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1. INTRODUCTION

1.1 Owrview

The Sales Order system is for entering quotes, orders, aiceis for your customers.

The following sections provide a synopsis of the Sales Order Entry featuneSales Order Entry fits into your accounting
system, and the ganization of this uses' manual.

1.2 Features

The Sales Order Entry system surpasses other similar systems because it incorporates the best features our competition has
offer, plus maly design impreements based on user recommendations.

Below are some of these features:

« Processes regulastanding, future orders,oices, and credit memos.

« Prints order confirmations, picking slipsyeices, credit memos, and shipping labels.
< Handles mixed units of measure or fractional quantities.

e Calculates taxes automatically.

« Allows invoices to placed on HOLD.

e Checks credit limit at order entry time.

e Maintains unlimited ship-to addresses per customer.

« Allows extensie amn-screen inquiries such as customer balances, order higtory
« Easy-to-learn menu drén interface with on-line help information.

« Eliminates end of period processing.

< Maintains all periods open for updating and/or reporting.

« Provides on-screen report viewing.

e Maintains multiple divisions and multiple warehouses.

» Provides clear and concise audit trails.

< Automatically traps errors to ensure data integrity.

e Includes comprehens wser manuals.

e Supports UNIX, DOS, or VMS.

«  Works with Informix, Micro Focus Cobol, Sun Netisam, C-lsam, D-Isam, and SCO Integra data bases.
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1.3 Aboutthe Document

This manual is designed to be a comprehensser guide for the AccountPleSales Order Entry System. This guide is
organized into two levds, Chapter and Section. Each chapter describes a major function. The section deadohes v
aspects related to the chapter.

Chapter 1 Introduction

This chapter prades a synopsis of othe Sales Order Entry System fits into your accounting system, some advantages of
the Sales Order Entry system, and thgaoization of this uses’ manual.

Chapter 2 General Operation Procedures

This chapter prnades general instructions onvado select AccountFle functions, mee aound screens, enter data, and run
reports. Thdeatures presented in this chapter are consistant throughout the accounting system. This chapter should be read
before tackling subsequent chapters.

Chapter 3 How to Get Started

This chapter pnades instructions for the installation and setup of your Sales Order Entry System. The instructions
presented in this chapter need only be done once.

Chapter 4 Work Cycle

This chapter provides instructions for the Sales Order Entry System Wark Fle tasks described in this chapter are
performed on an on-going basis.

Chapter 5 Operations/Reference

This chapter provides detailed instructions ow I operate each Sales Order Entry function. Each section in this chapter is
dedicated to a specific menu option.
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2. GENERAL OPERATIONAL PROCEDURES

2.1 Owerview

This chapter describes the general characteristics of the 3 major program types: menus, screens, and reports. Once you lear
these general characteristics you will be ready to hangllderountFle program.

One ley that is consistent for all Accountki@rograms and one that you should makmint to remember is thESCAPE
key (labeledEscon the leyboard). TheESCAPE key may be pressed at yatime to exit menus, screens, and repo8s.
wheneer you feel lost, press tHESCAPE key to get back from where you came.

The following sections describe each major program type.

2.2 Menus

The AccountFIg system consists of numerous menuganized in a hierarchical structuréfo move cdwn the menu
hierarcly, select a menu choice and then pressBNEER key. To move p the menu hierargh press theESCAPE key.
To slect a menu choice, you can either cursor to the desired choice or type its number then preBESRhkey.

An example of AccountFleMaster menu is displayed below:

mmenu

ACCOUNTFLEX Widget Company DATE: 07.-23-07
Version 3.4 Master Menu (M)

Welcome to ACCOUNTFLEX

1. Account Receivable 8. Sales

2. Account Payakle 9. Purchase Order

3. General Ledger 10. Job Cost

4. Payroll 11. Point-of-Sales

5. Bank Reconciliation - stem-Wide Control

6. Inventory 13. Queryflex Report Writer
7. Bill of Material 14. Test System

"The System You Can Account On"

Enter Selection > 12

In moving from one menu to anothgou may jump wer intermediate menus tow&atime and leystrokes. Jumpdirectly

from one menu to gnother menu by pressing the function key and then entering the menu code yoouwd like to jump

to, followed by the menu choice numb&ihe menu code is a unique identifier assigned to each menu and is displayed by the
menu title line in parentheseBor example, the menu displayed aledas a menu code of "M".

General Operational Procedures 2-1
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2.3 Sceens

Data entry screens alloyou to add, change, delete, orwieformation in a database.

There are 3 types of data entry scre€hSIGLE-RECORD, MULTI-RECORD, and a combination of bothThe SINGLE-

RECORD screen will allev you to work on one database record at a time.MU&TI-RECORD screen allows you to avk

on multiple database records at the same tifrtee MULTI-RECORD screen provides a spreadsheet-likterface to your
database.

All AccountFlex screens display functionely labels at the bottom of each screen. These functgnidbels inform you
which functions kys ae actve. Inactive function leys show dashes '----'. Throughout this document, we will refer to
function lkeys wsing their label names instead of their functiey kumber.

In the following subsections you will learnwado use the three screen types.

SINGLE-RECORD Screen

The initial mode forSINGLE-RECORD screens is normalfCHANGE. CHANGE mode allows you to modify
existing records. When you are ®HANGE mode, theCHANGE MODE message will appear at the top of the
screen.

An example of & NGLE-RECORD screen irfCHANGE mode is shown bela

actscrc
ACCOUNTFLEX CHANGE MODE Customer Entry Screen DATE: 07-23-2007
Customer Code TN Entry Date By Inactive |
— Billing Addres Shipping Addre
Company &CHME Gerard Menicucci
Name
Addrl 875 Mahler Road #2Z61 1015 Atwater
Addr2
Addr3
City Burlingame Burlingame
State Cay Zip [34010 W Cnty [ State CAd Zip (94010 Cnty |
Source Y Tax Code (1 ¥ SalesRep |1 Y
Contact Test Company Title|
Phone |(8500)343-0180 x| Fax (650169776396 [
E-mail =ales [ Resale# |
Method O Finance Charge N Inveices | Statements ¥ BackOrders
Terms 1 Credit Limit
Price Balance Due

code to identify this Customer throughout the syst
F& Fa Fi0 F11 F12 ~F3 ~F4 =

F4 F&S F7 F8
&dd | Srehl Qrv | Prev Wextl Frst Last Del | Hote Pric Shid Ach

Enter the Customer's

F1l F2 F3
Savé Helﬂ

There are s@ral function leys that will help you locate records yowuld like to change. Thé&=RST key will locate
the first record in order of thiedex field. Theindex field on all SNGLE-RECORD screens is where the cursor first
appears. PressingAST will select the last record. Entering a value in ithaex field and pressin@lEXT will bring

up the next record in ordeNEXT also enables you to locate records with a partihles Br example, if you kne
that theindex field begins with "AC", enter "AC" then preSlEXT to see the first record starting withCA PREV
works similarly but selects previous records.

The SRCH and theQRY keys provide tvo ather methods for locating recordSRCH locates records using altermnati
index fields andQRY locates records using yarcombination of fields with wild cards. These awnethods are
discussed in the subsequent sect®a®ens - SearchingndScreens - Query-by-Example
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Once you hee located a record andVenade your modifications, press tBAVE key to update the database.

If you do not wish to sg your changes, press tBE&SCAPE key to abort or exit the screen. If changes/édeen made
you will be prompted to confirm your choice.

TheDEL key is used to delete the recordou will be prompted to confirm the deletion.
The HELP key provides online documentation for the field where you are cursdfdtie field you are on is a code
field, a popup list of valid entries will be displayed. While on the popup list you may pré&sN TR or SAVE key to

select a code. More information about the help feature can be found in the subsequercesit- Help

The ADD key switches the screen ®®DD mode in order to add aweecord. Wheryou are inADD mode, theADD
MODE message appears at the top of the screen.

An example of & NGLE-RECORD screen iPADD mode is shown bela

actscra
ACCOUNTFLEX ADD MODE Customer Entry Screen DATE: 07-23-2007
tustomer Code | Entry Date 07-23-07 By infoflex Inactive |
Billing Addres Shipping Address
Company
Hame:
Addrl
Addrz
Addr3
City
State | 4 Zip W Cnty [ W State | W Zip Cnty |
Source i Tax Code W SalesRep i
Contact Title |
Phone % | Fax |
E-mail [ Resale# |
Method 6_ Finance Charge H Invaices ff Statements 7 BackOrders
Terms _ﬁ Credit Limit
Frice Balance Due
= Customer's code to identifv this Customer throughout the system
F1 Fz F3 F4 F3 Fa F7 F& Fa Fio0 F11 F12 ~F3 ~F4 ~F5 ~Fi
Savel Held Chey floted Pric Ship Ach

To ad a record fill in the screen with the appropriate data and Pr4S.

While in ADD MODE you may return toCHANGE mode by pressing theHG key.

MULTI-RECORD Screens
The MULTI-RECORD screen allows you to Add or Change more than one record at a time.

As with the SINGLE-RECORD screen the initial mode is usualGHANGE. When you are ilCHANGE mode, the
CHANGE MODE message appears at the top of the screen.

An example of atMULTI-RECORD screen infCHANGE mode is shown bela

General Operational Procedures 2-3
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actarvc

ACCOUNTFLEX CHANGE MODE Becount Entry-Inguiry DATE: 072307
Account Description Tyvpe D-C Inactive
Cash in Bank B D i
102-000 Payroll Cash Account By D |
103-000 Cash in Hand By D |
107-000 FPetty Cash By D |
108-000 Prepaid Expenses A4 D |
10%-000 Adwv EIC Payment Ay D |
110-000 Account Receilvable A4 D |
120-000 Johs-in-Progress (M) A D |
121-000 Johs-in-Progress (L) Ay D |
130-000 Inventory By D |
130-0A0 Inventory Whs A By D |
130-0B0 Inventory Whs B By D |
150-000 Land Byl D |
152-000 Euildings Ay D |
155-000 Pof tware By D

F1 Fz F3 F4 Fa Fa F7 Fa Fa Fi0 F11 F1z ~F3 ~F4 ~F5 ~Fb
Savel Hely 2dd | Srchl Qry | Prev text Frstl Lastl Del

Each rav on the screen abe represents a recordeveral function leys ae available for locating recordsThe PREV,
NEXT, FRST, andLAST functions will enable you to scroll a page of records at a tidfeandDOWN arrows allov
you to mave Yo and down rows of th&MULTI-RECORD screen.

The SRCH and theQRY keys provide two other methods for locating records and are discussed in the subsequent
sections.

Once you hee located and modified a recordyisgy takes place by either moving the cursditioé rav or pressing the
SAVE key.

You can delete the record your cursor is positioned on by pressinDBEhekey. Upon pressing th®EL key the
current record will be deleted.

Adding a record is done by pressing ABD key (or moving to the end of the record list). Upon pressingMbB key
a Hank rav will open up for entry When you are iADD mode, theADD MODE message appears at the top of the
screen.

SINGLE-RECORD andMULTI-RECORD Screen Combination
Often both theSINGLE-RECORD and MULTI-RECORD screen types will be displayed togethédoving from a

SNGLE-RECORD screen to avMULTI-RECORD screen is done by pressing tB&VE key. The following is an
example of a combination Screen.

General Operational Procedures 24
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actboth

ACCOUNTFLEX CHANGE MODE Division Entry Screen DATE: 072307
Division [1  Name Division #1
Addressl addressl
AddressZ address?
Address3 pity
-Account Overlay-
Alias Description Account Whse Group Cat Tax
5 Cash Receipts 101-000 M L | L - L
AR Accounts Receivable (110-000 ML L - |
B Bank Checks 101-000 ML L - |
C Credit Cards 101-000 ML L - |
CG Cost of Goods Sold 500-000 ML L - |
CGD Cost of Defect Goods |S05-000 ¥ L L - |
D Discounts Allowed 560-000 ¥ L L - |
F Freight 570-000 ML L - |
183 Inventory 130-000 ML L - |
PREPAY Bdwvance Payvment 230-000 W
F1 Fz F3 F4 Fa Fa F7 Fa Fa Fi0 F11 F1lz ~F3 ~F4 ~F3 ~Fb
Savel Hely Add Ory | Prev Wextl Frst Last Del

2.4 Sceens - Help

TheHELP function ley dlows you to get additional information concerning the field or screen you are on. This fuegtion k
is available for all screen types.

If you are on a table field, tHéELP key provides a popup list of valid code&elow is an ekample of the Help screen for a

table field.

acthelp
ACCOUNTFLEX CHAMNGE MODE Division Entry Screen DATE: 07.--23-07
Division |1 ¥ HName Division #1
Address]l addressl
Address? address:
Address3d city r_
r— select G-l Account Code
Alias Description 101-000 Cash in Bank L
~ 10z2-000 Payroll Cash Account A =
Cash s 103-000 Cash in Hand A
AR Aocounts Receiva 107-000 Petty Cash A
B Bank Checks 108-000 Prepaid Ezpenses A
C Credit Cards 109-000 Adv EIC Payment A
CcG Cost of Goods So 110-000 Account Receivahle A
CizD Cost of Defect G 120-000 Jobs-in-Progress (M) A
D Discounts Allowe 121-000 Jobs-in-Progress(L) A
F Freight 130-000 Inventory A
IN Inventory Press S3AVE to Select or ESCAPE to exit
PREPAY Advance Pavment
Fi F2 F3 F4 F5 Fa F7 Fa Fa Fio F11 F12 ~F3 ~F4 -~F5 -~ F&
Savel Help Srchl Qry | Prev Hext! Frst Last Zoom AlL

This Help screen is MULTI-RECORD screen. Inaddition to the standartfULTI-RECORD features, the Help screen

provides 2 special methods for locating records: cursor sorting and character positioning.

General Operational Procedures
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Cursor sorting means the rows will be sorted based on where the cursor is posionte: sample screen afepif the
cursor is positioned on th&/L Account Code field, the rows will be sorted b®/L Account Code. Likewise, if the cursor is
positioned on th®escription field the screen will be sorted by tBescription field. To cursor from field to field on a Help
screen, you must use thAa B key.

The character positioning feature allows you to type characters to locate records in the Help screen. Each character you
press will reposition the screen to the closest malchrestart the character positioning (tweway previously entered
characters and starve) press theUP or DOWN arrov keys. You may also press tHEAB key to perform character
positioning on a different field.

Another important feature of the Help screen isz®©M function key. This key dlows you to add or change codes.

Once you hee located the desired code on the Help screen, you may transfer the code to the original screen by pressing the
SAVE or ENTER key. You will then be returned to the original field with the selected code assigned.

PressingeSCAPE will exit without effecting the original screen.

2.5 Sceens - Search

As an alternatie o searching on the firghdex field of a screen, the search facility provides the capability to search on other
indexed fields of the record. Searching is @etiwhen the function &y label SRCH is displayed (usually i€CHANGE
MODE only).

