lists each product category under each
customer type code showing year-to-date units and sales and percent of salesfor each
type. The report includes a product summary of all product codes at the end of the
report.

Entor yoar [(YYYTF to inciwde, F4 Beturn To FeEmm

Procedure

1. Choose Customer Sales By Customer Type on the Customer Sales Report Menu.
2. Year:

Type the four (4) digit year to print and Enter.

Press F4 to return to the Customer Sales Report Menu.

3. Select the appropriate printer for this report.
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Customer Sales By Customer Type Sample
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Customer Type By Customer By Product

Overview

The Customer Product Sales Report lists all customers for the customer type you
selected for this report. The list contains customer code and name, city, state and zip
code, product category unitsand salesdoll ars, salestax and freight withinthedaterange

you selected.
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Procedure

1. Choose Customer Type By Customer By Product on the Customer Sales Report

Menu.

2. Customer Type:

Type avalid customer type code and Enter or type ? to display the Customer Type

Selection window.
Press F4 to return to the Customer Sales Report Menu.
3. First Date:

Type the beginning date in MMDD format and Enter. No dashes or slashes are

reguired. The system will insert the current century and year.
Press F2 to return to the previous input field.

4. Last Date:
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Typethe ending datein MMDD format and Enter . No dashes or slashes are required.
The system will insert the current century and year.

5. Select the appropriate printer for this report.
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Customer Type By Customer By Product Sample
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Customer Sales For Multiple Years

Overview

This report lists sales dollars in customer code order or in descending order by dollar
amount, with an option to select the report by a specific salesperson or for a specific
customer type. Salesdollarsarelisted for thefirst year option you selected, in addition
to the next two consecutive years.
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Procedure

1. Select Customer Sales for Multiple Y ears on the Customer Sales Report Menu.
2. First Customer:

Type the first customer to include on this report and Enter or type ? to display the
Customer Code Selection window.

Press F4 to return to the Customer Sales Report Menu.
3. Last Customer:

Type the last customer to include on this report and Enter or type ? to display the
Customer Code Selection window.

Press F2 to return to the previous input field.
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4. Salesperson:

Typeavalid salesperson codeto includeand Enter or type? to display the Salesperson
Code Selection window.

5. Customer Type:

Typeavalid customer type codetoincludeand Enter or type? todisplay the Customer
Type Selection window.

6. First Year:
Typethefirst year toincludein YYYY format and Enter.
Note: The report will list sales for thefirst year and two consecutive years.
7. Sort Option:
Type C+ the Enter key to list the salesin customer code order.
Type S+ the Enter key to list the salesin descending order.
8. Select the appropriate printer for this report.
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Customer Sales For Multiple Years Report
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Customer Sales by State

Overview
Customer Sales by State report lists each state code and description, current year sales

and prior year sales.
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Procedure

1. Select Customer Sales by State on the Customer Sales Report Menu.
2. Select the appropriate printer for this report.
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Customer Sales by State Report Sample

FILhclebi 1 I:u'\rulu'_rl:lml Corgsabip Fade Ha: 1

RRECS4E AJE CUustohst Silas '-_-_|| Stals Repccl Wiih Calsé: ODFAZE/I013

18 I PR Cabk: 0¥ 11

I B R D N B R

OCATE DassTiptlon ¥-T-D Fiilad PE YE S&lsd

<13 un
AE Arizom 1, 458,70 1, 04454
IL t11innls . ap
aH Ohio L L ap
™ Termanpes 13.049 (1]
Fapall SleEasLt 1 445.70 1, 344 .4

287



Accounts Receivable Options Menu

Customer Y-T-D Sales

288

Overview

Customer Y-T-D Salesreport lists the customer code and name, zip code, salesperson
code, year to date sales and prior year sales.
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Procedure

1. Select Customer Y-T-D Sales on the Customer Sales Report Menu.
2. First Customer:

Type the first customer to include on this report and Enter or type ? to display the
Customer Code Selection window.

Press F4 to return to the Customer Sales Report Menu.
3. Last Customer:

Type the last customer to include on this report and Enter or type ? to display the
Customer Code Selection window.

