errtrr=rs ORDER PROCESSING

Introduction

This section of the manual will take the user through a conceptual overview of the Order
Processing Module; the setup process that is required to define the codes, settings and tables
used in the module, and training on the mechanics of the software. The steps are as follows:

A. Review of your current process — We will need to review your current process for the
handling of Sales Orders or Counter Sales; this would include any sale that is not the result of
a Job or Repair. We will be reviewing Pricing Strategies and any Contract Pricing you may
currently have in place. We will also be looking at the individual User settings for each of your
employees and/or workstations; this will include System Security levels and Printer options. All
of this will aid us in the setup and training phases of the Order Processing Module. Basically
we will be reviewing your response to the Order Processing questions outlined in the Survey
Section on the manual.

. Conceptual Overview of the code structure for the Order Processing Module — This
step involves the review of the basic setup required for the Order Processing Module to
function properly. This step is necessary to insure the user has a good understanding of how
the system works and is able to prepare the information needed for Basic File Maintenance
training.

. Basic File Maintenance Training — File maintenance training is what we refer to when
training the user how to enter the basic information that is the foundation of the system.

. Core Process Training — This phase of the training will vary somewhat from company to
company but the main emphasis will be on how to generate and invoice Customer Sales
Orders as well as the reports that will assist you in maintaining these processes. This module
also contains the necessary settings for each system user; we will be covering the process of
adding new users and the maintenance of existing users.

E. Advanced File Maintenance and Processing Overview — This step will cover additional
file maintenance items that were not covered during the Basic File Maintenance Training and
will include the creation and maintenance of any Pricing Tables or Contract Pricing options you
may require

F. Advanced Process Training — This step will cover the more advanced options of the Order
Processing System.

G. Month End Processing — This step will cover additional reporting features of the system and
any processing recommended for month-end and year-end. This step usually does not take
place until after you are live on the system and have processed through your first month.
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A. CURRENT PROCESS REVIEW

In the Installation Overview you will find a list of questions that will assist us in reviewing your
current processes, determining who will be responsible for making decisions on how the Order
Processing Modes will be set up, and identifying the individuals that will need to be trained on
different aspects of the Software.

B. CONCEPTUAL OVERVIEW OF THE CODE STRUCTURE

In this section we will review the setup code requirements for the Order Processing module. It is
important that you have a grasp of what these codes are used for and how they affect different
aspects of the system.

Order/Invoice Line Code — Each Order is made up of individual detail lines that represent
items the customer will be purchasing. These lines may also include any special type of line such
as Memo lines, Freight charges, Restocking Fees, etc.

1. Line Codes control how the General Ledger and Inventory Control modules are affected by
the Sales Register update and must be defined before you enter orders/invoices.

2. Each Line Code is assigned one of 5 Line Types:
S: Regular Sales/Stock Item
N: Non Stock Item
M: Memo
O: Other
P: Special Distribution
Each of these types has different setting requirements.

. Each Line Code may be assigned a product type which specifies how the item is handled

during order/invoice entry and when updating the Sales Analysis module.

Line Codes are one character in length and may be alpha or numeric. You will find several
standard settings or line codes already exist and they may be all that you will need to begin
processing. However, it is possible to add to these later if necessary.
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What you will need before we can begin the training on Order/Invoice Line Codes:
1. Individuals to be trained must have completed System Navigation training.
2. The GL Chart of Account must be established.
3. At least one Inventory Product Type must be defined in Inventory Maintenance.
4. At least one Stock and one Non Stock AR Distribution Code must be defined (this will be
set up by your Project Manager).
. One Character Line Code for each additional order line code needed.
. A Line Code Description for each line code.
7. A Line Type for each line code.

Order/Invoice Terminal Maintenance - A terminal record can be defined for each terminal
utilized for entering orders/invoices. Use this task to define operating information for those
terminals. The system will automatically setup this record for a user with the default values.

1. Use this option to set up Terminal records by User ID.
2. You will use this option to set a default warehouse for order entry.
3. It also allows you to define printer interfaces for order counter top and receipt printers.

Especially important to the Order/Invoice Processing module is the definition of printer interface
information for counter printers configured on the system. The printer is accessed during order
and invoice entry in an over-the-counter sales environment.

What you will need before we can begin the training on Order/Invoice Terminal Maintenance:

1. Each user requiring a terminal record must first be set up in System Maintenance under
User Maintenance. We will be using their User ID during this process.

2. At least one printer must be set up to use as a default setting. Later this information may
be replaced or added to as all of your system printers are set up. For now, we will need at
least one printer setting

3. One Inventory Warehouse must be set up in Inventory Maintenance under Warehouse
Maintenance.
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C. BASIC FILE MAINTENANCE TRAINING

Distribution= Order Processing=> Maintenance = Order/Invoice Line Code
Maintenance

In this section we will train the user on how to add and maintain the codes for the Order/Invoice
Processing Module.
What will be covered in this section:

1. Order/Invoice Line Codes

2. Order/Invoice Terminal Records

Prerequisites:
1. Individuals to be trained must have completed System Navigation training
2. Information to be entered into each Line Code and Terminal Record has been determined
and is available
. At least 2 Accounts Receivable Distribution codes must be established, one for Stock items
and one for Non Stock items.
. Purchase Order Line Codes for Stock and Non Stock items must be established
. All system users have been assigned a USER ID and are entered into System Maintenance
. At least one printer has been configured and set up
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Order/Invoice Line Code Maintenance

The information to be entered and maintained during this training session is the Line code, the
Line code description, the Line TYPE, the Message type, the line code’s GL Sales Account, whether
the line is Taxable, Drop Ship information, Product Type processing/Default Product Type, PO Line

Code and Distribution Code.
A4 order /Invoice =10 x|

Fle Edit Favorites Help
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Line Code Field Options
Line Code:
-Enter a one character alphanumeric Order/Invoice line code

All codes are case sensitive.
-Select F3, the magnifying glass or the Right Button of your mouse to perform a Lookup i

this field to select from a list of valid codes.

If you are entering a NEW Order/Invoice Line Code you will receive the following prompt:
“Is this a New Record?”

-Select “YES" to proceed with entering a new line code

-Select "NO” or “Cancel” to return to the line code field.

-If you are entering an existing line code the line code information will be displayed.

Description: Enter up to a 20 character description
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Line Type: You can assign one of five different types to a line code. The selected type
requires accessibility to different fields on a detail line. Some types require less input.

S Regular Sale

The regular sale type is most commonly used for order/invoice detail lines containing
standard or stock inventory or drop ship items. This line code type assumes that the general
ledger revenue account for a line is determined from the inventory item being sold or from
the customer profile information.

N Non-stock

Use the non-stock type to order and invoice any item not in the Inventory masterfile. The sale
of non-stock items requires that general ledger accounts for revenue, cost of goods sold, and
inventory be defined for the line code (see Determine Accounts Receivable Distribution Codes
further in this section). Product type processing must also be defined for non-stock lines.
Non-stock line types do not affect inventory quantities during order/invoice entry or the Sales
Register update. Sales analysis data may be updated if the Product Type Processing field is
set to E or D.

M Message
An M type provides the capability to put messages on an order or invoice. To enable this
feature, one M type line code should always be established. Because type M lines do not
reference a product or allow for a price entry, they have no effect on the Accounts
Receivable, Inventory Control, General Ledger, or Sales Analysis modules during the Sales
Register update process.

O Other
Otheris used primarily to define a special charge or priced message line. You may want to
have several type O lines defined, each as a separate line code and description (e.g., Service
Charge, Restocking fee, Extended Warranty). During order/invoice entry, the descriptions for
type O lines are displayed and may be overridden on an individual line basis if desired.

A general ledger revenue account must be assigned for type O lines. When invoices with type
O lines are updated, this account is used in lieu of any other revenue account to make
general ledger postings. Because these lines denote a service or other non-inventory billing
items, no general ledger accounts need be provided for cost of goods sold or inventory asset
accounts.

P  Special Distribution Line
Type P lines provide the capability of distribution changing the general ledger posting
accounts for an individual line in an order or invoice. This is useful when a particular line
should be posted to a special revenue account, as in the case of a salesperson’s samples or
promotional items. Type P lines require an inventory item number during order/invoice entry,
and affect the Accounts Receivable, Inventory Control, General Ledger, and Sales Analysis
modules during the Sales Register update process. You may set up as many Type P lines as
required to meet your particular needs.

At a minimum, ACS recommends that the following line codes and descriptions be established:
9
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Type Description
S Standard inventory item stocked at one or more warehouses. At least one type S
line code must be established for the module to work properly.

Non-stock item that may be a drop ship item or any product not currently
stocked (has no assigned part number).

Message line that enables a customer message to be printed on an order or
invoice. No price is associated with a message line.

Priced line such used in Repair Billing or other charges like Restocking Charge,
Extended Warranty, Service Charge, or other non-inventory item for which a
price is entered. If the priced messages are given numerical line item codes,
they appear at the beginning of the windowed line code lookup.

Message Type: This field is accessible when you enter M in the Line Type field.
-Enter I if the message prints on an invoice.

-Enter O if the message prints on an order.

-Enter B if the message prints on both.

-Enter N if the message is to print on neither the invoice nor the order.

G/L Sales Account: This field is accessible when you enter O in the Line Type field. This
will be the GL account used when posting sales for this item.

-Enter a valid general ledger account.

-Perform a Lookup in this field to select from a list of valid accounts.

Taxable: This field is accessible when you enter S, N, P, or O in the Line Type field.
-Select this field if this line code describes a taxable item.
-Leave this field blank if the line code describes a non-taxable item.

When you check this field, calculation of sales tax is dependent on the tax code associated
with the invoice.

Drop Ship: Not used. Leave blank.

Product Type Processing: This field is accessible when you enter N, P, or O in the Line
Type field.

-Enter E to enter/assign a product type at the time of entry.

-Enter N if no type processing is required.

-Enter D to use the default product type.
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A product type specifies how the item is handled during order/invoice entry and when
updating the Sales Analysis module. For a more detailed explanation of Product Type,
please see the Inventory Basic File Maintenance training section of your manual.

Default Product Type: This field is accessible when you enter D in the Product Type
Processing field.

-Enter a default product type to be used each time this line code is selected.

-Perform a Lookup in this field to select from a list of valid product types.

PO Line Code: This field is to be used in conjunction with your N, O and S line codes
when generating a Purchase Order directly from a Sales Order. Although this is not a
mandatory field, it does allow the user to pre-determine which PO line codes will be used
when the PO is created.

-Enter a 2 character Purchase Order Line Code

-Perform a Lookup to select from a list of valid PO Line Codes.

-Hit entry to bypass the field, leaving it blank.

For detail training information regarding PO Line Codes, please see the Purchase Order
Basic File Maintenance Training section of your manual.

NOTE: It will be necessary to have these line codes established in your Purchase Order
module before this information can be used in Order Processing.

Distribution Code: This field is accessible when you enter N or P in the Line Type field or
for S types assigned a drop ship.

-Enter a valid distribution code.

-Perform a Lookup to select from a list of valid distribution codes.

For detail training information regarding Distribution Code, please see the Accounts
Receivable Basic File Maintenance Training section of your manual

Generally, an AR Distribution Code will be created for Stock Items and assigned to each item in
Inventory maintenance. An AR Distribution Code for Non Stock items will also be created to
control the GL postings for Non Stock sales.

OK/Cancel/Delete

OK — Accepts data, clears screen and returns to the Order/Invoice Line Code field.

Cancel — Do not accept what has been entered, clear screen and return to the
Order/Invoice Line Code field.

Delete — Delete the entry from the file. When the Delete button is chosen you will see the
following message: “Are you sure you want to delete?”




Application Computer Systems, Inc.
Order Processing

Order/Invoice Terminal Maintenance

A terminal record can be defined for each terminal utilized for entering orders/invoices. Use this
task to define operating information for those terminals. You can also set a default warehouse for
order entry and define printer interfaces.

The Basic File Maintenance training for Order/Invoice Terminal Maintenance will not cover Tape
Receipt printers. The definition of printer interface information for tape receipt printers will be
reviewed in the Advanced File Maintenance Training portion of Order/Invoice Processing.

A t::rder,‘-"Invo'iéi
File Edit Favorites Help
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Counter Printer Selected |PP
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Terminal ID Field Options

Terminal ID: Enter the 3 character User ID for the terminal record to be created.
EXAMPLE: If Sally Jones logs in as SDJ, than a terminal record SDJ would need to be
created.

When you enter an existing code, the description and associated information for the code
is displayed.

If the code does not exist the system issues the prompt: “Is this a New Record?”
-Select “"YES" to continue

-Select "NO” to return to the Terminal ID field

-Select “Cancel to return to the Terminal ID field.

The following 5 fields will be covered in Advanced File Maintenance Training section of this
module.
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Terminal transparency ON
Terminal Transparency Off
Cash Box Port ID

Hex Code To Open
Number of Repetitions

Skip Warehouse Entry:

-Select this option to skip the Warehouse field in each item detail line during order/invoice
entry.

-Leave this option blank to require user to enter a warehouse on each item detail line.

NOTE: Skipping warehouse entry is helpful for companies with only one warehouse, or in a
multiple warehouse situation where a default warehouse is assigned.

NOTE: The Warehouse Entry Required for Drop Ship field in the Parameter Maintenance task
takes precedence over selections made in this field. Therefore, if this option is selected, this
parameter has no affect when entering drop ship items.

Because it is possible to generate a Purchase Order directly from a Sales Order, you will find Drop
Ship instructions in the Sales Order Core Processing section of your manual.

Default Warehouse:
-Enter a warehouse code.
-Perform a Lookup to select from a list of valid warehouses.

If desired, a different default warehouse can be assigned to each defined terminal.

NOTE: When printing orders on-demand from within Order Entry, only items from the
default warehouse are printed.

Valid Counter Printers:

-Enter 1 to 4 printer ID codes of the printer(s) accessed by this terminal.
-Press Return to leave blank.

NOTE: Enter codes in a continuous string (e.g., P1P2LP).

Counter Printer Selected:

-Enter the 2-character printer ID of the default counter printer for on-demand printing of
orders/invoices.

This field is updated automatically if another printer is selected during order/invoice entry.
REMEMBER, only the printers listed in your VALID COUNT PRINTER option may be used
when printing Orders or Invoices. If no printer is entered your default system printer will
be used.

The remaining three fields will be covered in Advanced File Maintenance Training section of
this module.

13
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Valid Receipt Printers
Receipt Printer Selected
Receipt Printer Port ID

OK/Cancel/Delete

OK — Accepts data, clears the screen and returns to the Order/Invoice Line Code field.
Cancel — Does not accept what has been entered, clear screen and return to the
Order/Invoice Line Code field.

Delete — Delete the entry from the file. When the Delete button is chosen you will see the
following message: “Are you sure you want to Delete?”

There are basic settings and information that must be available before we can begin the Core
Process Training for Sales Order Processing.

D. CORE PROCESS TRAINING

This section of the training’s main emphasis will be on how to generate and invoice Customer
Sales Orders as well as the reports that will assist you in maintaining these processes. This
module also contains the necessary settings for each system user; we will be covering the process
of adding new users and the maintenance of existing users.

Prerequisites:
1. Individuals to be trained must have completed BASIC File Maintenance Training
2. Information to be entered into each Line Code and Terminal Record has been determined
and is available
. The General Ledger Chart of Accounts must be entered
. At least 2 Accounts Receivable Distribution codes must be established, one for Stock items
and one for Non Stock items
. Purchase Order Line Codes for Stock and Non Stock items must be established
. At least one default Warehouse ID must be established
. All system users have been assigned a USER ID and are entered into System Maintenance
. An OP Terminal record must be created for each User ID
. At least one printer has been configured and set up
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Order Entry
Distribution 2»Order Processing = Processing = Order Entry

Use this task to enter the information necessary to generate a customer sales order or credit,
locate an existing order, or create an itemized quotation or bid. Orders are retained in the order
entry file until they are shipped and invoiced and the sales register update is performed. Historical
invoices are maintained unless purged. When you finish entering the order, a pick list or
acknowledgement can be printed from this task.

Upon selecting Order Entry, your system will open a “blank” sales order and display the following

screen.

Default Scheduled Ship Date For These EntriesIU?ﬂ 2/09
Irventony Will Be Committed If Scheduled To Ship Beforeluﬁgz?ﬂ 1]

(0]:8 Cancel |

|vEI.O. |opc_d. |Is The Abowve Information © |Char | |PP v

Default Scheduled Ship Date For These Entries:

-Enter the default date for shipping

-Press Return to accept the default. The default will be the current date plus any amount
entered in the Average Lead Time field of the Parameter Maintenance task. (These
parameters will be pre-set by your ACS Project Manager and will be determined during
the review of your current processes.)

NOTE: The entered date applies to all orders you process in this batch.

Inventory Will Be Committed If Scheduled To Ship Before:

-Enter the default commitment date.

-Press Return to select the default. The default is the current date plus any amount
entered in the # Of Days To Commit In Future field of the Parameter Maintenance task.

The decision to commit inventory is based upon the item’s scheduled shipping date and the
commitment date. If the scheduled shipping date falls on or before the commitment date, the
inventory items are committed and displayed on the picking list for the order. Otherwise, stock
remains uncommitted until the order is selected in the Commit and Release Future Orders task, or
items are individually committed in the Order Entry and Invoice Entry tasks.

NOTE: A committed item remains committed until it is invoiced and the invoice is updated, or
until the applicable line item (or entire order) is deleted or uncommitted in the Order Entry and
Invoice Entry tasks.

15
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Header Information

File Edt Favorites Help
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Customer: Valid customer options are listed at the bottom of the screen.

-Enter a valid customer number

-Press “F2" to create a new customer with the next available customer number (See
Creating a New Customer later in this section).

-Perform a Lookup to select from a list of customer numbers

-Enter C to select the number entered in the Standard Cash Customer Number field of the
Parameter Maintenance task. (This parameter will be pre-set by your ACS Project Manager
and will be determined during the review of your current processes.)

When you enter an existing customer, their name and address is displayed.

If the Display Credit Info in Order Entry field in the Order Processing Credit Management
Parameters task is set to A, the Customer Aging window automatically appears showing
the customer’s credit limit, the amounts used for open orders/invoices, backorders, and
remaining credit. The window also shows if the customer is on credit hold.
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S customer Agingﬁ

Future IT
Currentw
30 Days IW
1} Daysl 0.00
90 Daws IW
120Days[30567308
Balance W
Credit Limit f000.00000

If the Display Credit Info in Order Entry field in the Order Processing Credit Management
Parameters task is set to R, the Customer Crediit Status window does not display
automatically but you can still access it by pressing F2 from the Order field.

Credit Limit [5000,00000

Open Invoices IW

Open Orders{Jobs W
Open B/O's I 15.778.40

Held Orders IW

Credit Left I4458,24D.14
Ower |1 20 Days ISDE,S?S.DB

Custamer Hald [

After you close the Customer Credit Status window, any Customer Comments associated
with the customer are displayed and order entry continues from the Order field.

/B customer Comments

Please Be Sure That Customer Provides AN alid
Purchase Order Mumber \With Each Order.
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The Order Entry screen is divided into four sections. In the upper section (header) fields you enter
customer information, including name, billing address, shipping address, and order number. In
most cases, this information is automatically retrieved from the Accounts Receivable customer

files. The remaining sections or “tabs” include your Ribbon information, Order Detail information
and Footer information.

Entering an Order
Order:
-Hit ENTER to access the first open order number on file for this customer
-Press "F1” to create a new order with the next available order number
-Perform a Lookup to select from a list of order numbers for this customer
-Press “F4” to return to the Customer field

Creating an order or credit from an existing Order or from History information will be
covered later in this section.

Ship To:

-Hit Enter to leave the Ship To address the same as the billing address

-Select “F1” to Add a New Ship To address

-Select “F2" to return to the Order# field

-Perform a Lookup to select from a list of existing Ship To addresses.

-Enter 99 to access the ship to detail lines to manually type in temporary ship to

information.
Ship To options will be covered in detail later in this section.

S order Entry (ACS MASTE
Fle Edit Favorites Help
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BY: This field will be populated using the USER ID of the user that is logged on to this
workstation.

After Ship To information has been selected or entered; if the existing order# you have is a
QUOTE, your system will issue the following prompt:

“Do you wish to convert the Quote to an Order?”

-Select “Yes” to convert the quote to a sales order

-Select “"No” or “Cancel” to continue without converting Quote

NOTE: Once converted, a sales order may not be converted back to a quote.

Upon completion of the header information, the system issues the prompt:

“Is The Heading Info Correct?” <F1>= Change Customer
(Located at the bottom of your screen)

-Select "OK” to continue processing this order

-Select “Cancel” to return to the Customer number field

-Select “Delete” to delete the entire Order

-Select "F1” to be taken to the Customer field to change this order to a new Customer
See Changing Sales Order Customer later in this section.

When you accept the header information the system displays the order entry code defaults for
this customer in the Ribbon section of the screen. These defaults were established in Accounts

Receivable, Inventory Control, and Order/Invoice Processing maintenance tasks and can be over-
ridden if desired.

Ribbon Information
The Customer Profile information in AR Customer Maintenance is used to populate the
TYPE and PRICING field of your ribbon information and cannot be accessed.
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Fibban | Detail | FUDter'

TypeIA IDeaIer Pricing IDLR IDeaIer

OrderTypeIS_ IW SalespersonlﬁlJudy D. Peterson
Order Date W Stel Messagelr |Return Paolicy
Ship Date W Territorylw IWestern .S,
Expires Ii Sales Tax W Califoria State

PO Numberl List Pricel Current List Price
PO Rel Numberl

hisc Numberl
Ship ViaIUPS GCD

Sales DiscIA ICIassADeaIer
Terms|4 |2°/o1D Diagys - Met 30
Distribution IA1 |Pr0du1:t Adlocation 1

Order Type:

-Enter S if the order is a sale

-Enter Q if the order is a quote

-Press “"OK” or Enter to accept the default

-Select “"F2" to return to the order Header information

Use an S/standard sales order to record information necessary for processing, shipping,
and invoicing an order.

Use a Q/quote to produce an itemized quotation or bid containing the same information as
that of a sales order. The quote may be printed and given to the customer and later
converted to a sales order if desired.

NOTE: Until you reach the detail line entry process of order entry, you can change an
order type from S to Q (or vice versa) without any restrictions. When recalling an existing
order or “backing up” to the Order Type field from detail line entry, you can convert from Q
to S, but it is not possible to change from S to Q. If this is necessary, the order must be
deleted and re-entered.

Because the same steps are necessary when creating both an Order and a Quote, the following
Order entry information may be used for both processes.
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Ribbon |Detai| I Footerl

TypeIA IDeaIer PricinngLR IDeaIer

OrderTypeIS_I(Order) SalespersonIJDP IJudy D. Petersaon
Order Date IU?."UE.-“UQ Std Messagelu3 IRetum Falicy

Shig DateID?,ﬂE,.fDQ TerritDryIDm I\Nestern LS
Expiresl SalesTaxlCA ICaIifDrniaState

FO Numberl List Pricel ICurrent List Price
PO Rel Numberl

Misc Numberl
Ship \»’iaIUPS GCD

Sales DiSCIA ICIassADeaIer
Terms|4 |2% 10 Days - Net 30
Distribution Im IPdeul:t Adlocation 1

Order Date: Enter the date this order was placed
It will default to today’s date and can be overridden

Ship Date: Enter the ship date for this order

It will default to today’s date plus the Average Lead time determined in your Order
Processing parameters. (This option will be set by your ACS Project manager using
information obtained during the review of your current processes.)

Expires: This field is only available when the Order Type is set to Q/Quote
This gives you the option to include an expiration date for the amounts quoted to your
customer for this order/quote.

PO Number: Enter up to 20 Characters to record your customer’s PO information

PO Rel Number: Enter up to 20 Characters to record your customer’s release number

If your customer issues “blanket” PO numbers, this field is designed to record individual
Release numbers associated with the PO number in the previous field. This information will
print on the Sales Order Pick Ticket / Acknowledgement and the Customer Invoice for

this order.

Misc Number: Enter up to 10 Characters for any misc customer information

If the customer requires any additional information to print on the Pick ticket,
Acknowledgement or Invoice; such as work order humber, department number or hame of
the purchasing agent; that information can be placed here.
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Ship Via:
-Enter up to 10 characters to designate shipping method
-Perform a Lookup to select from a list of shipping options.

NOTE: This “list” is maintained in Service Repair File Maintenance under Job Ship Via
Maintenance.

The next 7 fields will default to the information recorded for this customer in Customer
Maintenance. Your system will use the Customer billing information UNLESS this order uses a
Ship To address, in which case it defaults to the settings for the specific Ship To address used.
These fields can be overridden if necessary.

Sales Disc:
-Enter to accept the default Sales Discount setting
-Perform a Lookup to select from a of Sale Discounts

Terms:
-Enter to accept the default Terms code
-Perform a Lookup to select from a list of Terms Codes

Distribution:
-Enter to accept the default Distribution Code
-Perform a Lookup to select from a list of Dist Codes

Salesperson:
-Enter to accept the default Salesperson
-Perform a Lookup to select from a list of Salesperson Codes

Std Message:
-Enter to accept the default Message that is to print on your Pick Tickets and Invoices
-Perform a Lookup to select from a list of available messages

Territory:
-Enter to accept the default Territory Code
-Perform a Lookup to select from a list of Territory Codes

Sales Tax:
-Enter to accept the default Sales Tax code
-Perform a Lookup to select from a list of available Sales Tax Codes
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List Price: This List Price code determines whether the current list prices from the
inventory masterfile or the prior list prices are charged on this order. If the prior list prices
are used, enter the prior list price code from the Inventory Item Maintenance task
Information option. If any code other than the correct prior list price code is entered,
current list prices are used. For a better understanding of List Price options, please see the
Inventory section of your manual.

-Enter List Price Code
-Leave this field blank to accept current List Price

When you finish making entries to the Ribbon information, the system issues the prompt:
“Is The Ribbon Correct? (<F2> = Header Edit)"”

-Select OK to continue processing

-Select “F2" to return to the Header information

-Select “Cancel” to cancel the order and return to the Customer field

Detail Information
The Detail tab/section of your order will contain the individual detail lines for the specific items
purchased by your customer.

