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Introducing The Total Order Plus System
Using This Guide

Welcome

Sincethisisprimarily areference manual, we havetried to makeit easy for youto find
the information you need. This guide is divided into two parts:

Part 1: Introducing the Total Order Plus System

Total Order Plus has certain data input conventions that are specific only to TOP.
There are keyboard conventions, application date routines, an on-line help menu,
password protection for all TOP menu selections, specific function key usage and
provideshel p messagesfor most datainput fieldsand examplesof what eachinput field
should contain.

The TOP menu system uses the up and down arrow keys to access a particular menu
item or you can select a menu by entering the letter to the left of the menu selection.
Each TOP application has an options menu that givesyou the ability to display, insert,
edit and add data without leaving an application. The Options Menu can be accessed
by typing a ? at any menu selection field or most data input fields.

A printer selection window display al printers available to each user per individua
workstation. You can select a printer by using the up and down arrow keys or by
entering the letter to the left of the selected printer.

TheOn-LineHelp Menu displays severa categoriesthat are availablefor youtoview,
such as, daily and monthly closing procedures, error descriptions, a'How-To' section,
history inquiries, menu options, product support information, overall explanation of
system reports, the text export file maintenance setup information necessary to
perform text export file transfers, basic UNIX commands and providesalisting of the
most recent TOP software enhancements.

User Services maintenance programs allow usersto customize their own screen saver,
schedul e appointments, meetings, trips, etc., set up 'todo’ lists, next contact informa-
tion, birthdays, etc. Thisinformation can be displayed on thefirst login to TOP every
day. You can re-display the services by pressing F1 during subsequent logins for that
day. You can asodisplay or print your own customized calendar from any TOP menu.

Part 2: Total Order Plus Options Menu

The TOP Options Menu section contains utility and rebuild programsthat help you to
maintain your system. The utility programs include purge programs for numerous
history files in Order Entry, Accounts Receivable, Purchase Orders and Accounts
Payable, if applicable. You can view pertinent terminal and system information,
merge customer sales and invoices from monthly history files, create azip codetable,
and many other utility programs. The rebuild programs provide a way to reconstruct
sort files related to master data files as well as calculating order, invoice, purchase
order and inventory committed quantities.
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Conventions Used In This Manual

Keyboard Conventions

A plussign (+) between two key namesindicates that you must press one key after the
other. For example, press ?+the Enter key to accessany data selection window. Once
inthewindow, enter theletter to theleft of your selection and release, pressthe F1 key
and release (i.e. A+F1). The datawill be inserted into your current application. The
CTRL command indicates to hold down the CTRL key while pressing another key
(i.e. CTRL+U, CTRL+Z). Seeexamplesbelow in the Input Help window. Any prompt
that displays CR as a response means the
same as pressing the Enter key.

Input Help

Ctrl+V

Ctrl+N or Right Arrou
Ctrl+U or Left Arrou
Ctrl+E or Insert TeXt Entry
Ctrl+X or Delete

g:bm u | The edit help menu can be accessed during

Ctrl+Z or End any text entry field by holding down the
g:gl’f“ CTRL+Y keysat the sametime (atext field
Ctrl+l isdisplayed in reverse video and surrounded
Louer Tase  ate> g:;}:g by brackets| ]). If thefirst character of atext
Exit Enter field is changed during editing, the field will
be cleared. The Input Help window is dis-

played to the left.

Date Entry

At any date input field enclosed within brackets|[ ], you can enter a + sign followed
by anumber to increment the date by anumber of days. For example, +10will increase
the number of days by 10, -10 will decrease the number of days by ten. The + sign
without a number will increase the date by one day, a - sign will decrease the date by
one day. Another feature isto enter aW to increase the date by 7 days, M to increase
the date by 30 days, Q to increase the date by 90 daysor Y to increase the date by an
entire year. Dates should be entered in MM DD format without slashes. The system
will automatically insert the current century and year.

Application Date Routines

There are two types of dates used with each module, the current date and the
application date. The current dateisthe calendar date, it displaysat thetop of themain
menu. The application date is the date on which you want specific work recorded, it
displays at the top of each module menu. The application date is set for each module
from any menu within the module by pressing the F5 key. Each module has its own
application date. This date is used to post entries to the general ledger (if applicable),
allowing postings to prior or future periods in one module without affecting other
modules. This date does not get changed automatically by the system and the user is
responsible for maintaining the appropriate posting date.
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On-Line Help

To access On-Line Help, press ? at any menu to access an options menu. Press the ?
again to access the On-Line Help Menu. Highlight the category to browse and Enter .
Press F1 to display detailed information on each item subheading, F2 to print a
hardcopy for an item(s) in a particular category or F4 to end the display and return to
the category display menu. To scroll to aspecific heading, enter the first few letters of
the heading you want to view and Enter. The display will automatically advance the
text to that heading. The different sections of the menu are highlighted in a
combination of colors. For example, each section within ahelp category is displayed
in green and the subheadings in cyan. Please consult ‘'On-Line Help' elsewherein this
section for additional information.

Data Input

Most datainput fieldsin Total Order Plusare surrounded by brackets[ ]. Asthe cursor
moves to each input field, brackets indicate the number of characters you can enter.
If you exceed the maximum number of characters, the cursor returns to the beginning
of that field. Reenter your data in a shortened form. If the input field is a text field
(displayed in reverse video), the cursor stops at thelast character in that field and does
not clear the input.

Menu Passwords

There are some programs and utility procedures that should be protected from
employees that do not need access to system files. Total Order Plus menu security is
maintained by the password maintenance program located on each application's
definition menu. Y ou can password each menu or an individual item on amenu. You
can also require apassword when a user triesto change an application date. Passwords
are not case sensitive.

