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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 Order Entry System

The Order Entry system allows two step billing. You can enter an order and send to
production while waiting for shipment or you can bill acustomer by entering adirect
invoice. You can view open orders, invoices and history invoices in summary or
detailed format. Invoices can be reprinted from the history file upon request.

Part 2: Defining the Order Entry System.

How to customizeand set up system parameters, order parameters, invoice parameters,
view file sizing specifications, establish freight table rates and menu password
restrictions.

Part 3: Operating the Order Entry System.

The Order Entry System allows you to enter orders for a customer, print orders or
packing lists and shipping labels, export text to a desktop publishing environment and
convert the order into an invoice when the order is ready to ship. Multiple orders can
be selected for aspecific customer by ship date and combinedinto one order for billing.
Invoices are updated to the invoice history file, customer invoice file, sales analysis
monthly and yearly files and to the General Ledger. Lineitem detail from the invoice
history file can be inserted into a new order for any customer.

Part 4. Order Entry Reporting System

The Order Entry Reporting system offers an open order report and open order report
by item, deleted orders/invoices report, customer by item and item history reports,
commissionreportsinvariousformatsand tracking of credit memo entriesand 'special’
inventory items.

Part 5: Order Entry Options Menu

The options menu lets you view open orders and invoices, sales tax figures and
customersby name. Maintenance programsinclude adding miscellaneous codes, term
codes, salespersons, new customers, inventory items, bin numbers for production,
order types, delivery routes and ship via codes.
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Order Entry Menu Structure
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DEFI NN NG THE ORDER ENTRY

cooooooooo

SYSTEM

Order Entry Definition Menu
Company Maintenance

System Parameters

Order Parameters

Invoice Parameters

File Creation and Information
Freight Table Maintenance
Unform Parameter Maintenance
Password Maintenance

Order Entry Log Display
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Overview

Parameters allow you to customize Total Order Plus to fit your needs. The system
checks the definition files during processing of orders, invoices, invoice printing and
system updates. Y ou can view file sizing specifications on all multi-keyed files. File
sizing is no longer required.

System Parameters allows you to flag whether you have salespersons, if you want
various daily reportsto print during ‘Sales Journal and Invoice Update' and if you are
interfaced to the Sales Analysis, Accounts Receivable or General Ledger modules.

Order Parameters lets you establish an order numbering sequence, choose an order
print format and decide whether you want to print pricing on your orders and print
labels for orders, invoices or both.

The Invoice Parameters | ets you establish an invoice numbering sequence, choose an
invoice print format, select one or two tax codes and salespersons per invoice and
allowsyouto choose how you want the discount and unit priceto print onyour invoices.

Freight Table Maintenance allows you to cal culate different minimum and maximum
freight charges according to product category.

Password Maintenance can restrict access to any item on amenu or an entire menu.

We recommend you password the Definition Menu on your system. Changing of the
parameter questions can result in data corruption and cause system operating errors.
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Procedure

1. Choose Company Name Maintenance on the Order Entry Definition Menu.
Press F4 to return to the Order Entry Definition Menu.

Note: The division number displays on the 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 prints on all purchase order reports and screen
headings.

3. Address:

The cursor movesto thefirst of four addresslines. 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 ID Number:

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

15
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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. Return Name:
Note: The return address information is used for an O/E to export file.
Type areturn address company name up to thirty (30) characters and Enter.
8. Address:

The cursor moves to the first of two (2) return address lines. Y ou can enter up to
thirty (30) characterson eachline. Pressthe Enter key after you completeeachline.

9. City/State/Zip:

Type the city, state and zip code for this return address.

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

TypeY to accept the data and return to the Order Entry Definition Menu.
Type N to return to the company name field for editing. Go to Step 2.
Type D to remove the company record from the system.

Type E to end and return to the Order Entry Definition Menu.
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System Parameter Maintenance
Overview

System Parameters alows you to flag if you have salespersons, if you want various
daily reportsto print during 'Sales Journal and Invoice Update' and if you areinterfaced
to the Sales Analysis, Accounts Receivable or General Ledger modules. There are
options set to import electronic orders.

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

1. Choose System Parameter Maintenance on the Order Entry Definition Menu.

Note: The parameter screen displays. If you are initially setting up the
parameters, thecursor displaysat thefirstinput field. If you arereviewingthe
parameters, go to Step 29 .

2. Salespersons:
Type Y + the Enter key if you have established salesperson codes on your system.
Type N+ the Enter key if you do not have salespersons. Go to Step 3.

Note: If you answered yes for salespersons, you will see the following
prompts:

Enter commission type - (G)ross sales, (S)ales or (N)one:

17
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Type G+ the Enter key if you calculate commissions on gross sales.

Type S+ the Enter key if you calculate commissions on net sales.

Type N+ the Enter key if you do not cal culate commissions for salespersons.
Press F2 to return to the previous input field.

Distribute commission to the General Ledger? (Y-N):

Type Y+ the Enter key if you want the system to post the commission amountsto the
General Ledger (the General Ledger module must beinstalled) during the'Daily Sales
Journal and Update'.

Type N+ the Enter key if you calculate commissions but do not want to post
commission figures to the General Ledger.

3. Discounting:

Type Y + the Enter key to allow combined quantity break discounting.
Type N+ the Enter key to inactivate combined discounting.

4. Credit Password:

Type up to asix (6) character password for extended credit and Enter.

Note: The system will automatically prompt you for a password when a
customer exceedstheir creditlimit onaparticular invoice. Thiswill allowyou
todetermineif theinvoiceshould beprocessed or deleted fromtheinvoicefile.

Pressthe Enter key if you do not want apassword to be entered for salesover the credit
limit.
5. Delete Password:

Typeuptoasix (6) character passwordto prevent ordersor invoicesfrom being del eted
and Enter.

Note: The system will automatically prompt you for a password when an
operator choosesto delete an order or invoice. The operator codeiswritten
to the deleted order/invoice file along with the invoice number to help
establish an audit trail.

Pressthe Enter key if you do not want a password to be entered when del eting orders
or invoices.

6. Cr Memo Password:
Typeuptoasix (6) character password to enter acredit memo in ‘Invoice Data Entry'.

Note: The system will automatically prompt you for a password when an
operator triesto issue a credit memo in 'Invoice Data Entry'.
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Pressthe Enter key if you do not want apassword to be entered when entering acredit
memo.

7. SIA Interface:

Type Y+ the Enter key if you are interfaced to the Sales Analysis module.

Type N+ the Enter key if the Sales Analysisis not installed on your system.

8. G/L Interface:

Type Y+ the Enter key if you are interfaced to the General Ledger module.
Type N+ the Enter key if the General Ledger is not installed on your system.

9. A/R Interface:

Type Y+ the Enter key if you are interfaced to the Accounts Receivable module.
Type N+ the Enter key if Accounts Receivableis not installed on your system.
10. UPS Int'l:

Type Y+ the Enter key if you want to use the UPS WorldShip International featurein
Total Order Plus.

11. Ship-To Format:

Type Y+ theEnter key if you want the ship-to city, state and zip code n the Customer
Masterfile be separate input fields.

Type N+ the Enter key if you want the ship-to city, state and zip code be all on one
line.

12. Detailed Journal:

TypeY +theEnter key if youwant the Detailed Sales Journal to print during the'Daily
Sales Journal and Update'. Otherwise, type N+ the Enter key to bypass printing.

13. Product Category:

Type Y+ the Enter key if you want the Product Category Report to print during the
'Daily SalesJournal and Update'. Otherwise, type N+ the Enter key to bypass printing.

14. Product Analysis:

Type Y+ the Enter key if you want the Product Analysis Report to print during the
'Daily Sales Journal and Update'’. Otherwise, type N+ the Enter key to bypass printing.

15. Operator Report:

TypeY +theEnter key if youwant the Operator Report to print during the'Daily Sales
Journal and Update'. Otherwise, type N+ the Enter key to bypass printing this report.

19
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16. Production Rpt:

TypeY +theEnter key if youwant to print aproduction report during Order Entry daily
closing procedure.

Type N+ the Enter key to bypass printing this report during the daily closing
procedure.

17. Order Puller:

Type Y+ the Enter key if you want to print an order puller report during Order Entry
daily closing procedure.

Type N+ the Enter key to bypass printing this report during the daily closing
procedure.

18. Terms Required:

Type Y+ the Enter key if you want the terms code field to be mandatory input during
order/invoice data entry.

TypeN+theEnter key if youwant theoperator to beableto bypassthetermscodefield.
ELECTRONIC ORDERS:

19. Order Type:

Typeavalid order type and Enter or ? to display the Order Type Selection Window.
20. Misc Code:

Type avalid misc code and Enter or ? to display the Misc Code Selection Window.
21. EDI Terms:

Typeavalid terms code and Enter or ? to display the Terms Code Sel ection Window.
22. Default Stmnts:

Type Y+ the Enter key if you want statements for new electronic customers.

23. Default F/C:

Type Y+ the Enter key to calculate finance charges for new electronic customers.
24. Item Desc:

TypeY +theEnter key if youwant to usethe TOP item description onimported orders
rather then the item description on your website.

25. Default Ship-Via

Type the default ship via option for new electronic customers.
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26. Dflt Cust Type:

Type the default customer type code option for new electronic customers.

27. Dflt Terms Code:

Type the default terms code option for new electronic customers.

28. Dflt Tax Code:

Type the default tax code option for new electronic customers.

29. Dflt SP Code:

Type the default salesperson code option for new electronic customers.

30. DfIt SP Code 2:

Type the default second salesperson code option for new electronic customers.
31. Is The Data Correct? (Y)es, (N)o or (C)ancel:

TypeY if the parameters are correct and return to the Order Entry Definition Menu.
Type N to edit the parameter information. Go to Step 2.

Type C to exit the parameters without saving any changes. Y ou will be prompted with
the following message:

Note: 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 exit the parameters and save any changes that were made.

Type N to exit the parameters without saving any changes.

21
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Overview

Order Parameter Maintenance |etsyou establish an order numbering sequenceand lets
you choose an order print format with the ability to adjust the vertical print positions.
Y ou can determine whether you want to print pricing on your order form and company
nameand address. Y ou havethe optionto beableto print shipping label sand determine
the size of the label. Other optionsinclude viewing year-to-date sales or average days
to pay during order/invoice data entry, allow backorder items for a partial shipment,
determine if you want to print packing lists, reprint backorders and select the order
heading to read 'Order' or 'Packing List'.

Y ou have an option to issue quotes in 'Order Data Entry' by entering a Q in the order
typefield. Y ou can select tolet the system print your company name and addressif you
do not have pre-printed quoteforms. Y ou are given an option whether you want to print
item codes along with the item description and an option to print extended prices for
each lineitem or just atotal for the entire quote.
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Procedure

1. Choose Order Parameter Maintenance on the Order Entry Definition Menu.
2. Order Numbering:

TypeY +theEnter key if youwant the system to automatically assign sequential order
numbers.
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Type N+ the Enter key to be able to assign the order number manually.

Type B+ the Enter key to have the capability of having both of the above options.
3. Order Number:

Assign the last order number used and Enter.

Press F2 to return to the previous input field.

4. Printed Forms:

Type Y + the Enter key if your forms have preprinted headings.

Type N+ the Enter key if you want the system to print your company information.

Type D+ the Enter key to print your company name and address above both the hill-
to and ship-to name and address lines on your order form.

5. Order Format:

Type 1+ the Enter key to print the orders on plain paper.

Type 2+ the Enter key to print the orders on preprinted forms in format number 1.
Type 3+ the Enter key to print the orders on preprinted forms in format number 2.
Type 9+ the Enter key to print your own custom order format.

6. Line Feeds:

Type the number of printer line feeds (0-9) to print before printing on each order and
Enter. This helpsto adjust the vertical alignment.

7. Order Copies:

Type the number of copies (1-9) you want to print for each order and Enter.

8. Include Price:

Type Y + the Enter key if you want pricing to print on your order.

Type N+ the Enter key if you want to print only inventory items without pricing.
Type O+ the Enter key to have the option to print pricing information.

Type B+ the Enter key to include bin information on your order.

Type X+ the Enter key to include both bin and extension on your order or type Z+ the
Enter key to prompt you to print bin and extension on your order.

Type Q+ the Enter key to print quantity on hand on your order.
9. Shipping Labels:
Type O+ the Enter key to be able to print labels from 'Order Data Entry'.

23
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Type |+ the Enter key to be able to print labels from 'Invoice Data Entry'.
Type N+ the Enter key to inactivate the label print program.

Type B+ the Enter key to be ableto print labels from 'Order Data Entry' and 'Invoice
Data Entry".

Note: Make sure the label print file is created using 'File Creation and
Information' on the Order Entry Definition Menu.

10. Label Format:
Type a number 0-9 to determine the size of your shipping labels and Enter.

Note: You will be prompted asto whether you want to print aform feed after
printing the label information. If you select yes, the printer itself must be set
to the length of the label form.

11. Picking List:

Pressthe Enter key to accept the default of N or type Y + the Enter key to activate the
picking list option on the Order Entry System Menu.

Note: Make surethe picking list print fileis created using 'File Creation and
Information' on the Order Entry Defintion Menu.

12. Item Label Format:

Type O+ the Enter key to usethe standard label format or type 9+ the Enter key touse
acustom label format.

13. Order Print Message:

TypeY +theEnter key if youwant amessageto display when an order hasbeen printed
more than once.

Type N+ the Enter key not to display the printed order message.
14. Backorder Options:

Type Y+ the Enter key to allow backorders for inventory items during 'Invoice Data
Entry' or type N+ the Enter key not to allow backorders on your system.

15. Automatically Ship Backorders:

TypeY +the Enter key to automatically ship items on backorder during ‘Invoice Data
Entry' or type N+ the Enter key to allow items on backorder to be retained in the open
order file.

16. Reprint Backorders On Order Forms:

Type Y+ the Enter key to have the system flag orders with items on backorder to
automatically write to the order print file. The order will print during the next '‘Order
Batch Print' process.
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Type N+ the Enter key not to automatically reprint order formsthat include items on
backorder.

17. Duplicate Orders:

Type Y+ the Enter key if you want the system to automatically check invoice history
files for duplicate order numbers.

Type N+ the Enter key not to display the duplicate order message.
18. Y-T-D or Daysto Pay:
TypeY +theEnter key to display Y ear-To-Date salesduring order/invoice dataentry.

Type A+ the Enter key to display Average Days To Pay during order/invoice data
entry.

19. Go To Tota Screen:

Type Y+ the Enter key to automatically access the total screen from line item detail
input.

Type N+ the Enter key to bypass the total screen.
20. Auto Calc Freight:

Type Y + the Enter key if you want the system to calculate freight using the freight
table.

Type N+ the Enter key not to use the freight table calculation.

21. UnForm Option:

Type Y+ the Enter key if you are using the UnForm software for your order format.
Type N+ the Enter key if you do not use UnForm.

22. Order Type:

Typeavalid order type and Enter or type ?+ the Enter key to display the Order Type
Selection window.

23. Production Type:

Pressthe Enter key to accept the default of N or type Y + the Enter key to activatethe
production type option.

Type N+ the Enter key not to activate the production type option.
Note: Thisflag activatesthe optionto print a production type on each order.
24. Order Status:

Typethebeginning order status code and Enter or type ?+ the Enter key to display the
Order Status Selection window.

25



Defining The Order Entry System

26

25. Detail Sort Option:

Type B+ the Enter key to print order detail line itemsin bin location order.
TypeL+theEnter key to print order detail lineitemsin sequential line number order.
Type |+ the Enter key to print order detail line itemsin item code order.

TypeC+theEnter key if youwant to create your own custom order using the Alternate
Sort field in the inventory item master .

26. Bar Code Program:

Type the name of the custom label print program and Enter.

27. Preprinted Form:

Type Y + the Enter key if your quote forms are preprinted with column headings.
Type N+ the Enter key to have the system print the column headings.

28. Preprinted Name:

TypeY+theEnter keyif your company informationispreprinted onyour quoteforms.
Type N+ the Enter key if you want the system to print your company information.
29. Print Item Code:

TypeY +theEnter key if youwant theinventory item code and description to print on
your quote form.

Type N+ the Enter key if you only want the item description to print.

30. Total Only:

Type Y+ the Enter key to only print the quote total.

Type N+ the Enter key to print unit pricing on each individual inventory item.
31. UnForm Option:

Type Y+ the Enter key if you are using UnForm software for quotes.

Type N+ the Enter key if you do not use UnForm.

32.UnForm Copies.

Type the number of copies (1-9) you want to print for each quote and Enter.
33. Messages:

TypeY + the Enter key to include messages beginning with the” character on quotes.
Type N+ the Enter key to exclude * messages on quotes.
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34. Print Discount:

TypeY +the Enter key if you want to print the customer's percent of discount on your
quotes.

Type N+ the Enter key not to include the discunt on your quote forms.

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

TypeY if the datais correct and return to the Order Entry Definition Menu.
Type N to edit the parameters. Return to Step 2.

Type C to exit the parameters without saving any changes.

Note: 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 exit the parameters and save any changes that were made.

Type N to exit the parameters without saving any changes.

27
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Invoice Parameter Maintenance
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Overview

Invoice Parameter Maintenance letsyou establish aninvoice numbering sequenceand
lets you choose an invoice print format with the ability to adjust the vertical print
positions. Invoice formats include standard invoice (8.5x11), invoices with shipping
labels on the bottom, small invoice, plain paper, Canadian format or custom format.

You have several options of how you want to print the unit price and discount
percentage on your invoice, how many copies of the invoice you want to print and
choose to print one or two salespersons and tax codes per invoice. For users with the
text export feature, you can chooseif you want to print the layout code or font code
on the invoice or a combination of both.

The UnForm Option allowsyou to print invoices, quotes, orders, purchase orders, etc.,
on plain paper but will still looks like your own custom form.
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Procedure

1. Choose Invoice Parameter Maintenance on the Order Entry Definition Menu.
2. Tax Type:

Type F+the Enter key if tax codes must be read from the Tax Code Masterfile. Go to
Step 5.
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Type S+ the Enter key if you have only one standard tax code.

3. Freight Tax:

Type Y+ the Enter key if the standard tax code calculates tax on freight.
Type N+ the Enter key if freight is not taxable.

Press F2 to return to the previous input field.

4. Tax Percent:

Type the percentage of salestax in 99.999 format and Enter.

5. Tax Codes:

Type 1+ the Enter key if you have only one tax code per invoice.

Type 2+ the Enter key if you allow two tax codes per invoice.

6. Deleted Report:

Type Y+ the Enter key if you want to track deleted orders and invoices.
Type N+ the Enter key if you do not want the report option.

7. Layout Info:

Type 0+ the Enter key if you do not want to print the layout code or the font code on
your invoices.

Type 1+ the Enter key if you want to print the only the layout code on your invoices.

Type 2+ the Enter key if you want to print the layout code and the font code on your
invoices.

Type 3+ the Enter key to print only the font code on your invoices.
8. Invoice Numbering:

Type Y+ the Enter key if you want the system to automatically assign a sequential
invoice number.

Type N+ the Enter key to be able to assign the invoice number manually.
9. Invoice Number:

Assign the next invoice number and Enter.

10. Printed Invoices:

TypeY +theEnter key if you have preprinted invoice formswith your company name
and address.

TypeN+theEnter key if youwant thesystemto print your company nameand address.

29
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11. Line Feeds:

Typethe number of printer linefeeds (0-9) to print before printing on each invoiceand
Enter. This helpsto adjust the vertical alignment.

12. Invoice Format:

Type 1+ the Enter key if you have standard invoice forms (8.5x11).

Type 2+ the Enter key if you have invoice forms with shipping labels.

Type 3+ the Enter key if you have small invoice forms.

Type 4+ the Enter key to print invoices on plain paper with column headings.
Type 5+ the Enter key to print invoices in Canadian format

Type 7+ the Enter key if your form islegal size.

Type 9+ the Enter key if you have your own custom invoice format.

13. Print Options:

Select aprint option (0-5) of how you want to print the list price and discount on your
invoices and Enter.

- 0and 2 selectionsprint list price, discount amount, discount percentage and extended
price

- 1 wil print percentage of discount, list price and extended price
- 3will print lisr price only and the extended price
- 4 prints discounted price and extended price
- 5will not print the item code on the invoice but prints list price and extended price
14. Print Fax Number:
Type Y + the Enter key to print the customer's fax number on the invoice.
Note: The system automatically defaults thisflag to N.
15. Invoice Copies:
Type the number of copies (0-9) that you want to print for each invoice and Enter.
16. SP Per Invoice:
Type the number of salespersons (1-2) to print on each invoice and Enter.
17. UnForm Option:
TypeY +theEnter key if youareusing the UnForm softwarefor your invoicing format.

