
POLYMATHIC COMPUTER 

CORPORATION 

INVENTORY/ORDER ENTRY 

SYSTEM 

Congratulations on the purchase of your Polymathic Inventory/Order Entry System. 

To install the enclosed software, please do the following: 

1. Verify that you have the following diskettes: 

• Polymathic Inventory/Order Entry Disk 1 

• Polymathic Inventory/Order Entry Disk 2 

• Polymathic System Disk 

• Example Company 

2. Read the Installation Guide and follow the procedures for installing the programs on your 

computer. 

3. Read the User's Manual and follow the Inventory/Order Entry Cycle processing 

checklists outlined in Chapter 2. 

4. Complete and mail the Software Registration Form. 



INVENTORY/ORDER 

ENTRY SYSTEM 

INSTALLATION GUIDE 

COPYING PROGRAMS TO HARD DISK 

The Polymathic Inventory/Order Entry System is distributed on four diskettes. 

Before using the General Ledger programs you should copy all files on these four diskettes on to 

your hard disk as outlined in the following example.This example assumes that your diskette 

drive is Drive A: and your hard disk is Drive C: 

1. Insert the diskette labeled Polymathic Inventory/Order Entry Disk 1 in Drive A: 

2. Run the installation procedure by typing: 

A:OEINSTAL A: C: 

3. Follow the remaining instructions displayed by the installation program. 

The Polymathic Inventory/Order Entry System is now ready to be initialized. 

INITIALIZING THE POLYMATHIC INVENTORY/ORDER ENTRY SYSTEM 

Setting the Drive Search Defaults 

The Polymathic Inventory/Order Entry System allows the you to specify which drives are to 

be searched for data and program files. Initially, the system will only search the logged on drive. 

This can be changed to adapt to your computer's configuration by running a program known as 

SETDRIVE. To run this program type SETDRIVE and press [^ Enter 1. The screen will appear as 

follows: 

Drives: ABCDEFGHI JKLMNOP 

NNYYNNNNNNNNNNNN 

In the above examples, Drives C: and D: are set to be searched. This means that the system will 

only look for program and data files on the logged on drive and drives C and D. Any program or 

data files on other drives that you have configured will be ignored. To change the settings, type 

Q to set a drive to be searched or © to exclude a drive from being searched or I <-* Enter \ to keep the 

existing value. Normally you would only set the hard drive(s) letters on which you intend to keep 

your program and data files.You are now ready to setup your first company. To do this 

follow the instructions outlined under Company Setup. 



POLYMATHIC COMPUTER 

CORPORATION 

SOFTWARE LICENSE AGREEMENT 

IMPORTANT! The enclosed materials are provided to you by Polymathic Computer 

Corporation on the express condition that you agree to this Software License. By using the 

enclosed diskette(s), you agree to the following provisions. If you do not agree with these 

provisions, return these materials to your dealer in original packaging, within three days from 

receipt, for a refund. 

TERMS: 

LICENSE: 

LIMITED 

WARRANTY: 

This agreement is in effect from the date of receipt of the software and lasts 

indefinitely unless cancelled by Polymathic for violation of the terms of 

the agreement. 

This software, the diskette(s) on which it is contained, the documentation 

and manuals related thereto (the Licensed Software), is licensed to you, the 

end user, for your own internal use on one computer system only. You do 

not obtain title to the Licensed Software or any copy rights or proprietary 

rights in the Licensed Software. You may not transfer, sub license, rent, 

lease, convey, copy, modify, translate, convert to another programming 

language, decompile or disassemble the Licensed Software for any purpose. 

The Licensed Software is provided AS IS. All warranties and 

representations of any kind with regard to the licensed software are hereby 

disclaimed, including the implied warranties of merchantability and fitness 

for a particular purpose. Under no circumstances will the manufacturer or 

developer of the licensed software be liable for any consequential, incidental, 

special or exemplary damages even if apprised of the likelihood of such 

damages occurring. 



POLYMATHIC COMPUTER 

CORPORATION 

SOFTWARE REGISTRATION FORM 

IMPORTANT! In order that you can receive notification of modifications or updates of this 

program you MUST complete this form and return it immediately. Technical support will not be 

provided unless we receive a completed registration form. 

Instructions For Use: 

1. Register one software package per form. 

2. The package name may be found on the binder spine. 

3. The serial number may be found on the MASTER diskette. 



POLYMATHIC COMPUTER 

CORPORATION 

INVENTORY/ORDER ENTRY 

USER'S MANUAL 

PROPRIETARY RIGHTS NOTICE 

All rights reserved. This material contains the valuable properties and trade secrets of 

Polymathic Computer Corporation, an Ontario corporation. The material embodies substantial 

creative efforts and confidential information, ideas and expressions, no part of which may be 

reproduced or transmitted in any form or by any means, electronic, mechanical or otherwise, 

without the express written consent of Polymathic Computer Corporation. While reasonable 

efforts have been made in the preparation of this manual to assure its accuracy Polymathic 

assumes no liability resulting from any errors or omissions in this manual, or from the use of the 

information contained herein. 

Please refer to the Software License for limitations on use and reproduction of the software 

package. 
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CHAPTER 1: INVENTORY/ORDER ENTRY OVERVIEW 

The "P.C.C Interactive Inventory/Order Entry System" is a powerful, time saving system developed by chartered 

accountants that eliminates tedious paper work. The number of transactions is limited only by the amount of 

available disk space. The system is designed so that the user is required to have a minimum knowledge of 

accounting or computers. 

INVENTORY/ORDER ENTRY FEATURES 

• Generate standard or customized packing slips, invoices and credit notes; 

• Utilize multiple ship-to-addresses and automatic sales tax calculation; 

• Will handle five pricing levels with multiple discounts; 

• Will interact with Accounts Receivable for credit limit violations and inquiries on customer status; 

• Designed to handle companies in any industry of any size; 

• Will keep track of inventory in five different locations; 

• Flexible so that reports can be tailored; 

• Transfer of data into word processing, databases and query packages; 

• Multi-divisional features allow you to have up to 99 individual sales centers; 

• Client history is automatically accumulated and stored; 

• Allows preparation of invoices and shipping documents when required; 

• Will prepare documentation required for year end or end of period inventories; 

• Lists outstanding orders by product, customers, due date, credit authorizer and salesman; 

• Will prepare a detailed order list as well as a summary order list; 

• Will prepare a list of back-orders; 

• Generate a complete pricing list and costing list of the inventory products. 

INVENTORY/ORDER ENTRY FEATURES ■ 1-1 



CHAPTER 2: INVENTORY/ORDER ENTRY CYCLE 

PROCESSING CHECKLISTS 

The following is a summary of the major stages in the Inventory/Order Entry Cycle: 

Initial Set Up Procedures Page 

8-2 

8-4 

8-6 

8-9 

8-11 

8-13 

8-15 

8-20 

8-22 

8-24 

8-37 

8-39 

8-41 

8-45 

8-26 

Page 

5-2 

5-33 

5-39 

5-41 

5-44 

7-25 

7-14 

7-2 

7-54 

7-40 

7-52 

PROCESSING CHECKLISTS ■ 2-1 



INVENTORY/ORDER ENTRY CYCLE 

INITIAL SET UP PROCEDURES 

1. System Maintenance 

You must first record the following: 

• Salesman Codes 

• Discount Codes 

• Credit Authorizers 

• Sales Codes 

• Shipping Terms 

• Terms Codes 

• Federal Tax Codes 

• Branch Codes 

You may print a list of all your new codes for reference purposes. 

2. Product Master Maintenance 

This program is used to set up product codes and maintain information relating to products. The product 

database is set up initially and modified to reflect the addition or deletion of products and changes to 

information maintained in the master file. 

DAILY PROCEDURES 

1. Entering Transactions 

Debit and credit transactions for all inventory activity are entered through the order entry program, the 

invoicing program or the receiving program. 

2. Print Reports 

The Inventory program accumulates the data needed to produce the following reports for each accounting 

period: 

• Order Lists 

• Picking Slips 

• Bills of Lading 

• Sales Invoices 

• Receiving Reports 

• Product Lists 

• Invoice Journal 

2-2 ■ INITIAL SET UP PROCEDURES 



CHAPTER 3: GENERAL DATA ENTRY 

INSTRUCTIONS 

A number of data entry procedures are the same for all the applications described in this manual. These data entry 

procedures are as follows: 

The ENTER Key 

The enter key, I*-'Enter) is always pressed after every entry to start processing. The only time you don't press l^-*Enter| 

is when you are using a function key such as IF5 ). 

Menus and Submenus 

The programs that make up this accounting package are accessed by means of a menu. Each menu choice is 

displayed on the screen, with a number to its left. To make a selection, type the number of the desired item, and 

press |<-*Enteri 

For example, the following menu is typical 

When an application has been selected, a submenu is frequently displayed, providing a 

number of further choices on how the application is to be run, or what part of the 

application is to be run. 

INSTRUCTIONS ■ 3-1 



GENERAL DATA ENTRY 

To select Daily processing you would type 

Optional Fields 

Optional fields (fields not required) may be skipped by pressing [<-* Enter!. 

A number of screen entry fields allow entry of data but also default to a particular value if I<-* Enter! is pressed. A 

default value is simply a value automatically selected by the program if you do not enter a value. 

For example: • A date field will often default to the current date (system date) or the last date entered. 

• l*-* Enter I can often be pressed to answer a Yes or No question by default. 

Date Fields 

Enter all dates in the format ddmmyy (six numeric digits, with no slashes) representing day month year. The 

computer will check that the month entered is valid (1-12), as well as the day (1-31) and the year (0-99). 

The Decimal Point 

The decimal point does not have to be entered unless the characters to the right of the decimal point are non zero. 

However, decimal points must be entered if the digits to the right of the decimal point are not equal to zero. 

3-2 ■ INSTRUCTIONS 



GENERAL DATA ENTRY 

EDITOR 

The system includes an Editor utility that allows you to correct errors made during data entry. The EDITOR can be 

accessed by pressing |fi |. 

®" Some older versions of the software use Q(D or (lOShift I Qj) to access the editor. If 

|F1 I is not working try one of these keys. 

The Editor utility will not always bring up the same options because the options change according to where you are 

calling the editor from. The options that are available through the editor and how they are to be used follows: 

Rekey From a Field 

This option may be used to rekey any of the data entered in a field. If you are on field number 6 and you want to 

change something in field number 1 you will have to rekey the information from that field on. In most cases, you 

can press I*-'Enter) back to line 6 because IJ-1 Enter) will remember what you entered in that field last. 

To use this option type Q, and press I <-* Enter ). 

The system will then display: 

( ]: Enter [field number] or [ENTER] to return 

Type the number of the field that is be rekeyed and press l<-*Enter). The system will then automatically return to this 

field number. 

Simply make your corrections and continue entering your data. 

Rekey/Display Line 

In some of the programs such as invoices, you can have more than one line entry per item. The Rekey Line option 

allows you to modify information within a specific line. 

Type the number corresponding to Rekey line and press I^Enter). The system will prompt you to enter the line 

number that you want to change. It will then display that line allowing you to modify your entries. Once you have 

made the changes you can continue where you left off. 

The Display Line option will prompt you to enter the line number that you want to display. Once you type in the 

line number and press I*-1 Enter), the line will be displayed. The system will request that you press [<-*Enter) to continue 

where you left off. 

Cancel Processing 

The Cancel option will cancel whatever you are doing. If you are in the middle of an invoice or sales order etc., and 

you want to cancel press |F1 ) and type the letter corresponding to cancel. The system will ask you if you are sure 

you want to cancel before it performs this step. 

EDITOR ■ 3-3 



GENERAL DATA ENTRY 

F5 LOOKUP FEATURE 

The lookup feature allows you to search for information from various input fields. This feature eliminates the need 

for users to memorize codes used for general ledger accounts, customer accounts, supplier account and numerous 

other items. For instance the |fs \ lookup feature can be used to display a supplier account code in the following 

manner: 

Press IF5 ) at the Supplier Number field and the following screen will appear: 

Suppliers 

16258 POLYMATHIC COMPUTER CORPORATION 73B-40B9 

| 

RH IypistT~M 

Port: 94 

Screen 1 

1) Su 

2) Su] 
^1635 
1699 

9395 

1650 

1642 

1648 

1666 

1660 

Accounts Payable 

Supplier Master 

TLflPPGl 3.09 

tied 

Show 

MAR 23,1994 

15:17:15 

3) Su! 
4) 

5) 

6) 

7) 

B) Fft 

9) Co 

10) Co 

11) Pa 

12) Di 

13) Te 

14) Ho 

PDLVMATHIC COMPUTER PRODUCTS 730-4089 

POLVHflTHIC COMPUTER PRODUCTS LTD 73B-40B9 

POLMATHIC COMPUTER PRODUCTS LTD. 73B-40B9 

POLVMflTHIC COMPUTER SYSTEMS LTD 730-4089 

PDLVMATHIC DEVELOPMENT CORPORATION 730-4089 

POLVMATHIC INC. 730-40B9 

POLVHATHIC TECHNOLOGIES INC. 73B-4089 

PRECISION PACKAGING COMPANY INC. 477-9117 

1692 PRI-COMP-TISE 519-759-4511 

PgUp PgDn Top Botton ESC-End Fl-Optiotu 

15) P.O. Req'd for Invoice: 

Last UPDATE Date: Typist: 

Last USED Date .: Typist: 

Vtd Purchases 

The following options are available: 

Cursor upwards through the data 

Cursor downwards through the data 

Page up one screen of data 

Page down one screen of data 

Move to the top of the data 

Move to the bottom of the data 

Exit the lookup feature 

Options: 

The options of the lookup feature vary according to what program you are using. This feature will allow 

you to search for a particular record according to the search criteria that you enter. 

