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About this Book
The Qube ERP™ Sales Order Management User Guide pro-
vides information about the Order Entry, Service Order Tracking, 
Multi-Tax Zone, Accounts Receivable, Multiple Shipping Ware-
houses, and Sales Commissions modules. This book includes such 
topics as Customer Master File, Sales Orders, Pricing & Discounts, 
Contract Pricing, Quotations, Basic and Advanced Service Order 
Tracking, Single-Zone and Multiple-Zone Sales Tax Accounting, 
Invoicing Functions, Invoice & Credit Memos, Introduction to 
Multiple Shipping Warehouses, Multiple Shipping Warehouses Re-
ports, Sales Commissions Setup Issues, and Managing Commis-
sions.

Use this book as a general reference book. 

The Qube ERP™ Sales Order Management User Guide is part 
of a 14-volume set. The other books in the set are:

• General Information User Guide

• System Administration User Guide

• Inventory Management User Guide

• Production Scheduling and Bills of Material User Guide

• Purchasing Management User Guide

• Accounting with Qube ERP™ User Guide

• Accounting with Dynamics User Guide

• Job Costing User Guide

• Order Configuration User Guide

• Global Commerce User Guide

• Implementation Workbook

• Qube ERP™ Sample Reports Book

• Index
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Overview This user guide contains the following topics:

• Customer Master File 

• Sales Orders 

• Pricing & Discounts 

• Contract Pricing 

• Available to Promise 

• Miscellaneous Functions 

• Electronic Data Interchange

• Forecasts

• Quotations 

• Sales Opportunities 

• Basic Service Order Tracking 

• Customer Service Management (CSM)

• Getting Started with CSM

• Using the CSM Module

• CSM Reports

• Invoicing Functions 

• Invoice & Credit Memos 

• Shipment Tracking

• Introduction to Multiple Shipping Warehouses 

• Customer Ship-From Locations 

• Defaulting Quantities Ready to Ship 

• Multiple Shipping Warehouses Reports 

• Sales Commissions Setup Issues 

• Managing Commissions

• Recommended Steps

• Single-Zone Sales Tax Accounting 

• Multiple-Zone Sales Tax Accounting
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Customer Master File

Four windows are used to display customer information: Customer 
Basic Information, Customer Financial Information, Customer 
Expected Accounts Receivable Balances, and Customer Contact 
Information. 

There is also a Customer Master File Browser, to simplify the task 
of viewing and editing customer data. For more information about 
browsers, see “Browsers” on page GEN-72; for specific informa-
tion on the Customer Master File Browser, see “Customer Master 
File Browser” on page GEN-77.

The Customer Contact Information is accessed through a but-
ton in Version 7.35 and through a tab in Version 7.36.

The first window displays basic information, as shown above.

Customer Basic 
Info Window

Main Menu

Order Entry

Customer 
Master File

Customer 
Basic Info
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File Structure Each customer or prospect should have one bill-to name and address 
record. It should contain information indicating where to mail in-
voices and to what addresses shipments are to be sent. Each custom-
er record may have as many ship-to addresses as required.

Customer Code {All Caps, Required, Unique} The value of this field may be calcu-
lated sequentially by the system, be calculated from the customer’s 
phone number, or entered manually by the user. Which option is 
used is determined on the System Set Up, Card #2 window. This 
code will be used by the system to tie sales order and invoice trans-
actions together, so consider the codes you will use carefully before 
entering them. If you decide to edit the customer code and the old 
code has been referenced in many transactions, it will take a while to 
complete the change in all affected files.

USA? The default value of this field is ON (X appearing in the box). When 
this field is on, the window will appear as shown on the previous 
page. When this check box is clicked OFF, however, the window 
changes to allow more free-form data entry, and some of the labels 
change, such as State to Province and Zip to Postal Code:

Customer Status {All Caps, Required, Validated}  Code this field as follows:

A - for active

I - for inactive (the company has gone out of business)

All new records will default to A (Active).
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Country The default value for this field in new customer records will default 
to the value entered in the country field on the system setup window. 

Customer Phone If the customer record has been defined as a US customer (USA 
clicked ON), the number entered into this field will be validated to 
make sure it follows the standard US format for phone numbers 
(xxx-xxx-xxxx). If USA is clicked OFF, no format checking will 
be done. This same logic is followed with the entry made in the cus-
tomer fax number field.

Buyer You may enter a contact name in these fields. For the salutation, en-
ter the following codes

S = Ms.

M = Mr.

D = Dr.

Then enter the first name in the first field and the last name in the 
second field. Make sure you utilize these fields as outlined or you 
will have confusion with data exports, reports and other functions. 
Also, make sure all of your users understand the conventions.

Customer Type 
and Customer 
Type 2

{All Caps, Validated}  These fields may be given up to a four-char-
acter code such as CONT (for contractor), END (for end user), RETL 
(for retailer). The codes and the descriptions of each code are created 
in the function labeled Customer Types, found on the Order Entry 
Functions window. The values found in the customer record are 
then used to default values in sales orders entered for each customer.

Lead Source Enter the code for the lead source.

# Locations Enter the number of locations.



Order Entry
SM-OE-6 Customer Master File

Flagging Problem Accounts 
If a sales order is entered which refers to a customer whose Type #1 
or Type #2 code indicates it to be a problem account, Qube ERP™ 
will display a message cautioning the user of this condition: “This 
customer is a Problem type. Proceed anyway?” If you click on the 
NO button, the data entry will be canceled (see “Customer Types 
Window” on page OE-93). 

Ship-To 
Addresses

Qube ERP™ offers the ability to enter multiple ship-to addresses for 
each customer. You may enter as many of these as you like. The first 
ship-to address entered is stored in the same record as the customer 
information, and is the default ship-to address displayed when view-
ing a customer and entering an order. Additional ship-to addresses 
are stored separately from the customer records, and may be access-
ed using Reference lists when viewing the customer or entering a 
sales order. When more than one ship-to address is present, the icons 
in the ship-to field appear as shown here.

The icon on the left appears when you look at the first or default 
ship-to address, as described above. The icon on the right appears 
when you look at any of the additional ship-to addresses. The only 
difference is that the additional ship-to addresses may be deleted.

A different sales rep and account manager can be associated with 
each customer ship-to address. Note that if there are multiple ship-to 
addresses for any given customer and the sales rep or account man-
ager for the ship-to address is blank, these fields will default on the 
sales order header to the values in the customer billing record.

The tax code and tax rate for customers is also displayed in the ship-
to section of the window. This enables each ship-to record to be as-
sociated with a different tax code and tax rate. This function applies 
when you employ the tax tables. When you enter a sales order, the 
selected tax code and tax rate change if a different ship-to record is 
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selected which contains a different tax code and rate, thus complying 
with the common requirement that taxes be associated with ship-to 
addresses when they are different from the bill-to address. Note that, 
if a customer billing record contains a tax code but a selected ship-
to address contains nothing in this field, the sales order will use the 
bill-to tax code.

Entering Multiple Ship-to Addresses
Entering ship-to addresses (default and additional) requires the user 
to enter only those fields which differ from the billing address. If a 
second division were in the same town with a different street ad-
dress, the data entry might look like this:

Then when the <SAVE> button is clicked, the other fields will be de-
faulted from the billing address, except for the contact and telephone 
information. This is true for all ship-to data entry; entering new ad-
dresses or editing existing ones - default or additional.