Options Menu Passwords

To implement password protection for an Options Menu item, enter ? at any menu to
access an options menu. Press F1 for maintenance and enter TK for the menu code.
Select Option Menu Mnt as the menu selection. All application codes display on the
screen. Press F1 to maintain menu selections. Enter the menu code to password. The
description, program name, etc. will display on the screen. Y ou will be prompted with
'Is The Data Correct?. Enter N and pressthe Enter key. Y ou can password the entire
options menu or an individual menu item. Passwords are not case sensitive.
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Function Key Usage

It isimportant to take advantage of the function keys. The F1=Next allowsthe user to
display the next record in thefile, use F2=Prior to backup to the previousinput field,
F3=First will display thefirst record inthe current file, F4=L ast will move the cursor
to the end of the data input, F5=Date allows the user to input the application date,
F6=List will print a screen hardcopy, F7=Delete will delete the record from thefile,
F8=End will exit you from the maintenance program, F9=Yes will automatically
return Y ES rather than you having to key it in and F10=No will automatically return
NO. The F11 key will returna?and F12 will return a?+ the Enter key. It can savetime
by not having to typein the words'END’, 'YES, 'NO', 'DELETE’, etc. When function
key values change they are listed in the help messages.

Help Messages

Help messagesdisplay at the bottom of your screen for most datainput fields. Program
'‘Notes provide additional information and examples of what each input field should
contain.
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[l visual PRO/S [_To] %]

Settings Edit Print Help

Total order Plus
Menu: MAIN Total order Plus 2000 Term: TO
Time: 12:03 PM Main Menu Date: 10/25,/1909
— Main Manu
A.  General Ledger
Accounts Payable
C. Accounts receivahle

Purchase orders

Payroll
Sales Analysis

H.
I. Fixed Assets

J. Financial Statements
K.

1.

B.
D. Inventory Control
E.
F.

Report writer
Application update

Enter option (CTRL+Y = Help): [ ]

Menu Basics

The Total Order Plus Menu system uses the up and down arrow keys to access a
particular menu item or you may select amenu item by entering the letter + the Enter
key to the left of the menu selection. A number also corresponds to each letter on the
menu. For example, to select the menu item B, you can aso enter the number 2. This
eliminates having to use the Enter key after each selection. Each menu can have
password protection or you may set passwords for an individual menu item.

At any menu selection, with the exception of the TOP Main Menu, press F4 to return
to the previous menu, F8 to return to the TOP Main Menu or press F5 to change the
module processing date. Enter the date in MM DD format (no slashes). The corre-
sponding day of the week will display. The system will insert the current century and
year. This date is used for reporting and posting entries to the General Ledger, if
applicable.

At the 'Enter option (CTRL+Y=Help): [ ] prompt, several options are available:
- Enter ? to access the options menu.

- Go directly to another application options menu by entering .+ the menu code. For
example, .OE to display the Order Entry Options Menu, .AR for the Accounts
Receivable Options Menu, etc.

- Type, to display the current month's calendar on your screen. Press the Enter key
to scroll from month to month. Press F2 to return to the prior month'sdisplay. Y ou can
enter a date in MMYY format to display a specific month. See 'User Services
elsewhere in this section for additional Calendar functions.
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Total Order Plus
Ver: 96.E Total Order Plus 96 Tern: T0O
Time: 11:36 AM Main Menu Date: B87-31/97
Menu Help
A-P Select Menu Item By Letter
— Main Menu ————||CR Select Highlighted Menu Item
A. General Ledger F1 Back To Main Menu Cor left arrow
B. Accounts Payable F2 Up Cor up arrow)
C. Accounts Receivable ||F3 Doun Cor doun arrow)
D. Inventory Control F4 Back One Menu Cor right arrow)
E. Purchase Orders F8 Back To Main Menu
F. Payroll 7 Options Menu
. Calendar
H. Sales fAnalysis
I. Fixed Assets
J. Financial Statements
K. Report Uriter
U. Application Update CR to Exit: [ 1
Enter option (CTRL+Y = Help>: [ 1
1 NexT [ PRIORE FIRSTIE, LAST g DATE Jg LIST JEVELETERY END J& VES M2 O |

Menu Help Display

Press CTRL+Y to display the Menu Help window. The Help Menu alows function
keys and special characters as a way to move around the menu system with ease.
Following are a few examples:

A-P
CR
F1

F2

F3

F4

F8

Select a menu item by the letter next to the description.
Selects the menu item that is highlighted (same as the Enter key).

Press the F1 function key or the left arrow key to return to the TOP
Main Menu.

Press the F2 function key or the up arrow key to move up one
selection on the menu.

Pressthe F3 function key or the down arrow key to move down one
selection on the menu.

Press the F4 function key or the right arrow key to go back one
menu.

Press the F8 key to return to the TOP Main Menu.
To access the Options Menu.

Displays the Calendar one month at atime. See 'User Services
elsewhere in this manual for additional Calendar functions.

11
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Options Menu Basics

Each application has an options menu. The options menu feature gives you the ability
to display, insert, edit and add data without leaving your application. To activate an
Options Menu, enter ? from any TOP menu. Press F1 to enter an Options Menu code
or type ? to display available options menu codes. Press Enter to continuethedisplay.

To add or edit information, select the letter of the menu item to display. Press F1 to
enter maintenance mode. Type an Options Menu code or type ?+ the Enter key to
display the available menu codes. Press F2 to print a hardcopy or F4 to return to the
Options Menu.

To display information, select the letter of the menu item to display. Press the Enter
key to advance the display forward or the fir st few char acter s+ the Enter key. Press
the Spacebar + the Enter key to return to the beginning of the display. Press F3 for
multiple sort options (when available) or F4 to return to the Options Menu.

Fromwithin most datainput fields, press ?+ the Enter key to display the dataselection
window. Once in the window, press the Enter key to advance the screen display
forward. The Spacebar+ the Enter key returns the display back to the beginning.
Select aletter+F1 to insert data item into the current field.