For example, if you are in the supplier master of Accounts Payable and you want to search for a supplier 

by the supplier name, you can press |fi \ for Options, then IF3 i to search by the supplier's name and enter 

three or more letters for the supplier you are looking for. The system will then search through the supplier 

master for the closest match to the three letters that you entered. 
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GENERAL DATA ENTRY 

Press |fi | and the Options screen will appear as follows: 

11) Fa 

12) Di 

13) Ti 

14) HoL 

Suppliers 

16258 JPDLYMATHIC COMPUTER CORPORATION 738-40B9 

[f Functions 

RM Typist: 84 

Port: 04 

Screen 1 

1) 

2) 

3) Su 

4) 

5) 

6) 

7) 

B) FA 

9) Co 

ID) Co 

Accounts Payable 

Supplier Master 

TLAPPQ1 3.09 

Ued MAR 23,1994 

15:17:15 

Show 

1635 

1699 

9995 

1656 

1642 

1640 

1666 

1660 

1692 

F2 - Find supplier code 
F3 - Find supplier name 

ESC- Exit 

10B9 

10B9 

10B9 

40B9 

POLVMATHIC INC. 73B-40B9 

PDLVMATHIC TECHNOLOGIES INC. 738-4089 

PRECISION PACKAGING COMPANY INC. 477-9117 

PRI-COMP-TISE 519-759-4511 

PgUp PgDn Top Botton ESC-End Fl-Options 

15) P.O. Req'd for Inwoice: 

Last UPDATE Date: Typist: 

Last USED Date .: Typist: 

Vtd Purchases 

To search by supplier name, press [F3 |. 

The screen will appear as follows: 

Su 

Su 

RM Typist: 

Port: 04 

Screen 1 

1) Su 

2) 

3) 

4) 

5) 

6) 

7) 

B) FA 

9) Co 

10) Co 

11) Pa 

04 

Accounts Payable 

Supplier Master 

TLAPP01 3.09 

Ued HAR 23,1994 

15:17:15 

Show 

Supplier 

16258 POLYMATHIC COMPUTER CORPORATION 73B-40B9 

1635 

1699 

9995 

1650 

1642 

1640 

1666 

1660 

1692 

POLVHATHIC COMPUTER PRODUCTS 73B-4QB9 

POLVMATHIC COMPUTER PRODUCTS LTD 73B-40B9 

PDLVMATHIC COMPUTER PRODUCTS LTD. 738-4089 

Enter supplier nane 

PRI-CDMP-TISE 519-759-4511 

12) Di 

13) Te 

14) Ho 

15) P.O. Req'd for Inuoice: 

Last UPDATE Date: 

Last USED Date .: 

PgUp PgDn Top Botton ESC-End Fl-Options 

Vtd Purchases 

Typist: 

Typist: 

Type at least three letters for the supplier you are searching for and press I<-*Enter). 

The system will then search through the supplier master for the closest match to your search 

criteria and will highlight that supplier in the lookup window. 
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GENERAL DATA ENTRY 

The screen will appear as follows: 

Accounts Payable TLAPPO1 3.09 

Suppllers 

16258 POLYMATHIC COMPUTER CORPORATION 

RMTypist: 84 

Port: 84 

Screen 1 Show 

1) Su 

2) Su 

3) Su 

4) 

5) 

6) 

7) 

B) FA 

9) Co 

10) Co 

11) Fa 

12) Di 

13) Te 

14) Ho 

15) P.O. Req'd for Invoice: 

Last UPDATE Date: Typist: 

Last USED Date .: Typist: 

Supplier Master (fed MAR 23,1994 

15:17:15 

738-40B9 

Ytd Purchases 

To select the supplier simply press I^Enter! and the system will enter the supplier into the 

field you initially activated the Lookup feature from. 

You can exit out of the Lookup feature at any time by pressing fEicl. fllcl will exit one level 

of the program, therefore if you are in the options section of Lookup you will have to press 

|Esc| twice to exit completely out of Lookup. 
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CHAPTER 4: MENUS 

MAIN MENU - ALL SYSTEMS 

MAIM MENU MASTER 3.16 

RM 

CRT 0 

Ued HAR 31/93 

16:17:45 

1 Payroll 

2 Accounts Receivable 

3 Accounts Payable 

4 Sales Analysis 

5 General Ledger 

6 Security 

7 System Utilities 

B Daily Closing 

9 Honthly Closing 

10 Print Reports 

11 Tine Accounting 

12 Fixed Assets 

13 Inuentory / Order Entry 

14 Vertical Harkets 

Q Query 

S Status 

E Exit 

E Enter selection 

To select Inventory/Order Entry, type Q(D and Press I+"1 Enter | 

MAIN MENU - INVENTORY/ORDER ENTRY SYSTEM 

Inuentory / Order Entry 

Main Menu 

1 Daily processing 

2 Yearly processing 

3 Reports 

4 Maintenance and inquiry 

5 Data file status 

6 Conpany information 

E Exit 

E Enter selection 

TLSGP005 1.23 

31/03/93 

To access Daily processings type Q and press [+-1 Enter) 
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CHAPTER 5: DAILY PROCESSING 

This program allows you to enter customer orders, process shipping documents, sales 

invoices and record receipts of products. 

Inventory / Order Entry 

Hain Kenu 

1 Daily processing 

2 Yearly processing 

3 Reports 

4 Maintenance and inquiry 

5 Data file status 

6 Conpany infornation 

E Exit 

E Enter selection 

TLSGP005 1.231 

31/03/93 

To select Daily processing, 

The screen will appear as follows: 
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STANDARD ORDER ENTRY 

From the Daily processing menu, type Q and press I*-1 Enter] 

The following screen will appear: 

RH 

Inuentory / Order Entry 

Daily Processing 

Sales Orders 

1 Standard order entry 

2 Rapid order entry 

E Exit 

E Enter selection 

TLSGP005 1.23 

31/03/93 

Type Q and press I*-1 Enter! to select Standard order entry. 

Type the division number you wish to process the order for and press I*-1 Enter!. 

The screen will appear as follows: 

RN 

Division 10 

1 Order nunber 

2 Plant nunber 

3 Order date 

Preuious order no. 

Inuentory / Order Entry 

Order Entry 

TLSGP820 1.331 

31/07/34 

4 Customer nunber ...: 

5 Shipping date : 

Order total : 

Nunber of entries : 

[[] Select: jHeu order Jld order 

Qnquire change jjjiuision 
lose order JJdd entry 
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Standard New Order 

RH 

Diuision 10 

1 Order number 

2 Plant number 

3 Order date 

Preuious order no. 

Inventory / Order Entry 

Order Entry 

TLSGF020 1.391 

31/07/34 

4 Custoner number .., 

5 Shipping date 

Order total 

Number of entries 

[jj Select: order ]]ld order 
ire change ijjiuision 

lose order JJdd entry 3los 

gxit 

To create a New order, 

The screen will appear as follows: 

SL 
BH 

Diuision 10 

Inoentory / Order Entry 

Order Entry 

TLSGP02O 1.391 

31/03/93 

New order 

1 Order number : mhiiiiibbh 

2 Plant number : 

3 Order date : _/_J/_ 

Preuious order no. .: 

4 Custoner number ... 

5 Shipping date 

Order total 

Number of entries 

Credit suspended.. 

Credit limit 

Date of credit chk 

Current A/H 

Remaining credit . 

6 Credit approval ... 

7 Invoice discount .. 

B Payment terms 

9 Shipping terms 

10 Salesman 

11 Commission 

12 Purchase order no. 

13 Ship to : 

14 Shipping instructions 

15 Ship via 

Enter 1-lookup ell-end 
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Enter the information as follows: 

Order number 

The sales order number can consist of two series of alphanumeric characters. 

1. The first number is eight digits and is used in all reports. 

2. The second number is six digits and is optional. This number is entered beside plant number. 

Order date 

Press 1 ^ Enter | to accept the default system date shown on the screen or enter the desired date in the ddmmyy format. 

Previous order number 

This field is entered by the system if the order is back ordered. The order number listed will reference the original 

order number. 

Customer number 

Type the name of the customer that this order is for. IF5 \ can be used to list all customers and (F4 | can be used to 

add a new customer. 

The system will automatically display the following information: 

• Customer name and standard ship to address 

• Credit status 

• Credit limit 

• Date of last credit check 

• Current receivable balance 

• Remaining credit available 

• Payment terms 

• Discount code 

• Salesperson 

Shipping Date 

Type the expected shipping date in the format ddmmyy. You can press I<-*Enter! to have the date entered as A.S.A.P. 

Credit approval 

Type the credit approval code of the person who is authorizing this order and press !<-* Enter!. IFS ) can be used to list 

all valid credit authorizes. 
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Invoice discount 

The system will automatically display the discount code that was set up for this customer in the Customer Master 

file (Accounts Receivable). You can override this by entering a new discount code or leave the field blank by 

entering two spaces. |F5 \ can be used to list all valid discount codes and |F4 \ can be used to add a new code. 

Payment terms 

Type the payment terms code is extracted from the customer's master record (Accounts Receivable). You can 

override this code by entering a new payment terms code. IF5 I can be used to list all valid codes. 

Shipping terms 

Type the shipping terms code for the location of the products in this order and press l<-*Enter). |F5 | can be used to list 

all shipping codes and fFTl can be used to add a new code. 

Salesman 

The salesman for this customer is automatically entered in this field. To enter a different salesperson's code type the 

new and press I<-*Enter). [F5 \ can be used to list all valid codes. 

Commission 

Type the commission rate will be extracted from the salesman code record. Press I ♦-'Enter! to accept the default value 

or enter a new value and press I <-* Enter j 

PURCHASE ORDER NUMBER 

Type the customer's purchase order number and press I^Enter). 

Ship to: 

The default shipping address for the customer will be displayed. Nine alternate shipping addresses can be set up in 

the customer Ship-to master maintenance section, page 8-43. You can enter a different ship-to code to send the 

order to another address. 5 can be used to list all ship-to codes. 

Shipping instructions 

You can type up to two lines (35 characters per line) of shipping instructions. 
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Ship via 

The screen will prompt you as follows: 

Enter Ship-via instructions or [#] to enter Ship-via code. 

If you type # a list of all supplier codes will be available. Type the ship via code or the applicable shipping company 

and press I <-* Enter \. 

When the first screen of information is complete review the data entered and if everything is correct, type (a) and 

press I^Enter! to accept and save the information. 

The screen will appear as follows: 

m 

Division 10 

Inuentory / Order Entry 

Order Entry 

TLSGP020 1.39 

39/66/91 

New order 

1 Order number : 39999999 

2 Plant number : 

3 Order date : 15/86/94 

Previous order no. .: 

4 Customer number ...: 1600-00 

5 Shipping date : 30/06/94 

Order total : .00 

Number of entries : 0 

16 Line type : g 

17 Product nunber : 

Discount codes 

Costing factor 

GST code 

IB Unit of measure 

19 Unit of sale 

20 Shipped from 

21 Special inst : 

22 Quantity ordered .: 

Quantity backorder: 

23 Base price : 

Unit price : 

24 Total : 

25 Discount : .: 

Enter ]-Sales [ijl-Freight [^-Miscellaneous 

[[jjJJl-Lookup order lines 

Net 

26 GST : 

27 PST : 

Net total 

20 G/L code 

Sh ipped: Inuo iced: 

Continue entering the information as follows: 

Line type 

The choices for line type are: 

(s) Sales 

Q Freight 

(Ml Miscellaneous 
(U End 

IF6 I Lookup order lines 

The default selection is (D because the first line entry of an order must be a product. Press I ^ Enter \ to continue. 
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Product number 

Type the product number and press I*-1 Enter! for the product the customer is ordering. [F5 \ can be used to view a list 

of all products. 

After the product number is entered, the system will display the product description and the following information: 

• Quantity on hand 

• Quantity ordered 

• Quantity available for order 

• Discounts codes 

• Costing factor 

• GST code 

• Unit of measure 

Unit of measure 

This information is read directly from the Product Master. 

Unit of sale 

This information is read directly from the Product Master. You can press I*-1 Enter! to accept the default value or type 

|F5 I to display the available codes. 

Shipped from 

You can select to ship the order from a maximum of five possible locations. 

The choices for the location are: 

/Loci = Code of first location 

/Loc2 = Code of second location 

/Loc3= Code of third location 

/Loc4= Code of fourth location 

/Loc5= Code of fifth location 

These locations will be listed at the bottom of the screen. Type your selection and press I^Enterl. 

Special instructions 

You can type up to two lines (25 characters per line) of special instructions.(i.e. Shipping, Description of product, 

etc.). 
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Quantity 

Type the quantity ordered and press l*-*Enterl. 

If you don't have enough inventory to complete the order, the system will display the following message: 

You don't have that much stock on hand! Record this entry anyway? 

If you type (n) followed by I^Enterj. the system will return to the Line Type field; if you type Q> the system will 

allow you to continue the preparation of the order. 

Base price 

The base price is read from the Product Master. The price level assigned to a particular customer is read from the 

Customer Master. You may assign one of five pricing levels to a particular customer. 

You may override the base price by typing in a new value. 

The unit price is computed by dividing the Base Price by the price level code's numeric equivalent value. 