Upon pressingSRCH, the screen fields that are searchable will be underlined an8BAKCH MODE message will
appear at the top of the screen.

While in SEARCH MODE, you may search on wrof the underlined fields by cursoring to the desired field then pressing
the FIND, PREV, NEXT, FRST, or LAST keys. Rartial values may be searched on by entering the partial value and then
pressingNEXT. The system will locate the first record matching the partial value.

Once you hee located the record you want, pressEdMT key to exit SEARCH MODE and return taCHANGE MODE
with the selected record.

2.6 Sceens - Query-by-Example

The Query feature, unlkkthe search feature, allows you to search gnfighd or combination of fields and use wildcard or
relational operators.

Query is actie when the function &y labelQRY is displayed. Upon pressif@RY, the screen fields that are queriable will
be underlined and th@UERY M ODE message will appear at the top of the scréafhile in QUERY M ODE you may
query on aw of the underlined fields by cursoring to the desired field then entering the value you wish to quéalpes.
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may be entered for as mafields as you want.

The query values you enter may include special operator characters that provide enhanced sapalbiiiiges. Belw is a
table of operators that may be included with the query value.

Compatable
Operator  Operatddame Datdlypes
= Equal all
> Greater than all
< Less than all
>= Greatorthan or equal all
<= Lessthan or equal all
<> Notequal all
| OR dl
& AND all
* Wildcard for aiy number of character CHAR
? Wildcard for 1 character CHAR
: Range all

When using ayof the first eight operators place the operator at the start of the query value.

Use the '=" operator only when you want to find NULL values in a character fielthis case you would just enter the '=’
operator by itself.

WILDCARD OPERATORS
Wildcard operators (*, ?) can only be used in character fi€d®rying with wildcard operators is best described with
examples. Br example, specifying the query value "*corp#/ould find all records with the word "corp"” anywhere in
that field. The following list of values would match this query value.
1) corporation
2) IBM Corporation
3) Marine Corp
Note that the query is not case sewusiti

The query value "corp*" would only find records where the field starts withatlue Vcorp®. In this case only the first
value in the abee list "corporation” would match.

The wildcard operator (?) is a one character wildc&a. example, the query value "????corp*" would only match
"IBM Corporation” on the abe list.
RANGE OPERATOR

The range operator (:) is used to specify a range. It lets you search for all values that lie between one value and another
The range is incluge.

For example, to search for all zip codes from 94010 and 95080, enter "94010:95080" as youmatuserQuerywill
find all records where the value of the field lies within the specified range.
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OR and AND OPERATORS
Query assumes that all entered quealpes must match the record for it to be selected. The OR (]) operator allows you

to select the record if either query values match. The OR (]) operator is placed aithenpeof each queryalue.
The example query screen hgldlustrates this operator.

EXAMPLE QUERY SCREEN

Below is an xample of a query screen with query values entered.

actarv
ACCOUNTEFLEX QUERY MODE Customer Entry Screen DATE: 07-23-2007
Customer Code W Entry Date | By | Inactive |
Billing Addre Shipping Addre
Company *CME*
Hame
Addrl ||B51*mahler*
Addr2
2ddr3
City
State Zip j Cnty r__j State r_ Zip Cnt r__j
Source W Taz Code W SalesEep i
Contact Title |
Phone % | Faxz |
E-mail | [ Resale# |
Method | Finance Charyge [ Invoices | Statements | BackOrders
Terms _a Credit Limit
Price Balance Dus

Enter the Customer's code to identifv this Customer throughout the syste

Fz F3 F4 FS F7 Fg Fo F10 Fl1l1 Flz ~F3 ~F4 Fy ~Fe
r

F1 Fa
Run Helﬂ Orun C1 Exiﬂ

The abee query values will find all records where

Company contains the string "CME" anywhere
AND

Addrl begins with "851" with "mahler" anywhere afterwards
OR

Addr2 begins with "851" with "mahler" anywhere afterwards
OR

Addr3 begins with "851" with "mahler" anywhere afterwards

To dart the querypress theRUN function key. After all of the records wva been found, a message will appear at the
bottom of the screen showing the number of matches foviod will then be returned to the original screen where you
will be able to use thHEXT, PREV, FRST, LAST function leys to view the selected records.

When you return to the original screen, the mode message will be appear with asBHIBRGE MODE* letting
you knaw you are looking at a query list.

To dear the query list, you must return to Q&JERY M ODE, clear all of the query values (press tBeR function
key), and then rerun the query (pressiéN function key). Whenyou return to the original screen you will be able to
access all records.
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2.7 Sceens - Control Keys

There are a number of Contrays that work on all on screens. These Cont@jskperform very useful functions and are
listed belav.

CTL-D Saves the current screen values asaldfs. Theseefaults will appear when iADD MODE or on report selection
screens. Eachser can hae his own deéults by setting the environmerdnableFXDEFAULT to a usesspecific
directory.

CTL-N Callsthe Accounfl® menu from wherger you are in the systemYou will be returned to your current postion
upon returning from the menu.

CTL-P Repeatthe previously entered value.
CTL-T Printsthe screen image to the default printer.

CTL-W Writesthe screen image to disklou will be prompted for a filename for storing the image. The filename you
enter will be appended with the suffix ".scr’.

2.8 Reports

When you select a report program from the AccoumtRienu, the Report Selection Screen will normally appear firse
Report Selection Screen allows you to choose the destination, number of copies, and scope of the report. The following is an
example of a Report Selection Screen.
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actrpt

ACCOUNTEFLEX

Print Trial Balance Report

DATE: 07-23-07

Date Range 070107

Report Destination

Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=HNao)
Report Detail (Y=Yes, N=HNao)

(S=Screen, Pn=Printer, Dn=Disk, A=Aux)

to 072307

Becount Ranges |

Show ZERQO Balances |

vta |

Feport Destinations:
F1 Fz F3 F4 F35 Fe F7 F8
Run | Hely

(Diisk, (Eimail, (Flaz,

(Pirint, (3)cres

Fa F10 F11 élé .AFS ~F&

Eill

The first three fields---Destination, Copies, aftteTPage---will alvays appear on the Report Selection Screen, but the fourth

field, Detail, will appear only under certain conditions.
These fields are described below:

Report Destination
Enter the report destination. Four options asélable:

S - Sreen

P - Rinter

D - Disk

A - Auxiliary Port

Entering arS will output the report to the screen.

Entering aP will output the report to to the dailt printer To route output to alternat rinters, enter the printes’
device name after thE. To route output to alternat printers, enter the printex'device name after thB. If your site
has been set up with a printer configuration file, pressingiEie® key will show a valid list printers from which to

select. Entering@D will output the report to disk.

Report Copies

Enter the number of printed report copies yantv Oneo 10 copies can be specified.

Report Title Page

Enter "Y" for Yes or "N" for No to indicate whether or not a title page should be printed for the report. A report title
page is simply a cgpof the Report Selection Screen with the values you entered.

Report Detall

Enter "Y" for Yes or "N" for No to indicate whether or not the report detail should be printed on the report.

The Report Selection Sceenmay hae aher entry fields specific to the report you are running. The purpose of these
report fields is to narmthe scope of the report by prompting you for specific values or ranges of values to report on.
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For example, the screen may prompt you for a range of customers to report on. In this case the screem wil ha
customer fields. If you do not malan atry into either of the customer fields, the report will list all customErgou

malke an atry into the first customer field but not the second, you will get all customers greater than or equal to the first
customer If you male an entry into the second customer field but not the first, you will get all customers less than or
equal to the second customer.

Once theReport Selection Sceenis properly filled out, you may press tRUN key to generate the report or the

ESCAPEkey to exit.

If the report is directed to the screen, the first page of the report will appear on your screen with the ynltivriskas
shown belov.

actrpt
ACCOUNTFLEX Company Name
TRIAL BALANCE
From: 05/26/99 to 05/26/99 Account Range:
BEGINNING BALANCE

Account Account Name Debit Credit
101-000 Cash in Bank 1,759,544.10

102-000 Payrol | Cash Account 45,644.00

103-000 Cash in Hand 1,000,000.00
107-000 Petty Cash

108-000 Prepaid Expenses 200,000.00

110-000 Account Receivable

120-000 Jobs-in-Progress(M)

121-000 Jobs-in-Progress(L)

130-000 Inventory

130-0A0 Inventory Whs A

130-0BO Inventory Whs B

150-000 Land

152-000 Buildings

154-000 Office Equipment

160-000 Adv EIC Payment

F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12 F13 F14 F15 F16
EXIT ---- JUMP ---- SRCH ---- PREV NEXT FRST LAST PRNT C132 ---- SHFL SHFR PRN2

These kys povide a variety of \wys to mee through the reportNEXT pages forward through the repd?REV pages
backwardsFRST displays the first page of the repottAST displays the last page of the repdiMP prompts you for
a page in the report to displa3RCH prompts for a character string pattern to search for in the report.

You may pressSSHFR to right shift the display to we columns beyond 8GHFL will shift the display back leftSome
terminals will support character compression to 132-columnsCIB&key will put such terminals in that mode.

Finally, the PRNT key will direct the report to the default printer.
When you press th8RCH key, a prompt toEnter Search Stringwill appear Enter a character string you woulddilo
locate and then press tEENTER key. You will then be positioned to the report page where the string first occurs.

Pressing th&RCH key agan will find the next instance.

EXIT will return you to the Report Selection ScredBSCAPE from the Report Selection Sceen leaves the report
altogether.
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3. HOW TO GET STARTED

3.1 Owerview

This chapter describes the setup procedures for the Sales Order System.

The Sales Order system, umikther modules, is dependant on the Accountfierentory system in order to functiorf
you have rot already setup yourventory system, you must do so prior to setting up the Sales Order system.

Once you hee stup your Inentory system, you may folo the procedures within this chapter to setup your Sales Order
system. Thesprocedures are performed only once when you install your system.

This chapter contains the following sections:

How to Start the System
Setup System-wide Control
Setup Sales Order Control File
Setup Accounts

Setup Divisions

Setup Warehouses

Setup Salesman

Setup Tax Codes

Setup Terms

Setup Customers

Setup Iwventory

Backup Sales Order Data

3.2 How to Start the System

To dart the system typact at the command line and press RETURN key.
$ act

After you preslRETURN the following AccountFIg Master Menu will appear.
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The following sections describe the various setup choices you will be using.
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3.3 SetupSystem-wide Control File

The first file you need to configure is the System-wide Control Piseameters you define in this file will apply throughout

the entire accounting system.

Select the System-wide Control option on the Master Mefhe System-wide Control File entry screen will appear as

follows.
svsfile
ACCOUNTFLEX System-Wide Control File Date: 07-23-07
Company wWidget Company Version
EvlhaN 1 100 Teck ‘ Phone |(415)340-0220
AddrZ Fax
City Burlingame TaxzID
State CAJ Zip [24010 Country | # E-Mail [info@infoflex.cam
Modules: AR AP 3L SALEE PO INVENWNTORY PAYROLL BoM JOBCOZT
Installed E E
Multiple (Y N) Format Default Reference Name EReference Abhrev
Divisions 1 Divisian 1+
Warshouses arshouse hs
Customer Subks
YVendor Subs
Code Formats: G-L RBccount [3 [3 0 0 Delimiter |-
Customer E Vendor E Employves E Inventory E Job E
Invoice Furchase Order AP Involce
Inventory Costing Method (R=Replacement.S=Standard.W-Weighted Average)

F1 F2 F3 F4 F& F& F7 Fa Fa Fio F11 F12 ~F3 ~F4 ~F5 ~Fk
Savé Helﬂ Prej Nexﬂ Frsﬂ Lasﬂ Fo;ﬂ Sec

This screen has a number of entry fields which you fill in witlues appropriate to your installation. These fields are
described belw.

When you are sure all your entries are correct press Fldgmar entries and return to the Master Menu.
Below is a description of each parameter field.

Company Name
Enter the companname exactly as you want it to appear on all printed reports and general ledger screens. Use up to
30 characters.
Company Addrl, Addr2, City, Sate, Zip, Country
Enter the companaddress. Wu may press thelELP function key o slect or search from a popup list ailid
entries for state code and country code.
Version

Leave Hank.

Phone

Enter the compantelephone numbel¥ou can use up to 15 characters. Note that this will print on sales quotes,
orders, and woices.

Fax

Enter the companfax numberYou can use up to 15 characteiote that this will print on sales quotes, orders, and
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invoices.

TaxID

Enter the compang’Federal Tax ID. Note that this will print on sales quotes, orders, a&nité@s.

E-mail

Enter the compang’email address. Note that this will print on sales quotes, orders, anidds.

Modules Installed
Enter the modules installed using Y=Yes or N=No.

Divisions
Indicate whether you ka mrultiple divisions, using Y=Yes or N=No. If you enter "Y" then you will be able to access
the fields to the right to specify divisional parameters.

Warehouses (Y/N)
Indicate whether you ke multiple warehouses, using Y=Yes or N=NbB.you enter "Y" then you will be able to
access the fields to the right to specify warehouse parameters.

Customer Subs (Y/N)

Indicate whether you la austomers with subsidiaries, using Y=Yes or N=No. This feature will enable you to print
separate statements and trial balances for each subsidiagbsidiary can represent a propgejoy, or location. If
you enter "Y" then you will be able to access the fields to the right to specify additional customer subsidiary
parameters.

Vendor Subs (Y/N)

Indicate whether your vendors \easubsidiaries, using Y=&s or N=No. This feature will enable you to print
separate checks and trial balances for each subsidiasybsidiary can represent a propgjtyp, or location. If you
enter "Y" then you will be able to access the fields to the right to specify additional vendor subsidiary parameters.

Account Code Format

Enter the account code format. You can use up to 12 characters including the déloniexample, entering the
following

Account: 33 0 O Delimiter -

would result in G/L codes being formatted ®NN-NNN. The following entry
Account: 30 0 O Delimiter

would result in G/L codes being formattedNBIN.

Delimiter

Enter the delimiter to be used for the account code described abus is a one character field.

Code Formats

There are a number of codes for which you may specify the justification (Customer €nder €ode, Emplgee
Code, etc.).Valid entries are "R" for Right justification or "L" for Left justification. If you are using numeric codes you
should use right justification so that yheill sort properly.

IMPORTANT: You may N change the justification once data has been entered.
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Inventory Costing Method

If you are using iventory you will need to specify the costing method, using "R" for replacement, "S" for standard, or
"W" for weighted &erage. Replacememost is the last purchase price. Standard cost is a manually assigned cost.
Weighted aerage cost is anvarage cost calculated from purchases.
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3.4 SetupSales Order Control File

This section describes Wwao set up the Sales Order control fil€his control file is used for defining parameters that apply

throughout the Sales Order System.