Go To Another Options Menu

To access another options menu, press the F1 key within any options menu. Enter a
menu code or ?+ the Enter key for alist of menu codes (i.e. AR, OE, PR, etc.).

Window Size

The size of the Options Menu can be altered by using the following keys: + increases
the window height in 2 line increments, - decreases the window height in 2 line
increments,  moves the window up in 2 lineincrements and * increases the window
toitsmaximum size. Upon exit, the Options Menu will default back toitsoriginal size.

Insert Function

When entering datain most applications, you can accessthe Options M enu by entering
?+ the Enter key at most input fields. Y ou have the ability to insert data within most
input fields. For example, when searching for an inventory item, type ?+ the Enter
key to display the Inventory Item Selection window. Select aletter+F1 to insert the
item into the item code field. Y ou can also enter ?+first few characters of the code
+ the Enter key to begin the display of a specific item category.
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Calendar

The calendar isavailablein every options menu. Three months are displayed at atime,
starting with the current month with today's date highlighted. Press the Enter key to
advancethe calendar two months. Enter month and year in MM Y'Y format to advance
the calendar display to a specific month.

[l visual PRO/S [_ O] x]
Settinge Edit Print Help
Total order PTus 2000.a
Menu: MAIN You | —<Memory> —<Functions:
’;’me: 12:08 PM ’— .00 + add {a)
- sSubtract (5]
—<Tapes WoomuTtiply (X
order Entry Main Menu S Divide (o)
A.  oOrder Entr fini
E. B —<KEYS >
F1 Clear Total (C)
F2 Clear Entry (E)
F3  Memory + (M+)
F4  memory - (M=)
F5 Mem Recall (MR)
— O/E options Menu 3.0 ——8M8 F&a  Mem Clear  (MC)
A, Calendar I. Salesperson F7 Printer (P
B, Calculator 1. orders F8 Decimal (o)
C. Chart of Accts K. orders by C F9 Exit {o})]
D, Customers L. Invoices F10 Exit Total (w)
E. Customer by Mme M. Dist Codes
F. Item Master M. Tax Code Ds —<STatus s
G. Misc Code 0. Add Item Ma| —<Entrys Printer : OFF
H. Terms Code P. Add Custome ’7**‘“‘*“‘*““‘*“* pecimal @ 2
selection (Fl=Mmenu, F4=End,

Calculator

The calculator function is available from every options menu. To display the
calculator, select the letter next to 'Calculator' on the Options Menu. From certain
numeric fields during order and invoice data entry, type ?+ the Enter key to display
the calculator. Press F9, F10 or Q to exit the calculator program, F10 will insert the
total. To use the calculator the number is entered first followed by the operation,
example: to add 2 to 4, enter 2 + pluskey + 4 + plus key or to divide 6 by 2, enter
6 + pluskey + 2 + divide key.

Password Protection

The Options Menu Tool Kit allows usersto establish passwords for an entire menu or
individual menu selections. There are certain programs that should be protected, such
as, file rebuilding, purging and downsizing, system defaults and parameters, etc. To
implement password protection, see " Options Menu Basics' elsewherein this section.

13
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[l visual PRO/S [_ O] x]

Settings Edit Print Help

Your Company Mame 10,/02/1999

0/E Open order Report 2:07 Pm
Used: 26

Report order:  [0]

First Date: — Qutput Selection ]

A.  LP Lexmark Lxi Laser Printer
First Time: | B. PO HP Laserjet 5

C. Pl HP Laserjet II
First custom| D. PD Windows Print manager
Last Custome| E. PE Windows pefault Printer

F. PF windows Preview Mode (Standardj
salesperson: |G ARG ED )
order Type:

summary only
Include Deta
ship To:

Enter selection for 132 columns (F4=End):

Printer Selection Basics

The Printer Selection window displays all of the printers available per user for each
individual workstation. To select a printer, use the up and down arrow keys+ the
Enter key or enter the letter to theleft of the selection. The printer that ishighlighted
indicates where the document will be printed. To abort the print, pressthe F4 function

key.

To changethe printer from standard or condensed, highlight your printer selection and
press F1. Enter Sfor standard print or C for condensed print + the Enter key to print
a hardcopy.

When the printer box isdisplayed on the screen, aparticular printer ishighlighted. The
highlighted selection is a result from the last program that was processed on a
particular workstation.

A printer selection can be added to your system that will allow you to print to an ASCI|
file. Thisfile format can be imported into a desktop publishing program, spreadsheet
applications, etc.
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On-Line Help

[ visual PRO/S [_ o] %]
Sethings Edit Pnnt  Help
— On-Line Category Help Displa
A, oL any Name Term: TO
B. Common Problems Entry Date: 10/31,/1999
C. Manual Reference
D. Error Codes
E. 'How To' Information
F. Inguiries
G.  Menu Options
H. Product support
I. Reports
1. Text Export
K. Basic UNIX Commands
L. what's dew In Total order Plus
. Quote Template
. SP hy zZip Code
. Bin Maintenance
. order Type Mnt
Enter selection, 7=Find, F4=Exit: . ship via mnt
. Del Rroute Mt
G. Misc Code 0. Add Item Master Z. Invoice Hist
H. Terms Code P, Add Customer
selection [Fl=Menu, Fd=End, + Increase, - Decrease, A& Up, * Max,

On-Line Help Overview

The On-Line Help Menu is available from any Options Menu. To display an options
menu, enter ? at any menu selection. Enter ? once more to display the On-Line
Category Help menu. A list of categoriesare availablefor you to view. Y ou can select
the letter to the left of the category or use the up and down arrow keys+ the Enter
key to select the category you want to display.