Accessing existing Orders, creating an Order from a Historical Invoice, creating a Credit Memo
from a Historical Invoice and creating/converting a Quote will be covered at the end this section.

'E@ Order Entry (POS) (ACS 8.1.0 STANDARD SYSTE! gg

File Edit Favorites Help

nE 7 e @

I Customer 000200 E Order 0002102 % Price Code |DIST E TakenBy [ars Date Entered 07/26/11

Industrial Products
Status |Order Invoice #

Market Plaza
30021 Redhill Avenue Invoice Date

Tustin CA  93002-0000

Detail | Check Out | Addl Info [FEza ] Deposit Total 147640

Seq Cd Type Wh ltem Number Description Cost Order Price B/O Ship Extension

010 | s 01 |600 EBARA 60HP SUBMERSIBLE SEWAGE PUMP 850.00 1.00 1.250.00 0.00 1.00 1.25000|
020 | s 01 21022 BALL BEARING - SHEILDED 210ZZ 2264 10.00 2264 0.00 10.00 22640
30

[ 0K H Cancel Delete ” Insert ] Add'l Opt Select Joc Qut Cash Lot/Serial SalesIng | |Order Notes Kitting

w810 opz dd Enter A Valid Sequence Number Zero
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Seq: If the Skip Line Code Entry parameter is set to Y in the Parameter Maintenance task,
this field is skipped during the input process.

Use the F2 key to back up to the field if you want to make changes.

-Enter a sequence number

-Press Return to accept the default.

Cd: If the Skip Line Code Entry parameter is set to Y in the Parameter Maintenance task,
this field is skipped during the input process.

Use the F2 key to back up to the field if you want to make changes.

-Enter a line code

-Perform a Lookup to select from a list of line codes

-Press Return to accept the default

Different line “types” are assigned to line codes. Depending on the type assigned to the
selected line code, accessibility to the remaining fields in the detail line differs.

See Basic File Maintenance Training for more information on line code types.

NOTE: When the Inventory modules is being used, any quantities entered in the Sales Order
Detail for Stock items will appear as COMMITTED when accessing Inventory information for
those items. The items will remain COMMITTED until the Order is either: deleted, or billed and
the Sales Register is updated. It is the updating of your Sales Register that will remove the
quantities from your inventory.

Type: This field is available for N line code types.
-Enter a product type
-Perform a Lookup to select from a list of product types.

NOTE: This Product Type information is used when recording information for Sales Analysis
Inquiries and Reports. It is maintained in your Inventory Product Type Maintenance file.

Wh:

-Enter a valid warehouse code

-Perform a Lookup to select from a list of warehouse codes
-Enter to accept the default W/H

Item Number:

If the Line Code selected is Stock line type

-Enter a Stock Inventory Item number

-Perform a Lookup to select from a list of inventory items

-Select the Sales Inq Button at the bottom of your screen to perform a query.
The Sales Inquiry option will be reviewed later in the section.

If the Line Code selected in your Order Detail line is Non-Stock Type
-Enter a Non-Stock part number

24
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-Select the Sales Inq Button at the bottom of your page to perform a query
-Perform a Lookup in this field and you will receive the following prompt:

\?/ Y=Catalog, N=hon Stock?

Yes | Mo | Cancel |

-Select “Yes” to choose the Catalog feature.
-Select “"No” to choose from a list of previously sold Non-Stock Items.

NOTE: The Catalog feature is only available IF the Catalog function has been configured
and you have previously loaded current Vendor catalog information into you ACS/MASTER
system. A further explanation of the Catalog lookup options can be found later in this
section.

Description: This field is available for N and M Line Code Types

S Line codes will automatically display the description associated with the inventory item
number entered.

-Enter 1 to 40 characters for an item description or message line to print on the order.

NOTE: When using Line Code M/MEMO please see the Text Editor information later in this
section.

Ribbon Detail | Foater | Tc-ta|| 50837

Seq'Cd'TypeIWhI [tem Mumber Description Cost |Order| Frice I B0 | Ship IExtensiDn

0s0 (D 01 1900 Street Chain 1 8.07 0 1 B.D?LI

060 01 Customer has requested the Pump maotar be

0Bl 01 held until all parts hawe arrived
00 01 3PH 30 HF 175ERPM BEH TEFC
nan 01 Friced Meszage

Cost: This field is available for N Line Codes Types

-Enter the cost per unit

S Line codes will automatically display the current cost associated with the inventory item
number entered.

NOTE: It is important this field not be left blank when entering Non Stock items for the gross
profit calculated for this sale to be correct. Cost is also used when generating Purchase
Requisition or Purchase Order information from this line item.

25
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Order: Enter the number of items your customer wishes to purchase.
When you access the Order field for a Stock Item, the quantity availability for this item in
the selected warehouse will display at the bottom of the screen.

Price: This field automatically displays the price of the item for S line code types but can
be overridden if necessary. You can access the field by using the F2 key to “backup” from
the Line End field. It will be necessary to enter the price for N line code types.

There are several pricing methods from which a price is automatically entered in this field for
stock items:

a. If a valid prior list price code was entered in the List Price field of the ribbon section, the
prior list prices are used.

. If contract prices are currently in force for the customer, the contract prices are used.

. If a pricing table was established for the customer’s assigned price code in combination
with the class of the inventory item, the pricing table prices are used. (The customer’s
assigned price code is displayed to the left of the bill-to address.)

. If none of the previous options apply, the current prices from the Inventory Item
Maintenance task are used.

. If none of the previous options apply and the current price of an entered item is zero, the
price must be manually entered.

B/O: This field automatically displays the quantity of any backordered items but can be
accessed when using the F2 key from the Line End field.

If you have insufficient quantity to fill an order for a stock item, your system will place the
quantity that you have on hand in the Ship field and place the remaining ordered quantity
in the B/O field. The quantity for a non-stock item will always be placed in the B/O field.

Ship: This field will be populated using the quantity you have on hand for the stock item
entered. This field can be accessed when using the F2 key in the Line End field.

Extension: This field is accessible for O line code types.
-Enter the extended amount for this line.
Otherwise, it displays the extended price of the quantity times the price.

Total: As you are entering the detail lines for your order, the Total field located on the
upper right side of your screen will display a total of the dollar amounts appearing in the
Extension field.
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Purchase Order/Req Vendor Information

The remaining 3 fields become accessible only when a line item contains B/O
quantities. If you move all of your quantities to the Ship field, you will not have
access to these options.

If you do not have sufficient quantities of stock items or if your order is for non-stock
items, the Sales Order interface to the Purchase Order system allows you to generate the
Purchase Order/Purchase Requisition directly from the Sales Order detail line.

Ribhon Detail |Footer| Tatal

Description Cost |Order| Frice | B/0 | Ship IE:densiDn “Yendar ID;’SIF{:’PI

Baldor SHF TEFCEET 722.00 850.00 1 0 0.000 000150 M F
Bearing 78.00 88.00 4 0 0.000 0ootoo M F

Vendor:
-Enter the Vendor# you wish to generate the PO/REQ for.
-Perform a Lookup to select from a list of Vendors.

D/S:

-Enter “Y” to Drop Ship this item directly to your customer.

-Enter “N” if you do not want this item Drop Shipped to the customer.

See detailed training formation regarding Drop Ship items later in this section.

R/P:
-Enter “"R” to generate a Purchase Requisition
-Enter “P” to generate a Purchase Order

The Sales Order interface with the Purchase Order/Req module will be covered later in this
section.

Now that all detail lines are complete, but before we move to the Footer “tab” section of your
order, let’s take a look at the options at the bottom of the Detail screen.

QK | Cancel Delete Inzert | Add| Opt | Select | Frirt | Fax | Lat/Serial Sales [mg Order Motes Kiittimg |

|VS.D.D |0pe_dd |Enter A Walid Order)Invoice Line Code {<F3>=Lookup) Char | |PP v

NOTE: Kitting and Lot/Serial functions will be covered during Advanced Process Training section
in this module.
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Add’l Opt: the Add’l Opt button is available from any field (except the seq field) on any detail line
(except a Memo line). It is designed to provide further information for each line item.

Ribbon Detail |F00ter| Total 0.00

SeqlCleypelWhI ttern Mumkber Description Cost IOrder| Frice I B/O I Ship |E)<tensi0n

00 (M| A |01 [Th4 Special 8" Mounting Bracket 49.50 1 57.50 1 i 0.00) -]

B Additional Opti (=] Y

Seo# W ttern [Thihi4
ListPrice[ 5750 Ship Date[07/10,09
Discount%lT Cormmitted [v
Met Pricelw hanl Price [# Prt'd? [

Wy'arehi Cameel |
wE.0. |opc_dw |Should These Items be Committ W FF y

EXAMPLE: SEQ# 010 / Item TMM4: List price for this item is $57.50
Using a Discount of 2% the Net Price becomes $56.35

Ship Date allows you to establish ship dates for each line item independent of the Ship
Date recorded in the Ribbon information of this order.

Individually scheduled ship dates for each line item may be used when entering blanket
orders. Blanket orders are those in which a customer places an order for products that are
to be shipped on more than one date.

Committed:

-Check this box to commit the items to the order

-Leave this box blank if the items should not be committed, regardless of the scheduled
shipping date.

If a line item is committed with this field, the Ship quantity is set equal to the Order
quantity.

If the line item is uncommitted, the B/0 quantity, Shijp quantity, and Extension amount are
set to zero.

If you are removing a commitment for a priced message line, the Extension amount is
saved as the Item Price before it is zeroed. When the priced message line is re-committed,
the Extension amount is restored from the item price and the Item Priceis zeroed.

Man’l Price: Display only, this field indicates if the item’s pricing was manually
entered/altered. In this case the discount was manually entered.
Print’d: Display only, this field indicates if the sales order has been printed.
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When the Additional Options are complete:
-Select “"OK” to continue
-Select “Cancel” to return to the sequence field of the next detail line

Order Notes:

Located in the lower right corner of your Order screen you will see the Order Notes button.
Unlike Customer Comments or Memo Lines, this Notes function is designed not to print on your
Picking Ticket or Invoice; it is for internal use only and might be used to record information you
would not wish your customer to see but need your staff to be aware of.

™" 0OPO000100001 . m]

File Edit Format ‘iew Help

If the customer contacts us by Monday to order addtional 4|
guantities we will give him additional 3% off.

Upon selecting the Order Notes button, a Windows Notepad box will display. Here you will
enter any additional information that needs to be associated with this Sales Order. Once
you have finished entering your message, select File/Save. This information can only be
access by recalling the Sales Order and selecting Order Notes. It will remain part of this
order’s information unless the entire order is deleted.

When all line detail is complete for this Sales Order select OK, your system will display a
prompt at the bottom of your screen: “Is the above information Correct?”

-Select OK to continue

-Select Cancel to cancel the order and return to the customer number field

-Select Delete to remove the entire order

Footer Information
Upon completion of your Order detail, your system will display the footer information for this

order.
Ribbon | Detail Footer |

Gross Saleslw
DiscountlT
Subtutalw
T
Freightl?

Met Salesw
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Gross Sales: Display Only

This field totals the dollars displayed in the order detail extension field.

NOTE: This total will not include any extension totals for items in the B/O field of your
order.

Discount: This field will automatically calculate and display any discount available for this
order using the Discount Code information located in the Ribbon information for this order.
This discount field can be overridden if necessary.

Subtotal: Display Only
This field will take the Gross Sales and subtract any discount allowed.

Tax: Display Only
Using the Tax code located in the Ribbon information for this order, your system will
calculate the Tax liability for this order.

Freight: Enter any Freight amount you wish billed to your customer for this order.

Net Sales: Display Only
Using the 5 previous fields, your system will display the Net Sales total for this order.
NOTE: These totals will not reflect any B/O item quantities.

Upon completion of your footer information, you will be asked: “Is the Information
Correct?”

-Select “"OK” to continue

-Select “Cancel” to return to the Customer number

-Select “Delete” and you will be asked: “Are you sure you want to Delete?”

Select OK -If your Sales Order includes Vendor, DS and PO/Req information, your system
will immediately create the requested document and issue the following prompt:

x|

TYFE DS YEWMDOR PO/REQ #
F N 000150 0002179
F N 000100 0002150

Ok I Cancel | Type = P/PO
DS = Drop Ship No |

Vendor 150 / PO 2179 |
Vendor 100 / PO 2180 |

-Select “Cancel” to return to your Order
-Select “"OK” and you will be asked:
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Order Entry x|

.{) Mew PO's Hawve Been Created, Wiew/Edit?

T

Yes o] | Cancel |

-Select “Yes” to access the newly created document
-Select “"No” or “Cancel” to return to your Order
We will be reviewing the generation of a PO or Req later in this section

Order Print Options

It is possible to print your Sales Order at this point (“on demand”)

It is also possible to wait until all Sales Orders are entered and print them all at once
("batch print” - See Order/Picking List below)

-On Demand Print: click on the Select button at the bottom of your screen
-The Printer Option Box will display, select the printer you wish to use and hit OK
-Click on the Print button at the bottom of your screen

You will see the following prompt:

~-lofx|

Pick Ticket or Acknowledgement?

| Pick Ticket | Acknowledgement

|v8.D.D |sy-:_x0 |

-Select Pick Ticket or Acknowledgement
Pick Ticket will display the items that have SHIP quantities
Acknowledgement will display all items regardless of ship status.

Upon selecting either option, you have the ability to determine whether pricing detail is
included in the document.

order Entry x|

I:.:) Do You Wish To Print Prices ©n The Picking List?
S

es | Mo I Cancel
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Application Computer Systems, Inc. Sales Order
1318 Haywood Rd. Morth, Ste. B
Greenville, SC 29615 Acknowledgement
Phone: 864-292-5980 [ Fax: 864-292-5984
Email: suppart@acsmaster.com Order No.: | 0002040
Veb: wwwacsmaster.com Order Date; | 10/04/04
Page: | 1

Customer Number: 000100 Ship To Number: 000002
Everest Industries : Everest Industries

123 Main &t 14 Pinewood Lane

Suite 111 Blg#3

San Bernarding, CA 93121 Pittsburgh, PA 15358

Order Order Date Sales Code Ship Date Ship Via Terms
0002040 10/04/04 JDP 10/14/04 UPSGCD 2% 10 Days - Ne
Customer PO: | 738270 | PORelease: | Misc Number: |
Order Ttem # / Description/Notes Unit Price Extension
20 100 Wh:01 Location:AREA C10 350.00 700.00
3PH 1HP 1735RPM 56H TEFC RBASE A.0 SMITH

Returned Items Subject To 15% Restocking
Charge. Return Authorization Required.
Please Phone Qur Customer Service Dept.
ForDetails.

Application Computer Systems, Inc.  Pick Ticket
Address Line One, Address Line Two
City, State 12345
Phone: 864-292-5980 / Fax: 864-292-5084 Order No.: | 0002040
Email: www.acsmaster.com Order Date: | 10/04/04
Web: support@acsmaster.com Page: | 1

Customer Number: 000100 Ship | Ship To Number: 000002
Everest Industries To: Everest Industries

123 Main St 14 Pinewood Lane
Suite 111 Blg#3

San Bernardino, CA 93121 Pittsburgh, PA 15358

Order Order Date Sales Code Ship Date Ship Via Terms
0002040 10/04/04 JDP 10/14/04 UPS GCD 2% 10 Days - Ne
[ Customer PO: | 038270 | PORelease: | | Misc Number: |
Order | Ship B/0 | Item #/Description/Notes Unit Price Extension

2.0 2.0 0.0 | 100 Wh:01 Location:AREA C10 350.00 700.00
3PH 1HP 1755RPM 36H TEFC RBASE A.O SMITH

Returned Items Subject To 15% Restocking
Charge. Return Authorization Required.
Please Phone Qur Customer Service Dept.
For Details.
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Performing a Lookup in the Order# Field

As reviewed earlier in this section, there are several options available to you when performing a
Lookup (selecting F3, the magnifying glass or the right click button of the mouse) in the Order#
field. Use any of these lookup options and you will receive the following prompt:

Lookup On Open Orders or Invoice

Open | Histary | Cancel |

—r

This gives you the option to search your Open Orders/OPEN or Order Invoices/HISTORY
information for this Customer.

Accessing Open Orders

When you enter or select the number of an open existing order, all associated information
is displayed and the system issues the prompt: “Is this the Correct Order?”

-Enter “YES” to accept the order and access the Ship-To field

-Enter “"NO” to return to the Order field

-Enter “Cancel” to return to the Order field

Upon accepting an existing order, your system will ask: “Reprint the Order?”
-Select "NO” to proceed without printing
-Select “Cancel” to proceed without printing

If you select “YES” the system issues another prompt:
“The Order will be printed in the next Batch.”
-Select “"OK” or “Cancel” to add the order to the print batch and continue order entry.

Accessing Historical Order Invoices
When you perform a lookup in the order field and select the History option, your system
will display a complete list of invoiced sales orders for this customer.

NOTE: The Invoice Detail History flag, in Order Processing Parameter Maintenance must be set to
yes for your system to retain all Order Invoice Detail for this customer.
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,.ﬁ Historical Invoice Lookup (ACS MASTER. 8.0)
File Edit Record ‘iew Favorites Help

Start it |

Typ | Sales Ord # | Custarmer PO NMumber | Order Date | Ship Date | Inwvoice Date (Sl | Total Sales §=x Amounti
0001152 03/15/04 /425/04  10/01/08 JOP 3 42
ooozogl SFDSFDSFD 10/03/05 10/03/05  |10/03/05
noozogz ASFDASFD 10/03/05 10/03/05  |10/03/05
ooozoas SODFASFDSFD 10/03/05 10/03/05  |10/03/05
ooozog4 SFDASFDASFD 10/03/05 10/03/05  |10/03/05
0002085 SASFDASFD 10/03/05 10/03/05  |10/03/05
ooozoas 03/08/08 03/16/05  |03/06/08
0oozogs TEST POX 09/06/08 09/06/08  |09/06/08
0oozios 10/04/08 10/04/08  |10/04/08
0ooz10e 10/04/08 10/04/08  |10/04/08
ooo1152 PO1234 03/15/04 03/25/04 |10/04/08
nooz114 11/06/08 11/16/05  |11/06/08
0001153 P1453-22-25 03/15/04 03/25/04  |12/17/08
00o1154 X43816-65 03/15/04 03/25/04  |02/06/09
noo1152 PO1234 03/15/04 03/25/04  |02/06/09
0001153 P1453-22-25 03/15/04 03/25/04 |0Z/06/09
oooz1z7? 0z/27/09 02/27/09 |02/27/09
nooz12s 02/27/09 02/27/09  |02/27/09
0ooz130 03/08/09 03/16/09  |03/06/09

0005186
0005187
0005188
0005189
0005190
0005143
00051495
0005147
00051498
00051499
0005202
00osz04
0005206
0005207
0005208
000100 0005210
0005211
0oos212

=

ra

[}

I

Lo}

o

1

| |= (o |oa|oa|ea o (o) oo) oo oo o Lo oo | oo | < e

oo

[« ]

Upon selecting the correct Order/Invoice, you will be returned to the order entry screen
and asked:

,ﬁ Query = |I:| |i|

Duplicate Or Cradit This Ireoice?

Duplicate Credit | Cancel |

-Select “Duplicate” to create an Order using the same detail as the original order.

-Select “Credit” to create a Credit Memo for the same detail using negative quantities and
amounts.

-Select “Cancel” to return to the Customer field.

NOTE: When using History information, if you do not want the new order or credit issued for all
items on the invoice, delete or modify the detail lines as needed.

If the customer is returning Stock Items, enter the quantity of the item returned to stock as
negative quantity in the Order field. Repeat for each item being returned to stock. This process
will place the returned items back into your inventory quantities when the Sales Register is run
and updated.
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Converting a Quote
As reviewed earlier, the creation of a quote requires the same information as a standard Sales
Order. The distinction is made in the Ribbon detail when selecting the Order Type:

Ribban |Detai|| Footerl

IA IDeaIer PricinngLR IDeaIer

‘OrderTypemlm SalespersanlJDP I..Iudy D. Peterson
OrderDatelW Std Messagelua IReturn Folicy
Ship DatelW Territorylﬂm IWestem =
Expiresli Sales Taxlc,.b, ICaIifDrnia otate

FO Numberl List Pricel ICurrent List Price
PO Rel Numberl

Misc Numberl—

ShipVia[UPSGCD

Sales DisclA_ICIass A Dealer
Terms|4—|2% 10 Days - Met 30

Distribution IFIPdeuct Aflocation 1

Selecting Q as your Order Type will establish the Quote status and allow access to the
Expires field. The remaining information is processed exactly as a standard Sales Order
would be.

To convert an existing quote to a sales order, in Order Entry, call up the customer and
order# assigned to the quote you wish to convert. You will be asked if this is the correct

order, upon answering yes you will enter through the header information, making any
changes necessary.

After you enter through the header information, but before you access the ribbon detail,
your system will display the following prompt:

orderentry x|

\‘y Do ou Wish To Convert: This Quote To An Order?

Cancel |

-Select “Yes” to convert the quote to an Order
-Select “"No” or “Cancel” to continue reviewing the Quote




Application Computer Systems, Inc.
Order Processing

Remember: Until you reach the detail line entry process of order entry, you can change an order
type from S to Q (or vice versa) without any restrictions. When recalling an existing order or
“backing up” to the Order Type field from detail line entry, you can convert from Q to S, but it is
not possible to change from S to Q. If this is necessary, the order must be deleted and re-
entered.

It is also important to note that detail lines on a Quote DO NOT commit your inventory quantities
as the quantities on a Sales Order do.

Once a quote is created, it remains on file in Order Entry until it is either deleted or converted to a
standard type “S” sales order. Individual line items may be added to or deleted from a quote
before or after it is converted to a standard order.

Entering Sales Order Customers

Creating New Sales Order Customers

Cash Customers

Changing the Customer for an Existing Sales Order

Creating a New Customer

A unique feature of the Order/Invoice Processing module enables you to directly access the
Accounts Receivable customer masterfile during order entry to create a new customer. Both
temporary and permanent customers can be created. A temporary customer is deleted during the
Accounts Receivable Period End Update after all invoices for the customer have been paid. When
a customer is created through the Order Entry task, only basic information is requested in order
to accelerate the order entry process. The remaining information such as contact person, business
resale number, credit limit, alternate shipping addresses, etc., can be added later with the
Accounts Receivable Customer Maintenance task.

NOTE: If the Accounts Receivable Credit Management system is in use and the Auto Hold All New
Customers parameter is set to Y in the Credit Management task, the addition of a new customer
automatically generates an entry in the Credit Manager’s Review and Release task.

When you press F2 in the Customer field, the system issues the prompt:
"Do You Wish To Create A New Customer?”

-Enter “Y” to process an order for a new customer.

NOTE: You will not be allowed to enter a specific customer number; the next available
number is automatically assigned to the new customer.

-Enter “N” to return to the Customer field

-Select “Cancel” to return to the Customer field

The system will then display the Customer Profile information that will need to be entered
for this Customer.
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IMPORTANT: It is strongly suggested that this task be perform by a user that
understands the impact of these settings, as they control how transactions for this
customer will post to the various modules.

For a complete understanding of these settings and their impact on your system postings, please
see the Accounts Receivable Basic File Maintenance section of your manual.

I ,.ﬁ. Temporary /New Cl
File Edit Favorites Help

IR B E RIS E L
CustDmeer

Namel

Addressl

Ciy|

State I ZipfFaostal I

CustDmerTypel IUnassigned

Price Codel INotAssigned

Sales Discountl INU Discount Search Keyl
Territorylum IWestern (RN PtheI

SalespersonlJDP |Judy D. Peterson Fetain [v

Tax Code INT INun Taxable Detail History [
Terms CUdeICD IC.O.D.

DistributiDnIA'I IPdeudNLocatiDM

Name: Enter 1 to 30 characters for the name of the customer billed for the order.

Address: Enter up to two lines of 24 characters each for the billing address
City: Enter 1-20 characters for the City billing address
State: Enter the 2 character state code for the billing address

Zip/Postal: Enter 5 to 9 characters for the customer’s zip/postal code

Customer Type:
-Enter a valid customer type
-Perform a Lookup to select from a list of customer types

Pricing Code:
-Enter a valid pricing code
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-Perform a Lookup to select from a list of pricing codes.

Sale Discount:

-Enter a valid discount code

-Perform a Lookup to select from a list of discount codes

-Press Return to accept the default from the Accounts Receivable Customer Maintenance
task Profile Maintenance option.

NOTE: The sales discount code applies to an overall discount for the order when it is
invoiced.

Territory:

-Enter a valid territory code

-Perform a Lookup to select from a list of territory codes

-Press Return to accept the default from the Accounts Receivable Customer Maintenance
task Profile Maintenance option.

NOTE: The territory code generates information for the Sales Analysis reports.

Salesperson:

-Enter a valid salesperson code

-Perform a Lookup to select from a list of salesperson codes

-Press Return to accept the default from the Accounts Receivable Customer Maintenance
task Profile Maintenance option.

NOTE: The salesperson code generates information for the Sales Analysis reports and the
Salesperson Commission Report.

Tax Code:

-Enter a valid tax code

-Perform a Lookup to select from a list of tax codes

-Press Return to accept the default from the Accounts Receivable Customer Maintenance
task Profile Maintenance option.

NOTE: The tax code performs automatic sales tax calculation during the invoice update
process.

Terms Code:

-Enter a valid terms code

-Perform a Lookup to select from a list of terms codes

-Press Return to accept the default from the Accounts Receivable Customer Maintenance
task Profile Maintenance option.

NOTE: The terms code automatically calculates the invoice due date, the discount due
date, and the discount amount (if applicable) for the invoice during the invoice update
process.
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Distribution:
-Enter a valid distribution code
-Perform a Lookup to select from a list of distribution codes

-Press Return to accept the default from the Accounts Receivable Customer Maintenance
task Profile Maintenance option.

NOTE: The distribution code specifies the general ledger account(s) posted when the
invoice for the order is updated.

Search Key:

-Enter 1 to 10 characters as a key in searching for this customer during a lookup
-Press F1 to select the customer’s last name

-Press Return to accept the default of the first 10 characters entered in the name field

Phone: Enter the customer’s phone number with area code
NOTE: The system automatically formats the phone number, so it will not be necessary to
enter spaces or punctuation.

