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Introducing The Sales Analysis System

Using This Guide

Welcome

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

This guide is divided into five parts:
Part 1: Introducing the Sales Analysis System

The Sales Analysis system shares information between Accounts Receivable, Order
Entry and Inventory Control and provides a management tool for extensive reporting
by customer, inventory items and sal espersons. Sal espersons commissions are cal cu-
lated on either gross sales or net profit and allows you the capability to post commis-
sions directly to the General Ledger, if applicable.

Part 2: Defining the Sales Analysis System

How to customize your system parameters, view file sizing specifications and add
password protection (optional). A maintenance program is available to edit salesper-
sons commissions by invoice and utility programsto change sal espersons codesin the
Customer Masterfile records.

Part 3: Operating the Sales Analysis System

The Sales Analysis System allows you to set up each salesperson code and name with
percent of commission for multiple levels. You can view the invoices for each
salesperson, along with the sales by customer and by inventory item. Salespersons
commission amounts can also be adjusted during any period. Period-End Processing
removes period-to-date sales figures and paid invoices by salesperson, if applicable.

Part 4. Sales Analysis Reporting System

The Sales Analysisreporting system provides management reporting by sal espersons,
customers and inventory itemsin detailed and summary format. The reporting offers
visual tracking of production month-to-date and year-to-date, along with customer
sales dollars and profit margins and lists inventory items purchased within a current
period and year-to-date.

The month-to-date and year-to-date sales information can also be viewed in the
Inventory module. See 'Item Balance & Sales Display' on the Inventory Masterfile
Sub-Menu. Y ou can al so add anew salesperson or edit sal espersonsinformation using
Salesperson Maintenance.



Introducing The Sales Analysis System

Part 5: Sales Analysis Options Menu

The options menu alows you to view customer sales, item sales, salesperson by
customer by item sales, salespersons invoices and salespersons sales summary. Y ou

can maintain salesperson commission levelsor add new sal espersons from the options
menu.
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Sales Analysis Menu Structure
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DEFINING THE SALES
ANALYSIS SYSTEM

Company Maintenance

Sales Analysis Parameters

File Creation and Information

Salesperson Change Utility

2nd Salesperson Change Utility
Salesperson Change By Zip Utility
Salesperson Weekly Summary Maintenance
Weekly Sales Parameter Maintenance
Password Maintenance

Sales Analysis Log Display

cooooooooo
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Sales Analysis Definition Menu

12

Overview

The Sales Analysis systemisareporting modul e for the information received from the
Order Entry system. Y ou must define your S/A system before you can perform the
Daily Sales Journal & Update from the Order Entry system.

Order Entry Parametersand Inventory File Sizing have an effect on the SalesAnalysis
system. The following can help you set correct parameters:

- Reply the same way to 'Do Y ou Have Salespersons? in O/E and S/A parameters.
- You must answer Yesto 'Are You Interfaced to Sales Analysis? in O/E parameters.
- Answer Yesto 'Interface To A/R? in the S/A and the O/E parameters.

Note: Accounts Receivable, Inventory and Order Entry must be
setup prior to defining the Sales Analysis System.
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Company Name Maintenance
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Procedure
1. Choose Company Name Maintenance from the Sales Analysis Definition Menu.

Press F4 to return to the Sales Analysis 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, Sate and City | D numbersare'information only'
fields.

4. Federa ID Number:

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

13
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5. State ID Number:

Type your state tax |D number up to twelve (12) characters and Enter .
6. City ID Number:

Type your city tax ID number up to twelve (12) characters and Enter.
7. 1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

Type Y or E to return to the Sales Analysis Definition Menu.

Type N to return to the company name field for editing. Go to Step 3.
Type D to delete the company information.

14
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Sales Analysis Parameters

Overview

The parametersare aseries of questionsthat help determinefile creation needs, affect
system operation and gives the system flexibility. You can tell the system which
reportsyou want generated during the month and which monthistheend of your fiscal
year. Y ou have an option to purge paid invoices from the salesperson'sinvoicefile at
month-end or purge all invoices.

Y ou can activate the reserve option for salesperson commissions and determine the
reserve amount, deduction amount and deduction percentage. Password restrictions
can be set up to allow an override of commissions generated by the system.

5 Thas Dats Correct? Tiea, [(Nlo or Clanoesl .

Procedure
1. Choose Sales Analysis Parameters from the Sales Analysis Definition Menu.

Note: If you are initially setting up the parameters, the cursor
displaysat thefirst input field. If you arereviewing the parameters,
go to Step 15.

2. A/R Interface:

Type Y+ the Enter key if you are using the Accounts Receivable system. This
parameter allows you to generate the Customer Analysis Report listed on the Sales
Analysis System Menu.

15
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Type N+ the Enter key if you are not interfaced to the Accounts Receivable system.
3. Detail Report:

TypeY +theEnter key if youwant to be ableto generate the Sal esperson By Customer
By Item Report listed on the Sales Analysis Report Menu. Even if you do not have
salespersons, you may enter Y. Your report will produce Customer By Item informa-
tion.

Type N+ the Enter key if you do not want to generate this report.
4. Salespersons.

TypeY +theEnter key if you have salespersons. Thisparameter allowsyouto generate
the Salesperson I nvoice Report, The Salesperson By Customer By Item Report and the
Salesperson Summary Report.

Type N+ the Enter key if you do not have salespersons.
5. Invoice Report:

Type Y+ the Enter key to generate the Salesperson Invoice Report listed on the Sales
AnalysisReport Menu. Y ou can respond to this prompt only if you answered Y to Step
4,

Type N+ the Enter key if you do not want to generate this report.

6. Weekly Report:

Type Y + the Enter key if you want to produce a weekly salespersons report.
Type N+ the Enter key if you do not want a weekly report. Go to Step 8.

7. Order Type:

Type up to two (2) order typesand Enter. Order types are used to summarize saleson
the weekly salespersons report.

8. Purge Paid Only?:

TypeY +theEnter key to purge paid invoicesduring the 'Period-End Update' process.
Type N+ the Enter key to retain paid invoices during the 'Period-End Update'.

9. Year-End Month:

The number you enter tells the system which month is used for year-end closing. For
example, if your fiscal year endsin September, enter 9. Enter the number of the month
and Enter.

10. Reserve Option:
Type Y+ the Enter key if you want to set up reserve accounts for your salespersons.

Type N+ the Enter key if you do not want to use reserve accounts. Go to Step 12.
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Note: Reserve amounts are used to make up for customer sales that
become bad debts and a salesperson commission has already been
paid.