To 'FIND' a particular help item, enter ? to list help items and their respective
categories where the items can be located. Press the Enter key to continue to list
available help items, type the first few characters of a word+ the Enter key to
advance the display, F3 to enter a particular help item to locate, F4 to return to the
category help menu or enter a new help item. Help categories include;

Closing Procedures
Checklists for Daily Closing procedures and End-Of-Month closing procedures.

Common Problems

Common problems include such things as new General Ledger account numbers not
showing up in other applications, cash payments not showing on customer account
properly, incorrect aging on End-Of-Month statement print, etc.

Manual Reference

Instructions for entering data in system file maintenance programs, such as, Terms
Code 15
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Maintenance, Tax Code Maintenance, €tc.

Error Codes
List of Business Basic (BBx) error codes and their descriptions.

'How-To' Information

Complete instructions for installation of a Total Order Plus Application Update,
procedureson how to enter anew customer, anew inventory item, anew order, reverse
cash receipt payments, etc.

Inquires

How to view invoice history, cash receipts history, inventory items committed on
orders, quotes, invoices and purchase orders, text export items, etc.

Menu Options

Direction on how to use the Options Menu, the On-Line Help Menu, various Options
Menu Utility programs and the Total Order Plus menu system.

Product Support

Providessupport information, telephonenumbersand e-mail addresses for Corel Draw!,
PageMaker, Microsoft and Total Order Plus.

Reports

An overall explanation of information printed on various system reports.

Text Export

The Text Export menu contains file maintenance setup information necessary to
perform text export filetransfers (i.e. Color Codes, Layout Codes, Font Codes, Phrase
Codes and Special Instructions).

Basic Unix Commands

System commands that allows users to maintain their operating system to terminate
print jobs and user processes, create and retire users, etc.

What's New in Total Order Plus

List of software enhancements to the latest version of Total Order Plus.
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User Services

[ visual PRO/S [_ o] %]

Sethings Edit Pnnt  Help

Total order Plus
Menu: MAIN Total order Plus 2000 Term: TO
Time: 2:11 PM Main Menu Date: 10/25/1999
Main Menu
A,  General Ledger
Accounts Payable
C. Accounts Receivahle

Purchase orders

Paﬁru]?

User services
Calender I. Prog Director

Calculator 1. Emp?nyee Dsply

/5 Parameters

User Master Mnt

Calendar mnt

Todo List mnt

Calendar Report

Calendar Dspl

ection (Fl=menu, F4=End, + Increase, - Decrease, A Up, ¥ Max, 7

E.
D. Inventory Cantrol
E.
F.

T Tnmonme |

User Services Overview

To access the User Services Option Menu, enter ? at any application menu. Press F1
to enter an options menu code. Enter US for the menu code.

The User Services maintenance programs allow users to customize their own screen
saver, schedule appointments, trips, meetings, etc., set up 'todo' lists, next contact
information, birthdays, etc., for employees to view upon login to Total Order Plus.

User Servicesinformation servesonly asareminder and isoptional whether or not you
want to display thisinformation to aspecific user(s) and on what daysof theweek. The
user information is displayed on the first login of the day. Press F1 to re-display the
information on subsequent logins for that day.

The Next Contact information can be helpful as a telemarketing tool. Read the
following pages for more specific information on User Services.

17
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[l visual PRO/S [_Ta] x]

Settings Edit Print Help
{— Total order Flus
M

BNU: MAIN Total order PTus 2000 Term: TO
Time: 2:11 PM Main Menu pDate: 10/25/1999

Main Menu
General Ledger
Accounts Payable
Accounts Receivahle
Inventory Control
Purchase orders

. Paﬁrn]]

— User Seryices
SYSTEem Mame Maintenance

momE

-

Company Mame: [Your Company Number ]
System Mame: [Total order Plus 2000 ]
screen Saver:[Total order Plus ]

Is the Data Correct? (¥)es, (W)o or (E)nd:

System Name

The system name displays on the Total Order Plus Welcome screen. Y ou can enter up
to aforty (40) character name.

Y ou can customize atwenty (20) character screen saver message that displays when
your monitor isleft at a TOP menu for agiven length of time. If thisfield isleft blank,
the system uses the screen saver message 'Press Any Key'. Y ou can press any key on
your keyboard to stop the screen saver display.
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[l visual PRO/S [_ o] %]
Setting:  Edit Print  Help

— Total order Plus
MEnLU s MATH Total order PTus 2000 Term: TO

Time: 2:11 PM mMain Menu Date: 10/25/1999

— Main Menu .
— User Master Maintenance

Uzer Master Maintenance

User ID: Last Login: 06,/18,1959 Used: 1
User Wame: [Bob smith ]

Handle: [Bok 1 Eirthday: [04,/25]

Employes: [B=] pefault: [ 1]

Message: [ ]
E-Day Flag: [¥] Display Days:[1234567] Last viewed: [06/18,/1999]
AFR Mext Contact:[M] Display Days: Last viewed: [09/10,/1998]
Calendar: N Display Days: Last viewed: [04,/24,/1996]
Todo List: [M] Display Days: Last wviewed: [04,/24,/1996]
AFP Mext Contact:[M] Display Days: Last viewed:[ ]
Activity Log: [M] Last viewed:[ ]
Error Log: ] Last viewed:[ ]

Is The Data cCorrect? (v)es, (M)o or (D)

User Master

Each user must be set up beforethey will be ableto view the user services screensupon
login. The user identification must be the same as the user login in the UNIX
environment (Leave User ID blank if DOS environment). Enter the name of the user,
birthday, employee code (used in A/R Next Contact, Contact Information and A/P
Next Contact) and a customized message to display on the TOP Welcome screen. If
using windows and Business Basic PRO/5, user name can be set per workstation.

The birthday flag, next contact, calendar and todo list each has its own flag as to
whether or not you want to display each service at startup and what days of the week
youwant to display theserviceper user. Y ou can al so specify if youwant these services
todisplay only for thisemployeeor for all users. The system automatically keepstrack
of the date each user last viewed the services, as well aslast login recorded for each
user.