To add additional ship-to locations, click the <ADD> button as 
shown:

Add the data for the additional ship-to addresses, and click <SAVE>:
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To find any ship-to location for a customer, use the scroll buttons 
next to the ship to address, or click on the <POP-UP LIST> button:

A Pop-Up list display of ship-to addresses will look like this:

To edit a shipping address, find the address you wish to edit, click 
the <EDIT> button, make your changes. Then click <SAVE>.

You can print a list of customers, and print customer labels for a se-
lected range of customers. To print the Customer List report, select 
it from the Reports menu. To print customer labels from a PC, use 
Avery Label #5160.

Customer Ship-
From Locations 

Qube ERP™ provides the ability to associate a ship-from location 
for each customer. This is useful when a company uses different 
stocking warehouses at different locations to better serve customers 
located at significant distances from each other. The location is used 
during the invoicing procedure. The inventory transaction generated 
during invoicing will pull the stock from the location indicated in the 
appropriate ship-from location. The ship-from location is displayed 
on each customer shipping record as shown on the previous page.
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The location is also displayed on the Invoice Select Orders win-
dow. When displayed on this window, the location acts as a default 
for invoicing purposes and may be overridden by the user.

Sales Rep {All Caps, Validated} Enter a valid Employee Code here. This field 
specifies the person who is responsible for closing sales orders. The 
sales rep code on each sales order header will default to this code 
each time a new sales order is created.

Account Mgr {All Caps, Validated} Enter a valid Employee Code here. This field 
specifies the sales person who is responsible for servicing the ac-
count, not necessarily the one who actually closes any particular 
sales order. The program will reference the employee data file as 
soon as you tab out of this field. If you have entered a code which 
matches one found in the employee file, the system will display that 
employee's first initial and last name. Otherwise, the program will 
display a message indicating that you have entered an invalid em-
ployee code and ask you to try again.

Sales Tax Code Qube ERP™ provides two ways of managing sales tax rates. If you 
have purchased the Multiple Zones Sales Tax Accounting module, 
you must enter a tax code based on this table in this field (see “Mul-
tiple-Zone Sales Tax Accounting” on page TAX-6). 

Otherwise, enter whatever code you wish in this field (usually the 
billing state, but often a county code or some such). When the Mul-
tiple Zones Sales Tax Accounting module is not employed, this 
field is not validated, so be careful (see “Single-Zone Sales Tax Ac-
counting” on page TAX-1).

Once this field is employed, you can print sales tax reports based on 
it. Use the Update Sales Tax Rate function to update the tax rates 
based on this field (see “Update Sales Tax Rate” on page OE-97).
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Resale Tax Rate This is a manually entered field, unless you use the Multiple Zone 
Tax Accounting module (see “Multiple-Zone Sales Tax Account-
ing” on page TAX-6). The number you enter into this field is inter-
preted as a percent and is shown as the default sales tax rate on each 
order entered for this customer. This can be overridden at the order 
entry operation. You can use the Update Sales Tax Rate function to 
update the tax rates based on this field (see “Update Sales Tax Rate” 
on page OE-97).

Sales Activities Customers may have sales activities associated with them. This 
helps track specific activities normally required during the sales pro-
cess. Click on this button to display a window for entering and dis-
playing activities associated with the selected customer:

Entries will be ignored if either the date or the description fields are 
blank. The other columns (activity code, category and contact) are 
not required fields and may be left blank. Activity codes are set up 
in the Sales Activity Codes window; see “Sales Activity Codes 
Window” on page OE-96.

The sales activities have also been integrated into the customer 
search window (see “Search” on page OE-13).
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Letter Clicking this button will cause the system to export this customer's 
data into a mail-merge-able text file called “Sales Data.” This file 
will be placed in your Omnis 7 directory, and will look like this.
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Customer 
Financial Info 
Window

Drill/Write There are two pulldown menus at the top of the screen.

Main Menu

Order Entry

Customer 
Master File

Customer 
Financial 
Information
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Drill Options:

Search This displays an easy-to-use search window, which helps locate 
customer records. This window is shown here:

Using this window, you can search for all of your customers by state, 
type, tax code, or any or all combinations. You can include this sales 
activity, and display all activity codes associated with the customer. 
Once the search is complete, the results will be displayed in the win-
dow, along with the number of records found. Double-click on any 
line in the list to open that customer's record. This list also allows 
you to edit each customer's Tax Code.

A/R List This causes a window to appear which summarizes all customer in-
voices retained in the system. 

Drill Down: You can go to any of this customer's invoices directly 
from this window by double-clicking on a selected line. 
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Record Sorting: You can sort the records by clicking on the 
column headings.

Orders List This causes a screen to appear which summarizes the customer's or-
der history. 

If the order has been invoiced, the invoice number and shipment date 
will also appear. If no invoice number appears, the order has not yet 
been invoiced. You can also show all of the items this customer has 
purchased by clicking the button, <SHOW ITEMS>. To restore the 
window, click the button, <HIDE ITEMS>. 

The information in the Vendor Invoice column comes from the Pur-
chase Order Shipment Job Allocation field. This allows you to re-
view purchases made for this particular sales shipment and vendor 
invoices for those purchases.

Drill Down: You can go to any of this customer's invoices directly 
from this window by double clicking on a selected line. 

Record Sorting: You can sort the records by clicking on the 
column headings.
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Serial #s List This causes a window to appear which lists all serial numbers as-
signed to this customer. 

Drill Down: You can go to any of this customer's invoices directly 
from this window by double-clicking on a selected line. 

Record Sorting: You can sort the records by clicking on the 
column headings.

Quotations List This causes a window to display which shows all quotations for this 
customer. 

Drill Down: You can go to any of this customer's quotations di-
rectly from this window by double-clicking on a selected line. 

Record Sorting: You can sort the records by clicking on the 
column headings.
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Print Profile This displays a report in spreadsheet format showing the number of 
units of every item that customer bought over the past 12 months and 
in which month the purchases were made. The reports shows the 
complete company name, address, phone number, fax number, con-
tact people, year-to-date sales, balances due, open orders by item, 
and sales activity by item over the past 12 months. This is great for 
sales people to have a copy for all customers they are planning to 
make sales calls on. It also helps sales people monitor which items 
were sold to which customers over a period of time.

Cust. Stock This displays the Customer-Furnished Materials window for the 
selected customer. For more information about customer-furnished 
materials, see “Customer-Furnished Materials” on page INV-159.
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EDI Setup This displays the EDI Setup window. Use this option to store the 
Electronic Data Interface partner profile number and load 810 and 
850 setups. For more information, see “EDI Setup” on page OE-103.

Write Options:

Prepayments This runs a utility which will make sure any prepayments collected 
from a customer are properly applied to the customer's sales orders.

Hold Orders This reviews all orders for the selected customer which have an or-
der status of O (Open) or R (Ready) and sets the status to H (Credit 
Hold). To select options for Credit Hold status, see “When a Sales 
Order is flagged as Credit Hold...” on page OE-90.

Clear Orders This reviews all orders for the selected customer which have a status 
of H (Credit Hold) and changes the status code to O (Open).

cc:Sales Ops This will write a copy of this customer record to the Sales Opportu-
nities file. Then you can continue to operate sales op functions on 
the opportunity record and tie any resulting sales back to the custom-
er, thereby monitoring the effectiveness of your sales efforts.

Window Attributes

Ship Via Enter the default shipper for each customer in this field. This infor-
mation will flow through to the invoicing process, and may be over-
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ridden at any time. You can enter any value you wish, or select from 
a predefined list of shippers by accessing the reference list while the 
cursor is resting in this field. The reference list will be in compact 
form and will display all of the predefined shippers. Double-click on 
the desired shipper and it will be inserted into this field.