Type N+ the Enter key if you are not using the UnForm software.
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18. Auto Calc Freight:

TypeY +theEnter key if youwant thesystemto automatically cal culatefreight amount
using the freight table.

Type N+ the Enter key not to use the freight table calculation.
19. Order Options:
Press the Spacebar + the Enter key not to use the order options.

Typel+theEnter key if youwant to skipthe prompt 'Is This The Correct Order? when
converting an order into an invoice.

Type 2+ the Enter key to skip the correct order prompt and to skip the prompt 'Was
This Order Shipped Complete?

20. Order Type:

TypeY + the Enter key to have the option to enter an order type during invoice entry.
Type N+ the Enter key to inactivate this option.

21. Purge Period:

Type M+ the Enter key if you want to purge invoice history on a monthly basis.
Type Y+ the Enter key if you want to purge invoice history once ayear.

22. Order Puller:

Type R+ the Enter key if the order puller input field is required on orders.
Type Y+ the Enter key if you want thisfield to be an option in order entry.
Type N+ the Enter key to disable the input field in order entry.

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

TypeY if the datais correct and return to the Order Entry Definition Menu.
Type N to edit the parameters. Return to Step 2.

Type C to exit the parameters without saving any changes.

Note: 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 exit the parameters and save any changes that were made.

Type N to exit the parameters without saving any changes.
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File Creation and Information
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Overview

File Creation And Information letsyou view individual datafilesinyour Order Entry
system. All of the datafiles are structured as multi-keyed files, which means that you
do not have to increase the size of the files because they are dynamic (automatically
increasein size asdataiswritten to each file). The screen displaysthe file description,
file name, key size, byte size of each individual record within the file and the number
of records used in each file.
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Freight Table Maintenance

Overview

Freight Table Maintenance allows you to set up minimum and maximum freight
charges by ship viaand by product category. Y ou can specify afreight charge for the
first item on an invoice and an amount for each additional item, with a maximum
amount goal.

Items not categorized by a product category has the option to change to another ship
via code when an invoice maximum amount has been reached.
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Procedure

1. Choose Freight Table Maintenance on the Order Entry Definition Menu.
2. Ship Via

Typeavalid ship viacode and Enter or type ? to display the Ship Via Code Selection
window.

Press F2 to list the freight charges to a printer.
Press F4 to return to the Order Entry Definition Menu.
3. Product Code:

Type avalid product code and Enter or type ? to display the Product Code Selection

window.
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Press F2 to return to the previous input field.

4. First Item:

Typeafreight amount for thefirst item on aninvoicefor this ship viacode and Enter.
5. Addition Item:

Typeafreight amount for each additional item on an invoice for this ship viacode and
Enter.

6. Maximum Charge:

Type amaximum amount of freight to be charged on an invoice for this ship viacode
and Enter.

Note: The systemsaddsthefirstitemamount and each additional itemamount
and compares the total to make sure not to exceed the maximum charge

7. Invoice Maximum:
Type an invoice maximum amount and Enter.
8. Alternate Ship Via:

Typeavalid ship viacode and Enter or type ? to display the Ship Via Code Selection
window.

Note: If this ship via code does not have a category code and the invoice
amount isequal to or greater than the Invoice Maximum, the systemwill use
the alternate ship via code.

9. Pre-Paid Option:
Press the Spacebar + the Enter key to calculate freight on al terms codes.

Typethe terms codes, side by side, to not calculate freight on and Enter. No commas
or spaces are required.

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

TypeY if theinformation is correct. Return to Step 2.

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

Type D to remove the ship viarecord and return to Step 2.

Type E to end the input and return to the Order Entry Definition Menu.
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UnForm Parameter Maintenance

Overview

The UnForm software allows you to print your company logo on your invoice formin
aspecific columnand row and specify theheadingsto print on each copy of theinvoice.
Y ou can determinewhether or not you want to print pricing on each copy of theinvoice.
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Procedure

1. Select UnForm Parameter Maintenance on the Order Entry Definition Menu.
2. Form Name:

Type aform name order, invoice or quote and Enter.

Press F2 to list the formsto a printer.

Press F4 to return to the Order Entry 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 fileisin the Graphics directory with PRN extension.
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:

Typethedescription of thefirst copy and Enter. Thesystemwill prompt youfor acopy
option and paper tray number.

Note: Type a description for each copy i.e. Customer, Shipping, etc. Copy
options offer pricing and screening options. Paper tray options include
default, upper, manual or lower paper trays.

The system will prompt you for the same information as in Step 7 for each
additional copy input field.

CTRL+Y for Help Menu.

9. Format:

Type 0+ the Enter key to print message lines in plain type.

Type 1+ the Enter key to print message lines in bold type.

Type 2+ the Enter key to print mssage linesin italic type.

Type 3+ the Enter key to print message lines in bold and italic type.
Note: Appliesto orders, invoices, quotes and purchase order message lines.

10.Linel & 2:

Type two (2) seventy-five character message lines and Enter.

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 Order Entry Definition Menu.
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Password Maintenance

Overview

Password Maintenance allows you to set up passwordsto restrict accessto any Order
Entry 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 Order Entry Definition Menu.

Note: The System Codeisautomatically defaulted by the systemto correspond
with the current menu application (i.e. OE-Order Entry).

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

Note: The system will prompt a 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.

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:

Leave blank if you do now want to maintain user access.

Type A+ the Enter key to allow certain users to this menu selection.
Type D+ the Enter key to disallow certain users to this menu selection.
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 if you want to access user maintenance.

Note: By selecting Afor access, youwill needtoinput each menu selection and
each user ID that you want to allow or disallow.
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Order Entry Log Display

Overview

The Order Entry Log Display capturesall of the activity for each user that accessesthe
OE module. This audit can be useful in tracking what user changed the modul e date,
had error messagesin dataentry, added or changed passwords, closed thedaily journals
etc. Information is displayed in great detail.
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3

OPERATI NG THE ORDER
ENTRY SYSTEM

Order Entry System Menu
Order Data Entry

Order Batch Print

Picking Sheet Print
Shipping Label Print

Text Export Utility

Set Ship Date Utility
Combine Orders Utility
Invoice Data Entry
Invoice Batch Print

Sales Journal and Invoice Update
Invoice Generation Menu
Find Order/Invoice Utility
Bin System Menu
Import/Export File Menu

cooooOoOooooooooo
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Order Entry System Menu
Overview

The Order Entry system alows you to enter orders, print orders, labels and picking
sheetsand convert ordersinto aninvoicewhenitemsareready to ship. Text enteredinto
an order can be exported to desktop publishing software, such as, PageMaker, Soset,
etc. or can be exported to laser engravers and printers.

Multipleordersfor one customers can be combined into oneinvoice using the'Set Ship
Date' and the 'Combined Orders' utility programs.

Invoice Data Entry allows you to enter invoices or convert existing orders into an
invoice. The invoices are updated to history files, customer open invoice files,
inventory files and the sales analysis report files. The system has a recurring invoice
program that automatically generates invoices using 'Invoice Generation' on the
Invoice Generation Menu.

The'Find Order/InvoiceUtility' allowsyoutotrack thestatusof an order/invoicewithin
the system at any time. Search optionsinclude order number, item description, invoice
number, purchase order number, contents of a message line, dollar amount, name,
release number, ship-to or by text.
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Order Data Entry
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Overview

The Order Data Entry program lets you enter an order number or let the system
automatically assign the next available order number, enter a customer code or 'NOF'
for not-on-file customers, type ship-to name and addressinformation, purchase order,
branch and rel ease numbers, ship via, ship date, tax code, terms code, number of labels
and salesperson(s).

Inventory items are entered with aquantity ordered and allows partial shipments. Y ou
can enter message lines, special line items for items not stocked in inventory and
miscellaneous charges.

If you have the text export option installed on your system, you can enter text
information to beexported to adesktop publishing software package or to al aser printer
or engraver.

Orders can be converted into invoices automatically when you are ready to ship the
product and process the hilling.
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Procedure

1. Choose Order Data Entry on the Order Entry System Menu.
2. Enter the Order Date;
Type the order date in MMDD format and Enter. No dashes or slashes are required.
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The system will insert the current century and year.

3. Isthe Date Correct? (CR-N):

Press the Enter key to accept the application date displayed.
Type N+ the Enter key to enter anew order date.

Note: The system will prompt you for a warehouse number if this feature is
activated in the Inventory Control Parameters.

43



Operating The Order Entry System

Order Address Information
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4. Order No:

Press the Enter key to let the system automatically assign the next sequential order
number.

Note: You can enter your own order numbers if you have answered no to
automatic numbering inthe'Order Parameters ontheOrder Entry Definition
Menu.

Type ? to display the Open Order Selection window.
Press F4 to return to the Order Entry System Menu.
5. Sold To:

Typeavalid customer codeand Enter or type ?+theEnter key todisplay the Customer
Code Selection window.

Press F1 to add this new customer to the customer masterfile.
Type NOF for 'Not On File' customer.

Note: Every customer can haveinformation set upinacardfile OE_NOTE or
OE_NOTEO. The notepad information will display on the bottom half of your
screen.
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Press F8 to return to the order number field in Step 4.
6. Ship To:

Pressthe Enter key to accept the ship-to name displayed or type up to athirty-five (35)
character ship-to name and Enter.

Press F1 to duplicate the sold to name.

Press F2 to edit the customer contact name or the bill-to name and address.
Press F3 to display the ship-to name and addresses set up for this customer.
Press F4 if the ship-to name and address lines are correct. Proceed to Step 12.
7. Address Line One:

Type up to athirty-five (35) character address and Enter.

Press F2 to return to the previous input field.

8. Address Line Two:

Type up to athirty-five (35) character address and Enter.

Note: Post Officerequirementssuggeststheaddressline onecontainthe P.O.
Box number and the address line two contain the street address.

9. Address Line Three:

Type up to athirty-five (35) character address and Enter.
10. City:

Type up to a nineteen (19) character city and Enter.

11. State:

Type atwo (2) character state code and Enter.

12. Zip Code:

Typethezip codefor thiscity and Enter. Thisfield allowsfor ahyphen (-) and thefour
digit postal number.

13. Country Code:

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

14. 1s The Address Information Correct? (CR-N-END):

Pressthe Enter key if the address information is correct or type N+ the Enter key to
edit the ship-to name and address fields. Return to Step 6.

Type END+ the Enter key if the wrong customer code was entered. Return to Step 5.
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Order Header Information
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15. P.O. No:

Type up to asixteen (16) character purchase order number and Enter.

Note: If there are blanket purchase order numbers for this customer, the
Purchase Order Selectionwindowwill display onyour screen. PressF3tore-
display this window.

A flag in the customer masterfile 'P.O. Required?' determines if a purchase
order number isrequired for this customer during order/invoice data entry.

Press the Enter key to bypassthisfield.
16. Ship Via

Pressthe Enter key to accept the ship viadefault code from the customer masterfile or
type ?+ the Enter key to display the Ship ViaCode Sel ection window. PressF1 to add
anew ship via code.

Note: If this ship via code was set up to be associated with a route code, the
systemwill prompt youfor aroutecode. Thisisusedtosort the'Delivery Route
Report'.

17. Release No:

Type up to an eight (8) character release number and Enter. Thisisan optional field
and is usually associated with the banking industry.
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18. Branch/Dpt:

Type avalid branch/department number and Enter or type ? to display the Branch/
Department Selection window.

Note: There is a '‘Branch Required?' flag in the customer masterfile. If this
fieldissetto(Y)es, youwill berequiredto enter avalid branch number. If this
flag isset to S the ship-to number will default as the branch number. If you
enter anew branch number, the systemwill allow you to set up the new branch
code.

19. Ship Date:

Typeaship datein MMDD format and Enter. No dashes or slashes are required. The
system will insert the current century and year.

Note: You can automatically bypass the ship date field by changing the flag
in the 'Order Entry Defaults' on the System Parameters Options Menu.

20. Tax Code:

Press the Enter key to accept the default tax code(s) from the customer masterfile or
type ? to display the Tax Code Selection window.

Note: You can have up to two (2) tax codes per order/invoice. Thisisaflag
in 'Invoice Parameter Maintenance' located on the Order Entry Definition
Menu.

21. Order Type:

Pressthe Enter key to accept the default of O for order or type avalid order type and
Enter.

Note: Order types are: O-order, Q-quote, W-work order, S-special, M-
miscellaneous, X-Xstamper and P-Performa. To enter a quote, press Q+F1
to display available quote templates.

22. Print Inv:

The system bypasses this field with the default flag from the customer masterfile.
23. Order Date:

The system bypasses this field with the default application date.

24. Order Time:

The system bypasses this field with the system generated time.

25. TXT On Inv:

This system bypasses this field with the default flag from the customer masterfile.
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The number of lines of text printed on the order depends on one of these flags:

Y Prints all lines of text

N Do not print any lines of text

F Print first line of text only

L Print last line of text only

D Print first and third lines of text (deposit stamps only)

1-9 Designate number of lines of text to be printed
26. FOB:
Free On Board is optional. Press the Enter key to bypass this field.
Type D+ the Enter key to print Destination.
Type W+ the Enter key to print Warehouse.

Note: Press F2 to edit fields 20 through 23.
27. Terms Code;

Press the Enter key to accept the default code from the customer masterfile or type ?
to display the Terms Code Selection window. Press F1 to add a new terms code.

28. No. Labels:

Typethe number of |abelsyou want to print for thisorder and Enter or pressthe Enter
key to leave the field blank.

Note: Thisinput fieldisdisplayed onthescreeniftheflagin'Order Parameter
Maintenance' on the Order Entry Definition Menu is set to O for ordersonly
or B for both orders and invoices.

29. Salesperson:

Pressthe Enter key to accept thedefault sal esperson codefrom the customer masterfile
or type ? to display the Salesperson Code Selection window.

Note: You can have up to two (2) salesperson codes per order/invoice. This
is a flag in 'Invoice Parameter Maintenance' located on the Order Entry
Definition Menu.

30. Order Puller:
Type theinitials of the person who pulled the items for this order and Enter.
31. Operator ID:

Type atwo character operator code and Enter.
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Note: Thisisarequired field and isused to print on daily salesreports. Once
a code is entered, it will default on each following order unless you exit
entering orders and return to the Order Entry System Menu.

32. Is The Header Data Correct? (CR-N-?):

Pressthe Enter key if the header information is correct.

Type N+ the Enter key to edit the header information. Return to Step 13.
Type ?+ the Enter key to display the Order Entry Options Menu.
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Line Item Detail
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Note: The system automatically assigns the sequential line numbers. If you
have deleted a lineitem and want to reinsert it into an order, press F2 at the
inventory item input field and enter the line number you want to insert.

33. Inventory Item:

Type avalid inventory item and Enter or type ? to display the Item Code Selection
window.

Note: Thesystemdefaultstheitemdescription, tax code, commissionflag, unit
of measure, discount level and selling price from the Inventory Masterfile.

Type S+ the Enter key to enter a special line item. Proceed to Step 36.
Type M + the Enter key to enter amessage line. Proceed to Step 46.

Type M+ amiscellaneous code and Enter to input amiscellaneous lineitem. Proceed
to Step 48.

Type T+ the Enter key to display the text entry window. Proceed to Step 53.
Type L+ the Enter key to display shipping label input window for thisline item.
Press F1 to display invoice history for this customer.

Press F4 to end line item input.
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34. Order Quantity:

Type the quantity ordered for thisitem and Enter.

Press F2 to edit any of the displayed line item information fields.

Press F3 to edit the item description field.

35. Selling Price:

Pressthe Enter key to accept the pricedisplayed or typeanew selling priceand Enter .
Press F2 to edit the discount percentage or the cost for thisitem.

Note: The system will automatically cal culate the extension amount.
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Special Line Items
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36. Inventory Item:
Type S+ the Enter key to create a special line item not stocked in inventory.
37DC:

Type avalid distribution code and Enter or type ? to display the Distribution Code
Selection window. The word Special will display in the inventory item field.

38. Description:
Type up to athirty (30) character special description and Enter.
39. TX:
Type Y+ the Enter key if this special item should be taxable.
Type N+ the Enter key if you do want the system to calculate tax on thisitem.
40. CM:
Type N+ the Enter key if commission should not be calculated on this item.
Type a0-9 commission level and Enter.
Note: The commission level percentages are established in 'Salesperson

Maintenance' on the Accounts Receivable Definition Menu.
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41. U/M:

Typeaunit of measure (Ea, Box, Inch, etc.) for thisspecial item and Enter or pressthe
Enter key to accept the default of EACH.

42. DS
TypeY +theEnter key for thedrop ship flag sinceit doesn't affect inventory balances.

Note: Thetax, commissionand drop ship codesdefault fromthe'O/E Defaults
on the System Parameters Options Menu.

43. Quantity Ordered:

Type the quantity ordered and Enter.

Press F3 to edit the special description.

44, Cost:

Type the cost for this special item and Enter.

Press F2 to enter a discount percentage for thisitem.

Note: PressF2 againto enter a discount classcodefor thisitem. Thisspecial
item will be included on the 'Discount Sales By Item Class Report' on the
Accounts Receivable Period-End Processing Menu.

45. Selling Price:
Type the selling price for this special item and Enter.

Note: Both cost and price are entered in the same field on your screen. C
displays to the left of the input field when you should enter the cost. It is
replaced by P when you enter the price.
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Message Lines
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46. Inventory Item:

Type M + the Enter key to enter a message line.
47. Description:

Type up to athirty (35) character message and Enter.

Note: To retain message lines on backorder items, precede the message with

anasterisk (*). To prevent amessagelinefromprinting onaninvoice, precede
the message with the * character.
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Miscellaneous Line Items

i B [ATHK EAC Iéi ]
:x Fon DGDOEAT EFhe&h2-455-1258] VE ] ‘FEd HD EREL Al
Hold To: [10-RBOO] Fu:ald=-456=-1&51 abbn: Jduillfecay Dhiger
ABRC Marking Dewicoss Skhap: [ABC Oaivizzsan of Fhomnix
o] ] WL PTTCM i [
! PIER 1] BCCEINT S B 3 EATEN H
il ITH- 200U Blmck Ink Z DE T U
ES& H | 10071 IH  E. O P 1.00 0. 0n
DNz SFECTIAL] [E§ RS 1 Fopln==p Cards wr/Blsck I=scoern] (T]IN
JEA  JIT]| L.0] B 1%.7h 15,76
i3 Hj |This i3 & 15 chiractar messdage liss. |
o4 N | 1
GRCE T | [ ]
Enter loem Wi, [(Glpeolal, (Miesasge, (Tiext, [Llaksl, 7 for ltemn, Fd=Exic
Botasy To display Ievolos detall histoey pash tho Fl1 koy
o

48. Inventory Item:

TypeM +amiscellaneouscodeand Enter to display apredefined miscellaneouscharge
or miscellaneous message.

Note: The systemautomatically displaysthe General Ledger account number
for this miscellaneous charge.

49. Description:

Pressthe Enter key to accept the predefined description or type up to athirty-five (35)
character description and Enter.

50. Taxable:
Type Y+ the Enter key if you want to calculate tax on this miscellaneous charge.
51. Commission:
Type acommission level 0-9 for this charge and Enter.
Type N+ the Enter key if acommission should not be calculated for this charge.
52. Extension:
Enter the amount for the miscellaneous charge and Enter .
Note: Enter percentage (i.e. 1.5) + F1 to calculate charge using order total.
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Text Window Entry
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53. Inventory Item:
Type T+ the Enter key to display the Text Entry window.

Note: The text window is divided into five sections. Header, Font, Text,
Foecial Instructions and Actual/Max Width and Height. Press F4 to advance
from one section to another.

54. Layout:
Press the Enter key to bypass the layout code field.

Type avalid layout code and Enter or type ? to display the Layout Code Selection
window.

Note: The layout code displays a default quantity of 001, "W for waiting to
transfer status, aproduct code, color code andaninventoryitemlinkedtothis
layout, if applicable, inthe header portion of the window. Any fonts, text and
width and height associated with this layout will display in the appropriate
sections of the text window.

Press F1 to scan the invoice history file and retrieve text entered on a previous order
to insert into the text portion of the window.

Press F2 to retrieve text entered on a previous order from the clipboard to insert into
the text portion of the window.
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Press F4 to end the text window entry and return to line item detail entry.
Kok kK Start with number 54. Quantity:

Pressthe Enter key to accept the default quantity of ‘001" or type a new quantity and
Enter.

Press the F2 to return to the previous input field.
55. Product:

PresstheEnter key to accept theproduct codedisplayed or type ? to display the Product
Code Selection window.

Note: The product codeisused to group stamps by schedul e codes, mount size
and product type for production.