Press F2 to return to the previous input field.
4. Select the appropriate printer for this report.
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Customer Y-T-D Sales Report Sample

Fia Bl few (et Db S Fop

- [T o mE - ﬁ N
o
[TH ETPQ Sy — g B3 i
e & Ferremgn 1-FE Ml Bmen L ] i
2:lL = [T P bym Lemas b dliLAU
pRCR IR sl R
T LN DO P R " 100 Ml e R
[STTTTE I WPy Py s p——— |
BETTHIRL Lol Lowie B g ney .. -
AT M WL P i L 1.1 w1 LB
R Sl ey el [ il 18, M
] Sy Py ey G s ]

289



Accounts Receivable Options Menu

290

A

ACCOUNTS RECEI VABLE

o000

OPTI ONS MENU

Options Menu

Add Customer

Customer Type

Discount Level Description
Credit Code Maintenance



Accounts Receivable Options Menu

Accounts Receivable Options Menu
Overview

The Accounts Receivable Options Menu lets you display specific information used in
the Accounts Receivable module. Y ou can view invoices, cash payment history, NOF
customers, sales figures, customer master and ship-to address information.

—

= Total Ocder Flaas 20000 = -
Moz ESTH Ol Hindusre Corp OFf Americs Term: T
Timeg 12329 PH Eopountn FBEeoslw " Oater 137163010

Adcppunily Peculvable Malo Muoo
|—l.. Aecounfa Recsivable Definibtion Han
|
I KAocoants Receivabls Beport Mend

— AN ODpCioms Hess 3.0
A. Ceulocdar I. Cank Hecwmiptis J-. Dimc Lawsl Duac
. Culralator J. Tan Coden T. Gerial Mumbsrn
v Ghart of &oote W, hdd Cupiomer 0, Credis Code MHns
BT MasSTer L ustomar Balas

il OF Fes M. T/ Hialocy
F. BOF Coatooers K. Ship To Listang
&r. Opman Tny Enkry O. Customsr Typss

» OpEn Inveioea IFlyinion Codes

.
Calendar

The calendar display three months at a time, beginning with the current month,
highlighting today's date. You have the option to enter another month and year
(MMYY format) youwant toview or pressthe Enter key to continuethedisplay. Press
F4 to return to the Accounts Receivable Options Menu.

Note: See the 'TOP Introduction' section elsewhere in this manual.
Calculator

The calculator allows the user to add, subtract, multiply or divide numeric functions.
Each function key has its own specific instruction to perform. The calculator can be
displayed from several placesin the system. Press F10 to exit the calculator program
and return to the Accounts Receivable Options Menu.

Note: See the 'TOP Introduction’ section elsewhere in this manual.
Chart Of Accounts

The General Ledger Chart of Accounts displays on the screen. Pressthe Enter key to
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continue the display or enter an account number to advance the display forward or
backward. Press F4 to return to the Accounts Receivable Options Menu.

Customer Master

Y ou can look at specific information about a customer(s) using the Customer Master
display. Y ou can advance the display by entering a customer code or afew letters of
the customer code. The detail option allows you to display the customer name and
address, tel ephonenumber, date account opened, | ast sold and payment dates, customer
type, location, credit code, aging fields for current account balance, year-to-date and
prior year sales and whether or not a specific customer gets a statement during month-
end processing.

Customer By Name

The Customer By Name displays the customer masterfile in alphasort order. Y ou can
advance the display by entering a customer code or a few letters of a customer code.
The same information is displayed as in the Customer Master display but there are
additional sort options by (C)ustomer, (A)lpha, (P)hone, (L)ocation, (S)tate, (F)ind
with search options by name or contact name.

NOF Customers

NOF Customers displays the NOF invoice numbers, customer name and address line
one(if applicable). Y ou can advancethedisplay by enteringadifferentinvoicenumber.
Thisisthe only place on the system that you can view NOF invoice information.

Open Invoice Entry

Invoicesthat have been entered or updated to the Open Invoice Data Entry file can be
displayed using Open Invoice Entry. You can view the invoice number, customer
number and name, invoice date and due dates and the amount of each invoice. These
invoices are updated to the customer file usually during the daily closing procedure.