11. Reserve Amount:

Type the target reserve amount for salespersons and Enter.

12. Maximum Deduct:

Type the maximum amount to deduct per payment period and Enter.
13. Deduct Percent:

Type the percent of commission to deduct if account is less than reserve amount and
Enter.

14. Edit Password:

Type the password required to override the salesperson commission amounts and
Enter.

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

TypeY if theinformation is correct and return to the Sales Analysis Definition Menu.
TypeN if thedataisnot correct. The cursor returnsto Step 2. Enter changes as needed.
Type C to return to the Sales Analysis Definition Menu without saving any changes.

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

TypeY to save any parameter changesthat were made and return to
the General Ledger Definition Menu.

Type N to return to the General Ledger Definition Menu without
saving any changes.

Consult your software vendor before making any changesto system
parameters.

17
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File Creation and Information

18

Overview

FileCreation And Informationletsyouview individual datafilesinyour SalesAnalysis
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,
filename, filetype, key size, byte size of each individual record within thefile and the
number of records used in each file.
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Salesperson Change Utility

Overview

The Salesperson Change Utility searches the Customer Masterfile for the current
salesperson code and replaces it with the new salesperson code. You can select to
change specific customer types, include/exclude customer typesand chooseto include
the zip code table in the change.

Note: This utility also changes the salesperson code in individual
ship-to address records.

i T nn " ¥
HA Houss Acc I
[P vlmapssrn i <15 JdJoanne 5immsonn
Ec 1
i I T
Begin salesparson ohangs usllicy? {(Thap, Wle or [Ejnds -

Procedure
1. Choose Salesperson Change Utility on the Sales Analysis Definition Menu.
2. Current Salesperson:

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

Press F4 to return to the Sales Analysis Definition Menu.
3. New Salesperson:

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

Press F2 to return to the previous input field.
19
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4. Customer Type:

Typetwo (2) character customer type codes, side by side, to include or exclude when
running this utility and Enter.

5. Include/Exclude:

Type |+ the Enter key to include customer type codes selected in Step 4.
Type E+ the Enter key to exclude customer type codes selected in Step 4.
6. Zip Code Table:

Type Y+ the Enter key to include the zip code table in the change.

Type N+ the Enter key to exclude the zip code table.

7. Begin Salesperson Change Utility? (Y)es, (N)o or (E)nd:

TypeY to begin the change utility. Go to Step 8.

Type N to edit any changes. Go to Step 2.

Type E to return to the Sales Analysis Definition Menu.

8. Salesperson change utility completed, CR to continue:

Press the Enter key to return to the Sales Analysis Definition Menu.
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2nd Salesperson Change Utility

Overview

The 2nd Salesperson Change Utility searches the Customer Masterfile for the first
salesperson code and replaces it with the second sal esperson code. Y ou can select to
change specific customer types, include/exclude certain customer types and choose to
include the zip code table in the change.

Note: This utility can only berun if the 'Sales Analysis Parameters
are set up for two salespersons.
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Procedure
1. Choose 2nd Salesperson Change Utility on the Sales Analysis Definition Menu.
2. 1st Salesperson:

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

Press F4 to return to the Sales Analysis Definition Menu.
3. 2nd Salesperson:

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

Press F2 to return to the previous input field.
21



Defining The Sales Analysis System

22

4. Customer Type:

Type atwo (2) character customer type code, side by side, to include or exclude and
Enter.

5. Include/Exclude:

Type |+ the Enter key to include customer type codes selected in Step 4.
Type E+ the Enter key to exclude customer type codes selected in Step 4.
6. Zip Code Table:

Type Y+ the Enter key to include the zip code table in the change.

Type N+ the Enter key to exclude the zip code table.

7. Begin 2nd Salesperson Change Utility? (Y)es, (N)o or (E)nd:

TypeY to begin the change utility. Go to Step 8.

Type N to edit any changes. Go to Step 2.

Type E to return to the Sales Analysis Definition Menu.

8. 2nd salesperson change utility completed, CR to continue:

Press the Enter key to return to the Sales Analysis Definition Menu.
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Salesperson Change By Zip Utility

Overview

The Salesperson Change By Zip Utility scansthe customer masterfile and changesthe
salesperson code assigned to the current zip code, excluding the customers with the
type codes you entered in the customer type field. Ship-to salesperson codes are also
changed.

Begln cuscomer salsapecson ohangs by zip uollityd [(Tien: Mo aor (Eind .
Procedure

1. Choose Salesperson Change By Zip Utility on the Sales Analysis Definition Menu.
2. Customer Type:

Typetwo (2) character customer type codesto exclude from change and Enter. Do not
separate with commas or spaces.

3. Begin Customer Salesperson By Zip Utility Change? (Y)es, (N)o or (E)nd:
Type Y to continue with the utility change.

Type N to edit the customer types. Return to Step 2.

Type E to abort the utility and return to the Sales Analysis Definition Menu.

23
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Salesperson Weekly Summary Maintenance

24

Overview

The Salesperson Weekly Summary Maintenance programs allowsyou to enter databy
salesperson, salesyear, salesweek number and inventory item product code. Thisdata
islisted on the 'Salesperson Weekly Sales Report' on the Sales Analysis Report Menu.
Sales dollars, units sold and a weekly commission amount can be entered for any
salesperson for this report.
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Procedure

1. Choose Salesperson Weekly Summary Maintenance on the Sales Analysis Defini-
tion Menu.

2. Salesperson:

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

3. Sales Year:

Typethesaesyear in YYYY format and Enter.
4. Sales Week:

Type the week of the year (1-52) and Enter.
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5. Product Code:

Type up to athree (3) character product category and Enter of type ? to display the
Product Code Selection window.

6. Sales 1
Type the sales dollar amount for this week and category and Enter.

Note: Parameters for this programare set up in the 'Sales Analysis
Parameters' on the Sales Analysis Definition Menu. If you answered
Y to weekly sales report, you were prompted with two order types.
Sales 1isthefirst order type and Sales 2 is the second order type.
Sales 3 will be all other order types and will be listed as Other.

7. Sales 2:

Type the sales dollar amount for this week and category and Enter.
8. Sales 3:

Type the sales dollar amount for this week and category and Enter.
9. Units 1:

Type the number of units for this week and category and Enter.
10. Units 2:

Type the number of units for this week and category and Enter.
11. Units 3:

Type the number of units for this week and category and Enter.
12. Commission:

Type the amount of commission for this salesperson for this week and category and
Enter.

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

Type Y if all of the datafor thisrecord is correct. Return to Step 2.