Ship Terms Enter the default shipping terms for each customer in this field. This 
information will flow through to the invoicing process, and may be 
overridden at any time. You can enter any value you wish, or select 
from a predefined list of terms by accessing the reference list while 
the cursor is resting in this field. The reference list will be in compact 
form and will display all of the predefined terms. Double-click on 
the desired reference and it will be inserted into this field.

Currency This is only applicable if you have purchased the Global Commerce 
module.
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Exempt from all 
Sales Taxes

When this box is checked, no taxes will be computed on the sales or-
ders or invoices. This can be overridden at the order entry operation.

Vendor Code The field Vendor Code may be calculated by the system or it may 
be manually entered by the user. This choice is set on the System Set 
Up, Card #2 (see “System Set Up, Card #2 Window” on page 
SYS-105).

Price Default 
Column

{Validated} Enter a 1, 2 or 3 into this field. The number refers to 
the price column category found when looking at Item Master File, 
Card #1. The number you enter here tells the system which price 
you want the system to default to when entering orders for this cus-
tomer.

Discounts

These discounts are applied in addition to any other price defaults or 
volume discounts. They are incremental, and completely indepen-
dent of any other discounting scheme. If the first discount is zero, no 
calculation is performed.

The discounts displayed above would render the following calcula-
tion on a $100 purchase:

$100 x 0.98 x 0.95 x 0.97 x 0.99 = $89.4039

This is subtly different from 

$100 x (1 - (0.02 + 0.05 + 0.03 + 0.01)) = $89.0000,

but the difference is important in some industries.

The various levels of discount have nothing to do with pricing 
columns or quantity discounts, other than they are calculated on 
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top of any such pricing. There is no relationship to the four fields 
in this discount structure and the four pricing levels shown in the 
diagram above.

Apply Volume 
Discount

Activating this button will apply volume discounts to this customer's 
sales orders. Volume discounts are computed on the basis of each en-
tire sales order (see “Sales Volume Discounts” on page OE-71).

Date Entered This will be automatically calculated when a customer record is add-
ed. It may be overridden at any time.

Resale # Enter the customer resale or tax-exempt number into this field. 
When this field has a value in it, the Update Sales Tax Rate func-
tion will calculate a value of 0 for each customer record, regardless 
of the value in the Tax Code field.

Credit Limit Add the customer's credit limit into this field. When an order is en-
tered which causes the credit limit to be exceeded, the order will be 
flagged as being on Credit Hold. 

Credit hold serves strictly as a flag; orders can still be processed, 
shipped and invoiced. If you increase the value of this field, you will 
get a message similar to this:

If you click <YES>, the system will recalculate the hold status on 
each order, earliest first, until the credit limit is again exceeded, or 
all the orders are reevaluated.

Post A/R GL Sub-
Account

{All Caps, Validated} If you have chosen to use subaccounts in your 
general ledger, you must enter a subaccount in each customer record. 
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If you leave the field blank, Qube ERP™ will fill it with “000”. En-
ter a code other than 000 only if you have more than one accounts 
receivable account in your general ledger. Whatever you enter in this 
field will be shown in the header of all sales orders entered for this 
customer. The subaccount entered in the customer record acts as the 
default for sales orders. The subaccount entered in the sales order 
acts as the default for the subaccount in the invoices.

Payment Terms This section is found at the bottom of the Customer Financial Info 
window and is composed of four separate fields. Examples of how 
these fields can be used are: 2% 10 DAYS, Net 30; Net 30; 
2% 10TH PROX; Net 30; COD, etc. The first example would look 
like this:

If you access the Reference List while in any of these fields, you can 
access up to 10 predefined terms. 

This is how you would enter terms if linking to Great Plains Ac-
counting or Dynamics.

Double-click on any of the selections, and the values will be inserted 
into the fields in the proper formats.

Note: If you are linking to GPA or Dynamics, you will wish to re-
view the terms setup in both applications to ensure that the ta-
bles match each other; otherwise, your terms may become out of 
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sync during the transfer of records from Qube ERP™ to GPA 
(see “Payment Terms” on page GPA-12).

Credit Card # Enter the customer's credit card number in this field, for easy refer-
ence when entering sales orders. Note that if you enter a credit card 
number here, it will appear on every sales order header for that cus-
tomer, even if it has been invoiced, although it will not print on the 
sales order.

VAT Registration 
#

If you have purchased and initialized the optional Global Commerce 
module, you may enter the VAT registration number in this field.

Scheduling 
Priority

{One-character, alphanumeric} Use this field for make to order 
production scheduling. This will flow through to each line item on 
each sales order, however it can be overridden on the sales orders. 
When loading the scheduling queue from sales orders and forecasts 
(i.e., when not using the MPS function), this number will serve as an 
easy reference to each order's relative importance. See “Order Prior-
ity” on page PLAN-105.

Send Statements Activate this flag for those customers to whom you wish to send 
monthly statements. They will be included when you print the re-
ceivables report, Customer Statements. This will also set the corre-
sponding flag in GPA and Dynamics.

Apply Finance 
Charge

Activate this flag for those customers for whom you wish to apply 
finance charges. This will also set the flag in GPA and Dynamics.

Consolidate 
Orders into 1 
invoice

{Checkbox} You can consolidate multiple orders onto a single in-
voice. This is used during the Invoice Select Orders procedure (for 
more information, see “Invoice Select Orders” on page AR-15). 
Qube will display an asterisk (*) in the line when an order selected 
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for invoicing references a customer for which consolidation of or-
ders applies, like this:

This window indicates that orders #2025, 2027, and 2093 will be 
consolidated onto one invoice to ABC Company, while orders 
#2115 and 2121 will also be consolidated onto one invoice for the 
CCC Company. Note that a button is provided which may be used to 
check and change order consolidations. Clicking this button will dis-
play only those orders whose default state is to consolidate, like this: 

You may select individual lines and force them to not be included in 
a consolidation by using the REMOVE SELECTED LINES button. 
This procedure will remove the asterisk (*) from the Invoice Select 
Orders window and cause the order to be invoiced individually.
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Invoices which reference multiple orders will show references to all 
orders and all order items. For example, the invoice header will show 
all order numbers at the top left of the window, like this:

A printed invoice will also display all order numbers plus the PO 
numbers from all referenced sales orders, like this:

It is possible that one or more of the orders which were consolidated 
into a single invoice may have had deposits recorded against them. 
Qube will keep track of the deposit amounts associated with each or-
der and restore those amounts in case the invoice must be deleted.

NOTE: Qube will not consolidate multiple orders onto a single 
invoice if a) the customer code is different, b) the sales rep code 
is different or c) the account manager code is different.

Calculated Fields
The following fields are calculated by the system and cannot be al-
tered manually:

1. Unshipped Orders 2. Year to Date Sales

3. Outstanding Balance 4. Date CR Set 

The value in each of these fields is internally calculated by Qube 
ERP™. For example, when a new order is entered, the value of that 
order will be added to the previously shown total in the field labeled 
Open Shipments. When that order is invoiced, the value of that 
shipment will be removed from the Open Shipments total and add-
ed to the Yr to Date Sales. These fields are designed to allow you to 
easily see how successful you are at converting sales opportunities 
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into invoices for any particular customer. Similarly, the number 
shown in the Balance Due field is increased with each invoice and 
decreased by each customer payment. Many of these fields will re-
calculate if you click on the field label; see “Recalculate Buttons” on 
page GEN-68.

In Great Plains Accounting and Dynamics, the Open Orders and 
Balance Due fields are recalculated by the Update Customer A/R 
from GPS function found under Accounts Receivable -> Miscella-
neous A/R Functions.