Press F2 to edit the text status field.

Note: Thetext statusflag control sthe exporting of text to a desktop publishing
environment. The default status code of "W means the product is waiting to
betransferred, a statusof 'T' meansthetext has already been transferred and
a status of 'H' puts the text transfer on hold for this line item. Text can be
exported more than once by changing the status of this flag.

56. Color:

Press the Enter key to accept the color code displayed or type ? to display the Color
Code Selection window.

57. Font:

Note: The font code defaults to the defined value in the layout code mainte-
nancefile. If alayout codeis not entered, the value defaults fromthe product
code maintenance file.

Pressthe Enter key to accept thefont code displayed or type ? to display the Font Code
Selection window.

Note: You can use U for upper case, C for center, Rfor right justified, L for
left justified, etc. asthe fifth and sixth positions of the font code for justifica-
tion.

Press F1 to increase the point size portion of the font code. The Size field changes
respectively.

Press F3 to decrease the point size portion of the font code. The Size field changes
respectively.

Note: The correct length of the line automatically calculates and displays as
the font size is being changed. If the length of the line if larger than the
maximum allowed, a warning message displays at the bottom of the screen.
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Continueto adjust the attributes between the minimumand maximumwidths
allowed.

Press F2 to edit the character width percentage.

Note: The F1 and F3 keys will increase and decrease the character width
percentage and the Size field changes respectively.

Other options are available in the font code input field:

Typeaperiod (.) followed by a Phrase Code to automatically insert text into
the text window for thisline (i.e. .+ FDO - For Deposit Only).

Type a comma (,) followed by a line number of the ship-to address that you
want to insert into the text window for thisline.

Type a comma (,) by itself to insert the entire ship-to address into the text
window.

Press the Spacebar to duplicate the prior font code.

Press CTRL+Y to display the font code help menu.

Press F4 to exit to the text entry section of the window.

58. Text:

Note: The text section is where the text is input for this product. To move
around in thewindow, you can use the arrow keys. The TAB key movesto the
next | character or advancesten (10) spacestotheright. Theinsert and delete
keys can add or delete a character on any line of text.

Toinsert aline of text, placethe cursor at the beginning of theline and press
the Enter key. To delete aline of text, place the cursor at the beginning of the
line and press the F7 key. To delete a blank line, place the cursor at the
beginning of the line and press the Backspace key. Press the END key to
advance the cursor to the end of the current line.

During text entry, you may decide to change a font code for a particular line
of text. Press CTRL+F to move the cursor to the font section of the window.
Type a new font code and press the F4 or F8 key to return the cursor to the
same position in the text window.

The CTRL+Y keys will display the text help menu. The command keys and
their functionsarelisted inthewindow. Type'C' to accessa special character
display. Pressthe ALT+3 digit number to use a special character. Pressthe
Enter key to exit the help menu.

Press F4 to advance to the Special Instructions section of the window.
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59. Export Special Instructions:

Type Y+ the Enter key to export thisline of special instructions when processing the
"Text Export Utility' on the Order Entry System Menu.

Type N+ the Enter key not to export this instruction.
Type T+ the Enter key to export this instruction as part of the text.

Type avalid instruction code and Enter or type ? to access the O/E Options Menu.
Select Special Instruction Maintenance to display the available instruction codes (i.e.
IR - "*** |nclude Rose Logo ***").

Note: Special Instructions display in red on the screen so they are readily
apparent to your typesetting department.

Press F4 to exit Special Instruction section of the window.

The bottom portion of the window displays a prompt with several options:

S Save the text window information
E Exit the text window

H Edit the header information

F Edit the font codes

T Edit the text entries

Edit the special instructions
Copy contents of window to the clipboard in Windows

Input label information to print for thisitem

o r O

Delete the entire text window
60. Inventory Item:

Pressthe Enter key to accept the inventory item that was linked to the layout code or
product code or type ? to display the Item Code Selection window.

61. Quantity:

Pressthe Enter key to accept the default quantity or type a new quantity ordered and
Enter.

Press the F3 key to return to the item description field.
Type ?+ the Enter key to display the system calculator.
62. Price/Cost:

Note: Pressthe F2 key to edit the cost, discount percentage, discount level,
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unit of measure, drop ship, commission and taxable flagsand item descrip-
tion fields.

Pressthe Enter key to accept the selling price displayed or typeanew selling priceand
Enter.

Type a?+ the Enter key to display the system calculator.
Note: The system cal culates quantity x price and displaysthe extended price.
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Order Total Screen
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Note: The order sub-total, miscellaneous charges, sales tax percentage , tax
amount and the invoice total display on the total screen.

63. Freight:

PresstheEnter key to accept thefreight amount displayed or typeanew freight amount
for this order and Enter.

Note: The Ship Via code and description displays on the screen. If you have
associated a ship via code with a freight charge for this customer, the freight
amount will automatically display on the screen. PressF2 to edit the ship via
code.

If you have set the charge freight flag to N for this customer in the customer
masterfile, awindowwill display stating that freight should not be char ged for
this customer.

64. Number of Labels:

Press the Enter key to accept the number of labels displayed or type the number of
labelsto print for this order and Enter.

Note: The number of labels can also be associated with a ship via code and
will automatically display on the screen.
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Line Item Edit Routine
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65. Is The Data Correct?

Note: CR=Continue, N=Edit First Line, F4=Edit Last Line or enter line
number to edit

Press the Enter key to continue to scroll through line item details.
Type N+ the Enter key to edit the first line item on this order.
Press F3 to advance the cursor to the next item.

Press F2 to back up to the previous item.

Press F4 to edit the last line item on this order.

Type the line number + the Enter key to advance the cursor to that line item.
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Order Entry Sub-Menu

Overview

The Order Entry Sub-Menu allows you to edit the ship-to information, order header
information, detail lineitems and freight totals. Y ou have the option to print the order
or itemlabels, with areprint option for an order, shipping label sor picking sheets. Each
order can have a customized comment line of 80-column print characters. Text status
flags can bereset for each lineitem on the order that is associated with text entry. You
also have access to the Customer Sub-Menu in the Accounts Receivable Customer

Masterfile.
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1. Maintain Address Data - Edit the shipping name and address.
2. Maintain Header Data - Edit the header information.

3. Maintain Line Detail - Edit inventory line items, special lineitems, message lines
or miscellaneous charges.

4. Maintain Total Display - Edit freight charges or number of labelsto print.

5. Reprint Order Form - Reset flag to print the order in 'Order Batch Print'.

6. Print Order Form - Print a hardcopy of this order form.

7.Customer M anagement - Accessthe Customer Sub-Menuin AccountsReceivable.

8. Order Comments - Enter comment line to print on this order.
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9. Order Audit - Displayslist of order lineitem edits, order print and to what printer,
email addressif order was sent by email and line items that were del eted.

10. Reset Text Status- Set text statusonall lineitemsassociated with text to (W)aiting
or put on (H)old. Thisselection will only display on the sub-menu if you are using the
TOP Text feature.

11. Print Item L abels- Select an appropriate printer to print lineitem |abel sassociated
with this order.

12. Reprint Shipping Labels - Reset print flag for shipping labels.
13. Reprint Picking Sheet - Flag order to be reprinted on picking sheet.

Note: Theitemson the order sub-menu may or may not display depending on
how you specified your parametersin 'System Parameter Maintenance' and
'Order Parameter Maintenance' onthe Order Entry Definition Menu. You can
type DELETE to remove the order from the system. If you have a reason to
place this order on hold so it won't be invoiced, type HOLD at the prompt.
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Order Batch Print

Overview

All open ordersnot previously printed arelisted using Order Batch Print. Y ou have an
option to print an individual order, orders by operator code or orders with backorder
items only. Orders can be flagged to reprint using 'Reprint Order Form' on the Order
Data Entry Sub-Menu.

Entsr order nupbsr to rescart atc or CE for all. Fd Exit

Procedure

1. Choose Order Batch Print on the Order Entry System Menu.
2. Order Number:

Press the Enter key to print all orders not previously printed or type a valid order
number to print.

3. Operator ID:

Type avalid operator 1D and Enter or press the Spacebar to include all operators.
4. Close Option:

Type Y+ the Enter key to close printer after each order (staple function on copiers).
5. Backorders:

Type Y + the Enter key to print only backorders.
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Order Print Sample

66



Operating The Order Entry System

Picking Sheet Print

Overview

The Picking Sheet liststhe bin location, item code and description, ship-to name, order
number, line number on the order, unit of measure, quantity ordered and the quantity
picked for shipment. Y ou can print arange of orders or individual selections.
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Procedure

1. Choose Picking Sheet Print on the Order Entry System Menu.
2. Include Drop Ship:

The system defaults to Y to include drop ship items or type N to exclude drop ship
orders.

3. Sort Option:

Type B+ the Enter key to sort by bin number.

Type O+ the Enter key to sort by order number.

4. Selection Option:

Type F+ the Enter key to select first and last ordersto print. Go to Step 5.
Type O+ the Enter key to input order number selections. Go to Step 7.
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5. First to Print:

Pressthe Enter key to accept the order number displayed or typethefirst order number
toprintand Enter . Type?+the Enter key to display the Open Order Sel ectionwindow.

6. Last to Print:

Pressthe Enter key to accept the order number displayed or typethelast order number
to print and Enter. Type ? to display the Open Order Selection window.

7. Order to Print:

Type order numbersto print and Enter or type ? to display the Open Order Selection
window.

Press F4 to end order number entry.

8. Select the appropriate printer for the picking sheets.
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Picking Sheet Sample
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Shipping Label Print

70

Overview

The shipping labels can be printed from 'Order Data Entry" or 'Invoice Data Entry" or
both, depending on how you set up thelabel printin'Order Parameter Maintenance' on
the Order Entry Definition Menu.

Y ou can enter the number of labelsto print during order/invoice data entry or you can
associate aship viacode, by customer, on how many labelsto print. Oncethelabelsare
printed, the print file is cleared. If you need to reprint any labels, you must use the
'Reprint Shipping Label' option onthe Order Data Entry Sub-Menu or the Invoice Data
Entry Sub-Menu.
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Procedure

1. Choose Shipping Label Print on the Order Entry System Menu.

2. Invoice Number:

Type an order/invoice number to print and Enter or leave blank to print all.
Press F4 to return to the Order Entry System Menu.

3. Option:

Type Y+ the Enter key to switch address line 1 with address line 2 on the label.
4. Select the appropriate printer for the shipping label print.
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Shipping Label Sample
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Text Export Utility
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Overview

The Text Export Utility transfers orderswith text to adesktop publishing environment
for production, wherethetext filesareimported into pre-established layout documents.

The utility gives you the option to transfer orders by product type, transfer schedule,
ship via code, order date or operator code. Y ou can sort the orders by the longest line
per product with an option to print a hardcopy of the export information.
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Procedure

1. Choose Text Export Utility on the Order Entry System Menu.
2. Product Code:

Typeavalid product typecode(s) totransfer, sideby side, and Enter or type?todisplay
the Product Code Selection window. No spaces or commas are required.

Press F4 to return to the Order Entry System Menu.
3. Schedule:

Type a schedule code(s) to transfer and Enter or press the Enter key to transfer all
orders.

Type ALL + the Enter key to transfer all orders without a transfer schedule code.
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Press F2 to return to the previous input field.

4. Ship Via

Type the ship via codes to transfer and Enter. No spaces or commas are required.
Press the Enter key to transfer all orders.

5. Order Date:

Pressthe Enter key to transfer all orders or type an order datein MM DD format and
Enter. No dashes or slashes are required. The system will insert the current century
and year.

6. Operator Code:

Pressthe Enter key to transfer all orders or type a specific operator code and Enter.
7. Sort Option:

Type Y+ the Enter key to sort the transfer by the longest line by product.

Type N+ the Enter key not to sort the transfer by the longest line.

8. Print Report:

Type Y+ the Enter key to list all of the export information to a printer.

Type N+ the Enter key if you do not want to print atransfer report.

9. Export Text File? (Y)esor (N)o:

Type Y+ the Enter key to export the text files.

TypeN+theEnter key to abort thetransfer and returntothe Order Entry System Menu.
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Text Export Utility Report Sample
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Set Ship Date Utility

Overview

The Set Ship Date Utility allows you to select one customer and all ordersthat are to
be shipped on a specific date. Y ou can scroll through the open orders and select the
orders you want to ship. Once this process is completed, you are ready to run the
'‘Combine Orders Utility' which creates one order number for all the orders selected. If
you have sel ected an order which you do not want to combine, pull uptheorder in'Order
Data Entry', select 'Maintain Header Information' and remove the ship date.
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Procedure

1. Select Set Ship Date Utility on the Order Entry System Menu.
2. Customer Code:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F4 to return to the Order Entry System Menu.
3. Order No:

Pressthe Enter key to select the order number(s) displayed or press F1 to bypassthis
order number.

Note: Asthe orders are selected, the order number, purchase order number
and tax code displays to the right of each order number.
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Press F2 to return to the previous input field.
4. Ship Date:

TypetheshipdateinMMDD format and Enter. No dashesor slashesarerequired. The
system will insert the current century and year.

Press F4 to end the selection and return to the Order Entry System Menu.
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Combine Orders Utility

Overview

The Combine Orders Utility scans the open order file and reads the orders that were
selected for a specific ship date in 'Set Ship Date Utility'. The selected orders display
on the screen.

Y ou have the option to retain the old order number as a message line and whether or
not you want to print the order number on the invoice. If you retain the order number
asamessageline, youwill beableto search the history filefor that order number using
the 'Find Order/Invoice Utility' on the Order Entry System Menu.

The old ship-to name can be saved as a message line and printed on the invoice. One
other option is to combine orders with different branch/department numbers. This
should be considered very carefully if you print special statements at month-end
processing. These statements are printed by branch/department and would not reflect
the individual orders for each branch.

The new order number is displayed on the screen and all of the old selected orders are
removed from the open order file. If thereisan order that was selected and you do not
want to combine with the other orders, abort this process and return to 'Order Data
Entry'. Display the order on the screen and remove the ship date in 'Maintain Header
Information' on the Sub-Menu.

Loxras ¢ o = in-AsCil |REC Harking Dhetrboss

Begin ordsr oowbirs utility? ITies, (Hlao or (Elesd I

7



Operating The Order Entry System

78

Procedure

1. Choose Combine Orders Utility on the Order Entry System Menu.
2. Customer Code:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

3. Ship Date:

Typetheship dateyou specifiedin'Set Ship Date Utility' inMMDD format and Enter .
No dashes or slashes are required. The system will insert the current century and year.

4. Include Order:

Type Y+ the Enter key to include the old order number as a message line on the new
combined order number.

Type N+ the Enter key if you do not want to retain order numbers.
5. Print Ship-To:

Type Y+ the Enter key to include the old ship-to name as a message line on the new
combined order number.

Type N+ the Enter key if you do not want to retain ship-to names.
6. Print Message:

Type Y+ the Enter key if you want to print the old order number as a message on the
invoice.

Type N+ the Enter key if you do not want to print the old order numbers.

Note: If you answered N to Print Message, the system will insert the »
character in the first position of the message line so it will not print on the
invoice.

7. Combine Branches:

TypeY +theEnter key if youwant to combineorderswith different branch\department
numbers.

Type N+ the Enter key if you do not want to combine branch/department numbers (
Special Statement reports will not reflect the correct branch/department totals).

8. Begin Order Combine Utility? (Y)es, (N)o or (E)nd:
Type Y to continue the combine utility.

Type N to abort the utility and return to Step 2.

Type E to return to the Order Entry System Menu.
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Invoice Data Entry
Overview

The Invoice Data Entry program lets you enter invoice numbers or have the system
automatically assign a sequential invoice number. Y ou assign a customer code or use
'NOF for not-on-filecustomers. Y ou will berequired to enter ship-to nameand address
information, purchase order, branch and rel ease numbers, ship via code, ship date, tax
code, terms code, number of labels, salesperson(s) and identify who entered the
invoice.

Inventory items are entered with aquantity ordered and allows partial shipments. Y ou
can enter message lines, special line items for items not stocked in inventory and
miscellaneous charges.

Orders can be converted into invoices automatically when you are ready to ship the
product and begin the billing process.

ENTEF THE THWOICE ORTE: |[12/1&/2012
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Procedure

1. Choose Invoice Data Entry on the Order Entry System Menu.
2. Enter the Invoice Date;

Typetheinvoice datein MM DD format and Enter. No dashes or slashes are required.
The system will insert the current century and year.
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3. Isthe Date Correct? (CR-N):
Press the Enter key to accept the application date displayed.
Type N+ the Enter key to enter a new invoice date.

Note: The system will prompt you for a warehouse number if this featureis
activated in the Inventory Control Parameters.
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Invoice Address Information
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4. Invoice No:

Pressthe Enter key to let the system automatically assign the next sequential invoice
number.

Note: You can enter your own invoice numbers if you have answered no to
automatic numbering in the 'Invoice Parameters on the Order Entry Defini-
tion Menu.

Type ? to display the Open Invoice Selection window.

Type C+ the Enter key to assign an invoice number followed by 'CM' to designate a
credit memo or D+ the Enter key to designate a debit memo.

Press F4 to return to the Order Entry System Menu.

Note: Eachinput field hashel p messagesdisplayed at thebottomof the screen.
Press the F3 key to toggle between on or off for help messages.

5. Order No:

Pressthe Enter key to let the system automatically assign the invoice number as the
order number.

Type ?to display the Open Order Selection window. Insert the order number you want
to convert into an invoice.
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Note: When converting an order into an invoice, you will see the following
prompts: 'Is This The Correct Order?' (CR-N) and "Was This Order Shipped
Complete? (CR-N). Pressthe Enter keyif thisisthecorrect order number and
if you want to convert this order into an invoice.

You have the option to bypass these prompts by changing the flagsin I nvoice
Parameter Maintenance' on the Order Entry Definition Menu.

6. Sold To:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Note: Every customer can haveinformation set upinacardfile OE_NOTE or
OE_NOTEI. The notepad information will display on the bottom half of your
screen.

Press F1 to add this new customer to the customer masterfile.
7. Ship To:

Pressthe Enter key to accept the ship-to name displayed or type up to athirty-five (35)
character ship-to name and Enter.

Press CTRL +Y to display the edit help menu.
Press F1 to duplicate the sold to name.

Press F2 to edit the customer contact name (twenty character field) or the bill-to
customer name and address.

Press F3 to display the ship-to name and addresses set up for this customer.
Press F4 if the ship-to name and address lines are correct. Proceed to Step 13.
8. Address Line One:

Type up to athirty-five (35) character address and Enter.

Press F2 to return to the previous input field.

9. Address Line Two:

Type up to athirty-fice (35) character address and Enter.

Note: Post Officerequirementssuggeststheaddressline onecontainthe P.O.
Box number and the address line two contain the street address.

10. City:

Type up to aninerteen (19) character city and Enter.
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11. State:
Type atwo (2) character state code and Enter.
12. Zip Code:

Typethezip codefor thiscity and Enter. Thisfield allowsfor ahyphen (-) and thefour
digit postal number.

Note: The cursor will advance to the country code field. Type ? to insert a
country code.

13. Is The Address Information Correct? (CR-N-END):

Press the Enter key if the address information is correct. Proceed to 'Order Header
Information' on the following pages.

Type N+ the Enter key to edit the ship-to name and address fields. Return to Step 7.
Type END+ the Enter key if the wrong customer code was entered. Return to Step 6.
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Invoice Header Information

84
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14. P.O. No:

Type up to asixteen (16) character purchase order number and Enter.

Note: If there are blanket purchase order numbers for this customer, the
Purchase Order Selectionwindowwill display onyour screen. PressF3tore-
display this window.

A flag in the customer masterfile 'P.O. Required?' determines if a purchase
order number isrequired for this customer during order/invoice data entry.

Press the Enter key to bypass thisfield.
15. Ship Via

Pressthe Enter key to accept the ship viadefault code from the customer masterfile or
type ? to display the Ship Via Code Selection window. Press F1 to add anew ship via
code.

Note: If this ship via code was set up to be associated with a route code, the
systemwill prompt youfor aroutecode. Thisisusedtosort the'Delivery Route
Report'.

16. Invoice Date:

Theinvoicedateisdisplayed on the screen. The system usesthe date you input in Step
2.
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17. Ship Date:

Typeaship datein MMDD format and Enter. No dashes or slashes are required. The
system will automatically display the current century and year.

Press F2 to edit to the invoice date.
18. Tax Code:

Press the Enter key to accept the default tax code(s) from the customer masterfile or
type ? to display the Tax Code Selection window.

Note: You can have up to two (2) tax codes per order/invoice. Thisisaflag
in 'Invoice Parameter Maintenance' located on the Order Entry Definition
Menu.