Type N to edit the sales and units fields. Return to Step 6.

Type D to remove this record completely and go to Step 2.

Type E to abort this entry and return to the Sales Analysis Definition Menu.

25
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Weekly Sales Parameter Maintenance

26

Overview

The program is used to cal culate the number of weeks between the first and last dates
entered. The number of weeksisused on al of the weekly salea analysis reports.
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Procedure

1. Select Weekly Sales Parameter M aintenance on the Sales Analysis Defintion Menu.
2. Year:

Type the year and press the Enter key.

Press F2 to list the weekly sales toa printer.

Press F4 to return to the Sales Analysis Defintion Menu.

3. First Date:

Typethefirst datein MMDDYYYY format and Enter.

Note: You can enter the month and day and the systemwill automati-
cally calculate the current century and year.

4. Last Date:
Typethelast datein MMDDYYYY format and Enter.



Defining The Sales Analysis System

Note: Number of weeksar e cal cul ated betweenfir st and last dateand
displayed on the screen.

5. 1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

TypeY if the datais correct. Return to Step 2.

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

Type D to remove this record completely and go to Step 2.

Type E to abort this entry and return to the Sales Analysis Definition Menu.

27
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Weekly Sales Parameter List Sample

28
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Password Maintenance

Overview

Password Maintenance allows you to set up passwords to restrict access to any of the
Sales Analysis menus or individua 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 Maintenancefrom the Sales AnalysisDefinition Menu and Enter .

Note: The System Code is automatically defaulted by the system to
correspond with the current menu application (i.e. SA - Sales
Analysis).

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

Note: The systemwill prompt auser for thispassword when attempt-
ing to change the application date for this module.

3. Menu Code:

29
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Type the menu code and Enter or press F1 to display the available menu codes.

Note: Menu codesaredisplayedintheupper | eft hand corner of each
menu screen. See previous page for example: Menu: DEFIN

4. Menu Letter:

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

5. Password:

Type the password + the Enter key for the menu item listed in Step 4.
6. Is The Data Correct? (Y)es or (N)o:

TypeY if datais correct. Return to Step 2.

Type N to return to Step 5 to re-enter the password.
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Sales Analysis Log Display

The Sales AnalysisLog Display capturesall of the activity for each user that accesses
the Sales Analysis module. Thisaudit can be useful in tracking what user changed the
modul e date, closed amonth and what date, edited the sal esperson master information
etc. Information is displayed in great detail.
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OPERATING THE SALES
ANALYSIS SYSTEM

Salesperson Masterfile Maintenance
Salesperson Commission Maintenance
Salesperson Commission Adjustments
Period-End Processing

oooo
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Sales Analysis System Menu

Overview

The Sales Analysis System allows you to set up each salesperson code and name with
percent of commission for multiple levels. You can view the invoices for each
salesperson, along with the sales by customer and by inventory item.

Salespersons commission amounts can also be adjusted during any period. These
adjustments are reflected in the Salesperson Invoice Display on the Salesperson Sub-
Menu.

Period-End Processing removes period-to-date sales figures and paid invoices by
salesperson, depending on the flag in the 'Sales Analysis Parameters on the Sales
Analysis Definition Menu.
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Salesperson Masterfile Maintenance

34

Overview

Salesperson Maintenance allows you to input multiple commission percentage levels
(0-9) for each salesperson. Each item in inventory has a commission flag that can be
assigned one of the commission levels. If an item does not carry commission, set the
item commission flag to N.
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Procedure

1. Choose Salesperson Masterfile Maintenance on the Sales Analysis System Menu.
2. Code:

Type up to atwo (2) character salesperson code and Enter or type ? to display the
Salesperson Code Selection window.

Press F1 to display the next salesperson in the masterfile.

Press F4 to return to the Sales Analysis System Menu.

3. IsThis A New Salesperson Code? (Y)es or (N)o:

Type Y+ the Enter key to accept the new code.

Type N+ the Enter key to re-enter a new code. Return to Step 2.



Operating The Sales Analysis System

4. Name:

Type up to atwenty-four (24) character salesperson name and Enter.
Press F1 to replicate the previous sal esperson's name.

Press F4 to return to the Sales Analysis System Menu.

5. Manager Code:

Typeuptoatwo (2) character sal esperson manager code and Enter or type? to display
the Salesperson Code Sel ection window.

Press F2 to return to the previous input field.

6. Manager:

Type Y+ the Enter key if this salesperson is a manager.
Type N+ the Enter key if this salesperson is not a manager.
7. Terminated:

Typethetermination datefor thissalespersonin MM DD format and Enter . No dashes
or slashes are required. The system will insert the current century and year.

Press the Spacebar + the Enter key to bypass entering a termination date.
8. Comm Level 0:

Type alevel commission percentage for level zero and Enter. The percentage format
i$99.99.

Note: Levels 1-9 are the same input routine as level 0 in Step 8.
Repeat the input for each level of commission you intend to use.

9. Debit Account:

TypeaGeneral Ledger debit account number for sal esperson’'scommissionsand Enter
or type ? to display the Account Number Selection window.

10. Credit Account:

Type a General Ledger credit account number for salesperson's commissions and
Enter or type ?+ the Enter key to display the Account Number Selection window.

Note: If you should add commission account number sto the General
Ledger account master, you will need to relink the System Param-
eters on the Order Entry Definition Menu in order for the account
numbers to be recognized in Salesperson Masterfile Maintenance.

11. Is The Data Correct? (Y)es, (N)o, (C)ancel or (D)elete:
Type Y to accept the data and return to Step 2.
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Type N to edit the data and return to Step 4.

Type C to cancel theinput and return to the Sal esperson Sub-M enu without saving any
changes.

Note: Selecting (C)ancel will exit the program without saving any
parameter changes that have been made. Save changes? (Y)es or
(N)o:

Type 'Y to save the parameter settings and return to the Salesperson
Sub-Menu.

TypeN to not save changesand retur n to the Sal esper son Sub-Menu.
Type D to remove this salesperson from the system. Go to Step 2.

36



Operating The Sales Analysis System
Salesperson Sub-Menu

Overview

The Sales Analysis Salesperson Sub-Menu allows you to view or edit the percent of
commission for multiple levels (0-9). You can view the period-to-date, year-to-date
and prior year sales and amount of commission, all open invoices showing amount of

commission per invoice and sales and units sold by customer and by inventory item
period-to-date.
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Salesperson Summary

38

Overview

The Salesperson Summary displays the period-to-date, year-to-date and prior year
salesfor each sal esperson, the commissions paid period-to-date, year-to-date and prior
year and the salesperson's current reserve balance. These figures can be input upon
initialization of anew Sales Analysis system, aslong as the figures are available.
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Procedure
1. Choose Salesperson Summary on the Salesperson Sub-Menu.
2. 1s The Data Correct? (Y)es or (N)o:

Type Y if the sales figures displayed are correct and return to the Salesperson Sub-
Menu.