Pays Invoices In 
xx Days

This field displays the number of days each customer averages to 
pay his invoices. Qube ERP™ maintains the total number of invoic-
es paid in full by each customer plus the cumulative number of days 
required to pay these invoices in full. Dividing one by the other pro-
duces the average payment days. An invoice is considered paid in 
full when its balance due reaches zero or less, whether or not the paid 
in full status is achieved by cash receipt or A/R adjustment.
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Credit Info

In version 7.36, clicking on the Credit Info tab on either the Cus-
tomer Basic Info window or the Customer Financial Info window 
will display the Customer Expected Accounts Receivable Balanc-
es window. This window allows you to analyze each customer’s 
credit history and to forecast the cash flow from a customer. You can 
view all pertinent information about a customer’s credit worthiness 
from this window. You can also print an AR for this customer that 
includes both posted and unposted invoices, and view and drill down 
from lists of orders and invoices. 

A display of the expected accounts receivable levels over a 15-week 
period is the critical information displayed on the window. This in-
formation is updated transactionally. If a sales order is entered for 
the customer scheduling a shipment in the third week displayed on 
this window, the value of that shipment will be displayed as an ex-
pected AR during that week. In addition, the same value will be 
shown as a reduction in AR in the week in which this customer 
would be expected to pay. Qube ERP™ uses the actual payment his-
tory for each customer to estimate the payment date. 

When the invoice for a shipment is generated, the representation of 
the expected invoice value and date are backed out and replaced with 
the actual invoice value and amount. When credit memo, cash re-
ceipt, and AR adjustments are posted, the value of each transaction 
is used to reduce the expected AR from the appropriate period. 
The  button enables you to view and print the expected net AR 
levels in graphic form.
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Contacts

In version 7.36, clicking on the Contacts tab on either the Customer 
Basic Info window or the Customer Financial Info window will 
display the Customer Contact Information window. You can en-
ter as many contacts for a customer record as you like. Enter any ad-
ditional contact information you choose. When you are finished, 
close the window. Be aware, however, that each contact is treated as 
a new record in the ship-to addresses file. The default address is the 
bill-to address of the customer record (i.e., it is not treated as a new 
address, although each contact may have a unique address).
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Contacts Window A new window has been added to the Order Entry functions to en-
able users to locate records by contact name:

This window allows you to load contacts based on company name or 
contact name within a user-defined range. 
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Sales Orders

Qube ERP™ uses the Sales Order Header window to store and 
display general information about the complete order. 

Customer Code {All Caps, Required, Validated}  Entering this number will cause 
the billing name and address for the customer to whom the invoice 
will be sent to be displayed on the screen. 

Bill To Name & 
Address

This information is pulled from the customer record. You may 
change any of the data on these fields. Be careful, however, be-
cause any changes made here will be written to the customer 
record in the customer file. 

Order # {All Caps, Unique} Qube ERP™ will supply this number for you, 
unless you have specified in the System Set Up, Card #2 window 
that it should not. In this case, you will be required to manually enter 
one. 

Sales Order 
Header Window

Main Menu

Order Entry

Sales Order 
Functions

Sales Order 
Header
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Ship-To Name & 
Address

Qube ERP™ enters the default ship-to address from the customer's 
record automatically. You can change this information without 
changing the ship-to information in the customer's record. This al-
lows you to enter a one-time ship-to address without having to 
change the customer's master record. You may even add a name or 
number to call (in the Call field) and enter a number in the Hours 
Before Delivery box, as a reminder to notify a specified individual 
prior to delivery.

A different sales rep and account manager can be associated with 
each customer ship-to address. Note that if there are multiple ship-to 
addresses for any given customer and the sales rep or account man-
ager for the ship-to address is blank, these fields will default on the 
sales order header to the values in the customer billing record.

The tax code and tax rate for customers are also displayed in the 
ship-to section of the window. This enables each ship-to record to be 
associated with a different tax code and tax rate. This function ap-
plies when you employ the tax tables. When you enter a sales order, 
the selected tax code and tax rate change if a different ship-to record 
is selected which contains a different tax code and rate, thus comply-
ing with the common requirement that taxes be associated with ship-
to addresses when they are different from the bill-to address. Note 
that, if a customer billing record contains a tax code but a selected 
ship-to address contains nothing in this field, the sales order will use 
the bill-to tax code.

Selecting from 
Multiple Ship-to 
Addresses

When the new order is added, the system will default the ship-to ad-
dress to the one found in the basic customer record. If the customer 
has additional ship-to addresses, you may display them in a refer-
ence list. You may then select which ship-to address you want from 
the list.
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Double clicking on one of the selections will cause the system to fill 
in the ship-to address fields from the selected ship-to record.

Note: If the customer record does not contain multiple ship-to 
addresses, clicking this button will display the pop-up list of all 
customers. If you select one of these, the function will insert the 
primary shipping address of the customer selected, so be careful.

Sales Rep/Acct 
Mgr

{All Caps, Validated} Qube ERP™ will default the value of these 
fields to the value of these fields shown on the customer's record. If 
there is no value in the customer record, no default value will be en-
tered. You may accept the default or enter any valid code.

Terms Code This field will be defaulted from the customer record but can be 
overridden. A reference list is provided to make entering the appro-
priate terms easier. Accessing the reference list while the cursor is in 
this field will cause the following window to be displayed. The 
records will be taken from the Payment Terms Setup window (see 
“Payment Terms” on page OE-100).
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Net Days Qube defaults the Net Days to the number you have set up in the Pay-
ment Terms. You may override this number. Qube will also update 
the terms string based on this number to keep them consistent.

Discount Due This manually entered field is useful when special terms are part of 
the order. This field is copied into the invoice header and used to 
help determine the time frame in which a cash discount is allowed.

Cr Card This box will be checked if a terms code has been chosen that has 
been set up as a credit card term.

Credit Card 
Number

If necessary, enter the credit card to which the order should be billed 
here. If the flag,  is set on System Set 
Up, Card #2, then a value must be in this field or the P.O. # field, 
below, in order to process the order.

Cr Card Auth Enter the authorization number for this credit card transaction.

Expires Enter the expiration date of the credit card being used for this order. 
This must be in the format mm/yyyy or mm.yyyy or mm-yyyy.

P.O. # Enter the customer PO number here. You may search and report on 
this field. If the flag,  is set on System 
Set Up, Card #2, then a value must be in this field or the Credit 
Card field, above, in order to process the order.
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Contract # Enter a contract number in this field if necessary. This is for refer-
ence only; however, you may search on this field. This field is not 
related to the Contract Pricing module.

Sale Type This value may be “Phone”, “Walk In”, or other value describing 
how the customer was contacted to make the sale. Three special 
codes cause the system to post certain transactions in a unique way. 
These include TNM (time & materials), REPEAT and DEF (de-
ferred income). 

The code DEF indicates a deferred income sale and involves a pre-
paid contract sale (e.g., warranty service). See “Deferred Revenue 
Sales” on page AR-23. 

Repeat orders involve orders which are billed regularly for the same 
amount. They differ from deferred income sales only in that they are 
not prepaid. Coding an order REPEAT allows the use of the Invoice 
Repeat Orders function which greatly facilitates regular invoicing 
(see “Repeat Codes” on page AP-5).

The special use of the time & material sale (TNM) is described in the 
labor cost entries section of this manual (see “Using Employee Time 
Charges to Increment Billable Labor Hours” on page JC-14). The 
feature allows simultaneous entering of labor cost records and auto-
matic incrementing of billable hours (i.e., a separate entry is not 
needed on the sales order after the cost entries have been made).