From the master menu, select the menu o@mles Order The sales order menu will then appear as follows.

slmenu
ACCOUNTFLEX Widget Company DATE: 07-23-07
WVersion Sales Menu (3)
ORDERS QUOTES — TABLE MAIWTEMANCE —
1. . Enter Quote 30. Enter Customer
2. . Print Quote 31. Print Customer
3. Print Pick List 17. Convert to Order 32. Enter Account
4. Print Pack List REPORTE-IMQUIRY——— 33. Print Account
5. Back Order Fill 18. Inguire Order 34. Enter Division
© b. Convert to Invoice 19. Inguire Invoice 35. Print Division
20. Inguire Inventory 36. Enter Warehouse
INVOICES———— 21. Inguire Customer 37. Enter Inventory
8. Enter Invoice 22. Backorder Report 38. Print Inventory
9. Print Invoice 23. Bookings Report 39. Enter Terms
10. Print Pick List 24. Sales Journal Report 40. Enter Salesman
11. Print Pack List 25. Bales History Report 41. Enter Taxz Code
12. Post Invoice Z26. Sales Analysis Report 42. Enter Carrier
13. Print Journal 27. Berial MNo. Report 43. Enter Region
28. Bales Taxz Report 44, Enter Control
29. Miscellaneous Reports 45. Purge

1

Enter Selection >

To st up the control file select tinter Control option on the Sales Order menu. The Sales Order control file screen will

appear as follows.

Use Order Number for
Post
Post Adwance Payments
Add Inventory Notes t

Freight Overhead

(Tiransaction ar

Date Tolerance | 999 davys

Default Order Quantit
Credit Limit

Minimum Fill% on Orders

slctl
ACCOUNTFLEX Sales Order Control File Date: 07-23-07
Enter Quote Prefix Starting Number 1
Enter Order Prefix Starting Number 10
Enter Invoice Prefiz Starting Number 1000

Invoices
ﬁS)ummary of Transactions to G/L 5
I

Orders M

o Quotes H Invoices b

Freight Charge by weight
What if Insufficient Inventory |
Age Credit Limit for Age davys

Regquirements: P Pic Pak Auth Fill Limit Age
Quote
Order
Invoice
FiI F2 F3 F4 F5 FG F7 FE F9 Filo Fil F12 “F3 *~F4 *F5 *F6

Savel Heln

Prev MHext| Frst Lastl

This screen has a number of fields which you will need to fill in with values appropriate to your installation.

When you are sure all your entries are correct presSAWE key to saveyour entries and return to the Sales Order menu.

How to Get Started

3-6



The following describes each parameter field.

Enter Quote Prefix & Starting Number

Enter a prefix and a starting number for quotésiou want to enter quote numbers manuyadyter a zero or blank
for the starting number.

Enter Order Prefix & Starting Number

Enter the prefix and a starting number for ordéfryou want to enter order numbers manuadhter a zero or blank
for the starting number.

Enter Invoice Prefix & Starting Number

Enter the prefix and a starting number foroines. Ifyou want to enter woice numbers manuallgnter a zero or
blank for the starting number.

Use Order Number for Invoices

Enter 'Y’ if you want the imoice number to be the same as the order numlbeset to 'Y’ then when orders are
converted to irvoices, the imoice will be assigned the same number as the ofdermally, when cowrerting orders
to invoices the imoice is assigned the next startingdite number.

Send (T)ransactions or (S)ummary of transactions to G/L when posting

Enter "T" if you would lile to rave each transaction posted to the General Ledger or "S" if you wowddxiiy
summary totals posted to the General Ledgéyu only need to answer this prompt if you are using the General
Ledger By posting each transaction (option "T"), you will be able to saeyeransaction responsible for period
totals while in the General Ledgefhe downside of posting inddual transactions to the General Ledger is that the
posting process will be slower and significantly more disk space will be used up.

Post Advance Payments

To post advance payments, enter one of the Viollg date codes: E=EntryO=Order I=Invoice, and P=Post.
Advance payments are cash, check or credit card payments entered with sales ordewicesd Fhedate code
determines the transaction date that will be assigned to the posted payMwmnthould select a date code that

comes closest to the actual date payments are deposited so the Bank G/L account will be accurate. If this method is
not satisfactory (usually because significant time elapses between depositing and postiog palyments) then you

should consider one of the following altermesi.

1) Have advance payments posted to a G/L liability account called Advance SaleeRts instead of the Bank
account. Thigs accomplished by modifying the Sales Divisicable (discussed later in this chapteBank
deposits can then be entered as G/L transactions crediting the Bank Bank account and debitingntee Adv
Sales Payments account.

2)  Donot post advance payments and enter them manually in A/R.

Copy Inventory Notes to Quotes, Orders, Inoices
Enter Y’ to automatically copinventory notes to quotes, orders, ovdites. Thesaotes and anmanually entered
notes may later be printed as part of the quote, codéwaice.

Date Tolerance
Enter the number of days that transaction or period dates may vary from the current date.

Freight Overhead Percent

Enter the werhead percent if you want ameshead added to freight charges.
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Freight Charge by Weight
Enter the freight cost per unit weight if you want freight charges calculated based on the weight.

Default Quantity
Enter a quantity to default to when entering quotes, ordersy@cés.

Credit Limit

Enter the credit limit for customerdhis credit limit will be used if a credit limit is not specified on the customer
table.

Age Credit Limit, for Age

Enter the Age Credit Limit and the Age cdtdhys. Thesystem will check that the amount due owoioes older
than the Age cuttbflays is less than the Age Credit Limit.

Minimum Fill% on Orders

Enter the minimum fill percent required for ®erting orders to imoices. Thefill percent is the ratio of the
Commited Amount divided by the Ordered Amount.

Requirements

This section is where you will select requirements for quotes, orders vaimkgby entering a 'Y’ in the appropriate
column. Theollowing table describes each of the possible columns and their requirement.

Column | Requirement

P Rint Order Quote, or Ivoice.

Pic PrintPicking Listd.

P& Print Packing List.

Auth AuthorizeCredit Cards.

Fill Meet Fill percent. The Fill percent

defined abwee is used for Orders only.
100% is assummed for Quotes andbloes.
Limit NOT exceed Credit Limit.

Age NOT exceed Age Credit Limit.

These requirements provide contrgbothe flov of quotes, orders, andvaices thru the system. In general, Quotes
can NO be orverted to Orders, Orders can Ne ®rverted to livoices, and Imoices can NO@ be psted until
their respectie requirements hee been satisfied For example, requiring the picking list be printed ymets an order
from being cowerted to an imoice until the picking list has been printed@ihe sales quote, ordeand invoice entry
screens hze gatus flags showing the status of each requiremBme. status of each requirement and its effect on the
flow of quotes, orders, andvaices thru the system are described in chaptmtér Orders.
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3.5 SetupG/L Accounts

This section describes Wwao st up your accountslt is important that your accounts be set up properly prior to entering
daily transactions.

The first step in setting up your accounts is toew the existing accounts prigled for you. D print the existing accounts
select the menu optidPrint Accounts. Upon making this selection the Report Selection screen will appear as follows:

alcoar
ACCOUNTFLEX Print Chart of Accounts DATE: 07-23-07
Report Destination [S=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=HNoj
Account Range jto [ j(wild zards * or 7
Show Accounts to Level 9
Show Accounts only
Show Inactive Accounts
Feport Destinations: (D)isk, (Ejmail, (Flaz, (Plrint, (S)creen Alux.
F1 Fz F3 F4 F5S Fb F7 Fa F9 Flo F11 Flz <F3 ~F4 ~F5 ~Fh
Run | Help Eill

Once this screen appears enter "P" for the report destination and then pRigdIithenction ley © send the report to the
printer.

After the report has been run, pressESCAPE key to return to the menu.

Reviev the accounts on the report and determine if the accounts meet ysineds needs. If changes or additions are
required, you will need to use tBmter Accounts menu option.

To use the Account Entry screen, selectBEmeer Accountsmenu option. The Account Entry screen will appear asvallo

While on this screen you may change existing accounts or addnes as follows.

Change
To change anxsting account position the cursor on the account number using thekayo If the account is not on
the isting page, press tHeREV (previous page) oNEXT (next page) function &y 1o find the account. Once your
cursor is positioned on the account, you may tyee the existing information.

Add
To add an account press the Feykad the cursor will be positioned on a blank line. Enter theaneount code and its

associated information on this line. The data will beedavhen theSAVE key is pressed or you me the cursor dfthe
new account.
The following describes each field.

Account #
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Enter the account number so that it is consistent with the account code format specified in the jst€ontiol
File. You can use up to 12 characters including the delimiters. If you are using the General Ledger Module be sure

to carefully choose your account codes because once General Ledger transaatibasrhposted, you will NDbe
able to delete or change account Codes.

Description

Enter the account description as you woule likto gppear on your financial statementgou can use up to 30
characters.

Type & Subtype

Enter the account type and subtype. The possible account types are:

Type Code
Assets A
Expenses E
Liabilities L
Income |
Capital C

The account type and subtype assigned to the General Ledger account are discussed in the General Ledger Usel
Guide in Chapter 6 (Financial Reporting by Type).

Debit/Credit
Enter the debit/credit fieldvalid entries are "D" for debit or "C" for Credit.

Type Debit/Credit
Assets D
Expenses D
Liabilities C
Income C
Capital C

3.6 SetupDivisions

This section describes Wwdo st up your divisions or profit centers and assign them their regp&ti Account Codes.

If you did NOT select the multiple disions option on the System-wide Control file you will only be allowed to enter one
division.

To enter divisional account information, you will select theter Divisionsoption on the menu. Upon selecting theter
Divisions option the following screen will appeatr.
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sldiv

ACCOUNTFLEX CHAMNGE MODE Division Entry Screen DATE: 07-23-07
Division [1 + Nams Division #1
Addressl addressl
Address? address?
Address3 city
—Account Overlay-
Alias Description Account Whse Group Cat Tax
S Cash Receipts 101-000 v - - |
AR Accounts Receivable (110-000 SN - L |
B Bank Checks 101-000 W - L |
C Credit Cards 101-000 W - L |
CG Cost of Goods Sold =200-000 LN - L |
CGD Cost of Defect Goods 505-000 a1 I - L |
D Discounts Allowed 560-000 SN - L |
F Freight 570-000 a0 [ L L B
I Inventory 130-000 W - L |
PREPAY Adwvance Payment 230-000 W
F1 F2 F3 F4 FS F& 7 F9 Fi0 Fi1l1 F1z ~F3 ~F4 ~F5 ~F6
Savel Help Add | Orv | Prev Hext Frstl Last Del |

The Dvision entry screen consists of botfS&NGLE-RECORD and MULTI-RECORD portion. TheSINGLE-RECORD
portion prompts for the division name and addreBse MULTI-RECORD portion prompts for the G/L account codes for
that division.

Below is a description of each field.

Division Screen(SINGLE-RECORD).

If you did NOT select the multiple dision option on the System-wide control file you will bypass this portion and go
directly to theMULTI-RECORD portion

Division Code

Enter the Division Code.

Name

Enter the name for theudsion. You can use up to 20 characters.

Address1, Address2, Address3

Enter the address for thevidion. You can use up to 30 characters per field.

Once the abee data has been entered corregpiess theSAVE function key b savethe information and proceed to the
MULTI-RECORD portion.

Division Account ScreeffiMULTI-RECORD).
For each G/L account description you will enter the appropriate G/L Account Code. These fields are described belo

Alias

This is a code that represents the G/L Account.

Description
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This is the G/L Account Description.

Account Code

Enter the G/L Account Code that corresponds to the description and alias. This account MUST exist in the G/L
Account file.

Account Code Offset and Length

Enter the Offset and Length for each code field (Warehouse, Group, or Categoryypulduike inserted into the

G/L Account at posting time. The Offset is where the code field will be inserted and the Length is the number of
characters that will be inserte@or example, if the Imentory G/L Account is130-00Q the Group code i8BC, the

Offset is 4, and the Length is 3, then the G/L Account generateittivbe130-ABC. If we st the Offset to 5 and

the Length to 2, the generated G/L Accourduld be 130-0AB. Note that the dashes are not included when
calculating the déet. Also,generated G/L Account codes must be defined in the Chart of Accounts (described
earlier in this chapter) in order to post them to the General Ledger.
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3.7 SetupWarehouses

This section describes Woto set up your varehouses. lis important that your Warehouses be set up properly prior to
entering transactions.

The first step in setting up your warehouses is to selednter Warehousesoption from the Menu. Upon making this
selection the Warehouse Entry Screen will appear as show. belo

tbwhs
ACCOUNTFLEX CHAMNGE MODE Warehouse Entry Screen DATE: 07-23-07
Whs Div MName Address/City State Zip
= Default Warehouse addressl
city
B 2 Warehouse B addressl
city
C 1 Warehouse C addressl
city

Tl

Enter Warehouse Code

Fz F3

F5 F& F9 Fi0 F11 F12 ~F3 ~F4 ~F5 ~Fa

Féb F7
Orv | Prev Wextl Frst Last Del

Fl F4
Savé Held add

Below is a cescription of each field.

Whs
Enter the warehouse code.
Div

Enter the default division code for this warehouse.

Name

Enter the warehouse name.

Address1,City

Enter the warehouse address.

State

Enter the warehouse state.

Zip Code

Enter the warehouse Zip Code.
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3.8 SetupSalesman

This section describes Wwoto st up your salesmen. It is important that the salesmen table be set up properly prior to
entering orders.

The first step in setting up your salesmen is to sele&nher Salesmanoption from the menu. Upon making this selection
the salesmen entry screen will appear as showmvbelo

slsale
ACCOUNTFLEX CHAMNGE MODE Salesman Entry Screen Date: 07-23-07
Caode Salesman Name Title Commiss User Code

Joe Salesman

) F5 F6 F7 F& Fa F10 F11 Fl12 ~F3 ~F4 ~F5 ~F&
Save Help add | Ory | Prev Hext| Fret Lastl Del |

Below is a cescription of each field.

Salesman Code

Enter the salesman code to uniquely identify the salesman on ordersaoeksin

Name

Enter the salesman name.

Commission

Enter the salesmantommission percent.

3.9 SetupTax Codes

This section describes Wdo set up your tax codes.

To enter tax code information, you will select tBater Tax Codesoption on the menu. Upon selecting tBeter Tax
Codesoption the following screen will appear.
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sltax
ACCOUNTFLEX CHANGE MODE Taxz Code Entry Screen Date: 07-23-07

Tax Code |1 ¥ State Ciy Deseription San Francisco

Press the SAVE function key to enter tax distribution

Description Rate

0.250
Countv Tax 0.250
State Tax 6.750

Total 7.250

Fz F3

F1 F4 FS F& EF7 F8
Savel Hely &dd 0rv | Prev Next Frst Lastl Del

F9 F10 F11 F12 ~F3 ~F4 ~F5 ~Fb

The tax code entry screen consists of botANGLE-RECORD and MULTI-RECORD portion. TheSINGLE-RECORD

portion prompts for a tax code and its descriptidax codes are usually equdent to counties since taxes are the same
within a county.