Type N to edit the sales figures and go to Step 3.

3. P-T-D Séles:

Type the period-to-date sales figure and Enter.

4. P-T-D Commission:

Type the period-to-date commission figure and Enter .

Press F2 to return to the previous input field.
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5.Y-T-D Sdes:

Type the year-to-date sales figure and Enter .

6. Y-T-D Commission:

Type the year-to-date commission figure and Enter.
7. Prior Yr Sales:

Type the prior year sales figure and Enter.

8. Prior Yr Commission:

Type the prior year commission figure and Enter.
9. Reserve Amount:

Type the reserve account amount for this salesperson and Enter. Return to Step 2.
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Salesperson Invoice Display

40

Overview

The Salesperson Invoice Display listsall invoicesnot yet purged from the Sal esperson
Invoice Masterfile. Invoicesare purged during 'Period-End Processing', with an option
to purge only if the invoice has been paid by the customer.

Information displayed includes invoice number and date, ship-to name, amount of the
invoice and the amount of calculated commission and any commission adjustments
made to the salesperson’s account. The display also reflects any adjustments made to
acommission amount on an invoice, showing the original amount of commission and
the new commission amount.
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Procedure

1. Choose Salesperson Invoice Display on the Salesperson Sub-Menu.
2. CRto Continue, F4 to Exit, Invoice Number:

Press the Enter key to advance the display to the next screen.

Press F4 to return to the Salesperson Sub-Menu.

Type an invoice number to advance the display to that invoice number.
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Salesperson By Customer By Item Display

Overview

The Salesperson By Customer By Item Display lists each customer code and name, the
item code and item description and the period-to-date units sold and salesdollars. This
information is purged during the Period-End Processing procedure.
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Procedure
1. Choose Salesperson By Customer By Item Display on the Salesperson Sub-Menu.

2. CR to Continue, F4 to Exit, Customer Code:

Press the Enter key to advance the display to the next screen.
Press F4 to return to the Salesperson Sub-Menu.

Type acustomer code to advance the display to that customer.
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Salesperson Weekly Sales

Overview

The Salesperson Weekly Sales displays the year, week of the year, product category,
salesand units, commission amount and number of ordersfor the selected salesperson.
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Salesperson Commission Maintenance

Overview

The Salesperson Commission Maintenance program is designed to let you edit the
commission amount on each invoice in the salesperson invoice file for the current
period. The display shows the invoice total, the amount of the invoice that had
commission and the original commission amount cal culated during invoice dataentry.
Y ou can only access the new commission amount field. These totals are listed on the
'Salesperson Invoice Report' on the Sales Analysis System Menul.
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Procedure

1. Choose Sal esperson Commission Maintenance on the Sales Analysis System Menu.
2. Salesperson:

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

Press F4 to return to the Sales Analysis System Menu.

3. Invoice Number:

Type the invoice number that you want to edit and Enter.
Press F2 to return to the previous input field.

4. 1s The Data Correct? (Y)es, (N)o or (E)nd:
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Type Y to accept the commission amount displayed. Go to Step 2.

Type N to edit the commission amount. Go to Step 5.

Type E to end the program and return to the Sales Analysis System Menu.
5. Commission Amount:

Type the new commission amount and Enter. Return to Step 4.
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Salesperson Commission Adjustments

Overview

Commission adjustments allows you to adjust the amount of commission on a
salesperson's account. This can be a positive or negative adjustment. The adjustment
isassigned anumber by the system and iswritten to the sal esperson'sinvoice masterfile
andisreflected onthe'Sal esperson Invoice Report' onthe Sales Analysis Report Menu.
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Procedure
1. Choose Salesperson Commission Adjustments on the Sales Analysis System Menu.
2. Salesperson:

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

Press F4 to return to the Sales Analysis System Menu.

3. Adjustment No:

Type in an existing adjustment number and Enter.

Press F1 to let the system assign the next available adjustment number.

Press F2 to return to the previous input field.
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46

4. Adjustment Date:

Press the Enter key to accept the application date displayed or override the date in
MMDD format and Enter. No dashes or slashes are required. The system will
automatically insert the current century and year.

5. Comment:

Type up to atwenty-four (24) character comment about this adjustment and Enter.
6. Commission Amount:

Type the amount of the commission and Enter.

Note: If the adjustment is a credit amount, enter a minus sign (-)
before the amount.

7.1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

TypeY to accept the adjustment amount. Go to Step 2.

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

Type D to remove this adjustment and return to Step 2.

Type E to end the program and return to the Sales Analysis System Menu.
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Period-End Processing

Overview

The Sales Analysis Period-End Processing must be performed at the end of each
accounting period. Prior to performing period-end processing, be sure that you have
updated all invoicesfor the period from the Order Entry system. Make surethe date on
the SalesAnalysis System Menuisset to thelast day of the current month and that you
haverun afinal copy of every analysisreport that you use. The dates of the last month
closed displaysin the upper right corner of your screen.

Period-End Processing sets all month-to-date totals to zero. The yearly totals remain
intact. If themonth of theapplication dateisthe same astheyear-end month you entered
inthe Sales Analysis Parameters, you should answer yesto perform year-end process-
ing so year-to-date totals will be set to zero.

Procedure

1. Choose Period-End Processing from the Sales Analysis System Menu.
2. Begin Period-End Processing for Sales Analysis? (Y)es or (No):
Type N to return to the Sales Analysis System Menu.

TypeY to continue period-end processing.

Note: Thismessagewill display onyour screen: "Warning: ThisWill
Clear All Period-To-Date Information. All Sales Analysis Reports
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Should Be Printed Before Update. Begin Sales Analysis Update?
(Y)esor (N)o. Type Y to continue the update or N to return to the
Sales Analysis System Menu to process your reports.

3. Begin Year-End Processing for Sales Analysis? (Y)es or (N)o:
TypeY to continue year-end processing and clear Y-T-D totals.