19. Release No:

Typeto an eight (8) character release number and Enter. Thisisan optional field and
isusually associated with the banking industry.

20. Branch/Dpt:

Type avalid branch/department number and Enter or type ? to display the Branch/
Department Selection window.

Note: There is a '‘Branch Required?' flag in the customer masterfile. If this
fieldissetto Y, youwill berequiredto enter avalid branch number. If thisflag
isset to S the ship-to number will default asthe branch number. If you enter
anew branch number, the systemwill allow you to set up the new branch code.

21. Print Inv:
The system bypasses this field with the default flag from the customer masterfile.
22. TXT On Inv:
This system bypasses this field with the default flag from the customer masterfile.
The number of lines of text printed on the invoice depends on one of these flags:
Y Prints all lines of text
N Do not print any lines of text
F Print first line of text only
L Print last line of text only
D Print first and third lines of text (deposit stamps only)

1-9 Designate number of lines of text to be printed
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23. FOB:
Free On Board is optional. Press the Enter key to bypass this field.
Type D+ the Enter key to print Destination.
Type W+ the Enter key to print Warehouse.

Note: Press F2 to edit Print Invoice or Text On Invoice flags.
24. Terms Code:

Pressthe Enter key to accept the default code from the customer masterfile or type ?
to display the Terms Code Selection window. Press F1 to add a new terms code.

25. No. Labels:

Typethe number of |abelsyou want to print for thisorder and Enter or pressthe Enter
key to leave the field blank.

Note: Thisinput fieldisdisplayed onthescreeniftheflagin'Order Parameter
Maintenance' on the Order Entry Definition Menu is set to O for ordersonly
or B for both orders and invoices.

26. Salesperson:

Pressthe Enter key to accept thedefault sal esperson codefrom the customer masterfile
or type ? to display the Salesperson Code Selection window.

Note: You can have up to two (2) salesperson codes per order/invoice. This
is a flag in 'Invoice Parameter Maintenance' located on the Order Entry
Definition Menu.

27. Operator ID:
Type atwo character operator code and Enter.

Note: Thisisarequired field and isused to print on daily salesreports. Once
acodeisentered, it will default on each following order until you exit to the
Order Entry System Menu.

28. Is The Header Data Correct? (CR-N-?):

Press the Enter key if the header information is correct.

Type N+ the Enter key to edit the header information. Return to Step 14.
Type ?+ the Enter key to display the Order Entry Options Menu.
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Line Item Detail
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Note: The system automatically assigns the sequential line numbers. If you
have deleted a lineitem and want to reinsert it into an order, press F2 at the
inventory item and enter the line number you want to insert.

29. Inventory Item:

Type avalid inventory item and Enter or type ? to display the Item Code Selection
window.

Note: Thesystemdefaultstheitemdescription, tax code, commissionflag, unit
of measure, discount level and selling price from the Inventory Masterfile.

Type S+ the Enter key to enter a special line item. Proceed to Step 34.
Type M + the Enter key to enter amessage line. Proceed to Step 44.

Type M+ amiscellaneous code and Enter to input amiscellaneous lineitem. Proceed
to Step 46.

Press F1 to display invoice history for this customer.
Press F4 to end line item input.
30. Discount:

Pressthe Enter key to accept the percentage of discount or type anew percentage and
Enter.
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Type ?+ the Enter key to display the system calculator.
31. Order Qty:

Press the Enter key to accept the quantity ordered.
Press F3 to edit the item description.

Type ?+ the Enter key to display the system calculator.
32. Shipped Qty:

Type the quantity shipped and Enter.

Type ?+ the Enter key to display the system calculator.

Note: If thisisa partial shipment, the remaining quantity on order displays
in the backorder column.

33. Price/Cost:
Pressthe Enter key to accept the price shown or typein anew selling priceand Enter .
Press F2 to edit the cost field.

Note: The system will automatically calculate the extension amount.
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Special Line Items
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34. Inventory Item:

Type S+ the Enter key to create a special line item not stocked in inventory.
35. DC:

Type avalid distribution code and Enter or type ? to display the Distribution Code
Selection window. The word Special will display in the inventory item field.

36. Description:

Type up to athirty (30) character special description and Enter.

37. TX:

Type Y+ the Enter key if this special item should be taxable.

Type N+ the Enter key if you do want the system to calculate tax on thisitem.
38. CM:

Type N+ the Enter key if commission should not be calculated on thisitem.
Type a 0-9 commission level and Enter.

Note: The commission level percentages are established in 'Salesperson
Maintenance' on the Accounts Receivable Definition Menu.
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39. U/M:

Typeaunit of measure (Ea, Box, Inch, etc.) for thisspecial item and Enter or pressthe
Enter key to accept the default of EACH.

40. DS
TypeY +theEnter key for thedrop ship flag sinceit doesn't affect inventory balances.

Note: Thetax, commissionand drop ship codesdefault fromthe'O/E Defaults
on the System Parameters Options Menu.

41. Quantity Ordered:

Type the quantity ordered and Enter.

Press F3 to edit the special description.

42. Cost:

Type the cost for this special item and Enter.

Press F2 to enter a discount percentage for thisitem.
43. Price:

Type the selling price for this special item and Enter.

Note: Both cost and price are entered in the same field on your screen. C
displays to the left of the input field when you should enter the cost. It is
replaced by P when you enter the price.
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Message Lines
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44. Inventory Item:

Type M+ the Enter key to enter a message line.

45, Description:

Type up to athirty (35) character message and Enter.

Note: To retain message lines on backorder items, precede the message with
anasterisk (*). To prevent amessagelinefromprinting onaninvoice, precede
the message with the  character.
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Miscellaneous Line Items
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46. Inventory Item:

Type M+ a miscellaneous code and Enter to display a predefined miscellaneous
charge or miscellaneous message.

Note: The systemautomatically displaysthe General Ledger account number
for this miscellaneous charge.

47. Description:

Pressthe Enter key to accept the predefined description or type up to athirty-five (35)
character description and Enter.

48. Taxable:

Type Y+ the Enter key if you want to calculate tax on this miscellaneous charge.
49. Commission:

Type acommission level 0-9 for this charge and Enter.

Type N+ the Enter key if acommission should not be calculated for this charge.
50. Extension:

Enter the amount for the miscellaneous charge and Enter .

Note: Enter percentage (i.e. 1.5) + F1 to calculate charge using order total.
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Invoice Total Screen
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Note: The commission base, invoice sub-total, miscellaneous charges, sales
tax percentage and amount and the invoice total display on the total screen.

51. Freight:

Press the Enter key to accept the amount of freight displayed or type a new freight
amount for this order and Enter.

Note: The Ship Via code and description displays on the screen. If you have
associated a ship via code with a freight charge for this customer, the freight
amount will automatically display on the screen. Press 2 to changethe ship
via code.

If acardfileisset up for shipping, it isdisplayed on the right side of the total
screen.

Press F1 to calcul ate the freight charges using theratesin 'Freight Table Maintenance'
on the Order Entry Definition Menu.

52. Number of Labels:

Press the Enter key to accept the number of labels displayed or type the number of
labelsto print for thisinvoice and Enter.

Note: The number of labels can also be associated with a ship via code and
will automatically display on the screen.
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Invoice Payment Record
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Note: PressF1 at the Card Holder field to display thecustomer credit card
information related to the terms code on thisinvoice. You can manually enter
credit card information if it is not set up in the customer file. The credit card
number shows as a masked entry, only displaying the last four digits.
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Invoice Line Item Edit Routine
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53. Is The Data Correct?

Note: CR=Continue, N=Edit First Line, F4=Edit Last Line or enter line
number to edit.

Press the Enter key to continue to scroll through line item details.
Type N+ the Enter key to edit the first line item on this order.
Press F4 to edit the last line item on this order.

Type the line number + the Enter key to advance the cursor to that line item.
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Invoice Line Item Edit Routine
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54, Enter Option F1=Display Text, F2=Prior Line, F7=Delete, F4/F8=EXxit:

Note: (W)aiting or (T)ransferred after the line number identifies text status.
You can change the text status in the header portion of the text window for
each line item with text.

Press F1 to display the text window.

Press F2 to move the cursor to the prior line number.

Press F7 to delete this line number.

Press F4 or F8 to end line item input and return to Step 53.
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Invoice Data Entry Sub-Menu

_
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1. Maintain Address Data - Edit the shipping name and address.
2. Maintain Header Data - Edit the header information.

3. Maintain Line Detail - Edit inventory line items, special line items, message lines
or miscellaneous charges.

4. Maintain Total Display - Edit freight charges or number of labelsto print.
5. Print Invoice - Prints a hardcopy of the invoice form.

6. Customer Management - Access the Customer Management Menu in Accounts
Receivable.

7. Order Audit - Displays list of invoice line item edits, invoice print and to what
printer, email addressif invoice was sent by email and line items that were deleted. It
also displays al of the activity if thisinvoice was converted from an order.

8. Reprint Shipping L abel - Flagsthisinvoice to be reprinted during ‘Invoice Batch
Print'.

Note: You can deletethe entireinvoice by pressing the F7 key or by typing the
work'DELETE'. If thisinvoicewaspreviously an order, you will be prompted
whether or not you want to retain this invoice as an open order.

97



Operating The Order Entry System

Invoice Batch Print

98

Overview

All invoices that have not been printed using 'Print Invoice' on the invoice sub-menu
areprinted using Invoice Batch Print. Y ou also have arestart procedurethat allowsyou
to begininvoice printing with aspecificinvoice number. Another feature of theinvoice
print allowsyoutoreprint invoicesout of theinvoicehistory fileor themonthly invoice
files created during the invoice history purge process.

After al invoice have been printed, you can proceed with the 'Daily Sales Journal and
Update'.

Procedure

1. Choose Invoice Batch Print on the Order Entry System Menu.
2. Use History File? (Y)es, (N)o, (S)elect year or (E)nd:

TypeY to print aninvoiceout of theinvoice history file. Y ouwill be prompted to enter
the invoice number you want to print. Proceed to Step 4.

Type N if you do not want to use the invoice history file. Proceed to Step 3.
Type Sto use the monthly invoice history files. Proceed to Step 5.

Note: Monthly invoice history files are saved during the 'Invoice History
Purge' process. The files are saved with an extension of month and year.
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3. Restart Invoice Printing? (Y)es, (N)o or (E)nd:

TypeY to restart the invoice print with a specific invoice number. Proceed to Step 4.
Type N to print all invoices that have not yet been printed. Proceed to Step 6.

Type E to abort the invoice print and return to the Order Entry System Menu.

4. Enter Invoice Number:

Typetheinvoice number you want to start printing from and Enter or type ? to display
the Invoice Selection window. Proceed to Step 6.

Press F4 to abort the invoice print and return to the Order Entry System Menu.
5. Enter history year and month (MMYY):

Type the month and year of the history file you want to use and Enter. Return to Step
4.

6. Select the appropriate printer for printing invoices.
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Invoice Print Sample
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Sales Journal & Invoice Update

Overview

Thedaily closing procedureprintsadaily salesjournal, sal esperson commissionreport,
daily salestax report and the backorder report. Other reports can be added to the daily
closing routine by changing parameter flags in the 'System Parameters' on the Order
Entry Definition Menu. Other reportsincludeadetailed salesjournal, product category
and analysis reports and a report sorted by operator code.

frint corder entry salsa jourmal? ifies or (Wiaos .
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Daily Sales Journal Sample

102

L "
ol led Wi L] - " "o o
T vemmii BiGwwTI 8 TCTAE v = 15 5 iwm -
ni e ) = = - - "
[T TR T T T (T - F = s s TR ] .=
- s o .- " b T
[T ST [T H T Tt B
beperd Fredii B LI hLE (TR 1= 4l
e iran
e e
T 1 fY
L i LT
TR
[ =p— -
e [,
—na i i
[T T 1=

Note: You can get a detailed salesjournal by setting the flag to yesfor Detail
Journal in 'System Parameters' on the Order Entry Definition Menu.
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Daily Sales Tax Report Sample

11

5|

Note: You can get a daily product category report by setting the flag to yes
for Prod Category in 'System Parameters on the Order Entry Definition

Menu.
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Salesperson Commission Summary Sample
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Note: You can get a daily operator id report by setting the flag to yes for
Operator 1D in 'System Parameters' on the Order Entry Definition Menu.
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Backorder Report Sample

L MK B NN, S — e L]
== L ...-+|.n.%| i

[ e ] e i

= 1rN O TRy e P G wd e amid

S dym Cmams 01 BEIAE

- i —— _ L -ty D L | o3

w L LLE_ S I L e W My e ThE e bra by T M Lo T

- 47 L ] T By ol Py L -

T freteaike e ik == ‘ o i
B | Sy i L
Bamsary aal -

Note: You can get a daily product analysis by setting the flag to yes for Prod
Analysisin 'System Parameters on the Order Entry Definition Menu.
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Invoice Generation Maintenance

106

Overview

Invoice Generation Maintenance assigns a sequential invoice number for each invoice
set up for automatic billing. Theinvoicesare by customer code and bill cycle sequence
within a specific date range. Each invoiceincludes aterms code (including credit card
information), ship via code, purchaser order number and sal esperson code .

Thedetail part of theinvoice aretheinventory items and descriptions you want to bill
and the quantity for each item.

There is an option to print a hardcopy of all recurring invoices.
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Procedure

1. Choose Invoice Generation Maintenance on the Invoice Generation Menu.
2. Sequence No:

Pressthe Enter key for the next available sequence number or press F1 to display the
next invoice in the recurring invoice file.

Press F2 to list the invoicesto a printer.
Press F4 to return to the Invoice Generation Menu.

3. Customer Code:
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Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

4. Bill Cycle:

Typein abilling cycle and Enter.

Press F2 to return to the previous input field.
5. PO Number:

Typeuptoasixteen (16) character purchase order number and Enter or pressthe Enter
key to bypass this field.

6. Terms Code:

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

Note: If thetermscodeisa credit card, you can pressthe F1 key to display the
credit card information.

7. Ship Via

Typeavalid ship viacode and Enter or type ? to display the Ship Via Code Selection
window.

8. SP Code:

Type avalid salesperson code and Enter or type ? to display the Salesperson Code
Selection window.

Note: The terms code, ship via code and salesperson code default from the
Customer Masterfile.

9. Start Date:

Typethestart datein MM DD format and Enter . No dashesor slashesarerequired. The
system will insert the current century and year.
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12. Line No:

Pressthe Enter key to assign the next available sequential line number or type aline
number to edit and Enter.

13. Item Code:

Typeavalidinventory item codeand Enter or type ? todisplay theltem Code Selection
window. The description of the item displays to the right of the item code.

14. Quantity:

Type the quantity to ship and Enter or override the current quantity.

15. Option:

Type Y+ the Enter key to enter price and cost for thisitem.

Type N+ the Enter key to use the cost and price from customer/item pricing.
16. Is The Data Correct? (Y)es, (N)o or (D)elete:

TypeY if theline detail is correct. Return to Step 12.

Type N to edit the item information. Go to Step 13.

Type D to delete this line item and return to Step 12.

Press F4 to end line item input. Return to Step 2.
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Invoice Generation
Overview
Invoice Generation creates invoices from the information in 'Invoice Generation

Maintenance' and writesthe header and detail recordsto the samefile as'Invoice Data
Entry' on the Order Entry System Menu.

_

F1A 2015
E Gunerate Inv ra 1:Ef i
Ermaid T ElilY]
Emsil Addresa: |(aupporctimindesrescorcp.coos
£ 1t anoez]
]
N B
H
Bogin OFE imwolos gemeration for 1E2F14/2012F {Tpas of {Whor B
Procedure

1. Choose Invoice Generation on the Invoice Generation Menu.

2. Bill Cycle:

Press the Enter key to post all invoices or type a billing cycle and Enter.
Press F4 to return to the Invoice Generation Menu.

Note: The system keeps track of the last time invoices were generated and
displays the date for the next invoice generation on the screen.

3.Email Statements:
Type Y+ the Enter key to automatically email customer statements.

Note: Statements will be sent in PDF format if an email addressisset up in
the custmomer file with the correct contact type. You must select a printer
selection to print a statement for customers without a contact email address.
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Type N+ the Enter key to print all statementsto a printer. Go to Step 5.
4. Email Address:
Type the email address to be used as the From address and Enter.

Note: If an email addressis set up in the PS Options Menu, it will default to
that address on your screen.

5. Begin O/E Invoice Generation for MM/DD/YY? (Y)esor (N)o:
TypeY to continue the invoice generation.
Type N to abort the generation and return to the Invoice Generation Menu.

Note: The customer, invoice number and invoice total s display on the screen
during the invoice generation.
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Find Order/Invoice Utility

Overview

The Find Order/Invoice Utility searches the open order file, the invoice file and the
invoice history file, allowing you to track job production. The search options are by
order number, invoice number, purchase order number, dollar amount, message line,
item description, name, ship-to name, release number and line of product text.

Oncetheorder/invoiceislocated, the system displaysthe status of the order, which can
beorder (still inthe open order file), invoice (waiting to be billed) or history (already
shipped to the customer), along with other information on the order.
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Procedure

1. Choose Find Order/Invoice Utility on the Order Entry System Menu.
2. Find Option:
Type afind option to search and Enter.
I=Invoice O=Order P=Purchase Order
A=Amount M=Message D=Item Description
N=Name S=Ship-To R=Release No.
T=Text
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112

Press F4 to return to the Order Entry System Menu.
3. Search Item:
Type the item to search for and Enter.

Note: Thefind option you entered in Step 2 will determine what you enter for
the search item. If you selected to search by 'O, you would enter the order
number, ‘' would require you to enter the invoice number, ‘A" would require
an amount, 'D' would require a description of the inventory item, etc.

Press F2 to return to the previous input field.
4. Customer:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press the Enter key if you do not know the customer.

5. Begin Search? (Y)es, (N)o, (I)nvoice, (H)istory or (D)ate:

TypeY to scan for the defined search item, starting with the open order file.
Type N to abort the search and return to Step 2.

Type | to begin the search with the invoice data entry file.

Type H if you want the search to begin with the invoice history file.

Type D to search by invoice date.

6. Continue Search? CR to continue, (A)udit, (M)ore detail, (C)omments, (P)rint,
(S)tatus, (R)eceipt, (F)reight, (V)iew or (N)o:

Press the Enter key to continue the search.

Type A to display the order audit information.

Type M to display more detail about the displayed order/invoice number.

Type C to add comments to a history invoice.

Type P to print the information to a printer.

Type Sto view production status.

Type F to view the freight tracking number,service type, date and shipping charge.
TypeV to view al line items, quantities and any text associated with the line items.

Type N to abort the search and return to the find option in Step 2.
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Order Fulfillment Bin Entry

Overview
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Procedure

1. Select Order Fulfillment Bin Entry on the Bin System Menu.
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Order Fulfillment Report
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Overview
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Procedure

1. Select Order Fulfillment Report on the Bin System Menu.
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Order Fulfillment Picking Sheet

Overview
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Procedure
1. Select Order Fulfillment Picking Sheet on the Bin System Menu.
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Completed Bin Report

Overview
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Procedure

1. Select Completed Bin Report on the Bin System Menu.

116



Operating The Order Entry System

Export Order Ship-To Text File

Overview

Theexport utility createsatext filefrom the OEST 1 file, which contains ship-to names
and addresses from TOP orders and invoices. Thisfileformat can beimported into an
Excel spreadsheet.

_
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Procedure

1. Select Export Order Ship-To Text File on the Import/Export File Menu.
2. Ship Via Codes:

Type up to fifteen (15) valid ship-via codes and Enter or leave blank for all.
3. Begin ship-to export file generation? (Y)es, (N)o or (E)nd:

Type Y+ the Enter key to begin the file generation.

Note: Text file nameSHP_TO.CSV will display on your screen and will be
located in the the /TOP/EXPORT folder.

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

Type E+ the Enter key to abort the generation and return to the Import/Export File
Menu.
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Import Web XML Order

Overview

118

Extensible Markup Language (XML) isamarkup language that defines a set of rules
for encoding documentsin aformat that is both human readable and machinereadable.
Thisimport program reads the datafor an order on awebsite and creates an open order
in Total Order Plus. Files need to imported and stored in the IMPORT folder of TOP.
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Export Open Orders
Overview
Thie export utility reads the TOP open order file and creates a cvstext file that can be

imported into an Excel spreadsheet. Theinformation includes customer, ship-to name
and address, item code and description, quantity on order and pricing.
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Stamps.com Export

120

Overview

Total Order Plushasthe capahility to create atext file that exports ship-to information
to www.stamps.com and then imports the shipping information back into TOPinvoice
history. Information that is exported is the recipients ship-to information, including
name, address, country and email address. The selection is available on the Import/
Export File Menu on the Order Entry System Menu.