Note: The Next Contact information is displayed from the Contact
Maintenance records on the Accounts Receivable Customer
Masterfile Sub-Menu.

19
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B visual PrO/S [_Ta] x]

Settings Edit Prnt  Help
{— Total order Plus
M

gnu: MAIN Total order Plus 2000 Term: TO
Time: 2:11 PM Main Menu Date: 10/25,/1999

Main Menu
General Ledger
Accounts Payable
Accounts Receivahle
Inventaory control
Purchase orders

. Paﬁrn?]

— Uzer Services
_a lendar Maintenance

mommE

n

Date:

Sen No: [01]

Time: [ ] Category:  [H]oliday

Emp1oyee: [ ] short pesc:[Turkey Day]

pescription: [Thanksgiving Day
[

Iz The Data Correct? (yJes, (W)o or (DJe

Calendar

Calendar Maintenance allows users to schedul e appointments, holidays, trade shows,
trips, vacations or just simple reminders for themselves or for other users on the
system. Each entry includes adate, sequence number, time of day, category, employee
code and message. There are two calendar event lines of text that display on the user
services screen during startup. Thereis also a short description that is used when the
monthly calendar isdisplayed full screen at any menu selection or onthe User Services
OptionsMenu. Theemployeelistisusedtolimit who may seethemessage, if | eft blank
all employees have access.

Calendar Report

The Calendar Report allows you to print in date range order by entering first and last
date to print, with an option to select a specific employee(s) or individual categories
(i.e. (A)ppointments, (H)oliday, etc.).

Information printed on thereport isthe calendar date, day of the week, number of days
until item is due, the time and item description.

Note: The Next Contact/Calendar Report combines the Calendar
Report and the Customer Next Contact Report into one report. The
report is located on the Accounts Receivable Report Menu.
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[ visual PRO/S [_ o] %]
Sethings Edit Pnnt  Help

{— Total order Plus
M

enu: MAIN Total order Plus 2000 Term: TO
Time: 2:11 PM Main Menu Date: 10/25/1999

Main Menu
General Ledger
Accounts Payable
Accounts Receivahle
Inventory control
Purchase orders

. Paﬁru]?

— User Serwices

mommE

n

001 1041141999 1 Test new payroll programs fTor Y2K
002 1042531995 1 Install upgrade at Tocal customers
003 10M15%1999 2 send out 2K manuals to be proofed

_antinue=CR, Mnt/Insert=F1l, Print=FZ, Return=F4 or User IO0: 1]

Todo Lists

The Todo List can be used as a reminder of upcoming events, deadlines, etc., for
yourself aswell asfor othersinyour company. Eachtodo hasavalid user identification,
sequence number, alevel of priority 1-5 (1=high, 5=low) and two lines of description.
The todo lists are displayed on the screen during login to Total Order Plus for the
designated user identification.
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Calendar Display

The Caendar Display allows usersto enter a certain month and year to display. Press
the Enter key to display next month, F2 to display prior months, F3 to display ahelp
menu or F4 to exit.

The calendar displays A/R Next Contacts, Calendar Events and Contact Birthdaysin
different colors. If there are more than two itemsfor one day, ‘'more' displays at the top
of that day. The display information is tied to employee code. The calendar can be
display from any menu using the comma key.
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Calendar Details

Onceyou have displayed aspecific month, press F1 to show calendar details, such as,
time, category, employee code and description. Theitemsare sorted by time. Y ou may
also add, edit, delete or print calendar entries.

To add or edit calendar details, press F1 for maintenance mode. Y ou can select C for
calendar maintenance or N for next contact maintenance. Press F4 to return to the
monthly calendar display.

23



Introducing The Total Order Plus System

Multi-Company Capabilities

24

Overview

Total Order Plus provides a multi-company capability that allows you to set up more
than one company on your system. Each company is completely independent of each
other, including financial statements.

There are other reasons why you might use another company:

- you could set up a'test' company to train on new TOP enhancements that have been
added to the software.

- you could copy the payroll filesat the end of the year when you have to process a
payroll for the new year and the W2 forms have not been printed for the prior year.

- another company could also serve asatemporary backup for your datafiles(i.e. copy
your data files to another company prior to closing Period-End Processing).

Note: To copy one company to another, use the ‘Company Copy
Utility' located on the U/M Options Menu.
Procedure
1. Company:
Type up to athree (3) digit company number and Enter.
2. 1sThis A New Company? (Y ES/NO):
Type YES+ the Enter key to create a new company. Go to Step 3.
Type No+ the Enter key to return to Step 1.
3. Company Name:
Type your company name up to forty-four (44) characters and Enter.
4. Address:

The cursor movesto thefirst of four addresslines. Y ou can enter upto twenty-four
(24) characters on each line. Press the Enter key after you complete each line.

Note: The Federal, Sate and City | D numbersare'information only'
fields.

5. Federal ID Number:
Type your federal tax ID number up to twelve (12) characters and Enter.
6. State ID Number:

Type your state tax 1D number up to twelve (12) characters and Enter.
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7. City ID Number:
Type your city tax ID number up to twelve (12) characters and Enter.
8. Is The Data Correct? (YES-NO):

Type YES+ the Enter key to accept the data and proceed to the installation
procedure.

Type NO+ the Enter key to return to the company name field for editing. Go to Step
3.

Note: A company can be removed from the system completely by
typing REMOVE-+ the Enter key at the correct prompt. You will be
prompted for a password prior to removing all data files for that
company.
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Overview

All of the Total Order Plus modules that are not currently installed display on the
screen. Each module will be highlighted upon selection. A module already installed
on the system will not be available for selection.