Retain:

-Check this box to create a permanent customer in the Accounts Receivable customer
masterfile

-Leave this box blank to create a temporary customer who is deleted when the invoice is
paid.

Detail History:
-Check this box to keep invoice detail history for this customer
-Leave this box blank if you do not want to retain invoice detail history

Upon completing the New Customer information, the system will display the prompt:
“Is the Above Information Correct?”

-Select “"OK” for begin entering your Sales Order

-Select “Cancel” to return to the Customer field

-Select "Delete” to return to the Customer field
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Cash Customers

Your ACS/MASTER system also allows for Point Of Sale or Cash transactions. If the Cash Sales
flag in Sales Order Parameters is set to yes, generally, a specific CASH CUSTOMER NUMBER is

configured to use during this type of transaction. However, it is also possible to create a cash

transaction for a customer with an open receivables account.

When creating an Order or Invoice for a cash customer, in the Customer field:
-Select C for Cash Sale (see bottom or the screen for this option)

-Perform a look up and select Cash Sale

-Enter your predetermined Cash Customer number

R (ol

Create Mew Customer

Lookup

Cash Sale

‘ Mo Selection

|v8.D.D |jcc_Fn | &

Once the Cash customer is selected, it is suggested that you enter 99 in the ship to field.
This will allow you to manually enter specific customer detail for this transaction.

If 99 is consistently used in the Ship To field for cash customers, it will allow accurate
searches to be done using SHIP TO information.

I,qrjl]rder Entry (ACS MASTER 8.0)

File Edit Favorites Help

Dlalx]a] s el pielaEe]w

Cuztamner Igggggg Drderlgugzzgg Ship-ToIDDDugg B}'IAES Invaice I

NameIEash Sale Nal‘nelJohn [ Public

I‘I 23 Ay Street

|
[ oo [t Ciy ks [12312

Follow the steps outlined in Detail Information to enter the sales order line details.
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Changing the Customer for an Existing Sales Order

Your system makes it easy to change customer information for open Sales Orders. Should you
find that the wrong customer has been selected (for customers with multiple billing addresses) or
a warranty situation requires a vendor to be billed (instead of the original customer); there is a
simple way to address this issue.

If it becomes necessary to change the customer number for an existing Sales Order; the F1
feature allows you to make this change:

1. In Order Entry enter the Customer number and Order number for the existing incorrect
transaction

2. Enter through the header information until you reach the BY field.

3. As you enter through the BY field you will see F1L=Change Customer at the bottom of
your screen.

Cancel [elete |t fodd ] [t | Seleat Fririt | Fa | [ at¢5enal Sales [ng (rder Hates ittt |

|VE.D.D |0pe_db |Is the Heading Infarmation Correct, <F1»=Change Custamer? Char | |PF' Y

4. Upon hitting F1 you will be taken to the Customer Number field.
5. Enter the new customer number for this order

6. The credit information for the new customer will be displayed and you will be asked if
you wish to reprint the order.

7. After entering through the Ship To information, your system will issue the following
prompt: “Customer Number Changed”

NOTE: The ribbon information for this order will also change to the current Customer’s
information.
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Customer SHIP TO Options
You have several options available when selecting SHIP TO information for any customer:

1. Should your customer have multiple SHIP TO addresses set up through AR Customer
Maintenance, you are able to perform a lookup and select from a current list. This is
especially important if each SHIP TO location has different Tax Code, Territory or
Salesperson settings.

. The 99 option will allow for the manual entry of SHIP TO information. This can be an
effective way of recording specific customer information when using a “generic” CASH
Customer for Cash Sales.

. You also have the ability to create a new SHIP TO option for an existing Customer. This
option will permanently add the new data to the Accounts Receivable Customer
maintenance file.

IMPORTANT: It is strongly suggested that the addition of a permanent SHIP TO option be
perform by a user that understands the impact of these settings, as they control how
transactions for this customer will post to the various modules.

,.-ﬁt]rder Entry (ACS MASTER &
File Edit Favorites Help

D | =] | | él § | | El I« | i ? | @ | m‘ | Selecint F1 will allow you to enter
b a new Ship To Address
Customer|uuu1uu Order|uuuzwaa Ship—Toluuuuus A'Eﬂﬁ Invoicel

NamelEverest Industries NamelEverest Industries

[123 Main &t {5568 Morton Foad
[Buite 111 |

[5an Bemarding [ea fpzieramn [stciar [ca Joatrz

Fibban |Detail I FUUterl

TypeF Dealer

OrderTypeIS_ (Order) CDntal:t“
OrderDate|07;02ma Telephone|
Ship Date ID?,#"I 2f09 Fax
EXP'VESI Salesperson|JOP  [Judy D. Petarson You will then see a pop up box
PO Numberl TE"”DNIT W which will allow you to enter detai

infarmaiten for the new Ship To

PO Rel Numherl Tax Code|Cs  |[California State Address.

M\scNumberI
L oK I Cancel | Delete | Name,fAddrl
Ship \/laIUPS GCD

Sales DlscIA_ Class A Dealer ’% jCC_St Enter Contact W FP y

Terms|4 |2%1DDays-Net30

Distribution Im Froduct AfLocation 1

Ok | Cancell Delete | Insert |Add‘|0pt| Select | Prirt | = |L0t-"Seria\| SaleslnqlDrderNot84 Kitting |

W ope_dl| W FP A

,.ﬁ Additional Ship-to Data ( iy | |i|

In Order Entry, in the SHIP TO field:
-Hit Enter to leave the Ship To address the same as the billing address
-Select “F1” to Add a New Ship To address
-Select “"F2" to return to the Order# field
-Perform a Lookup to select from a list of existing Ship To addresses.
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-Enter 99 to access the ship to detail lines to manually type in temporary ship to
information.

Sales Inquiry

Your Sales Inquiry function gives you access to purchase history information. Use one, all, or any
combination of these fields to access previous purchase detail.

The Sales Inquiry button in the lower right portion of your screen becomes available when your
curser is in the Item#, Description, Cost, Price and Order fields of your order detail lines.

Upon selection of the Sales Inq option; you will see the following Pop Up Box:

=10 x|

[ Order Entry (ACS MASTER
Fie Edit Favorites Help

D& x|s| 4| B m]] | ]|

Cust#

AL

Cust PO

ltern # I Dte Desctiption

ooa100

The search criteria will include Invoice#, Inv Date, Item#, a Description of the item,
Qty and Price. The inquiry results will also flag each item as being Stock or Non-stock.
The resulting Sales information is determined by the criteria entered into these 5 inquiry
fields.

A Order Entry (ACS MASTER. 8.0)
File Edit Favorites Help

Dja[x|s| B[] ] »|rn]o]n

Cust#

B 7| @ |m]

Cust PO

I Dte

|1 |

ftern # Description

[ouo100 |

|Inv # Inv Dte Item # Description

O005Z225
0005225
0005226
0005226
O005ZE6
O005ZE6
0005226
0003226
0003226
0003226
0003226
0003226

Os0205+100
O0p0209*TZ
0s02Z0% 100
0e0Z0% 100
080Z0% 100
080Z0% 100
0e0Z0% 100
0s0Z0% 100
0s0Z0% 100
O0B0Z02+TEST TEZT
0s0Z0%+100 3PH 1HP
0B0Z09+ N2 4

3FH 1HF
TEAT
3FH
3FH
3FH
3FH
3FH
3FH
3FH

1755REM

1HF
1HF
1HF
1HF
1HE
1HP
1HP

1735RFM
1735REFM
17535RFM
17535RFM
1735RFM
1755RFM
1755RFM

[ SO S R SR R

1755RPM

S

0005226
0005226
0005227
0005223
0005223
0005222

060202+ N2
060202+ N2
0&0z0%® 200

051z05*

0005222

00052146 050909 100

052909 31Zzz2
05290% 631322

v:000150 p:0002114
051209 9151E

TE3T N3z

TE3T N3z

gtreet Chain

BALL EBEARING - SHEIL
Bearing

BPECIAL ITEM

3PH 15HP 1800RPM 254
3PH 1HP 1755RPM 5&H

PR RrOCOO0O0OORRRERREROO

| sales Inquiry

TRT=N/S

<Double-click>=Select
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When entering a Stock Line type in your order detail line code field, you will only be
allowed to select any previously purchased stock items by double clicking on that item to
have the detail inserted into the Sales Order detail line you are creating.

The item#, description and cost for this item will be populated using the information found
in the query. Upon returning to your current order detail and entering the quantity

ordered, your curser will move to the Price field; should the CURRENT price calculation be
different than the original price paid in your query, you will receive the following message:

Use Current Price of 350,00 of Sales Inguiny Price of 20,487.00 7

Current sales Inquirjl Cancel |

-Select “Current” and the system will populate the price field using current information.
-Select "Sales Inquiry” and the system will populate the price field using the original sale
price.

-Select “Cancel” to return to the Item# field.

If selecting either Current or Sale Inquiry, it is possible to use the “F2” key to back up to
the price field if you want to override either amount.

When performing a Sales Inquiry for a Non Stock Line Type, you will be allowed to
select any previously purchased Non Stock item by double clicking on that item to have
the detail inserted into the Sale Order detail line you are creating.

The item# and description for this item will populate the order detail line using the
information found in the query. It will be necessary to enter cost and price information for
a Non Stock item. It will not use this data from the sales inquiry data.

Catalog Lookup

Your ACS/MASTER system also offers Catalog Lookup up options.

For this feature to function properly it will be necessary to upload Vendor catalog data and
perform the catalog maintenance tasks located in then maintenance section of your Inventory
module. Please see the Inventory Module section of your manual for detailed information.

Once the appropriate information has been uploaded to your system and any configuration
changes have been made, the Catalog Lookup options will become available when performing
lookups for Non Stock Items.
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If you enter a Non Stock Line Type in the detail lines of your Sales Order and perform a
lookup in the Item Number field, your system will give you the following option:

Order Entry x|

\:{) =Cakalog, N=Mon Stock?

Yes I el I Cancel |

-Select Yes to access your Catalog options
-Select No to access a list of Non Stock items available for this customer

For a complete understanding of your Catalog function and its options, please review your
Inventory Advanced File Maintenance training and contact your Project Manager or ACS Customer
Support.

Text Editor for Message Line Code

A Text Editor feature is available when entering Memo information for a Sales Order or Sales
Quote. This Notepad function will give you a fast and easy way to record memo information to
be uploaded into the body of your Sales Order.

In your Order detail line, enter M in the Line Code field and your curser will move directly
to the Description field. F1= Text Editor prompt will appear at the bottom of your
screen once you are in the Description field.

Upon selecting F1, a blank Notepad box will pop up, allowing you to type in the verbiage
you wish displayed in the body of your Sales Order.

!’i tempfileTOO1 - Notepad
File Edit Format ‘iew Help

L—

ustomer has requested the Pump motor be
held until a1l parts have arrived

Once complete, select File = Save
Once saved, close your Notepad box

Using a word wrap function, your system will automatically insert the text into the sales
order memo line using 40 characters per line with a maximum of 9 lines.
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Sales Order / Purchase Order Interface

During training for Detail Line Entry of your Sales Order Items, we touched briefly on the
Purchase Order interface that allows the user to create Purchase Orders or Requisitions directly
from your Sales Order Line detail.

When a Stock item has insufficient quantities to fill an order, or a Non Stock item is entered in the
Detail lines of your Sales Order, your system allows the entry of additional information that will
“interface” with your Purchase Order module.

NOTE: To have access to the Vendor, D/S and R/P fields of the detail line, the item
MUST have quantity in the B/O column.

Ribbon Detail |F00ter| Taotal

Description Cost |Order| Price | B0 | Ship |E:-:tensi0n “Yendor |D,."S|FK,.“P|

Baldor SHF TEFCBET 722.00 850.00 1 0 0.00) 0oo1se0 M F
Bearing 78.00 §8.00 4 0 0.00) 0ooioo M F

You will enter this data for each line item you wish to purchase and you will process
through the footer information. It is also possible to print the sales order or
acknowledgement at this point.

When you have completed your sales order and are ready to exit, you will select OK.
Your system will immediately create the Purchase Order or Requisition that you
requested and you see a popup box displaying this information.

x|

TYFE DS YEMDOR PO/REQ #
P M 000150 0002179

PN 000100 0002180 ‘\
K I Cancel | Type = F/FO
DS = Drop Ship Mo |

Vendor 150 / PO 2179 |
Vendor 100 / PO 2180 |

In this example Purchase Order 2179 was generated for Vendor 150 and Purchase Order
2180 was generated for Vendor 100. Neither PO is to be drop shipped.

-Select “Cancel” to return to your Order
-Select “"OK” and you will be asked:
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OrderEntry x|

\_:.:‘) Mew PO's Have Been Created, View/Edit?

Yes Mo | Cancel |

-Select “Yes” to access the newly created document
-Select “"No” or “Cancel” to return to your Order

Upon selecting yes, your system will display each Purchase Order or Requisition that has
been created and will allow you to make any changes necessary.

|,4§Purchase Order Entry (ACS MASTER 8.0)

File Edit Favaorites Help
D] 8] x| 2|4 |B]&]] | > 1] o] ¢ |@|w
. Vendorlggm 50 PO # Igggz-] 79 Req ﬂli Purchase Addressl_

NameIBaIdor Electric Company ISame

Address|§?11 South 7th Stieet |

IFort Srith, &K 72301 I

| |
| Totall 722.00

Ribbon Detail |

Seql Cd |W’h | Orderdt ILnﬂ |Mem0| Item/Mon-stock, Item Item DescA¥endor ltemtemo |UM| Corw | Gty Ord | Fecw'd | Unit Cost | Estens

0o | N | 01 | 002167 | 010 BME372 Baldor SHF TEFC 56T EA 1 1} 72200 ?ﬁ

The purchase order detail will contain the detail line information (including COST) entered
into your Sales Order line detail, as well as, the Sales Order number it is LINKED to.

In this example, two different vendors were entered, so, two different Purchase Orders
were created. However, if multiple Sales Order Line items have the same vendor assigned,
all of the items will be created on the same PO or Req.

From here you can make any changes necessary to the PO/REQ and print or fax it to your
Vendor. Once you are finished processing the PO/REG information you will be returned to
the Sales Order Entry screen.
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Drop Ship Capabilities
The Sales Order / Purchase Order interface also allows you to DROP SHIP items directly from the
Vendor to your customer.

TDtaII p.00

vendor | D/3 | Rye |

Baldor SHF TEFC 6T 722.00 550.00 1 0 0.00) 0ooisn M F ﬂ
Bearing 78.00 88.00 4 0 0.00) o0ootoo M F

Ribhon Detail |Fuoter|

Description Cost |Order| Price | B/O | Ship |E:-:tensi0n

When creating the Sales Order detail lines, you will select Y in your D/S field for the line
items being ordered. When the Purchase Order or Requisition is created, your system will
pull Customer Ship To information directly from the Sales Order Ship To Field and
display this on the PO/Req being created.

I,.-:ﬁPurchase Order Entry {ACS MASTER 8.0)

File Edit Favorites Help
n|a|x|s|x B|@i] <] o] e |e]

Wendor Iggm L] Furchase Addressl

FO# |0002205 Fieq n|

NameIB aldar Electric Compary

IS ame

AddresslS?‘H South 7th Street

IFort Sith, AK. 72301

ibbon | Detail |

P-Addrl_

Contact }James Fowler

Phone|[€m] B4G-4711

Fax|[€01 | 6456792

Date Ordered |g5 27,10
Date Required|ng/06./10

D ate Promised

Mot Before Date

Last Receipt

Ship\ia||Jps GCD
Freight Termle’repaid—

Meszage ISTD ISlandard Message

Ship To Im INorth Roads Division

Drop Ship W |403 Old Towne Road

Ord#t Iggggggg IB altimare, MO 48833

Termsz Code|? INet a0
FO.B. hwaREHOUSE

|
|
|
Ordered By I—

Acknowledged B_I,II
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Order/Picking List
Distribution = Order Processing = Processing = Order/Picking List

Use this task to print orders, backorders, and quotes created with the Order Entry task in a batch.
Picking lists can be printed for a single warehouse or for all warehouses. Printing of price
information is optional.

,.ﬁt}rder,.-"Pi(king List (A
File Edit Favorites Help

LB @[] ] ea] [ 2| @] ]
Frtint Frices l_
Restart [
CustomerNumberl
Selected Warehouseﬁ IGreenviHe
Picking List Quotes. or ElothIEl_

oK | Cancel |
w30, |opr_ne |Is The Above Information Correct? W FF 4

Print Prices: You can choose to print prices on the pick lists or keep them confidential.
-Check this box if you wish to print prices on the your orders
-Leave this box blank if you do not wish to include pricing on your orders.

Restart:

The Restart field enables you to restart printing from a selected customer number in case
of a paper jam or interruption of another kind.

-Check this box to restart printing

-Leave this box blank to ignore.

Customer Number: This field is available when you check the Restart field.
-Enter a customer number from which to restart printing
-Perform a Lookup to select from a list of customer numbers

Selected Warehouse:

-Enter a warehouse number

-Press F1 to print a pick list for all warehouses

-Perform a lookup to select from a list of warehouse numbers
-Press Enter to accept the default

Picking List, Quotes or Both:

-Enter “P” to print only Picking Lists

-Enter “Q” to print only Quotes

-Enter “B"” to print both Picking Lists and Quotes

When you finish making entries to the fields the system issues the prompt:
49
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“Is the Above Information Correct?” (See the bottom of your screen)
-Select "OK” to print
-Select “Cancel” to return to the Order Processing menu

Printing

When you select “"OK" all unprocessed orders for the selected warehouse(s) print.

Pick lists are sorted and printed by customer number. The printing format is the same for
batch printing as that used for single orders in the Order Entry task.

Normally, only committed items in a warehouse print on a pick list; however, if you have
both committed and non-committed items on the order, all items print regardless of the
commitment date. If a non-committed item is printed on the list, the date for shipping the
item is also printed.

NOTE: If you create an order with line items that are all N line types, the order can only
be printed from the Order Entry task; it will not be part of the batch printing of pick lists.
However, N line type items print in batch printing if other items appear on the order

If a single warehouse is selected, only those line items shipped from the selected
warehouse print on the pick list. An order is not considered printed “complete” until all
applicable warehouses have been selected. In a multiple warehouse environment,
orders may contain items from a single warehouse only or from multiple warehouses.

Items shipped from the default warehouse are the only items printed on the pick list. If the
order is shipped complete from the default warehouse, the order is flagged as printed. If
the order contains items shipped from another warehouse, that portion of the order is
included in the next batch printing of orders for that warehouse. The order is flagged as
printed only after all items on the order have been printed. Once an order is flagged as
printed, it is not included in any subsequent batch printing of orders unless you select it
for reprinting.

NOTE: Once an order has been printed and updated it cannot be printed again in the
batch print unless you select it for reprinting in the Order Entry task.

Once the printing process is complete, your system will issue the following prompt:

Order /Picking List

:‘,?/-‘ Are ¥ou Ready To Update The OrderPicking List?

Yes | Mo I Cancel |

-Select “Yes” to update the print files
-Select “No” to ignore.
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Updating

When you update the pick list, all committed line items on orders printed in the current
batch are flagged as printed. An item flagged as printed does not print again unless a
reprint is requested in the Order Entry task.

Commit and Release Future Orders
Distribution = Order Processing = Processing @ Commit and Release Future Orders

Use this task to commit inventory scheduled for shipment beyond the order entry commitment
date. An item remains committed until it is invoiced and the invoice is updated, or until the
applicable line item (or entire order) is deleted or uncommitted in the Order Entry and/or Invoice
Entry tasks.

As order detail lines for special distribution or standard inventory items are entered, the
Order Entry task selectively adjusts the committed quantities in the inventory masterfile.
The decision to commit inventory is based on the item’s scheduled shipping date and the
commitment date entered in the global defaults at the beginning of order entry. If the
scheduled shipping date falls on or before the commitment date, the inventory items are
committed and shown on the picking list for the order. Otherwise, the items remain
uncommitted until selected by this task or individually committed in the Order Entry and/or
Invoice Entry tasks.

The fields in this task display the last commitment date and provide entry for a scheduled
commitment date.
,.ﬁ Commit and Release Future ;lglil
File Edit Favorites Help

Bl o) 9| o] w

Last Committed Date Inaﬂ 440
Commit Inventory Scheduled Through ID?,-"D1,-"1D

Cancel |

Last Committed Date: Display only
Shows the last date that inventory was committed with this task.

Commit Inventory Scheduled Through:

-Enter a date for committed inventory

-Select “"OK” to accept the default of the current date plus the amount entered in the # Of
Days To Commit In Future field of the Parameter Maintenance task

-Select “Cancel” to return to the Order/Invoice Processing Menu
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Invoice Entry
Distribution = Order Processing = Processing = Invoice Entry

Use this task to invoice standard sales orders once orders are filled and the shipped quantity of
the order items is known. You can also use Invoice Entry to enter a direct or one-time invoice
without first creating a sales order. If the Backorders field in the Parameter Maintenance task is
set to Y, a backorder is automatically generated for any out-of-stock items, as described later in
this section.

The fields of the Invoice Entry task are nearly identical to those in the Order Entry task’s heading,
ribbon, detail and footer sections. For that reason, the fields in the Invoice Entry task are
explained here only where they differ from the Order Entry task. It is important that you study the
Order Entry task to understand the many ways the fields are used.

Order:
-For a new entry, the order number is automatically assigned at the same time as the
invoice number.

-For existing orders, the invoice number is retrieved and displayed following entry of the
order number.

-When an existing order is recalled, its original line items may be added, deleted, or
modified during invoice entry.

-If the order entered is a quote, it must be converted to a sales order in the Order Entry
task before it can be invoiced, the system will issue the prompt:
“Quote May Not Be Invoiced.”

-If you select a number for an uncompleted order, the system issues the prompt:
“Order Pick List not printed completely — Continue?”

-Select “Yes” to continue

-Select “"No” or “Cancel” to return to the Order field

Invoice: Display only.
Shows the number automatically assigned to the invoice.

Header Information

When you finish making entries in the header section the system will display this prompt at
the bottom of your screen: “Is the Heading formation Correct?”

-Select "OK” to continue

-Select “Cancel” to return to the Customer Number

-Select “"Delete” to remove this invoice.
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If you enter Delete at the prompt the system issues another:
“Are You Sure you Want to Delete?”

-Select “Yes” to Delete the Invoice

-Select “"No” or “Cancel” to continue

If you select “Yes” to delete, you will be issued the following prompt:

“Do You Wish To Retain This Order?”

-Select “Yes” to keep the corresponding order on file after the invoice is deleted
-Select "No” to delete both the invoice and the corresponding order

-Select “Cancel” to return to the Customer number

Ribbon Information

As you continue to the Ribbon Information you will see the following prompt displayed at
the bottom of your screen: "“Is the Ribbon information correct?” (<F2> = Header Edit)
-Select “OK” to proceed to the Detail information

-Select “Cancel” to return to the Customer Field

-Select “"F2" to return to the Header information

Detail Information

Review your detail information to be certain that the correct quantities are displayed in the
B/O and Ship fields. Your invoice sub-total will reflect only those line items with Ship
quantity displayed.

-Select “"OK” to continue

-Select “Cancel” to continue

-Select “Delete” to delete one line item or the entire invoice

-Select “Insert” to add line items to this order/invoice

Footer Information
Gross Sales: Display only, shows the amount of gross sales.

Discount: Enter a dollar amount to decrease or increase the list price
Subtotal: Display only, shows the gross sales amount minus the discount amount

Tax: Display only, shows the total sales tax calculated for all applicable state, county, and
local tax jurisdictions applied to this invoice.

Freight: Enter the freight amount

Net Sales: Display only, shows the amount of the subtotal minus the tax minus the freight
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When you finish making entries to the Footer fields the system issues the prompt:
Is The Information Correct?

-Select “"OK” to accept this information

-Select “Cancel” to return to the customer field

-Select “Delete” to delete this invoice

-Select “Select” to choose a printer

-Select “Print” to print this invoice

-Select “Cash” if the invoice is to be treated as a Cash Ticket

Once Order Invoice entry is complete, invoices can be printed one of two ways:
1. On Demand — print each invoice as you enter it by selecting the PRINT option
2. Batch printing — wait until all invoices have been entered and select your Invoice Printing
option to print them all at one time. T7his process is covered in detail later in this section.

Entering Cash Transactions
During invoice entry, at the completion of a cash sale you are requested to enter additional
information specific to that sale.

A cash sale may be a sale for which actual dollars are received, a sale for which a check is
received, or a sale that is charged to a credit card.

NOTE: When a cash sale is made, a general ledger cash account (rather than an Accounts
Receivable account) is debited during the Sales Register update. No invoices are created in
Accounts Recelvable, although the month-to-date and year-to-date sales information is
updated in the customer masterfile. If the Sales Analysis module is installed, sales analysis
information is updated as usual.

In addition, information recorded for cash sales appears on the Cash Sales Register which
Is printed at the end of the Sales Register. The Cash Sales Register provides separate totals
for cash, checks, and charge amounts received.

If you are recording a cash sale for a regular on-account customer, use the regular
customer number when creating the invoice. The sales history information is updated to
the customer’s record in the customer masterfile.

As is the case with on-account sales, cash sales also update the customer sales history and
all sales analysis files during the Sales Register update. However, cash sales do not affect
customer aging and accounts receivable balance information, since these are not on-
account sales.
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Select the CASH button at the bottom of the footer screen to convert the invoice into a
Cash Sale/Invoice. Upon selecting CASH the fields in the column on the right of your
screen will become available.

Ribban | Deteil Focter | Total]207.97

Gross Sa\eslw Cash RecewptCDdeIB_ICustDmerCheck
D\smuntlT Check Numberl—
Suhtotﬁllw Memnli

Taxl 11.77 Cc Numberl
Freightl? Exp.Datel—
NetSa\ele CustNameI
AmDuntTenderedl—
Changel—

Ok I Cancell Delete | Insett |Add'\0pt| Select | Print | Cash | LDUSer\a\l Sa\eslnqlDrderNDteei Fittirg |

,@ ope_cx‘ m FP v

Cash Receipt Code:
-Enter a valid cash receipt code
-Perform a Lookup to select from a list of cash receipt codes

Check Number: This field is accessible when you enter a check code in the Cash Receipt
Code field.
-Enter the check number

Memo: This field is accessible when you enter a check code in the Cash Receipt Code
field. Enter 1 to 16 characters of check writer information, such as driver’s license number,
phone number, etc. If you have elected to use a generic CASH Customer account for all
cash sales, this would be an additional space to place the name of the customer.