Type N to return to the Sales Analysis System Menu.
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4

SALES ANALYSIS REPORT

o000 O000000000000oo

SYSTEM

Order Entry Interface

Sales Analysis Report Menu

Salesperson Masterfile Report
Salesperson Invoice Report

Salesperson Invoice Report (Item Detail)
Salesperson by Customer by Item Report
Customer Analysis Report

Custmer Item Analysis Report

Inventory Item Report

Salesperson Summary Report
Salesperson Weekly Detail Report
Salesperson Weekly Sales Report
Salesperson Current Week Sales Report
Salesperson Commission Report
Salesperson Commission Report by Manager
Salesperson Customer Mailing Labels
Open Invoices By Salesperson
Salesperson Invoice Report (History)

S/A Report Writer
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Order Entry Interface

50

Overview

The Sales Analysissystem can generatefivedifferent salesreportsusing datareceived
from the Order Entry system. How you set up and operate your Order Entry system
affects the figures in Sales Analysis reports.

Before you can successfully operate your Sales Analysis system, you should review
several portionsof your Order Entry system. Sectionsrel ated to sal espersons, commis-
sions, and invoicetotalsaffect S’A. Thefollowing Order Entry elementsarerelated to
the Sales Analysis system:

The Commission type (gross profit, total sales, or none) is set in the parameter
section of the Order Entry system.

In Miscellaneous Code M aintenancefor Order Entry, you specified whether or not
predefined charges are subject to commission.

Y our list of salespersons and commission ratesis defined in Salesperson Mainte-
nance in the Order Entry options menu. If you del ete a salesperson, do not reuse
the sal esperson code until the beginning of anew fiscal year. If you use the same
code for two different salespersons, the year-to-date figureswill show thetotal of
the two salespersons.

For every order or invoice you enter in Order Entry system, you must indicate if
an item is subject to commission and assign a commission level 0-9 or N if no
commission level. The default for each item is defined in Item Masterfile
Maintenance in the Inventory Control system.

The Order Entry system cal culates the commission base for salespersons.

Salesdataistransferred to the Sales Analysis system from the Order Entry system
during the Daily Sales Journal & Update. After you print invoices, you must print
the Sales Journal, the Sal esperson Summary, Sales Tax Report and the Backorder
Report. Y ou must update the invoi ces before you can update to the Sales Analysis
system. Be sure you have compl eted the update process before attempting to print
Sales Analysis reports.
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Sales

Analysis Report Menu

Overview

The Sales Analysis system generates reports using data supplied by the Order Entry
system. Thereports generated are by salesperson, by item, period-to-date and year-to-
date sales dollars, customer summary reports and inventory item reports. Y ou should

run
whi

each of these reports before processing the period-end update. Y ou can decide
ch reports you will need to run that best suits your business needs.

Note: The available and used in the upper right hand corner of each
report screen reflects the number of records currently availablein
the analysis file and how many records have already been used.
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Salesperson Masterfile Report

52

Overview

The Salesperson Masterfile report list the salesperson code and name, the manager
code and name, commission percentage for levels 0-9 and termination information.
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Procedure
1. Choose Salesperson Masterfile Report on the Sales Analysis Report Menu.
2. First Salesperson:

Typethefirst salesperson codeto print and Enter or type ? to display the Salesperson
Code Selection window.

Press F4 to return to the Sales Analysis Report Menu.
3. Last Salesperson:

Typethelast salesperson code to print and Enter or type ? to display the Salesperson
Code Selection window.

Press F2 to return to the previous input field.

4. Include Terminated:

Type Y+ the Enter key if you want to include terminated sal espersons.
5. Select the appropriate printer for this report.
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Salesperson Masterfile Report Sample
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Salesperson Invoice Report

Overview

The Salesperson Invoice Report lists the order date, invoice date, invoice number,
customer code, customer ship-to name, invoice total, commissioned sales and total
commission. Reports totals are by salesperson and a combined report total.
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Procedure

1. Choose the Salesperson Invoice Report on the Sales Analysis Report Menu.
2. First Salesperson:

Typethefirst salesperson codeto print and Enter or type ? to display the Salesperson
Code Selection window.

3. Last Salesperson:

Typethelast salesperson code to print and Enter or type ? to display the Salesperson
Code Selection window.

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

Typethebeginninginvoicedatein MM DD format and Enter . No dashesor slashesare
required. The system will automatically insert the current century and year.
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Press the Enter key to print all invoices.
5. Last Date:

Type the ending invoice date in MM DD format and Enter. No dashes or slashes are
required. The system will insert the current century and year.

Press the Enter key to print all invoices.

6. Format Option:

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

7. PO Number:

Type Y + the Enter key to include the purchase order number on this report.
Type N+ the Enter key not to include the purchase order number.
8. Zero Commissions:

Type | + the Enter key to include invoices with zero commissions.
Type S+ the Enter key to skip zero commission invoices.

Type Z+ the Enter key to print only zero commission invoices.

9. Print Paid Only?

Type Y+ the Enter key to list only paid invoices on this report.
Type N+ the Enter key to list all invoices.

10. Select the appropriate printer for this report.

Note: The Salesperson Invoice Report totals include sales tax and
shipping charges.
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Salesperson Invoice Report Sample
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Salesperson Invoice Report (Item Detail)

Overview

The Salesperson Invoice Report with Item Detail prints invoice and inventory item
information by salesperson code. The report includes the invoice number and date,
customer code and ship-to name, item code and description, number of items shipped
and the total dollar amount.

The report totals include sales tax and shipping charges. Y ou can have the option to
print a detailed report, a summary only report or a combination of the two choices.
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Procedure

1. Choose the Salesperson Invoice Report (Item Detail) on the Sales Analysis Report
Menu.

2. First Salesperson:

Typethefirst salesperson codeto print and Enter or type ? to display the Salesperson
Code Selection window.

Press F4 to return to the Sales Analysis Report Menu.

3. Last Salesperson:

Typethelast salesperson code to print and Enter or type ? to display the Salesperson
Code Selection window.
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58

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

Typethebeginning invoicedatein MM DD format and Enter . No dashesor slashesare
required. The system will automatically insert the current century and year.

5. Last Date:

Type the ending invoice date in MMDD format and Enter. No dashes or slashes are
required. The system will automatically insert the current century and year.

6. Format Option:

Type 1+ the Enter key to to print the report in detail format.

Type 2+ the Enter key to print the report in detail and summary format.
Type 3+ the Enter key to print the report in summary format only.

7. Include PO:

Type Y + the Enter key to print the purchase order number on this report.
Type N+ the Enter key not to print the purchase order number.

8. Print Paid Only:

Type Y+ the Enter key to print paid invoices only.

Type N+ the Enter key to list all invoices on this report.