& visual PRO/S HEERA
Settings  Edit Print  Help
TOP Company Maintenance 3126 Pm
Used: g9
Company Mumber: [025] — Module selection
1. General Ledger
Mame: [vour Company Mame 2. Accounts Payable
3. Accounts Receivahle
Address: [3646 E. Ray Road ] 4. Inventory Control
[suite B1A-128 ] 5. Purchase orders
[Phoenix, AZ 85044 ] 6. Payroll
[ ] 7. order Entry
8. sales analysis
Federal ID: 9. Fixed Assets
State ID: 10. Financial statements
City ID: 11. Job Cost
Access Password:
Edit Password:
Enter module number to dnstall, F4 to Finish: _

Procedure
1. Enter Module Number to Install, F4 to Finish:

Type the number of the module you want to install and Enter. The module selection
will be highlighted.

Note: If you select a module by mistake, retype the number of the
module to deselect and press the Enter key.

Press F4 when your modul e selections are compl ete.
2. Install Modules For Company? (Y)es, (N)o or (E)nd:

TypeY tocontinuewith the new company installation. Appropriatefileswill becopied
to the new company.

Type N to end module selection and return to Step 1.

Type E to abort the installation and return to the company number selection.
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TOTAL ORDER PLUS
OPTIONS WMENU
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Utility Menu

Rebuild Menu

System Parameters Menu
Purge Menu
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Overview

The Utility Options Menu provides programs that maintain history files, allows you
to update one specific field inthe inventory and customer masterfiles, enablesyou to
create an invoice print message, copy one company's files to another company for
testing or backup purposes, plus other miscellaneous maintenance programs.

[ visual PRO/S [_ o] %]
Sethings Edit Pnnt  Help
Total order Plus
Menu: MAIN Total order Plus 2000 Term: TO
Time: 10:30 AM Main Menu Date: 08/12/2001

Main Menu
General Ledger
Accounts Payable
Accounts Receivahle
Inventory control
Purchase orders

Paﬁru]?

UtiTity Menu
Cust Change Ut]
Item Change Ut]
cntrt Price Chyg

memnmE

m

Edt Inv Dt1 Hst w. Terminal Info
Merge Inv Hist ¥ System Info
Merge Cust Sale v. O/E Inv Hst Chg

Item Price Chng
Chg Journal ote
chg GL Trns Dte

order Del Util
Invoice Mes Mt
Zip Code Tahle

chg AR Iny Date
Edit Irw Hist
election (Fl=Menu,

company Copy
Dev1ce List

== =9 HTm |
ﬂZC—!Lﬂ}U,CI‘UO

, + IhCrease, - Decrease, A

Customer Change Utility

The Customer Change Utility provides the ability to change an individual field in the
Customer Masterfile without having to access each customer in Customer Mainte-
nance. Some of the fields that can be edited are the customer name and address,
telephone and facsimile numbers, customer type, label code, tax code, ship via code,
salesperson, terms code, purchase order or branch required flags and other miscella-
neous information.

Each customer codeisdisplayed on the screen with the entry point at the selected field.
Pressthe Enter key to accept the datadisplayed or edit the field with new information.
Press F1 to duplicate the previous entry or press F3 to jump' to another item number.

Item Change Utility

The Item Change Utility provides the ability to change an individual field in the
Inventory Masterfile without having to access each item number in [tem Maintenance.
The item fields that can be edited are the item description, unit of measure,
discontinued flag, distribution code, discount class, tax and commission flags, item
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type, product category, production type, average unit cost, unit price, reorder point,
case quantity and safety stock.

Each item number is displayed on the screen with the entry point at the selected field.
Pressthe Enter key to accept the datadisplayed or edit the field with new information.
Press F1 to duplicate the previous entry or press F3 to jump' to another item number.

Contract Price Change Utility

The Contract Price Change Utility allows the user to increase the unit price or the
average cost on inventory items by a percentage (up to four (4) decimal points). You
can either increase or decrease the price/cost by entering a plus or minus percentage.

For example, .05 would increase the price/cost by five (5) percent or -.05 would
decrease the price/cost by five (5) percent. Y ou have the option to round to the nearest
dollar, centsor not to round at all. Y ou can select to be prompted as to whether or not
you want to change the price on each item or stop the prompt and change item prices
automatically.

Item Price Change

The ltem Price Change utility program allows the user to increase the unit price or the
average cost on inventory items by a percentage (up to four (4) decimal points). You
can either increase or decrease the price/cost by entering a plus or minus percentage.

For example, .05 would increase the price/cost by five (5) percent or -.05 would
decreasethe price/cost by five (5) percent. Y ou have the option to round to the nearest
dollar, cents or not to round at all. Y ou can select to be prompted as to whether or not
you want to change the price on each item or stop the prompt and change item prices
automatically.

Change Journal Entry Date

This program is provided for editing the posting date on ajournal entry transaction.
Y ou can select the date of the posting you want to change and enter the correct date
for the journal entry. This program could be used if auser had theincorrect month or
year when posting journal entries in the General Ledger system. Please contact
Mindware Corporation before running this program.

Change General Ledger Transaction Date

This program is provided for editing the posting transaction date in the End-Of-Day
transaction file. Y ou can select the date of the posting you want to change and enter
the correct date for the transactions. This program must be run before updating the
End-Of-Day file. Please contact Mindware Corporation before running this program.

Change A/R Invoice Date

This program is provided for editing the invoice date on the open invoice transaction
file. Y ou can sel ect the date of the posting you want to change and enter the correct date
faidkpdrrnigesiatey dhiwRiaogacad o Seysadhbaniperdesd i thernerisest MeRNtEl

have
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year when posting invoices on the Accounts Receivabl e Invoice System Menu. Please
contact Mindware Corporation before running this program.

Edit Invoice History

to enter the invoice and order numbers, order and invoice date, ship date, customer
code and ship-to name and address. Y ou are alowed only to edit the purchase order
number, release number, branch code or terms code. This program can be used to
correct data for special statements.