The MULTI-RECORD portion prompts for all of the tax rates that apply to each sale within the tax code area (or county).
Below is a cescription of each field.
Tax Code Screen(SNGLE-RECORD).

Tax Code

Enter the tax code.

Description

Enter descriptie information about the tax code.

Once the abee data has been entered correctyess theSAVE function ley b savethe information and proceed to the
MULTI-RECORD portion.
Tax Distribution Screen(MULTI-RECORD).

Tax Rate

Enter a tax rate.

Description

Enter descriptie information about the tax rate.
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3.10 SetupTerms

This section describes Wwoto st up your terms. It is important that youerins be set up properly prior to entering

transactions.

The first step in setting up your terms is to selectther Terms option from the Menu. Upon making this selection the

Terms Entry Screen will appear as shown telo

poterm

ACCOUNTFLEX CHAMNGE MODE Terms Code Entry Screen Date: 07-23-07

Code Description Type Disc.Days Disc.Rate BNet.Davs

Ml 1% NET 30 i 10 1.000 30

2 | 2% NET 30 | 10 2.000 30
Enter Terms Code
F1l Fz FS F& F8 F9 Fil0 F11 F12z ~F3 ~F4 ~F5 ~F6
Save Help add Orv | Prev Wextl Frst Last Del

Below is a cescription of each field.

Terms Code

This is the terms code that will uniquely identify the terms conditions you are about to enter.

Description

This is a description of the terms.

Type

This is the type of terms D=Days or P=Prox. This field is not currentlyeagttieave it blank.

Disc.Days

This is the number of days that will qualify awaite for a discount.The number of days is calculated based on the

invoice date.

Disc.Rate

This is the discount rate applied to the order if payment is made within discount days (see previous field).

Net.Days

The payment must be made within this number of days otherwise the order will be subject to the penalties.
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3.11 SetupCustomers

This section describes Wao st up your customerdt is important that your customers be setup properly prior to entering

invoices.

The first step in setting up your customers is to selecEtiter Customer option from the menu. Upon making this
selection the customer screen will appear as showwbelo

arcus
ACCOUNTFLEX CHANGE MODE Customer Entry Screen DATE: 0%7~-23-2007
Customer Code TN Entrv Date By Inactive |

Billing Addre

Shipping Address——————

Company ACME

Gerard Menicuecci

Name

Addrl 575 Mahler Road #2561

1015 Atwater

Addr2

Addr3

City Burlingame

State Ca le 94010 W Cnty [

Burli 1nqame

State F ip 34010+ Cnt lj_j

Method 0
Terms (1
Price

Finance Charye ﬁ

Source Taxz Code i SalesRep (1
Contact Test Company Title |

Phone |(8003343-0180 x| Faz [[65016977696 [

E-mail gales [ Resale# |

Statements E BackOrders
Credit Limit

Balance Dus

Invoices [E_Z

o) []1_1:5:1'[11‘[1(-'1 5: [[1[1(-' to 1[1:-'11‘r1t.

F3 F&

F1 F2
Savé Help{

This screen is 8NGLE-RECORD screen.

Mﬂlmme_xtli‘da_stl

this Customer throughout the
Fa Fi0 F11 F12 ~F3 “Fb

ﬂﬁiﬂﬁdﬁ

While on this screen you ma&dDD a nrew Qustomer ofCHANGE existing ones. The following two subsections describe

how to ADD or CHANGE.

ADD

To ADD a rew austomer press th&DD function key (F4) to switch the screen ADD mode. You will know whether

you are inADD mode by the mode message that appears at the top of the screen. ADbDenode, the first field you

will enter is the customer cod&our customer code will identify the customer throughout the system. After entering
the customer code, press tRETURN key to enter the next field on the screewhen you hee filed in all of the
customer fields, press tH®AVE function ley o savethe customer information. Upon pressing B@&VE key the
screen will clear and maktself ready for the next customer addition.

CHANGE

To CHANGE an existing customer first be sure you ar€HANGE mode by pressing theHG function lkey F4) if
necessary You will know whether you are iCHANGE mode by the mode message that appears at the top of the
screen. Oncgou are iINCHANGE mode, entethe customer code you wish to locate and presKREEURN key.

The customer information will then be displayethd you may cursor to wrfield (except the customer code) and
change its contents. If you would diko ®arch for customers by name, you may do so by pressirgR@e&l function

key. The Search function is described in Chapter 2. After yoe hade all of the changes you wish, pressSWE

function ley b savethe changes.

Below is a cescription of each field.

How to Get Started
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Customer Code

Enter the customer code to identify the customer in the systesnmay press thélELP function lkey o slect or
search from a popup list of valid entries.

Company
Enter the companname for billing and shipping.

Name

Enter the name for billing and shipping. This field is meant for a personal name and may be enlestthase,
firstname’. Thesystem will format the name as 'firstname lastname’, when printing mailing addresses,

Addrl,Addr2,Addr3
Enter the address for billing and shipping.

City
Enter the city for billing and shipping address.

State

Enter the state code for billing and shipping addr&sst may press thélELP function key  slect or search from
a popup list of valid entries.

Zip Code
Enter the zip code for the billing and shipping address.

Country Code

Enter the country code for the billing and shipping addré&®s may press thedELP function ley b slect or
search from a popup list of valid entries.

Tax Code

Enter the Tax Code to represent the tax rate schedule for that custuemay press thelELP function key o
select or search from a popup list of valid entries.

Sales Represenatie

Enter the Sales Representatiepresenting that customer.

Contact

Enter the contact person in this field.

Phone, X

Enter the telephone number w/extension.

Fax

Enter the Fax number for the customer.

E-mail

Enter the customes’Email address.

Resale #
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Enter the Resale Number for the customer.

Method

Enter the method of payments applied "O" for Open Item, "B" for Balance Forward.

Finance Charge

Indicate if finance charges will be billed to the customédid entries are "Y" for Yes, and "N" for No.

Invoices

Indicate if irvoices will be produced for the customé&falid entries are "Y" for Yes, and "N" for No.

Statements
Indicate if statements will be produced for the custonvatid entries are "Y" for &s, "N" for No, and "S" to print
seperate statements for each subsidiary.

Terms Code

Enter the Terms Code for the custom¥ou may press thelELP function key o slect or search from a popup list
of valid entries.

Price Code

This is the price code used for determining the sales price for this custéonemay press thEELP function ley
to select or search from a popup list of valid entriéa. further information about this field refer to the section on
setting up prices in theentory System.

Credit Code

Enter the credit code of the customer.

Credit Limit

Enter the credit limit for the customer.

Current Balance

This field displays the current balance.

Inactive

Enter 'Y’ if customer is inactie. This effect of this action is to exclude this customer on HELP popup lists.
While on the customer entry screen, you may also enter notes about each cuBtomtar notes you must first position to
an existing customer and then pressN@TE function key. Upon pressing thisdy a ppup notepad screen will appear
allowing you to enter as mgimote lines as you wish. The notepad screen operates exaetlidilULTI-RECORD entry
screens. Wheyou are finished entering notes pressSBWE key to return to the customer entry screen.

In addition to the note entry screen there is also a shipping address entry screen that may be accessed by Higsing the
function key. The shipping address screen will let you enter alternate shipping addresses for the same customer.

3.12 Print Customers Account

This section discusseswao print your Customers Account.
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The first step in ndewing your Customers Account is to select optionP2lit Customer. Upon making this selection the
Report Selection screen will appear.

arcusr

ACCOUNTFLEX Print Customers by Code Date: 07-23-07

Report Destination (S=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10}

Customer Range W to W

leport Destinations: (Dlisk, (Ejmail, (Flaz, nt, (Slcres (Ajux.
Fl F2 F3 F4 F5 Fa F7 Fa Fa Fli0 Fl11 F12 ~F3 ~F4 ~F5 ~F&

Run Held Kill

When this screen appears enftet for the report destination and then pressRhiN function key © send the report to the
printer The Customer Table Listing will appear as shownwelo

arcusr
ACCOUNTFLEX Customer Listing by Code PAGE : 1
12:55a 05/25/99

Account

Code Billing Address Contact Method

1 ACME Gerard Menicucci o
875 Mahler Road #261 Tel: (415)340-0220
Burlingame, CA 94010

2 CLOROX Gerard Menicucci B
840 Hinckley Road #261 Tel: (415)340-0220
Burlingame, CA 94010

3 Customware Computing Gerard Menicucci B
800 Airport Road #261 Tel: (415)340-0220
Burlingame, CA 94010

NOF NOT-ON-FILE o

Reviev the Customer Accounts for completeness andyifadditions or changes need to be performed select option 24 Enter
Customer.

When the printing has been completed, presE 8 @APE key to return to the menu.
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3.13 Setupinventory

Inventory should already ka been setup as a result of setting up youeritory system. Setting up thevientory system is
required before setting up the Sales Order system.

3.14 BackupData Base

Once you hee st up all of your modules, you should backup you database.

To backup your database, select Backup option on the Master Menu.
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4. WORK CYCLE

4.1 Owerview

This chapter gies instructions for the Sales Order Work Cycle. The steps described in this chapter are performed on an on-
going basis.

4.2 DailyCycle
On a regular basis you will be performing the following steps:

1) Enterorders using th&nter Order menu selection.

2) Printorders for customer and/or internal use.

3) Printthe picking list.

4) Entershipment quantities on the order entry screen.

5) Printthe packing list to accompwathe shipment.

6) Corvert the order to an iice using theConvert Orders to Invoicesmenu option.
7) Printinvoices for customer.

8) Postinvoice information to the Account Regeéble and General Ledger systems.
9) Review posting journal to ensure that allvices were posted correctly.

10) Backup data to flogfrom the master menu option.
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5. OPERATIONS/REFERENCE SECTION

5.0 Owerview

This chapter provides detailed instructions ow ho operate each Sales Order functidBach section within this chapter
covers a specific menu option. The sections are in the same order as the menu options on the Sales Order menu.

The Sales Order menu appears as follows.

slmenu
ACCOUNTFLEX Widget Company DATE: 07.-23-07
Version Sales Menu (5]
QUOTES — TABLE MAINTEMANCE —
1. 15. Enter Quote 30. Enter Customer
2. 16. Print Quote 31. Print Customer
3. Print Pick List 17. Convert to Order 32. Enter Account
4. Print Pack List —— REPORTS-INQUIEY—— 33. Print Account
5. Back Order Fill 18. Inguire Order 34. Enter Division
© B, Convert to Invoice 19, Inguire Invoice 35. Print Diwvision
20. Inguire Inventory 36. Enter Warehouse
INWVOICES——— 21. Inguire Customer 37. Enter Inventory
8. Enter Invoice 22. Backorder Report 38. Print Inventory
9. Print Invoice 23. Bookings Report 39. Enter Terms
10. Print Pick List Z24. Bales Journal Report 40. Enter Salesman
11. Print Pack List 25. Bales History Report 41. Enter Taxz Code
12, Post Invoice 26. Bales Analvsis Report 42, Enter Carrier
13. Print Journal 27. Berial Ho. Report 43. Enter REegion
28. Sales Taxz Report 44. Enter Control
29. Miscellaneous Reports 45. Purge
Enter Selection > 1 _
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5.1 EnterOrders

This menu option (1) is for entering orders. There are three primary screens and 8 supporting screens used for entering
orders; the Order screen, the Line Item screen, and the Charges stheef®rder screen is for entering customer
information, the Line Item screen is for entering items to be ordered, and thge€Bareen is for entering other gew

related to the orderEach primary screens will appear in the order describedeabthe 8 supporting screens are popup
screens which only appear as necessary or when pressing their fuegtidin&se supporting screens are used for entering
shipping addresses, notes, serial numbers, alternate warehouses, check payment information, and credit card information.

After selecting thé&nter Orders menu option the following Order screen will appear.

slord
— | CHANGE MODE SALES ORDER ENTRY (1 aof 3)
Order IS Order Date 07-23-07 Quote By infoflex
— Billing Addre Shipping Addre
Customer [1 W Ship To Code [0
Company ACME Gerard Menicucci
Name
Addrl 875 Mahler Road #2581 1015 Atwater
Addr2
Addr3
City Burlingame Burl ingame
State CAW Zip 54010 W Cntry | o St 02y Zip [24010 o Cntry [ o

Tax i:: San Francisco 7.250 Salesman |1 wJoe Salesma
Terms 1 v 1% NET 30 1.000
Warehouse B Division (1 PO# |

Ship VIA Ship Terms Ship Date
Remarks AR Involce#
Status Ord Pic Pak Auth Fil Lim AFe Manual Hold

nter Order Mumber (press HELE kev to ses list)
F10 F11 F12 ~F3 ~F4 ~F5 ~Fh

F1 F2 F3 F4 FS F& F7 F& F9
Sav§ Helﬁ Moré Add Srcﬂ QEXJ Prej Nexﬂ Frsﬂ Lasﬂ Prnﬂ Del Noté Cusi Shiﬁ Cus

Below is a cescription of each field.
Order Screen(SINGLE-RECORD)

Order No.

This is the unique order number assigned to each sales dfusrnumber will automatically be assigned th&tne
sequential number if you assigned a non zeioies to the starting order number field in the control filghen
automatic numbering is aeéi the phrase *AJTO*** appears in this field.You may press thélELP function lkey
to select or search from a popup list of valid entries.

Order Date

The date you wish to ka printed on the sales order should be entered here. The field defaults to the system date.

Customer

The customer field is where you will enter the custosn@rde. Thecustomer code must be defined in the customer
file or an error will result. Pressing thELP function key will display a list of valid codes. ZOOMING while on
theHELP list will allow you to enter a me customer into the customer file. When you cursétled customer code
field, the customes’rame and address information will be displayed on the screen.

Company

Enter the companname for billing and shipping.
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Name
Enter the name for billing and shipping. This field is meant for a personal name and may be enlestthase,
firstname’. Thesystem will format the name as 'firstname lastname’, when printing mailing addresses,
Addrl,Addr2,Addr3
Enter the address for billing and shipping.

City
Enter the city for billing and shipping address.

State
Enter the state code for billing and shipping addr&sst may press th&lELP function key © slect or search from
a popup list of valid entries.

Zip Code
Enter the zip code for the billing and shipping address.

Country Code
Enter the country code for the billing and shipping addré&®s may press thedELP function ley b slect or
search from a popup list of valid entries.

Ship To Code
This is the code representing where the order is to be shipfoedmay press thédELP function ley © slect or
search from a popup list of valid entries.

Tax

This data entry field is for entering the tax codteu may press thélELP function key o slect or search from a
popup list of valid entriesAfter entering the tax code, the tax code description and tax rate will be displayed on the
screen.