Information imported includes order number, mail piece, mail class, date of shipment,
package value and status.

_
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Note: Theinstructionsfor interfacing TOP withwww.stamps.comisavailable
on our support website www.mindwar ecor p.comvinfo.



Order Entry Report Menu

6

ORDER ENTRY REPORT MENU

oo oooooooo

Open Order Report

Open Order By Item Report

Deleted Order/Invoice Report
Customer Item History Report

Item Sales By Customer Report
Customer Invoice History By PO Report
Daily Sales By Salesperson Report
Detail Commission Report 1

Detail Commission Report 2

Invoice History Label Print

Invoice History Report

Order Item Label Print

Invoice History By Day Report
Sales History by Tax Code Report
Customer Item Prior Year Comparison
Quote Template Barcode Labels
Item Sales by State

Invoice History by Order Type

Sales by Salesprson by Zip

Order Processing Performance
Open Order Ship-To Address Report
invoice History Ship-To Report
Department Schedule Report
Customer Sales Report

Item Sales by Month Report
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Overview

The Order Entry Reporting system offers an open order report that can be sorted by
order number, customer number, rel ease number, ship date, purchase order number or
by date and time when the orders were placed. Open orders can also be printed in
inventory item order, listed by order date or ship date with an optiontoinclude 'special’
items and order types. Order types can be (O)rders, (Q)uotes, (M)isc, etc.

Deleted orders/invoicereport can be printed on demand to make sureordersor invoices
were not deleted that should have been shipped.

Reports are provided from history files by customer by item or item by customer,
commission reports can be printed in variousformats, order lineitem |abel sfrom open
orders and reports that track credit memo entries and 'specia’ inventory items.
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Open Order Report
Overview

The Open Order Report list all open ordersthan arewaiting for product or has not been
billed. The report can be printed by order number, customer code, purchase order
number, release number, ship date or by date and time of day.

Order can be listed within a specific date range or by a range of customers, with an
option to list by salesperson or an operator code. Y ou can select orders with acertain
order type code, O-order, Q-quote, M-miscellaneous, etc. and have the option to
include orders on hold, order detail line items, product text lines or ship-to address.

The report can also be printed in a summary format only. One summary page list
product text onthe orders sel ected showing atext status of waiting to betransferred and
ordersthat havealready beentransferred. Theother summary pagelistsall itemsonthe
orders selected showing quantity ordered and total dollar amount.
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Procedure

1. Choose Open Order Report on the Order Entry Report Menu.

Note: If the warehouse flag is active, the system will prompt you for a
warehouse number or enter 000 to print all warehouses.

2. Report Order:
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Type O+ the Enter key to print the report in order number order.

Type C+ the Enter key to print the report by customer number.

Type P+ the Enter key to print the report in purchase order number order.
Type R+ the Enter key to print the report by release number.

Type S+ the Enter key to print the report by ship date.

Type D+ the Enter key to print the report in date and time order.

3. First Date:

Type the first date to print 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.
4. Last Date:

Type the last date to print in MMDD format and Enter. No dashes or slashes are
required. The system will insert the current century and year.

5. First Time:

Type the beginning time to print in HHMMxM format and Enter (X isAM or PM).
6. Last Time:

Type the ending time to print in HHMMxM format and Enter (x isAM or PM).

Note: Report sort order 'C' isthe only selection that will ask for first and last
customer codes. All other selections must proceed to Step 10.

7. First Customer:

Typethefirst valid customer codeto print and Enter or type ? to display the Customer
Code Selection window.

8. Last Customer:

Typethelast valid customer codeto print and Enter or type ? to display the Customer
Code Selection window.

9. Salesperson:

Typeavalid salesperson code and Enter or type ? to display the Sal esperson Selection
window.

Press the Spacebar + the Enter key to include all salespersons.
10. Operator ID:

Type an operator code to include and Enter.
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Press the Spacebar + the Enter key to include all operator codes.
11. Order Type:

Typeavalidorder typeand Enter or type? todisplay the Order Type Sel ectionwindow
(i.e. O-Order, Q-Quote, W-Work Order, etc.).

12. Back Order:

Type Y + the Enter key to print backorders only.

Type N+ the Enter key not to print backorders only.

13. Hold Only:

Type Y+ the Enter key if you want to print only orders that are on hold.
Type N+ the Enter key not to print only orders on hold.

14. Summary Only:

Type Y+ the Enter key to print the report only in summary format.

Type N+ the Enter key not to print the report in summary format.

15. Include Detail:

Type Y+ the Enter key to include order detail information on this report.
Type N+ the Enter key not to include detailed information.

16. Include Text:

Type Y+ the Enter key to print product text on this report.

Type N+ the Enter key not include product text.

17. Ship-To:

Type Y + the Enter key to include ship-to name and address on this report.

Note: If you select to include ship-toinformation, it will replace the customer
name and address information on the report.

Type N+ the Enter key not to include ship-to name and address information.

18. Select the appropriate printer for this report.
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Open Order Report Sample
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Open Order By Item Report
Overview

The Open Order By Item Report list al open orders by inventory item with an option
to print by order date, ship date or order number. Orders can be listed within aspecific
daterangeor by arange of inventory itemswith an option toinclude special lineitems,
message lines, ship via codes and production status options. The summary page lists
all items on the orders selected showing quantity ordered and total dollar amount.
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Procedure

1. Choose Open Order By Item Report on the Order Entry Report Menu.
2. Range Option:

Type O+ the Enter key to print this report by order date.

Type S+ the Enter key to print this report by ship date.

Type N+ the Enter key to print this report by order number.

3. First Date:

Typethefirst order dateto printin MM DD format and Enter. No dashes or slashesare
regquired. The system will insert the current century and year.

Type ?+ the Enter key to display the system calendar on the O/E Options Menu.

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

Typethelast order dateto printin MM DD format and Enter. No dashes or slashesare
regquired. The system will insert the current century and year.

5. First Item:

Typeabeginninginventory itemand Enter or type ? todisplay theltem Code Selection
window.

6. Last Item:

Typean ending inventory item and Enter or type ? to display the Item Code Selection
window.

7. Specials:

Type Y+ the Enter key to include special items on the order report.
Type N+ the Enter key not to list special items.

8. Messages:

Type Y+ the Enter key to include message lines.

Type N+ the Enter key not to list message lines.

9. Order Type:

Type a valid order type and Enter or type ? to display the Order Type Selection
window.

Press the Spacebar to list all order types.

10. Summary:

Type Y+ the Enter key to include a summary at the end of this report.
Type N+ the Enter key not to include a summary at the end of this report.
Type O+ the Enter key to print a summary page only.

11. Back Orders:

Type Y + the Enter key to print backorders only.

Type N+ the Enter key not to print backorders only.

12. Release/Dist:

Type R+ the Enter key to include the release number from the order.
Type D+ the Enter key to include the item distribution code.

13. Ship Via
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Typeavalid shipviacodeand Enter or type ?todisplay the Ship ViaSel ection window.
Press the Enter key to include all ship via codes.
14. Select the appropriate printer for this report.
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Open Order By Item Report Sample
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Deleted Order/Invoice Report

Overview

The Deleted Order/Invoice Report lists the order/invoice number, the customer code
and name, purchase order number, order date and invoice date, user name and terminal
ID and the total of the order/invoice.

Thisreport can be printed on demand to seeif any ordersor invoiceswere accidentally
deleted by an operator that should have been shipped and billed.
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Procedure

1. Choose Deleted Order/Invoice Report on the Order Entry Report Menu.

2. Invoice/Order:

Type |+ the Enter key to list only deleted invoices.

Type O+ the Enter key to list only deleted orders.

Type B+ the Enter key to list both invoices and orders that have been deleted.
Press F4 to return to the Order Entry Report Menu.

3. Select the appropriate printer for this report.

Note: The system will ask if you want to clear this file. We recommend you
clear this file as part of your period-end processing procedures at each
month-end.
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Deleted Order/invoice Report Sample

i ] p—
P T
Frars Gwtaew Besh

i

[ vaan n s madl Ty

Tl P

U e g g
[
i i

[P
Rl Laa i g
R
Al e e Lo

132



Order Entry Report Menu

Customer Item History Report

Overview

The Customer Item History Report allows you to list specific inventory items, within
a specific date range, that were purchased for one customer. Y ou have an option to
includethe cost/price of each itemto cal culate profit on summary, special itemsand an
optionto printasummary only. Thesummary liststheitem, item description, quantity
shipped, cost, sales dollars and current Y ear-To-Date cost and sales dollars.
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Procedure

1. Choose Customer Item History Report on the Order Entry Report Menu.
2. Cust Code:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F4 to return to the Order Entry Report Menu.
3. Ship-To Code:

Typeavalid ship-to codeand Enter or pressF1 to display the Ship-To Code Selection
window.

Press the Enter key to include all ship-to information.
Press F2 to return to the previous input field.
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4, Start Date:

Typethefirst invoice dateto printin MMDD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

5. End Date:

Typethelast invoice date to printin MMDD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

Note: YTD Summary is based on the year you enter for End Date.
6. First Item:

Type avalid inventory item and Enter or type ? to display the Item Code Selection
window.

7. Last Item:

Type avalid inventory item and Enter or type ? to display the Item Code Selection
window.

8. Include Cost:

Type Y+ the Enter key if you want to include the inventory item cost on this report.
Note: Total cost and profit isincluded on item summary if cost is selected.

9. Price:

Type Y+ the Enter key to include item price on this report.

10. Specials:

Type Y+ the Enter key to include special lineitemsfor this customer or type N+ the
Enter key to exclude specia line items.

11. I[tem Summary:

Type Y+ the Enter key to print an item summary at the end of this report.
Type N+ the Enter key not to include a report summary.

Type S+ the Enter key to print only areport summary.

12. Select the appropriate printer for this report.
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Customer Item History Report Sample
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Item Sales By Customer Report
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Overview

Theltem Sales By Customer Report allowsyouto list specific inventory items, within
aspecific date range, that were purchased for a customer or arange of customers. Y ou
have an option to include the cost of each item, an option to print a summary list and
whether or not you want to print a separate page for each item.

Thesummary liststhe customer, quantity shipped, priceper item, salesdollarsand total
dollars and quantities for each item.
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Procedure

1. Choose Item Sales By Customer Report on the Order Entry Report Menu.
2. First Item:

Type avalid inventory item and Enter or type ? to display the Item Code Selection
window.

Press F4 to return to the Order Entry Report Menu.
3. Last Item:

Type avalid inventory item 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, Start Date:

Typethefirst invoice dateto printin MMDD format and Enter . No dashes or slashes
arerequired. The system will insert the current century and year.

5. End Date:

Typethelast invoice date to print in MM DD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

6. First Customer:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

7. Last Customer:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

8. Salesperson:

Type avalid salesperson(s) and Enter or leave the field blank to include all salesper-
Sons.

9. Customer Type:

Typeavalid customer typeand Enter or type ?to display the Customer Type Selection
window. Leave field blank to print all customer types.

10. Include Cost:

Type Y+ the Enter key if you want to include the inventory item cost on this report.
11. Export File:

Type Y+ the Enter key to export thisreport to atext file.

Type N+ the Enter key to print this report to a printer.

12. Summary:

Type Y+ the Enter key to print an item summary at the end of this report.

13. Page Break:

Type Y+ the Enter key if you want a separate page for each item listed on thisreport.
Type N+ the Enter key to print multiple items on one page of this report.

14. Branch Code:

Type Y+ the Enter key to print the branch code instead of the customer's name.
Type N+ the Enter key to list the customer's name.
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15. Item Price:
Type Y+ the Enter key to include item pricing.
Note: A yes answer will prompt you for an amount to search for.
16. Ship-To Address:
Type Y+ the Enter key to print the customer ship-to address.
TypeN+theEnter key to notincludethe ship-to addressbut print the customer address.
17. Select the appropriate printer for this report.
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Item Sales By Customer Report Sample
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Customer Invoice History By PO Report

140

Overview

The Customer Invoice History By PO Report listsastarting and ending purchase order
numberswithinaspecific daterangefor onecustomer. Y ou can select to print thereport
in summary or detail format without printing sub-totals for each purchase order
number.
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Procedure

1. Choose Customer Invoice History By PO Report on the Order Entry Report Menu.
2. Cust Code:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F4 to return to the Order Entry Report Menu.
3. First PO:

Type the first purchase order to print and Enter.
Press F2 to return to the previous input field.

4. Last PO:

Type the last purchase order to print and Enter.
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5. Start Date:

Typethefirst invoice dateto printin MM DD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

6. End Date:

Typethelast invoice date to print in MM DD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

7. Report Format:

Type S+ the Enter key to print the report in summary format.

Type D+ the Enter key to print invoice detail on this report.

Type N+ the Enter key if you do not want to print sub-totals on this report.
8. Select the appropriate printer for this report.
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Customer Invoice History By PO ReportSample
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Invoice History Label Print

Overview

Thelnvoice History Label Print allowsyou to print labelsfrom theinvoice history file
with an option to enter alabel print format. The formats are defined using the 'L abel
Format' program on the System Parameters Options Menu.

Y ou can sel ect invoices within a specific date range and within acustomer range, with
an option to sort by ship via code, terms code or by salesperson.
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Procedure

1. Choose Invoice History Label Print on the Order Entry Report Menu.
2. Label Format:

Type avalid label format and Enter or type ? to display the Label Format Selection
window.

Note: The label format refersto the size of the label and the information that
will print for each format. For example, format 01 would be a one inch label
with the ship-to name and address from the invoice history file (invoi ces that
have already been shipped).

3. Start Date:
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Typethefirst invoice dateto printin MMDD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

4. End Date:

Typethelast invoice date to print in MM DD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

5. First Customer:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

6. Last Customer:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

7. Ship Via

Typeavalid two (2) character ship viacode(s), side by side, and Enter or type ?+ the
Enter key to display the Ship Via Code Selection window. No spaces or commas are
required.

8. Terms Code:

Typeavalidtwo (2) character termscode(s), sideby side, and Enter or type?todisplay
the Terms Code Selection window. No spaces or commas are required.

9. Salesperson:

Type avalid two (2) character salesperson code(s), side by side, and Enter or type ?
to display the Salesperson Code Sel ection window. No spacesor commasarerequired.

10. Select the appropriate printer for this report.
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Invoice History Label Print Sample
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Invoice History Report

146

Overview

Thelnvoice History Report printsinvoicesfrom theinvoice history filefor aspecified
daterange and for specific customers. Y ou can print invoicesfor just one customer and
include all the ship-to information for that customer.

Sort options are by terms code, ship via codes and tax codes, with an option to include
credit memos or print just credit memos only.
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Procedure

1. Choose Invoice History Report on the Order Entry Report Menu.
2. First Date:

Typethefirst invoice dateto printin MMDD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

Press F4 to return to the Order Entry Report Menu.
3. Last Date:

Typethelast invoice date to print in MMDD 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.
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4, First Customer:

Typethefirst customer codeto print and Enter or type ? to display the Customer Code
Selection window.

5. Last Customer:

Type the last customer code to include and Enter or type ? to display the Customer
Code Selection window.

6. Ship-To Code:
Typeavalid ship-to codeand Enter or type ? to display the Ship-To Sel ection window.
7. Terms Code:

Typeavalidtwo (2) character termscodeand Enter or type?todisplay the TermsCode
Selection window.

Press the Spacebar + the Enter key to include all terms codes.
8. Ship Via:

Typeavalidtwo (2) character ship viacode and Enter or type ? to display the Ship Via
Code Selection window.

Press the Spacebar + the Enter key to include all ship via codes.
9. Tax Code:

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

Press the Spacebar + the Enter key to include all tax codes.
10. Salesperson:

Type avalid two (2) character salesperson code(s), side by side, and Enter or type ?
to display the Salesperson Code Sel ection window. No spacesor commasarerequired.

11. Credit Memo:

Type Y+ the Enter key to include credit memos on this report.
Type N+ the Enter key not to list credit memos.

Type O+ the Enter key to print only credit memos.

12. Select the appropriate printer for this report.
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Invoice History Report Sample

148

P il Tt D i g

S L

=l 5

NEw T -”F'H-"‘J " E—"

Pk bl o— Ly

- i

[ 1= B lawrion Berrr) hagrs P S K3 B
HalE = FURCM - LVIGM, BT - BHEC, Teess 0. Bhips M), Ted ML Cesdiids B P Tdsin 7 RAILALL
Dnws Eeiin e i Casreewy ey Te S 0 Bt mEn m NalaTam Ehippisy v deisk
EIEN T ILENiLE e B Diciilm ol Pheidda EWi  mn 1.TH " w2
G i 1 A iirdim o Fsgis A i i i i il
I B DU U Dimuion of Dheasis Hmir ] B "R
PO WOH FAT D sl AN Cissilon of Meetall = A L] L] " -
LY BN S IHLD ARl AN Cisbiioh of Meresia = AT n ™ - .=
bl G mepeel e L B g oF fleasis i o AR b i."8 - al g
RO WL FoLiTis AT AL Fmar iy S arem s m ax Ei} 118 L L B
LN RSN KRN A B Sl o PMeerala 1 ™ R n 1. = .-
Lo FTIIAIIE Al AR e b D i m | AE n 1™ L nmn
il T AR WL et AW Camaim of Hasus b AR ] 1. . " o
=akdil iEiiei Tl Ll 1 L] 1 U]




Order Entry Report Menu

Order Item Label Print
Overview

The Order Item Label Print allowsyou to print [abel s by order number, customer code,
ship date or by inventory item code. Y ou can print label swithin aspecified date range,
for selected customers or by arange of inventory items. There is an additional option
whether you want to include special line items.

Item labels are printed from line items on current orders in the open order file.
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Procedure

1. Choose Order Item Label Print on the Order Entry Report Menu.
2. Sort Option:

Note: Item labels are printed from line items on current orders in the open
order file.

Type O+ the Enter key to sort labels by order number.
Type C+ the Enter key to sort labels by customer number.
Type S+ the Enter key to sort labels by ship date.

Type |+ the Enter key to sort labels by inventory item code.
Press F4 to return to the Order Entry Report Menu.
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3. First Date:

Typethefirst invoice dateto printin MMDD 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:

Typethelast invoice date to print in MM DD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

5. First Order:

Type the beginning order number to print and Enter.
6. Last Order:

Type the last order number to print and Enter.

7. First Item:

Typethefirstinventory item codeto print and Enter or type? to display the Item Code
Selection window.

8. Last Item:

Typethelast inventory item codeto print and Enter or type ? to display the Item Code
Selection window.

9. Specials:

Type Y+ the Enter key to include special line items on the label print.
Type N+ the Enter key not to include special lineitems.

10. Select the appropriate printer for this report.
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Order Item Label Print Sample
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Invoice History By Day Report

152

Overview

The Invoice History By Day Report lists invoices from the invoice history file for a
specified day. The report shows each invoice for that day and the total sales, sales tax
and shipping charges. Warehouse field displays only if the Inventory Control param-
eter is activated.

| IEEERISTE, |

[125 0103002 |

Enter firsc iewolos dats oo prime, Fi rECIUCN T mEn

Procedure

1. Choose Invoice History By Day Report on the Order Entry Report Menu.
2. First Date:

Type thefirst invoice date to print in MM DD format and Enter.

Press F4 to return to the Order Entry Report Menu.

3. Last Date:
Type the last invoice date to print in MMDD format and Enter

Press F2 to return to the previous input field.
4. Warehouse:

Type avalid warehouse number and Enter or accept 000 to list all warehouses.

5. Select the appropriate printer for this report.
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Invoice History By Day Report Sample
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Invoice History by Tax Code Report

154

Overview

Thisreport printsinvoiceinfomation for each tax code for a specified date range, with
option to print one or al customers. Information includes invoice number, customer
code and name, invoice date and materials, labor, truck, freight, tax and invoicetotals.
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Procedure

1. Choose Invoice History By Tax Code Report on the Order Entry Report Menu.
2. Customer:

Type a customer code or leave blank to include all customers.

3. Tax Code:

Select atax code or leave blank to include all tax codes.

3. First Date:

Type the first invoice date to include in MMDD format and Enter.

4. Last Date:

Type the last invoice date in MMDD format and Enter.

5. Paid Only:

Type Y+ the Enter key to print only paid invoices within the date range entered.
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Invoice History by Tax Code Report Sample
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Customer Item Prior Year Comparison

156

Overview

The Customer Item Prior Y ear Comparison report reflects period-to-date and year-to-
datequantitiesand unitssold and comparesit to prior month and prior year figures. Y ou
can select the option to list by salesperson, arange of inventory itemsfor a particular
month and year.
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Procedure

1. Select Customer/Item Current & Prior Y ear on the Order Entry Report Menu.
2. First Customer:

Typethefirst customer codeto print and Enter or type ? to display the Customer Code
Selection window.