Edit Invoice Detail History

The system allows you to edit the percent of commission field in the Invoice Detail
History file. The system asks for an invoice number and line number to edit. Theitem
description and the commission level displays on the screen. You can enter a new
percent of commission (i.e. .1050 represents 10.5%). This information can be
corrected for the commission reports generated on the Order Entry Report Menu.

Merge Invoice History

The merge program allows you to select a month and year of Order Entry Invoice
History that was accidently purged from the system. It will read the purged history file
and write the header, detail records and text back into the current history file.

Merge Customer Sales

The merge program allows you to select a source category code of Customer Product
Sales History that was accidently purged from the system. It will read the purged
history file and write the target category code back into the current sales history file.

Order Delete Utility

This utility program allows you to remove open orders in the Order Entry module
within a specific date range and by order type ( (O)rder, (Q)uote, (M)isc, etc.).

I nvoice M essage Maintenance

The Invoice Message consists of four (4) message lines, each line can be fifty (50)
characters in length. You can 'design' your own message using text and special
characters to isolate the message from the rest of the information on the bottom of an
invoice. The message prints on all invoices. If you want to have a different message
for a particular customer, set up the customer card file 'OE_INVP' in the Accounts
Receivable Customer Sub-Menu.

Zip Code Table

TheZip Code Tableisutilized when entering anew customer in Accounts Receivable.
Y ou can add to the table during entry of a customer or you can enter the zip code in
the city field and press the F1 key to automatically insert the city and state related to
that zip code.

Company Copy
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The Customer Copy program allows you to copy data files from one company to
another. Thiswould be necessary for testing new applications or doing aquick backup
of data files in case a restore is necessary (i.e. prior to processing Period-End
Processing

or processing W2 information for the year). This copy program should not be used in
lieu of your normal backup procedure.

Device List

The Device List is a maintenance program used to keep a record of al active
peripherals on a customer's system (i.e. terminals, printers, modems, tty ports, etc).
Thisinformation can be printed as hardcopy and can be used to identify user processes
and printer designations.

Terminal Information

System displays information about each user that is currently using TOP. The
information displayed istheterminal identification, the current menu, user name, date
and time of login and the current menu selection.

System I nfor mation

The system displays the operating system with version, level and cpu identification,
the Business Basic serial number, activation key and user terminal identification, the
current directory and prefix setting, the user login and name (UNIX) and the amount
of memory designated to each user.

O/E Invoice History Change Utility

Thisutility program allows you to convert old purged monthly invoice history filesto
Total Order Plus 2000 format to allow users to be able to print an invoice using the
Invoice Batch Print on the Order Entry System Menu.
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Overview

The Rebuild Options Menu provides utility programsthat are necessary to reconstruct
datafilesunder certain conditions. Y ou canrebuild the A/R customer sort fileand open
invoicefile, open orders and invoicesin the customer file and customer product sales.
Also available are purchase order sort and item sort, inventory order and invoice
committed and quantity on purchase orders, order entry order and invoice sort files.
There is a program to clear orphan labels.

[l visual PRO/S [_ o] x]
Settings Edit Prnnt Help

{— Total order Plus
M

2N MATH Total order PTus 2000 Term: TO
Time: 2:31 PM Main Menu pate: 10/25/19009

Main Menu
General Ledger
Accounts Payable
Accounts Receivable
Inwventory Control
Purchase orders

. Payroll
File Rehul ! Meru

AR Cust sales K. IC Invoice Com
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n

AR Cash Receipt M. SA Item Sales
AR open ord Bal M. SA Cust sales
AR cust prd sle 0. Clr orphan Lbls
AR Orphan Cust

AP vendor sort

IC Qty on P.C.

IC order Commit

'~ H Mmoo

action (Fl=mMenu, F4=End, + Increase, - Decrease, A& Up, % Max, 7

Accounts Receivable Customer Sales

Accounts Receivable Cash Receipts

During Cash Receipts Data Entry, the payment amount is stored in the invoice record
inthe openinvoicefile. In case of apower outage or an intermittent problem, the cash
receipt could be out of balance and won't allow you to accessthe deposit. Thisprogram
will read the open invoice file and reset the payment status for each invoice in the
deposit. You can print alisting of theinvoices you will be clearing. Y ou can re-enter
the deposit again.

Accounts Receivable Open Order Balance

The number of open orders and invoices display on the ‘Customer Sales & Aging'
display on the Customer Sub-Menu. Periodically, you may want to delete a customer
from the customer masterfile. Y ou will not be able to delete the customer if they have
open orders or invoices. This program reads all of the open ordersin the Order Entry
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open order file and recal culates the open order balance. Y ou can run this program to
ensure that the balance is zero.

Accounts Receivable Customer Product Sales

This program searches the customer product sales file and removes all recordsthat do
not contain a product code.

Accounts Receivable Orphan Customers

This program clears all records without a valid customer masterfile record. Records
that were not del eted when a customer was removed, such as, contact and next contact
information, ship-to records, cardfiles, etc.

Inventory Quantity on Purchase Order

This program searches the purchase order masterfile and calculates the quantity of
eachitemon every purchase order and writesit to the associated itemsin theinventory
item masterfile. This quantity is displayed in 'ltem Balance & Sales Display' on the
Item Sub-Menu.

Inventory Order Committed

This program searches the open order file and cal culates the quantity of each item on
every order and writesit to the associated itemsin the inventory item masterfile. This
guantity is displayed in 'ltem Balance & Sales Display' on the Item Sub-Menu.

Inventory I nvoice Committed

Thisprogram searchestheinvoicefileand cal cul atesthe quantity of eachitemon every
invoice and writes it to the associated items in the inventory item masterfile. This
quantity is displayed in 'ltem Balance & Sales Display' on the Item Sub-Menu.