CC Number: This field is accessible when you enter a credit card code in the Cash Receipt
Code field.

-Enter 1 to 16 digits for the credit card number

NOTE: For security, when printing payment information on the invoice footer, only the last
4 numbers of the credit card number will be displayed.

Exp. Date: This field is accessible when you enter a credit code in the Cash Receipt Code
field.

-Enter the expiration date of the credit card using the following format: MMDDYY
EXAMPLE: 123109 = for Dec 31, 2009

A valid date must be entered in order to complete the transaction.
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Cust Name: This field will default to the Customer name located in the billing information
field but may be overridden.

-Enter 1 to 30 characters for a customer name

-Press Return to accept the default.

NOTE: This information is printed on the Cash Sales Register.

Amount Tendered:
-Enter the amount of payment.
-Press Enter to accept the default.

If the amount entered is less than the amount that appears in the Net Sales field the
system issues the prompt: "Amount Tendered Is Less Than The Sale Amount”
-Press Enter to access the Amount Tendered field again.

Change: Display only; shows the amount of any overage due the customer

Custarner Number: 000100 Ship To Number:
Everest Industries E Everest Industries

13 &

Sn

| Order Date |  Saks Code Ship Date | Ship Via [ Terns
|| 0 10 | UPSGD | % 10Das e
Customer PO: | [ PO Release: [ Misc Number: |
Order | Ship | B/O [ Item #/Description/ Notes | Unit Price | Extension
3.0 30 0.0 | 1002 19.00 2.0

3PH 4.5 HPllf‘EERF“-I E-SHITEF(

Sub Total
Discount
PAID: 257 Tax

NAME 5 Freight
Total

(Customer Copy)

Sub Total
Discount
Tax
Freight

Total

(Customer Copy)

NOTE: Cash Transaction information entered will be displayed in the footer information of your
invoice. As stated earlier, only the final 4 numbers of credit card information will be displayed.
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Processing Backorders

If the Backorders field is set to Y in the Parameter Maintenance task, backorders are automatically
generated by Invoice Entry and the Sales Register update whenever inventory items are not
available to fill an order. If the field is set to N, orders for items not available to ship are deleted
by the Sales Register update.

When a backorder is created, it is placed in the Order Entry file under its original order
number. When such an order is recalled by Invoice Entry, it is identified with a “"B/O"” just
to the left of the Bill field.

The backorder remains in the Order Entry file until the backordered items are received and
ready for shipment. At that time, the backorder may be recalled with the Invoice Entry task
by its original order number and re-invoiced. A backorder may be re-invoiced as many
times as necessary to completely fill the order.

Backorders are maintained in the same manner as a standard order. Backorders can be
reviewed whenever needed by printing the Order Status Report by Item, Order Status
Report by Customer, or the Open Order Detail Report and selecting backorders only.

O/P Invoice Edit Report
Distribution = Order Processing = Processing = O/P Invoice Edit Report

You can use this report to audit your customer invoices before printing. The report lists all
invoices on file for a range of customer or order numbers, with an “invoiced by” identification
code. You may select only unprinted invoices, printed invoices, or both. The printed report shows
the requested invoices by customer, with a recap by product code and line item code.

Al 0/P Invoice Edit Repo
File Edit Faworites Help

- 1
L] ] e da | ] 2 | €] tpm— i
Beainning Customerl Im BT
Ending Customerl Lazt
Unprinted lnvoices
Beginning Order Numbell IFirst —l
Ending Order Numbell ILast All Irvoices |

otz Bl I I [ Mo Selection |
Frint Status IU_ IUnprinted |hvoices

Page Break [

|v8.U.D |jcc_Fn | v

Ok Cancel

|v8.D.D|Dpr_ja |F‘=Printed Invoices U=Unprinted Invoices  A=all Invoice|Char | |Po-1

57




Application Computer Systems, Inc.
Order Processing

Beginning Customer:

-Enter the number of the first customer to appear on the report
-Select "F1” to select the first customer of record

-Perform a Lookup to select from a list of customer numbers

Ending Customer:

-Enter the number of the last customer to appear on the report
-Select “F1” to select the last customer of record

-Perform a Lookup to select from a list of customer nhumbers

Beginning Order Number: This field is accessible when you are printing the report for
one customer

-Enter the number of the first order to appear on the report

-Press “F1"” to select the first order on record.

Ending Order Number: This field is accessible when you are printing the report for one
customer

-Enter the number of the last order to appear on the report

-Press “F1"” to select the last order on record.

Invoiced By:
-Enter the initials of an individual whose invoices you want to print
-Press “F1” to select all invoices

Print Status:

Enter “P” for a report showing only printed invoices
Enter “U” for a report showing only unprinted invoices
Enter “"A” for a report showing all invoices

Page Break:
-Check this box to insert a page break between invoices
-Leave this box blank to print the report without page breaks between invoices.

When you finish making entries to the fields:
-Select "OK” to print the report
-Select “Cancel” to return to the Order/Invoice Processing Menu without printing.
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T106/09 9 MRSTER 8.0 Page 1
10006 AM Invoice Edit Report

Beginning Customer: First Unprinted Invoices Beginning Order 4 First
Ending Custemer: Last Tnwoiced By: Ending Order #: Last

-- Customer -- Order Tnvoice Involce P.0. Dist Tax
unber  Name Mumber Humber — Date By 51s Number Ship #a  Code Terms Code Prntd?

00100 Everest Tndustries 0001152 000523% 06/30/09 +ON JDP PO1234 UPS GCD Al 28 10 Days - Ne NT )

Gross Extended

In 0d Prd Whs Ttem ord  B/0 sShip Disc  Price Sales Cost Cost Profit &P &

080 WA 01 100 2 0 2 41.5% 20470 409,40 1.00 2,00 407,40 89,51
TEST

120 WA 0L T2 3 0 3 0% 3,610.00 10,830.00 1,758.74 5,279.22 5,550,788 5L.25
TEST

153 3¢ 01 1100 1 0 1 08 5.30 5.30 4,50 4.50 0.80 15.08
CYLINDER

163 5 GEM 01 EB31 1 1 0 .08 650.00 0.00 333.20 0.00 0,00 0.00
JPH 10HP 1800REM 215T OPEN HE General E1

173 5 A0S 01 100 1 1 0 114.3%  750.00 0.00 204.87 0.00 0,00 0.00
JPH 1HP L755REM 56H TEFC RBASE A.O SMITH

183 5 A0S 01 100 1 1 0 .08 350.00 0.00 204.87 0.00 0,00 0.00
JPH 1HP 1753RPM S6H TEFC RBASE A.Q SMITH

193 & 01 631322 1 0 1 .08 283,20 73,63 73.63
Bearing

203 5 A0S 01 100 1 0 1 100.0% 700,00 204.87 204,87
JPH 1HP 1755REM 56H TEFC RBASE A.0 SMITH

213 WA 01 458123578 1 1 0 .08 357.00 0.00 285.00 0.00 0.00
SPH L5HP 1BO0REM 215Y

12 8 Sales Total 12,227.90 5,9604.22 6,003, 68
Sales Dizcount 1,222.719-
Freight 0.00
Sales Tax

Tnvoice Total 11,005.11

Invoice Printing:
Distribution = Order Processing = Processing = Invoice Printing

Use this task to print a batch of standard invoices entered through the Invoice Entry task.
Invoices not automatically printed when created are stored in the batch file. This task prints all
invoices stored since the last batch printing.

,.ﬁ Invoice Printing (ACS MASTER 8.0)
File Edit Favorites Help

3 B EI YRR AL

Messagel

Festart [

Customer Numberl

|v8.0. |opr_ge |Is The Above Information Correct? m| |PP
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Message:

-Enter 1 to 40 characters for an optional message to appear across the bottom of the
invoices in the current batch

-Press Enter to leave blank

NOTE: Suggested uses of the Message field include announcements of special events,
seasonal greetings, etc.

Restart:
-Check this box to restart printing
-Leave this box blank to ignore.

Customer Number: This field is accessible when you have selected the Restart field.
-Enter a customer number
-Perform a Lookup to select from a list of customer numbers.

When you finish making entries to the fields, the system issues the prompt:

“Is The Above Information Correct?”

-Select "OK” to print the invoices

-Select “Cancel” to return to the Order/Invoice Processing Menu without printing.

Printing: When using pre-printed forms

When you select "OK"” at the previous prompt, the system issues another prompt:
“Please Make Sure That The Correct Invoice Forms Are Mounted On Printer XX For YY”
(Where XX is the selected printer and YY is the current company.)

-Select “"OK” to begin printing

-Select “Cancel” to return to the Order/Invoice Processing Menu without printing

After you press “"OK" to begin printing, the system issues another prompt:

“Do You Wish To Print A Test Pattern?”

-Select "OK" to print a test pattern

-Select “"No” to print your invoices

-Select “Cancel” to return to the Order/Invoice Processing Menu without printing

NOTE: Print your test pattern as many times as necessary to print a test pattern and check
that the forms are aligned properly.

Printing: When not using pre printed forms
When you select "OK" at the previous prompt the printing process will begin.
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Updating: After printing is complete the system issues another prompt:

“Are You Ready To Update The Invoice File?”

-Select “Yes” to update the invoice file. Updated invoices do not print again unless a reprint
is requested

-Select "No” or “Cancel to return to the Order/Invoice Processing Menu without updating
the Invoice File.

NOTE: Use the Invoice Entry task if you need to make a change to an invoice and reprint
it after the invoice file is updated. The invoice may then be reprinted, either on-demand
from invoice entry, or as part of the next Invoice Printing batch.

IMPORTANT: If it becomes necessary to access an Order Invoice AFTER the invoice

has been printed, but BEFORE the Sales Register is run; it will be necessary to
REPRINT the invoice before running the Sales Register.

Upon accessing a Printed Invoice before the Sales Register is run and updated, the
user will receive a warning:

warning x|

L] E Continuing Will Require & Reprint ©OF This Invoice
L

Ik I Cancel |

Accessing a printed invoice pulls it out of invoice status and it will NOT appear on the
Sales Register to be updated.

Once changes to the existing invoice have been made, printing the invoice will allow
the data to be updated during the next Sales Register update.
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Sales Register:
Distribution = Order Processing = Processing = Sales Register

Use this task to print a register listing all invoices printed since the last Sales Register update.
Depending on your parameters, the detail information listed on this register will vary.

Sequence:
-Enter C to print the register in customer number sequence
-Enter I to print the register in invoice number sequence

Phase: Display only field
A3 Sales Regi —_|O]x]
File Edit Fawvorites Help

B ofeeE 2| @

Sequence IC_
Phase I

(0] | Cancel |
W opr_hils The Ab(,ﬁ FF .

-Select "OK"” to begin printing your Sales Register
-Select “Cancel” to return to the Order/Invoice Processing Menu without printing your Sales
Register.

Printing
There are several sections to your Sales Register:

The first section will display a summary including a listing of each Invoice to be updated.

The Cash Receipt Sales will include the type of payment received and recaps sales by Cash,
Credit Card and Check.

You will then see summary information by Territory, Transaction and Sales Person.
Finally, if the Print GL Sales Detail Report parameter in the Parameter Maintenance task is

set to Y, each printed register includes an audit report listing all general ledger postings by
invoice line item or in summary format.
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The Sales Register first lists all invoices updated by the Invoice Printing task since the last
Sales Register update and can be printed in either customer or invoice number order.
Credit memos appear on the register in a column labeled “Returns.” At the end of the
invoice listing, there will be Register Totals, Month to Date Totals and Next Month to Date

Totals.

07/06/09
11:43 am

Invoice
Humber

bustomer Order

Fo. & Mame Thmber Date

000100 0002169
Everest Industries

0005243 07/06/09

000200 0002170
Industrial Products

0oos244  07/06/09

Register Totals:
M-T-D Totals:

Wext M-T-D Totals:

Sales

1068.00

140,00

T80, 64-

13749886

Returns

KCSMASTER B0

Sales Register
By Customer Number

Discount Tax Freight

0.00 106,80 0.00

22341.72

0.00 222531 5138.32

'''''''''''''''''''''''' Page I
Andit # 0000271 i

llet
Sales

Gross
Profit

Gross
Cost

1015.87 633,22 38.65%

1402.38

143411.81  119563.75

The next section will provide a Cash Receipts Summary for each Cash transaction which
will summarize sales by Cash Receipt codes.

O80T T0 s g R MRS TER 0 Page 27

p1:14 M

rustomer

fo. Name

poOL0D  Ewerest Industries
pooL0D  Ewerest Industries

999999 Cash sale

Sales Register

By Customer Number

Cash Receipts Summary

Inveice Involce
Thmber Date

0005300 05/28/10
0005301 05/28/10

Total For 05/28/10

0005302 06/01/10

Total For 06/01/10

Total A1l Cash Recsipts

Pay ®&%  Credit Card Deposit *+*
Type  Mumber Exp Amount
C o 1241212412381235 01/31/11 333.90
B

Credit Cards

Credit Cards:

Credit Cards

Audit 4 0000324

®&%  Cash Deposit ***
Memo Amount

John Davis

Cash:
Checks:

Jake Adams
Cash:
Checks:

Cash:

Checks: 2113.%6
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The next page will be a Summary of Charges, which will include totals by Territory,
Transaction and Salesperson codes. For detailed information regarding the set up of these
codes, please see the Basic File Maintenance Training section of Account Receivable
module.

07706709
11:43 A

Territory Sumary

001 Western U.S. 2538.00

ﬁransaction Sumary Amount
N Non-stock Item 650.00
5 Standard Inv. Item 1888.00
Tax 137.05
Freight 0.00
Discount 253.80
ﬁalesperson Sumary Amount
1068.00
1470.00

JOP Judy D. Peterson
KMM Kevin Martin

If the Print GL Sales Detail Reportfield in the Parameter Maintenance task is setto Y, the
Sales Register includes an audit report listing all general ledger postings by invoice line
item if the GL Posting Control is set to Detail. Otherwise the postings will be Summarized.

07706709
11:43 AM

KOS TMASTER B0 Page 4
Sales Register Audit # 0000271
General Ledger Summary - Journal OP Order/Tnv Processing
Memo/Reference Debits Credits

Account Description

1020-01

1500-01

1500-01

£750-70

175070

Sales - Product C/Location 1

Cost Of Goods Sold - Prod A/Loc 1

Cost 0f Goods Sold - Prod AfLoc L

COGE - Non Stock

COGS - Non Stock

Industrial Products

000200 noos244 0002170

Everest Industries

000100 0005243 010

Industrial Products

000200 noos244 010 0002170
Subtotal for Account 4500-01

0n0z1e9

Everest Industries
000100 0005243 020
Industrial Products
000200 noos244 020 nooz2170
Subtotal for Account 4750-70
Totals For 07/06/09
Total For Report

0002169

147,00

279,22
644.01
923.23
376,00
94,00
470,00 0.00

1,185.03 1,185.03
1,185.03 1,185.03

For details regarding Detail and Summarized GL postings, please see the General Ledger module
training section of your manual.
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If desired, you may print invoices and run the Sales Register without updating any time
you want to see the day’s sales. This is to verify that a current, complete audit trail of your
Sales Register exists before the update is performed.

Check the Sales Register carefully to make sure all printed invoices are listed on the
report and are correct. Use the Invoice Entry task to make any necessary changes. Reprint
the invoices and perform the Invoice Printing update. Reprint the Sales Register,
discarding any previous copies. When there are no more errors on the Sales Register, the
update may be performed.

NOTE: Only printed invoices appear on your Sales Registers. They can be printed on-
demand (with Invoice Entry) or printed in batch and updated (with Invoice Printing).
Unprinted invoices will not be on the report and, as such, will not be updated.

Updating: After printing is complete the system issues another prompt:

“Are You Ready To Update The Sales Register?”

-Select “Yes” to update the register

-Select “"No” or “Cancel” to return to the Order/Invoice Processing Menu without updating
your Sales Register.

NOTE: If corrections to any of the invoices are required, they must be made before the Sales
Register update is run. Use the Invoice Entry task to make the required changes, and reprint the
invoices and the Sales Register.

IMPORTANT: Changes to any Invoice after it has been printed - but, before the Sales
Register is run - will require the invoice to be reprinted before it can be included on
your Sales Register and updated.

The Sales Register Update is divided into two phases, or parts.
-In the first phase, sales analysis information is updated if the Sales Analysis module is
installed.
-The second phase completes the updating of inventory quantities and the Accounts
Receivable invoice information, customer sales history, general ledger, monthly sales
journal, and salesperson commission information.

Some functions of the Sales Register update differ according to various parameter settings and
how the distribution and line codes are defined for each updated invoice.

During phase two of the update, detail lines of completely shipped items are removed from their
invoices. If the Backorders parameter is set to Y in the Parameter Maintenance task, a backorder
is created for each partially-shipped detail line. Historical invoices are created for any customers
with the Retain Invoice Detail History parameter set to Y in the Accounts Receivable Customer
Maintenance task.
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If your inventory is serialized or lotted, the Serial/Lot Number masterfile, Serial/Lot Number Sort
file, and Serial/Lot Number Transaction file are also affected by the Sales Register update.
Serial/lot numbers are read from the Serial/Lot Number Detail file and written to the Customer
Serial/Lot History file. If the Serialized and Inventoried parameters for an invoiced item are set to
Y, the Sales Register transaction for the items is matched by serial number to a purchase
transaction in the Vendor Serial/Lot History file. The customer number and purchase price is
written to the Vendor Serial/Lot History file.

The Sales Register update creates type OP General Ledger Posting entries.

Price Quotation Inquiry
Distribution = Order Processing = Processing = Price Quotation Inquiry

Use this task for a quick method of determining price quotations for customers. Pricing tables are
based on information entered in the Pricing Table Maintenance task. If Contract Pricing for the
item is available for the customer, you also have the ability to access Contract Pricing.

_,.'ﬁprice Quotation Ir -0 il

File Edit Favorites Help
£ B8] 7 | @] v
Customer |n|]|]1|]|] |Everest|ndustries Contact IMr_ James Rockyille

|1 23 bain St Phone [(714) 832-8113
IBulte 111 Feoe [r714) 831-9220
ISEm Bermardino, CA 93121

Price Code IDLR IDea\er Cluarntity

Warehouse ID |01 IGFEBWIHE On Hand ]l
Itern Mumber |1nn EPH 1HP 1755RPh 56H Committed [ 69
List Price | 350.00 Last Price | 350.00 Availahle 38

IPm:lng Table - DealerBicycles (Unknown Pricing kMethod)

Cluantity  Percent Frice Cluantity  Percent
S | 50.00% | ooo
| = | 45.00% | ooo
L | 35 |4n 00% | 0.00
| |
3 |

45 |35.uu% 0.00

50 |3u.uu% 0.00

Cancel |

lec_\a |

The screen is divided into three sections. The upper section contains information from the
customer maintenance file about the customer entered.
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The middle section requires the entry of price code, warehouse and item information.
The lower section displays the pricing table based on the customer/price code, warehouse,
and item information entered.

,.ﬁ Price Quotation Ir = |EI |_>

File Edit Favorites

B E 7@

Customer Innmnn IEverestIndustries Contact IMr_ James Rockwville

|123 hain St Fhane [(714) 832-8113
ISuite111 Faux [(714)931-9220
ISan Bemarding, CA 93121

Customer:

-Enter an existing customer number

-Press F1 to move to the Price Code field

-Perform a Lookup to select from a list of customer numbers
-Select “"OK” to accept the default customer

-Select “"Cancel” to return to the Order/Invoice Processing Menu.

When you select an existing customer, the following information will be displayed using the
using the customer information located in Accounts Receivable Maintenance files for this
customer; these are display only fields.

Customer Name / Address / Contact / Phone / Fax

Price Code IDLR IDeaIer Cluantity

YWarehouse D |D1 IGreenviIIe On Hand I I
Iterm Murmber |1uu EPH1HP1?55RPM EEH Cormmitted | 59
List Price I 350,00 Last Frice I 350,00 Availakle I 38-

Price Code: This field is displayed when you select a customer in the Customer field
-Enter a price code

-Press Enter to accept the default

-Perform a Lookup to select from a list of price codes

-Select “Cancel” to return to the Customer Number Field

Warehouse:
-Enter a warehouse ID
-Perform a Lookup to select from a list of warehouses
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Item Number:

-Enter a valid item number

-Perform a Lookup to select from a list of item numbers

If you enter an item not inventoried for the selected warehouse the system issues the
prompt: “This Item Is Not Defined In This Warehouse”

Press Return to access the Item Number field again

If no Pricing Table exists for the price code, warehouse and item, the system issues the
prompt: “No Pricing Table Entry Exists For This Item Class And Customer Price Code”
Press Return to access the Item Number field again

If a pricing table exists for the customer/price code, warehouse, and item, the pricing table
is displayed.

List Price: Display only, shows the list price of the item.

Last Price: Display only, shows last unit price on detail line of order for this item
Quantity fields: Display Only

On Hand: Shows quantity on hand

Committed: Shows quantity committed

Available: Shows quantity available

IPricing Tahle - DealerBicycles (Unknown Pricing Method)
Cluantity  Percent Frice Cuantity  Percent

0.00
0.00

. | 1 |50.nn% |
. | 25 |45.nn% |
. | 5 |4n.nn% | 0.00
| |
| |

45 |35.nn% 0.00

1 |3n.nn% 0.00

.0, ive_ia |

Pricing Table

When you select an existing price table combination of price code, warehouse, and item,
the existing price table is displayed. There can be up to 10 price breaks available on a
pricing table.
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Quantity: Display only; shows the amount of the item required for the price break.
Percent: Display only; shows what percentage price break is given for the quantity.

Price: Display only; shows the new price per item when using the price break.

IEontract Fricing - Spring Fromotion [From 05/03/03 Through 07 /15/03)

Guantity Percent Frice Guantity Percent

1 200.00

Contract Pricing

When contract pricing is defined for the selected customer, the system issues the prompt:
“This Customer Has Contract Pricing For This Item. Display It?”

-Select “Yes” to view contract pricing information for this Customer/Item

-Select “"No” or “Cancel” to ignore Contract Pricing information

At the end of the inquiry

-Press Enter or “OK" to return to the Customer field

-Select “"F1” for warehouse availability

-Select “Cancel” to return to the Order/Invoice Processing Menu

NOTE: When you press F1 at this prompt the Warehouse Availability window is displayed.
Use the scroll up/down arrow to scroll through a list of multiple warehouses. The
warehouse number, name, and location of the item, plus the on-hand, committed,
available, and on order amounts are displayed.

WMarehouse Location On HandCommittediwailable On Drder

0l Greenwville AFEL C10 405 76 332 5
0z Atlanta BIN 75 14 u] 14 1}

WMarehouse Awvailability Pgllp Pgln F4d=End

Ok Cancel | Fonyard |
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For a detail explanation for Pricing Tables and Contract Pricing, please see the Advanced File
Maintenance Training section of the Order Processing module.

Non Stock Received and Not billed
Distribution = Order Processing = Processing & Non Stock Received and Not Billed

Use this report to obtain a list of Orders that contain Non Stock items that have been received,
but for which the Customer has not yet been billed.

(=1

File Edit Favorites Help
B[ |21 ae B ¢ | @) 0]
Starting Date li

Ok | Cancel |

Starting Date:
Enter the date you wish to have the report begin.
The report will begin printing immediately.

OB/ 0T I RS MASTER 6,0 ] Page 1)
01:58 pu Non Stock Received And Hot Billed
; Starting Date: 01/01/10

: PO PO
Cust#  Customer Name B/0  Ship Rec Qty Oty 2] 0
MH Ovderf LN Hon-Stock Item/Description/Product Type Oty Vend$ PO# Date Rec-Cost  Ext-Cost

000100 Everest Industries
;Ul 0002129 010 TEST 000100 0002163 01/15/10 500,00 1000.00
: TEST 1
01 0002235 010 BALASTS 000150 0002208 06/01/10 75.00 150,00
5 Baldor End Bell
020 BAL4SBTS 000150 0002208 06/01/10 183.00 549,00
Baldor Junction Box
030 BALS9855 000150 0002206 06/01/10 150,00 750,00
Mounting Brackets

Report Totals 2049.00

In this example:
Order 2129 the PO has been received and the sales order has been updated with a
Shipped quantity; but, the customer has not been invoiced.
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Order 2235 the PO has been received but the sales order information does not reflect
shipping information and the customer has not been invoiced.

Review this report to determine why completed or partially competed orders have not been
billed and invoice those that are ready for billing.

Back Order Fill Update
Distribution = Order Processing = Processing =& Back Order Fill Update

This task is used to interface with the Purchase Order Receipt Entry and Update functions.
As Purchase Order Detail lines are received and updated; running the Back Order Fill Update
allows you to update the SHIP Quantities for Sales Order lines that have been LINKED to
RECEIVED Purchase Order quantities as well as Orders with Stock Items waiting for
replenishment.

Back Order Fill Update

:.?/ RUN B/O Fill?

Yes

-Select “Yes” to run the Back Order Fill process
-Select “"No” or “Cancel” to return to the Order/Invoice Processing menu

NOTE: This process does not automatically generate any type of report; therefore, it is important
that the Back Order Fill Picking Lists be printed after the function is performed.

NOTE: When processing back order information for Sales Orders that are NOT linked to a specific
PO, your system will fill the oldest Sales Order quantities first.

NOTE: As your system searches for items on back order that could be filled with recently received
quantities, it is important to understand that only Sales Orders with NO QUANTITY in the ship
field will be updated. If you have an Order that has only partial quantity in the back order field,
this process will not update the back order quantities.
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Back Order Fill Picking Lists
Distribution = Order Processing = Processing = Back Order Fill Picking Lists

Use this task to print a picking list/packing slip for each Customer Order that was updated with
Shipped Quantities during the Back Order Fill Update.

NOTE: This function should be performed after the Back Order Fill Update function is run.

,.ﬁ. Back Order Fill Picking Lists (ACS MASTER 8.0)
File Edit Favoriies Help

AlEfeun]oln]m]t o]

Print Frices (WN)|N_
Restart (/M) [
CustomerNumberl
Selected Warehousel? IGreenviIIe
Picking List, Quotes, or Eloth?IEi_

|vEI.O. |opr_bc|Is The Above Information Correct?