9. Select the appropriate printer for this report.
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Salesperson Invoice Report (ItemDetail) Sample
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Salesperson By Customer By Item Report

60

Overview

The Salesperson By Customer By Item Report lists by individual salesperson all
customer item purchasesfor the current accounting period. Information listed includes
customer code and name, item code and description, period-to-date units sold, period-
to-date average cost, period-to-date sales dollars and the percent of profit margin.
Report total s include customer, salesperson and a combined total for all salespersons.
This report does not include sales tax or shipping charges.
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Procedure

1. Choose Salesperson By Customer By Item Report on the Sales Analysis Report
Menu.

2. First Salesperson:

Typethefirst salesperson to print and Enter or type ? to display the Salesperson Code
Selection window.

3. Last Salesperson:

Typethelast salesperson to print and Enter or type ? to display the Salesperson Code
Selection window.

Press F2 to return to the previous input field.
4. First Customer:
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Type the last customer to print and Enter or type ? to display the Customer Code
Selection window.

5. Last Customer:

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

6. Options:

Type (D) for invoice detail or (S) to print asummary of one line per salesperson per
customer.

7. Select the appropriate printer for this report.
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Salesperson By Customer By ItemReportSample

L e

= B inhaE e i e e (e e o
2oki Halogmmn | 3 1w 3 Cesemman dEEII Ee SiGERLE bym Baieas LML
mrrEr T s T T T T ey

e T T T

P FL1 Bl i
i m— e e larm Sremnpsim Rl Brp Cam Fairm  Borgen
[CETE T [ b - S
B g g G [, =T Py P o .. i m - e

I S [Ty | 51 .. M. WL
sprmar Feval Ty -
[T 1) e W0 [ EE ] L 1.8 i AL E
Nilon Moy ol Tinp Comi®-S11E Teidal S0 B - Bl L .= W
1] 4 T | = i
HeHiB S ih. 1 il = s R ]
[T T BH Wi RN

62



Sales Analysis Reporting Menu

Customer Analysis Report

Overview

The Customer Analysis Report optionsinclude (C)ustomer code order, (P)eriod-to-
datesalesor (Y)ear-to-date sal es (in descending order). I nformati onincludes customer
code, customer name, period-to-date sales, period-to-date cost and profit margin
percentage, year-to-date sales, year-to-date cost and profit margin percentages.

If you answered Y to divisionsin the Accounts Receivable parameters, the sort order
by (C)ustomer will print totals by division. Report totals do not include sales tax or
shipping charges.
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Procedure

1. Choose Customer Analysis Report on the Sales Analysis Report Menu.
2. First Customer:

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

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.
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4. Sort Option:

Type 1+ the Enter key to sort this report in customer code order.
Type 2+ the Enter key to print in state code order.

Type 3+ the Enter key to sort this report by period-to-date sales.
Type 4+ the Enter key to sort this report by year-to-date sales.
Type 5+ the Enter key to sort this report by prior year-to-date sales.

Note: Ifyou selectto sortthisreport by either period-to-dateor year-
to-date sales, you will be prompted with an option to select the
number of top performing customers you want to include on this
report. For example, if you enter 50, thereport will print thetop fifty
customers with the highest sales dollars amount year-to-date.

5. Percent Option:

Type P+ the Enter key to calculate and print the profit margin for each customer.
Type S+ the Enter key to calculate and print the percentage of salesfor each customer.
6. Cost/Prior Y ear:

Type C+ the Enter key to include cost of sales dollars.

Type P+ the Enter key to print prior year sales dollars.

Type Y+ the Enter key to print sales for the period entered.

7. First Date:

Typethefirst datein MM DD format and Enter. No dashesor slashesarerequired. The
system will automatically insert the current century and year.

8. Last Date:

Typethelast datein MM DD format and Enter . No dashes or slashesarerequired. The
system will automatically insert the current century and year.

9. Select the appropriate printer for this report.
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Customer Analysis Report Sample
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Customer Item Analysis Report

66

Overview

The Customer Item Analysis Report hasthree sort options: the report can be printed in
item number order, in order by number of units sold and in order by the dollar amount
of sales.

You can select arange of customers, items and a specified date range. Y ou have the
option to print report by item, units or sales and by customer type.
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Procedure
1. Select Customer Item Analysis Report on the Sales Analysis Report Menu.
2. First Customer:

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

3. Last Customer:

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

4. First ltem:

Typethefirst valid inventory item code and Enter or type ? to display the Item Code
Selection window.
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5. Last Item:

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

6. First Date:

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

7. Last Date:

Type the last date to include in MM DD format and Enter. No dashes or slashes are
reguired. The system will insert the current century and year.

8. Sort Option:

Type 1+ the Enter key to sort this report by item code.
Type 2+ the Enter key to sort this report by units sold.
Type 3+ the Enter key to sort this report by sales dollars.

Note: The systemwill prompt you for the number of itemsto print per
customer or enter zero to list all.

9. Customer Type:

Typeuptofivecustomer typessideby side, nocommasor spacesrequired, or leavethis
field blank to list all.

10. Select the appropriate printer for this report.
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Customer Item Analysis Report Sample
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Inventory Item Report

Overview

The Inventory Item Report lists each item within a product (segment) category.
Information reported isitem code and description, units period-to-date, salesdollars
period-to-date, units year-to-date and sales dollars year-to-date. Report totals are
reflected in segment totals and a combined report total of all segments. Thetotalsdo
not include sales tax or shipping charges.
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Procedure
1. Choose Inventory Item Analysis Report on the Sales Analysis report Menu.
2. First To Print:

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

3. Last To Print:

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

Press F2 to return to the previous input field.
4. Sort Option:
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Type 1+ the Enter key to sort this report by inventory item code.
Type 2+ the Enter key to sort by P-T-D units.

Type 3+ the Enter key to sort by P-T-D sales.

Type 4+ the Enter key to sort by Y-T-D units.

Type 5+ the Enter key to sort by Y-T-D sales.

5. Include Cost:

TypeY+theEnter key to print P-T-D and Y-T-D salesand toinclude Y-T-D costson
this report.

Type N+ the Enter key to print P-T-D and Y-T-D units and sales.

6. Include Vendor:

Type Y+ the Enter key to include the item royalty vendor. Go to Step 7.
Type N+ the Enter key to exclude the royalty vendor. Go to Step 8.

7. Vendor Code:

Type the vendor code to include and Enter or leave blank for all vendors.

8. Select the appropriate printer for this report.
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Inventory Item Report Sample
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Salesperson Summary Report

72

Overview

The Salesperson Summary Report by (C)ommission lists PTD sales and commission,
YTD sales and commission and Prior Year sales and commission dollars. The
Salesperson Summary Report by (P)rofit Margin list PTD sales and profit and the
percentage of profit margin.