Sales Analysis Item Sales

Period-End Processing on the Sales Analysis System Menu clearsitem month-to-date
figures for the current period. This program will allow you to recreate any given
month'sfiguresif they were erased in error or the period was closed prematurely. The
current month'sfigureswill be erased and should only be run at the end of amonth and
prior to updating any new sales for the next period.

Sales Analysis Customer Sales

Period-End Processing on the Sales Analysis System Menu clears customer month-to-
date figures for the current period. This program will allow you to recreate any given
month's figuresif they were erased in error or the period was closed prematurely. The
current month'sfigureswill be erased and should only be run at the end of amonth and
prior to updating any new sales for the next period.

Clear Orphan Labels

This program clears item shipping label records from the label print file that do not
have a corresponding order/invoice number.
33
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Overview

The System Parameters Options Menu provides a calendar display, calculator option,
Order Entry defaults for NOF customers and Special inventory line items, order and
invoice print options by terminal identification, multiplelabel print formats, state code
and zip code maintenance programs.

B visual PrO/S [_Ta] x]
Settings Edit Prnt  Help

{— Total order Plus
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gnu: MAIN Total order Plus 2000 Term: TO
Time: 2:31 PM Main Menu Date: 10/25,/1999

Main Menu
General Ledger
Accounts Payable
Accounts Receivahle
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System Parameters
Calendar
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o/E Defaults
Term Parameters
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Lahel Format
State Code Mt
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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 General Ledger Options Menu.

Note: See the 'TOP Introduction' section €lsewhere 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 General Ledger Options Menu.

Note: See the "TOP Introduction’ section elsewhere in this manual.

O/E Defaults
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The Order Default option allows users to establish predefined default codes for NOF
customers and Specia inventory line items. NOF default codes are ship via, terms
code, tax code and sal esperson. Special defaultsincludetax, commission anditemtype
codes. Y ou aso have an option to bypass ship date and schedule transfer codes (used
in exporting text).

Terminal Parameters

Each user has aterminal identification number for their workstation. The numbersare
TO, T1, T2, etc. This program alows you to establish order and invoice print
parametersfor each |D number. Y ou can specify whether or not you want a particular
terminal to override system parameters for font and layout codes, list price, discount
percentages, list price on orders, vertical spacing or pre-printed name and address
during order and invoice data entry.

Customer Order Form

The Customer Order Form parameters are designed to allow you to specify print
positions by number of columns to the right and the line number for your customer
order form. The print options include maximum number of columns on the form and
thelength of theform and the print positionsfor the order number, date, customer code,
name, address and telephone number. Y ou can alow the printer to print aform feed
after each form. Y ou have an option whether or not to use UnForm print format so it
will include a barcode for the order number.

Label Format

The Label Format program allows you to set up print parameters for each size label
used in Total Order Plus. Y ou specify the number of columns and lines for each size
label. Allow for ten (10) spaces per inch. The print options include the number of
columns on the label and the length of the label, from heading and from name and to
heading and to name. Y ou can allow the printer to print a form feed after each label
print.

State Code M aintenance

Most users have customers in various locations throughout the country. Y ou can set
up statetax codesand statedescriptions (i.e. AZ=Arizona, NY =New Y ork,) to be used
aspart of the name and address inthe Customer Masterfilein the Accounts Receivable
module. When you enter the state code as part of the customer address, the code is
validated against this file, as well as the state code in Ship-To Maintenance on the
Customer Sub-Menu.

Zip Code Maintenance

A Zip Codetable can be created from the Customer M asterfile, the Zip Code Sales Tax
Table in the Accounts Receivable module or you can set up zip codes manually as
needed. Each zip code containsthe city, state, zip code, salestax code and sal esperson
code.

Note: At the City input field, you can enter a zip codet the F1 key
to display the city, state and zip code from the Zip Code Table. 35
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Overview

History files are written to on a daily basis and continue to grow as data is written to
them. They should be purged on aregular basisin order to prevent the hard drive from
continuing to decreasein size. These programs should beincorporatedinto period-end
processing procedures.

[l visual PRO/S [_ O] %]
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Purge Invoice History

TheOrder Entry Invoice History Purgeremovesinvoice header, detail and text records
for a specific year and can be saved into monthly history files for future inquiry and

print capabilities. Invoices can be purged by division and hasan optionto remove NOF
customers only.

Purge Cash Receipts History

The Accounts Receivable Cash Receipts History purge removes payment history
recordsfor aspecific month and year with an optionto retain theserecordsin amonthly
history file. Y ou can also select to print ahardcopy of recordsthat are being removed.

Purge Customer Sales

The Customer Sales Purge removesrecords by year from the product saleshistory file.
These salesdollars are printed on the 'Customer Sales By Product Category Report' in
Accounts Receivable. You can view the sales dollars using the 'Sales By Product'

inquiry on the Customer Masterfile Sub-Menu and on the Accounts Receivable
Options Menu.
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Purge Accounts Payable I nvoice History

The Invoice History Purge allows you to clear invoice history up to a specific month,
day and year. All invoices prior to the date you enter will be purged from the system.

Pur ge Accounts Payable Check History

The Check History Purge allowsyou to clear check history up to aspecific month, day
and year. All invoices prior to the date you enter will be purged from the system.

Purge Purchase Order History

ThePurchase Order History can be purged by month and year and doeswarnyouif you
try to purge records within the current year. Purchase order history can be viewed
during Purchase Order Data Entry to reference costs from previous purchases.

Inventory Item History

TheI/C Item History can be purged for an entire year for all product categories. Item
History can be viewed using 'Iltem History Display' on the Inventory Item Sub-Menu.

Note: Once you have decided on how many months history you want
to retain, the history files should be purged as part of Period-End
Processing. Otherwise, the size of the files continues to expand and
the capacity of your hard disk drive continues to decrease.
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