Print Prices (Y/N):
-Select Y/Yes if you wish for Customer pricing to print on the Picking Lists
-Select N/No if you do not wish for pricing to print on the Picking Lists

Restart (Y/N):
-Select Y/Yes to restart the printing of the Picking Lists
-Select N/No to ignore

Customer Number: This field is only available when the Restart option is set to Y/Yes
-Enter a Valid customer number

Selected Warehouse:
-Select “F1” for all Warehouses
-Select the magnifying glass or press “F3” to select from a list of valid Warehouses

Picking List, Quotes, or Both:

-Select “P” to print Picking Lists only

-Select “Q” to print Quotes only

-Select “"B” to print Both Picking Lists and Quotes

When all of your options have been entered

-Select Enter or "OK” to continue

-Select “Cancel” to return to the Order/Invoice Processing menu
72




Application Computer Systems, Inc.
Order Processing

Upon selecting enter or OK you will receive the following prompt:
“Are you ready to Update the Order/Picking List?”
-Select “"OK” to continue

-Select “"No” or “Cancel” to return to the Order/Invoice Processing menu

NOTE: The updating of the Order/Picking List will perform the same functions as the
Order/Picking List Update located on page 49.
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E. ADVANCED FILE MAINTENANCE AND PROCESS OVERVIEW

This portion of your training will include the configuration of Sales Order Processing settings not
covered in the Basic File Maintenance section.

What will be covered in this section:
Order Processing Maintenance

1. Pricing Table Maintenance

2. Contract Pricing Maintenance

3. Terminal Maintenance Detail options

Parameter Maintenance
4. Basic System Parameters
5. Credit Management Parameters
6. New Customer Defaults
7. Sequence Numbers

Order Processing Reports
8. Open Order Detail Report
9. Order Status Report By Customer
10.Order Status Report By Item
11.Shipping Schedule Report

Advanced Processing Features
12.Kitting
13.Inventory Lot/Serial Number Processing
14.Credit Manager’s Review and Release

Prerequisites:
1. Individuals to be trained must have completed Basic File Maintenance and Core Processing
Training for Sales Order Processing.
2. Users must have sufficient system security to access administrative setting options
3. At least one User ID must be set up in System Maintenance and have a corresponding
Order Processing Terminal maintenance record created.
. At least one Accounts Receivable Customer Pricing Code Must be established
. At least one Inventory Item Class must be established
. Any Inventory Items that will be subject to Contract Pricing must be entered
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Order Processing Maintenance

Distribution & Order Processing & Maintenance

Pricing Table Maintenance — Using the Accounts Receivable Customer Pricing Codes in
conjunction with Inventory Item Classes allows the user to create specific Pricing Tables based on
Pricing Methods and item quantity breaks.

The configuration for a Pricing Table is made up of 5 elements:

1. Inventory Item Class — allows the user to classify groupings of Inventory items that
utilize the same pricing strategy. An Item Class is assigned to each inventory item.

. Accounts Receivable Pricing Code — allows the user to classify grouping of Customers
that will receive the same level of pricing. A Pricing code is assigned to each Customer.

. Description — Each Pricing Table will be assigned a unique Description.

. Pricing Method — ACS/MASTER offers 3 Pricing Methods
C=Mark-up from cost: The item price is determined by multiplying the item cost by the
appropriate % in the pricing table, and adding this amount to the item cost.
Formula: item Price = Item Cost plus (Item Cost times Mark-up %)
L=Mark-down from list: The item price is determined by multiplying the list price by
the appropriate % in the pricing table, and subtracting this amount from the list price.
Formula: Item Price = Item List Price minus (Item List Price times Discount %)
M=Margin over cost: The item price is determined by dividing the item cost by the
additive inverse of the % in the pricing table (i.e., 1 minus %)
Formula: Item Price = Item Cost divided by (1 minus Margin Over Cost %)

. Quantity Breaks — If the offered pricing is based on quantity ordered, it is possible to
configure specific quantity and percentage parameters.

What you will need before we can begin training on Pricing Tables:
1. Inventory Items to be included in the tables must be assigned a valid Item Class.
2. Customers to be included in the tables must be assigned a valid Price Code.
3. A Pricing Method must be determined for each table.
4. A Description must be determined for each table.
5. If Quantity Breaks are to be used quantity breaks will need to be determined for each
table.
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Contract Pricing Maintenance - Use this task to set up and maintain contract pricing
information for specific customers. Information is entered using specific Inventory item numbers
and must be set up by Customer number. If contract pricing is used for a customer, it supersedes
item pricing tables for price calculations during order/invoice entry.

The configuration for Contract Pricing is made up of 5 elements:
1. Customer Number — Contract Pricing is Customer specific
. Inventory Item Number — Contract Pricing is set up by specific inventory item.

. Comments — Although this is an optional field, the Comment field gives the user a way to
describe the purpose or identify the Contract Pricing being created.

. Optional Start and Stop dates — The Start and Stop Date functions allow the user to
define special Pricing for a specific span of time. The dates are, however, optional fields
that can be left blank allowing the special pricing to be available indefinitely.

. Quantity Breaks — it is possible to configure specific quantity and percentage pricing
parameters for any contract pricing. This would allow the user to select the customer,
inventory item number and the quantities that must be purchased to obtain discount
pricing levels.

What you will need before we can begin training on Contract Pricing:
1. Determine which customers will require Contract Pricing.
2. Determine what inventory items will be discounted for specific customers.
3. Determine Descriptions for each Contract Pricing structure.
4. If the special pricing is to be for a specific period, determine Starting and Stopping Dates.
5. If Quantity Breaks are to be used quantity breaks will need to be determined for each table

Terminal Maintenance Detail Options — During Basic File Maintenance we determined that
Warehouse and Printer information are mandatory for any user required to print Sales Order
documents. However, there are other optional settings that can be configured as well as Receipt
Printer settings that may be necessary depending on your counter equipment. Generally the
Receipt Printer settings are part of the original configuration of your system and will not require
any maintenance once established.
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Parameter Maintenance

Basic System Parameters — The first step of the Accounts Receivable training process was a
Current Process Review with your Project Manager. You were asked multiple questions about
your flow of processing which the Project Manager will use to set the Parameters for the Order
Processing module.

Although you will not be responsible for the configuration of these settings, we will cover three
of your parameter options to give you an understanding of their impact on Order Processing
functions. The # of Days to Commit in the Future and the Average Lead Time settings will
determine the Default Order Entry Dates that “pops up” when first entering an Order.

See Core Processing section of the Order Processing Manual for a complete understanding of
the Default Order Entry Dates function.

1. # Days to Commit in Future- This setting allows the user to determine the number of
days stock remains committed for ordered items. If the item’s scheduled ship date falls
within the specified commitment range, stock is automatically committed.

Example - If the number of days to commit in future is 7 and the item's scheduled ship
date is 7 days after the order date, stock is automatically committed. However, if the item's
scheduled ship date is 8 days after the order date, it is necessary to commit stock with the
Commit And Release Future Orders task.

. Average Lead Time — This setting tells the system the average or “normal” number of
days between an order date and a ship date Each time you access the Order Entry, entry
of a shipping date is first requested. The default displayed on the screen is the current
terminal date plus the number you enter in this field.

. Minimum Line GP%- This feature allows the user to define a global setting to govern the
minimum Gross Profit % standard for each Sales Order detail line item for all customers.
Once set, each Sales Order detail line will be checked to be certain that the Gross Profit %
does not fall below this setting. When an item being entered falls below this global setting,
the system will display a message indicating that this item does not meet the minimum
setting. You will be allowed for override this warning and process this item at the price
entered.

NOTE: If you have a customer that you have granted special pricing and this customer falls below
this Global Customer setting; Accounts Receivable Customer Maintenance has a Customer Gross
Profit % setting that, once set, will override the Global setting.

Remember, these settings will be configured by your Project Manager and will be reviewed with
you prior to your system configuration for Order Processing.
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Credit Manager Parameters — This is an optional function that enables your credit manager to
place restrictions and limits on the granting of credit to customers. Credit holds may be
automatically or manually set when a customer exceeds the minimum past due aging balance,
maximum order amount, or limit for unshipped orders and open invoices. Credit can be verified
during order entry, and held orders can be placed in the credit manager’s tickler file or released
by designated personnel.

Once the decision to use Credit Manager has been made, the following parameters must be
configured:

Aging Bucket To Hold — This parameter determines at what point a credit hold is
invoked because of a past due invoice. The options are over 30, over 60, over 90 or over
120 past due.

Minimum Balance Limit To Hold — This value represents the smallest past due amount
that causes a credit hold to be invoked. The Minimum Balance Limit To Hold parameter is
used to prevent credit holds from very small charges, non-applied credits, etc.

Auto Hold Over Credit Limit — If this parameter is selected, a credit hold is
automatically invoked for any customer whose open balance p/us committed open orders is
greater than the credit limit. If this field is not selected, all credit holds must be manually
set.

Manual Hold — This parameter permits the user to place a manual credit hold on any
customer regardless of their credit limit.

Print Pick Lists For Held Orders — If this parameter is selected, a picking list is
produced for each on-hold order. If this is not selected, picking lists will not be printed for
on-hold orders.

Credit Password — If a Password is established, a user who knows the password will be
allowed to perform certain privileged functions when an order is placed for a customer who
is over their credit limit or on credit hold. This user may either release an on-hold order or
place the customer on manual credit hold.

NOTE: If a Credit Password is established, it is recommended that access to the Credit Manager
parameters also be password protected or security-level protected.

Maximum Order Without Auto Hold — Any order that is greater than or equal to this
amount will automatically be placed on hold, regardless of the customer’s credit status or
any other factor.
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Auto Hold All New Customers — If this parameter is selected all new customers
(whether entered through the Accounts Receivable Customer Maintenance option or
Order/Invoice Processing Order entry task) will be placed on credit hold until released by
the credit manager. This enables the credit manager to review each new customer and
establish his credit limit before any orders are shipped.

NOTE: It is suggested this parameter NOT BE SELECTED during the installation of the Accounts
Receivable module; otherwise, all customers will be on credit hold when “live” processing begins.

Display Credit Info In Order Entry — This parameter determines if customer credit

information will be displayed on your screen during Order/Invoice entry. This feature has 3

options:

1. A/Auto - This option will automatically display current credit and aging information in
the Order/Invoice entry screens after a customer number is entered.

2. R/On Request Only — This option will provide options at the bottom of your screen
that allow optional customer credit and aging information to be viewed.

3. N/Not At All — This option makes customer credit and aging information unavailable
during Order/Invoice entry.

Because the Credit Manager is an optional function, we suggest it initially be “turned off” when
first entering customer information. It is most expedient to set this parameter to No, then switch
it to Yes when all customers have been entered into your system. Once “turned on” your Credit
Manager Review and Release function will become available.

What you will need before we can begin training on Credit Manager:
1. Required Credit Manager Parameters have been reviewed and decisions made for all
options listed above.
2. Security decisions have been made regarding the users that will have access to this option.

This will include user security levels, parameter maintenance security levels and password
protection.
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New Customer Defaults — As part of the Basic File Maintenance training, we covered the
settings and codes that are required when setting up a new customer in your system. The New
Customer Defaults option allows you to “pre-set” 7 of these fields to use as defaults. As each new
customer is created, these settings will be applied automatically. They can, however, be
overridden with any customer requirements necessary.

Fields to be determined include:
Sale Discount

Territory

Salesperson

Tax Code

Terms Code

Distribution Code

You will also be asked to determine if you wish to retain Customer Invoice Detail History.
It is strongly suggested that this option always be selected when setting up new
customers.

What you will need before we can begin training on New Customer Defaults:
1. Individuals to be trained must have completed Accounts Receivable File Maintenance
Training.
2. Individuals to be trained must have sufficient security to access parameter maintenance.
3. Review the New Customer Default fields listed above and determine (from your existing
settings) what value is to be selected for each option.

Sequence Numbers — This option allows the user to determine a series of sequence numbers to
be used when the system generates numbers for Temporary Customers, Order Numbers and
Invoice Numbers. As each Order or Invoice is created, your system will use these setting to
determine the next number issued. If you elect to have your ACS/MASTER system assign
Customer numbers, this setting will increment and determine all future customer numbers.
However, it is suggested that your Customer numbers be predetermined and entered manually,
so this option would not be utilized when new customers are created.

NOTE: This information is usually set just prior to “going live” on ACS/MASTER for the first time.
Your system will then increment each series of numbers automatically as new numbers are
issued. Because your system retains Customer, Order and Invoice history, it is strongly suggested
that these field not be changed to numbers previously used.
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Order Processing Reports

Open Order Detail Report - Use this report for auditing, reviewing, or analyzing your open
Orders and Order Quotes. You can specify a range of customer humbers and order dates, an
order taker identification code, and a salesperson code. The report includes an Order Print Status
allowing the user to include Printed and/or Unprinted Sales Orders. It also give you the options to
print only Open Orders, Quotes, Backorders, Credit Held, Non Stock, or any combination of these.

Order Status Report By Customer - Use this report to list all open orders in customer number
sequence, with the option to print only Open Orders, Quotes, Backorders, Credit Held Orders, or
any combination of these. Information provided for each order includes the order number, order
date, ship date, shipping method, discount terms, and order type.

Order Status Report By Item - Use this report to print Orders, Quotes, Backorders or Credit
Held Orders sorted in inventory item number sequence, with optional reporting by a specific
product type and warehouse. The report can be printed in Summary or Detail format; if printed in
detail, each item reported will display dollar amount and quantity totals are provided by customer
and order number, along with on-hand, committed, and available quantity totals.

Shipping Schedule Report - Use this report to manage future orders, generate final assembly
lists, and keep shipments on schedule. It shows all items due to be shipped, aged by a defined
date and number of aging days. You can print the report in summary or detail format for a
selected warehouse and product code, and can print Orders, Quotes, Backorders, Credit Held
Orders, or any combination of these.

What you will need before we can begin training on Order/Invoice Reporting:
1. Individuals to be trained must have completed Accounts Receivable Core Process Training
and Advanced Process Training.
2. Individuals to be trained must have sufficient security to access reporting options.
3. A number of Sales Orders and Order Invoices must have been generated to allow us to
obtain information for the reports to be reviewed.
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Advanced Order Processing Features

Kitting — In Order Entry this function provides the user with a way to select specific
components from inventory and combine them as one Non Stock item on the customer invoice.
This function is intended to be a point of sale transaction and is not meant to be used to create
quantities of KITS to be placed into inventory. The Kit will be recorded as a Non Stock item to be
sold.

EXAMPLE: You have a request from a customer for a motor that has to be modified with a
specific mounting bracket and end bell. However, this customer also requires that the modified
motor be billed as one line item. Kitting provides a way to accomplish this while committing or
relieving inventory quantities for the individual components.

You will have access to the KITTING function in the Sales Order Detail Lines:
Line Code - In the order detail lines of your Sales Order enter a Non Stock Line Code

Product Type - If you will be utilizing this feature often, it may be beneficial to create a
“KIT” Product Type for Sales Analysis and reporting purposes.

Part # - Because your ACS/MASTER system retains transaction history information for Non
Stock items, consistency when creating the Part# entered for this “KIT” will give the user
Sales Inquiry information for each time this Kit is sold.

Description — Create a Kit description such as Pump Kit, Hose Kit, etc.
Again, consistency here will give the user multiple ways of extracting information when
performing searches or Sales Inquiries.

Cost — Leave this field blank. Your system will provide the combined costs of the
individual components that you will select later.

Order — Enter the number of KITS you are selling.
When your curser moves to the Price field, the KITTING button in the lower
right portion of your screen becomes available. You will select this option to

begin building your KIT.

Kit Entry — Use this pop up screen to select the individual stock items and quantities that
will make up one kit. When all items have been selected, click OK.

You will be returned to the detail lines of your order entry screen and the cost for each of
your kit components will be totaled and entered into the cost field.
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Price — Because the individual components for your KIT are made up to Inventory Items,
the pricing for your Kit will be subject to any pricing matrix you have configured:

1. If a Pricing Table exists, the order will use this to calculate the Price for each
component and display the total price in the extension field of the detail line.

. If Contract Pricing exists for this customer, it will override any Pricing Table that exists
and the order will use Contract Pricing for the price calculation.

. If neither Pricing Table nor Contract Pricing exists, the system till look for List Price
information for each of your components. This is located in the Warehouse information
of Inventory item maintenance. The system will combine the total pricing for all of your
items and display it in the Price field.

4. If none of the options listed above exist, the Price will need to be manually entered.

B/O — Because this KIT was entered as a Non Stock item, your quantities will be placed in
the Back Order column. It will be necessary to manually put the quantities into the ship
field, this will allow the calculation to complete the Extension amount.

KIT Impact on Inventory Quantities - When a Kit is created in a Sales Order; the individual
inventory item quantities that are required to build the kits you are selling will appear as
COMMITTED when accessing inventory availability. Once the Order has been invoiced and the
Sales Register is updated, your inventory quantities will be relieved.

NOTE: The Order Pick Ticket will list the individual kit's components; the Customer Invoice will
show only the Kit Description and the price.

What you will need before we can begin training on KITTING:
1. Individuals to be trained must have completed Core Process Training.
2. A determination should be made regarding KITS that will be used and the components that
make up each Kit.
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Inventory Lot/Serial Number Processing — Your system allows the user to record an
individual serialized inventory item during the purchase order receipt and transaction entry receipt
processes. Similarly, you may also record groupings of inventory items into /ot numbers during
the purchase order and transaction entry receipt processes.

For more detailed information regarding Lot/Serial numbers please see the Inventory section of
your manual.

As you record sales or withdrawal transactions, the system will prompt the user for the Lot/Serial
numbers being sold or removed from inventory.

Order Entry - When a “Lotted” or “Serialized” inventory item is selected during the entry
of your Order detail lines, your system will commit the ordered quantities for each item
selected. You will not be asked to identify the lot/serial# at this time.

Order Invoice Entry — When invoicing an existing order (or creating an invoice in invoice
entry without a previously existing order); you will have access to the LOT/SERIAL button
(located at the bottom of the page) when your curser is in the ORDER field.

Upon selecting the LOT/SERIAL button, your system will display the ENTER SERIAL
NUMBERS entry box. It is from this entry function that you will be allowed to perform a
lookup up to select from existing LOT/SERIAL numbers on file for this item number.

Cost - Because each lotted or serialized item may have been recorded with its own unique
cost, your system will use the recorded cost for each item selected to determine the cost of
the line item.

EXAMPLE: You are creating a sale for 3 rolls of copper wire. Each roll was issues a lot/serial
number when received and the cost for each roll is also recorded. From the ENTER SERIAL
NUMBERS function, you will perform a lookup and select which rolls of copper wire you will be
selling to this customer. As you select each roll, the cost recorded at the time each roll was
received will be totaled and used as the cost for this line item.

Price — Pricing for these items will be determined based on any Pricing Matrix that is
currently configured in your system:

1. If a Pricing Table exists, the order will use this to calculate the Price for each
component and display the total price in the extension field of the detail line.

. If Contract Pricing exists for this customer, it will override any Pricing Table that exists
and the order will use Contract Pricing for the price calculation.
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3. If neither Pricing Table nor Contract Pricing exists, the system till look for List Price
information for each of your components. This is located in the Warehouse information
of Inventory item maintenance. The system will combine the total pricing for all of your
items and display it in the Price field.

4. If none of the options listed above exist, the Price will need to be manually entered.

What you will need before we can begin training on Lot/Serial# processing:
1. Individuals to be trained must have completed Core Process Training.
2. Inventory items requiring Lot/Serial numbers must be set up in Inventory.

Credit Manager’'s Review and Release - For this processing option to be available, it
will be necessary to “turn on” the Credit Manager option in Order Processing Parameter
maintenance.

See Credit Manager Parameters listed in the Parameter Maintenance section.

If you elect NOT to use the Credit Manager, the Review and Release option will not be available.

Once activated, you will be able to access and use the Credit Manager’s Review and Release
option to perform any of the following functions:

Access/release Sales Orders for customers currently on credit hold

Adjust a Customer’s Hold status

Modify a Customer’s Credit Limit

Add a new follow up date for a Customer currently listed

Put a new Customer on Credit Hold.

What you will need before we can begin training on Pricing Tables:
1. Credit Manager’s flag in Order processing parameters is “turned on” and valid parameters
have been selected.
2. The Customer numbers and Order Numbers of the records that need to be released.
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F. ADVANCED FILE MAINTENANCE AND PROCESS TRAINING
In this section we will train the user on how to use the more Advance Tasks available in the Sales
Order Processing module.

This section will cover:
Order Processing Maintenance
1. Pricing Table Maintenance
2. Contract Pricing Maintenance
3. Terminal Maintenance Detail options

Parameter Maintenance
4. Basic System Parameters
5. Credit Manager’s Parameters
6. New Customer Defaults
7. Sequence Number

Order Processing Reports
8. Open Order Detail Report
9. Order Status Report By Customer
10.0Order Status Report By Item
11.Shipping Schedule Report

Advanced Processing Features
12.Kitting
13.Inventory Lot/Serial Number Processing
14.Credit Manager’s Review and Release

Prerequisites:
1. Individuals to be trained must have completed Order/Invoice Core Process Training and

Advanced File Maintenance training.

. Users must have sufficient system security to access administrative setting options.

. Settings and Parameters reviewed in Advanced File Maintenance training must be
determined and this information available.

. Each section of the training process has included a:
“What you will need before we can begin training” section. All individuals to be trained
must have reviewed this information and have it available.
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Order Processing Maintenance
Distribution = Order Processing = Maintenance = Pricing Table Maintenance

Pricing Table Maintenance
Use this task to define pricing tables that automatically calculate item pricing during order/invoice
entry. You can access the tables as inventory line items are entered into your order/invoice detail
lines. Calculation is based on the applicable product type and customer price code.

=10l x]
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Item Class

-Enter a valid Inventory Item Class

-Perform a Lookup to select from a list of valid Item Classes

-Select Cancel to return to the Order/Invoice Maintenance menu

Item Class codes are assigned in the Inventory Control module and identify a group of
inventory items.

Pricing Code

-Enter a valid Customer Pricing Code

-Perform a Lookup to select from a list of valid Pricing Codes

-Select Cancel to return to the Order/Invoice Maintenance menu

Pricing Codes are assigned to Customers in the Accounts Receivable module and identify a
group of customers.
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When you enter an existing combination of item class and price codes, your system will
automatically populate the remaining fields and you will see the following prompt at the
bottom or your screen: Is The Above Information Correct?

-Select OK if the information is correct

-Select Cancel to return to the Order/Invoice Maintenance menu

- Select Delete to delete the pricing table

If the pricing table does not exist the system issues the prompt: Is This A New Record?
-Select Yes to continue

-Select No to return to the Item Class field

-Select Cancel and you will be asked: Do You Wish To Print A List Of All Records?
-Select Yes to print a list of existing Pricing Tables

-Select No or Cancel to return to the Order/Invoice Maintenance menu

Description
-Enter 1 to 20 characters for a description of the pricing table

Method
-Enter a valid Pricing Method
-Perform a Lookup to select from a list of valid Pricing Methods

T -0l

| M arkup From Coszt

b arkdowr Frarm List

kargin Ower Cost

Mo Selection

|V3.U.D |jcc_Fn | v

ACS/MASTER offers the following pricing methods:

C/Mark-up from cost: The item price is determined by multiplying the item cost by the
appropriate % in the pricing table, and adding this amount to the item cost.

Formula: item Price = Item Cost plus (Item Cost times Mark-up %)

L/Mark-down from list: The item price is determined by multiplying the list price by the
appropriate % in the pricing table, and subtracting this amount from the list price.
Formula: Item Price = Item List Price minus (Item List Price times Discount %)

M/Margin over cost: The item price is determined by dividing the item cost by the
additive inverse of the % in the pricing table (i.e., 1 minus %)

Formula: Item Price = Item Cost divided by (1 minus Margin Over Cost %)
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Quantity/Percentage
If customer pricing is to be based on quantity purchased, these two fields allow the
user to control Pricing in combination with Pricing Method.

I,.qrjPricing Table Maintenance {ACS MA
File Edit Favorites Help

DnlE 2] o] w

Item Class|-| II tem Class 1

Pricing CodeIDLH IDeaIer

Description IEndbeIIJDIr

Methad |c_

Quantity Percertags

| 75.00%

| £5.00%

| 50.00%

| 0.00%

| 0.00%

| 0.00%

| 0.00%

| 0.00%

1
2
3
4
5
53
7
8
g

| 0.00%

j—y
=]

| 0.00%

Cancel | Delete

Using the Pricing Table show above, there are 4 different pricing categories:

. If the customer purchases a quantity of 1-4 items, they will receive no special pricing
and will be charged List Price

. If the customer purchases a quantity of 5-9 items, they will receive a 75% mark up
from cost.

. If the customer purchases a quantity of 10-19 items, they will receive a 65% mark up
from cost.

. If the customer purchases a quantity of 20 items or greater, they will receive a 50%
mark up from cost.

You may enter up to 10 quantity price breaks.
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If customer pricing will not be based on quantity purchased, the Quantity field will be
set to One and the Percentage field will reflect the Mark Up From Cost percentage, the
Mark Down From List percentage or the Margin Over Cost percentage, depending on your
Method.

I,-J,IiPricing Table Maintenance (ACS M _ 10|

File Edit Faworites Help

2ln)E|v]e]w]

Item CIassIA Iltem Class &

Pricing Code I OLR IDeaIer

Description I Dealer/dcoessones

Methodlc_

Guantity Percertage

| 0.00%

| 0.00%

| 0.00%

| 0.00%

| 0.00%

| 0.00%

| 0.00%

| 0.00%

| 0.00%

| 0.00%

| 1
| o
| o
| o
| o
| o
| o
| o
| o
| o

Cancel Delete

Once you have completed entries to your Pricing Table

-Select OK to save the Pricing Table and return to the Item Class field.

-Select Cancel to save the Pricing Table and return to the Order/Invoice Maintenance
menu

-Select Delete to return to the Order/Invoice Maintenance menu without saving the
table

When selecting Cancel to leave Pricing Table maintenance and your system will issue the
following prompt: Do You Wish To Print A List Of All Records?