The unit price may be altered by assigning a different price level. 

TOTAL 

The total is computed by the system as follows: 

(Quantity) x (Base price/Numeric Equivalent) x (Unit of Measure) 

Discount 

The available discount codes are displayed to the left of this field. To select a particular code type the discount code 

and press I *-> Enter \, 

Goods & Services Tax 

The system automatically reads the goods and services tax exemption number from the customer master and 

displays an (e)if tax is eligible or an Q if the customer is tax exempt. If the sales tax is included in the base price, 

type Q followed by I«-*Enter!. The system will calculate the sales tax. Press I*-1 Enter! to accept the default value. 

If you wish to override the default, indicate whether or not the transaction is taxable by typing (e) for yes or (x) for 

No and press l<-* Enter j If your answer to the prompt is (D the system will automatically calculate the amount of sales 

tax for this customer based on the information set up under tax table updates. Refer to the Accounts Receivable 

Manual Chapter 8, Tax Codes for details. 

Provincial Sales Tax 

The system automatically reads the and provincial sales tax exemption number from the customer master and 

displays an (|) if tax is eligible or an Q if the customer is tax exempt. Press l^Enterj to accept the default value. 
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If you wish to override the default indicate whether or not the transaction is taxable by typing (D for yes or (x) for 

No and press I*-1 Enter). If your answer to the prompt is (e) the system will automatically calculate the amount of sales 

tax for this customer based on the information set up under tax table updates. Refer to the Accounts Receivable 

Manual Chapter 8, Tax Codes for details. 

G/L CODE 

The cursor will now continue to the GL code field. Press I<-* Enter \ to record the sale to the assigned GL code of the 

selected product. You can override this automatic selection and code it to the general ledger code of your choice. 

The following options are available: 

To accept and save the line data, type (a) 

To modify the line data, type (m) 

To cancel this line, type (c) 

To lookup information about the line data, including quantities and invoice data, type (z) 

To exit this line, type (e). If you want to save the line data, you must accept the information first 

To lookup all the different sales lines that have been entered on this order, cress (FeT 

Once a line has been entered and saved, you can type (e) to end the order or continue entering sales lines. The 

system will ask you if the order is complete. If the order is complete, type (y) otherwise type (n) and continue 

entering sales lines. 
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Standard Old Order 

RH 

Diuision 10 

1 Order number 

2 Plant number 

3 Order date 

Previous order no. 

Inuentory / Order Entry 

Order Entry 

ILSGP02O 1,39 

31/07/94 

4 Customer number ... 

5 Shipping date 

Order total 

Number of entries 

jjjj Select: jjeu order ]]ld order 

Enquire change Qiuision 
lose order |]dd entry 

To select Old order type (o) and press l<-*Enter] 

The screen will appear as follows: 

Type a completed order number followed by [<-* Enter \, The order cannot be partially shipped 

and(or) invoiced, if it is, you must first prepare a backorder to use as the old order. Refer to 

page 5-14. 
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Once you have entered the order number the options available are as follows: 

Q Accept 

(Ml Modify 

(JD Cancel 
(B Exit 

Accept 

The system will retain the information from the first screen and will prompt you as follows: 

I ] Select: [Order line #] [N]ext |E]nd 

Select a line number or press [<-* Enter) to display the first line, the options available are as follows: 

Q Sales 

GD Modify 
(c) Cancel 

© Exit 

Type (a)» the system will retain the information from field sixteen to twenty eight. Type (m) and the system will 

prompt you as follows: 

[ ]: Enter [field number] or [ENTER] to return 

Type the number of the field you want to modify followed by I*-1 Enter j the system will move the cursor to the field 

to modify. Type the required changes and press [^-*Enter|. The system will return to the above prompt. When all the 

changes or corrections are complete, press I ^ Enter | to return to the original options. Type (£) and the system will 

prompt you as follows: 

The ordered quantity will be returned to the inventory. 

Are you sure you want to cancel this line item? (Y/N) 

Type Q followed by l<-*Enter) or (n) followed by I ^ Enter L If you type Q, the system will move to the next line item. 

If you type (n), the system will return to the original options. 

STANDARD ORDER ENTRY ■ 5-11 



DAILY PROCESSING 

Modify 

The system will prompt you as follows: 

[ ]: Enter [field number] or [ENTER] to return 

Type the number of the field you want to modify followed by I «-* Enter L the system will move the cursor to the field 

to modify. Type the required changes and press I«-* Enter j The system will return to the above prompt. When all the 

changes or corrections are complete, press I*-* Enter! to return to the original options. 

Cancel 

The system will prompt you as follows: 

Are you sure you want to cancel this entire order? 

Type (y) followed by I*-1 Enter! or (n) followed by I <-* Enter!. If you type Q, the system will prompt you as follows: 

The ordered quantities will be returned to the inventory. 

Are you sure you want to cancel this entire order? (Y/N) 

Type (y) followed by I*-1 Enter! or (n) followed by l<-*Enter). If you type Y, the system cancels all the order lines and 

prompts you as follows: 

Order cancelled. Press [ENTER] to continue. 

Type (n), the system will return to the order entry main menu. If you type (n) to the prompt: 

Are you sure you want to cancel this entire order? 

The system will return to the original options. 

Exit 

To leave an order intact, type (|). The system will prompt you as follows: 

Are you sure? 

If you type Q, the system will return to the order entry main menu. 
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Standard Close Order 

An order should be closed once all steps of an order have been completed. This program 

also gives you the option to generate a backorder. 

RM 

Diuision 10 

1 Order nunber 

2 Plant nunber 

3 Order date 

Previous order no. 

Inuentory / Order Entry 

Order Entry 

TLSGP020 1,39 

31/07/94 

4 Customer nunber ... 

5 Shipping date 

Order total 

Nunber of entries 

J3 Select: Jew order J]ld order 

Qnquire change (Division 
lose order j]dd entry 

To select Close order, type (c) and press I<-* Enter). 

The screen will appear as follows: 

RH 

Diuision 10 

1 Order nunber 

2 Plant nunber 

3 Order date 

Previous order no. 

Inuentory / Order Entry 

Order Entry 

TLSGP02O 1.391 

31/03/93 

Close order 

4 Customer nunber ... 

5 Shipping date 

Order total 

Nunber of entries 

Credit suspended..: 

Credit Unit 

Date of credit chk 

Current ft/R 

Renaining credit . 

6 Credit approval ... 

7 Invoice discount .. 

B Payment terns 

9 Shipping terns .... 

10 Salesman 

11 Connission 

12 Purchase order no. 

13 Ship to : 

14 Shipping instructions : 

15 Ship via : 

jj] Select: jingle order 211 orders jjcit 

Type (s) and press I*-1 Enter) to select Single order. 

Type a completed order number followed by l<-*EnterL [fs \ can be used to list all orders and 

their status. A completed order has been completely invoiced. 
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Standard Backorders 

To create a backorder you must partially invoice the items that you sent out to the customer then start the backorder 

by closing the order. The following options will come up for items that were not shipped or invoiced. 

(D Backorder 

GO Cancel order 

O* Exit 

Type (b), the system will retain the information from field sixteen to twenty eight and write this information to 

another order. When you get to the end of the order, the system will assign the first available order number to the 

backorder. You can accept this system generated number or type a number of your choice. Press I*-'Enter) to 

complete the process. The screen will then prompt you as follows: 

Backorder processing completed. Press [ENTER] to continue. 
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Standard Add Entry 

This program will allow you to add a line entry to an existing order. 

RM 

Division 10 

1 Order nunber 

2 Plant nunber 

3 Order date 

Preuious order no. 

Inventory / Order Entry 

Order Entry 

TLSGP020 1.39 

31/07/94 

4 Customer nunber ... 

5 Shipping date 

Order total 

Nunber of entries 

fij] Select: Jew order 2Id order 
Qnquire change ijjiuision 

lose order j]dd entry Slos 

#<it 

To select Add entry, type (a) and press I ^ Enter 1 

The screen will appear as follows: 

RM 

Division 18 

1 Order nunber 

2 Plant nunber 

3 Order date 

Preuious order no. 

Inuentory / Order Entry 

Order Entry 

TLSGP02Q 1.33 

31/03/93 

Add entry 

OHIOHIOUfill 4 Customer nunber ... 

5 Shipping date 

Order total 

Nunber of entries 

Credit suspended..: 

Credit Unit 

Date of credit chh 

Current A/R 

Retraining credit . 

6 Credit approval ... 

7 Invoice discount .. 

0 Payment terns 

9 Shipping terns .... 

ID Salesman 

11 Connission 

Enter 

12 Purchase order no. 

13 Ship to : 

14 Shipping instructions 

15 Ship via 

[ij@]- lookup 

Type a completed order number followed by I^Enter). The order cannot be partially shipped 

and(or) invoiced. If it is, you must first prepare a backorder to use in the add entry mode. 

Refer to page 5-13. The system will display the first available line and will allow you to 

enter additional lines. 
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Standard Inquiry 

This program will allow you to display an existing order. 

\C.P.L 

m 

Diwision 16 

1 Order number 

2 Plant number 

3 Order date 

Preuious order no. 

Inuentory / Order Entry 

Order Entry 

TLSGP020 1.391 

31x07/34 

4 Custoner number .., 

5 Shipping date 

Order total 

Number of entries 

fij Select: order Jj]ld order 

quire change Qiuision 
order ]]dd entry 

To select Inquire, 

The screen will appear as follows: 

RH 

Diuision 10 

Inuentory / Order Entry 

Order Entry 

TLSGP02D 1.39 

31/03/93 

Inquire 

1 Order number : jiiiihhbbji 

2 Plant number : 

3 Order date : ,/_j/_ 

Preuious order no. .: 

4 Customer number .., 

5 Shipping date 

Order total 

Number of entries 

Credit suspended..: 

Credit limit 

Date of credit chk 

Current A/R 

Remaining credit . 

6 Credit approval ... 

7 Invoice discount .. 

0 Payment terms 

9 Shipping terms .... 

10 Salesman 

11 Commission 

12 Purchase order no. 

13 Ship to : 

14 Shipping instructions : 

15 Ship uia : 

Enter EffffBTMflTSflfiHi [(jgl-lookup [[|]-end 

Type an order number followed by 14-1 Enter |. |fs \ can be used to list the orders and their status. 

5-16 ■ STANDARD ORDER ENTRY 



DAILY PROCESSING 

The options available are as follows: 

(£) Continue 

(D Status 

IF6 1 Display order lines 

(D Exit 

Continue 

The screen will prompt you as follows: 

[ ] Select: [Order line#] |Njext |E]nd 

Select a line number or press I^Enterj to display the first line. 

The options available are as follows: 

© Next 

GO Displays details about the line entry. For example, costs, availability, shipping status. 

IF6 \ Display order lines 

© Exit 
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RAPID ORDER ENTRY 

From the Daily processing menu, type (T) and press I*-' Enter] 

The following screen will appear: 

Inventory / Order Entry 

Daily Processing 

Sales Orders 

1 Standard order entry 

2 Rapid order entry 

E Exit 

E Enter selection 

TLSGP0O5 1.23 

31/83/93 

Type d) and press I*-1 Enter I to select Rapid order entry. 

The screen will appear as follows: 

Each option may be selected by typing the letter that is capitalized in the option description 

or by using the (t) or Q key to highlight the option then pressing I*-1 Enter). 
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Rapid Old Order 

To select an old order, highlight Old order and press I*-1 Enter!. 

Type the order number that you want to review and the screen will appear as follows: 

RM [Division 101 

Typist: 4 Crt: 05 

Status [Order entry complete] 

Inventory / Order Entry 

RAPID ORDER ENTRV/INUOICING ACCEPT data 

1 SALES ORDER f» 

2 CUSTOMER NUMBER 

Inuoice It 08000840 

165080 

POLYMATHIC COMPUTER CORPORATION 

282 NORTH RIUERHEDE ROAD 

CONCORD, ONTARIO 

L4K 3A5 

KODIFV data 

CANCEL transaction 

NEXT screen 

OPTIONS 

T I ]-exit 

3 SHIP TO ADDRESS : _ 

POLYMATHIC COMPUTER CORPORATION 

2B2 NORTH RIUERHEDE ROAD 

CONCORD, ONTARIO 

L4K 3A5 

4 SHIP UIA 

The options available through Old Order are as follows: 

ACCEPT Save any changes made to the order. 

MODIFY Modify the information in the order. 

CANCEL Cancel any transactions name to the order. 

NEXT Display the next screen of information. 

OPTIONS Through this options' selection you can review the account profile, accounts receivable 

data and existing orders for the customer that the current order being displayed is for. 

You may also review existing sales detail lines for the current order. Refer to page 5-

23 for further documentation on these options. 

To select any of these options, use the (t) or (T) key to highlight the item, then press !<-* Enter j 
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Rapid New Order 

To create a new order through Rapid Order Entry, highlight New order and press I*-1 Enter ). 

The screen will appear as follows: 

RN [Diuision 101 

Typist: 4 Crt: 05 

1 SALES ORDER 8 

2 CUSTOMER NUMBER 

3 SHIP TO ADDRESS 

4 SHIP UIA 

Inoentory / Order Entry 

RAPID ORDER ENTRV/INVOICING 

Invoice 9 liToHTOIOWiW 

Enter sales order number -lookup I 

TLSGPPOS 1.03 

Mon HAV 16,1994 

09:59:31 

>» NEU ORDER «< 

The next consecutive sales order number will be displayed beside Sales Order #. 