Totals are in summary form by salesperson and a combined report total for all
salespersons. Totals do not include sales tax and shipping charges.
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Procedure
1. Choose Salesperson Summary Report on the Sales Analysis Report Menu.

2. First Salesperson:

Type the first salesperson to print and Enter or type ? to display the Salesperson
Selection window.

3. Last Salesperson:

Type the last salesperson to print and Enter or type ? to display the Salesperson
Selection window.

4. Press F2 to return to the previous input field.
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5. Report Format:

Type C+ the Enter key to print sales and commission dollars.

Type P+ the Enter key to print sales and profit margin percentages.
6. Select the appropriate printer for this report.

73



Sales Analysis Reporting Menu

Salesperson Summary Report Sample
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Salesperson Weekly Detail Report

Overview

The Salesperson Weekly Detail Report can be printed by a salesperson or a group of
salespersonsfor specific weekswithin aspecific year. Totalsare by product categories
with an option to include invoices with zero commissions.
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Procedure

1. Choose Salesperson Weekly Detail Report on the Sales Analysis Report Menu.
2. First Salesperson:

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

Press F4 to return to the Sales Analysis Report Menu.
3. Last Salesperson:

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

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

Press the Enter key to accept the default year displayed or type the year to print in
YYYY format and Enter.
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5. First Week Number:

Pressthe Enter key to accept the default week displayed or typethefirst week to print
and Enter.

6. Last Week Number:

Pressthe Enter key to accept the default week displayed or typethefirst week to print
and Enter.

7. Zero Commissions:

Type Y+ the Enter key to include sales with zero commission amounts.
Type N+ the Enter key not to list zero commission amounts.

8. Product Category:

Type the product category to highlight on this report and Enter or type ?+ the Enter
key to display the Product Category Selection window.

9. Select the appropriate printer for this report.
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Salesperson Weekly Detail Report Sample
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Salesperson Weekly Sales Report
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Overview

The Salesperson Weekly Sales Report lists units and sales for each week specified,
prior year sales and units and a salesperson summary by week showing minimum and
maximum variances.
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Procedure
1. Choose Salesperson Weekly Sales Report on the Sales Analysis Report Menu.
2. First Salesperson:

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

Press F4 to return to the Sales Analysis Report Menu.
3. Last Salesperson:

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

Press F2 to return to the previous input field.
4. Terminated:
Type Y+ the Enter key to include terminated salespersons on this report.
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Type N+ the Enter key to exclude terminated salespersons on this report.
5. Sales Year:

Press the Enter key to accept the default year displayed or type the year to print in
YYYY format and Enter.

6. First Week Number:

Pressthe Enter key to accept the default week displayed or typethefirst week to print
and Enter.

7. Last Week Number:

Pressthe Enter key to accept the default week displayed or typethefirst week to print
and Enter.

8. Zero Commissions:

Type Y+ the Enter key to include sales with zero commission amounts.
Type N+ the Enter key not to list zero commission amounts.

9. Product Category 1.

Type the first product category to print and Enter or type ? to display the Product
Category Selection window.

10. Product Category 2:

Type the second product category to print and Enter or type ? to display the Product
Category Selection window.

11. Order Type:

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

Note: Order type must be set in 'Sales Analysis Parameters' on the
Sales Analysis Definition Menu.

12. File Export:
Type P+ the Enter key to print this report to a printer.

Type F+ the Enter key to export this report to a file (SAWSAL.TXT) in the /TOP/
EXPORT directory.

Type U+ the Enter key to use UnForm to format more lines per page on this report.
13. Select the appropriate printer for this report.
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Salesperson Weekly Sales Report Sample
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Salesperson Current Week Sales Report

Overview

The Salesperson Current Week Sales Report can be printed by a salesperson or agroup
of salespersons for a specific week within a given year. Totals are by product
categories, withan optiontoincludeinvoiceswith zero commissionsand specific order

types.
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Procedure
1. Choose Sal esperson Current Week Sal es Report on the Sales Analysis Report Menu.
2. First Salesperson:

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

Press F4 to return to the Sales Analysis Report Menu.
3. Last Salesperson:

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

Press F2 to return to the previous input field.
4. SalesYear:
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Press the Enter key to accept the default year displayed or type the year to print in
YYYY format and Enter.

5. Week Number:

Type the week number to print and press the Enter key.

6. Managers:

Type Y + the Enter key to include manager sales on the weekly report.
Type N+ the Enter key not to include manager sales.

7. Zero Commissions:

Type Y+ the Enter key to include sales with zero commission amounts.
Type N+ the Enter key not to list zero commission amounts.

8. Product Category 1.

Type the first product category to print and Enter or type ? to display the Product
Category Selection window.

9. Product Category 2:

Type the second product category to print and Enter or type ? to display the Product
Category Selection window.

10. Order Type:

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

Note: Order type must be set in 'Sales Analysis Parameters' on the
Sales Analysis Definition Menu.

11. Select the appropriate printer for this report.
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Salesperson CurrentWeek Sales ReportSample
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Salesperson Commission Report

84

Overview

The Salesperson Commission Report lists totals for each salesperson selected for this
report. The information includes the invoice number and date, the ship-to name,
address and tel ephone number, the product category of theitems sold, the sales dollar
amount and the amount of commission calculated for this category.

The report summarizes the product categories, commissions and reserve amounts by
salesperson.
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Procedure

1. Choose Salesperson Commission Report on the Sales Analysis Report Menu.
2. First Salesperson:

Typethefirst salesperson codeto print and Enter or type ? to display the Salesperson
Code Selection window.

3. Last Salesperson:

Typethelast salesperson code to print and Enter or type ? to display the Salesperson
Code Selection window.

Press F2 to return to the previous input field.
4. First Date:
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Typethebeginning invoicedatein MM DD format and Enter . No dashesor slashesare
required. The system will automatically insert the current century and year.

Press the Spacebar to print all invoices.
5. Last Date:

Type the ending invoice date in MM DD format and Enter. No dashes or slashes are
required. The system will automatically insert the current century and year.

Press the Spacebar to print all invoices.

6. Commissions:

Type Y+ the Enter key to list sales with zero commissions.
Type N+ the Enter key not to include zero commissions.