Press F4 to return to the Order Entry Report Menu.
3. Last Customer:

Typethelast customer codeto print and Enter or type ? to display the Customer Code
Selection window.

Press F2 to return to the previous input field.
4. Salespersons:

Type salesperson(s) to include, side by side with no commas, and Enter.
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Press the Enter key to include all salespersons.

5. Location:

Enter the customer location to include or leave field blank for al locations.
6. First Item:

Typethefirstinventory itemto print and Enter or type ? to display the Inventory Item
Selection window.

7. Last Item.

Typethelast inventory itemto print and Enter or type ? to display the Inventory Item
Selection window.

8. Month/Y ear:

Typethemonth and year youwant to printinMMY Y Y'Y format and Enter. No dashes
or slashes are required.

9. Include Prior PTD:

Type Y + the Enter key to include prior year period-to-date figures.

Type N+ the Enter key to exclude prior year figures.

10. Page Per Customer:

Type Y+ the Enter key to print a separate page for each customer selected.

Type N+ the Enter key not to print a new page for each customer.

11. Salesperson Option:

Type C+ the Enter key to print the salesperson code from the customer file.
Type |+ the Enter key to print the salesperson code form each individual invoice.
12. Include Specials?

TypeY +theEnter key toinclude Special lineitemsor typeN+theEnter key toexclude
Special line items.

13. Select the appropriate printer for this report.
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Customer Item Prior Year Comparison Report
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Quote Template Barcode Labels

Overview

Labels are printed for each item listed on the selected templates. It isaway to print a
sheet of product labels on a standard order.

Procedure

1. Select Quote Template Barcode Labels on the Order Entry Report Menu.

2. First Template:

Type the first template to print and Enter.

Press F4 to return to the Order Entry Report Menu.

3. Last Template:

Type the last template to include in the label print and Enter.

Press F2 to return to the previous field.

4. Barcode Option:

Type| to print the item code or B to print the barcode and press the Enter key.
5. Sort Option:

Type Y+ the Enter key to sort the label print by the item alternate sort field.
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Quote Template Barcode Label Sample
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Item Sales by State by Product
Overview

Report lists the item code and description, unit of measure, units sold, total sales and
unit average per month for each item and areport total summary, by state or product.
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Procedure

1. Select Item Sales by State on the Order Entry Report Menu.
2. First Date:

Type the first date to print in MMDD format and Enter. No dashes or slashes are
required. System will insert the current year.

Press F4 to return to the Order Entry Report Menu.
3. Last Date:

Type the last date to print in MMDD format and Enter. No dashes or slashes are
required. System will insert the current year.

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

Typethefirst inventory itemto print and Enter or type ? to display the Inventory Item
Selection window.
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162

5. Last Item.

Typethelast inventory itemto print and Enter or type ? to display the Inventory Item
Selection window.

6. Report Options:

Type S+ the Enter key to print the report by state code.

Type P+ the Enter key to print the report by product code. Go to Step 8.
7. States:

Type state code(s) to include or leave blank to print all states sales.

8. Products:

Type product codes to include or leave blank to print all products.

9. Select the appropriate printer for this report.
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Item Sales by State or Product Report Sample
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Invoice History by Order Type

164

Overview

Report liststhe order type, order type description, number of orders and total salesfor
each type and a report summary of orders and sales.
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Procedure

1. Select Invoice History by Order Type on the Order Entry Report Menu.

2. Report Option:

Type A+ the Enter key to print all customer sales and go to Step 5.

Type C+ the Enter key to print one customer's sales and go to Step 3.

Type G+ the Enter key to list the sales by a group code and proceed to Step 4.
Press F4 to return to the Order Entry Report Menu.

3. Customer Code:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F2 to return to the previous input field.
4. Group Code;
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5. First Date:

Type the first date to print in MMDD format and Enter. No dashes or slashes are
required. System will insert the current year.

Press F4 to return to the Order Entry Report Menu.
6. Last Date:

Type the last date to print in MMDD format and Enter. No dashes or slashes are
required. System will insert the current year.

7. Select the appropriate printer for this report.
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Invoice History by Order Type Report Sample
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Item Sales by Month Report
Overview
The Item Sales by Month report lists the item code and description and sales for six

months of theyear entered. If you want twelve month of sales, you would need to sel ect
to print to a PDF or text file.
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Procedure

1. Select Item Sales by Month Report on the Order Entry Report Menu.
2. First Item:

Typethefirstinventory item codeto print and Enter or type ? to display the Inventory
Item Selection window.

3. Last Item:

Typethelast inventory item codeto print and Enter or type ? to display the Inventory
Item Selection window.

4. First Month:
Enter the first month to include on this report and Enter.

Note: Output to a fileisrequired for twelve (12) months.
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5. First Year:
Type thefirst year to include and Enter.
6. Select the appropriate printer for this report.
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Item Sales by Month Report Sample
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Order Processing Performance Report

170

Overview

Thisreport prints the processing performance on incoming orders and tracks the time
from the time the order is placed to the time the order is shipped. The report lists the
order number, customer code, inventory items, order date and timethe order wasplaced
and the ship date and time when the order was billed, showing the time difference.
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Procedure

1. Select Order Processing Performance Report on the Order Entry Report Menu.
2. First Item:

Typethefirstinventory item codeto print and Enter or type ? to display the Inventory
Item Selection window.

Press F4 to return to the Order Entry Report Menu.
3. Last Item:

Typethelast inventory item codeto print and Enter or type ? to display the Inventory
Item Selection window.

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

Type the last date to print in MMDD format and Enter. No dashes or slashes are
required. System will insert the current year.

6. First Customer:

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

7. Last Customer:

Typethelast customer codeto print and Enter or type ? to display the Customer Code
Selection window.

8. Order Type:

Type the order types to exclude from this report and Enter.

9. Report Option:

Type D+ the Enter key if you want thie report to print detailed information.
Type S+ the Enter key to print areport summary.

10. Select the appropriate printer for this report.
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Order Processing Performance Report Sample
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Open Order Ship-To Address Report

Overview

Thisreport scansthe open order fileand listsall the ship-to addresses of theopen orders
and theinventory itemsthat are currently on order to be shipped within aspecified date
range.

Procedure

1. Select Open Order Ship-To Address Report on the Order Entry Report Menu.
2. First Item:

Typethefirstitem codeto print and Enter or type? to display the Inventory Item Code
Selection window.

3. Last Item:

Typethelastitem codeto print and Enter or type ? to display the Inventory Item Code
Selection window.

4. First Date:

Type the first date to print in MMDD format and Enter. No dashes or slashes are
required. System will insert the current year.
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5. Last Date:

Type the last date to print in MMDD format and Enter. No dashes or slashes are
required. System will insert the current year.

6. Select the appropriate printer for this report.
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Open Order Ship-To Address Report Sample
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Invoice History Ship-To Report

176

Overview

Y ou have achoiceto print thisreport in two formats. The ship-to format liststhe ship-
to name and address from invoices shipped with a specified date and customer range.
Theinvoiceformat list the invoices shipped within the same specified ranges and lists
the invoice total, tax and freight.

Y ou can select to print informtaion by various state codes or invoice format..
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Procedure

1. Select Invoice History Ship-To Report on the Order Entry Report Menu.
2. First Date:

Type the first date to print in MMDD format and Enter. No dashes or slashes are
required. System will insert the current year.

3. Last Date:

Type the last date to print in MMDD format and Enter. No dashes or slashes are
required. System will insert the current year.

4. First Customer:

Type the first customer code to include and Enter or type ? to display the Customer
Code Selection window.
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5. Last Customer:

Typethelast customer codeto print and Enter or type ? to display the Customer Code
Selection window.

6. States:

Typethe state code abbreviation of statesto include and Enter or leave blank to print
all states.

7. Address:

Type S+ the Enter key to print the report in ship-to name format.
Type |+ the Enter key to print the report in invoice format.

8. Select the appropriate printer for this report.
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Invoice History Ship-To Report Samples

- et p— ——_
B T My -
[ U in -
[y . [ [r——— .
W Broamre of Bmer e B -
TIF WedTh Tmelis] LT
TT— s —a
il Ry B [STrE [P
80 Ernerm v Benis sl Eyrrees T
Sl Maemii Biem D 118 e=tisi LET
Bighety [ Berih LT
[Ee— [
o Soarmmi Brran
[ - —
r— —
L el LT
e [r—
[N — [r—
B Birein A Br=in LLE Srymbmen T
WO RIS O Ml IIF Sy=rais i
[ — e — PE—
Bilmm Sy s die alif i bar B —
W Ermeim i R i1F Brymiens oy
LA T LE ST
[ —— [e—
[TTT e Ty — [—
S5O Brvicim v Baemin o
e
—— I

[ - g i
28 Fah Faer B B 8
MLITRIIEL b LEULLTELR FE TR WL

e Fanid lmr Bns M [gree—. Shipming  lemim b
- L T = = i " = =
m i mi Aoan n i m
E] u al LN % . L
= u ] 1. 4 TR
n n ar " an .
m A s e = al ] n i
™ [ - = i " n i
L] B g i o Plrsie mn E K. " G
= o - s s - - -
= = m A o "
= u . 3w = T
= u £ 1 - 1.4
= m ar i " L=
m - m in n ' m
m u (5 ] o .
L] ST D1 mivrem i al 1.1 e i
= Al e L L] 1E L "=
= [ — = maw i .. 4.
= i Camasimm = [ H .. ™
= Filme lirmm i Dom "oy m [T=] 1" u 1 =
= B e TR - ar - = "
= P P — . i am n i
e [ Ty - - u LY i 1
= e e L m a1 k- a0 +m
= T —— - u n - my

- . . -

178



Order Entry Report Menu

Customer Sales Report

Overview

Theinformation for theCustomer Salesreport is selected for a specific date range and
an option by customer code. You have the option whether or not to calculate the
percentage of sales from the report total sales.
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Procedure

1. Select Customer Sales Report on the Order Entry Report Menu.
2. First Date:

Type the first date in MM DD format and Enter. No dashes or slashes are required.
System will insert the current year.

3. Last Date:

Type the last date in MMDD format and Enter. No dashes or slashes are required.
System will insert the current year.

4, First Customer:

Typethefirst customer codeto print and Enter or type ? to display the Customer Code
Selection window.
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5. Last Customer:

Typethelast customer codeto print and Enter or type ? to display the Customer Code
Selection window.

6. Report Option:

Type Y+ the Enter key if you want to include shipping percent of salesin the report
totals or accept N as the default.

7. Select the appropriate printer for this report.
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Customer Sales Report Sample
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Daily Sales By Salesperson Report

182

Overview

The Daily Sales By Salesperson Report lists all invoices for each salesperson on the
current day'shilling. The printed information includesinvoice number, customer code,
contact name, ship-to name, item codes and descriptions, commission level, quantity
ordered, quantity shipped, price of each item and the calcul ated extension of quantity
X unit price. Sales totals are printed for each salesperson.

This report must be printed prior to closing the day with the 'Daily Sales Journal &
Update' on the Order Entry System Menu.
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Procedure

1. Choose Daily Sales by Salesperson Report on the Order Entry Report Menu.
2. Salespersons.

Typeavalid salesperson(s) code, two (2) charactersside by side, and Enter or type ?+
the Enter key to display the Salesperson Code Selection window.

Leave blank to include all salespersons.
Press F4 to return to the Order Entry Report Menu.
3. Select the appropriate printer for this report.
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Daily Sales By Salesperson ReportSample
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Detail Commission Report 1

184

Overview

The Detail Commission Report 1 is printed by salesperson, within a specified date
range, from the invoice history file. The reports lists invoice number, invoice date,
customer code and name, line number ontheinvoice, inventory item code, commission
level, selling price, list price, % of list price, amount of commission and the percentage
of commission.

Salestotalsare by salesperson, along with sales dollarsfor each commission level and
areport summary by commission level.
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Procedure

1. Choose Detail Commission Report 1 on the Order Entry Report Menu.
2. Salespersons.

Typeavalid salesperson(s) code, two (2) charactersside by side, and Enter or type ?+
the Enter key to display the Salesperson Code Selection window.

Press the Spacebar + the Enter key to include all salespersons.
Press F4 to return to the Order Entry Report Menu.
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3. First Date:

Typethefirst invoice date to printin MMDD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

4. End Date:

Type the last invoice date to print in MMDD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

5. Select the appropriate printer for this report.
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Detail Commission Report 1 Sample Report
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Detail Commission Report 2
Overview

The Detail Commission Report 2 is printed by salesperson, within a specified date
range, from the invoice history file. This report can be printed by three different
options. (C)ustom (N)ormal or (S)ummary. The normal report lists invoice number,
invoice date, customer code and name, inventory item code and description, commis-
sion level, selling price, the percentage of commission and commission amount for
each invoice. The custom format lists the selling price of each item, the cost of each
item, the profit, a custom percentage factor and the amount of commission. The
summary reportisaonelinesummary for eachinvoicelistinginvoicenumber and date,
customer code and name, invoice amount, percent of commission and commission
amount.

Sales totals are by salesperson and reflects total dollars for al invoices listed on this
report.
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Procedure

1. Choose Detail Commission Report 2 on the Order Entry Report Menu.
2. Salespersons:
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188

Typeavalid salesperson(s) code, two (2) charactersside by side, and Enter or type ?+
the Enter key to display the Salesperson Code Selection window.

Press the Spacebar + the Enter key to include all salespersons.
Press F4 to return to the Order Entry Report Menu.
3. First Date:

Typethefirst invoice date to printin MMDD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

4. End Date:

Type the last invoice date to print in MMDD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

5. Report Format:

Type C+ the Enter key to print thisreport in custom format. Custom format usesfixed
percentages of commission on total sales.

Type N+ the Enter key to print this report in normal format. Normal format lists the
commission for each level 0-9.

Type S+ the Enter key to print this report in summary format only.
6. Select the appropriate printer for this report.
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Detail Commission Report 2 Report Sample
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Sales by Salesperson by Zip

190

Overview

Report lists the salesperson, zip code, customer code and name, city, state, customer
type, year-to-date sales and prior year sales with option to include invoice detail.
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Procedure

1. Select Sales by Salesperson by Zip on the Order Entry Report Menu.
2. Salsesperson:

Typethefirst salesperson codeand Enter or type ?to display the Sal esperson Selection
window.

Press F4 to return to the Order Entry Report Menu.
3. 2nd SP Code:

Typethelast salesperson codeand Enter or type ? to display the Salesperson Selection
window.

Note: The second salesperson code will display if the number of salespersons
per invoiceis set to two in the O/E Invoice Parameters on the O/E Defintion
Menu.

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

Type the first date to print in MMDD format and Enter. No dashes or slashes are
required. System will insert the current year.

5. Last Date:

Type the last date to print in MMDD format and Enter. No dashes or slashes are
required. System will insert the current year.

6. Frist Zip:

Type thefirst zip code to include and Enter.

7. Last Zip:

Type the last zip code to include and Enter.

8. Detail Option:

Type Y+ the Enter key if you want to include invoice detail. Go to Step 10.
9. Prior Year:

Type Y+ the Enter key to include prior year sales.

Type N+ the Enter key to exclude prior year sales.

10. Select the appropriate printer for this report.
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Sales by Salesperson by Zip Report Sample
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D

ORDER ENTRY OPTI ONS MENU

cooooo0o0o0oo

Misc Code Maintenance
Terms Code Maintenance
Add Item Master

Add Customer

Quote Template
Salesperson By Zip Code
Bin Maintenance

Status Code Maintenance
Order Type Maintenance
Ship Via Maintenance
Delivery Route Maintenance
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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 Accounts Receivable Options Menu.

Note: See the 'TOP Introduction' section elsewhere in this manual.
Calculator

The calculator alows 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
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.

Customers

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
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address, telephone number, date account opened, last sold and payment dates,
customer type, location, credit code, aging fieldsfor current account balance, year-to-
dateand prior year salesand whether or not aspecific customer getsastatement during
month-end processing.

Customer By Name

The Customer By Name displays the customer masterfilein alphasort order. Y ou can
advance the display by entering a customer code or afew 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.

Item Master

Y ou can view inventory item codes and their descriptions, the unit of measure of each
and the unit (selling) price. Press F3 to view all of theitem status detailed information
or F1 to start the display with a specific category.

Misc Codes

Y ou use miscellaneous codes to insert messages or charges on orders and invoi cesthat
you would otherwise haveto enter manually. Y ou might createthe code H for handling
charges, D for delivery charges, etc. When you enter the code during order/invoice
entry, the system will automatically insert the code description and account distribu-
tion, allowing you to enter the amount of the charge.

Terms Codes

Terms Code Maintenance allows you to establish terms that you have with your
customers and then be assigned to each order during 'Order Data Entry' and ‘Invoice
DataEntry' inthe Order Entry module. Theterms codeis defaulted from the Customer
Masterfile. Terms codes can be linked to deposits for 'Cash Receipts Data Entry'.

Salesperson Dsp
Salesperson Maintenance allows you to view salespersons code and name.
Orders

You can view the open orders that have not yet been converted to an invoice. The
display reflectstheorder number, customer, order date, sal esperson, termscodeand the
amount of the order. Press F3 to view the order header information.

Orders By Cust

You can view the open orders that have not yet been converted to an invoice. The
display reflects the order number, customer name, operator code, order date, release
number and the total amount of each order. Press F1 to see the header detail for each
order or press F3 to search the orders by order number, customer, purchase order
number, release number, ship date or product text.
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Invoices

You can view invoices that are waiting to be billed and updated to the customer
accounts. The display reflects the invoice number, customer name, purchase order
number, invoiceamount, order number and order date. PressF2 to summarizetheday's
business by number of invoices, units shipped, total cost, total of day'sinvoices and
the dollar amount of profit. Press F3to search the orders by customer or order number.

Dist Codes

Distribution codes are displayed from the Inventory Control module. Each inventory
itemisassigned adistribution codeand each code has General L edger account numbers
to post transactions for receipts, issues, adjustments, physical count and sales.

Tax Code Display

Tax codesaredisplayedintax codeorder, displaying thetax code description, whether
freight is taxable and the percent of tax.

Add Item Master

Y ou have the option to add new inventory item numbers from the options menu in a
shortened form without having to enter al of theitem information in Item Masterfile
Maintenance.

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. The information necessary to create a customer record is
customer code, name and address, telephone and facsimile numbers, terms code, tax
code, salesperson(s) code, customer type and discount level.

Quote Template

Quote templates can be set up and inserted into an order/invoice. Templates are
assigned a template code, inventory item codes and a quantity for each.

SP By Zip Code

Each sal esperson can be assigned multiple zip codes to be used in association with the
ZipCodeTax Table. If you havetwo salespersonsper invoice, you canassign apriority
code per zip code.

Bin Maintenance

Binlocationsare used i n association with the Production Control module. Bin numbers
are assigned by ship via codes. Locations are assigned by customer code and order
number. Bin numbers can have a status of (A)vailable, (O)ccupied, (S)ingle or on
(H)old. You can also view the inventory items that are assigned to each bin number.
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Status Code M aintenance

Staus codes are used for reporting. Examples would be OE-order entry, OH-on hold,
SH-shipping, etc.

Order Audit

Displaysanaudittrail of what usersedit or deleteordersand quotes. Liststhedate, time,
event type, event description and user ID.

Order Type

Each order can be assigned an order type code in the open order file. Order types can
be (O)rder, (Q)uote, (X)stamper, (M)iscellaneous, etc. Various reports on the system
can be sorted by order type.

Ship ViaMnt

Ship Viacodes are listed on the screen by code and description. Ship viacodes can be
UG-UPS Ground, FX-Federal Express, etc. Route codes, number of labels and a
shipping charge can be associated with a ship via code.

Delivery Route Mnt

Delivery routeinvoicesarewrittentothisfileduring 'Daily Sales Journal & Update' by
route code. Printoutsof delivery routescan begiventoadelivery personnel sothey will
know where to deliver your product. After delivery the invoices can be purged for the
next batch of invoices.

Inv Gen Lookup

Displaysall of the customers sequence numbersthat are set up using Invoice Genera-
tion Maintenance on the Invoice Generation Menu.