Press 1+-1 Enter \ to accept this number. 

Rapid order numbers are prefixed with an "R". This numbering system is optional 

however we suggest that it is used to distinguish between rapid and standard 

orders. 

Entering The Sales Order Data 

Enter the information for the order as you are prompted by the system. For a description of the fields, refer to page 

5-4. 
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Editing The Sales Order Data 

During rapid order entry all editing functions can be invoked. For example: 

|F5 \ will be displayed at the bottom of the screen when you can use the lookup feature on a field. 

[F4 \ will be displayed when you can temporarily leave the order entry program to add a new code or other 

data, 

(t) / (T) Can be used to move through the fields displayed on the screen. 

Another enhanced feature that has been added to rapid order entry is the pop-up screens. When an invalid code has 

been entered in a field, the system will display an error message then pop up a window with the valid codes that can 

be entered for the field. From this window you can use your cursor keys to select the code you want entered. 

Completing The Sales Order 

Once an order has been completed, you have the option to: 

END End the order and return to the Rapid Order Entry screen. 

PRINT Print the order. From this option, you can also access the printer setup menu. Refer to page 5-30 for 

further details. 

INVOICE When this option is selected, the system will automatically update the invoice journal, inventory, 

accounts receivable open items, accounts receivable customer master and the sales order master. 

Once the above data has been updated you can print the invoice, spool the sales journal or process 

another sales order. 
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Rapid Line Entry 

This option allows you to add a sales detail line to an existing order. 

P.C.P.L Inventory / Order Entry TLSGPPOS 1.031 

Highlight Add line entry and press 

Type the sales order number and press I*-1 Enter] 

The screen will appear as follows: 

RH [Diuision 101 

Typist: 4 Crt: 05 

Status [Order entry conpletel 

Sales order S : 08080840 

Customer number : 165060 

Order total : 10534.00 

Invoice total : .00 

InuentDry / Order Entry 

RAPID ORDER ENTRY/INUDICING 

TLSGPPOS 1.03 

Nane 

Non HA¥ 16,1994 

09:59:31 

>» ADD ENTRY <« 

Order date : 31/03/93 31/93 

POLYMATHIC COMPUTER CORPORATION 

Total entries : 3 

Invoice ft : 

Line [ 41 Status [mmmmmmmmmmmmmmmmmmmm] 

LINE TYPE 

PRODUCT CODE 

STOCK LOCATION 

QUANTITY ORDERED 

Quantity onhand 

UNIT PRICE 

COMMENTS 

Shipped : 

Available: 

_ Units: 

G/L CODE 

UHIT OF SALE 

Gross amount 

DISCOUNT 

Net amount 

GST CRate _. 

PST CRate _. 

TOTAL LINE AMOUNT 

Enter [^1-Sales [ 31-Freight [j]]-Hiscellaneous 

^ ORDER LINES C^l-End ORDER 

Add as many line entries as you require. The detail line limit is 99,999. 
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Rapid Order Inquiry 

This option allows you to check the status of an order and review information about the customer. 

Highlight order Inquiry and press l<-*Enterl. 

Type the number of the sales order you want to review and press I*-1 Enter \. 

The following screen will appear: 

RM [Division 161 

Typist: 4 Crt: 05 

Status [Order entry complete] 

Inuentory / Order Entry 

RAPID ORDER ENTRY/IMUOIC1MB 

TLSGPPOS 1.031 

Hon HAV 16,1934 

89:59:31 

>» INQUIRE «< 

1 SALES ORDER t 

2 CUSTOMER NUMBER 

Invoice t 6B8BBB40 

165800 

POLYMATHIC COMPUTER CORPORATION 

ZBZ NORTH RIUERHEDE ROAD 

CONCORD, ONTARIO 

L4K 3A5 

3 SHIP TO ADDRESS : _ 

POLYMATHIC COMPUTER CORPORATION 

2B2 NORTH RIUERMEDE ROAD 

CONCORD, ONTARIO 

L4K 3A5 

4 SHIP UIA 

CONTINUE 

order STATUS 

OPTIONS 

T I CiSKfill-exit 

The following options are available: 

CONTINUE Review the next screen of information. 

STATUS Review the order's status. 

OPTIONS Review accounts receivable and sales information about the customer. 
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Order Status 

To review the status of the order, highlight order STATUS and press I ^ Enter | 

The screen will appear as follows: 

RH EDiuision 10] 

Typist: 4 Crt: 65 

Status [Order entry complete] 

Inuentory / Order Entry 

RAPID ORDER ENTRY/INUOICING 

TLSGPPOS 1.03 

Kon HAY 16,1994 

09:59:31 

>» IHQUIRE <« 

1 SALES ORDER B 

2 CUSTOMER NUMBER 

Invoice 8 08Q00B4Q 

165080 

PDLYHATHIC COMPUTER CORPORATION 

202 NORTH RIUERMEDE ROAD 

CONCORD. ONTARIO 

Options 

To select an option, highlight OPTIONS and press I*-1 Enter | 

The screen will appear as follows: 

An example of the information that is displayed for each option follows. 
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Customer Profile 

Inuentory / Order Entry TLSGPPDS 1.031 

Customer A/R Data 

RH [Division 101 

Typist: 4 Crt: 05 

Status [Order entry complete] 

Inuentory / Order Entry 

RAPID ORDER ENTRY/INUOICINB 

TLSGPPOS 1.03 

Mon HA¥ 16,1994 

09:59:31 

>» INQUIRE <« 

1 SAL 

2 CUSI 

A/R open items 

Original Balance Last doc tt 

834 280293 11 743.65 743.65 

3 SHI 

4 SHI PgUp PgDn Top Botton ESC-End Fl-Options 
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Customer Orders 

RM [Division 101 

Typist: 4 Crt: 05 

Status [Order entry complete] 

Inuentory / Order Entry 

RAPID ORDER ENTRY/INVOICING 

TLSGPPOS 1.03 

Kon KflV 16,1994 

09:59:31 

>» INQUIRE «< 

Order nunber ddranyy Entries Amount Status 

Review Details 

RH [Division 101 

Typist: 4 Crt: 05 

Status [Order entry complete] 

Inuentory / Order Entry 

RAPID ORDER ENTRY/INUOICING 

TLSGPPOS 1.03 

Hon HAV. 16,1994 

09:59:31 

»> INQUIRE <« 

1 SALES ORDER 9 

2 CUSTOMER NUNBER 

08000840 

165080 

Invoice ft 

Sales order details 

IIProduct code Product description Qty Ord Amount Status 

85-00004390-10 LOTUS 1-2-3 

35-00084392-10 EXCEL 

bB-00004655-10 66 HHZ 4B6 DX2 

6950.00 COMPLETE 

3 2005.00 COMPLETE 

1 1499.00 COMPLETE 

PgUp PgDn Top Botton ESC-End 
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Rapid Close Order 

RM [Division IB] 

Typist: 4 Crt: 05 

Status 

1 SALES ORDER 0 

2 CUSTOMER HUHRER 

Inuentory / Order Entry 

RAPID ORDER ENTRV/INUDICING 

Inuoice ft 

TLSGPPOS 1.03| 

Hon MAY 16,1994 

89:59:31 

3 SHIP TO ADDRESS : _ 

4 SHIP UIA 

SELECTION MENU 

New order 

Add line entry 

order Inquiry 

Close order 

change Division 9 

Print order 

opTions 

T A 

Highlight Close order and press I <-* Enter | 

The following screen will appear: 

You can close a single order by highlighting SINGLE ORDER or close all orders by 

selecting ALL ORDERS. An order must be completed and partially invoiced before it can be 

closed. 
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Single Orders 

If you select to close a single order your options will be: 

(D Backordered 

(D Exit 

If you select backordered, the system will write the incomplete detailed lines to another order and assign the next 

available order number to the backorder. You can accept this order number or assign your own. The system will 

advise you when the backorder process is complete. 

All Orders 

If you select to close all orders, highlight ALL ORDERS and press l<-*Enter|. The system will display the order 

numbers and indicate to the right of the order number if it closes the order. 
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Rapid Change Division Number 

Highlight change Division # and press I «-* Enter |. 

The system will prompt you to enter the division number. 

Type in the division number and press I*-1 Enter!. 
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Rapid Print Order 

This option is used to change the printer setup, print an order or an invoice. 

Ijl 

RM [Diuision 101 

Typist: 4 Crt: 05 

Status 

Inuentory / Order Entry 

RAPID ORDER ENTRV/INUDICING 

TLSGPPOS 1.03 

Hon WAV 16,1994 

09:59:31 

1 SALES ORDER t 

2 CUSTOMER NUMBER 

3 SHIP TO ADDRESS 

4 SHIP UIA 

Inuoice 9 

SELECTION MENU 

iId order 

New order 

Add line entry 

order Inquiry 

Close order 

change Diuision ft 

Print order 

opTions 

t A 1-exit 

To Print an order, highlight Print order and press I <-* Enter |. 

The following screen will appear: 

RM [Diuision 101 

Typist: 4 Crt: 85 

Status [m«mtm«mimmni«MHMmimi] 

1 SALES ORDER S 

2 CUSTOMER NUMBER 

Inuentory / Order Entry 

RAPID ORDER ENTRV/INUOICING 

ILSGPPOS 1.031 

Mon KAV 16,1994 

10:07:56 

Inuoice S 

3 SHIP TO ADDRESS : _ 

Print SETUP 

Print INUOICE 

Print ORDER 

T 1 

4 SHIP UIA 
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Printer Setup 

When you select Printer setup the following screen will appear: 

RN CDiuision 101 

Typist: 4 Crt: 05 

Status 

1 SALES ORDER t 

Inuentory / Order Entry 

RAPID ORDER ENTRV/INUDICING 

Invoice 8 

TLSGPPOS 1.031 

Hon MfiV 16,1934 

18:07:56 

PRINTER SELECTION 

Print Deuice CLPTll 

Printer [LASER 

Status [READV 

DOT MATRIX 

T 1 Fl:functions F2:change deuice 

iS3B 

(T) / Q Use these keys to select a Dot Matrix printer or a Laser printer. 

IF1 1 Press IF1 | to select the type of print to be used for your report then press l<-*Enter| to send the report to 

the printer. 

IF2 ) press |F2 \ to select the device [port] you want to print to. Use the Q or Q to select the desired device. 

Print Invoice 

To print an invoice, highlight Print INVOICE and press I^Enterl. The system will prompt you to enter the invoice 

number. Type in the invoice number and press I«-*Enter!. 

Print Order 

To print an order, highlight Print ORDER and press [<-* Enter). The system will prompt you to enter the order number. 

Type in the order number and press I*-1 Enter \, 
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Rapid Options 

Through options, you can set up a new customer or any of the codes that are used within the 

order entry program. You can also display any existing order. 

To select Options, highlight options and press I ^ Enter 1 

The following screen will appear: 

RH [Diuision 101 

Typist: 4 Crt: 05 

Status 

Inuentory / Order Entry 

RAPID ORDER ENTRY/INVOICING 

TLSGPPOS 1.031 

Mon MAV 16,1994 

10:07:56 

1 SALES ORDER ft 

2 CUSTOMER NUMDER 

3 SHIP TO ADDRESS : _ 

4 SHIP UIA 

For further information on new customer accounts or setting up codes, refer to Chapter 8, 

Maintenance & Inquiry. 
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PICKING SLIPS 

RM 

Inuentory / Order Entry 

Daily Processing 

1 Order entry 

Z Picking slips 

3 Serial numbers 

4 Shipping 

5 Bills of lading 

6 Invoicing 

7 Receiving 

8 Purchase orders 

E Exit 

E Enter selection 

TLSGP005 1.231 

31/93/93 

To select Picking Slips, type {2j and press j4-iEnter|. 

The screen will appear as follows: 

RM 

1 All 

2 Range 

Starting order ft: 

Ending order 8: 

Inuentory / Order Entry 

Picking Slip 

TLSGP03Q 1.081 

31/03/93 

3 Change form type 

[Standard - plain paper] 

4 List orders 

E Exit 

E Enter selection 

PICKING SLIPS ■ 5-33 



DAILY PROCESSING 

The options available are as follows: 

CD Generate all picking slips 

(D Generate a range of picking slips 

(D Change form type 

Q List orders 

© Exit 

All 

Type Q] followed by I<-*Enter! and the system will prepare all the picking slips for the open orders. 

Range 

To select a range of picking slips, type [D followed by I ^ Enter). The system will prompt you as follows: 

Starting order #: 

Type the order number followed by [<-*Enter). The system will prompt you as follows: 

Ending order #: 

Type the order number followed by I ♦-'Enter). The system will prepare the picking slips for the open orders within the 

specified range. The system will inform you as follows when the process is completed: 

Picking slip run completed. Press [ENTER] to continue. 

Change form type 

To change the form type IF3 ) and press I ♦-'Enter) then select one of the following form types. 

(D Standard plain paper 

Q Standard pre-printed form 

(£) Standard plain paper - print product categories. 

(2) Standard pre-print form - print product categories 
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List 

To get a list of picking slips, type Q followed by I ^ Enter l The system will prompt you as follows: 

[ ]: Enter starting [order number] or [E] to exit 

Type the order number you want to start with followed by l<-*Enter|. 

The screen will then appear as follows: 
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SERIAL NUMBERS 

Implementation of Serial Number Tracking 

You must modify the serial number field in the company information to enable serial number tracking. 