Status This field applies to each separate line item, since each one may be 
invoiced separately. The system will code your order item “O” to in-
dicate that it is Open. Orders which have been placed on credit hold 
will be flagged “H” for hold. Orders which have been prepared for 
shipping will display “R” for ready. After the order has been in-
voiced, the system will automatically code this field “I” (Invoiced). 
You cannot enter a code “I” manually, as the system will not accept 
it. To cancel an order or a credit hold, enter an “X” in the field. If 
your system does not relieve inventory upon invoicing, the system 
will insert a code of “S” for an item on an order that has been shipped 
and is ready to be invoiced.
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You can change the status of orders and order items by editing the 
record. If you want the status code reset based on a comparison of 
quantity ordered and quantity invoiced, select Order Status from 
the Sales Utilities menu, in the System Administration module.

If you choose the Disallow Invoicing option on the Sales Order 
Preferences window, be sure that both the line item and the sales or-
der header show a status of H; if either status is set to R, Qube will 
override the Disallow Invoicing feature.

Shipping 
Location

This entry determines from which inventory location items on this 
sales order will be shipped when invoiced. This number comes from 
the customer ship-to address, but you can override it. See “Customer 
Ship-From Locations” on page OE-8.

√ Clicking on this checkmark changes the shipping location to the De-
fault location to pull inventory when Invoicing Non-Scheduled 
orders value from System Setup Card #3. Otherwise, this value 
comes from the Customer Master File, or you can enter it.

Date Fields The Sales Order Header provides a place in which to record three 
different dates:

1. Order Date: The date the order was entered into the data file. 

2. Requested Ship Date: The date the customer requested deliv-
ery. This field serves as the default ship date shown on the Sales 
Order Items window (in the bottom left of the window). If you 
change this date, Qube ERP™ recognizes this change and dis-
plays a NO/YES DIALOG BOX (defaulting to NO) asking if you 
wish to change all scheduled ship dates for all items to the new 
date. If you click <YES>, Qube ERP™ will change all dates for 
all items on the selected order which have not been shipped in 
full. When an order contains many items, this feature can save a 
lot of time. 

3. Last Shipped On: The date the last shipment was made. Since 
there may be multiple shipments for each sales order, this date 
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will change after each shipment is invoiced to display the last 
shipment date. 

Shipment Terms The following codes are recognized and interpreted in reports:

PPA = Prepay and Add

PPL = Prepay and Allow

WC = Will Call 

COL= Collect

Change # Enter the change number used when reissuing a revised sales order.

Sub The Accounts Receivable subaccount number defaults from the 
Customer Financial Information window. 

Dept Enter the department number associated with the GL account.

Terms Discount% Enter a terms discount, if applicable. Terms discounts are unit price 
discounts which are provided for sales orders entered within a given 
date range and paid for within that date range. Sales order items are 
recorded at “list” price but the customer may get that price reduced 
by buying within a “pre-season” period and paying the invoice by a 
defined due date. 

Cases Shipped Enter the number of cases shipped; this value will appear on the bill 
of lading.

Est. Freight Enter the estimated freight; this value will appear on the bill of lad-
ing.

UPS Zone Enter the UPS zone.

Via Enter the name or type of carrier that you are using to ship.

Change Date Enter the change date.
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Customer 
Deposits 

If a customer deposit has been applied to this order, the value of the 
deposit will be shown on the screen, whether or not that deposit has 
been posted. After the order has been invoiced, the value of the de-
posit will be applied to the invoice and the deposit field will be cal-
culated to zero.

Bill of Lading # Enter the Bill of Lading number.

Entered by: This field automatically displays whom the order was entered by.

Currency Enter the currency to be used for this shipment.

Currency 
Exchange Rate

Enter the exchange rate for the currency that will be used for this 
shipment.

Sub-Total This is automatically calculated and cannot be changed manually; 
however, if you wish to update this field, click on the field label and 
Qube ERP™ will recalculate the sub-total.

VAT Tax Enter the VAT tax.

Freight Tax Enter the Freight tax.

Freight Enter the Freight charge.

Handling Enter the handling charge.

Order Total This is automatically calculated by the system and cannot be 
changed manually.

Order Header 
Comments

Use this area to print up to 3,000 characters of comments for the or-
der header. These comments can be printed on the order/invoice or 
work order records by clicking one or both of the buttons at the bot-
tom of the section:
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Version 7.36 also allows you to view comments from the customer 
master file. Click on the zoom box in the lower right corner of the 
comments box (not present in versions 7.35 and previous).

Customer 
Financial 
Information

If you have been given access to customer financial information, 
Qube ERP™ displays the information at the bottom of the Sales Or-
der Header window. When no access is allowed, this field will be 
blank.

Print You may print directly from this window, by clicking on the Print 
pulldown menu in the upper left corner of the window:

This Print menu provides the same user choices that are provided 
from the Reports window. You may choose to print the sales order, 
a packing list, a pick list, a work order, or a bill of lading. 

If you choose to print a packing list, you will be prompted to enter a 
list of order numbers. 

If you choose to print a pick list or work order, you will be prompted 
to enter a range of order numbers.



Order Entry
SM-OE-38 Sales Orders

If you choose to print a bill of lading, you will be prompted to enter 
one or several sales order numbers, and you can choose whether to 
print zero shipping quantities. 

Bill of Lading A bill of lading associates with an invoice number and a sales order 
number. Printing a bill of lading increments the bill of lading num-
ber. A bill of lading will look like this:
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Sales Order Items 
Window

Using this window, you can view and edit all items and all ship dates 
of each item in one place. There are several versions of the Sales Or-
der Items window. It will look different when using Option Selec-
tion, when assigning Lot & Batch Numbers during order entry, and 
when using ad specialty (that is, when a business sells mostly drop-
shipment items, rather than orders to be filled from inventory). 

Show Option 
Selection View

Main Menu

Order Entry

Sales Order 
Functions

Sales Order 
Items
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Show Ship Dates 
+ Order Item 
Notes View

View with Option 
Selection turned 
off via System 
Setup Card #1
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View with Lot & 
Batch turned on 
via System Setup 
Card #1

View with Ad 
Specialty turned 
on
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View with 
Advanced Option 
Selection turned 
on 

View with 
Process-Oriented 
Order Entry
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Another view of 
Process-Oriented 
Order Entry

Sales Order Items Windows, General Attributes
These attributes apply to most of the Sales Order Items windows, 
but specific windows will vary.

Order-Line 
Numbers (Job 
Numbers)

Line items are child records to sales order headers; that is, they are 
separate records which are linked to order header records. The sys-
tem will accept any number of line items per order, up to 99. This 
Sales Order Line Number will increment every time a new line 
item is added to the order. Do not be alarmed if there appear to be 
missing line numbers. This can be caused by entering and then de-
leting line items, as the system protects the original line numbers 
from alteration. This is essential since the Sales Order Line Num-
bers are referenced as job numbers in other system transactions (in-
ventory transactions, employee time charges, etc.)

Item Code {All Caps, Required, Validated}  Enter a valid Item Code which 
will be recognized when the system looks up the code in the inven-
tory file. If it does not find a match, the function will display a mes-
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sage asking you to try again. If a match is found, the description of 
that item will be displayed at the bottom of the array.

Non-stock items can be entered on this screen by entering an item 
code of NON STOCK ITEM. You may add a more detailed descrip-
tion of the non-stock item in the Item Description field.

Order Date Each order item carries its own Order Date. This enables the system 
to record new additions to any sales order while reflecting that addi-
tion with its own date. The date will default to the date on the sales 
order header but may be modified to any date value. 