Invoice History

Invoice history is displayed in customer code order. Y ou have an option to sort by
invoice number, customer code, order number, invoice date and product text. The
display lists the invoice number, customer name, invoice date, order number and the
amount of each invoice. Additional search options are by lines of text and purchase
order number.
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Miscellaneous Code Maintenance
Overview

Y ou use miscellaneous codes to insert messages or charges on ordersand invoi cesthat
you would otherwise haveto enter manually. Y ou might createthe code H for handling
charges, D for delivery charges, etc. When you enter the code during order/invoice
entry, the system will automatically insert the code description and account distribu-
tion, allowing you to enter the amount of the charge. Y ou can set up codes to use just
for messages, such as, "Thank Y ou For Your Order', 'Please Note Our New Mailing
Address, etc.

—

= Total Order Flos 2002 C =
MeEnpo: HLTH 3 L fuim = it Y ¥ Term: Tz
Timsa Jabio PH Qrdsr Entrcy Daten DIAZ21430170

DOidar Enfry HMaln Hed

|—H.. Jroerc Entcy Dwiinitice BMusa

G Srder Embtrcy Report MHesu
Taxt Exporc Mamni

Fartlal Dspoalt
Aol i [ L] Hank ol Amurlica

Procedure

1. Choose Miscellaneous Code Maintenance on the Order Entry Options Menu.

Press the Enter key to scroll through the miscellaneous code display or type a
miscellaneous code to advance the display forward or backward.

Press F1 to enter maintenance mode.

Press F2 to list the miscellaneous codes to a printer. Select an appropriate printer for
this report.

Press F4 to return to the Order Entry Options Menu.
2. Code:
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Type aone (1) character alpha-numeric code and Enter.
Press F2 to display the miscellaneous codes.

Press F4 to return to the Order Entry Options Menu.

3. Description:

Type up to athirty (30) character code description and Enter.
4. G/L Account:

Pressthe Enter key if this miscellaneous codeis amessage and not achargeitem. Go
to Step 7.

Type a valid account number and Enter or type ? to display the Account Number
Selection window.

Press F2 to return to the previous input field.

5. Taxable:

Type Y+ the Enter key to calculate sales tax on this charge.

Type N+ the Enter key if this charge is not taxable.

6. Commission:

Type Y+ the Enter key to calculate salesperson's commission on this charge.
Type N+ the Enter key if this charge is not subject to commission.

7. Product Category:

Typeavalid product category codeand Enter or type?to display the Product Category
Code Selection window.

Press the Enter key to leave this field blank.

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

TypeY if the datais correct and return to Step 2.

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

Type D to remove this code from the system. Go to Step 2.
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Terms Code Maintenance

200

Overview

Terms Code Maintenance allows you to establish terms that you have with your
customers and then be assigned to each order during 'Order Data Entry' and ‘Invoice
DataEntry' inthe Order Entry module. Theterms codeis defaulted from the Customer
Masterfile. Terms codes can be linked to deposits for 'Cash Receipts Data Entry'.
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Procedure

1. Choose Terms Code Maintenance on the Order Entry Options Menu.

Press the Enter key to scroll through the terms code display or type a terms code to
advance the display forward or backward.

Press F1 to enter maintenance mode.

PressF2 to list theterms code to a printer. Select an appropriate printer for thisreport.
Press F4 to return to the Order Entry Options Menu.

2. Terms Code:

Typeuptoatwo (2) character termscodeand Enter or type? todisplay the TermsCode
Selection window.

Press F2 to display the existing terms codes.

3. Description:
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Type up to atwenty-eight (28) character terms code description and Enter .
Press F2 to return to the previous input field.
4. Order Message:

Type Y+ the Enter key if you want to print the 'Please Pay From Invoice' message on
order form/packing list.

Type N+ the Enter key not to print this message.
5. COD (Y/N):

Type Y+ the Enter key if thisterms code is COD else type N+ the Enter key if this
terms code is not COD.

6. Due Days:
Type the number of days until due and Enter.
Note: If this terms code does not apply to a deposit code, proceed to Sep 8.
7. Deposit Code:
Type adeposit code and Enter.

Note: Deposit codes can be user defined and should correlate with the type of
deposit. For example, V-Visa, M-Mastercard, etc.

8. Deposit Type:

Type adeposit code type and Enter.
Note: Deposit types can be 0-cash, 1-checks, 2-credit cards, etc.

9. Print:

Type O+ the Enter key to print the payment information on the order.

Type |+ the Enter key to print the payment information on the invoice.

Type B+ the Enter key to print the information on both the order and invoice.

TypeN+ the Enter key not to print payment information on either the order or invoice.
Note: Payment information will be stored in the invoice history file.

10. Order Mask:

Type Y+ the Enter key if you want to print only the last four characters of the
customer's credit card number on their orders.

11. Invoice Mask:

Type Y+ the Enter key if you want to print only the last four characters of the
customer's credit card number on their invoices.
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12. Discount Days:

Type the number of days due for a discount and Enter.

13. Discount Percent:

Type the percent of discount and Enter.

14. CH Days:

Type the number of credit hold days and Enter.

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

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 this terms code from the system. Go to Step 2.
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Add Item Master

Overview

The Add Item Master allowsyou to enter inventory itemsin a shortened form without
having to access the Item Masterfile. You can also edit information on an existing
inventory item.
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Procedure

1. Choose Add Item Master on the Order Entry Options Menu.
2. Item No:
Type anew inventory item and Enter. Go to Step 3.

Type ?+ the Enter key to select an existing item in the Item Code Sel ection window. Go
to Step 16.

Press F4 to return to the Inventory Control Options Menu.
3. IsThisA New Item? (Y)esor (N)o:

TypeY to set up anew itemin the Item Masterfile.

Type N to return to Step 2.

4. Description:;

Type up to athirty (30) character item description and Enter.
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5. Dist Code:

Type avalid distribution code and Enter or type ? to display the Distribution Code
Selection window.

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

Pressthe Enter key to accept the default of EA or type up to afour (4) character unit
of measure and Enter (i.e. Ea, Box, €etc.).

7. Location:
Type the physical location of thisinventory item and Enter.
Note: Thisfieldisused asa sort option when processing a physical inventory.
8. Taxable:
Type Y+ the Enter key if thisis ataxable item.
Type N+ the Enter key if you do not want tax calculated on thisitem.
9. Commission:
Type acommission level (0-9 or N) and Enter.
10. Item Type:
Type Y+ the Enter key if thisitemisto be used for pricing only.
Type N+ the Enter key if thisitem isto be tracked in inventory.
Type K+ the Enter key if thisisakit item (finished good).
11. Price:
Type the dollar amount of the selling price and Enter.
12. Avg Cost:
Type the dollar amount of the average cost and Enter.

Note: The average cost is calculated during the 'Transaction Data Entry
Register/Update’ onthe Purchase Order systemor onthe 'Transaction Data
Entry Register/Update’ on the Inventory Control System Menu.

13. Last Cost:
Type the last cost dollar amount and Enter .

Note: The last cost is automatically updated by the Purchase Order system
and is displayed on the screen during 'Purchase Order Data Entry'.
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14. Discount:

Type atwo (2) character discount class and Enter or type ? to display the Discount
Class Selection window.

15. Alt Sort:
Enter the alternate sort key for thisitem and Enter, if applicable.
16. Category:

Type up to athree (3) character product category and Enter or type ? to display the
Product Category Selection window.

17. Production:

Type 1+ the Enter key if thisitem is produced in house.

Type 2+ the Enter key if thisitem is produced by an outside source.
Type 3+ the Enter key if thisitem is a stock item.

Type 4+ the Enter key if thisitem isaspecia order.

18. Is The Data Correct? (Y)es, (N)o, (I)tem Management or (E)nd:
TypeY if the datais correct and return to Step 2.

Type N to edit the data and return to Step 4.

Type | to display the Item Management Sub-Menu.

Type E to return to the Inventory Control Options Menu.
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Add Customer Maintenance

Overview

The Add Customer program allowsyou to enter anew customer in ashortened format.
This program is activated during 'Order Data Entry' and 'Invoice Data Entry' in the
Order Entry module. When you are entering an order/invoice and you input acustomer
codethat isnot set up inthe customer masterfile, the system displaysthe Add Customer
input screen. It will also allow you to edit limited information on existing customers.
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Procedure

1. Choose Add Customer on the Order Entry Options Menu.

2. Cust Code:

Type anew customer code and Enter or type ? to display existing customers.
3. Name:

Type up to atwenty-four (24) 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 1:

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

6. Address 2:

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

7. Address 3:

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

8. City:

Type the name of the city up to fourteen (14) characters and Enter.
9. State:

Type the abbreviation for this state and Enter.

10. Zip:

Type the zip code for this city and Enter.

11. Phone No:

Type the telephone number (including area code) for this customer and Enter. No
dashes or slashes or required.

12. Fax No:

Type the facsimile number (including area code) for this customer and Enter. No
dashes or slashes or required.

13. Terms Code:

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

14. Tax Code:
Type avalid tax code and Enter or type ? to display the Tax Code Selection window
15. Salesperson:
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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.
16. Type Code:

Type a two (2) character customer type code and Enter or type ? to display the
Customer Type Code Selection window.

17. Ship-Via

Typeavalid ship viacode and Enter or type ? to display the Ship Via Code Selection
window.

18. Disc Level:

Type a discount level code A-L and Enter or press the Spacebar if alevel is not
required.

19. 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 Management Sub-Menu on the Customer Masterfile.
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Quote Template Maintenance
Overview

A gquote template can be inserted into an order and automatically create the line item
detail records. Templates are used for repetitive ordering where all of the linesitems
are usually the same for each order. The template consists of the inventory code and
item description and the quantity ordered. Templatesareinserted inthe order typefield
in order/invoice data entry.
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Procedure

1. Choose Quote Template on the Order Entry Options Menu.

Pressthe Enter key to continue to display quote templates or enter atemplate code to
advance the display forward or backward.

Press F1 to enter maintenance mode. Proceed to Step 2.

Press F2 to list the order templates to a printer. Select the appropriate printer for this
report.

Press F4 to return to the Order Entry Options Menu.
2. Code:

Type a new quote template code and Enter.
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3. Description:

Type up to athirty-five (35) character description and Enter.
4. 1s The Data Correct? (Y)es, (N)o, (C)opy or (D)elete:
TypeY if theinformation is correct.. Go to Step 2.

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

Type C to copy the template to another template. Y ou will be prompted for the new
template name.

Type D to remove the template from the system. Go to Step 2.
5. Line:

Press the Enter key to accept the line number assigned by the system or type aline
number+ the Enter key to edit an existing line number.

Press F1 to display the inventory line items for this template.
Press F2 to end template input and return to Step 2.
6. Item Code:

Typeavalidinventory item codeand Enter or type ? todisplay theltem Code Selection
window.

7. Quantity:

Type the quantity for thisitem and Enter.

Type ?+ the Enter key to display the system calculator.

Press F2 to return to the previous input field.

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

TypeY if theinformation is correct.. Go to Step 5.

Type N to edit the line item. Go to Step 6.

Type D to remove the line item from the system. Go to Step 5.
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Salesperson By Zip Code Maintenance
Overview

The Salesperson By Zip Code Maintenance allows you to set up salesperson's codes
that are associated with more than one zip code, allowing a primary and a secondary
salesperson when your system is set for two salespersons per order/invoice.

This is used in conjunction with 'Zip Code Table Maintenance' on the Accounts
Receivable Definition Menu.
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Procedure

1. Choose Salesperson By Zip Code Maintenance on the Order Entry Options Menu.

Press the Enter key to continue to display salesperson and zip codes or enter a
salesperson code to advance the display forward or backward.

Press F1 to enter maintenance mode. Proceed to Step 2.

PressF2tolist the sal esperson codesto aprinter. Select the appropriate printer for this
report.

Press F3 for an option to sort by salesperson or zip code.
Press F4 to return to the Order Entry Options Menu.
2. Salesperson:
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3. Zip Code:
Type azip code for this salesperson and Enter.
4. Priority:

Type 0 if this salesperson is the primary salesperson or type 1 if thisis a secondary
salesperson.

5. 1s The Data Correct? (Y)es, (N)o, (D)elete or (A)dd/Delete Range:
TypeY if theinformation is correct. Return to Step 2.

Type N to edit the priority code. Go to Step 4.

Type D to delete the salesperson code from the system. Go to Step 2.

Type A toinput azip code range that will allow you to update multiple zip codes for
this salesperson.
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Bin Maintenance
Overview

BinnumbersareusedinassociationwiththeBin System. Binnumberscanhaveastatus
of (A)vailable or (O)ccupied and is associated with an open order.
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Procedure

1. Choose Bin Number Maintenance on the Order Entry Options Menu.

PresstheEnter key to continueto display binnumbersor enter abinnumber toadvance
the display forward or backward.

Press F1 to enter maintenance mode. Proceed to Step 2.

PressF2tolist thebinnumberstoaprinter. Select theappropriate printer for thisreport.
Press F4 to return to the Order Entry Options Menu.

Enter a bin number to advance the display forward or backward.

2. Bin No:

Type avalid bin number and Enter.

Press F2 to display existing bin numbers.

Press F4 to return to the Order Entry Options Menu.
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3. Bin Status:
Type A+ the Enter key if this bin number is available.
Type O+ the Enter key if this bin number is occupied.
4. Order No:

Type avalid order number and Enter or type ? to display the Open Order Selection
window.

5. Print Status

Type W+ the Enter key if the print status is waiting.

Type P+ the Enter key if the order has already been printed.
6. Is The Data Correct? (Y)es, (N)o or (D)elete:

TypeY if theinformation is correct. Return to Step 2.

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

Type D to delete the bin number. Go to Step 2.
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Status Code Maintenance

Overview

Usersareallowed to definetheir own in-house status codesfor tracking the production
processfor ordersthey have entered into the system. Thisallowsthe capability to track
the production stage of an individual order anywhere in the system.

—

= Tobtal Ocder Floas 002D - — ——  —
Mepm: HLTH ] L s = Ty | Term: Tz
Tim2 Jadd PH Order Encry [aker DFEFOESIN1D

Oidiar Enfey Malin M
|—FI.. Orcer Entrcy Defiodbios Bemo

Srder Entry Beport Hesmu
Taxt Export Mamiil

T [PP]
T it i1 [ Pre—-Froduct Lon

I3 Tho Data Dorrect? [Yles, (Hio or {Ojelots) M)
| |
-

Procedure

1. Choose Status Code Maintenance on the Order Entry Options Menu.

Press the Enter key to continue to display order types or enter an order type code to
advance the display forward or backward.

Press F1 to enter maintenance mode. Proceed to Step 2.

Press F2 to list the order type codesto a printer. Select the appropriate printer for this
report.

Press F4 to return to the Order Entry Options Menu.
2. Code:
Type anew status code and Enter.

Note: User defined status codes can be i.e. On Order, On Hold, Pre-
Production, Production, Shipping, etc.
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3. Description:

Type up to afifteen (15) character status code description and Enter.
4. 1s The Data Correct? (Y)es, (N)o or (D)elete:

TypeY if the code information is correct. Return to Step 2.

Type N to edit the code description. Go to Step 3.

Type D to delete the type code from the system. Go to Step 2.
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Order Type Maintenance
Overview

Each order can be assigned an order type in order data entry. Order types can be
(O)rder, (Q)uote, (B)ackorder, (W)ork Order, (X)stamper, (M)iscellaneous, etc. The
'Open Order Report' and various other reports on the system can be sorted and printed
by order type. The form title can be user defined and will print on your order form.
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Procedure

1. Choose Order Type Maintenance on the Order Entry Options Menu.

Press the Enter key to continue to display order types or enter an order type code to
advance the display forward or backward.

Press F1 to enter maintenance mode. Proceed to Step 2.

Press F2 to list the order type codes to a printer. Select the appropriate printer for this
report.

Press F4 to return to the Order Entry Options Menu.
2. Type:
Type an order type code and Enter.

Note: System defined order type codes are (O)rder, (Q)uote, (B)ackorder,
(X)stamper, (P)roforma, etc.. Any other type codes can be user defined.
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3. Description:

Type up to atwelve (12) character type code description and Enter.
4. Title:

Type the title that you want to print on your order form and Enter.
5.1s The Data Correct? (Y)es, (N)o or (D)elete:

TypeY if the code information is correct. Return to Step 2.

Type N to edit the code description. Go to Step 3.

Type D to delete the type code from the system. Go to Step 2.
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Ship Via Maintenance
Overview

The Ship ViaMaintenance program allows you to set up various ship via codes to be
used during 'Order DataEntry' and'Invoice DataEntry' inthe Order Entry module. Ship
Viacodes can be UG=UPS Ground, BW=Best Way, FE=Federal Express, etc. Route
codes(usedfor the'Delivery Route Report'), shipping chargesand number of labelscan
be associated with aship viacode. Service Typeinformation isused with the UPS and
USPS interface with TOP.
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Procedure

1. Choose Ship Via Maintenance on the Order Entry Options Menu.

Press the Enter key to continue the display or enter a ship via code to advance the
display forward or backward.

Press F1 to enter maintenance mode. Go to Step 2.

PressF2tolist thetypeship viacodestoaprinter. Select the appropriate printer for this
report.

Press F4 to return to the Order Entry Options Menu.
2. Ship Via
Type up to atwo (2) character ship via code and Enter.
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3. Description:

Type up to aten (10) character ship via description and Enter.

4. Bill Option:

Type a UPS hilling option and Enter (i.e. Freight Collect, Consignee Billed, etc.)
Press F2 to return to the previous input field.

5. Service Type:

Type a UPS service type description and Enter.

Note: Some examples of United Parcel Service type descriptions are 'Next
DayAir','2nd Day Air', 'Ground', etc. Thisisused in conjuction with the UPS
WorldShip software.

6. Type:

Type aship viatype code and Enter. TypeY if thisisadelivery route type, C if this
ship viacode is collect and N if other.

7. Ship Category:
Type G fir Ground, A for Air or press the Enter key to leave the field blank.
8. UnForm:

Type Y+ the Enter key to print the ship via codein bold letters on your ordersif you
are uning UnForm software.

Type N+ the Enter key if you are not using UnForm or you do not want the ship via
code to print in bold.

9. Del Rpt:

Type Y+ the Enter key to print adelivery route report for this ship via code.

Type N+ the Enter key if this ship viais not a delivery route code.

10. Line Feeds:

Type the number of line feeds between lines on the delivery route report and Enter.
11. Totals:

Type Y+ the Enter key if you want totalsto print on the delivery route report for this
ship via code.

Type N+ the Enter key not to print totals for this ship via code.
12. Address:

Type Y + the Enter key to print contact name and a complete ship-to address on the
delivery route report.
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Type N+ the Enter key not to print contact or ship-to address.

13. Freight:

Type Y+ the Enter key to include freight amount on the delivery route report.
Type N+ the Enter key not to print freight amount.

14. Shipping:

Type a shipping amount for this ship via code and Enter.

Note: Thisisan optional field. If you enter an amount in thisfield, the amount
will automatically display onthetotal screeninorder/invoicedataentry. This
should only be used if the shipping amount for this ship via codeisalwaysthe
same charge.

15. Skip:

Type Y+ the Enter key to skip the freight input field during order/invoice data entry
on the total screen.

Type N+ the Enter key to be able to input a freight amount on the total screen.

16. Labels:

Type the number of shipping labels you want to print for this ship viacode and Enter .
Press the Enter key to bypass the number of labels.

17. Skip:

Type Y+ the Enter key to skip thelabel input field during order/invoice data entry on
the total screen.

Type N+ the Enter key to be able to input number of labels on the total screen.
18. Bin Required:

Type Y+ the Enter key if abin number is required for this ship via code.

Type N+ the Enter key if abinisnot required for this ship via code.

19. Is The Data Correct? (Y)es, (N)o or (D)€l ete:

TypeY to accept the ship via code and return to Step 2.

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

Type D to remove the ship via code from the system. Go to Step 2.
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Delivery Route Maintenance
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Overview

Delivery routeinvoicesarewrittentothisfileduring 'Daily Sales Journal & Update' by
route code. Printoutsof delivery routescan begiventoadelivery personnel sothey will
know where to deliver your product. After delivery the invoices can be purged for the
next batch of invoices.
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Procedure

1. Choose Delivery Route Maintenance on the Order Entry Options Menu.

Pressthe Enter key to continue the display or enter an invoice number to advance the
display forward or backward.

Press F1 to enter maintenance mode. Go to Step 2.

Press F2 to list the invoices to a printer. Select the appropriate printer for this report.
Press F3 to purge invoices by a ship via code.

Press F4 to return to the Order Entry Options Menu.

2. Invoice:

Type the invoice number to display and Enter.

Note: You cannot edit invoice date or amount in the delivery routefile.
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3. Customer:

PresstheEnter key to accept the customer namethat isdisplayed onyour screen or type
in anew customer name up to twenty-four (24) characters and Enter.

Note: You can edit the customer address and telephone number (dashes or
slashes are required).