1. Type (6) at the Inventory/Order Entry main menu to select Company Information. 

2. Select General company information by typing Q and pressing I*-1 Enter). 

3. Modify field 9, serial number tracking. You may set this field to Q for full serial number tracking or (R) for 

serial number tracking in the receive process only. 

4. Accept and save the information. 

You must also modify all products that serial number tracking is going to effect. 

1. Type Q at the Inventory/Order Entry main menu to select Maintenance & Inquiry. 

2. Select Product master by typing QQ and pressing I<-* Enter \, 

3. Modify field 7, serial number required for each product that requires serial numbers. Set this field to (y). 

4. Accept and save the information. 

Serial Number Process 

The following steps should be used when processing orders that contain products with serial numbering enabled. 

1. Create a new purchase order for the desired item and then submit the order (page 5-76). 

2. Receive the ordered items using the purchase order number (page 5-68). You will be prompted by the 

system to enter the serial number for the product ordered during this process. This information will be 

recorded in the daily inventory transaction file. 

3. Create the sales order (page 5-2). 

4. Run picking slips for the sales order (page 5-33). Pick the serial numbers that are to be shipped for the sales 

order. For more details on this step, please refer to the documentation below. 

5. Ship the sales order items (page 5-39). 

6. Run the bill of lading for the sales order (page 5-41). The serial numbers that you selected will be listed in 

this report. 

7. Invoice the sales order (page 5-50). 
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Picking the Serial Numbers 

In order to ship a product that is tracked using serial numbers, you must pick the product 

and serial number that is going to be shipped. 

Type (£) and press I^Enterl to select Serial numbers. 

The screen will appear as follows: 

i\C.P.L Inuentory / Order Entry 

Serial number Entry for Picking Slips 

PRODUCT : 

SERIAL NUMBER : 

Status 

Received Picked Shipping Lading Invoice Cancel 

PURCHASE ORDER NUMBER : 

LINE NUMBER : 

Date : 

SUPPLIER : 

SALES ORDER NUMBER ...: 

LINE NUMBER : Qty ord'd: Qty picked: 

Date : 

CUSTOMER : 

Select: Pick Display Unpick End 

TLSGP200 1.001 

16/05/94 

16:13:07 
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The options available are as follows: 

CD Pick a product to be shipped 

(£) Display a products status 

(H) Unpick a product and make it available for re-picking 

CD Exit from the serial number menu 

To select a product so that it can be shipped, type CD and press I<-*Enter!. The system will prompt you to enter the 

product number. IF5 \ can be used to list all products that have been received and have serial numbering activated. 

The system will then prompt you to enter the sales order and line number that this product is referenced in. 

Once you have entered this information you can exit by pressing IEsc). 
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SHIPPING 

RM 

Inuentory / Order Entry 

Daily Processing 

1 Order entry 

2 Picking slips 

3 Serial numbers 

4 Shipping 

5 Bills of lading 

6 Invoicing 

7 Receiuing 

8 Purchase orders 

E Exit 

E Enter selection 

TLSGP005 1.231 

31/03/93 

To select Shipping, type Q and press I*-*Enter 

The screen will appear as follows: 

RH 

Inuentory / Order Entry 

Shipping Control 

TLSGP050 1.101 

16/05/94 

1 Sales order number 

Order date 

Previous order no. 

Customer number .. 

Order total 

Number of entries 

2 Shipping date 

Enter [ffffTSMffffffRBHi [ijgl-lookup E^l-exit 

Type the sales order number and press I ^ Enter) for the order you want to ship. 
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The screen will appear as follows: 

RH 

Inuentory / Order Entry 

Shipping Control 

TLSGPO50 1.10 

16/85/94 

1 Sales order number . 

Order date : 31/03/93 

Preuious order no. .: 

[Order entry complete]| 

Customer: 

FOLYMATHIC COMPUTER CORPORATION 

282 NDRTH RIUERMEDE ROAD 

CONCORD, ONTARIO 

L4K 3A5 

Customer number ...: 1650-00 

Order total : 10534.00 

Number of entries .: 3 

2 Shipping date : 16/05/94 

Purchase order no. : 12345 

3 Ship to : 

POLYMATHIC COMPUTER CORPORATION 

2B2 NDRTH RIUERMEDE ROAD 

CONCORD, ONTARIO 

L4K 3A5 

Shipping instructions : 

4 Ship uia : 

Select: ^ccept Jodify jjdt 

If the information is correct, type (a) to accept the order. If you need to make modifications, 

type (m). You can only modify when the order will be shipped, to where it will be shipped 

and how it will be shipped. 

Once you have accepted the order, the screen will appear as follows: 

m 

RH 

Inuentory / Order Entry 

Shipping Control 

TLSGP050 1.10 

16/05/94 

1 Sales order number .: 0B000840 

Order date : 31/03/93 

Previous order no. .: 

[Order entry complete1| 

Customer number ...: 1650-80 

Order total : 10534.00 

Number of entries .: 3 

2 Shipping date : 16/05/94 

Customer: 

FOLVMATHIC COMPUTER CORPORATION1 

282 NORTH RIUERHEDE ROAD 

CONCORD, ONTARIO 

L4K 3A5 

Purchase order no. : 12345 

3 Ship to : 

POLVHATHIC COMPUTER CORPORATION 

282 NORTH RIUERMEDE ROAD 

CONCORD, ONTARIO 

L4K 3A5 

Shipping instructions : 

4 Ship uia : 

Select: Automatic Manual Qxit 

To update the inventory master automatically, 

To update the information manually, type (m) and press I*-1 Enter). The system will prompt 

you to enter the quantity of the product that was shipped and from what location. Once you 

answer these two questions, you will be prompted to accept the information. 
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BILLS OF LADING 

To select Bills of lading, type QQ and press I ♦-'Enter] 

The screen will appear as follows: 

RH 

1 All 

2 Range 

Starting order 8: 

Ending order ft: 

Inuentory / Order Entry 

Bills of Lading 

TLSGP040 1.121 

31/03/93 

3 Change form type 

[Standard - plain paper] 

4 List orders 

E Exit 

E Enter selection 
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The options available are as follows: 

Q Generate all Bills of Lading 

(D Generate a range of Bills of Lading 

GO Change form type 

Q) List orders 

© Exit 

All 

Type Q followed by l<-*Enterl and the system will prepare all the bills of lading for the open orders. 

Range 

If you type (D followed by I*-1 Enter j the system will prompt you as follows: 

Starting order #: 

Type the order number followed by l<-*EnterL The system will prompt you as follows: 

Ending order #: 

Type the order number followed by I<-* Enter |. The system will prepare the bills of lading for the open orders within 

the specified range. The system will inform you as follows when the process is completed: 

Bill of Lading run completed. Press [ENTER] to continue. 

Change form type 

Type Q followed by I^Enter) to change the form type. The system will prompt you as follows: 

[S] Select form type: |SJ-standard (plain paper) [PJ-standard preprinted form 

List 

If you type Q followed by [<-* Enter L the system will prompt you as follows: 

[ ]: Enter starting {order number] or [E] to exit 
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Type the order number you want to start with followed by I<-*Enter] 

The screen will then appear as follows: 
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INVOICING 

Inuentory / Order Entry 

Daily Processing 

1 Order entry 

2 Picking slips 

3 Serial numbers 

4 Shipping 

5 Bills of lading 

6 Invoicing 

7 Receiuing 

8 Purchase orders 

E Exit 

E Enter selection 

TLSGP005 1.Z3I 

31/03/93 

To select Invoicing, type (|) and press I*-1 Enter | 

The screen will appear as follows: 

RH 

Inuentory / Order Entry 

Daily Processing 

Invoicing 

1 Standard invoicing 

2 Rapid invoicing 

E Exit 

E Enter selection 

USGP0O5 1,231 

31/03/93 
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STANDARD INVOICING 

RH 

Inuentory / Order Entry 

Daily Processing 

Invoicing 

1 Standard invoicing 

Z Rapid invoicing 

E Exit 

E Enter selection 

TLSGF005 1.231 

31/93/93 

To select Standard invoicing, type Q and press I^ Enter) 

Type the division number and press I <-* Enter j 

The screen will appear as follows: 

IP.C.P.L 

RH [Division 10) 

Imientory / Order Entry 

Custoner Invoicing 

1 Invoice - manual 

2 Invoice - orders 

3 Change division 

H Help 

E Exit 

E Enter selection 

TLSGP060 1.2Z 

31/03/93 
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Standard Invoicing - Manual 

A manual invoice should never be prepared for stocked inventory because the inventory 

master file does not get updated. A manual mvoice should only be prepared for additional 

costs, (i.e. freight, overtime, brokerage ...) 

RN (Division 1G) 

Inuentory / Order Entry 

Customer Inuoicing 

1 Invoice - manual 

2 Invoice - orders 

3 Change division 

H Help 

E Exit 

E Enter selection 

TLSGP06O 1.22 

31/03/93 

To select Invoice - manual, 

The screen will appear as follows: 

RH (Division IB) 

1 Customer ft : 

2 Ship to address ...: 

InuGntDry / Order Entry 

Customer Invoicing 

Name: 

TLSGP060 1.22 

31/83/93 

3 Ship via 

4 Shipping terns ... 

5 Province code 

6 Invoice discount . 

7 Payment terms 

B Invoice number ... 

9 Sales order 9 .... 

11 Sales person code 

12 Order date 

14 Invoice date 

16 Prepaid 

G/L code 

Rates 

IB Purchase order 8 

13 Shipping date 

15 Net invoice amount 

17 Backordered from .. 

Snter [custoner number] [FlJ-editor [F5]-lookup CESCl-exit 
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Enter the information as follows: 

Customer Number 

Enter the customer's number. Ifs ) can be used to list all customers. 

Ship to 

The customer's address will automatically be displayed after the customer's number is entered. You can press 

[<-■ Enter) to accept the default address, enter and different address by typing a new ship-to code, or press Q for a 

manual entry and type in a new address. 

VIA 

Press I^Entari to select the delivery method displayed or type the delivery method of your choice. 

Shipping terms 

Type the FOB code and press I*-1 Enter! 

Province code 

Type the province code followed by I<-*Enter!. The default value will be the province where the company operates. 

Invoice discount 

Type the discount code and press !<-*Enter). The default value is one. 

Payment terms 

Type payment terms and press I^ Enter!. The default value is one. 

Invoice number 

A default invoice number will be displayed. Press I*-* Enter! to accept that number. 

Sales order number 

The same number as the invoice number will be displayed, press I^ Enter! to accept that number. 

Purchase order number 

If you have a customer purchase order, enter the number here. 
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Salesman 

Type the salesman's code or initials here. 

Order date 

Press I^Enteri to accept the default system date shown on the screen or enter the desired date in the ddmmyy format. 

Order shipping date 

Press I^ Enter | to accept the default system date shown on the screen or enter the desired date in the ddmmyy format. 

INVOICE DATE 

Press I<-* Enter l to accept the default system date shown on the screen or enter the desired date in the ddmmyy format. 

Net invoice 

Type the net invoice amount. 

Prepaid 

Press I*-1 Enter \ to accept the default N system answer or type Q followed by I <-* Enter | if it is a prepaid order. 

BACKORDERED FROM 

Press l<-*Enter| if it is not a backorder, type the previous order number followed by I <-* Enter j if the order is a 

backorder. 

The system will prompt you as follows: 

Select: Accept Modify Cancel 

Type (a) followed by I*-1 Enter) to accept and save the data. The screen will prompt you as follows: 

Type 

Type the desired code and press [<-*Enter\. The codes available are as follows: 

The codes available are: 

H) Sales 

(D Freight 
© Miscellaneous 

(ED Editor 

OD Cancel 
(D End 
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G/L CODE 

Type the general ledger code followed by I*-1 Enter j The description of the account will appear at the left of the code. 

IF5 I can be used to list all valid GL codes. 

Comments 

Type the description of the invoice item. You can type a maximum of fifty alphanumeric characters in the two lines 

available. 

Net amount 

Press I*-1 Enter \ to accept the default net amount or type the final net amount followed by 1*-* Enter). 

Goods & Services and Provincial Sales Tax 

The system automatically reads the goods and services tax and provincial sales tax exemption numbers from the 

customer master and displays an E if tax is eligible or an X if the customer is tax exempt. Press I ^ Enter! to accept the 

default value. 

If you wish to override the default, indicate whether or not the transaction is taxable by typing [|] for yes or (x) for 

No and press I <-* Enter!. If your answer to the prompt is E the system will automatically calculate the amount of tax 

for this customer based on the information set up under tax table updates (section 8.12) 

The system will then display the following: 

Select: Accept Modify Cancel 

If the information is correct, type (a) to accept the information. 

The system will then return to the type field. You may continue entering detail lines or type (e) to end the invoice. 
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Standard Invoicing - Orders 

This program should be used to invoice all stocked items as it automatically updates all 

appropriate files when the invoice is generated. 

RM (Diuision 1G) 

Inuentory / Order Entry 

Customer Invoicing 

1 Invoice - manual 

2 Invoice - orders 

3 Change diuision 

H Help 

E Exit 

E Enter selection 

TLSGPD6D 1.22 

31/83/93 

To select Invoice - orders, type (D and press I*-1 Enter] 

The screen will appear as follows: 

RN (Diuision 10) 

1 Custoner ft 

2 Ship to address 

Inuentory / Order Entry 

Custoner Invoicing 

Name: 

TLSGP060 1.221 

31/93/93 

3 Ship uia 

4 Shipping terns .., 

5 Province code 

6 Invoice discount < 

7 Faynent terns 

B Invoice number .., 

9 Sales order t 

11 Sales person code 

12 Order date , 

14 Invoice date 

16 Prepaid 

G/L code 

Rates 

10 Purchase order 8 

13 Shipping date 

15 Net invoice amount 

17 Backordered from .. 

nter [order number] [Fl]-editor [F5]-lookup [ESC]-exit 

Type the sales order number and press the 1<-* Enter). |fs 1 can be used to list all orders. 
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The system will read all the information from the sales order. You can Accept the information and continue to the 

next screen by typing Q or modify the information by typing (m). 