Salesman

This data entry field alles you to enter the salesman codfeu may press thélELP function key o select or search
from a popup list of &lid entries. After entering the salesman code, the salesman name will be displayed on the
screen.
Terms
This data entry field alies you to enter the terms code. PressingHBeP function ley will display a list of \alid
codes. Afterentering the terms code, the terms code description and terms rate will be displayed on the screen.
Warehouse
This data entry field allows you to enter the warehouse codis. field will only appear if you selected the multiple
warehouse option on the System-wide control file. Pressingliid® function key will display a list of \alid codes.
Division
This data entry field allows you to enter theiBion code. This field will automatically default to the division code

specified for the warehouse entered. This field will only appear if you selected the multiple division option on the
System-wide control fileYou may press thélELP function key o select or search from a popup list of valid entries.

Job No

Operations/Reference Section 5-3

5-3



This data entry field allows you to enter the Job No for this ortleis field will only appear if you entered 'Y’ for
the Job Cost moduleYou may press thélELP function lkey o slect or search from a popup list of valid entries.

PO#

This is the customes’purchase order number.

Ship VIA

The carrier used for shipping the order is entered here.

Ship Terms
Enter Shipping Terms (FOB, CFR, etc).

Ship Date

Enter ship date for ordeiThis field will automatically be assigned when shipping quantities are entered on the line
item screen.

A/R Invoice#

If this order is credited or associated with anothevige for this customeenter the inoice number here. When this
order is posted to the A/R system, the amount of this order will be added tadice specified here.

Remarks

The remarks field is a data entry field which will print on the sales order and can be used for special instructions to
the customer.

Status, Status Flags

The status field is set by the system and indicates the state ofeth# order The status field is not modifyable,
however, you can change the status indirectly by modifying the status flags.

The status field can i@ ane of three values:

Status | Description

H The order is otHOLD . On HOLD

orders will not generate picking lists,
will not generate packing lists,

will be ignored by Back Order Release,
and can not be ceuarted to an imoice.

A The order iACTIVE. ACTIVE orders
can not be corerted to an imoice.
C The order iCOMPLETE and ready to corert.

The status is set based on meeting the order requirements as defined on the Sales control file (see Bralpter 3).
order requirements are met, the order status is S$DMPLETE .

The fields located after the status field are the status flags and indicate the state of each order reqAlirement.
these status flags are modifyable.

The first four status flags (Ord, Pi@ak Auth) indicate whether the following actionsv&deen done: Print Order
Print Pick List, Print Packing List, and Authorize Credit Cafdflag value ofY means the action has been ddxe,
means the action has N®een done antllank means the action is NOrequired. Ifary of these flags arBl, the
order status is set &CTIVE .
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The next set of status flags (Fil, Lim, Age) indicate the results of theviojochecks: Fill percent, Credit Limit and
Age Credit Limit. A flag value ofY means the check has succeediéd)eans the check has failed dandnk means
the check is NO required. Ifary of these flags ard, the order status is setHOLD .

The last status flag is the manual hold fl&gtting this flag tor will set the order status tdOLD. The order will
remain onHOLD until this flag is manually cleared=dlowing the manual hold flag field is a 15 character field for
entering a reason.

While on the Order screen, there are 4 supporting screens for entering notes, shipment addresses, contact information, anc
new customers. Theseupporting screens are accessed using the funceégas MOTE, CONT, SHIP, and CUS
respectiely.

The NOTE function key is gperational on all order screens and is used to enter notes about the saleAfted@ressing
theNOTE function ley the following popup screen will appear.

| CHANGE MODE SALEZ OREDERE ENTRY (1 of 3) slordnote
Order le Order Date 07-23-07 Quote By infoflex
Billing Addres Shipping Address———

Customer 1 Ship To Code Er_ﬂ
Company ACME Gerard Menicucci

Hame

Addrl 375 Hote

Addrz Order received by John 05-20-06

Addr3 Tom from ACME needs order filled hy 07-06
City Please notify Tom when shipped.

State CAY | Toms number is ia5ui5?a—9012 W Cntry | W

[=x)
=
H
—

Tax [1 [ Woe Salesma
Terms 1
Warehouse 2
Ship VIA te
Remarks e
Status Ord Pic Pak Auth Fil Lim Age Manual Hold
¢ T ¥ i

nter Motes (press ADD function key to insert note lined

F3 F4 FS F& F7 Fil0 F11 Fl1z ~F3 ~F4 ~F3 ~F6

il F2 F8 F9
javel Help Aadd Orv | Prev Wextl Frst Last Move Del

Pressing th&AVE or ESCAPE key will return you to the Order screen.

The supporting screen for entering contact information can be accessed by preddi@iREhdunction key. After pressing
theMORE function key the following popup screen will appear.
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slordmor

1

— | CHANGE MODE SALES ORDER ENTRY (1 of 3)
Order 104 Order Date [07-23-07 Quote By infoflex
— —Billing Addre Shipping Address——
Customer |1 j Ship To Code Er_j
Company ACME Gerard Menicucci
Hame
2ddrl 575 Mahler Road #2651 1015 Atwater
2ddrz
Addr3
City Burlingame Burlingame
Contact Info
— Contact IEEREMsIils=bikg

E-Mail sales
Phone |(800)343-0180 % |

Wars Fax (65016977696
Shi
Remarks | &-R Invoice#
Status Ord Pic Pak Auth Fil Lim AFE Manual Hold
C [ [ (] [
nter contact name
Fl F2 F3 F4 FS Fe& F7 Fg F9 Fi0 Fl11 F12 ~F3 ~F4 ~F5 ~F&

Savé Helﬁ

Pressing th&AVE or ESCAPE key will return you to the Order screen.

The supporting screen for entering shipment information can be accessed by presSitig thumction key. After pressing
the SHIP function lkey te following popup screen will appear.

slordshin
| CHANGE MODE SALES ORDERE ENTRY (1 of 3)
Order lﬂj Order Date 07-23-07 Quote By infoflex
Billing Addres Shipping Address—
Customer |1 Ship To Code [0 4
Company ACME Gerard Menicucci
Name
Addrl 375 Mahler Foad #261 1015 Atwater
AddrZ — Ship-to Entry| CHANGE MODE ——
Addr3 Ship Code
City Burlingame Company Gerard Menicucci
State CAY Zip (24010 W Cn Mame
— Addressl 1015 Atwater
Tax |1 + San Francisca Address2
Terms I v 1% NET 30 Address?2
Warehouse & Division H__ﬂ City Burlingame
Ship VIA Ship Te State iy Zip 94010 W [
Remarks Taxz Code 1 Zan Francisco
Salesman |1 aJoe Zalesman
Status Ord Pic Pak Auth Fil Carrier Service r_j
-
Fl F2 F3 FS F7 Fa Fa Fio F11 Fi2z ~F3 ~F4 ~F5 ~F&

F4 F&
Save Help add Ory | Prev Wextl Frst Last Del

Pressing th&AVE or ESCAPE key will return you to the Order screen.

The last supporting screen on the order screen is the one for addisgstemers. @ access this screen, you will press the
CUS function ley. After pressing th€US function key the customer entry screen will apped@his is the same screen as
documented in the Setup Chapter of this manual.

When you are satisfied with your entries on the Order screen preSs\Eefunction ley © savethe current screen and
move o to the Line Item screen. The Line Iltem screen is for entering eaehtany item ordered and their quantities.

The screen for entering line items will appear as follows.
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slordlin

SALES ORDER ENTRY (2 of 3)

Order# 10 1 ACME Order Date 0772307
ITtem No Unit Qty Order (Qty Commit Price Ext .Price
1 E& 1 1 10.00 10.00
Computer 386 2Z5mhz 07-23-07 A b 1.00
2 Ea 2 2 20.00 40.00
Monitor (14 inch) 07-23-07 A N 2.00
3 Ea 3 3 30.00 90.00
Taie Drive 07-23-07 A b 3.00
07-23-07 A

OnHand Committed Available — OnOrder— Backorder
= = Totals 140.00
Item Profit 0.0 Total Profit 90.0 Total Cost 14.00

Enter Inventory Code

F10 F11 F12 ~F3 ~F4 ~F5 ~Fb

F1 F2 F3 F4 F5 FE F7 Fa F9
Save Hely Menu &dd | Srchl Qry | Prev Wextl Frst Last Movel Del | Mote whs | Sno | Bom

Below is a cescription of each field.
Line Item Screen (MULTI-RECORD)

Order #

The sales order number assigned on the prior screen is displayed here. This is a display only field.

Customer

The customer ID entered on the prior screen is displayed here followed by the cigsstamer’

Order

The date entered on the prior screen is displayed in this field.

Item

The Item field is a data entry field where your part number for the item being ordered is efteid&LP function
will display a list of valid items. You may add or change items by pressingQM function key from theHELP
subsystem.

Qty Ord
Enter the quantity being ordering in this field.

Qty Commit
Enter the quantity to commifThe quantity you enter here must lvilable in irnventory otherwise you will be gén
awarning. Wherthis quantity is entered it is no longesagable for other orders.

Price/Unit
Enter the price per unit. This field defaults to the price defined in estory price tables. The unit field displays
the unit value from the irentory master.

Ext.Price

The extended price for the ordered quantity is displayed in this field.
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Description

The unlabeled description field defaults to the description from treatbry Master file for this part numberhis
field may be modified to reflect whage information you wish to print on the sales order.

Required Date

The required date field is an unlabeled field locatedwbdie commit quantity field. The required date defaults to
the order date and represents the date that the item is required by the customer.

Tax Flag

The tax flag field is an unlabeled field located Wwelbe ship quantity field. The tax flag defaults to whatéhe
taxable flag is set to on thevamtory file. This flag is "Y" if the item is taxable and "N" if the item is not taxable.
This field may be werridden by the user.

Totals

This field presents the total of the extended prices for the entire @ales tax is NO included in this computation.

OnHand

This is a display-only field showing the quantity onhand for the item.

Committed

This is a display-only field showing the quantity committed for the item.

Available

This is a display-only field showing the quantitgitable for the item.

OnOrder

This is a display-only field showing the quantity on order for the item.

Item Profit

This is a display-only field showing the percent gross profit for the line item.

Total Profit

This is a display-only field showing the percent gross profit for the entire order.
While on the Line Item screen, there are 4 supporting screens for entering notes, alternate warehouses, serial numbers, an
bill of materials. These supporting screens are accessed using the fureydd@TE, WHS, SNO, and BOM respectiely.

The supporting screen for entering entering notes appeartidilone described for the Order screervabdhe diference
is that the notes entered here are specific to the line item you are cursored on.

The supporting screen for entering alternate warehouses will only be operational if you selected the raudijgase
option on the System-wide control file. After pressingWhdS function ley the following popup screen will appear.

Operations/Reference Section 5-8

5-8



slordwhs

SALES ORDER ENTRY (Z of 3)

Order# 1 1 ACME Order Date 0723707

Item Mo Unit Qty Order Qty Conmit Price Exzt .Price

1 E2 1 1 10.00 10.00

2 Item [1 Computer 386 Z5mhz oo
Press Fl to Select Warshouse or ESCAPE key to exit— |

3 Whs Loo OnHand Committed OnOrder BackOrder Awvailable oo

OnHand— Committed  Awvailahle — OnOrder Backorder
10 - 1 = 9 a 0 Totals 140.00
Item Profit 90.0 Total Profit 90.0 Total Cost 14.00

ter Warehouse Code

Fl Fz F3 F4 F5 Fi0 F11 F1Z2 ~F3 ~F4 ~F5 ~F&

F& F7 F& F9
Savé Held QEXJ Prej Nexﬂ Frsﬂ Lasﬂ

Pressing th&AVE or ESCAPE key will return you to the Line Item screen.

The supporting screen for entering serial numbers is accessed by presSinQOthenction key. After pressing th&NO
function lkey the following popup screen will appear.

slordsno
SALES ORDER ENTRY (2 aof 3)
Order# 0 1 ACME Order Date [(07.-23-07
Item Mo Unit Qty Order Qty Commit Price Ext .Price
1 E& 1 1 10.00 10.00
Comp 1.00
2 Serial Mumber(s) 20.00 40.00
Moni Count 2 2.00
3 2345 30.00 90.00
Tape| 11-5432 3.00
OnHand——0C
32 - Tatals 140.00
Item Profit 1 Cost 14.00
F1l F2 F3 F4 F&S F& F7 Fg F9 Fi0 F11 F1Z2 ~F3 ~F4 ~F5 ~Fb
Save Hely Add Orv | Prev Hext! Frst Last Del

Pressing th&AVE or ESCAPE key will return you to the Line Item screen.
The last supporting screen on the Line Item screen is the bill of materials screen. This screen will only be operational if you

have the BOM module installed and thevamtory item you are entering is a BOM iterRor a further description of this
BOM support screen, refer to your Bill of Materials module documentation.

When you are satisfied with your entries on the Line Iltem screen preSa\MEefunction key o savethe current screen and
move m to the Charges screen. This screen is for entering other charges associated with the order.

The screen for entering charges will appear as follows.
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slordal

SALES ORDER EMTRY (3 of 3)
Order# 1 ACME Order Date (072307
Alias Description Order Price Commit Price
o= Sales 140.00 140.00
T= Tax 7.25 7.25
Totals 147 .25 147 .25
Discount Allowed 08-02-07 by 0.80 o.9o
Weights

Enter G-L alias code for tvpe of charge (press ' for wvalid list)
F1l F2 F3 F4 F5 Fe& F7 Fg F9 F10 F1l1 F12 ~F3 ~F4 ~F5 ~F&
Save Held Zaon Prnt Del | Hote Fin

Below is a cescription of each field.

Charges Screen(MULTI-RECORD)

Alias

Enter the G/L alias code for the charge being entered. PressihtiEtte function key will display a list of \alid
codes.

Description

This is a display-only field showing the description for the G/L alias.

Order Price

This is the price based on order quantities.

Commit Price

This is the price based on commit quantities.

While on the Charges screen, there are four supporting screens for entering freight, cash, check, or credit card payments.

The supporting screen for entering freight information is accessed by entering an alias of "F" or by pres¥g the
function ley while on a charge line with an "F" alias. The freight entry popup screen will appear as follows.
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07.-23-07

i v 03w | | 0104548900 26.00

Enter Carrier [ ' to select from list)

Pressing th&AVE or ESCAPE key will return you to the Charges screen.

The supporting screen for entering cash information is accessed by entering an alias of "$" or by pré&&nfutietion
key while on a charge line with a "$" alias. The cash entry popup screen will appear as follows.

07-23-07

Pressing th&AVE or ESCAPE key will return you to the Charges screen.