-Select Yes to print the list
-Select No or Cancel to return to the Order/Invoice Maintenance menu without printing.
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Distribution & Order Processing @ Maintenance 2 Contract Pricing Maintenance

Contract Pricing Maintenance

Use this task to set up and maintain contract pricing information for specific customers. Because
each table is set up by Inventory Item Number, it will be necessary to set up a table for each
Item for any given customer. If contract pricing is used for a customer, it supersedes item pricing
tables for price calculations during order/invoice entry.

l,.-ﬂ,ﬁil:untract Pricing Maintenance (ACS MASTER 8.0)
File Edit Favarites Help

|n|E 2 |e]w]

Custorner I a0 oo IE werest Industries

[tem Numberlmg 3PH 1HP 1755RPM BEH TEFC REASE A.0 SMITH

CDmmBnlSISpring Promation

Start Date||:|5£03..-"| 1]
Stap DatE|n?;1 5410

Quantity

1| 1 | 200.00

2| 0 | 0.00

Customer

-Enter a valid Customer number

-Perform a Lookup to select from a list of valid customers
-Select Cancel to return to the Order/Invoice Maintenance Menu

Item Number

-Enter a valid Inventory Item number

-Perform a Lookup to select from a list of valid Inventory items
-Select Cancel to return to the Order/Invoice Maintenance menu

When you enter an existing combination of customer and item number, your system will
automatically populate the remaining field sand you will see the following prompt at the
bottom or your screen: Is The Above Information Correct?

-Select OK if the information is correct
-Select Cancel to return to the Order/Invoice Maintenance menu
-Select Delete to delete the Contract Pricing table
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If the Contract Pricing table does not exist the system issues the prompt:
Is This A New Record?

-Select Yes to continue

-Select No to return to the Customer field

-Select Cancel and you will be asked: Do You Wish To Print A List Of All Records?
-Select Yes to print a list of existing Contract Pricing Tables
-Select No or Cancel to return to the Order/Invoice Maintenance menu

Comments
-This is an optional field that allows the user to enter up to 20 characters to create
comments that identify the table

Start Date

-Enter the date you wish for the contact pricing to become effective

-This field will default to the current date which can be accepted by hitting enter
This field cannot be left blank

Stop Date

-Enter the date you wish for the contract pricing to end

This field can be left blank, the contract pricing will remain in effect until the table is
deleted or and ending date is entered.

Quantity/Price

-If Contract Pricing is to be based on quantity purchased, these two fields allow the
user to define quantities that must be purchased to achieve the specified pricing level.
Your system allows for up to 10 quantity price breaks

-If Contract Pricing is not based on quantity purchased, enter a quantity of one and the
item price.

Once you have completed entries to your Contract Pricing Table

-Select OK to save the Contract Pricing Table and return to the Customer field.
-Select Cancel to save the Contract Pricing Table and return to the Order/Invoice
Maintenance menu

-Select Delete to return to the Order/Invoice Maintenance menu without saving the
table

When selecting Cancel to leave Contract Pricing Table maintenance and your system will
issue the following prompt: Do You Wish To Print A List Of All Records?

-Select Yes to print the list
-Select No or Cancel to return to the Order/Invoice Maintenance menu without printing
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Distribution = Order Processing & Maintenance = Order/Invoice Terminal
Maintenance

Order/Invoice Terminal Maintenance

A terminal record must be defined for each terminal utilized for entering orders/invoices. Use this
task to define operating information for those terminals. Especially important to the Order/Invoice
Processing module is the definition of printer interface information for counter printers and tape
receipt printers configured on the system. These devices are accessed during order and invoice
entry in an over-the-counter sales environment.

This function is generally configured as part of your installation process, and, as such,
should require little, if any, modifications.

NOTE: This task is designed primarily for dealer use. Be sure that you understand your system’s
hardware configuration, operating system, and peripheral device characteristics before changing
any of these parameters.

4£5 Order, Invoice Terminal Maintenance (ACS MAS
File Edit Favorites Help

Ofea || 9@
Terminal 1DV {405
Terminal Tranzparency On Ii
Terminal Transparency OFf l—
Cazh Baox Part 1D I—

Hex Code To Open I
Humber 0F Repetitions I

Skip Warehouss Entry [
Default warehouse Im IGreenviIIe

Walid Counter FPrinters IF'SF'F'F'DF'B

Counter Printer Selected |Fp

Walid Receipt Printers I
Receipt Printer Selected I
Receipt Printer Part (D I

Terminal ID

A terminal identification code and the names of the terminals depend on your specific
hardware configuration and the number of terminals connected. Each terminal configured
on the system should have an entry in the file, whether or not it is used for order and
invoice entry. Generally, the identification of your terminal appears in the upper right
corner of the screen.
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Terminal Transparency On/Off

This field specifies the hexadecimal code used to activate the auxiliary port on your
terminal (assuming it has an auxiliary port). When the proper sequence of hexadecimal
numbers is sent to the terminal, it switches mode so that any successive data transmitted
to it is routed out of the auxiliary port, rather than to the display screen. This provides the
capability to attach a tape receipt printer, electronic cash box, or counter invoice printer
directly to a terminal, and send information to that device without affecting the screen
display.

You can enter up to 8 hexadecimal numbers (0-F), which are sent to the terminal at the
start of on-demand printing for an order, invoice, or tape receipt. At the end of printing, a
corresponding set of hexadecimal numbers are transmitted to the terminal, switching off
the auxiliary port. Terminal transparency hex codes are usually defined in the terminal’s
reference manual.

Cash Box Port ID

Enter the port number which identifies an electronic cash box connection associated with
the terminal. If no cash box is configured on the system, or if it is not allowed to be
accessed from this terminal, leave this field blank. If the cash box is connected to the
auxiliary port of a terminal, be sure that the proper hex codes for Terminal Transparency
On and Terminal Transparency Off are defined for the terminal.

Hex Code To Open

Enter the hex code required to open the cash box.

The hex code may be a string of up to 8 hexadecimal numbers (0-F) that are transmitted
to the cash box through the output port specified in Cash Box Port Number field. The hex
code required to open an electronic cash box is usually defined in the technical reference
manual for the device.

Number Of Repetitions

Enter the number of repetitions for the hex code signal.

This field enables you to control the duration of the signal required to open the cash
drawer on an electronic cash box, by repeatedly sending the hex code to open the device.
can supply this program and explain its use.

Skip Warehouse Entry
Skipping warehouse entry is helpful for companies with only one warehouse, or in a
multiple warehouse situation where a default warehouse is assigned.

NOTE: The Warehouse Entry Required for Drop Ship field in the Parameter Maintenance

task takes precedence over selections made in this field. Therefore, if a Y is selected for
that field, this parameter has no affect when entering drop ship items.
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Default Warehouse
Enter the Default Warehouse code for this terminal
If desired, a different default warehouse can be assigned to each defined terminal

NOTE: When printing orders on-demand from within Order Entry, only items from the
default warehouse are printed.

Valid Counter Printers
Enter up to 4 printer ID codes of the printer(s) accessed by this terminal.
NOTE: Enter codes in a continuous string (e.g., P1P2LP)

Counter Printer Selected

Enter the 2-character printer ID of the default counter printer for on-demand printing of
orders/invoices.

This field is updated automatically if another printer is selected during order/invoice entry.

Valid Receipt Printers
Enter up to printer ID codes of the receipt printer(s) accessed by this terminal
NOTE: Enter codes in a continuous string (e.g., R1R2).

Receipt Printer Selected

Enter the 2-character printer ID of the default receipt printer for on-demand printing of
cash sales receipts.

This field is updated automatically if another printer is selected during order/invoice entry.

Receipt Printer Port ID
This port is accessed by the receipt printer program for the printing of tape receipts.
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Parameter Maintenance
Distribution & Order Processing & Maintenance = Parameter Maintenance

Basic System Parameters

Although the configuration of your Order/Invoice Parameters will be completed by your Project
Manager; we will be reviewing three of these parameter settings and their impact on the
Order/Invoice process.

Each time you access the Order Entry task, entry of Ship Date and Inventory Commit Date
are requested; two of your parameter settings allow your system to determine these dates
for you:

I,d,.r.s.Default Order Entry Dates (ACS MASTER 8.0 -0 x|

Default Scheduled Ship Date For These Entlieslu?ﬂ 040
Ireeentary Will Be Committed IF Scheduled To Ship Eefurelug;zwﬂ

|V3.U.U |0|:u:_da |Is The Above Information Correct? |Char | |F'|:|—1

Average Lead Time

During the initial consultation with your Project Manager, you will be reviewing the basic
“flow of processing” for your business. One of the topics covered will be the average
number of days it usually takes to receive materials ordered from your vendors...how much
time elapses between the time you order and then receive the product.

This span of time is entered as your Average Lead Time.

When creating an order, the Default Scheduled Ship Date displayed on the screen is the
current terminal date plus the number you enter in the Average Lead Time field.

# Days to Commit in Future
This setting is used in conjunction with the Average Lead Time setting to determine
whether or not the inventory items being sold should be Committed at this time.

Example: The # Days to Commit in Future is set to 60 days

The Average Lead Time is set to 14 days
The Default Scheduled Ship Date will be 14 days from today, because this falls within the
60 day Days to Commit range, the inventory quantities to fill this order will automatically
be committed in your inventory records.

HOWEVER, if the # Days to Commit in Future is set to 10 days
Average Lead Time stays set at 14 days
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It becomes necessary to commit stock manually using the Commit And Release Future
Orders task.

Minimum Line GP%
This option provides the user a way to determine that all order detail lines processed meet
the Minimum Gross Profit% established in this parameter field.

As detail lines are entered and pricing is determined, the user will receive the following
prompt when the GP% calculation for this line item falls below this Global setting:

warning x|

"j Gross Profit Percentage OF 23,08 % Is Less Than 40,00%
L

Cancel |

Press Ok to Continue,

At this point, you are able to access the pricing for this item and make any changes
necessary, or you can override this warning and process this item at the price previously
entered.

NOTE: Because this is a Global setting that will be applied to all customer transactions,
your ACS/MASTER system provides a Customer setting that will override this GP%
calculation.

In Accounts Receivable Customer Maintenance the Profile Maintenance information also
has a Minimum Line GP% setting. Any information entered into this field for a specific
customer will override the Global setting in the Order/Invoice parameters settings.
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Distribution & Order Processing & Maintenance = Parameter Maintenance = Credit
Manager’s Parameters

Credit Manager’'s Parameters

Because Credit Manager is an optional function, the initial set up of your Order Processing Module
will have this option “turned off”. It is suggested that it remain “off” during the process of
loading your Accounts Receivable Customer information. Once all customer information has been
loaded, selecting the Credit Manager Installed option below will activate this function.

NOTE: The Credit Manager Review and Release function in Order/Invoice processing will not be
available until the Credit Manager Parameter flag is “turned on”.

I,.-ﬂr[iParameter Maintenance (ACS MASTER 5.0)

File Edit Favorites Help

aEfmldn] o E| 2| @] w

i~ Credit M anagement Parameters

Credit Manager System Installed v

Aging Busket To Hold|4_ [ Bays]
Minimum Balance Limit Ta HDIdI 50.00

Auta Hold Over Credit Limit [v
tanual Hold [

Print Pick Ligts For Held Orders [

Credit Passwordl
b awirnurn Order Yithout Auto Hold Igggggg_gg

Auto Hold All Mew Customers [~
Dizplay Credit Info In Order Entry I'g_\_

Credit Manager System Installed
-Select this option to enable the Credit Manager functions
-Leave this field blank to inactivate the Credit Manager functions

Aging Buckets To Hold - This parameter determines at what point a credit hold is
invoked because of a past due invoice

-Enter one of the following options

2 = 30 Days

3 = 60 Days

4 = 90 Days

5 =120 Days
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Or perform a Lookup to select from a list of valid options
=10l x|

30 Days

B0 Daps

90 Days

120 Days

v, 0.0 ljcc_fn 5

Minimum Balance Limit To Hold
-Enter the smallest past due dollar amount that causes a credit hold to be invoked

Auto Hold Over Credit Limit

-Select this option to allow the system to place a credit hold automatically on any customer
whose open balance plus committed open orders is greater than their credit limit.

-Leave this field blank if all credit holds must be manually set.

Manual Hold

-Select this option to enable the ability to place a manual credit hold on any customer
-Leave this field blank to allow only system set parameters to control putting a customer on
credit hold; if left blank, the user will not have the ability to place a manual hold on any
customer.

Print Pick List for Held Orders
-Select this option to allow the printing of Pick Tickets for orders on hold
-Leave this field blank to stop Pick Tickets from being printed for orders on hold

Credit Password

-Enter a Password to be given to selected employees with sufficient security for access to
Credit Manager

-Leave this field blank to allow any user with sufficient security to access Credit Manager

NOTE: If a Credit Password is established, it is recommended that access to the Credit
Management parameters also be password protected or security-level protected.
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Maximum Order Without Auto Hold

-This field automatically places ANY order equal to or greater than the amount entered on
credit hold.

-If you elect not to use this function, we suggest entering 999999.99

Auto Hold All New Customers

-Select this option to place ALL new customers on credit hold until they are released by the
Credit Manager

-Leave this field blank to allow immediate processing for any new customer

Display Credit Info in Order Entry

-Select A/Auto — to automatically display current credit and aging information in the
Order/Invoice entry screens after a customer number is entered.

-Select R/On Request Only — to select from options at the bottom of your screen that
allow optional customer credit and aging information to be viewed.

-Select N/Not At All — to make credit and aging information unavailable during
Order/Invoice entry.

-Perform a Lookup to select from a list of valid options

When all fields have been entered, you will see the following prompt displayed at the
bottom of your screen: Is The Above Information Correct?

-Select OK to accept your settings and return to Parameter Maintenance

-Select Cancel to return to Parameter Maintenance without saving your settings
-Select Delete to remove your settings
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Distribution & Order Processing & Maintenance = Parameter Maintenance & New
Customer Defaults

New Customer Defaults
When a new customer is entered in the Order Entry, Invoice Entry, and Accounts
Receivable Customer Maintenance tasks, new customer default information is displayed.
This standard sales information, common to the majority of your sales orders and invoices,
can be overridden as desired.

:ﬂi Parameter Maintenance (ACS MASTER 8.0)

File Edit Favorites Help

][ ][] o ]w

 Mew Custamer Defaultz

Sale Dizcount I IND Digcaunt

Territary Inm lWestem 5.

Salesperson IJDP IJud_l,l D. Peterson

Tax Code INT INon Taxable

Temns Code IED IC.D.D.

Distribtion Code Im IF'rcu:Iuc:t & /L ocation 1

Customer Invoice Detail Histay [

Sale Discount
-Enter a Valid Sale Discount code
-Perform a Lookup to select from a list of valid codes

Territory
-Enter a valid territory code
-Perform a Lookup to select from a list of valid codes

Salesperson
-Enter a valid salesperson code
-Perform a Lookup to select from a list of valid codes

Tax Code
-Enter a valid tax code
-Perform a Lookup to select from a list of valid codes

Terms Code
-Enter a valid terms code
-Perform a Lookup to select from a list of valid codes
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Distribution Code
-Enter a valid distribution code
-Perform a Lookup to select from a list of valid codes

Customer Invoice Detail History
-Select this option to retain full invoice detail history
-Leave this field blank to ignore invoice history.

When all fields have been entered, you will see the following prompt displayed at the
bottom of your screen: Is The Above Information Correct?

-Select OK to accept your settings and return to Parameter Maintenance

-Select Cancel to return to Parameter Maintenance without saving your settings
-Select Delete to remove your settings

Distribution = Order Processing = Maintenance = Parameter Maintenance 2
Sequence Numbers

Sequence Numbers

Generally this information will be entered just prior to “going live” on ACS/MASTER for the first
time and will not require any maintenance on your part. The system will then increment each
series of numbers automatically as new numbers are issued. Because your system retains
Customer, Order and Invoice history, it is strongly suggested that these field not be changed to
numbers previously used.

l,d,ﬁParameter Maintenance (ACS MASTER 8.0)

File Edit Fawarites Help

N EE = A A

. ~ Sequence Mumber Maintenance
Mext Temparary Custorer Number IM

Mext Order Murnber IW

Mest Invoice Mumber IW

DK —

Next Temporary Customer Number
-Enter the beginning Temporary Customer Number you wish to use

Next Order Number
-Enter the beginning Order Number you wish to use
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Next Invoice Number
-Enter the beginning Invoice Number you wish to use

When all fields have been entered, you will see the following prompt displayed at the
bottom of your screen:  Is The Above Information Correct?

-Select OK to accept your settings and return to Parameter Maintenance

-Select Cancel to return to Parameter Maintenance without saving your settings

Order/Invoice Reports

Distribution = Order Processing = Reports

Open Order Detail Report

Use this report for auditing, reviewing or analyzing your open orders and quotes. As you begin to
select criteria for your report, review each field carefully, as the information included on the
resulting report will vary greatly depending upon the options selected.

/iopen Order Detail Repo 10 x|

File Edit Favorites Help

dEelun|elaleelew .

Beginning Eustnmerl IFirst

&l

Ending Eustnmerl ILast

Beginning Order Datel IFilst Open Orders

Ending Order Date I ILast
Quotes

Order Entered Byl |t3a||

Salespersgnl PII Backorders

Order Print Slatuslu_ IU nprinted Orders Credit Held

DptionlggBCN Iﬂll Orders
Mon Shock Dptionl I

Man Stock

noi

w3, 0.0 ljcc_fn m

|V3.D.D |D|3r_ia |O=Open Crders, Q=0Cuates, B=Backorders, C=Credi |Char | |P0-1

Beginning Customer

-Enter the number of the first customer to print on the report
-Select F1 to select the first customer number on record
-Perform a Lookup to select from a list of Customers
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Ending Customer

-Enter the number of the last customer to print on the report
-Select F1 to select the last customer number on record
-Perform a Lookup to select from a list of Customers

Beginning Order Date
-Enter the first date to show on the report
-Select F1 to select the first date on record

Ending Order Date
-Enter the last date to show on the report
-Select F1 to select the last date on record

Order Entered By
-Enter the 3 character User ID to print reports of orders taken by a particular person
-Select F1 to select all Users

Salesperson

-Enter a valid Salesperson code

-Select F1 to select all Salesperson codes

-Perform a Lookup to select from a list of salesperson codes.

Order Print Status

-Enter P to comprise a report of previously printed open orders only
-Enter U to comprise a report of unprinted open orders only

-Enter A to print both

-Perform a Lookup to select from a list of these options

Option
Please review this field carefully. It is possible to select any of the following options, a
combination of these options or all of them.

NOTE: The report will only print the information that you select from this Option
field and the previous field, Order Print Status.

EXAMPLE: If you select the UNPRINTED option in the Order Print Status field, and then select
Open Orders, the ensuing report will only include those Sales Orders that have never been
printed.
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If you select more than one option, you will enter them in this field with no spaces in
between. Please see example below

I,d,.r.iﬂpen Order Detail Repa I ]

File Edit Fawvarites Help

ojslun|olalEelow .

Eeginning Eustnmerl IFirst

Ending Eustnmerl ILast ol

Beginning Order Datel IFilst Open Orders

Ending Order Date I ILasl
[uotes

Qrder Entered B_I,II PII

Salespersonl

P” Backorders

Qrder Print Statuslu_ IU nprinted Orders Credit Held

DptiDnIDQECN }QII Orders

Mon Stock

Man Stock Option I I

NDSEleann
w&.0.0 |jcc_Fn ,_é

|VE.D.D |0pr_ia |O=Open Orders, Q=CQuotes, B=Backarders, C=Credi |Char | |F‘o-1

-Select O to print a report detailing open Orders

-Select Q to print a report detailing open Quotes

-Select B to print a report detailing open Backorders

-Select C to print a report detailing open orders on Credit Hold

-Select N to print a report detailing open order Non Stock Line Codes
-Select F1 for All orders and quotes

-Perform a Lookup to select from a list of options (see example above)

NOTE: Orders released from credit hold are labeled with an R and printed with open orders

Non Stock Option — This option is only available when the previous OPTION field is set to
N to print only Non Stock information.

-Select A to print a report detailing all Non Stock line detail

-Select P to print a report detailing Non Stock items with open Purchase Orders

-Select N to print a report detailing Non Stock items without open Purchase Orders

When all fields have been entered, you will see the following prompt displayed at the
bottom of your screen: Is The Above Information Correct?

-Select OK to accept your settings and print report

-Select Cancel to return to the Report menu without printing
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Q0L L0 L 1 Page 1
p9:53 AM Open Order Detail Report i

Beginning Customer: First Unprinted Cpen, Backordered and Non Stock Orders Only Beginning Order Date; First
i Ending Customer: Last Salesperson: All Ending Order Date: Last
Entered By: All
Hon Stock COption: A1l

r— Customer -- Order  Order  Ship P.0. Tax
flumber  Name Number  Date Date By 5ls Number Ship Via Terms Code Prntd?

:000100 Everest Industries Order 0002196 10/27/09 11/06/09 ACS JDP UES GCD 2% 10 Days - Ne CA i

Back- Disc Extended Extended
In Cd Prd Whs Ttem Order Order  Ship Pct  Price Price Cost Profit

000100 Everest Industries Order 0002215 05/20/10 05/30/10 ACS JDP UES GCD Al 2% 10 Days - Ne CA
5 **Locked Flag=y+*
Back- Dise Extended Exrtended
In Cd Prd Whs Ttem Order Order  Ship Pct  Price Price Cost Cost Profit
010 5 A0S 01 100 3 0 5 0.00% 350,000 1730.00  z04.87 1024.35 125,65
JPH 1HP 1755RPM 56H TEFC REASE A.0 SMITH

In this example the report was run for Unprinted Open Orders, Backorders and Non Stock
items. The information is listed by Customer and Order number order and will include the
following information:

Order Date Distribution Code

Ship date Terms

By / Who created order Tax Code

Salesperson Print Status

Customer PO# GP%

Ship Via

It will then go on to list detail information for each line item on the Sales Order or Quote.
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Order Status Report By Customer
Use this report to list all open orders in Customer number Sequence.

G (0

File Edit Fawvaorites Help

e ie] o] £fon| | 9

B

|v8.I:I.I:I ||:||:|r_|:|a |O=O|:uen Orders, Q=Cuotes, B |Char I_

All Orders

Open Orders

Dptiunl IQII Orders

Huotes

Backorders

Credit Held Orders

Option - Please review this field carefully. It is possible to select any of the following
options, a combination of these options or all of them.

NOTE: The report will only print the information that you select from this Option
field.

-Select O to print a report on the status of Open orders

-Select Q to print a report on the status of Quotes

-Select B to print a report on the status of Backorders

-Select C to print a report on the status of Orders on Credit Hold
-Enter a combination of any of the above

-Select F1 to select all options

-Perform a Lookup to select from a list of these options

NOTE: Orders released from credit hold are labeled with an 'R” and printed with open orders.

When you have finished making your option selections, you will see the following prompt at
the bottom of your screen: Is The Above Information Correct?

-Select OK to begin printing

-Select Cancel to return to the Reports menu without printing.
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O O MASTER B0 Page 3
10:24 AM Order Status Report By Customer :
i 11 orders

: Order  Order Ship Order
Custoner Number  Date Date PO Mmber Ship-Via  Terms Type Order Amount

b00300 Taylor Manufacturing 0001149 03/15/04 03/25/04 UPS GTC 1 Net (Due On Receip C 5121
(T14)-672-0171

iD[JUQDD Orange Coast Juice Co. 0002250 06/29/10 07/09/10 FDX PBY Het (Due On Receip 0 2,831.25
; (714)-671-8331 0002251 06/28/10 07/09/10 FDX PBYX Net (Due On Receip 0 200.00
0002252 06/30/10 07/10/10 FO¥ PBE Wet (Due On Receip 0 12.82

i[)DlDD2 Robinson Enterprises 0002133 04/15/09 04/25/09 UP5 GCD Het 30 R 10,000.00

In this example the report was run for all open orders and, because you did not have the
option to make any customer selection, it is for all Customers.

You will immediately note that this report is in SUMMARY format and does not include the
line details for your orders as the Open Order Detail Report does.

The information is listed by Customer and Order number and will include the following
information:

Order Date Terms

Ship date Order Type

Customer PO# Order Amount

Ship Via
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Order status Report By Item
This report can be printed in both Summary and Detail format and allows the selection
specific Inventory Product Types. It will then sort by Inventory Item Number sequence.

I,d,[il:lrder Status Report By Item (ACS MASTER 8.0) - |EI|5|

File Edit Faworites Help

e efu]p]n]e]e] e e]w

Froduct Typel PII

Option IDIJBC If-‘«ll Orders

Summary Or DetaiIID_ IDetaiI

warehouse I_ }AII

|'\.-'3.EI.D |0|3r_0a |Is The Abowve Information Correct?

Product Type

-Enter a valid Product Type

-Select F1 to select all Product Types

-Perform a Lookup to select from a valid list of Product Types

Option

-Select O to print a report on the status of Open Orders

-Select Q to print a report on the status of Quotes

-Select B to print a report on the status of Backorders

-Select C to print a report on the status of orders on Credit Hold
-Enter a combination of any of the above

-Select F1 to select all

-Perform a Lookup to select from a list of these options

NOTE: Orders released from credit hold are labeled with an ‘R’ and printed with open orders.

Summary Or Detail

-Select S to print a report summarized by Item

-Select D to print a detailed report by order Item
-Perform a Lookup to select from a list of these options

Warehouse

-Enter a valid Warehouse code

-Select F1 to select all Warehouses

-Perform a Lookup to select from a list of valid Warehouses
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When you have finished making your option selections, you will see the following prompt at
the bottom of your screen: Is The Above Information Correct?

-Select OK to begin printing

-Select Cancel to return to the Reports menu without printing.