Once you do accept the information the system will prompt you with: 

[ ] Select: [S] to start invoicing detail lines or [E] to exit 

Type (s) to start invoicing detail lines. The system will automatically update all the appropriate master files and 

prepare the invoice. Once the system has finished, the prompt will be back at the Sales Order number field. You 

can continue invoicing by entering another invoice number or exit by typing (I). 
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RAPID INVOICING 

This program will invoice a sales order in one step. The picking slips, shipping, bill of 

lading and standard invoicing functions are not required. This program will ship and invoice 

the sales order automatically. 

RN 

Inuentory / Order Entry 

Daily Processing 

1 Order entry 

Z Picking slips 

3 Serial lumbers 

4 Shipping 

5 Bills of lading 

6 Inuoicing 

7 Receiuing 

B Purchase orders 

E Exit 

E Enter selection 

TLSGP005 1.231 

31/93/93 

To select Invoicing, type [D and press I ^ Enter | 

The screen will appear as follows: 

Inuentory / Order Entry 

Daily Processing 

Invoicing 

1 Standard invoicing 

Z Rapid invoicing 

E Exit 

E Enter selection 

TLSGP0O5 1.23 

31/03/93 

To select Rapid invoicing, type (D and press I^Enter] 
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The screen will appear as follows: 

RN [Division 101 

Typist: 4 Crt: 95 

Ittuentory / Order Entry 

RflPID INUOICING 

TLSGFINU 1.04 

Mon HftV 16/1994 

10:17:17 

1 SALES ORDER It 

2 CUSTOMER NUMBER 

Invoice S 

3 SHIP TO ADDRESS : _ 

4 SHIP UIA 

SELECTION MENU 

Print order 

order inQuiry 

Electronic invoice 

change Division S 

Options 

t 1 ]-exit 

Each option may be selected by typing the letter that is capitalized in the option description 

or by using the (t) or Q keys to highlight the option then pressing I«-* Enter). 
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Rapid Invoice Order 

This option will perform the shipping and invoicing functions for a completed sales order. 

RM [Diuision 101 

Typist: 4 Crt: 05 

[mwmuwmii 

Inuentory / Order Entry 

RAPID INVOICING 

TLSGPIHU 1.041 

Man HAY 16,1994 

10:17:17 

1 SALES ORDER ft 

2 CUSTOMER NUMBER 

Inuoice ft 

3 SHIF TO ADDRESS : _ 

4 SHIF UIA 

SELECTION MENU 

luoice order 

Print order 

order inQuiry 

Electronic inuoice 

change Diuision ft 

Options 

T I 

To select Invoice order, type Q and press I^Enter!. 

The screen will appear as follows: 

Inuentory / Order Entry 

RH [Diuision 101 RAPID INUDICING 

Typist: 4 Crt: 05 

Status [M»im«w«Mio«i«mmmtmim«iO 

TLSGPIMU 1.04 

Hon HAV 16,1994 

19:17:17 

>» INUOICE <« 

1 SALES ORDER • 

2 CUSTOMER NUMBER 

Inuoice t 

3 SHIP TO ADDRESS : _ 

4 SHIP UIA 

Enter >ales order number -lookup 1-exit 

Type the sales order number and press l<-*Enterl 
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The following screen will appear: 

Inuentory / Order Entry 

RM [Division 391 RAPID INVOICING 

Typist: 4 Crt: 05 

Status [Order entry complete] 

1 SALES ODDER ft 

2 CUSTOMER NUMBER 

86808840 Invoice 8 

165000 

POLVHATHIC COMPUTER CORPORATION 

282 NORTH RIUERHEDE ROAD 

CONCORD, ONTARIO 

L4K 3A5 

ACCEPT data 

MODIFV data 

CANCEL transaction 

NEXT screen 

OPTIONS 

T i 

3 SHIP TO ADDRESS : _ 

POLVKATHIC COMPUTER CORPORATION 

282 NORTH RIUERMEDE ROAD 

CONCORD, ONTARIO 

L4K 3A5 

SHIP UIA 

The following functions are available: 

ACCEPT Select this function if the screen data is correct and you want to proceed to the next screen. 

MODIFY This function is used to correct any data on the screen that is incorrect. 

CANCEL This selection will cancel the entire transaction. 

NEXT Select this function to display the next screen of data. 

OPTIONS To view a list of additional functions, highlight OPTIONS. 
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If you ACCEPT the data the following screen will appear: 

To trigger the invoicing function, highlight ACCEPT data and press I <-* Enter | 

The following screen will display the progress of the invoicing process. 

Inoentory / Order Entry 

RN [Division 30] 

Typist: 4 Crt: 05 

Status [Order entry completeI 

RAPID INUOICING 

TLSGPINU 1.04 

Hon HAV 16,1994 

10:18:02 

>» INUOICE <« 

SALES DRDER ft 

CUSTOMER NUMBER 

00080840 

165888 

Inuoice ft : 

Name: POLYMATHIC COMPUTER CORPORATION 

B SHIPPING DATE 

9 PREPAID 

A.S.A.P. 

N 

12 BACKORDERED FROM 

Inuoice total .08 
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Once the invoicing process is complete, press any key to continue. 

The following screen will appear: 

Inuentory / Order Entry 

RH [Division 301 RAPID INUOICINS 

Typist: 4 Crt: 05 

Status [Order entry complete] 

TLSGPIMU 1.04 

Mon HA¥ 16,1994 

10:18:82 

»> INUOICE <« 

SALES ORDER 8 

CUSTOMER NUMBER 

1 SHIPPING TERMS 

2 PROUINCE CODE 

3 INUOICE DISCOUNT 

4 PAYMENT TERMS 

5 SALES PERSON 

6 INUOICE DATE 

7 ORDER DATE 

8 SHIPPING DATE 

9 PREPAID 

88888B48 Inuoi 

1658B8 Name: FOLVH 

2B2 N 

CONCO 

L4K 3 T 1 

PRINT inuoice 

Spool SALES JOURNAL/INUOICES 

Process ANOTHER order 

I-exit 

.88 

81 POLYMATHIC WAREHOUSE 

85 ONT Rate : B.00 G/L code: 3115 

60 Rates : .08 .60 .08 .60 

CP 

31/03/93 KAR 31/93 10 CREDIT APPRDUER : CDP CAL PARSON 

31/03/93 KAR 31/93 11 PURCHASE ORDER II : 12345 

A.S.A.P. 12 BftCKORDERED FROM : 

N Inuoice total : .80 

The following functions are available: 

PRINT This function will allow you to automatically print the invoice to the attached printer or access the 

Print setup function. This program is described on page 5-61. 

SPOOL This function will allow you to produce the sales journal report and spool the invoices. 

ANOTHER This selection will prompt you for another sales order number required for invoicing. 
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Invoice Options 

The OPTIONS function will allow you to view accounts receivable and invoicing 

information about the customer. When you select this function, the following screen will 

appear: 

Inuentory / Order Entry 

RM [Diuision 381 RAPID INUOICIKG 

Typist: 6 Crt: 89 

Status [Order entry complete] 

TLSGPINU 1.041 

(Jed fiUG 18,1934 

16:85:47 

>» INUDICE <« 

1 SALES ORDER It 

2 CUSTOMER NUMBER 

08001111 Inuoice It 

165888 

POLYMATHIC COMPUTER CORPORATION 

2B2 NORTH RIUERMEDE ROAD 

CONCORD, ONTARIO 

L4K 3N6 

3 SHIP TO ADDRESS : _ 

POLVMATHIC COMPUTER CORPORATION 

282 NORTH RIUERMEDE ROAD 

CONCORD. ONTARIO 

L4K 3N6 

4 SHIP UIA 

Customer PROFILE 

Customer A/R data 

Customer ORDERS 

Reuieu DETAILS 

t A 

Highlight the option for the data you want to display and press 1+-1 Enter | 

A sample of each screen follows: 

Customer PROFILE 
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Customer A/R data 

IL 
RM [Diuisioni ±81 

Typist: 4 Crt: 05 

Status [Picking slips run 

Inuentory / Order Entry 

RAPID INU0ICIN8 

TLSGPINU 1.01 

Hon HA¥ 16,1994 

10:22:05 

>» IMUOICE <« 

SHI 

PRO 

INU 

PAY 

5 SAL 

6 INU 

7 ORD 

0 SHI 

9 PI 

fl/R open itemj 

snt t ddnnyy Type Original Balance Last doc 8 

QUOTE-OS 310393 11 21b9V.OO 21697.00 

PgUp PgDn Top Botton ESC-End Fl-Options 

ffflSON 

30 

Customer ORDERS 

Inuentory / Order Entry 

RM [Diuision 101 

Typist: 4 Crt: 05 

Status [Picking slips run 

RAPID INUOICING 

TLSGPIMU 1.041 

Hon HAV 16,1994 

10:22:05 

>» IKUOICE <« 

Order nunbcr ddnnyy Entries Anount Status 
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Review DETAILS 

Inventory / Order Entry 

RN [Diuision 103 

Typist: 4 Crt: 05 

Status [Picking slips run 

RAPID INUOICIKG 

TLSGPIHU 1.04 

Kon KAV 16.1994 

10:22:85 

»> IKUO ICE <« 

SALES ORDER • 

CUSTOMER NUMBER 

: QUOTE-10 

: 1609100 

Inuoice S 

Name: POLYMATHIC GROUP 

Sales order detail; 

uct code Product description Qty Ord Amount Status 

68-00004569-10 20 MHZ 3B6 1 1440.00 PICKED 

10-08004505-10 HINI TDUER UITH PDUER SUFPLV 1 249.00 PICKED 
95-08004576-10 KEYBOARD - 101 KEY ENHANCED 1 150.00 PICKED 

91-08004701-10 1MB (00ns) 36 432.00 PICKED 

1990-10 INSTALLATION AND SETUP 0 .00 PICKED 

PgUp PgDn Top Botton ESC-End 
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RAPID PRINT ORDER 

Inventory / Order Entry 

RH [Diuision 191 RAPID INUOICING 

Typist: 4 Crt: 65 

Status [wmmmnommn«MHMnmmit] 

ILSGPINU 1.04 

Hon KA¥ 16.1994 

16:17:17 

1 SALES ORDER 0 

2 CUSTOMER HUHBER 

Inuoice ft 

3 SHIP TO ADDRESS : _ 

4 SHIP UIA 

SELECTION MENU 

tuoice order 

Print order 

order inQuiry 

Electronic inuoice 

change Diuision ft 

Options 

t 4 

To select Print order, type Q and press I *-* Enter | 

The screen will appear as follows: 

RN [Diuision 19] 

Typist: 4 Crt: 69 

StatUS 

Inuentoru / Order Entry 

RAPID INUOICING 

TLSGPIMU 1.041 

Wed AUG 10,1994 

15:32:17 

1 SALES ORDER ft 

2 CUSTOMER NUMBER 

Inuoice 9 

3 SHIP TD ADDRESS : _ 

Print SETUP 

Print INUOICE 

Print ORDER 

T I [[Mai-ex it 

4 SHIP UIA 

To print an invoice or order, highlight the function, press I «-* Enter j and enter the correct 

order or invoice number at the prompt. 
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Print Setup 

This function will set the printer device, printer type and generate the control codes for 

different printer modes. 

/ Q Use these keys to select a Dot Matrix printer or a Laser printer. 

IEU Press |fi \ to select the type of print to be used for your report then press I <-* Enter! to send the report to 

the printer. 

IF2 > Press IF2 | to select the device [port] you want to print to. Use the (t) or (T) to select the desired device. 
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Rapid Order Inquiry 

This option allows you to check the status of an order and review information about the customer. 

Highlight order inquiry and press I*-* Enter t 

Type the number of the sales order you want to review and press 1^ Enter t 

The following screen will appear: 

KH [Division 101 

Typist: 9 Crt: 60 

Status [Order started 

Inuentory / Order Entry 

RAPID INUOICING 

SALES ORDER B 

CUSTOMER NUMBER 

1 SHIPPING TERMS 

2 PRQUIHCE CODE 

3 INVOICE DISCOUNT 

4 PAYMENT TERMS 

5 SALES PERSON 

6 IKUOICE DATE 

7 ORDER DATE 

B SHIPPING DATE 

9 PREPAID 

39999999 

180830 

Invoice 8 

Name: TEST 

CONTINUE 

order STATUS 

OPTIONS 

T 1 I-exit 

11 RECIEUING DOCK 

85 ONT Rate 

Rates 

B.BO G/L code: 3410 

TRN TEST 

30/86/91 JUN 30/91 10 CREDIT APPROVER : TRM TEST ENPLO 

15/86/94 JUN 15/94 11 PURCHASE ORDER It : 

30/86/94 JUN 38/94 1Z BACKORDERED FROM : 

N Invoice total : .80 

The following options are available: 

CONTINUE Review the next screen of information. 

STATUS Review the order's status. 