Open Invoices

Invoices that have been updated to the customer file can be displayed using Open
Invoices. You can view the customer number, invoice number, invoice date and due
date, cash applied this month or next period and the amount of the invoice. These are
the same invoices that print on the 'Aged Open Invoice Report' on the Accounts
Receivable System Menu.

Cash Receipts

Cash Recel ptsentriesthat have not been updated can beviewed using thisprogram. The
display lists receipt date, deposit code, customer code, check number, ABA number
(can be used as a memo field) and the amount of the payment.

Tax Codes

Thisprogram displaysthetax codesthat are setup on the system and used during order
and invoice data entry. The display lists the tax code and description, flags for
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taxablefreight and tax on taxable freight and the percentage for each tax code. To add,
edit or delete tax codes, you must use the 'Sales Tax Maintenance' program on the
Accounts Receivable Definition Menu.

Add Customer

The Add Customer program allows you to enter anew customer without having to go
to the customer masterfile in Accounts Receivable. Y ou can use this feature during
order/invoice data entry to setup new customers.

Customer Sales

Customer sales display by customer code, year and product code (i.e. RS, EN, etc.).
Salesor Unitsdisplay from January through December for eachyear presentinthesales
file. Sales figures can be purged by year using the 'Purge Customer Sales' program on
the Utility Menu Options Menu.

Cash Receipts History

Cash Receipts History has been modified with multiple search options: check number,
register number, amoumt, invoice number, G/L account or cashreceipts history.

Ship To Listing

Ship-To name and addresses for all customers are listed on the screen in customer
number order, followed in order by ship-to codes. Y ou have an option to print the ship-
to addresses to a printer.

Customer Type

Each customer can be assigned a type code in the customer masterfile. Type code is
used on many system reports as a sort option. Y ou can list the number of customers
assigned to each type code by using the summarize feature.

Division Codes

Divisionsarelisted on the screen by division code and description. Divisionsare set up
using 'Division Code Maintenance' on the Accounts Receivable Definition Menu.

Discount L evel Description

Each discount level can be assigned alevel description (i.e. Banks, Government, etc.).
State Maintenance

Contains all of the state codes of the United States, Canada, PuertoRico, etc.

Serial Numbers

Serial numbers entered in order/invoice data entry display here (Optional).

Credit Code Maintenance

Establish multiple credit codes: CH credit hold, CO collections, etc.
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Overview

The Add Customer program allows you to enter a new customer into the customer
masterfile in shortened format. This program is available on the Accounts Receivable
OptionsMenu and during 'Order DataEntry' and 'Invoice DataEntry' inthe Order Entry
module. When you enter an order or invoice and you input a customer code that is not
set upinthemasterfile, the system displaysthe Add Customer input screen. It will allow
you to edit limited information on existing customers.
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Procedure

1. Choose Add Customer on the Accounts Receivable Options Menu.
2. Cust Code:

Type a new customer code and Enter or type ?+ the Enter key to display existing
customers.

3. Name:
Type up to athirty-five (35) character customer name and Enter.
Press CTRL +Y to display the edit help menu.

Press F4 to return to the Accounts Receivable Options Menu.
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4. Sort Key:

Pressthe Enter key to accept the sort key displayed by the system or typeup to an eight
(8) character sort key and Enter.

Press F2 to return to the previous input field.
5. Address:

Type the customer address line one and Enter. Address can be up to thirty-five (35)
characters.

6. Address:

Type the customer address line two and Enter. Address can be up to thirty-five (35)
characters.

7. City:

Type the name of the city up to eightteen (18) characters and Enter.
8. State:

Type the abbreviation for this state and Enter.

9. Zip:

Type the zip code for this city and Enter.

10. Phone No:

Type the telephone number (including area code) for this customer and Enter. No
dashes or slashes or required.

11. Fax No:

Type the facsimile number (including area code) for this customer and Enter. No
dashes or slashes or required.

12. Terms Code:

Type a valid terms code and Enter or type ? to display the Terms Code Selection
window.

13. Tax Code:
Typeavalid tax code and Enter or type ? to display the Tax Code Selection window
14. Salesperson:

Type avalid salesperson code and Enter or type ? to display the Salesperson Code
Selection window

Note: Repeat Sep 14 if parametersare set for two salesper sons per invoice.
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15. Type Code:

Type a two (2) character customer type code and Enter or type ? to display the
Customer Type Code Selection window.