Status This field applies to each separate line item, since each one may be 
invoiced separately. The system will code your order item “O” to in-
dicate that it is Open. Orders which have been placed on credit hold 
will be flagged “H” for hold. Orders which have been prepared for 
shipping will display “R” for ready. After the order has been in-
voiced, the system will automatically code this field “I” (Invoiced). 
You cannot enter a code “I” manually, as the system will not accept 
it. To cancel an order, enter an “X” in the field. If your system does 
not relieve inventory upon invoicing, the system will insert a code of 
“S” for an item on an order that has been shipped and is ready to be 
invoiced.

The status of orders and order items can be manually changed by ed-
iting the record. If you want the status code reset based on a compar-
ison of quantity ordered and quantity invoiced, select ORDER 
STATUS from the Sales Utilities menu, in the System Administra-
tion module.

Unit of Measure {All Caps, Required, Validated} The value of this field will default 
to the Sales Unit of Measure for the item being sold as shown in 
Item Master File, Card #1. If you override this value and the unit 
entered is not the stockkeeping unit or the unit of sale, the Stock-
keeping Unit of Measure will be substituted. If the unit of sale is 
entered, the number of SKUs pulled from inventory when the item is 
shipped will depend on the number of SKUs per unit of sale as 
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shown in the inventory master file. For example, a sale of 1 case 
when each case equals 10 SKUs will reduce inventory by 10 SKUs. 

Quantities: Ordered 
Enter the Quantity Ordered into this field. Note that if you schedule 
an order and then go back and change the quantity ordered, Qube 
treats this as a new job, using the quantity difference instead of the 
total quantity. 

Shipping
Enter the quantity which can be shipped immediately into this col-
umn. Qube ERP™ defaults this value as the quantity ordered if the 
quantity in general stock minus quantity committed to sales for the 
selected item provides enough to fill the order. Otherwise, only the 
amount available per this calculation will be entered. You may re-
place that value with any other value you wish.

Invoiced
The value displayed in this field is calculated by Qube ERP™ and 
cannot be manually changed. When an order is invoiced, the value 
shown in Shipping is added to the value shown in Invoiced. The 
value in Shipping is then calculated to zero.

B/O 
This is calculated as the quantity ordered minus the quantity in-
voiced. It is important to note that this does not mean the quantity or-
dered minus the quantity shipping; it is the quantity shipped, or 
invoiced already.

Unit Price The value of this field will be defaulted by looking up information in 
the item master file and the customer's record. The number may be 
manually changed to any value. For information on how discounts 
are calculated, see “Pricing & Discounts” on page OE-69.

Item Description This information is also read automatically from the item master file 
and will be filled in as soon as you enter the Item Code. You can 
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override this value for each order. Changes you make in this field are 
for this order only, and will not impact the item master file record for 
the item or other orders. If the order is for a non-inventoried item, en-
ter an item code of NON STOCK ITEM. Then you may fill in a more 
complete description of the item on the many descriptive fields 
found on the screen.

Item Comments Notes 1
As on the Sales Order Header, the line item notes can also be print-
ed on the sales order/invoice or work order by clicking on one of the 
buttons under the field.

Notes 2
For even more power and flexibility, you can access a second notes 
field. Click on the GROW BOX just above the notes field, all the way 
to the right of the window:

This will display a window with the following additional comments 
field. To restore the original window, click the GROW BOX again.

Misc Fields Rep Commission
This value is automatically calculated, based on the values set up in 
the commissions set up for the rep designated on the Sales Rep field 
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on the order header, and the value of the commissionable items 
found on the sales order. It can be overridden if you choose.

Acct Mgr Comisn
This value is automatically calculated, based on the values set up in 
the commissions set up for the account manager designated on the 
Acct Mgr field on the order header, and the value of the commis-
sionable items found on the sales order. You can override it.

Editing Sales Commissions
Sometimes you will want to override the amount computed automat-
ically by the system to reflect an amount which applies to just a spe-
cific case. This may be done by editing the amount in these fields. 

Sometimes, the details of a sale will change (e.g., unit price or quan-
tity ordered will change) and you need to have the system recompute 
the sales commission amount based on the new information. The 
commission fields must be blank or the system will not recalculate. 
If this were not true, you would attempt to override the auto calcula-
tion and have the new value overridden. It would be very frustrating. 
It follows the same assumption as the price defaulting. The system 
will default the selling price only if the price field is currently blank. 

Batch
Use this field to enter in the batch number for the item if you are us-
ing lot and batch tracking. For more information, see Lot & Batch 
Tracking.

Budget
Each item of each sales order, forecast and quotation may have a 
budget. This field is displayed in the lower right corner of order item 
detail window. Qube ERP™ computes the number as the total “cur-
rent” unit cost of the item being sold (at the time the order item was 
entered) times the number of units ordered. You may edit the value 
to change it to your best estimate, in the event the item being sold is 
a special configuration and is expected to cost more or less and the 
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current cost recorded in the item master file. This field is included on 
most job cost reports, which are found in the Job Cost & Labor Re-
ports window.

Scheduling Priority
{One-character, alphanumeric} Use this field for make-to-order 
production scheduling. This will flow through from the customer file 
to each line item on each sales order; however, it can be overridden 
on the sales orders. When loading the scheduling queue from sales 
orders and forecasts (i.e., when not using the MPS function), this 
number will serve as an easy reference to each order's relative impor-
tance. See “Order Priority” on page PLAN-105.

Pre-Invoice
Some companies will wish to ship and print invoices for sales orders 
before actually creating the invoice records. This is primarily the 
case for very high-volume companies who ship lots of sales orders 
per day. In these cases, the system will create a printed invoice and 
assign an invoice number, but no invoice record will be created in 
the system. The Pre-Invoice field is where this number is stored. 
You can rely on the system to assign it, or you can assign it yourself, 
manually (however, if you do, the invoice created from this sales or-
der will reflect the number you enter). An entry in this field will ap-
ply to all line items on the sales order. You can only use a numeric 
value in this field; if you enter a number that ends with an alpha char-
acter, Qube will not use the number but just assign the next sequen-
tial invoice number.

Discounts%
These fields reflect the same values as the discounts fields on the 
customer master file. See that section for a complete description of 
these fields, and how they behave.

Posting Map Code
Qube allows posting maps to be associated with individual lines of 
each sales order, thereby enabling each order item to be posted to 
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different GL accounts under user control. See “Sales - COGS Post-
ing Maps” on page GL-50.
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Shipping Records

Shipping records are child records to sales order line items; that is, 
they are separate records which are linked to line item records. Qube 
ERP™ allows you to enter as many shipment dates for each line item 
of each order as you wish, each with corresponding quantities. The 
system will schedule the entire quantity on the date shown on the 
Sales Order Header as Requested Ship Date. You may then 
change that to show any additional shipment dates. You may also in-
crease the total quantity ordered for that item by scheduling more to 
ship than was originally shown. 

CAUTION: Because changes in the quantities shown in the ship-
ping schedule are automatically reflected in the item total fields, 
you must be careful to do these properly. For example, you may 
have set the quantity shipped as 3 on your order item list. But 
if you edit your shipping schedule and show only two in the Ship-
ping field, Qube ERP™ will follow your instructions and change 
the quantity shipped on the order item to 2.

Sched. Ship Date This is the date the system assumes you wish to have the item 
shipped. All MRP and scheduling functionality keys off this date.

You must click in this field, using the mouse, in order to access the 
multiple ship date function. Otherwise the system will assume you 
desire only one ship date for the item. This date will default to the 
date found in the Requested Ship Date field on the Sales Order 
Header. You may sort by scheduled ship date.