The supporting screen for entering check information is accessed by entering an alias of "B" or by préainéutietion
key while on a charge line with a "B" alias. The check entry popup screen will appear as follows.
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07.-23-07

Enter Bank Control Number (example: 11-3510)

Pressing th&AVE or ESCAPE key will return you to the Charges screen.

entering an alias of "C" or by pressing &Y function key while on a charge line with a "C" alias. The credit card entry
popup screen will appear as follows.

5424 1803 0R43 1708
0204

100.00

Enter Name as it appears on card (p s HELF kev to view list)

Pressing th&AVE or ESCAPE key will return you to the Charges screen.

When you are finished entering your order you may presSAWE& function ley o gart a nev order, or press theeSCAPE
key to return to the sales order menu.
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5.2 Print Orders

This menu option (2) is for printing orders.

Upon selecting this option, the following popup menu will appear allowing you to choose the version of the report.

1. Print Orders
2. Print Orders (Graphical)
3. Print Orders (Internal)

Once you hee dhosen the version, the report selection screen will appear as follows.

slordrl

ACCOUNTFLEX Print Sales Order DATE: 07.-23-07

Report Destination *For laser printers only
Report Coples 1
Report Title Page [Y=Yes, N=Noj

Unprinted Orders | (¥=Yes)

Reprint
Order Range to W
Order Date Range to
Customer Range ¥ oto Y

FORMATTING OFTIONS

Show Message 1
2

Show Your Address [ Show ITtem Show MNotes |
Show Backorder | Show Units

Line Item Spacing | Shading 5
Copy Tvpe Range | to [ Title

(D)isk, (Eijmail,

FS Fé EF7 Fa F9

This screen has a number of entry fields which you will need to fill in with appropaiatesyWhen you are sure all your
entries are correct, press fRENN function key © run the orders report.

Below is a description of each field.

The first 3 fields are standard on the Report Selection screen, and are described in Chapter 2, General Operational
Procedures.
Unprinted Orders

Enter 'Y’ to print unprinted orders or 'R’ to reprint previous run.

Order Number Range

Enter the beginning and ending sales order numbers you want to print.

Order Date Range

Enter the beginning and ending dates for the sales orders you wish to print. All sales orders with dates between those
entered will be printed.
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Customer No. Range

Enter the beginning and ending customer ID numbers for the customers you wish to print.

When you are satisfied with your answers, presRuid function key t generate the report.
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The following report is an example of the graphical version of the sales order.

ORDER™""
Widget Company ORDER NO. ORDER DATE CUSTOMER
1000 Technology Way
Burlingame, CA 94010 10 07/23/07 1
QUOTE NO. QUOTE DATE PURCHASE ORDER
Phone:(415)340-0220
E-mail: info@infoflex.com
BILLTO: ACME SHIPTO:  Gerard Menicucci
875 Mahler Road #261 1015 Atwater
Burlingame, CA 94010 Burlingame, CA 94010
SHIP VIA SHIPPING TERMS SHIP DATE TERMS SALES REP REMARKS
FedEx Prty Pak 1% NET 30 Joe Salesman
ITEM DESCRIPTION QUANTITY UNIT PRICE EXTENDED
1 Computer 386 25mhz 1 10.00 10.00
2 Monitor (14 inch) 2 20.00 40.00
3 Tape Drive 3 30.00 90.00
Serial# 11-2345
Serial# 11-5432
Subtotal 140.00
Tax (7.25) 7.25
Freight 26.00
To track shipment, contact carrier: (800) 463-3339 www.fedex.com
Tracking#'s: 0104548900 Less Deposit -273.25
Discount when paid before 08/02/07:0.90 AMOUNT DUE -100.00
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The following report is an example of the customer version of the sales order.

Widget Company

ORDER

1000 Technology Way

Bur | ingame,

94010

Phone: (415)340-0220 Fax:
E-mail: info@infoflex.com

TO: ACME

slordrl

Order: 10

Dat

e:

Required Date: 07/23/07
Page: 1
Customer No: 1

SHIP TO: Gerard Menicucci
1015 Atwater

875 Mahler Road #261

Bur |l ingame,

94010

Bur |l ingame, CA 94010

|SHIP VIA: FedEx Prty Pak SHIP TERMS: SHIP DATE: |
PO# : TERMS: 1% NET 30 SALESMAN: Joe Salesman
| REMARKS: |
I |
| I'tem No Qty Order Qty Commit Price Unit Ext.Price|
I |
1 Computer 386 25mhz
1 10.00 EA 10.00
2 Monitor (14 inch)
2 20.00 EA 40.00
3 Tape Drive
3 30.00 EA 90.00
Serial-#: 11-2345
Serial-#: 11-5432
Subtotal: 140.00
Tax: 7.25
Freight: 26.00
To track shipment: (800) 463-3339 www. fedex.com
Tracking#'s: 0104548900 Less Deposit: -273.25
$ 0.90 Total: -100.00

Discount when paid before 01/10/00
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The order report for internal use appears as follows:

SAL
(INTER
Order #: 10 Cust#:
TO: ACME

875 Mahler Road #261
Bur |l ingame, CA 94010

Contact: Test Company
Phone: (800)343-0180 X

ORDER

ES
N AL USE ON

1 Order

LY)

Date:

07/23/07

SHIP TO: Gerard Menicucci
1015 Atwater
Burlingame, CA 9

E-mail: s
Fax: (650)697769

ales
6

slordr2
Page: 1

4010

| Tax: 1 San Francisco 7.250 Salesman: 1 Joe Salesman |
| Terms: 1 1% NET 30 1.000 |
| Warehouse A Division 1 PO# : |
|Ship VIA: FedEx Prty Pak Ship Terms: Ship Date:
| Remarks: |
R PR PP R TP ERP PR |
| Item QtyCom Unit Cost Ext.Cost Price Ext.Price|
1 Computer 386 25mhz 07/23/07 Y A %GP 90.0
1 1 EA 1.00 1.00 10.00 10.00
2 Monitor (14 inch) 07/23/07 N A %GP 90.0
2 2 EA 2.00 4.00 20.00 40.00
3 Tape Drive 07/23/07 Y A %GP 90.0
3 3 EA 3.00 9.00 30.00 90.00
Serial-#: 11-2345
Serial-#: 11-5432
Order Price: 140.00
GP%: 90.0 Order Cost: 14.00
Discount when paid before 08/02/07 : 0.90 Tax: 7.25
Denied Test 5424 1803 0643 1708 02/04 Credit Card: -100.00
Freight(F): 26.00
Cash Receipts($): -173.25
Total Price:  -100.00
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5.3 Print Picking List

This menu option (3) is for printing picking listS.he pick list acts as a worksheet for the warehouseman to prepare a
shipment. Uporselecting this option the following Report Selection screen will appeatr.

slpickr
ACCOUNTFLEX Frint Picking List DATE: 07-23-07

Feport Destination [(S=Bcreen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=Noj

Unprinted Picking Lists [Y=Yes)
Reprint
Order Range to Y
Order Date Range to
Customer Hange | W to W
Enter Maximum BOM Levels 9

Print orders with commit guantities only (¥/N)? |
Show Notes r

leport Destinations: (D)isk, (Ejmail, (Flaz, (Plrint, (3)creen, (A)lux.
F1l FZz F3 F4 FS Fo F7 Fa F9 Fl0 F11 F1z ~F3 ~F4 ~F5 ~Fb

Run Helﬁ Kill

This screen has a number of entry fields which you will need to fill in with appropaiatesyWhen you are sure all your
entries are correct, press fREIN function key o run the picking list report.

Below is a cescription of each field.

The first 3 fields are standard on the Report Selection screen, and are described in Chapter 2, General Operational
Procedures.

Unprinted Picking Lists

Enter 'Y’ to print unprinted picking lists or 'R’ to reprint previous run.

Order Range

Enter the beginning and ending sales order numbers you want to print.

Order Date Range

Enter the beginning and ending dates for the sales orders you wish to print. All sales orders with dates between those
entered will be printed.

Customer No. Range

Enter the beginning and ending customer ID numbers for the customers you wish to print.

When you are satisfied with your answers, presf&tiid function lkey o generate the report.
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slpickr

P11 CKING LI ST Date: 07/23/07
Order: 10 Order Date: 07/23/07 Date Required: 07/23/07 Cust#: 1
Warehouse A Division 1 Phone (800)343-0180
TO: ACME SHIP TO: Gerard Menicucci
875 Mahler Road #261 1015 Atwater
Burlingame, CA 94010 Bur |l ingame, CA 94010
SHIP VIA: FedEx Prty Pak SHIP TERMS: SHIP DATE:
PO# : TERMS: 1% NET 30 SALESMAN: Joe Salesman
REMARKS : :
Date Qty Qty Qty
Whs Loc |tem-# Required Order To-ship Shipped
A BIN1 1 Computer 386 25mhz 1 EA o
1
A BIN2 2 Monitor (14 inch) 2 EA o
2
A BIN3 3 Tape Drive 3 EA o
3
Serial-#: 11-2345
Serial-#: 11-5432
Serial-#:
3 Line items Total quantity: 6
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5.4 Print Packing List

This menu option (4) is for printing packing lists. The packing list is a list of all item shipped and will usually be attached to
the shipment container.

Upon selecting this option the following Report Selection screen will appear.

slpackl
ACCOUNTEFLEX Frint Packing List DATE: 07-23-07
Report Destination *This version of the Order is formated
Report Copies 1 to print on laser printers only.
Report Title Page (Y=Yes, H=No)
Unprinted Packing Lists | [(¥=Yes)
Reprint
Order Range to j
Order Date Range to
Customer Range vooto
Orders with commit guantities only (YR} 7
FORMATTING OFPTIONS
Show Message 1
2
Shew Your Address [ Show Notes
Line Item Spacing | Shading 5
Mazimum Line items
Feport Destinations: (D) (Eimail, =R 5 i AlUX.
F1 Fz F3 F4 F5 Fe F7 Fa Fa Fi0 F11 F1Z ~F3 ~F4 ~F5 ~F&
Bun | Hely Eill

This screen has a number of entry fields which you will need to fill in with appropaiatesyWhen you are sure all your
entries are correct, press tREIN function key © run the packing list report.

Below is a cescription of each field.

The first 3 fields are standard on the Report Selection screen, and are described in Chapter 2, General Operational
Procedures.

Unprinted Packing Lists

Enter 'Y’ to print unprinted packing lists or 'R’ to reprint previous run.

Order Range

Enter the beginning and ending sales order numbers you want to print.

Order Date Range

Enter the beginning and ending dates for the sales orders you wish to print. All sales orders with dates between those
entered will be printed.

Customer No. Range

Enter the beginning and ending customer ID numbers for the customers you wish to print.

When you are satisfied with your answers, pres&tiid function lkey o generate the report.
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PACKING LIST

slpackll

Widget Company ORDER NO. ORDER DATE CUSTOMER
1000 Technology Way
Burlingame, CA 94010 10 07/23/07 1
QUOTE NO. QUOTE DATE PURCHASE ORDER
Phone:(415)340-0220
E-mail: info@infoflex.com
BILLTO: ACME SHIPTO:  Gerard Menicucci
875 Mahler Road #261 1015 Atwater
Burlingame, CA 94010 Burlingame, CA 94010
SHIP VIA SHIPPING TERMS SHIP DATE TERMS SALES REP REMARKS
FedEx Prty Pak 1% NET 30 Joe Salesman
ITEM DESCRIPTION ORDERED SHIPPED BACKORDER
1 Computer 386 25mhz 1 1
2 Monitor (14 inch) 2 2
3 Tape Drive 3 3

Serial# 11-2345
Serial# 11-5432
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5.5 BackOrder Release

This menu option (5) is automatically filling backorders.

Upon selecting this option the following screen will appear.

slboko
ACCOUNTFLEX Backorder Release Date: 07-23-07

This program automatically fills all hkackorders based
on available inventory.

Press SAVEEEY to begin
_OR_
Press ESCAPEEEY to Exit

Order Mo Range Y to j
Customer Range j to j

Cusno Order No

Fl Fz F3 F4 FS F& F7 F& F9 Fi0 F11 F1z ~F3 ~F4 ~F5 ~F6

Savé Held

Below is a cescription of each field.

Order No. Range

You may optionally enter a specific range of order numbers tolffiffou do not then all orders will be filled starting with
the oldest first.

The order number that is currently being processed will be displayed as the backorder release process takes place.
When completed you will see a message indicatingrhary orders hae keen filled.

Once this message appears you may predSSBAPE key to return to the Sales Order menu.

5.6 Corvert Orders to Invoices

This section describes Woto corvert orders to imoices. Ordersare cownerted to Irvoices when the order is ready for
shipment. Ifthe order is being fully shipped, the gersion process will create thevimice and then delete the ordéf the

order is being partially shipped, the gersion process will create arvice for the shipped items and subtract the shipped
items from the order.

To oorvert orders to imoices select option 6 on the Sales order menu. The following screen will appear.
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slordn

ACCOUNTFLEX Conwvert Orders to Invoices Date: 07-23-07

This program will convert Orders to Involces.

Enter Order Hange W to W
Enter Customer Range W to W

Print Invoices ﬁ

E-mail Involces
F&X Invoices

Press SAVEEEY to begin Conversion
_OR_
Press ESCAPEEEY to Exit

Processing Statistics
Cusno Order HNo Invoice Mo

F1 Fz F3 Fd4 F5 Fa F7 Fa Fa Fio0 F11 F1z ~F3 ~F4 ~F3 ~Fb
Zave Haln

When this screen appears you must enter a range of order numbers tededdo irvoices. Once/ou have entered the
order numbers to be cesrted, you can press tIBAVE key to begn corverting or press th&ESCAPE key to EXIT.

Below is a cescription of each field.

Customer Range

Enter the range of customer codes yauld like to @nvert invoices for If you do not enter a customer range the
computer will comert all customes Invaces. Theseodes must exist in the customer tab¥au may press the
HELP function ley o se a list of valid entries.

Order Number Range

Enter the range of orders which you woulaldornverted to irvoices.
As the comerting takes place, the screen fields will display the following data.

Processing Statistics

To the right of this screen label, the pass description will be displayed. Thereogmastes that will takpace.pass
1 verifies the data angass 2will convert the data.

Customer

The customer number that is currently being processed will be displayed here.

Order Number

The order number that is currently being processed will be displayed here.

When the cowverting has been completed you will see the following message:

Converting has been Successfully Completed.

Once this message appears, you may then preEStBAPE key to return to the Sales Order menu.
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5.8 EnterlInvoices

This menu option (8) is for enteringvimices. Theinvoice entry screens are similar in operation and appearance to order
entry screens.

5.9 Print Invoices

This menu option (9) is for printingvnices. Thisoption will allow you to print posted or unpostedaices.

Printing invoices is similar in operation and appearance to printing orders.

5.10 Print Pick List

This menu option (10) is for printingvaice picking lists.

Printing irnvoice picking lists are similar in operation and appearance to printing order picking lists.