16. Ship Via

Typeavalid ship viacode and Enter or type ? to display the Ship Via Code Selection
window.

17. Disc Level:

Type a discount level code A-L and Enter or press the Spacebar if alevel is not
required.

18. Is The Data Correct? (Y)es, (N)o or (C)ustomer Management:

Type Y to accept the new customer. Go to Step 2.

Type N to edit the information. Go to Step 3.

Type C to display the Customer M anagement Sub-Menu on the Customer Masterfile.
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Customer Type

Overview

The Customer Type Maintenance allowsyou to set up varioustype of customers, such
as, wholesale, retail, government, banks, etc. On the Accounts Receivable Report
Menu, several reports can be sorted by customer type as well as the ‘Customer L abel
Print'.
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Procedure

1. Choose Customer Type on the Accounts Receivable Options Menu.
2. Continue=CR, Mnt/Insert=F1, Print=F2, Summary=F3, Return=F4 or Code:

Pressthe Enter key to continuethe display or enter atype code to advance the display
forward or backward.

Press F1 to enter maintenance mode.

Press F2 to list the type codes to a printer.

Press F3 to display a summary count for each type code.
Press F4 to return to the Accounts Receivable Options Menu.
3. Type Code:

Type atwo (2) character type code and Enter.
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4. Description:;
Type up to athirty (30) character description and Enter.
5. Price Option:

TypeL+theEnter key to usetheinventory list price for this customer type or M + the
Enter key to use the MSR price "Manufacturer Suggested Retail Price".

6. Is The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept the type code and return to Step 3.

Type N to edit the description in Step 4.

Type D to remove the type code from the system. Go to Step 3.
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Discount Level Description

Overview

The Discount Level Description program allowsyou to enter aten (10) character name
for each discount level A-M. This description displaysin the 'Discount Class Mainte-
nance' onthelnventory Control OptionsMenu, locatedinthelnventory Control section
of thismanual. The description also displaysinthediscount level fieldinthe'Customer
Status Maintenance'. See Operating the Accounts Recelvabl e chapter elsewhereinthis
manual.
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Procedure

1. Choose Discount Level Description on the Accounts Receivable Options Menu.
2. Continue=CR, Mnt/Insert=F1, Print=F2, Return=F4 or Code:

Pressthe Enter key to continuethe display or type alevel codeto advancethe display
forward or backward.

Press F1 to enter maintenance mode.

Press F2 to print the discount level codes and descriptions.
Press F4 to return to the Accounts Receivable Options Menu.
3. Discount Level:

Typealevel A-M and Enter.
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4. Description:
Type up to aten (10) character level description and Enter.

Note: Repeat Seps 3 and 4 for each level you will be using.
5. 1s The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept thelevel descriptionsand return to the Accounts Receivabl e Options
Menu.

Type N to edit the description and return to Step 3.

TypeD toremovethelevel code and return to the Accounts Receivable Options Menu.
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Credit Code Maintenance
Overview

Credit code maintenance allows you to set up multiple credit codes to categorize a
customer's credit history. Some examples would be CH-Credit Hold, CO-Collections,
PP-Payment Problems, etc. The CH code will not allow any orders or invoices to be
entered into the system.

If acustomer isinactive, it will not allow ordersor invoicesto beenteredintothe system
regardless of the credit code (other than CH).
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Procedure

1. Select Credit Code Maintenance on the A/R Options Menu.
2. Continue=CR, Mnt/Insert=F1, Print=F2, Summary=F3, Return=F4 or code;

Pressthe Enter key to continuethe display or enter atype code to advance the display
forward or backward.

Press F1 to enter maintenance mode.
Press F2 to list the type codes to a printer.
Press F3 to display a summary count for each type code.

Press F4 to return to the Accounts Receivable Options Menu.
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3. Credit Code:

Type up to atwo (2) character credit code and Enter.

4. Description:;

Type up to athirty (30) character description and Enter.
5. 1s The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept thelevel descriptionsand return to the Accounts Receivabl e Options
Menu.

Type N to edit the description and return to Step 4.

TypeD toremovethecredit codeand returnto the Accounts Receivable OptionsMenu.
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