Once you have clicked into this field, the system will monitor the 
ship records until you have met the requirement designated in the or-
dered field in the line item section. In other words, as you <TAB> out 
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of the Shipping field, the system will check the Ordered field to see 
if the cumulative total of quantity ordered in the shipping records 
equals or exceeds the quantity ordered in the Line Items section. If 
it does not, the cursor will jump to the next line in the Shipping 
Records section to create a new shipping record. If it has, the cursor 
will jump to the next line in the Line Items section to create a new 
line item.

Requested Ship 
Date

The purpose of this field is to allow you to adjust the scheduled ship 
date, but maintain an accurate history of the customer's Requested 
Ship Date for evaluation purposes. The system will run MRP and 
production scheduling based on the Scheduled Ship Date. Some-
times, however, due to circumstances beyond your control, it will be 
necessary to adjust the scheduled ship date to more accurately reflect 
your current situation. In these cases, leave the Requested Ship 
Date at the original value, and you will be able to determine if you 
are meeting your commitments on time.

Ordered This is the quantity ordered, and the total accumulated number of 
items ordered in the shipping records must equal the total ordered in 
the line item records. Shipment record totals will always override the 
line item record totals, once you have begun the process of entering 
shipment records. Therefore, if you enter multiple shipment records, 
be sure that the quantities you enter into the shipment records are 
correct, because if they differ from the amount entered into the line 
item Qty Ordered field, it will be recalculated when you click 
<SAVE>.

Shipping When the order is ready to ship, enter the quantity shipping in this 
field. In this way, you prepare the order for invoicing. You may edit 
this field directly from this window, or from one of the invoicing 
functions found in the accounts receivable module (see “Invoicing 
Functions” on page AR-1).
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Display Only 
Fields

Invoiced
This field will reflect the quantity invoiced in previous invoicing 
procedures. It is possible with Qube ERP™ to make partial ship-
ments, even on individual shipment records. Therefore, this value 
will sometimes be less than the total quantity ordered.

Back Ordered
This quantity reflects the quantity ordered minus the quantity in-
voiced. Quantities ready to ship are considered backlog until they ac-
tually ship.

Status
This field reflects the status of a shipment record. This is automati-
cally calculated and cannot be changed manually; however, if you 
wish to update this field, click on the field label and Qube ERP™ 
will recalculate the status. It can be one of the following.

1. Not Sched.

This is the default status when an order is first entered into the 
system. It indicates that no additional operations have been per-
formed on this shipment record.

2. Invoiced

This indicates that the item has been completed and invoiced in 
full.

3. Cancelled

This indicates that the order has been cancelled.

4. Released

This indicates that the order has been released.

5. Fixed

This status is the result of the Unscheduled->Fixed Orders 
function found in the Production Planning module. When 
records are flagged as Fixed, you may not edit the Sched Ship 
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Date or Ordered fields for that item. You may, however, edit 
the Requested Ship Date and Shipping fields, as these do not 
adversely impact the production schedule.

6. Sched.

This indicates that this item has been scheduled. When records 
are flagged as Sched., you may not edit the Sched Ship Date or 
Ordered fields for that item. You may, however, edit the 
Requested Ship Date and Shipping fields, as these do not 
adversely impact the production schedule. The status may be 
indicated as Sched. All, Sched. Internal, or Sched. Vendor.

Sales Shipment 
Code

This is the unique record address for each shipping record. It is used 
by the system to link records which may be associated through pro-
duction planning and MRP. It is also used as a reference when the 
user is operating on shipment records, such as preparing them for in-
voicing, etc. 

Tracking 
Shipping Weight

As you enter an order, the system keeps track of the shipping weight 
(Weight per sales unit from Item Master File, Card #1 times 
Shipping quantity on the Sales Order Items window). If you view 
the Sales Order Header (press <COMMAND/CTRL-B>) after en-
tering all items and before clicking the <SAVE> button, you will see 
the shipping weight of the items expected to ship:

This information may then be used to determine the likely shipping 
charge and that may then be entered in the order header. It is dis-
played at this time, because the system expects that, now that you 
know how much weight is about to be shipped, you may now want 
to enter a shipping charge on the order header window.

Schedule this 
Order

{Button} To have access to this button, you must have security priv-
ileges to run Finite and Infinite Production Scheduling under pro-
duction planning. You can only use this button for a new, 
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nonscheduled order; if an order has already been scheduled and you 
attempt to change the quantity and reschedule using this button, 
Qube will treat this as a new job, using the quantity difference in-
stead of the total quantity.

Click this button to run production scheduling procedures directly 
from this window. The following window will appear:

Either finite-load or infinite-load scheduling can be performed. You 
may also review the scheduling audit by selecting the “Print Sched-
uling Audit” check box.

Note: the SCHEDULE THIS ORDER button provides a conve-
nient alternative to using the Production Scheduling window but 
it is not a true substitute. You will not be able to run the Set Up 
to Reschedule procedure or a PO expediting report from here. 
In most cases, it is still best to use the Production Scheduling 
window to run production scheduling procedures. 
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Viewing 
Shipments to a 
Customer

It is possible to access a window which will provide a quick view of 
everything shipped on a sales order to a customer. This window 
looks like this:

To view this window, DOUBLE-CLICK on any line item in a sales 
order. If any item on the sales order has shipped, the window will ap-
pear reflecting that information. If no items have shipped on a sales 
order, the window will open, but will remain empty. You can sort the 
list on any of the columns by clicking the column heading.

You may press the OPTION or CMD key while double-clicking on 
the Order Items window to bring up the invoice related to the order.

If you wish to view all items shipped to a customer on all sales or-
ders, click the button. 

This provides a comprehensive list of all shipments to the customer. 

Sorting: You can sort the list on any of the columns by clicking the 
column heading.

You may add a new sales order or duplicate an existing one; you may 
also duplicate one sales order item as well as an entire sales order.

Duplicating one sales order item is especially useful when you have 
set up an order item with a list of associated options and the option 
selections, quantities and option comments have been set up in a way 
which should also apply to the next item. Sometimes the options will 
be the same for each item on a sales order but only the dimensions 
of each order item will change.
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Bill of Lading Version 7.36 allows you to print bills of lading for each shipment. 
This is accessed from either the Print menu found on the Sales Or-
der Header window or the Booked Order Reports list (see “Print” 
on page OE-37). Each bill of lading should have a different bill of 
lading number. This field value is set up on System Setup Card #2 
(see “System Set Up, Card #2 Window” on page SYS-105), along 
with all of the other “Last Used Numbers.”

Qube ERP™ assigns a new bill of lading number for each new sales 
order. However, there is a possibility of multiple shipments on any 
sales order, requiring the bill of lading to be updated when additional 
shipments are made. Qube checks for new shipments by looking for 
an invoice issued against the current order and comparing the current 
Last Shipped On from the Sales Order Header with the Shipped 
On field found on the related invoice. If the date found on the order 
is later than the date found on the invoice, Qube infers that a new 
shipment is being made and prompts you to decide if a new bill of 
lading number should be assigned.

It is always safe to respond by clicking the YES button. The bill of 
lading number will be copied into the invoice record when the order 
is invoiced.

Adding a New 
Sales Order

• Follow these steps when entering a new 
order

1. Click <NEW> or select NEW from the Action 
menu.

2. Enter the Customer Code of the customer who 
is placing the order.

If you do not know the customer code, but do know the first few 
letters of the customer's name, enter these and then press 
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<TAB>. The system will display the pop up list of customers 
and search the list for a customer whose name begins with the 
letters you entered. The system will select the first customer in 
the list whose name matches your entry:

3. <TAB> through the remaining fields of the Order 
Header window, providing the information as it is 
requested by the system. 