5.11 Print Pack List

This menu option (11) is for printingvioice packing lists.

Printing invoice packing lists are similar in operation and appearance to printing order packing lists.
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5.12 Post Invoices

This menu option (12) is for postingvinices to the Accounts Reeeble and General Ledger systems.

Upon selecting this menu option the following screen will appear.

slinvp

ACCOUWTFLEX Post Sales Involces Date: 07-23-07

Enter Invoice Range to Post jto j
Enter Date Range to Post to
Print Invoices E (Y1)

E-mail Invoices (YH)
F2¥ Invoices [(YH)

Press SAVEEEY to begin POSTING
_OR_
Press ESCAPEKEY to Exit

Processing Statistics
Source = Batech Invoice

Enter Invoice number to start post (default is first)
F1 F2 F3 F4 F& F& F7 Fa Fa Fio F11 F12 ~F3 ~F4 ~F5 ~Fk
Savel Helw

You may press th&AVE function key o begn posting or theeSCAPE key to exit. Pleasenote the before and after posting

instructions displayed on the screen.

As the posting takes place, the screen will display the following information.

Processing Statistics

To the right of this screen label, the pass description will be displayed. There are three passes thatpaitietak

Pass 1 verifies the data, pass 2 posts the data, and pass 3 clears the data.

Batch

The batch number that is currently being posted will be displayed here.

Invoice Number

The invoice number being processed is displayed here.

When the Posting has been completed you will see the following message:

Posting has been Successfully Completed.

Once this message appears, you may then preEStBAPE key to return to the Sales menu.
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5.13 Print Journal

This menu option (13) pops up another menu for printing G/L digioibs or ivoices from the salesvmnice history file.
For this option to work, the system-wide control file parameter for General Ledger must be set to "Y".

Selecting the menu option to print G/L distributions will cause the following Report Selection screen to be displayed.

slalrl

ACCOUNTFLEX Sales Invoice G/L Journal DATE: 07-23-07

Report Destination (S=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10}

Report Title Page (Y=Yes, N=Noj

Report Detail [Y=Yes, N=Noj

Post Mo 5 - 1 |

Enter Post No (press HELP kev to wiew list)
Fl F2 F3 F4 F5 Fa F7 Fa Fa Fi00 F11 Fl12 ~F3 ~F4 ~F5 ~Fa
Run Helﬁ Kill

This screen has a number of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press tREIN function key o run the report.

Below is a cescription of each field.

The first 3 fields are standard on the Report Selection screen, and described in Chapter 2, General Operational
Procedures.

Post No

This field is the unique number assigned to the last posting and should already be filled in.

When you are satisfied with your entries, pressR#N function lkey to generate the report. The report will appear as
follows.
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07/23/07 Widget Company Page 1
1:50pm Sales Invoice G/L Journal
PostNo: 1
Source:< S | > Batch#: 1 Entry Date: 07/23/07
D/C: 126.08 126.08
Trans-# Refno Date Period Debit Credit
summary N/A 07/23/07 07/23/07 126.08 126.08
summary
Account Description Debit Credit
110-000 Account Receivable 115.08
130-000 Inventory 11.00
220-000 Sales Tax Liability 5.08
420-000 Hardware Sales 110.00
500-000 Cost of Goods Sold 11.00
Transaction Total 126.08 126.08
Batch Total: 126.08 126.08

Kok hkk kKK Kk k kR KKKk k kA KKKk k kR KKKk kR KKKk kk k& K %k

Kok kkkkkkkkkkkkkkkkkkkkkkk kkkkokkkk ok k kkkk k& & % k&

Grand Total: 126.08 126.08

Posting Log #1: 07/23/07 13:49:18

Post Sales Invoices has been completed successfully

Selecting the menu option to print journal bywdice number will cause the folling Report Selection screen to be
displayed.

slinvorl
ACCOUNTFLEX Sales Invoice Posting Journal DATE: 07.-23-07
Report Destination (8=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Coples 1 (1 - 10}
Report Title Page (Y=Yes, N=HNo)
Report Detail (Y=Yes, N=HNo)
Fost Ho j

Invoice Range to
Customer Range to

e £ 38 ) (Eimail, , (5o AU .
Fi F2 F3 F4 F& Fi F7 Fa Fa Fi0 F11 Fi12 ~F3 ~F5 ~F&

Run Helﬁ Eill

This screen has a number of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press tREIN function key o run the report.

Below is a cescription of each field.
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The first 4 fields are standard on the Report Selection screen, and described in Chapter 2, General Operational
Procedures.

Post No

This field is the unique number assigned to the last posting and should already be filled in.

Invoice Range

Enter the range of wice numbers you would l&to gint. If you do not enter an item range the computer will print
all items.

When you are satisfied with your entries, pressRud function lkey o generate the report. The report will appear as

follows.
slinvprl
07/23/07 Widget Company Page 1
1:50pm Sales Invoice Posting Journal
PostNo 1 PostDate 07/23/07
Invoice-# Customer Invoice Period Due Amount
1000 1 ACME 07/23/07 07/23/07 08/22/07 115.08
1
Account -# Description Amount
130-000 Inventory 11.00
500-000 Cost of Goods Sold -11.00
420-000 Hardware Sales 110.00
220-000 Sales Tax Liability 5.08
Invoice Total: 115.08

Kk Kk ok kKK KKk h kR KKKk kA Kk KKk k kX % %

Kok kkkkkkkkkkkkkkkk ok ok ok kkkk k& % %

Grand Total: 115.08

Posting Log #1: 07/23/07 13:49:18

Post Sales Invoices has been completed successfully
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5.15 EnterQuotes

This menu option (15) is for entering Quotes. Quotes are speeuteders which may or may not become ordegstering
Quotes will not effect iventory or order/sales reportingdnother use of the Quote entry system is for setting up recurring
orders. Theseescurring orders can then be werted to orders on a periodic basis.

The quote entry screens are similar in operation and appearance to order entry screens.

slrec
——— ADD MODE ——  SALES QUOTE ENTEY
Quote Ho F**AUTO***y{ Quote Date 07-23-07 By infoflex
——Billing Addres Shipping Address———
Customer 2 Ship To Code [HH
Company CLOROX
MName
Addrl 840 Hinckley Road #261
Addr2
Addr3
City Burlingame
State CA4 Zip (24010 W Cntry | 4| St | W Zip W Cntry | o

Tax [ Salesman i
Terms |
Warshouse & Division [1 4 FO# |
Ship VIA Ship Terms
Remarks
Status Qte Fill Lim Age Manual Hold
e [ [

function key to ADD one)
Fi0 F11 F12 ~F3 ~F4 ~F5 - F&
Save Help More Chy | Copyl Protl Mote Cusil Shig Cus |
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5.16 Print Quotes

This menu option (16) is for printing quotes.

Printing quotes is similar in operation and appearance to printing orders.

Report Destinaticns: (Dlisk, (Eimail, (F) (Plrint,
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5.17 Corvert to Orders

This menu option (17) is for ceerting quotes to orders.

Corverting quotes to orders is similar in operation and appearanceveriog orders to imoices.

Enter Quote number (pr HELF kev to see list)
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5.18 Inquire Orders

This menu option (18) is for viewing ordershese screens are similar in operation and appearance to the order entry screens
except you will not be able to change information.

5.19 Inquire Invoices

This menu option (19) is for viewingvaices. Thesescreens are similar in operation and appearance towubiedrentry
screens except you will not be able to change information.

5.20 Inquire Inventory

This menu option (20) is forwentory inquiry Upon selecting this option the following screen will appear.

slinveni
ACCOUNTFLER VIEW MODE Inventory Inguiry DATE: 07-23-07
Enter Inventory Code
Onhand Committed Awvailable Onorder Backorder List Frice

Press SAVE function key to VIEW Orders and Invoices

Fl Fz F3 F4 F5 F6 F7 F& Fa F10 F11 Fl12 ~F3 ~F4 ~F5 ~F&
Savel Helw Srehl Prev Hext Fretl Lastl Ordd Inv |

Enter the item number you are researching. The item number must be defined venttoeyirfile. The HELP function key
is operable for this field and will display thevéntory Master.

Pressing th&SAVE function ley dter you hae slected a part number will cause the On-order screen to appeamas sho
below.
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slinvenio

ACCOUNTFLEX VIEW MODE Inventory Inguiry DATE: QO7~-23.-07
Enter Inventory Code |1 W Computer 386 25mhz
Onhand Committed Availakle Onorder Backorder List Price
1109 9 1100 32 24 10.00
— O ORDER

Regquired Date Whs Order-# Cust Unit Qty Order Qty Commit Backorder

07.-23-07

(]
07.-23-07

12 2 EA 10 4
07-23-07 07723-07 13 IBEM EA 20 0 20
Customer ACME Test Company Phone (800)343-0180

F1 Fz F3 F4 FS F9 Fio F11 F1Z2 ~F3 ~F4 ~F5 “F&

Fé& F7 F&
Save Help Ory | Presd Mext Frst Last

The fields on this screen are display only fields and are intended for use in ascertaining the status of items on open sales
orders.

ETA Date
The ETA Date field displays the estimated time ofwalrdate from the sales order Detail file.

Customer

The customer field displays the customer code from the open sales orders.

Name

The Name field shows the customers name from the customer master file.

Qty Order

The Qty Order field indicates the quantity currently on open Purchase Orders whethed i@omit.
Qty Rec

Qty Rec shows the quantity of this item that has beenveetei
Qty Due

Qty Due is the difference between Qty Order and Qty Rec, thawisiaoy more are due to ax.

Customer Contact

The customer contact name from the customer master file.

Customer Phone

The customes phone number from the customer master file.

Pressing th&AVE function key while in the On-order screen will cause it to be replaced with the following Order History
screen.
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slinvenih

ACCOUNTFLEX VIEW MODE Inventory Inguiry DATE: 07.-23-07
Enter Inventory Code (1 Y Computer 386 25mhz
Onhand Committed Awvailable Onorder Backorder List Price
1109 9 1100 32 24 10.00
—  INWOICE HISTORY
Date Invoice Customer [ Oty Ordered Price

1000 1

Customer Contact Test Company Customer Phone (800)343-0180

Fl Fz F3 F4 FS E7 F& F9 F10 F11 F1z2 ~F3 ~F4 ~F5 -~ FB

Save Help ggﬂﬁﬂi@h‘_stlh_s‘d

The field descriptions are belo

Order Date

The date of the open sales order is displayed here.

Customer

The customer field displays the customer code from the open sales orders.

Name

The Name field shows the customers name from the Accounts Payable customer master file.

Qty Ordered
The Qty Ordered field indicates the quantity ordered whethewedagi rot.

Price

This is the sale price of the item.

Customer Contact

The customer contact name from the customer file.

Customer Phone

The customes phone number from the customer file.

Pressing th&SCAPE key will return you to the Sales Order menu.

5.21 Inquire Customer

This section describes the customer inquiry screen. With this screen, youveanst@ner inoices and balancestou will
not be allowed to makdanges while on this screen.
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Select inquire customer history option 21 and the customer inquiry screen will appear as shown belo

P
est Company (8007343-0180
115.08 072307

nter the Customer's code (P ] ' key for list)

When the screen appears, enter the customer galdvike to view. The information about that customer will immediately
appear While on this screen you can display the custosn&ging amounts by pressing the functieyKkabeledAGE. The
Aging Screen will popup as follows.

est Companv BDD 343-0180
115.08 07.-23-07

ke

Aging periods are taken from the A/R control file. PressE#BEAPE key to return from the Aging screen.

To view the list of orders for this customeress theSAVE function key. The orders will be displayed in thdULTI-
RECORD portion of the screen.
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slcusio

ACCOUNTFLEX WVIEW MODE Customer Inguiry Screen DATE: 07-23-07
Customer [1 i BCOME
Contact Test Company Tel |(800)343-0180
Credit Limit | Due | 115.08  Sales 07-23-07
—OPEN ORDERS
Order-# Date Whs  PO# Price
F1l F2 F3 F4 FS5 F& F7 F& F9 Fio F11 Fl12 ~F3 ~F4 ~F5 ~F6
Savel Helpl Orv | Prevl Hext Frst Lastl Zoom

While on the orders portion of the screen you may presg@@M key to display detail information about grorder that

the cursor is positioned on.

The Order screen will appear as folka Again, to return to prdous screens, press tBEE&SCAPE key. To view the list of
invoices with balances due for this custoppeess theSAVE function key. The invoices will be displayed in thBIULTI-
RECORD portion of the screen. Theuoice screen will appear as follows.

.08
T

slcusih

ACCOUNTFLEX VIEW MODE Customer Inguiry Screen DATE: 07-23-07

Customer [1 i BCME

Contact Test Company Tel |(800)343-0180

Credit Limit | Due | 147.26  Sales 07723707
— INWOICES
~—Invoice-# Date Whs Order—# PO# Price Amount Due

1 1

g

F1 F2

Savé Helﬂ

F3 F4

FS

F7

F& F& F9 Fio F11 F1Z2 ~F3 ~F4 ~F&5 ~F6&
Orv | Previ Next Frstl Last Zoon

While on the Inoice portion of the screen you may pressAZOM key to display detail information about gmnvace that

the cursor is positioned on.

Again, to return to previous screens, presEBEAPE key.

Operations/Reference Section

5-36

5-36



5.22 Baclorder Report

This menu option (22) is for reporting backordered items.

Upon selecting this option, the following popup menu will appear for choosing the sort order of the report.

by Item, Require Date

by Group, Item, Require Date

by Warehouse, |tem, Require Date
by Customer, I|tem, Require Date
by Salesman, Item, Require Date
by Vendor, |tem, Require Date

by Require Date

~No AN wWN R

Once you hee chosen the sort ordehe report selection screen will appear as follows.

slbckri

ACCOUNTFLEX Backorder Report by Item, Require Date Date: 07-23-07

Report Destination (S=Screen, Pn=Printer, Dn=Disk., A=Aux)

Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=HNo)
Report Detail [(Y=Yes, H=No)

Feguire Date to  [07-23-07
Show Backorder anly? (¥=Yes) Show Fillakle enly? | (¥=Yes)

Inventory | ta | W
Group | to
Category | to
Flags for Inventory Otherl | Other2 [
Vendor to
Customer to
Salesman W to W
Report Destinations: (Dlisk, (Ejmail, (Flé (5)cre Alux.
F1l F2 F3 F4 F5 F& F7 Fg F9 Fio F11 F12 ~F3 ~F4 ~F5 ~F&
Run | Hely Eill

When you are satisfied with your entries, pressR& function lkey o generate the report. The report will appear as

follows.
slbckri
07/23/07 Widget Company Page 1
2:06pm Backorder Report by Item, Require Date
| tem-# Order Req.Date Whs Qty Price Ext.Price Cost Ext.Cost GP%
1 Computer 386 25mhz Available Qty: 1100
12 07/23/07 A 4 10.00 40.00 1.00 4.00 90.0
13 07/23/07 A 20 10.00 200.00 1.00 20.00 90.0
Totals: 24 240.00 24.00 90.0
GRAND TOTALS 240.00 24.00 90.0
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5.23 BookingReport

This menu option (23) is for reporting bookings.