Press F2 to return to the previous input field.
4. Ship Via

Typeavalid ship viacode and Enter or type ? to display the Ship Via Code Selection
window.

Note: If thisshipviacodeisassociated with aroute code, youwill be prompted
for a route code.

5. Comments:

Type up to athirty (30) character comment and Enter.
6. Is The Data Correct? (Y)es, (N)o or (D)elete:
TypeY if the information is correct. Go to Step 2.
Type N to edit the information. Return to Step 3.

Type D to delete this delivery route entry. Go to Step 2.
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6

TEXT EXPORT OPTI ONS MENU

o000 O000000oo

Copy Text To Disk

Remove Text Files

Font Code Maintenance

Clear Orphan Text

Clear Orphan Link

Customer Product Maintenance
Color Code Maintenance

Font Code Display

Phrase Code Maintenance
Layout Maintenance

Product Code Maintenance
Special Instructions Maintenance
Text Export List

Product Change Utility
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Text Export Options Menu
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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 Text Export Options Menu.

Note: See the 'TOP Introduction' section elsewhere in this manual.
Calculator

The calculator alows 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 Text Export Options Menu.

Note: See the 'TOP Introduction' section elsewhere in this manual.
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Copy Text To Disk
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Overview

The Text Export Utility on the Order Entry Options Menu exports text by product
groups from new orders entered in Order Entry. Thesefiles can be copied to a diskette

and imported into PageM aker templates for production.

Note: This step would be necessary only if you are not sharing files accross
a network.
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Procedure

1. Select Copy Text to Disk on the Text Export Options Menu.

Pressthe Enter key to scroll through thefile display or type aproduct code to advance
the display forward or backward.

Press F1 to proceed with the file transfer. Go to Step 2.
Press F2 to list the files to a printer. Select an appropriate printer for this report.
Press F4 to return to the Text Export Options Menu.

2. Product Code:

Typethefirst two charactersof avalid product codeand Enter or type ?+ the Enter key
to display the Product Code Selection window. Only those files will be transferred.

Pressthe Enter key to leave the field blank. All fileswill be transferred.
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Press the F2 key to display the list of files again. Return to Step 1.

Press F4 to end the removal and return to the Text Export Options Menu.
3. Transfer all text filesto diskette A:? (Y)es, (B) diskette or (N)o:
TypeY totransfer the filesto drive A.

Type B to transfer the files to drive B.

Type N to abort the delete process and return to Step 2.
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Remove Text Files

228

Overview

The Text Export Utility on the Order Entry Options Menu exports text by product
groups from new orders entered in Order Entry. These files need to be removed after
they have been imported into PageM aker to avoid any duplication of production.
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Procedure

1. Select Remove Text Files on the Text Export Options Menu.

Pressthe Enter key to scroll through thefile display or type aproduct code to advance
the display forward or backward.

Press F1 to proceed with the file delete. Go to Step 2.

Press F2 to list the files to a printer. Select an appropriate printer for this report.
Press F4 to return to the Text Export Options Menu.

2. Product Code;

Type avalid product code to remove and Enter. Only those files will be removed.
Press the Enter key to remove al text files.

Press F2 to display alist of the files available to be removed.
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Press F4 to return to the Text Export Options Menu.
3. Remove al files? (Y)esor (N)o:

Type Y to remove the files specified.

Type N to abort the delete process and return to Step 2.
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Font Code Maintenance

230

Overview

Font Codes can be up to six characters and are made up of four sections: font faceis
the first two characters, point size is the third and fourth characters, alignment is the
fifth position and the sixth position can be upper / lower case and colors.

L eading, spacing and tracking specificationsare entered and each character isassigned
avalue representing the width that the character occupies. The name of the font must
be identical to the font name in PageM aker.
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Procedure

1. Select Font Code Maintenance on the Text Export Options Menu.

Pressthe Enter key to scroll through the font codes or type afont code to advance the
display forward or backward.

Press F1 to enter maintenance mode. Go to Step 2.

PressF2 to list the font codesto a printer. Select an appropriate printer for thisreport.
Press F4 to return to the Text Export Options Menu.

2. Font Code:

Type avalid two (2) character font code and Enter.
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3. Description:
Type up to atwenty (20) character font description and Enter.
Press F2 to view the font code display.
Press F4 to return to the Text Export Options Menu.
4. Attribute:
Type afont attribute letter and Enter.
Note: Choose (P)lain, (B)old, (1)talic, (O)utline or (X)for bold+italic.
Press F2 to return to the previous input field.
5. Leading:
Type a percent to be used for leading and Enter.

Note: You will be prompted for a percent to reduce leading per point after
thirty (30) points.

6. Spacing:
Type a percentage to be used for spacing (over 100=loose) and Enter.
7. Tracking:
Type atracking value from one of the following and Enter.
0=None 1=Verytight 2=Tight 3=Norma 4=Loose 5=Very loose
8. Alignment:
Type atype of alignment from one of the following and Enter.
C=Center L=Left R=Right J=Justify
9. Other:
Type a combination of font options from one of the followingand Enter.
(R)ed (B)lue (G)reen (U)pper (L)ower (S)tate
10. Font Name:

Type the name of the font and Enter. The name cannot exceed thirty (30) characters
and must be identical to the name of the same font in PageM aker.

11. Min Width:
Type the minimum percent to allow for condensing of the font and Enter.

12. Max Width:
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Type the maximum percent to allow for expanding of the font and Enter.
13. Character Value:

Typethenumber of each character in 14 point per twoinchesplustheF1 key and Enter .
The system will automatically calculate the width value.

Note: Repeat Sep 13 for each character displayed on the screen.
14. Include Font Point Size? (Y)es, (N)o or F1=Fill:
TypeY to include font point size and Enter.
Type N not to include font point size.
Pressthe F1 key to automatically fill each field with Y.
Note: Repeat Sep 14 for each field from 1-99 on your screen.
15. Is The Data Correct? (Y)es, (N)o, (C)opy or (D)elete?:
TypeY if all datafields are correct. Return to Step 2.
Type N to edit the font point size. Go to Step 14.
Type C to copy the font information to another font code. Go to Step 16.
Type D to delete the font information. Return to Step 2.
16. Enter New Font Code F4=End:
Type the new font code to copy the information to and Enter.

Press F4 to abort the copy and return to Step 15.
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Clear Orphan Text
Overview
The update program scans the open order file and makes sure al text records are
associated with alineitem on an existing order. If an order isnot found, the orphan text

record is removed from the order text file.
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Procedure

1. Select Clear Orphan Text on the Text Export Options Menu.

2. Begin Clear? (Y)es, (N)o or (H)elp:

TypeY to begin the clear. Proceed to Step 3.

Type N to abort the clear and return to the Text Export Options Menu.

TypeH todisplay the Help Messagewindow. Thismessgewill display onyour screen:

Clears all text records without an order detail record, (records not deleted
when an order was deleted. Press any key to continue.

3. Clear Utility Complete, CR to continue:
Press the Enter key to return to the Text Export Options Menu.
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Clear Orphan Links
Overview
This program clears layout item link records without a valid product code.
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Procedure

1. Select Clear Orphan Link on the Text Export Options Menu.

2. Clear orphan item links? (Y)es, (N)o or (H)elp:

TypeY to begin the clear. Proceed to Step 3.

Type N to abort the clear and return to the Text Export Options Menu.

TypeH todisplay theHelp Messagewindow. Thismessgewill display on your screen:

This program clears item links records that have an invalid product code.
Press any key to continue.

3. Clear Completed, CR to continue:
Press the Enter key to return to the Text Export Options Menu.
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Customer Product Message

Overview

A product message can be set up for customersthat will alwayswant the same message
to print for a specific product.
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Procedure

1. Select Customer Product M essage maintenance on the Text Export Options Menu.

Press the Enter key to scroll through the customer product codes or type a customer
code to advance the display forward or backward.

Press F1 to enter maintenance mode. Go to Step 2.

Press F2 to list the customer product codes to a printer. Select an appropriate printer
for this report.

Press F4 to return to the Text Export Options Menu.
2. Customer:

Typeavalid customer codeand Enter or type ?to display the Customer Code Selection
window.

Press F2 to display the existing customer product messages.
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236

Press F4 to return to the Text Export Options Menu.
3. Product Code:

Type avalid product code and Enter or type ? to display the Product Code Selection
window.

Press F2 to return to the previous input field.

4. Message:

Type up to atwenty (20) character product message and Enter.
5.1s The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept the data and return to Step 2.

Type N to edit the product message.

Type D to delete the entry and return to Step 2.
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Color Code Maintenance

Ovewview

Color Code Maintenance is used to set up different product colors. If a color code
doesn't apply to a specific product, you can set up a default code of NC for no color.

Color codes group items of the same product for exporting (i.e., pre-ink stamps, where
different colors are not produced on the same mold).
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Procedure

1. Select Color Code Maintenance on the Text Export Options Menu.

Pressthe Enter key to scroll through the color codes or type atwo (2) character color
code to advance the display forward or backward.

Press F1 to enter maintenance mode. Go to Step 2.
PressF2tolist the color codesto aprinter. Select an appropriate printer for thisreport.
Press F4 to return to the Text Export Options Menu.

2. Color Code:

Typeavalidtwo (2) character color codeand Enter or type? to display the Color Code
Selection window.

3. Description:
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238

Type atwenty-four (24) character color code description and Enter.
4. 1s The Data Correct? (Y)es, (N)o or (D)elete:

TypeY if theinformation is correct. Return to Step 2.

Type N to edit the color code description. Return to Step 3.

Type D to remove the color code from the system. Return to Step 2.
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Font Code Display

Overview

The Font Code Display is the information entered in Font Code Maintenance.
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Procedure

1. Select Font Code Display on the Text Export Options Menu.

Pressthe Enter key or the F1 key to scroll through the font codes or enter afont code
to advance the display forward or backward.

Press F2 to list the font codes to a printer. Proceed to Step 2.
Press F4 to return to the Text Export Options Menu.

2. Options: (D)escription, (P)oint Size, (C)haracter size or (E)nd:
Type D to list only the font code and description.

Type P tolist all of the point sizes for each font code.

Type C tolist al of the charater sizes for each font code.

Type E to end the option selection and return to the first screen.

3. Select an appropriate printer for this report.
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Phrase Code Maintenance

240

Overview

Phrase codes are used to simplify the entry of commonly used phrases (i.e. FDO - For
Deposit Only). They decrease entry time of text in the text window and help to avoid
input errors during order entry. Each phrase code can be associated with afont code.
Each timeitisused it will be the same font, point size, etc.

If aphrase code containswords or datesthat will change each time, place a| character
where you want the cursor to stop for input (i.e. My Commission Expires|).
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Procedure

1. Select Phrase Code Maintenance on the Text Export Options Menu.

PresstheEnter key to scroll throughthe phrase codesor typeafive(5) character phrase
code to advance the display forward or backward.

Press F1 to enter maintenance mode. Go to Step 2.

PressF2tolist the phrase codesto aprinter. Select an appropriate printer for thisreport.
Press F4 to return to the Text Export Options Menu.

2. Phrase Code:

Type up to afive (5) character phrase code and Enter or type ?+ the Enter key
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to display the Phrase Code Selection window.

Press F2 to re-display any existing phrase codes.

Press F4 to return to the Text Export Options Menu.

3. Phrase:

Type up to afifty-four (54) character phrase and Enter.
4. Font Code;

Type avalid font code and Enter.

Press F2 to return to the previous input field.

5. 1sThe Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept the new phrase code. Return to Step 2.
Type N to edit the information. Go to Step 3.

Type D to remove the phrase code from the system. Return to Step 2.
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Layout Code Maintenance

242

Overview

Layout codes are used to automate order entry and typesetting and are used for
commonly ordered products, such as, deposit stamps, state seals, notary stamps, etc.
The layout code is comprised of font, point size, color, width and height of the stamp
and any special instructions, thereby saving hours of an operator's input time.
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Procedure

1. Select Layout Code Maintenance on the Text Export Options Menu.

Press the Enter key to scroll through the layout codes or type a new layout code to
advance the display forward or backward.

Press F1 to enter maintenance mode. Go to Step 2.

PressF2tolistthelayout codestoaprinter. Select theappropriateprinter for thisreport.
Press F3 to link layout codes to product codes and inventory item codes. Go to Step
Press F4 to return to the Text Export Options Menu.

2. Layout:

Type avalid layout code and Enter or type ? to display the Layout Code Selection
window.
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Press F1 to display the first layout code in the Layout Code file.
Press F2 to display existing layout codes to your screen.

3. Description:

Type up to atwenty (20) character layout code description and Enter.
4. Product:

Press the Enter key to bypass the product code field.

Type avalid product code and Enter or type ? to display the Product Code Selection
window.

Note: The product codeisused to group stamps by schedul e codes, mount size
and product type for production.

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

Press the Enter key to accept the color code displayed or type ? to display the Color
Code Selection window.

6. Width:

Type the width specifications of the stamp in 000.00 format and Enter or pressF1 to
display the Fraction Conversion Table.

7. Height:

Typethe height specifications of the stamp in 000.00 format and Enter or pressF1 to
display the Fraction Conversion Table.

8. Font:
Typeavalidfont codeand Enter or type? to display the Font Code Sel ection window.

Note: You can use U for upper case, C for center, Rfor right justified, L for
left justified, etc. asthe fifth and sixth positions of the font code for justifica-
tion.

Type .+ aphrase code and Enter. The phrase code text will display in the text input
window.

Press F1 to duplicate the previous font code.
Press F2 to edit the character width percentage for thisline.
9. Text:

Type the text for thisline and Enter.
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244

Note: Continueto enter font codes and text for each line of the stamp for this
layout. Return to Step 8.

Thetext sectioniswherethetextisinput for thisproduct. Theinsert and delete
keys can add or delete a character on any line of text.

The CTRL+Y keys will display the text help menu. The command keys and
their functionsarelisted inthewindow. Type'C' to accessa special character
display. Pressthe ALT+3 digit number to use a special character. Pressthe
Enter key to exit the help menu.

Press F4 to advance to the Special Instructions section of the window.
10. Export Special Instructions:

Type Y+ the Enter key to export thisline of special instructions when processing the
"Text Export Utility' on the Order Entry System Menu.

Type N+ the Enter key not to export this instruction.
Type T+ the Enter key to export this instruction as part of the text.

Type avalid instruction code and Enter or type ? to access the O/E Options Menu.
Select Special Instruction Maintenance to display the available instruction codes (i.e.
IR - "*** |nclude Rose Logo ***").

Note: Special Instructions display in red on the screen so they are readily
apparent to your typesetting department.

Press F4 to exit Special Instruction section of the window.

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

TypeY to accept the layout setup. Return to Step 2.

Type N to return to the header portion of the layout for editing. Return to Step 3.
Type C to copy this layout to another layout code name.

Type D to delete this layout and return to Step 2.
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Product Code Maintenance
Overview

Product codes describes a type of product that is to be made. For example, Pl - pre-
inked, EN - engraving, RS - rubber stamp, etc. During the text export process, a
different export file is created for each product / color code combination. Y ou also
specify a path for the file to be exported and then the file can be imported into
PageM aker layout documents for each size of stamp.
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Procedure

1. Select Font Code Maintenance on the Text Export Options Menu.

Press the Enter key to scroll through the product codes or type a product code to
advance the display forward or backward.

Press F1 to enter maintenance mode. Go to Step 2.

Press F2 to list the product codes to a printer. Select an appropriate printer for this
report.

Press F4 to return to the Text Export Options Menu.
2. Product Code:

Type a new product code up to four (4) characters and Enter.
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Press the Enter key to create a default product code record.

Press F2 to view existing product codes.

Press F4 to exit maintenance mode and return to the Text Export Options Menu.
3. Description:

Type up to a twenty-four character product description and Enter.

4. File Path:

Type adirectory path where you want this product file to export to and Enter (i.e. C:/
PM65/TEXT/).

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

Type the file extension to be used for this product and Enter (i.e. TXT-PageMaker,
XTG-Quark Express, etc.).

6. Options:
Select the platform you will be exporting to and Enter.

Note: Platforms available are (A)uto Lock-up, (W)indows PageMaker,
(M)acintosh PageMaker, (X)enetech, (S oset or (N)/A.

7. Fr:

Type Y + the Enter key to format file for PageMaker frames.
Type N+ the Enter key not to format file for frames.

8. Bk:

Type Y+ the Enter key to send aline break to PageM aker.
Type N+ the Enter key not to send a line break.

9. Export Product:

Type an export product code and Enter.

Note: This product code is used to combine products for exporting. You will
also be prompted for a color code to be used in combination with the export
product code.

10. Default Color:
Type adefault color code and Enter.

Note: Thiswill be the default color code if no layout code is used.
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11. Default Font:
Type avalid font code and Enter.
Note: Thiswill be the default font code if no layout code is used.
12. Label Font:
Type avalid font code to be used for label cut marks and Enter.

Note: Thelabel infor mation containsinformation for thetypesetter -i.e. order
number, order line number, customer code and product code.

13. Sl Font:
Type avalid font code for special instructions and Enter.

Note: The S font code allows special instructionsto be sent to the typesetter
and are usually in a different color so they are easy to spot.

14. Valid Colors:

Type the color codes, side by side with no commas, that are specific for this product
and Enter.

15. Picture Code:
Type the picture code for this product to be used in Remote Order Entry and Enter.

Note: Thereisa picture of each product that is displayed during ROE. Each
picture is associated with a picture code. You will also be prompted for a
product type (i.e. RS-rubber stamps, XS-X-Stamper, S-self-inking, etc.) to be
used in conjunciton with the picture code.

16. Include Label:

Type Y + the Enter key to include label information between products.
Type N+ the Enter key not to include label information.

17. Export:

Type Y + the Enter key to export font information.

Type N+ the Enter key not to include font information.

18. Product Height:

Type the maximum height of the product in inches and Enter.

Type zero if aproduct height is not required and Enter.

Pressthe F1 key to display atable of fraction/decimal conversions.
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18. Product Width:

Type the maximum width of the product in inches and Enter.
Type zero if aproduct width is not required and Enter.

Press the F1 key to display atable of fraction/decimal conversions.
19. Override:

Type Y+ the Enter key if you want to be able to override size specifications during
Order Data Entry.

Type N+ the Enter key to not be able to override the size specifications.
Type L+ the Enter key to use line pricing instead of size specifications.

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

TypeY if all datafields are correct. Return to Step 2.

Type N to edit the product information. Return to Step 3.

Type C to copy the font information to another product code. Go to Step 21.
Type D to delete the product information. Return to Step 2.

21. Enter New Font Code F4=End:

Type the new product code to copy the information to and Enter .

Press F4 to abort the copy and return to Step 20.
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Special Instructions Maintenance

Overview

Special instructions are entered in the text window for alineitem entered during order
entry. These commonly used instructions can be set to display in any color so the
typesetter can easily spot them while importing the text into PageMaker. An example
of aspecial instruction could be *** Include Border ***.
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Procedure

1. Select Special Instruction Maintenance on the Text Export Options Menu.

Pressthe Enter key to scroll through the special instructionsor typeatwo (2) character
Sl code to advance the display forward or backward.

Press F1 to enter maintenance mode. Go to Step 2.

PressF2tolist the color codesto aprinter. Select an appropriate printer for thisreport.
Press F4 to return to the Text Export Options Menu.

2. Code:

Type atwo (2) character special instruction code and Enter or type ? to display the
Special Instruction Selection window.

Press F2 to re-display existing special instructions.
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Press F4 to return to the Text Export Options Menu.

3. Description:

Type up to aforty-three (43) character instruction and Enter.

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

TypeY to accept the new special instruction. Return to Step 2.

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

Type D to remove the special instruction code from the system. Return to Step 2.
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Text Export List Display

Overview

Informationlistedinthisdisplay isupdated during the Text Export Utility' onthe Order
Entry System Menu. Information includes the order number, color code, font, product
text, product type, layout code and the ship-to name from the order.
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Procedure

1. Select the Text Export List on the Text Export Options Menu.

Press the Enter key to scroll through the list or type an order number to advance the
display forward or backward.

Press F4 to return to the Text Export Options Menu.
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Product Change Utility

Overview

The Product Change Utility allows quick accessto specific fieldsin the Product Code
file. You can edit the product description, product export path, valid colors, export
product, export colors and remote order entry picture codes and categories.
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Procedure

1. Select Product Change Utility on the Text Export Options Menu.
2. Enter Number of I1tem to Change:

- Type 1to change the product description

- Type 2 to change the product path

- Type 3 to change the valid colors

- Type 4 to change the export product codes

- Type 5 to change export colors

- Type 6 to change remote order entry picture codes

- Type 7 to change remote order entry category

Press F4 to return to the Text Export Options Menu.
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