OPTIONS Review accounts receivable and sales information about the customer. 
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Rapid Electronic Invoice 

This program will create a special format of the invoice to be used with an electronic forms 

package. 

Type (!) and press [+-1 Enter! to select Electronic invoice. 

The screen will appear as follows: 

Inuentory / Order Entry 

RN [Diuision 181 

Typist: 4 Crt: 05 
Status [iminnimiiiiimimiiummmM] 

1 SALES ORDER S 

2 CUSTOMER NUMBER 

RAPID INVOICING 

TLSGPINU 1.04 

Mon HAY 16,1994 

10:22:85 

Inuoice 0 

Enter INUOICE B 

[jg-lookup fiji 

3 SHIP TO ADDRESS : _ 

4 SHIP UIA 

Enter the invoice number that you want to create the electronic format for and press I^ Enter] 
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Rapid Change Division Number 

Highlight change Division # and press I*->Enter! 

The system will prompt you to enter the division number. 

Type in the division number and press I*-1 Enter\. |F5 \ can be used to list all valid divisions. 
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Rapid Options 

Through options, you can display information about a customer or any of the codes that are 

used within the invoicing program. You can also display all existing orders. 

To select Options, highlight Options and press I*-*Enter] 

The following screen will appear: 

RM [Division 10] 

Typist: 4 Crt: 85 

Status 

Inuentory / Order Entry 

RAPID INVOICING 

TLSGPIMU 1.041 

Hon HAV 16,1994 

18:25:34 

1 SALES ORDER ft 

2 CUSTOMER NUMBER 

3 SHIP TO ADDRESS 

4 SHIP UIA 

Invoi 

Display CUSTOMERS 

Display BRANCH codes 

Display PROVINCE codes 

Display DISCOUNT codes 

Display PAYMENT TERMS codes 

Display SALESMAN codes 

Display PRODUCT codes 

Display SHIPPING TERMS codes 

Display STOCK LOCATION codes 

Display UNIT OF SALE codes 

Display ALL orders 

T 1 

For further information on customer accounts or codes, refer to Chapter 8, Maintenance & 

Inquiry. 
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RECEIVING 

To select Receiving, type Q and press I*-1 Enter) 

The screen will appear as follows: 

Type the purchase order number and press 
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All 

Type Q) followed by I <-* Enter ) and the system will prepare the Bills of Lading for all open orders. 

Range 

To print a range of Bills of Lading type (2) followed by l<-*Entert The system will prompt you as follows: 

Starting order #: 

Type the order number that you want to start printing from followed by I^Enterj [fs ) can be used to list all orders 

and their status. The system will then prompt you as follows: 

Ending order #: 

Type the order number that you want to stop printing at followed by I*-1 Enter!. The system will prepare the bills of 

lading for the open orders within the range specified. 

Change form style 

To change the style of form used, type (3) followed by I^Enter!. The system will prompt you as follows: 

[S] Select form type: [S]-standard (plain paper) [P]-standard preprinted form 

Select the form style that you want and press I<-* Enter!. 

List 

To get a listing of open orders, type Q followed by I*-1 Enter!. The system will prompt you as follows: 

[ ]: Enter starting [order number] or [E] to exit 

Type the order number you want to start with followed by I <-J Enter I 
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The screen will then appear as follows: 

Once all modifications have been made to the report options, type (s) and press l<-*Enter) to generate the report. 
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A sample Bill of Lading report follows: 

POLYMATHIC COMPUTER PRODUCTS LTD 

282 NORTH RIVERMEDE ROAD SUITE 3 

CONCORD, ONTARIO 

L4K 3N6 

BILL OF LADING 
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DAILY INVENTORY TRANSACTIONS 

This program allows the user to print a daily report listing all items affected by additions or 

subtractions to the inventory. 

Imientory / Order Entry 

Reports 

1 Bills of lading 

2 Inventory - daily transactions 

3 Inventory - monthly transactions 

4 Inventory - physical variance 

5 Orders 

6 Picking slips 

7 Product groups 

B Product master 

9 Product price list - Laser 

10 Purchase orders 

11 Receiving 

12 Sales invoices 

13 Sales Journal 

14 Reprint sales journal 

15 Gross profit 

IB Bill of materials 

17 Pricing matrix 

E Exit 

E Enter selection 

TLSGP005 1.23 

31/03/93 

Type (D and press [<-*Enter| to select Inventory - daily transactions. 

The screen will appear as follows: 

RH 

InuentDry / Order Entry 

Daily Inventory Transaction List 

TLSGP019 1.12 

31/03/93 

Start date 

End date .. 

Purge 

FIRST 

LAST 

N 

Select: Modify 
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Start Date 

Enter the start date in the form of ddmmyy or press |fio) to start processing with the first record in the file. The 

default value is FIRST. 

End Date 

Enter the end date in the form of ddmmyy or press |fioj to end processing with the last record in the file. The default 

value is LAST. 

Purge 

Type (y) if you want to purge the daily transaction file or (n) if you wish to suppress purging. If you choose the 

purge the file the daily transactions will be archived to the monthly transaction file. 

Make your report modifications then type (s) and press I*-1 Enter\ to start generating the Daily Inventory Transaction 

report. 

The system will inform you when the report is complete. 
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A sample Daily Inventory Transactions List follows: 

15/ 6/94 EXAMPLE COMPANY LIMITED EXSGR019 1.12 

12:49:32 DAILY INVENTORY TRANSACTION LIST Page 1 

Product number Transaction Beginning IN Transactions OUT Transactions Ending 

Source Date Units Dollars Units Dollars Units Dollars Units Dollars 

05-00004227-10 1 31/03/94 -1 .00 1 -100.00 0 -100.00 

PRODUCT NAME Supplier** 55 P.O. PO-NKG P.O. line# 1 P.O. date 31 03 94 

15/ 6/94 

12:49:32 

Product number Transaction Be 

Source Date Units 

Totals 

RBPORT OPTIONS: 

Start date <dd mm yy) : PIRST 

End date <dd mm yy) : LAST 

Purge indicator : NO 

— End of Report — 
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MONTHLY INVENTORY TRANSACTIONS 

This program allows the user to print a monthly report showing all changes to the inventory. 

RH 

Inuentory / Order Entry 

Reports 

TLSGP005 1.23 

31/03/93 

1 Bills of lading 

2 Inventory - daily transactions 

3 Inventory - nonthly transactions 

4 Inventory - physical variance 

5 Orders 

6 Picking slips 

7 Product groups 

B Product master 

9 Product price list - Laser 

10 Purchase orders 

11 Receiving 

12 Sales invoices 

13 Sales Journal 

14 Reprint sales journal 

15 Gross profit 

IB Bill of materials 

17 Pricing matrix 

E Exit 

E Enter selection 

Type (3) and press I +-1 Enter I to select Inventory - monthly transactions. 

The screen will appear as follows: 

\CP.L 

RH 

Inuentory / Order Entry 

Nonthly Inventory Transaction List 

IL5GP021 1.11 

31/07/94 

Start date 

End date .. 

FIRST 

LAST 

Select: Start Modify Exit 
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Start Date 

Enter the start date in the form of ddmmyy or press (Fioi to start processing with the first record in the file. The 

default value is FIRST. 

End Date 

Enter the end date in the form of ddmmyy or press |fio) to end processing with the last record in the file. The default 

value is LAST. 

Make your report modifications then type (s) and press I^Enter) to start generating the Monthly Inventory 

Transaction report. 

The system will inform you when the report is complete. 
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A sample Monthly Inventory Transactions List follows: 

23/ 2/94 

11:14:01 

Product number Transaction 

Source Date 

10-00004261-10 RUNNING MS-DOS 

1 23/ 2/94 

RUNNING MS-DOS 

70-00004502-10 PC SBRIAL PORT 

70-00004502-10 2 21/ 2/94 

PC SBRIAL PORT 

EXAMPLE COMPANY LIMITED 

MONTHLY INVENTORY TRANSACTION LIST 

Beginning 

Units 

IN Transactions 

Unite Dollars 

OUT Transactions 

Units Dollars 

BXSGR021 1.04 

Page 1 

Ending 

Units Dollars 

23/ 2/94 

11:14:01 

EXAMPLE COMPANY LIMITED 

MONTHLY INVENTORY TRANSACTION LIST 

Product number Transaction Beginning 

Source Date Units Dollars 

Grand totals 

IN Transactions 

Units Dollars 

10 

OUT Transactions 

Units Dollars 

40.00 

BXS6R021 1.04 

Page 2 

Ending 

Units Dollars 
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INVENTORY - PHYSICAL VARIANCE 

This program allows the user to print a report showing all inventory differences. 

RH 

Inuentory / Order Entry 

Reports 

1 Bills of lading 

2 Inuentory - daily transactions 

3 Inuentory - monthly transactions 

4 Inuentory - physical variance 

5 Orders 

b Picking slips 

7 Product groups 

B Product master 

9 Product price list - Laser 

10 Purchase orders 

11 Receiving 

12 Sales inuoices 

13 Sales journal 

14 Reprint sales journal 

15 Gross profit 

16 Bill of materials 

17 Pricing matrix 

E Exit 

E Enter selection 

ILSGP005 1.23 

31/03/93 

Type Q and press l^-'Enter| to select Inventory - physical variance. 

Type the division code for the division you want to generate the report for or press 

for all divisions. Type (s) and press [<-* Enter) to generate the report. 
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A sample Inventory - Physical Variance report follows: 

15/ 6/94 

13:17:00 

Produce number Short description 

05-00004207-10 POWER BAR 

05-00004208-10 CARRYING CASE - TOSH 

05-00004215-10 DOS 3.3 

05-00004221-10 DISKETTES - 720K 

05-00004222-10 DISKETTES - 1.2 MB 

05-00004223-10 MATH COPROCESSOR - 8 

05-00004224-10 DISKETTES - 360K 

05-00004225-10 DISKETTES - 1.44 MB 

05-00004227-10 PRINTER STAND 

05-00004228-10 MONITOR HOLDER - SWI 

05-00004229-10 MONITOR/CPU ADAPTER 

05-00004230-10 POWER CORDS 

05-00004239-10 POWER CENTRE WITH 5 

EXAMPLE COMPANY LIMITED 

PHYSICAL INVENTORY RECONCILIATION REPORT 

UOM Qty/unit Onhand Counted Computed value Difference Var % Unit cost 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

.00 
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ORDERS 

This program allows the user to prepare orders, a detailed list of outstandmg orders, a 

summary list of outstanding orders and lists of outstanding orders by product, by customer, 

by due date, by credit authority and by salesperson. 

RM 

Inuentory / Order Entry 

Reports 

1 Bills of lading 

2 Inuentory - daily transactions 

3 Inuentory - monthly transactions 

4 Inuentory - physical uariance 

5 Orders 

6 Picking slips 

7 Product groups 

B Product master 

9 Product price list - Laser 

10 Purchase orders 

11 Receiuing 

12 Sales invoices 

13 Sales journal 

14 Reprint sales journal 

15 Gross profit 

16 Bill of materials 

17 Pricing matrix 

E Exit 

E Enter selection 

TLSGP005 1.23 

31/03/93 

Type (D and press |-*-lEnter| to select Orders. 

The screen will appear as follows: 

RN 

Inuentory / Order Entry 

Reports 

Sales Orders 

1 Lists 

2 Orders 

E Exit 

E Enter selection 

TLSGP005 1.23 

31/03/93 
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Lists 

Type Q} and press to select Lists. 

The screen will appear as follows: 

For each of the list reports the following menu will appear: 
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All 

Type Q) followed by |4-*Enter! and the system will prepare the report for all open orders. 

Range 

To print a range of orders type (2] followed by I*-* Enter j The system will prompt you as follows: 

Starting order #: 

Type the order number that you want to start printing from followed by I«-*Enter!. The system will then prompt you 

as follows: 

Ending order #: 

Type the order number that you want to stop printing at followed by I^Enter!. The system will prepare the report the 

orders within the range specified. 

Change division 

To change to a different division, type (£) and enter the division number you want to produce the report for. Press 

I^Enterj to generate the report for all divisions. 

List 

To get a listing of orders, type Q followed by [<-* Enter). The system will prompt you as follows: 

[ ]: Enter starting [order number] or [E] to exit 

Enter the order number you want to start listing from and the system will display the orders on the screen. 
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Once you have selected one of the above options. 

The screen will appear as follows: 

The following options are available: 

Include Closed Orders 

Type (y) and press I*-1 Enter! to include all closed orders. The default value is No, you can press I*-1 Enter! to accept this 

value. 

Include Cancelled Orders 

Type (y) and press [+-1 Enter! to include all cancelled orders. The default value is No, you can press I<-*Enter! to accept 

this value. 

INCLUDE ALL CUSTOMERS 

The default is to print this report for all customers. You can type (n) to exclude a single customer or Q to print the 

report for a single customer. For both options the system will prompt you to enter the customer's number. fFsl can 

be used to list all customers. 