Upon selecting this option, the following popup menu will appear for choosing the sort order of the report.

by Item, Order Date

by Group, Item, Order Date

by Warehouse, Item, Order Date
by Customer, |tem, Order Date
by Salesman, |tem, Order Date
by Order Date

U WN R

Once you hee dosen the sort ordehe report selection screen will appear as follows.

When you are satisfied with your entries, pressR& function lkey o generate the report. The report will appear as
follows.
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slbokri

07/23/07 Widget Company Page 1
2:08pm Bookings Report by Item, Order Date
|tem Order/Invoice Date Whs Qty Price Ext.Price Cost Ext.Cost GP%
1 Computer 386 25mhz
12 07/23/07 A 4 10.00 40.00 1.00 4.00 90.0
13 07/23/07 A 20 10.00 200.00 1.00 20.00 90.0
1000 07/23/07 A 1 10.00 10.00 1.00 1.00 90.0
1001 07/23/07 A 3 10.00 30.00 1.00 3.00 90.0
1002 07/23/07 A 6 10.00 60.00 1.00 6.00 90.0
Totals: 34 340.00 34.00 90.0
2 Monitor (14 inch)
1000 07/23/07 A 2 20.00 40.00 2.00 4.00 90.0
Totals: 2 40.00 4.00 90.0
3 Tape Drive
1000 07/23/07 A 2 30.00 60.00 3.00 6.00 90.0
Totals: 2 60.00 6.00 90.0
GRAND TOTALS 440.00 44.00 90.0

5.24 Saledournal Report

This menu option (24) is for reporting sales journal information.

Upon selecting this option, the following popup menu will appear for choosing the sort order of the report.

1. by Invoice, Invoice Date
2. by Customer, Invoice Date

Once you hee dhosen the sort ordghe report selection screen will appear as follows.

slirnr
ACCOUNTFLEX Sales Journal REeport by Invoilce, Inwvoice Date 07-23-07
Report Destination (3=Screen, Pn=Printer, Dn=Disk, A=2ux)
Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=HNa)
Invoice No to
Invaice Date to
Customer W to i
Feport Destinaticons: (Diisk, (Eimail, (F [ cen, [(Ajux.
F1 F2 F3 F4 F& F& F7 Fa Fo9 Fi0 F11 Fi12 ~F3 ~F4 ~F5 ~Fb
Run Helﬁ Eill

When you are satisfied with your entries, pressRb function ley o generate the report. The report will appear as
follows.
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sljrnr

07/23/07 Widget Company Page 1
2:09pm Sales Journal Report by Invoice, Invoice Date
Invoice Date Whs Customer Total Tax Ext.Price Ext.Cost %uGP
1000 07/23/07 A 1 115.08 5.08 110.00 11.00 90.0
1001 07/23/07 A 1 32.18 2.18 30.00 3.00 90.0
1002 07/23/07 A 2 60.00 60.00 6.00 90.0
Grand Totals: 207.26 7.26 200.00 20.00 90.0

5.25 Saledistory Report

This menu option (25) is for reporting sales history.

Upon selecting this option, the following popup menu will appear for choosing the sort order of the report.

by Item, Invoice Date

by Group, Item, Invoice Date

by Warehouse, |tem, Invoice Date
by Customer, Item, Invoice Date
by Salesman, Item, Invoice Date
by Invoice Date

oM WN R

Once you hee dhosen the sort ordghe report selection screen will appear as follows.

slhisri
ACCOUNTFLEX Sales History Report by Item, Invoice Date Date: 07-23-07
Report Destination (8=Screen, Pn=Printer, Dn=Disk, A=RAux)
Report Copies 1 (1 - 10)
Report Title Page (¥Y=Yes, H=Na)
Report Detail (Y=Yes, N=MNao)
Invoice Date Range | tor_@?/ZS/D?
Warshouse i W
Inventory | to | i
Group | to
Category | to
Flags for Inventory Otherl | Other? [
Vendor to
Customer to
Salesman j to ﬂ
Feport Destinations: (Diisk (Eimail, (Flax, Jrint =1z (Ajux.
F1 Fz F3 F4 F5 F F7 Fg Fa Fio0 F11 F1z ~F3 ~F4 ~F5 ~"F&
Run | Helg Kill

When you are satisfied with your entries,
follows.

pressROd& function lkey o generate the report. The report will appear as
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slhisri

ACCOUNTFLEX Sales History Report by Item PAGE : 1
09:55:48 12/17/98

Item-# Invoice Date Whs Qty Price Ext.Price Cost Ext.Cost GP%
1 Computer 386 25mhz
1001 12/17/98 A 2 10.00 20.00 1.00 2.00 90.0
1000 12/16/98 A 5 10.00 50.00 1.00 5.00 90.0
Totals: 21 70.00 7.00 90.0
2 Monitor (14 inch)
1001 12/17/98 A 2 20.00 40.00 1.00 2.00 95.0
1000 12/16/98 A 10 20.00 200.00 2.00 20.00 90.0
Totals: 36 240.00 22.00 90.8
3 Tape Drive
1001 12/17/98 A 1 30.00 30.00 3.00 3.00 90.0
1000 12/16/98 A 3 30.00 90.00 3.00 9.00 90.0
Totals: 12 120.00 12.00 90.0
GRAND TOTALS 430.00 41.00 90.5

5.26 SalesAnalysis Report

This menu option (26) is for reportingvintory sales statistics.

Upon selecting this option, the following popup menu will appear for choosing the sort order of the report.

by Item, Invoice Date

by Group, Item, Invoice Date

by Warehouse, |tem, Invoice Date
by Customer, Item, Invoice Date
by Salesman, Item, Invoice Date

abrwWN R

Once you hee dhosen the sort ordegthe report selection screen will appear as follows.

slanari

ACCOUNTFLEX Sales Analysis Report by Item, Involce Date Date: 072307

Report Destination (3=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10)

Report Title Page (Y=Yes, N=Na)

Report Warehouse

Invoice Date Range to 0723707
Date Scale M [D=Day., W=We§k, M=Month, Q=Quarter, Y=Year)

Warehouse
Inventory | to | j
Group | to
Category | to
Flags for Inventory Otherl | Other? |
YVendor to
Customer to
Salesman j to j

F4 ~F5 ~Ff

Killl

“F

F9 F11

F12

F& F10

F7 Fa

When you are satisfied with your entries, pressR#N function lkey to generate the report. The report will appear as
follows.
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07/23/07 Widget Company Page 1
2:11pm Sales Analysis Report by Item, Invoice Date
——————————————————— Months 01/01/07 to 07/23/07 -------mmmmmm oo
| tem-# Whs 1/07 2/07 3/07 4/07 5/07 6/07 7107 Totals
1 Computer 386 25mhz
A 100 100
A 10 10
2 Monitor (14 inch)
A 40 40
A 2 2
3 Tape Drive
A 60 60
A 2 2
Grand Totals: 200 200

5.27 SerialNo Report

This menu option (27) is for reporting Serial numbers.

Upon selecting this option the following Report Selection screen will appear.

When you are satisfied with your entries, pressR& function key o generate the report. The report will appear as
follows.
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slsnorl
SERIAL NUMBER REPORT
Vendor /
I tem Serial No Action Invoice Date Customer

1 Received 3
2 Received 3
3 Received 3
1 Received 3
11-2345 Sold 1000 07/23/07 1

Received 07/23/07 1
11-5432 Sold 1000 07/23/07 1

Received 07/23/07 1
1D Received
1s Received
2 Received
Received
Received
Received
Received
Received
Received
Received
Received

OO A WN R AW
PRRPRPRPPE®O®®

5.28 Saledax Report

This menu option (28) is for reporting sales taxes.

Upon selecting this option the following Report Selection screen will appear.

(Ejmail,

When you are satisfied with your entries, pressRo& function key o generate the report. The report will appear as
follows.
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07/23/07 Widget Company Page 1
2:14pm Sales Tax Report
Date Range: 01/01/07 to 07/23/07

Tax Total NOT Subject Subject Total
Code Description Sales to Tax to Tax Tax
NO TAX CODE 60.00 60.00
1 San Francisco 140.00 40.00 100.00 7.26
Bart Tax 0.250 0.25
County Tax 0.250 0.25
State Tax 6.750 6.75
Grand Totals: 200.00 100.00 100.00 7.26

5.29 MiscellaneousReports

Upon selecting this option, the following popup menu will appear allowing you to choose from a number of reports.

1. Royalty Due Report
2. Commision Report
3. Advance Payment Report

Advance Payment Report (29) is for printing online payments. Online payments are payments entered on the third sales
invoice/order entry screen. These payments include credit card, check, and/or cash receipts.

5.30 EnterCustomers

This menu option (30) is for entering customers. This option is described in the Setup Chapter.

5.31 Print Customers

This menu option (31) is for printing customers. This option is described in the Setup Chapter.

5.32 EnterAccounts

This menu option (32) is for entering Accounts. This option is described in the Setup Chapter.

5.33 Print Accounts

This menu option (33) is for printfing Accounts. This option is described in the Setup Chapter.
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5.34 EnterDivisions

This menu option (34) is for enteringvidions. Thisoption is described in the Setup Chapter.

5.35 Print Divisions

This menu option (35) is for printing @sions. Thisoption is described in the Setup Chapter.

5.36 EnterWarehouses

This menu option (36) is for enteringaW¢houses. Thigption is described in the Setup Chapter.

5.37 Enterinventory

This menu option (37) is for enteringzemtory. This option is described in the Setup Chapter.

5.38 Print Inventory

This menu option (38) is for printfinguentory. This option is described in the Setup Chapter.

5.39 EnterTerms

This menu option (39) is for enteringfMms. Thigoption is described in the Setup Chapter.

5.40 EnterSalesman

This menu option (40) is for entering salesman. This option is described in the Setup Chapter.

5.41 EnterTax Codes

This menu option (41) is for entering tax codes. This option is described in the Setup Chapter.

5.42 EnterCarrier

This section describes Wwdo define freight carriers. Most léty, the carriers you need Ymdready been defined. If you are
using carrier(s) that are not already defined then you will need to enter them here.

To enter freight carriers, you will select tiinter Carrier option on the menu. Upon selecting teter Carrier option
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the following screen will appear.

slcar
ACCOUNTFLEX CHAMGE MODE Carrier Entry Screen DATE: 07-23-07
Carrier Code F Name FedEx Shipperio
Phone |(800) 463-3339 Wehsite www.fedex.com
Link Prefix http: swww. fedex.comscgli-hinstracking?tracknumbers=
Link Suffix faction=track&language=englishécntry code=us
Serv Ship Via Description Interface
FedEx Priority [FedEx Priority Overnight FO1l
FedEx Prty Letr FedEx Priocrity Overnight- Letter FOz
FedEx Prty Pak FedEx Priority Overnight- Pak FO3
FedEx Prtyv Box  FedEx Priority Overnight- Box Fo4
FedEx Prty Tube FedEx Priority Overnight- Tube FO5
FedExz 2td 1-Dav FedEx Standard Overnight Flo
FedEx Std Lettr FedEx Standard Overnight- Letter FO7
FedEx Eco 2-Day FedEx Economy 2-Day F11
FedEx 1st Overn FedEx First Owvernight F1l8

F3 5 F9 Fio0 F11 F1Z2 ~F3 ~F4 ~F5 -~ F&

F1 F2 F4 F Fé& F7 F&
Save Help Lddd Ory | Presd Mext Frst Last Del

The Carrier entry screen consists of botlHBGLE-RECORD and MULTI-RECORD portion. The SNGLE-RECORD
portion prompts for the carrier name and their contact informafitre MULTI-RECORD portion prompts for the service
categories provided by the carrier.

Below is a cescription of each field.

Carrier Screen (SNGLE-RECORD).

Carrier Code

Enter the Carrier Code.

Name

Enter the name for the carrieYou can use up to 20 characters.

ShipperNo

Enter your shipper number as assigned to you by this carrier.

Phone, Website

Enter the phone and website of the carrier.

Once the abee data has been entered corregphess theSAVE function key b savethe information and proceed to the
MULTI-RECORD portion.

Carrier Service ScreerfMULTI-RECORD).
For each G/L account description you will enter the appropriate G/L Account Code. These fields are described belo

Serv

This is a code that represents the service.
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Ship Via
This is the description that will be assigned to the Ship Via field on ordersvaizes

Description

This is the Service Description.

Interface

This is an internal code used to interface to automated shipping systems.

5.43 EnterRegions

This menu option (43) is for entering Sales Regions.
Upon selecting the Regions menu choice a popup menu will appear for your selection.

The enter region option on this menu will bring up the screen for defining regions based on zip code, state code, or country

code.
ountry Regions
State Regions
ZIP Regions
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(Ejmail,

slregnr
ACCOUNTFLEX Sales Region Entry Screen Date: 05/26/99

Region: CA-SO California - southerin region

Zip State Country

95010
95020
94800
95322
94020

Region: PNW Pacific North West

Zip State Country

CA California
OR Oregon
WA Washington

5.44 EnterControl

This menu option (44) is for entering control Information. This option is described in the Setup Chapter.
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5.45 Pume

This menu option (45) is for purging salesdites. Notethat purged salesvnices will no longer be included on sales

reports. Ata minimum you will want to retain the last quargemvaces for generating quarterly reports (in particular the
quarterly tax report).

Upon selecting this option the following screen will appear.

slpurae

ACCOUWTFLEX Sales Invoice Purge Date: 07-23-07

This program is run to Purge data that is no longer needed.
Before running this program make sure BACKUPS have been done

Purge Date Previous Purge Date
Purge POSTED Invoices before Invoice Date i
Purge POSTED Involces from

to

Press SAVEEEY to begin Processing
_OR_
Press ESCAPEEEY to Exzit

Processing Statistics Invoice

F1 F2 F3 F4 FS F& F7 F& Fg Fi0 F11 F12 ~F3 ~F4 ~F5 ~F&

Savé Helﬂ

Below is a cescription of each field.
Last Purge Date
This is a non-enterable field that displays the last date used to purge.
New Purge Date
Enter the Nev Purge Date. All sales Wiices posted prior to this date will be purged.
Invoice No. Range

You may optionally enter a specific range ofaite numbers to pge. Ifyou do not then all postedvisices will be
purged prior to the purge date enteredvabo

The sales woice number that is currently being processed will be displayed as the purging process takes place.

When the Purging has been completed you will see the following message:

Purging has been Successfully Completed

Once this message appears you may preds3BAPE key to return to the Sales Order menu.
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