Summary Format

OTROL/I0 ACSMASTER 8.0 Page 1
11:39 AM Sumary Order Status Report By Item :
fProduct Type: All Open Orders Only Warehouse: 01 Greenville

: Order  Qrder Com Quantity OQuantity Quantity
fItem Prd M Total Quantity ?  On Hand Committed Available

ir'l[JO A0S EA 22,345.34 69 116 IE: 342
JPH 1HP 1755REM 56H TEFC RBASE A.0 SMITH

1002 DA 109,00 16
| 3BH 4.5 HP L75SREM 56 TERC

100BL ¢ B 1,395.00
| 3PH 5.0 HP 1755RPM 56H TRRC

1037 Lo 225.00
| CLEANERS BRULEN

1108 BRG BA 520,00
| BEARTNG - SPECTAL

Detail Format

OTFOL/ L0 o ACSMASTER g0 Page 5
11:41 AM Detail Order Status Report By Item :
fProduct Type: All ALl Orders Warehouse: 01 Greenville

5 Order Order  Ship Order  Order Com Quantity Quantity Quantity
fltem Prd UM Cust  Mumber Date Date  Status Total Quantity ?  On Hand Comwditted Available

BL0O BEM EA

i 1PH 10HP 1725RPM 215T TEFC FBASE BALDOR

i 000100 0002048 03/15/04 04/16/05 Released  18,000.00
000100 0002080 10403705 10/13/05 Crder

: Total For Item BLOO
B5787 BAM

! Baldor SHP 1600/TEFC/3PH
i 000100 0002157 06/19/09 06/29/09 Order

: Total For Item B5787
Ba1234 BAM

! BALDOR SOHP MOTOR
5 000100 0002117 11714408 11/24/08 Released

Total For Ttem B81234
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Each format will display the following information:
Item# and Description Committed

Product Type Quantity on Hand
Unit of Measure Quantity Committed
Order Total Quantity Available
Order Quantity

However, the Detail format will also list item order detail information:
Customer Ship Date

Order# Status

Order Date
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Shipping Schedule Report

Use this report to manage future orders, generate final assembly lists, and keep shipments on
schedule. It shows all items due to be shipped, aged by a defined date and number of aging days.
You can print the report in summary or detail format for a selected warehouse and product code,
and can print only open orders, quotations, backorders, orders on credit hold, or any combination
of these.

I,.-ﬂ,.r.iShipping Schedule Report {(ACS MASTER 8.0) - |EI|5|

File Edit Fawarites Help

4 D[] ] 2] aa| B8] 2 | @ | e
| Warehouse Code I_ |A‘-‘«II

Froduct Type I }&II
Option IDQBE PIIDrdels

Surnmary or D etail? ID_ IDetaiI
Aging Date |u?;m A0
Days |15

Carncel |

|v8.D.EI ||:upr_aa |Is The Abowe Information Correct? S

Warehouse

-Enter a valid Warehouse Code

-Select F1 to select all Warehouses

-Perform a Lookup to select from a list of valid Warehouses

Product Type

-Enter a valid Inventory Product Type

-Select F1 to select all Product Types

-Performa Lookup to select from a list of valid Product Types

Option

-Enter O to print a report on the status of Open Orders

-Enter Q to print a report on the status of Quotes

-Enter B to print a report on the status of Backorders

-Enter C to print a report on the status of orders on Credit Hold
-Perform a Lookup of to select from a list of these options

NOTE: Orders released from credit hold are labeled with an 'R” and printed with open orders.
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Summary Or Detail

-Enter S to print a report summarized by item

-Enter D to print a report detailed by order item
-Perform a Lookup to select from a list of these options

Aging Date
-Enter shipping date to schedule shipments from
-Hit enter to accept the default date displayed

NOTE: This date is used as a base or reference point for determining the aging periods.

Days
-Enter the number of days to be grouped into each aging period

When all fields have been entered, you will see the following prompt displayed at the
bottom of your screen:  Is The Above Information Correct?

-Select OK to accept your settings and print report

-Select Cancel to return to the Report menu without printing

Summary Format

7701710 CRCSMASTER 8,0 Page I
02:39 PM Swmary Shipping Schedule Report ;
: product Selection: All

ALl Orders

iItem Whse Prod UM Description
: Past  07/01/10 07/1e/10 07/3L/10 08/15/10 08/30/10  Total Total
Tue 07/15/10 07/30/10 08/14/10 08/29/10 Future oty Value

NONSTOCK

3 0 145,00

100 ALL A3 3PH 1HE 1755REM 56H TEFC RBASE A.0 SMITH
T8 4 25,381.23

1002 3PH 4.5 HP 1755REM 6H TEFC
1 109.00

100BLY JPH 5.0 HP 1755REM 36H TEFC
4 1,385.00

?10378 ALL A CLEANERS BRULEN CLEANERS BRULEN
; 15 0 0 0 225.00

%1108 ALL ERG BEARING - SPECIAL
; g 0 0 0 185,00

%1200 ALL & Motor Switch Mounting Box NEMA 48 Frame Dayton, GE, A0 Swith

121212 AL BRS EA 12121

14 GR200 ALL WIR Mag Wire TR80 Bucket
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Summary information will be sorted by Item number and will display the following
information:

Item# and Description # of items past due

Warehouse Date range columns based on # of days entered
Product Type Total Quantity

Unit of Measure Total Value

Detail format

Q0L L0 ACHMASTER 8.0 ] Page 2
02 42 PM Detail Shipping Schedule Report ;
H Product Selectlon: All

ALl Orders

Whse Prod UM Description
Past  07/01/10 07/16/10 07/31/10 08/15/10 08/30/10  Total
Cust  Order Shp-Date Com?  Due  07/15/10 07/30/10 08/14/10 08/29/10 Future gty

ALLA  GL  CLEANERS BRULEN CLEANERS BRULEN
000200 0002191 0 10/05/09 Y 15

ALL BRG EA  BEARING - SPECIAL
000100 0002109 0 11/14/08 Y
000100 0002208 O 04/30/10 Y

ALL A ER  Motor Switch Mounting Box NWEMA 46 Frame Dayton, GE, AQ Smith
000100 0002157 O 06/29/09 Y
00090 0002253 R O7/11/10 ¥

121212 ALL BAS EA 12121
000200 0002112 O 11/14/08 Y

14 GP200 ALL WIR LB Mag Wire TRSO Bucket
002002 0002254 O 07/11/10 Y

1400 ALL A EA 3PH 20.0 HP 1735REM 56H TEFC
000100 0002120 R 12/04/08 Y
nuoson 000z252 0 07/10/10 Y

Detail format will include all information from the Summary format and will also include:
Customer number

Order number

Order Type

Ship Date

Committed status
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Advanced Processing Features

Distribution = Order Processing = Order Entry

Kitting

The Kitting process allows the user to bill a customer for one non-stock line item whose
components are made up of multiple stock inventory items. This function is accessible from the
detail lines of your sales order.

Fibhon  Detail |Footer|

Seq |Cd| Type IWh I Iter Murber Description

Cost

| Order |

Price

| B/o | ship | Estension |

Tatal

0.00

0| W[ KT | 01 [HoseKit

50ft Hose kit

0.00

i

2

]

0.00 ﬂ

“Warehouse: Greenville

QK I Cancel

Delete Inzert | Add| Opt | Selent | Frirt |

Far | Lt/ erial

Salez Ing

Order Mates

1 5

Kitting |

|V3.U.U |ope_dd |Enter The Unit Price For This Line

Hum |

|P-:-

4

As you enter the header and ribbon information for your sales order, you will find the
Kitting Button (located at the bottom of your screen) is “grayed” out. This option does not
become available until your curser is in the PRICE field.

Cd

-Enter a Non Stock Line Code

Type

-Enter a Product Type
-Perform a Lookup to select from a list of valid Product Types

NOTE: To provide an additional level of reporting, in this example we have created a
specific Product Type especially for the sale or KITS.
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W/h
-Enter a valid Warehouse
-Perform a Lookup to select from a list of valid Warehouses

NOTE: This would be the warehouse associated with the stock items that make of the
components of your KIT.

Item Number
-Enter an Item number for the Kit being created

There are 2 points to keep in mind when creating item numbers for your Kit

1. DO NQOT use any stock inventory item number

2. Sales Inquiries and Non Stock Speedsearch options will provide more complete
information in the Part Numbers entered are consistent. Each time you create a Kit
with the same components, give it the same item number.

Description
-Enter the description for this Kit

Cost
LEAVE THIS FIELD BLANK, your system will use the combined cost of the components to
populate this field.

Order
-Enter the number of Kits being sold

Price
STOP — it is at this point that your KITTING button becomes available and selecting this
option will display your KIT ENTRY screen.

In our example on the previous page, we are selling 2 Hose Kits. It is here that we will
select all of the items that will be assembled to make one Hose Kit.
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ABKit Entry (ACS MASTER 8.0)

File Edit Favorites Help

L|mE g |e|w]

Item Mumber IHose Kit

Seq | Item Mumber | Description

om 1401 2"HOSE - HIGH PRESSURE
002 B223 Clarmp 2" Diam
003 EB5545 End Bel

Seq
Your sequence numbers will increment automatically, you can enter through this field.

Item Number
-Enter an inventory item number
-Perform a Lookup to select from a list of valid inventory items

Description
This field will populate automatically with the description for the item number you select.

Qty
-Enter the quantity that will be required to assembly ONE KIT

Price

Your system will look for Customer Contract Pricing for this item, if it does not find settings
for this customer and item; it will then look to see if a Pricing Table exists for this customer
and items. If it still does not find settings, it will then look to see if a List Price exists for
this item.

When all inventory items necessary to assemble ONE Kit have been selected
-Select OK or Cancel to “upload” the KIT Entry information into your Order Detail Line
-Select Delete to delete one line item or all line items in Kit Entry

I,.dﬁl:lrder Entry (ACS MASTER 8.0)

File Edit Favaorites Help

Dja|x]|s| s |B|@|i] < v |ri|e]| s 7o
EustomerW Drderlm Ship-Tol— Bulars Invaoice

NameIDrange Coast Juice Ca. NamBISame

|9993 Pacific Coast Hwy I

| |
IEomna Del Mar IEA_ |92844 | |_ |

Ribhon  Detail |F00[e[| Totall £22.00

SquEleypelW’hl Iterm Mumber I Description Cost | Order | Frice | BAO | Ship | Extension |

00| M| KT | 01 |2"HoseKit S0ft Hoze Kit 207.50 2 3150 0 2 £23.00 ﬂ

20




Application Computer Systems, Inc.
Order Processing

Upon selecting OK, the information entered will be “uploaded” to your Order Detail lines.
-A total cost for your Kits will be displayed — this will be the total cost of each item times
the number of Kits sold.

-A total price for your Kits will be displayed — this will be determined by the criteria listed
above times the number of Kits sold. HOWEVER, this price can be manually changed.
-Because the line item is a Non Stock line code, your system will automatically place the
quantities in the B/O field. It will be necessary to enter the number of Kits sold into the
SHIP field.

-The extension will display the Price times the Ship quantity

From this point, you will process the order as you would another other transaction.

Printing
-When printing an Order Pick Ticket or Acknowledgment for an Order containing a KIT
item, you will see the Kit component and quantity detail listed.

Application Computer Systems, Inc. PICk Tic ket
Address Line One, Address Line Two
City, State 12345
Phane: 864-292-5980 / Fax: 864-292-5984 Order No.: | 0002235
Email: www.acsmaster.com Order Date: | 07/05/10
Web: support@acsmaster.com Page: | 1

Customer Number: 000900 Ship | Ship To Number:

Orange Coast Juice Co. To: Orange Coast Juice Co.
9993 Pacific Coast Hwy 9993 Pacific Coast Huy
Corona Del Mar, CA 92844 Corona Del Mar, CA 92844

Order Order Date Sales Code Ship Date Ship Via Terms
0002255 07/06f10 KMM 07/16/10 FDX PBX Net (Due On Rec
Customer PO: | | PO Release: [ Misc Number: |

Order | Ship B/0 | Item #/Description/Notes Unit Price Extension
20 20 0.0 | 2" HoseKit 44585 §41.70
50ft Hose Kit
(80) 1401
2" HOSE - HIGH PRESSURE
(20) B223
Clamp 2" Diam
(2) EB5548
End Bell

NOTE: As with any other Sales Order, you will be given the option to print or exclude pricing
information when printing your Pick Ticket.

NOTE: When converted to an Invoice, your detail lines will include only the Non Stock Line item:
2" Hose Kit, Kit detail will not print on customer invoices.

118
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Impact on Inventory
As with any Sales Order, the Inventory quantities used to create your Kit will be COMMITED as
they are entered into your Order. Then, when the order is invoiced and the Sales Register is

updated, your inventory quantities are RELEAVED.
This is how it will appear in your Inventory Item Transaction History for each item.

l,qrjlnventory Item Maintenance {(ACS MASTE — |E||i|

File Edit Favorites Help
D|E|x|a| s |@|m| i ]| v e 2| o] w

Item Numberlgggg

Diezcription IEIamp 2" Diam

Date Type Reference Quantity Cost ExtensioBalance

06/05/10 P.0. Vendor 000150 Baldor Electric 100 1.05 105,00 100
PO 0002207-020 Line 3

07/06/10 Bale Custowmer 000900 Orange Coast 20- 1.08
Invoice 0005331-010 Order 0002

Jale Total
P.0. Total
Net Change

Remember: The KITTING process is designed as a Point of Sales transaction; Kits are to be
created as the items are sold. Kits are not intended to be used as a bill of material allowing you
to put quantities of the newly created item on the shelf.
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Inventory Lot/Serial Number Processing
When processing the sale of an inventory item that has been issued a lot/serial number, it
becomes necessary to specify which individually numbered part is being sold.

The creation of the ORDER will not prompt the user for a specific lot or serial number.
However, when the order is converted to an invoice or the invoice is created in Invoice
Entry; it becomes necessary to identify the specific item being sold.

You will note that the Lot/Serial button at the bottom of the page is “grayed out” as you
process your Invoice. It does not become available until you begin to enter the detail lines
of your invoice. Upon entering the Item Number for an item that has been issued a lot or
serial number, your system will populate the Description field and take you directly to the
Order field. It is here that the Lot/Serial option becomes available.

I,.ﬁlnvoice Entry {(ACS MASTER 8.0}

File Edit Favorites Help
n|a|x|s| L@@ <] [ri|a|m|eE ¢
Cuslumerlggm oo Drderlggggg55 Ship-TUI Byfars |nvui:e|[|[|55332

NameIEverest Industries Namelsame

|1 23 Main St |

ISuile 111 I

ISan Bernarding |t.eT |931 21-0000 | |7 |

Fiibbon ~ Dtail IFthar' Ve[ 0y

SeqlCdITypelWhI Item Mumber I Drescription Cost I Order | Price | B0 | Ship I Extension I

oo s o1 {100 3PH THP 1785RPM 56H TEFC RBASE A.0 SMITH m 000 0 0 0.00 ﬂ

i

Warchouse: Greenvile Tppe: A05 Class: B Awal 342 OnHand 416 Committed: 74 1@. 5

QK | Cancel Delete Insert | Aeddl] Opt Select | Prift: | Cash | Lot/Serial Sales Ing | Order Mates Kitting |

wE.0.0 |UDE_Ed |Er|tEr The Guantity Ordered, { <F1==Item Comments, <F3>=Availability Lookup) Mum Fo v

Upon selecting the Lot/Serial button, the Enter Serial Numbers box becomes available.
It is here that you will select the specific items being sold.
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I,LﬂiEnter Serial Numbers (ACS MASTER 8.0)

File Edit Favorites Help
D¢ @ w

Item Hurnber I'I 0o

Seq | Lat/Serial Mumber | Ordered Shipped

om 2105002 1] 0
ooz

KT _'lJ
ok | Cancel | Delete Insert |

v8.0.0 [ope_dh | PP )

Item Number
This field will be populated using the item number entered in the order detail line

Seq
The sequence numbers will increment automatically, so you will enter through this line

Lot/Serial Number

Performing a Lookup in this field will allow the user to select from a list of available items.
If multiple quantities of this item are being sold, it will be necessary to select each item one
at a time to designate specific lot or serial numbers.

I,q[iLut,.-"Serial Number Lookup {(ACS MASTER 8.0)
File Edt Record Wiew Favorites Help

B ey | E_’ll # | 58 Start with Item Awvailabiity

Lot/Senal Mumber | Inventory Item Mumber | Location | Lot#Serial Mumber Comment| Status| On-Hand|Committed|  Unit Cost| Wendor #|  Awverage Cost| Standard Cost

1021142 100 AREA C1 | Comnpleted Ywhark Order 204.87 | 000000 204.87 n.0a
102-1143 100 AREA C1 | Completed Wiork Order 204.87 | 000000 204.87 0.oa
1021144 100 AREA C1 | Comnpleted Ywhark, Order 204.87 | 000000 204.87 0.00
102-1145 100 AREA C1 |Completed Wiark Order 204.87 | 000000 204.87 0.0a
102-1146 100 AREA C1 | Completed Wiork Order 204.87 | 000000 204.87 0.oa
1021147 100 AREA C1 | Comnpleted Ywhark, Order 204.87 | 000000 204.87 0.00
102-1148 100 AREA C1 |Completed Wiark Order 204.87 | 000000 204.87 0.0a
1021149 100 AREA C1 | Completed Ywork Order 204.87 | 000000 204.87 0.00
210-5000 100 AREA C1 | Comnpleted Ywhark, Order 204.87 | 000000 204.87 n.oa
210-5007 100 AREA C1 | Completed Wark Order 204.87 | 000000 204.87 0.0a

) P} o} o Co ] o} o} o} ] [}

210-5003 AREA C1 | Comnpleted Ywhark Order 000ao0a
210-6004 AREA C1 | Completed Wiork Order 000000

ENRLGh El A s e

1= = == == e e e e
1|32 03| F3 | = | S5 | b | oh |~ o [ 7 4= | 03 | 13

Ordered/Shipped
Your system will populate these fields for a quantity of One Ordered and One Shipped
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Cost
Your system will populate this field with the cost that was recorded for this item when it
was received.

When all items have been entered

-Select OK to up load your selections into the line detail of your invoice

-Select Cancel to return to your Detail line entry

-Select Delete to remove a single line item or delete the entire Lot/Serial number selection

NOTE: If multiple lot/serial numbers were selected in the Enter Serial Numbers screen,
these items will be combined and printed as one line on the invoice itself and will reflect a
quantity based on how many items were selected.

Totall 0.oo

SquEdIT_I,JpeIWhI Itern Mumber Description Cost | Order I Frice | BAD I Ship I E stenzion I

oo

3

o1 |10 3PH THF 1755RPM 56H TEFC RBASE A.0 SMITH 204.87 2 0.00 0 2 0.00 ﬂ

20

Price
Pricing for these items will follow the same hierarchy as any “regular” sales.
. The system will check for Contract Pricing for this customer and part number
. If Contract Pricing is not found, the system will check for a Pricing Table using the Item
Class for the part and the Pricing Code for the customer.
. If a Pricing Table is not found, the system will use the List Price found in the item
maintenance file for this inventory item.
. If List Price is not found it will be necessary to manually enter the pricing.

NOTE: It is possible to manually override any current pricing available.
Once the Invoice is printed and the Sales Register is updated, the specific Lot and Serial
numbers sold will update to reflect Zero quantity in stock and will reflect a C for Closed

status.

When printing the invoice for this order, your system will display the specific lot or serial
numbers being sold as part of the invoice detail.
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Application Computer Systems, Inc.
Address Line One, Address Line Two
City, State 12345

Invoice

Invoice No.
Invoice Date:

Page:

Fhone: 864-292-5980 [ Fax: 864-292-3984
Email: www.acsmaster.com
Web: support@acsmaster.com

Customer Mumber: 000100

Everest Industries
123 Main 5t

Suite 111

San Bernardino, C& 93121

Ship
To:

Ship To Mumber:
Everest Industries
123 Main 5t

Suite 111
San Bernardino, C& 93121

Order

Order Date

Sales Code

Ship Date

Ship Via

Terms

07/07/10

IDP

0710710 UPs G

2% 10 Days - Ne

| Customer PO: |

| PORelease: |

GuntE | Misc Number: |

Order

Ship

Item #/Descri

ption/Notes

Unit Price

Extension

2.0

2.0

100

IPH 1HP 1755RPM 36H TEFC RBASE A.O SMITH

<=

o

=118

SN

210-5002

210-5003
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Credit Manager’s Review and Release

For the user to have access to this option, the Credit Management Parameters must be configured
in Order/Invoice Parameters. Once the Credit Manager flag is set, Credit Manager’s Review and
Release becomes available.

Upon selecting this option, your system will display a list of Customers with previously entered
Follow-up Dates.

I,.-ﬁl:redit Manager's Review and Release {ACS MASTER 8.0)

File Edit Faworites Help

5B ] vn] | aa | 18] 2 | @] 0]
. Follow-upDateli

Customer I I

Credit Hold I_ I Order Terms I_ I
Credit Limit I

Felect | Info | Aging | Orders | Invoices |

I Date Customner Order Ord Date 3hip Date

05727704 000100 Everest Industries 0002033 05/27/04 06706704
1o/04/04 000100 Everest Industries no0E03s 10704404 10714704
10704704 000100 Everest Industries 0002038 10704404 10714704
10/04/04 000100 Ewverest Industries 000z038 10704704 10714704
10/04/04 000100 Ewverest Industries 000z040 10704404 10714704
03/06/08 000100 Ewerest Industries 000z088 03706408 03716708
11/06/08 000100 Ewverest Industries 000zlls 11706408 11/16/08
05710408 000100 Ewerest Industries o0o0zl3e 05710409 05720409
05/14/08 000100 Ewerest Industries 000z1l3s 05714409 05/24/09
06/30/08 000100 Ewverest Industries oo0zles 06730409 07/10/09 LI

ak | Caticel | Femove Feleaze Mrders | Eustomersl Eommentsl [Cugt Mates

. 0.0 |0pm_qb |C|ick and press [OK] or double-click line ko select, Enker date and customer For new Char | |PP

From here you have 2 options:
-Enter a new follow-up date and Customer nhumber
-Select the CUSTOMERS button at the bottom of your screen

Follow-up Date:
-Enter a follow-up date
This field gives the user a way to flag the customer for future credit review.

Example: Let's say that we have 4 customers that are slow paying and you want to
follow-up on their status at the end of the month. By entering the month end date and the
customer number you will create detail line for that customer which will display when you
select the Customer button at the bottom of the screen.




Application Computer Systems, Inc.
Order Processing

Customer

-Enter a Customer number

-Perform a Lookup to select from a list of valid Customer numbers

Once the customer number is entered select OK or hit enter to add the customer and date
to the “Select” list.

To access and edit existing customer information, select the Customer button at the
bottom of your screen. Select one of the customers listed.

.ﬂ,r_i Credit Manager's Review and Release (ACS MASTER 8.0)
File Edit Favarites Help

NI ES RIS RIS
Follovs-up Date W

Cugtorner Inmnuz IHobinson Enterprizes

Credit Hold I_ I Order Terms I_ I

Credit Lirit | 5,000.00

Select ||nf0 | Aging | Drdersl Invoicesl

I Date Custoner Order Ord Date Ship Date

01/01/10 000100 Everest Industries
oL/02/s10  000l00 Everest Industries
01/03/10 000100 Everest Industries
07731710 000100 Everest Industries
07/31/10 000800 Trident Industries

07/31/10 BENLS0 BENDER 4ND EENDER
07/31/10 HECOOL Hillshoro Coffee Roasting
08/15/10 000100 Everest Industries
ng/16/10 000100 Ewverest Industries

Cancel | Remawve Heleaze [rders | Customers Comments Cust Motes

|v8.U.D |opm_qb |Change customer credit hald or limit; [Cancel]=Back to select Char | |PP

Your system will display the Follow-up Date and Customer selected.

Credit Hold
-Select this option to place this customer on credit
-Leave this option blank to remove customer from credit hold status

Credit Limit
-Enter the Maximum credit being extended to this customer

NOTE: If the Credit Manager Parameter AUTO HOLD OVER CREDIT LIMIT flag is selected, this
customer will automatically be placed on hold when this amount has been reached. To determine
this level of activity, your system will view Open INVOICES, open Orders and Jobs in process.
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The 5 “TABS" displayed in the lower portion of your screen are only available when a customer
has been selected. The INFO, AGING, ORDERS and INVOICES “tabs” will now reflect information
for the customer selected:

Select  Info |.-'-‘«ging I Drderxl Imﬂ:uiu:exl

Address IEBBS Guliver Lane Telephone I[Ei‘l 9] 534-3332

ISan Diego, b 94334 Fax Mumber I[E'l 9] 493-8201

I Salezperzon }Jud_l,l 0. Peterzon

I Cuzt Terms |3 - Met 30

Contact IM ark. Micholz

Selectl Info Aging |Drders| Irwu:uicesl

Future I 0.00 90 Days I 0.00

Current I 0.00 120 Dayz I 4,035,580

30 Daps I 0.00 Balance I 4,035,580

ED Days| 0.00 Dn:l.-'-‘«mtl BG.35

Selectl Info | &ging  Orders | Invuicesl

IEIrder # Date Terms Amount <Double-click>=0rder Notes*

|EIDI32133 04/15/09 3 lo,000.00 Released

Selectl Infa | Aging | Orders  Invoices

IInvu:uiu:E Date Ternsz <Double-click>=Inwvoice Notesz?®

oons052  0L/22/03
00050588 02723703
oons100 03702503
0005112 03708503
0005125 03718503
0onsz21 05712509
oo02017  0Z/28503
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Also available to you, after selecting a specific Customer, is the REMOVE button. Use this option
to remove a specific Customer and Follow-up date from the Select "“list”.

Remove the Customer selected and you will receive the following prompt:

Ililril:redit Manager's Review and Release (ACS MA
File Edit Favorites Help

EEEEDEROD
Follow-up Date W

Cugtomer IHBCDD‘] Imsbom Coffee Roasting

Credit Hold |N_ |Drr Credit Hold Order Terms | |

Credit Limit | 0.00

Select I Ifa | Aging | Drdersl Invoicesl

I Date Customner Order Ord Date Ship Date

01/01/01 000100 Everest Industries R T p————T il

0z/04/08 000100 Ewerest Industries P
12/01/08 000800 Trident Industries \f/ OK ta remove customer "HECO01"?
12/12/05 000100 Everest Industries

0l/01/0% 00LO0Z Robinson Enterpriszes

06/01/09 001001 Baker And Harrison Yes | Hla I Cancel |
0L/01/10 000100 Ewverest Industries

0L/02/10 000100 Ewerest Industries
0L/03/10 000100 Everest Industries

0K I Cancel | Remaowve Feleasze Orders | Lustomers Comments Cust Naotes

|\f8.D.D |0pm_qb |Change customer credit hold or limit; [Cancel]=Back to select Char | |PP

-Select OK to remove this listing
-Select NO or Cancel if you elect not to remove this listing

NOTE: If this customer has multiple Follow-up dates, the Remove function will only remove the
entry selected. If other follow-up dates exist, they will not be removed.