7. Select the appropriate printer for this report.
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Salesperson Commission Report Sample
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Salesperson Commission Report By Manager

Overview

The Salesperson Commission Report By Manager list the invoices for each manager
within a specified date range. Information listed includes each invoice number and
date, ship-to name, address and tel ephone number, product cagegory salesdollarsand
amount of commission for each invoice.
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Procedure

1. Choose Sal esperson Commission Report By Manager on the Sales Analysis Report
Menu.

2. First Manager:

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

3. Last Salesperson:

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

Press F2 to return to the previous input field.

4. First Date:
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Type the beginning date in MMDD format and Enter. No dashes or slashes are
required. The system will automatically insert the current century and year.

5. Last Date:

Typethe ending datein MMDD format and Enter. No dashes or slashes are required.
The system will automatically insert the current century and year.
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SalespersonCommissionByManagerReportSample
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Salesperson Customer Mailing Labels

90

Overview

The Salesperson Customer Mailing Labels allows you to print one inch labels for a
salesperson for territories within specified zip codes. The labels print the customer
name and address and the date last sold month and year.
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Procedure

1. Choose Salesperson Customer Mailing Labels on the Sales Analysis Report Menu.
2. Salesperson Code:

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

Press F4 to abort the label print and return to the Sales Analysis Report Menu.
3. Zip Code:

Type the zip code numbers that you want to print labels for and Enter after each
selection.

Press F2 to return to the previous input field.
Note: There are one-hundred-four (104) zip code selections.

4. Select the appropriate printer for this report.
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Salesperson Customer Mailing Labels Sample
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Open Invoices By Salesperson

92

Overview

TheOpen InvoicesBy Sal esperson Report can be printed for one sal esperson or arange
of salespersons within a specified aging date with an option to include invoices only
with a commission amount.

Listing includesinvoicenumber and date, number of daysto pay, ship-to name, address
and telephone number, purchase order number, order type and invoice totals.
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Procedure
1. Select Open Invoices By Salesperson on the Sales Analysis Report Menu.
2. First Salesperson:

Typethefirst salesperson codeto print and Enter or type ? to display the Salesperson
Code Selection window.

Press F4 to abort the report and return to the Sales Analysis Report Menu.
3. Last Salesperson:

Typethelast salesperson code to print and Enter or type ? to display the Salesperson
Code Selection window.

Press F2 to return to the previous input field.



Sales Analysis Reporting Menu

4. Aging Date:

Typethedateto ageinvoicesfromin MMDD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

5. Past Due Days:
Type the number of days past due that you want to age invoices from and Enter.
6. Commissions:

TypeY +the Enter key to only include invoices on thisreport that are associated with
acommission.

Type N+ the Enter key not to include invoices with commission only.

7. Select the appropriate printer for this report.
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Open Invoices By Salesperson Report Sample
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Salesperson Invoice Report (History)

Overview

This report is designed to reflect a salesperson's invoice and payment history within
specific date ranges. Y ou have the option to print detailed and summary formats, to
include purchase order numbers, to print paid invoices only and include cash receipts

history.
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Procedure

1. Select Salesperson Invoice Report From Invoice History on the Sales Analysis
Report Menu.

2. First Salesperson:

Typethefirst salesperson for thisreport and Enter or type? to display the Salesperson
Code Selection window.

Press F4 to return to the Sales Analysis Definition Menu.
3. Last Salesperson:

Typethelast salesperson for thisreport and Enter or type ? to display the Salesperson
Code Selection window.

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

Type the first invoice date to include on this report in MM DD format and Enter. No
dashes or slashes are required. The system will insert the current century and year.

5. Last Inv Date:

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

6. First C/R Date:

Typethefirst cash receipt date to include on thisreport in MMDD format and Enter .
No dashes or slashes are required. The system will insert the current century and year.

7. Last C/R Date:

Type the last cash receipt date to include on thisreport in MM DD format and Enter.
No dashes or slashes are required. The system will insert the current century and year.

8. Format:

Type 1+ the Enter key to to print the report in detail format.

Type 2+ the Enter key to print the report in detail and summary format.
Type 3+ the Enter key to print the report in summary format only.

Type 4+ the Enter key to print the invoice header information only. Go to Step 8.
7. Include PO:

Type Y + the Enter key to print the purchase order number on this report.
Type N+ the Enter key not to print the purchase order number.

8. Print Paid Only:

Type Y+ the Enter key to print paid invoices only.

Type N+ the Enter key to list all invoices on this report.

9. Include C/R Detail:

Type Y+ the Enter key to include cash receipt payment detail on this report.
Type N+ the Enter key to exclude cash receipt information.

10. Select the appropriate printer for this report.
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Salesperson Invoice Report Sample
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Sales Analysis Options Menu

Overview

The Sales Analysis Options Menu alows you to view customer sales, item sales,
salesperson by customer by item sales, salespersons invoices and salespersons sales
summary. Y ou can maintain salesperson percentages or add new salespersonsfromthe
options menu. See how to access an options menu in the "TOP Introduction’ section
elsewhere in this manual.
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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 the next two months. Press
F4 to return to the Sales Analysis 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 placesinthe system. PressF9to exit the cal cul ator program and
return to the Sales Analysis Options Menu.

Note: See the "TOP Introduction' section elsewhere in this manual.
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Customer Sales

Period-To-Date and Y ear-To-Date cost and sales dollars display in customer code
order. Press the Enter key to continue the display or enter a valid customer code to
advance the display forward or backward. Press F4 to return to the Sales Analysis
Options Menu.

Item Sales

Period-To-Date and Y ear-To-Date units and sales dollars display in item code order.
Press the Enter key to continue the display or enter avalid item code to advance the
display forward or backward. Press F4 to return to the Sales Analysis Options Menu.

Salesperson by Customer by Item

Period-To-Dateunits, cost and salesdollarsdisplay in salesperson codeorder. Pressthe
Enter key to continue the display or enter a valid salesperson code to advance the
display forward or backward. Press F4 to return to the Sales Analysis Options Menu.

Salesperson I nvoices

All invoices for the current period display in salesperson code order. Information
includesinvoice number, customer code and name, total amount of each invoice, total
amount of saleswith commission and the amount of commission calculated. Pressthe
Enter key to continue the display or enter a valid salesperson code to advance the
display forward or backward. Press F4 to return to the Sales Analysis Options Menu

Salesperson Summary

Total salesfor each salesperson processed during this period is summarized into sales
and commission Period-to-dateand Y ear-To-Date. Pressthe Enter key to continuethe
display or enter avalid salesperson code to advance the display forward or backward.
Press F4 to return to the Sales Analysis Options Menu

Salesper son Display

Y ou can view existing salespersons in salesperson display. See 'Salesperson Mainte-
nance' located elsewhere in this section.
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