A sample of each report follows: 
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DETAILED ORDER LIST 

15/06/94 

Order 

Number 

Order 

Date 

Customer 

Number 

00001082 13/05/94 325-00 

81-00004625-10 PRODUCT NAMB 

00001083 13/05/94 325-00 

28-00004655-10 PRODUCT NAME 

20-00004677-10 PRODUCT NAME 

*•- - SYSTEM FOR EMPLOYEE 

00001084 13/05/94 325-00 

28-00004655-10 PRODUCT NAME 

20-00004677-10 PRODUCT NAME 

81-00004625-10 PRODUCT NAME 

*•- - SYSTEM FOR EMPLOYEE 

00001085 13/05/94 325-00 

23-00004655-10 PRODUCT NAME 

20-00004677-10 PRODUCT NAME 

**- - SYSTEM FOR HOME 

Total orders : 4 

EXAMPLB COMPANY LIMITED 

DETAIL ORDER LIST 

SUMMARY ORDER LIST 

15/06/94 EXAMPLE COMPANY LIMITED 

SUMMARY ORDER LIST 

Total orders : 

OUTSTANDING ORDERS BY PRODUCT 

15/06/94 

Division Product UOM 

SYSTEM FOR EMPLOYEE 

SYSTEM FOR EMPLOYEE 

SYSTEM FOR HOME 

PRODUCT NAME 

10 20-00004677 

10 20-00004677 

10 20-00004677 

Product total 

PRODUCT NAME 

10 28-00004655 

10 28-00004655 

10 28-00004655 

Product total 

Qty 

EXAMPLE COMPANY LIMITED 

OUTSTANDING ORDERS LIST BY PRODUCT 

Customer 

Value Number Name 

.00 325-00 ANY COMPANY LIMITED 

.00 325-00 ANY COMPANY LIMITED 

.00 325-00 ANY COMPANY LIMITED 

LIMITED 

LIMITED 

LIMITED 

LIMITED 

LIMITED 

LIMITED 

EXSGR253 1.25 

Page 1 

Order Our Customer 

Date Order Order 

13/05/94 00001083 

13/05/94 00001084 

13/05/94 00001085 

13/0S/94 00001083 

13/05/94 00001084 

13/05/94 00001085 

13/05/94 00001083 

13/05/94 00001084 

13/05/94 00001085 
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OUTSTANDING ORDERS BY CUSTOMER 

15/06/94 

Division 

Product 

Gp Code Name 

325-00 ANY COMPANY LIMITED 

** SYSTEM FOR EMPLOYEE 

** SYSTEM FOR EMPLOYEE 

•• SYSTEM FOR HOME 

8100004625 PRODUCT NAME 

2800004655 PRODUCT NAME 

2000004677 PRODUCT NAME 

2800004655 PRODUCT NAME 

2000004677 PRODUCT NAME 

8100004625 PRODUCT NAME 

2800004655 PRODUCT NAME 

2000004677 PRODUCT NAME 

Customer total 

Division total 

EXAMPLE COMPANY LIMITED 

OUTSTANDING ORDERS LIST BY CUSTOMER NUMBER 

EXSGR254 1.25 

Page 1 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

.00 

Gross Pft Customer 

Margin t Order No 

Our 

Order No 

00001083 

00001084 

00001085 

00001082 

00001083 

00001083 

00001084 

00001084 

00001084 

00001085 

000010B5 

Order 

Date 

Promised 

Date 

13/05/94 A.S.A.P. 

13/05/94 A.S.A.P. 

13/05/94 A.S.A.P. 

13/05/94 A.S.A.P. 

13/05/94 A.S.A.P. 

13/05/94 A.S.A.P. 

13/05/94 A.S.A.P. 

13/05/94 A.S.A.P. 

13/05/94 A.S.A.P. 

13/05/94 A.S.A.P. 

13/05/94 A.S.A.P. 

OUTSTANDING ORDERS BY DUE DATE 

15/06/94 

Division 

Order Date 

EXAMPLE COMPANY LIMITED 

OUTSTANDING ORDERS LIST BY DUB DATE 

Product 

Code Name 

Quantity Price Value Customer 

Number Name 

EXSGR255 1.25 

Page 1 

Customer Our 

Order No Order No 

Due Date: A.S.A.P. 

13/05/94 **-

Due Date: A.S.A.P. 

13/05/94 *♦-

Due Date: A.S.A.P. 

13/05/94 •*-

SYSTEM FOR EMPLOYBB 

SYSTEM FOR EMPLOYEE 

SYSTEM FOR HOMB 

.00 325-00 ANY COMPANY LIMITED 

.00 325-00 ANY COMPANY LIMITED 

.00 325-00 ANY COMPANY LIMITED 

Due Date: A.S.A.P. 

13/05/94 20-00004677 PRODUCT NAME 

Due Date: A.S.A.P. 

13/05/94 20-00004677 PRODUCT NAME 

Due Date: A.S.A.P. 

13/05/94 20-00004677 PRODUCT NAME 

Due Date: A.S.A.P. 

13/05/94 28-00004655 PRODUCT NAME 

Due Date: A.S.A.P. 

13/05/94 28-00004655 PRODUCT NAME 

Due Date: A.S.A.P. 

13/05/94 28-00004655 PRODUCT NAMB 

Due Date: A.S.A.P. 

13/05/94 81-00004625 PRODUCT NAME 

Due Date: A.S.A.P. 

13/05/94 81-00004625 PRODUCT NAMB 

Due Date total 

Division total 

4 

22 

22 

.00 325-00 ANY COMPANY LIMITED 

.00 325-00 ANY COMPANY LIMITED 

.00 325-00 ANY COMPANY LIMITED 

.00 325-00 ANY COMPANY LIMITED 

.00 325-00 ANY COMPANY LIMITED 

.00 325-00 ANY COMPANY LIMITED 

.00 325-00 ANY COMPANY LIMITED 

.00 325-00 ANY COMPANY LIMITED 

.00 

.00 
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OUTSTANDING ORDERS BY CREDIT AUTHORIZER 

15/06/94 

Division 

EXAMPLE COMPANY LIMITED 

OUTSTANDING ORDERS LIST BY CREDIT AUTHORISOR 

BXSGR2S6 1.25 

Page 1 

Customer 

Number Name 

Credit Approver: LAST, FIRST NAME 

325-00 ANY COMPANY LIMITED 

Our Customer 

Order No Order No 

Order Credit Credit 

Amount Limit Suspend 

.00 10000 N 

A/R 

Balance 

OUTSTANDING ORDERS BY SALESMAN 

15/06/94 

Division 

Product 

Gp Number Name 

Salesman: INITIALS 

Salesman: INITIALS 

Salesman: INITIALS 

Salesman: INITIALS 

20 00004677 PRODUCT NAME 

Salesman: INITIALS 

20 00004677 PRODUCT NAME 

Salesman: INITIALS 

20 00004677 PRODUCT NAME 

Salesman: INITIALS 

26 00004655 PRODUCT NAME 

Salesman: INITIALS 

28 00004655 PRODUCT NAME 

Salesman: INITIALS 

28 00004655 PRODUCT NAME 

Salesman: INITIALS 

81 00004625 PRODUCT NAME 

Salesman: INITIALS 

81 00004625 PRODUCT NAME 

Salesman total 

Division total 

EXAMPLE COMPANY LIMITED 

OUTSTANDING ORDERS LIST BY SALESMAN 

Customer 

Number Name 

325-00 ANY COMPANY LIMITED 

325-00 ANY COMPANY LIMITED 

325-00 ANY COMPANY LIMITED 

325-00 ANY COMPANY LIMITED 

325-00 ANY COMPANY LIMITED 

325-00 ANY COMPANY LIMITED 

325-00 ANY COMPANY LIMITED 

325-00 ANY COMPANY LIMITED 

325-00 ANY COMPANY LIMITED 

325-00 ANY COMPANY LIMITED 

325-00 ANY COMPANY LIMITED 

Extended 

Value 

EXS6R257 1.25 

Page 1 

Gross Mrg Com Our Customer 

Margin % Rte Order No Order No 

.00 0 00001083 

.00 0 00001084 

.00 0 00001085 

.00 34 9 00001083 

.00 34 9 00001084 

.00 34 9 00001085 

.00 22 9 00001083 

.00 22 9 00001084 

.00 22 9 00001085 

.00 42 96 00001082 
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Orders 

RN 

Inuentory / Order Entry 

Reports 

Sales Orders 

1 Lists 

2 Orders 

E Exit 

E Enter selection 

TLSGFO05 1.23 

31/93/93 

Type (2) followed by l<-*Enteri to select Orders. 

The screen will appear as follows: 
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The following report options are available: 

All 

Type Q) followed by I^Enteri to prepare sales orders for all open orders. 

Range 

To print a range of orders type (D followed by I ^ Enter!. The system will prompt you as follows: 

Starting order #: 

Type the order number that you want to start printing from followed by I^ Enter j. The system will then prompt you 

as follows: 

Ending order #: 

Type the order number that you want to stop printing at followed by I*-1 Enter!. The system will prepare the sales 

orders for all the orders within the range specified. 

Change division 

To change to a different division, type (J) and enter the division number you want to produce the report for. Press 

1<-■ Enter | to generate the sales orders for all divisions. 

List 

To get a listing of orders, type Q followed by [<-* Enter!. The system will prompt you as follows: 

[ ]: Enter starting [order number] or [E] to exit 

Enter the order number you want to start listing from and the system will display the orders on the screen. 
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Once you have selected one of the above options. 

The screen will appear as follows: 

The following options are available: 

INCLUDE CLOSED ORDERS 

Type Q and press I^Enterl to include all closed orders. The default value is No, you can press I ■*-* Enter | to accept this 

value. 

Include Cancelled Orders 

Type (y) and press l<-*Enteri to include all cancelled orders. The default value is No, you can press I<-*Enter! to accept 

this value. 

Include all Customers 

The default is to print this report for all customers. You can type (n) to exclude a single customer or Q to print the 

report for a single customer. For both options the system will prompt you to enter the customer's number. |F5 I can 

be used to list all customers. 
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A sample Sales Order follows: 

EXAMPLE COMPANY LIMITED 

STREET ADDRESS 

CITY, PROVINCE 

POSTAL CODB 

905 738-4089 

Bill To 

ANY COMPANY LIMITED 

STREET ADDRESS 

CITY, PROVINCE 

POSTAL CODE 

Ship To 

ANY COMPANY LIMITBD 

STREET ADDRESS 

CITY, PROVINCB 

POSTAL CODB 

Order Date 

13/07/94 

Shipping Date 

30/07/94 

Expected Date 

30/07/94 

Order #: 00001082 Status: Sales journal run 

Customer Code: 32S-00 Customer P.O. tt: Salesperson: INITIALS 

Terms: NET 7 DAYS G.S.T. «: P.S.T. #: 

FOB: WAREHOUSE Ship Via: 

Qty Product 

Ordered Code 

Description 

12 81-00004625 PRODUCT NAME 

Qty 

Ship 

Unit Unit 

Price 

Amount 

SALES ORDER 
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PICKING SLIPS 

rn 

Inuentory / Order Entry 

Reports 

1 Bills of lading 

2 Inventory - daily transactions 

3 Inventory - monthly transactions 

4 Inventory - physical variance 

5 Orders 

8 Picking slips 

7 Product groups 

B Product master 

9 Product price list - Laser 

10 Purchase orders 

11 Receiving 

12 Sales invoices 

13 Sales Journal 

14 Reprint sales journal 

15 Gross profit 

16 Bill of naterials 

17 Pricing natrix 

E Exit 

E Enter selection 

TLSGP0O5 1.23 

31/03/93 

Type (D and press I*-1 Enter! to select Picking slips. 

The screen will appear as follows: 

RH 

1 All 

2 Range 

Starting order t: 

Ending order •: 

Inuentory / Order Entry 

Picking Slip 

TLSGP030 1.08 

31/03/93 

3 Change forn type 

[Standard - plain paper] 

4 List orders 

E Exit 

E Enter selection 
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The report options available are as follows: 

All 

Type Q followed by 14-^Enterl and the system will prepare picking slips for all open orders. 

Range 

To print a range of orders type (J) followed by I*-1 Enter). The system will prompt you as follows: 

Starting order #: 

Type the order number that you want to start printing from followed by I*-1 Enter t The system will then prompt you 

as follows: 

Ending order #: 

Type the order number that you want to stop printing at followed by I<-* Enter 1. The system will prepare the picking 

slips for the open orders within the range specified. 

Change form type 

Type (J) to select a new type of form. Type the letter corresponding to the form type you have. The options are as 

follows: 

(D Standard plain paper 

Q Standard pre-printed form 

GD Standard plain paper - print product categories. 

(2) Standard pre-print form - print product categories 

List 

To get a listing of orders, type Q followed by H-'Enterj The system will prompt you as follows: 

[ ]: Enter starting [order number] or [E] to exit 

Enter the order number you want to start listing from and the system will display the orders on the screen. 

Make the necessary modifications and then type (s) followed by I^Enter) to start processing the report. 

Once the system has processed the report the following message will appear on the screen: 

Processing completed. Press [ENTER] to continue. 
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A sample Picking Slip follows: 

EXAMPLE COMPANY LIMITED 

STRBBT ADDRESS 

CITY, PROVINCE 

POSTAL CODE 

Sold To 

ANY COMPANY LIMITED 

STRBET ADDRESS 

CITY, PROVINCE 

POSTAL CODB 

Ship To 

ANY COMPANY LIMITED 

STRBET ADDRESS 

CITY, PROVINCE 

POSTAL CODB 

Order Date 

04/06/94 

Expected Shipping Date 

A.S.A.P. 

Shipping Date 

Order # 00001105 

Customer Code 325-00 

Customer P.O. # 999999999 

Ship Via 

Quantity Product 

Ordered Code 

Description 

G.S.T. Licence # 

P.O.B. 

Quantity 

Shipped 

BO-00004666-10 PRODUCT NAMB 

Location: 10 - STRBBT ADDRBSS 
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