Application Computer Systems, Inc.
Order Processing

G. PERIOD END PROCESSING

In this section we will be reviewing the tasks that are part of the Order/Invoice Period End
process. Unlike the Accounting Modules and Inventory, this module does not have a Period End
Update option that increments period totals. However, your monthly Sales Tax information, as
well as Salesperson Commission information can be accessed here. There are also sales and
invoice reports that you may wish to run as part of the period end process.

What this section will cover:
. Sales Tax Report
. Sales Tax History Purge
. Salesperson Commission Report
. Commission File Purge
. Monthly Sales Report
. Monthly Sales Register
. Invoice History Report
. Invoice History Purge

Prerequisites:

1. Individuals to be trained must have a basic working knowledge of Order/Invoice processing and
procedures.

2. At least one month of Order/Invoice processing must be complete and ready to be balanced.
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Period End Processing Overview

Distribution = Order Processing = Period End

Sales Tax Report - Use this task to print a report of taxable sales by month for each tax code
used in the Order/Invoice Processing module. The Sales Tax Report identifies some of the
information necessary for completing the quarterly sales tax reports required by most states.

Sales Tax History Purge - Use this task to delete records accumulated in the Sales Tax file,
prior to a specified date. Use this task carefully as it will permanently remove Sales Tax
information from your system. To maintain a permanent record of the sales tax information, print
the Sales Tax Report before purging any periods.

Salesperson Commission Report - All the information needed to prepare sales commission
checks is provided on this report. An individual commission statement is printed for each
salesperson, showing each invoice sold by the salesperson during the period. You can base the
commission statement on either booked or paid invoices, and on either gross sales or gross
profits.

Commiission File Purge - Use this task to delete records accumulated in the Salesperson
Commission file, through a specified date. Use this task carefully as it will permanently remove
Sales Commission from your system.To maintain a permanent record of the commission
information, print the Salesperson Commission Report before purging any periods.

Monthly Sales Report - The Monthly Sales Report is a numeric listing of all updated sales
invoices. You can print a date range such as a week or a month. Invoices may be retained for
printing as long as required.

Monthly Sales Register - This task prints a register showing general ledger postings generated
by the Order/Invoice Processing module. You can print the register in detail or summary format,
sort by customer name or number, and select a range of customers and dates. To maintain a
permanent record of the sales information, print the Monthly Sales Report before purging any
periods.

Invoice History Report - Use this report to review detailed historical invoice information. You
can view all or designated historical invoices, and select by customer humber range, invoice date
range, salesperson code, item number, and minimum gross profit percentage.

Invoice History Purge - If the Customer Inv Dtl His field is set to Y in the Parameter

Maintenance task, detail invoice history records are created by the Sales Register update for
customers with the Retain Invoice Detail History flag set to Y. These records are created for each
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detail line item invoiced. Summary invoice history is created for all customers except “cash”
customers. Both summary and detail history is retained until purged with this task.

Period End Processing Training
Distribution = Order Processing = Period End

Sales Tax Report

This report provides a breakdown of total sales and tax collected for each Accounts Receivable
Tax Code set up and assigned to each Customer or Transaction. Because this report allows you
to define the month for which you need the information, it is important to understand that the
Sales Tax History Purge function will limit the access you have to history information. USE THE
PURGE FUNCTION WITH CARE if you will have the need to access history information.

AﬁSales Tax Report (ACS MASTER §.0) - | Ellﬂ

File Edit Favaorites Help

ale] e a2 o w
Blginting Monthlm I—

Ending konth IDE,.-'IJS I

Cancel |

|V3.D.U |0|3r_ta |Is The Above Information Corre |Char | S

Beginning Month

-Enter the first date to appear on report
-Select F1 to select the first date on record
NOTE: Date format is to be entered MMYY

Ending Month
-Enter the last date to appear on report
-Select F1 to select the last date on record

When all fields have been entered, you will see the following prompt displayed at the
bottom of your screen:  Is The Above Information Correct?

-Select OK to accept your settings and print report

-Select Cancel to return to the Period End Processing menu without printing
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Understanding the Sales Tax Report
The Sales Tax Report identifies some of the information necessary for completing the monthly or
quarterly sales tax reports required by most states. The meaning of each of the columns is as

follows:
Tax Cd

Description
Rate
Date

Taxable

Non-Taxable

The code under which a sales tax is accumulated

The description of the tax code

The percentage of the tax charged under this tax code
Identifies the month and year for which taxes were accumulated

The amount of sales subject to sales tax for this tax code. Some items on an
invoice may not be subject to sales tax, such as service charges, labor,
refurbished items, and food products.

If an invoice uses a tax code defined as a build-up of other tax codes, the
taxable amount for the invoice is included in the totals for all the tax codes
that are part of the definition. For this reason it is not meaningful to have a
total taxable amount for the entire report, nor does the total of the Taxable
column represent the total sales for a particular period.

The sales tax calculated for this tax code, using the rate in the tax code file at
the time of the Sales Register update. The totals for this column are the total
amount of sales tax billed to customers in the period shown.

The dollar amount of the invoices updated with the specific tax code,
including all charges for products, labor, freight, etc., regardless of their
taxability. The Gross dollar amount does not include sales tax.

The Gross dollar amount minus the taxable amount
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020 ACS MASTER 8.0
10:23 AM Sales Tax Report
| From 06/09 Thru 06/09

Tax
£d Description Rate Date Taxable Gross  HNon-Taxable

tA California State 6.00 06/09  106,278.07 . 106,434.00
Totals For CA 106,276.07 . 106,434.00
iA Los Angeles County 0.50 06/0%  102,785.00 . 102,785.00

Totals For LA 102,785.00 . 102,785.00

ﬁT Non Taxable (.00 06/09 13,347,717 . 17,461.75

Totals For NT 13,347,117

Totals For Report 6,890.61

Sales Tax History Purge

Use this task to delete records accumulated in the Sales Tax file prior to a specified date. Care
should be taken when using this task as all Sales Tax information will be permanently deleted
from your system for all records dated before the Thru Date entered.

If you elect to purge sales tax records, it is suggested that you maintain a permanent record of
the sales tax information by printing the Sales Tax Report before purging any period.

J-_’ﬂiSales Tax History Purge (ACS MASTER 8.0) - |EI|5|

File Edit Favorites Help
AO|a]i ]| s o]
ThruDateW

|v8.0.0 [opu_fa |Are vou Ready To Clear All Det.|Char | [pp

Thru Date
-Enter the date through which sales tax history will be deleted
-Hit Enter to accept the default date shown (this will usually default to the current date)
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When you have entered a date, you will see the following prompt at the bottom of your
screen: Are You Ready To Clear All Detail Through xx/xx/xx?

-Select OK to begin purge
-Select Cancel to return to the period end menu without purging.

WARNING: Upon selecting OK the purge will begin immediately and will not print any type of
report

Salesperson Commission Report

Using the Salesperson maintenance information configured in Accounts Receivable, this option
allows the user to capture sales information showing each invoice sold by salesperson during
the period entered.

I,.-ir.iSalesperson Commission Report (ACS MASTER 8.0)

File Edit Favorites Help
Bl ] o] ¢ | @] w]

Beginning Dateli IW
Ending Dateli IF
Eeginning Salezperzon l_ IFirst
E nding Salespersonl_ ILast

Commission Based On Sales/Profit IS_

Option IB_

Cancel

vE.0.0 |0pr_ma |Is The Above Information Correct?

Beginning Date
-Enter the first date to appear on the report
-Select F1 to select the first date on record.

Ending Date
-Enter the last date to appear on the report
-Select F1 to select the last date on record.

Beginning Salesperson

-Enter a valid salesperson code

-Select F1 to select the first salesperson code on file
-Perform a Lookup to select from a list of salesperson codes
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Ending Salesperson

-Enter a valid salesperson code

-Select F1 to select the last salesperson code on file
-Perform a Lookup to select from a list of salesperson codes

Commission Based On Sales/Profit

-Select S to base the commission on gross sales
-Select P to base the commission on gross profit
-Perform a Lookup to select from a list of these options

Option

-Select B to base the commission on booked invoices
-Select P to base the commission on paid invoices
-Perform a Lookup to select from a list of these options

When all fields have been entered, you will see the following prompt displayed at the
bottom of your screen: Is The Above Information Correct?

-Select OK to accept your settings and print report

-Select Cancel to return to the Period End menu without printing

The resulting report provides detailed invoice/sales information based on the report criteria
selected.

1 1 1 PageTI
12:31 M Salesperson Commission Report :
Beginning Salesperson: First Booked Invoices Beginning Date: 06/01/09
i Ending Salesperson: Last Commission Based On Gross Sales Ending Date: 06/30/09

Salesperson JDP Judy D. Peterson

?;[nvoice Gross Gross
Tumber Customer Date Sales (ther Cost Profit  GP % Comm ¥ Commission

0005224 000100 Everest Industries 06/01/00 155.93 . 0.00 155,93 100.00% 12.00% 18.71
0005225 000100 Everest Industries 06/02/00 0.00 . 0.00 0.00 0.00% L00% 0.00
0005226 000100 Everest Industries 06/02/09 102,785.00 . 1,229.22 101,555.78  98.680% 008 12,3348.20
0005227 000100 Everest Industries 06/02/09 8.07 . 6.00 2,07 25.e5% L00% 0.97
1005228 001001 Baker And Harrison 06/03/00 790,05 . 791.71 101.66- -14.73% L00% 62.81
0005229 001001 Baker And Harrison 06/03/00 1,080.00 . 820,00 260,00 24.07% L00% 129,60
0005230 001001 Baker And Harrizon 0e/03/09 1,480.00 . 1,240.00 240, 16.22% L00% 177,60
0005231 001001 Baker And Harrison 06/03/09 4,112.00 . 2,930.00 1,182, 28.75% 00% 193,44
0005232 001001 Baker And Harrison 06/08/00 234,00 . 58,50 175, 15.00% L00% 28.08
0005233 000100 Everest Tndustries 06/23/00 1,750.00 . .35 125, 11.47% L00% 210,00
0005235 000100 Everest Industries 08/30/00 0.00 . .00 0. 0.00% L00% 0.00
0005238 000100 Eversst Industries 0e/30/09 0.00 . .00 0. 0.00% L00% 0.00
0005239 000100 Everest Industries 0e/30/09 12,227.90 . 22 b,663. 54, 50% 008 1,467.35
;()005241 000100 Everest Industries 0e/30/09

Total For Salesperson JOP Judy D. Peterson 125,172.95 . .26 111,175, . 15,020.75
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In this example the report parameters were set to Booked Invoices with commission
calculations to be done on Gross Sales. Invoices using the Salesperson code JDP are listed
by invoice number.

The detail also includes Gross Sales, Cost, Gross Profit and GP% for each invoice; then,
using the salesperson data from the Accounts Receivable module, it lists JDP Sales
Commission rate and the calculated commission for each invoice.

Commission File Purge

Use this task to delete Zero Balance invoices accumulated in the Salesperson Commission file,
through a specified date. Care should be taken when using this task as all Commission
information will be permanently deleted from your system for all records dated before the Purge
Date entered.

If you elect to purge Salesperson commission records, it is suggested that you maintain a
permanent record of the commission information by printing the Salesperson Commission Report
before purging any periods.

I,.-ﬂ,ﬁl:nn'm'lissiun File Purge {(ACS MASTER 8.0)

File Edit Faworibes Help

R S I E SRl

Purge DatEID?HDEM il

I’“‘" All Zera Balance [nvaices Through 070210 Wil Ee Removed ™

|v8.D.D |opu_aa |Is The Above Information Correct?  [Char | |PP v

Purge Date
-Enter the date through which salesperson commission history is to be deleted
-Select Enter to accept the default date (usually the current date)

When you enter a date the system will display the following prompt:
All Zero Balance Invoices Through XX/XX/XX Will Be Removed

You will also see the following prompt at the bottom of your screen:
Is The Above Information Correct?

-Select OK to begin Purge
-Select Cancel to return to the period end menu without purging.

WARNING: Upon selecting OK the purge will begin immediately and will not print any type of
report




Application Computer Systems, Inc.
Order Processing

Monthly Sales Report
This option allows the user to print a report capturing all updated sales invoices for a specific date

range. They resulting information will be listed in numeric order by invoice number.

I,-_'ﬁl“‘lunthly Sales Report (ACS MASTER 8.0) - |EI|5|

File Edit Favorites Help

ABjan]o|ale ¢ |e

Beginning [ ate Inggm s I

Ending Date IDBJSD;DS I

Cancel |

|v8.D.D |0pr_ea |Is The Above Information Carre |Char | |PF‘ 4

Beginning Date
-Enter the first date to appear on the report
-Select F1 to select the first date on record

Ending Date
-Enter the last date to appear on the report
-Select F1 to select the last date on record

When all fields have been entered, you will see the following prompt displayed at the
bottom of your screen: Is The Above Information Correct?

-Select OK to accept your settings and print report
-Select Cancel to return to the Period End Processing menu without printing
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QFO2720 BCS MESTRER 8.0
02:50 M Monthly Sales Report
i From 06/01/0% Thru 06/30/09

invoice Customer Gross
Number No. Date Sales Freight — Discount Total Cost Profit GP &

0005224 000100 06/01/09 155,93 . . . 155,93 0.00 155,93 100.00%
Everest Industries

0005225 000100 06/02/09 0.00 . . . 0.00 0.00 0.00 0.00%
Everest Industries

0005226 000100 06/02/09 102,785.00 L 6B1, . . 109,466.03 1,229,22 101,555.78  98.60%
Everest Industries

000522? 000100 06/02/00 B.07 . . . B.55 B.00 2,07 25.R5%
Everest Industries

0005228 001001 06/03/09 [90.05 . . . . 181,71 101.66- -14.73%
Baker And Harrison

0005229 001001 06/03/09 1,080.00 . . . . §20.00 260,00 24,078

' Baker And Harrison

0005230 001001 06/03/09 1,480.00 . . . 258, 1,240.00 240,00 16.22%

: Baker And Harrison

0005231 001001 06/03/09 4,112.00 . . . 495, 2,930.00 1,182.00  28.75%

: Baker And Harrison

0005232 001001 06/0B/09 234.00 . . . . 58,50 175,50  75.00%

' Baker And Harrison

0005233 000100 06/23/00 1,750, . . . 537, 1,024.35 725.65  41.47%

: Everest Industries

The last page of the Monthly Sales Report will provide monthly totals for the following:
Total Number of Invoices updated Total Discounts
Total Sales Total of Sales+Tax+Freight-Discount
Total Tax Total Costs
Total Freight Gross Profit

GP%

7 ACTMASTER g0
02:50 M Monthly Sales Report
3 From 06/01/09 Thru 06/30/09

Tnvoice Customer Gross
fumber  No. Date Tax Freight — Discount Total Cost Profit  GP &

3 Total Involces: 15
| Totals: 126,922, 95 b,890.61 . 3,027.20 130,786.36  15,021.61 111,801.34
| Averages: §,461.53 459,37 . 201,81 §,719.09 1,001.44 T, 460,09
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Monthly Sales Register

This report allows the user to print a list of general ledger postings generated by the
Order/Invoice Processing module as of the day the Monthly Sales Register is run. If changes have
been made to the transactions after the invoices have been updated, the Monthly Sales Register
will include all changes and adjustments to the postings.

I,.-ﬂ'.r.iMonl:hly Sales Register (ACS MASTER 8.0)

File Edit Fawvorites Help

B Er e B 9 | @] w]
Alpha Or Murneric Sart SequenceIN_ IW

Beginning Eustomerl IFirst

Ending Eustometl ILast

Beginning Invaice Datel IFirst
[h Ending Invoice Datel ILast

Sumnmary Or Detail?ls_

Cancel

vE.0.0 |0pr_za |Is The Above Infaormation Correct?

Alpha Or Numeric Sort Sequence
-Enter A to run the register by Alternate/Alphabetic sequence
-Enter N to run the register by Customer number sequence

Beginning Customer

-Enter the number of the first customer to appear on the register
-Select F1 to select the first customer on file

-Perform a Lookup to select from a list of valid customers

Ending Customer

-Enter the number of the last customer to appear on the register
-Select F1 to select the last customer on record

-Perform a Lookup to select from a list of valid customers

Beginning Invoice Date
-Enter the first date to appear on the register
-Select F1 to select the first date on record

Ending Invoice Date
-Enter the last date to appear on the register
-Select F1 to select the last date on record
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Summary Or Detail

-Enter S to summarize the information on the register
-Enter D to detail the information on the register
-Perform a Lookup to select from a list of these options

When all fields have been entered, you will see the following prompt displayed at the
bottom of your screen: Is The Above Information Correct?

-Select OK to accept your settings and print report
-Select Cancel to return to the Period End Processing menu without printing

The Summary format will list each General Ledger Account with activity for the period
selected as well as the total dollars posted to each account.

OFF 02 0 ACS MASTER 8.0
03:17 pu Monthly Sales Register

iBeginning Customer: First FEE Simmary
. Ending Customer: Last
General Ledger Account Totals

f}xccount Description Debit Credit

1010-00 Cash In Bank - First National 11,625.21

1040-00  Accounts Recelvable 119,161.15

2010-00 Accounts Payable - CA Sales Tax 6,376.68
2011-01 Accounts Payable - LA Sales Tax 313.93
4000-01 sales - Product A/Location 1 654.59

4010-15 Sales - Non Stock 14,342.00
4020-01 Sales - Product C/Location 1 106,713.52
4030-01 Sales - Materlals - Mechanical Rpr

4200-00  Sales - Miscellaneous 769,26

2992-77  Unknown G/L Account Number

Total For Report 133,138.11 133,138.11-
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The Detail format will provide a break down by Customer and Invoice nhumber showing the GL
postings made for each invoice generated.

p3:18 501

ﬁeginning Customer: First
Ending Custemer: Last

tustomer
Mumber Name

bUUlUU Everest Industries

Monthly Sales Register

AEE Qptg]] *t%

Tnwoice Invoice Line GfL
Number Date  Ho.  No. Description

1040-00 Accounts Receivable

120 4030-01 Sales - Materials - Mechanical Rpr
0005225  06/02/09 1040-00 Accounts Recelvable

1010-15 Sales - Non Stock

4010-15 Sales - Non Stock
0005226 06/02/09 1040-00 Accounts Receivahle
2010-00 Accounts Payable - CA Sales Tax
2011-01 Accounts Payable - LA Sales Tax
4010-15 Sales - Non Stoeck
4010-15 Sales - Non Stock
1010-15 Sales - Non Stock
4010-15 Sales - Non Stock
1010-15 Sales - Non Stock
4020-01 Sales - Product CfLocation 1
4020-01 Sales - Product C/Location 1
4020-01 Sales - Product rfLocation 1
4020-01 Sales - Product C/Location 1
4020-01 Sales - Product rfLocation 1
4020-01 Sales - Product C/Location 1
4020-01 Sales - Product C/Location 1

0005224 06/01/09

Beginning Invoice Date
Ending Invoice Date

OTF02/ L0 O MR ] Page 1

: 06/01/09
2 06/30/09

Credit

155,893
0.00
0.00
0.00

§,167.10
513,53
0.00

0.00

0.00

0.00

0.00
350,00
20,487.00
20,487,100
20,487.00
20,487,100
20,487.00
0.00
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Invoice History Report

Use this report to review detailed historical invoice information. You can view all or designated
historical invoices, and select by customer number range, invoice date range, salesperson code,
item number, and minimum gross profit percentage.

I,.d.r.ilnvoice History Report (ACS MASTER 8.0)

File Edit Favorites Help
B o] s S| 9@

Beginning Eustomerl IFirst

Ending Eustomerl ILast

Beginning Invoice Datel IFirst
Ending Invoice Datel ILast
Salespersonl }QII

Selected Iteml

Below Minimumn Gross Profit °/°|1 00.00

Cancel

va.0.0 |0pr_ka |Is The Above Information Correct?

Beginning Customer

-Enter the number of the first customer to appear on the report
-Select F1 to select the first customer on file

-Perform a Lookup to select from a list of customer numbers

Ending Customer

-Enter the number of the last customer to appear on the report
-Select F1 to select the last customer on record

-Perform a Lookup to select from a list of customer numbers

Beginning Invoice Date
-Enter the first date to appear on the report
-Select F1 to select the first date on record

Ending Invoice Date
-Enter the last date to appear on the report
-Select F1 to select the last date on record

Salesperson

-Enter a valid salesperson code

-Select F1 to select all salesperson codes

-Perform a Lookup to select from a list of salesperson codes
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Selected Item

-Enter a valid item code

-Select F1 to select all items

-Perform a Lookup to select from a list of item codes

Below Minimum Gross Profit %
-Enter a required percentage of profit
-Select F1 for 100% profit.

EXAMPLE: Only invoices with line items showing a gross profit greater than this amount
are listed on the report. If you want to list only invoices for line items showing a gross
profit greater than 50%, enter 50.

When all fields have been entered, you will see the following prompt displayed at the
bottom of your screen: Is The Above Information Correct?

-Select OK to accept your settings and print report
-Select Cancel to return to the Period End Processing menu without printing

T/0e/ 10
10:03 A

Beginning Customer: 000100
Ending Customer: 000100

-- Customer —-
unber  Name

00100 Ewerest Industries

Ln Cd Prd Whs Item
00 N A 01 Hose Kit

00100 Ewerest Industries

In Cd Prd Whs Item
010 N BAS 01 3TEST

ACSMASTRR 8.0
Invoice History Report

Salesperson: ALl
Selected Item: ALl
Minimim GP: 100.0%

Order Invoice Invoice PO
Number Number  Date By §ls Number

0002202 0005285 02/24/10 ACS JDP

ord B/ Ship Disc  Price
10ft hose kit

2 0 2 0% 214,50

Ship via
Ups GCD

Gross
Sales

429,00

Paqe

Beginning Invoice Date: 01/01/10
Ending Invoice Date: 07/01/10

Dist Tax
Code Terms Code
AL 2% 10 Days - Ne CA

Extended
Cost Cost Profit

194,40 234,60

Sales Total:
Discount:
Freight:
Sales Tax:

£ Invoice Total:

0002206 0005287 01/31/10 ACS JDP

ord  B/0 ship Disc  Price
TEST BACK DATING

1 0 1 0% 250,00

429,00
42,590~
0.00

UP5S GCD

Gross
Sales

250,00

194,40 234,80

AL 2% 10 Days -

Extended
Cost Cost

175,00 175,00

Sales Total:
Discount:
Freight:
Sales Tax:

* Invoice Total:

250,00
25,00~
0.00
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Invoice History Purge

If the Customer Inv Dtl His field is set to Y in the Parameter Maintenance task, detail invoice
History records are created by the Sales Register update for customers with the Retain Invoice
Detail History flag set to Y. These records are created for each detail line item invoiced. Summary
invoice history is created for all customers except “cash” customers. Both summary and detail
history is retained until purged with this task.

NOTE: It is important to understand that Invoice history is used by the SpeedSearch Customer
Invoice History, Customer Maintenance Invoice History Inquiry, Invoice History lookup in
order/invoice entry, Monthly Sales Report, Monthly Sales Register, and the Invoice History Report.
Invoice History Purge will permanently delete this detail information from your system. Be
sure that this history is not needed before purging. To maintain a permanent record of the history
information, print the Invoice History Report before purging any periods.

I,.-ﬁlnvoice History Purge {ACS MASTER 8.0}

File Edit Faworites Help
L] o] ea| B8 | @] we]
Base Purge On Mumber Invoices Or Datesl_

Purge Through Datel
Retain How Many Invaices Per Customer?l

Beginning Eustomerl

Ending Eustomerl

ok | Cancel

vE.0.0 |0pu_da |N=Leave A # O Invoices Per Customer, D=Through Invoice Date, <F4>=End |Char | |PP

Base Purge On Number Invoices Or Dates

-Select N to retain a maximum number of historical invoices for each customer
-Select D to purge all invoices up to and including a given invoice date
-Perform a Lookup to select from a list of these options

Purge Through Date - This field is accessible when you enter D in the Base Purge On
Number Invoices Or Dates field.
-Enter the date through which invoice history is deleted.

Retain How Many Invoices Per Customer - This field is accessible when you enter N in
the Base Purge On Number Invoices Or Dates field.
-Enter the maximum number of invoices to retain for each customer.

Beginning Customer
-Enter the number of the first customer to purge invoice history
-Select F1 to select the first customer on file

-Perform a Lookup to select from a list of valid customers
143
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Ending Customer

-Enter the number of the last customer to purge invoice history
-Select F1 to select the last customer on record

-Perform a Lookup to select from a list of customer numbers.

When you finish making entries to the fields the system issues the following warning
prompt if your purge criteria is set to retain a specific number of customer invoices:

waning x|

! E Wharning!! This Will Retain Only 100 Invoices Per Customer!
L

Carcel |

If your purge criteria is set to Date Through parameters you will see the following warning:

warning x|

L] "-n.‘ Warning!! All Insoices With & Dake Prior To 010192 Will Be Purged
[

K I Cancel |

-Select OK to purge the specified records.
WARNING: upon selecting OK the purge will begin immediately, there will be no
report printed listing deleted invoices.

-Select Cancel to return to Period End Processing without purging any records.
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Suggested Order/Invoice Period End processing steps:

. Print and review the Open Order Detail Report to determine if all billing has been
completed for the month.

. Print and review the Non Stock Received and not Billed option to determine if there are
received Non Stock Items that can be billed at this time.

. Run the Back Order Fill Update and Back Order Fill Picking Lists to determine if there are
recently received Purchase Order Items that can be billed at this time.

. Be certain that the Sales Register has been run and updated for all invoices to be included
in the accounting period to be closed.

. Once all invoices have been processed and the Sales Register has been updated, run the
Sales Tax report for the period being closed.

. Once all invoices have been processed and the Sales Register has been updated, run the
Salesperson Commission Report (if applicable).

. It is also suggested that the Monthly Sales Report and the Monthly Sales Register be run
and reviewed at this time.
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