For example, the screen allows you to enter special instructions 
on how the delivery is to be made. 

4. Enter the line items for the order.

Once you have completed the Order Header, telling the sys-
tem who is placing the order, where it must be shipped and 
under what terms the order is being placed, you must tell the 
system what is being purchased by this customer. Do this by 
clicking the <ITEMS> card tab. The system allows you to enter 
all information about all the items and options and shipment 
dates for each item.

5.  Click <SAVE> to write the data to disk.

Credit Limit 
Restrictions

After the new order is entered and you click the <SAVE> button, the 
system will attempt to add the order to the open orders file. If the val-
ue of open orders plus open receivables exceeds the customer's cred-
it limit, the order will be coded H (Credit Hold). All outstanding 
receivables plus outstanding unshipped orders are added up to deter-
mine how much of the customer's credit limit has been used up. For 
example, a customer may have a credit limit of $5,000.00. It may 
owe your company $1,000.00 and also have ordered another 
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$3,000.00 worth of product. A new order being just put into the com-
puter for another $2,000.00 worth of product will be coded H (Credit 
Hold), as these would total $6,000.00.

Duplicating an 
Existing Sales 
Order

• Follow these steps when duplicating a 
sales order

1. View the sales order that you wish to duplicate.

2. Click the <SAVEAS> button.

The following dialog box will appear:

Duplicating One 
Sales Order Item

• Follow these steps when duplicating one 
sales order item

1. View the Sales Order Item window and highlight 
the sales order item that you wish to duplicate.

2. Hold down the Option key (for Mac) or Control 
key (for Windows) and click the <SAVEAS> button.

The following dialog box will appear:

This function is especially useful when you have set up an order 
item with a list of associated options and the option selections, 
quantities and option comments should also apply to the next 
item. Sometimes the options are the same for each item on a 
sales order and only the dimensions of each order item change.



Order Entry
Sales Orders SM-OE-59

Adding a New 
Customer during 
Order Entry

1. If you know that the customer record is not in 
the data file, type the word NEW into the Bill To 
field:

When you <TAB> out of this field, the system will display a 
window on which you can enter information about the new cus-
tomer, as displayed below:

2. Fill in the new customer information. 

It is particularly useful to use the Customer Type field in this 
window, as it will automatically default payment and shipping 
terms, etc., for the customer you are adding. When you have 
completed this record, click <O.K. PROCEED WITH THE 
ORDER> or, to cancel the transaction, click <CANCEL NEW 
ORDER & NEW CUSTOMER>. The system will return you to 
the order header screen and will display the customer informa-
tion you just entered in the order header window.
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Editing a Sales 
Order

Customers sometimes change their minds, increasing or reducing the 
quantity ordered, changing the ship date, canceling one item and 
adding a different one to the same order. 

• To change an existing order, follow these 
steps:

1. Find the order you want.

• You can find an order by pressing <CTRL/COMMAND 
F>, entering the Order Number you want, and pressing 
the <ENTER> key. 

• You can also tab through the indexed fields and select the 
one you want, such as customer PO# or bill-to code.

The order you are looking for will appear on your screen.

2. Press <CTRL/COMMAND E> or select <EDIT> from 
the Action menu. 

The cursor will first appear in the Bill To field. If this is the field 
you wish to change, do so.

3. <TAB> to the next field that you wish to change, 
and make the necessary revisions.

4. Press the <ENTER> key or click <SAVE> to com-
plete the transaction. 

The result will be that all the information about a specific order 
will change and, if your changes affected the dollar value of the 
order, the open order totals in both the customer file and the 
item master file will reflect those changes.

If you wish to cancel the changes, click the <CANCEL> button 
or press <CTRL/COMMAND-.> (Period).

Remember when changing or deleting line items or shipment records 
that it is necessary to <TAB> through the entire line when editing 
values in lists. Otherwise the changes will sometimes not register.
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Delete an Existing 
Order or Line 
Item(s)

If you are not already looking at the record you want to delete, click 
<FIND>. Then enter the order number to instruct the system to find 
the order you want to delete.

• If you want to delete only a line item and not 
the entire order 

1. Go to the Sales Order Items window. 

2. Click <EDIT>, and then click on the list line of the 
item you wish to delete. 

3. Click in the Item Code field of the item you wish 
to delete. 

4. Press <DELETE> or <CLEAR> on your keyboard to 
blank out the item code. 

As you tab out of the blank item code field, the remaining fields 
relating to that item will be cleared and the system will auto-
matically place your cursor on the next line in the list. 

5. Click <SAVE> and the order will be edited, remov-
ing the order item and related shipment records.

• To delete the entire order

1. Click <DELETE>. 

The system will ask you to confirm that you do in fact want to 
delete the entire order. 

2. Click <YES>, and the whole order will be deleted.

If shipments have already been made on the order or item you 
wish to delete, the following message appears to remind you.



Order Entry
SM-OE-62 Sales Orders

Booked Order 
Reports

Select Booked Orders from the Reports menu. It is a sub-menu of 
the Sales Reports selection. A long list of reports are available to se-
lect from.

Parts History reporting: here are several reports in the Booked Or-
ders reports list that would be valuable, as well, such as the following 
which are found among the Booked Order reports:

Printing Sales 
Orders, Work 
Orders, etc.

Select Booked Orders from the Reports menu. It is a sub-menu of 
the Sales Reports selection. Scroll down the reports list to the group 
labeled Print Some. This will show a list of reports which you can 
print in either a document range or a date range.

Sales Orders
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Backlog

Use this window to review your customer backlog, and to prepare 
items for shipment. This is the same window you get when you ac-
cess the  function in the Accounts Re-
ceivable module.

Backlog List Card 
#1

Card #1 displays the shipment records as described in “Shipping 
Records” on page OE-50 of this chapter.

You can load the records for one item, for one order, for one ship-
from location, or for one customer; or you may load all jobs, items, 
and customers. A date range is used to load the window. After mak-
ing your selection, all backlogged items will display, including 
quantities already prepared for shipping, and excluding those items 
flagged as ready to ship. To make this determination, you will be 
presented with the following choice after clicking the  
button: . Selecting this function will load all 
open shipment records, including those which have already been 
flagged as ready to ship. These items are reflected by the presence of 
a number in the Quantity to Ship field.

Once the items are loaded, they can be sorted by clicking on the var-
ious column headings. Double-clicking on any item in the list will 
open the Sales Order Line Items window in which the record was 

Main Menu

Order Entry

Sales Order 
Functions

Backlog List
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entered. You may also print directly from this window, using the 
Print menu in the upper left corner of the window. Click on the word 
“Print”, and the menu will display:

Select the lines from the Backlog List window that you wish to 
print, and choose Packing Lists, Pick Lists, or Work Orders to print 
just the selected orders. If you choose the Export Manifest Data op-
tion, the following message will display on a Windows-based PC:

The file will reside in the same folder as the data file.

On a Macintosh, the following message will display:

The file will reside in the same folder as the data file.

Version 7.37 provides the ability to print a flat Kit List from the sales 
backlog list for selected lines. The function will sort all selected lines 
by item code, total the quantity of all selected lines for each item and 
print a flat kit list for each item. The report will also show all selected 
sales orders for which the kit list applies in its title. A separate page 
will be printed for each kit list. This report assists in determining 
which kits needed to be assembled to make which sales shipments.
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Follow-up List 
Report

You can also print a follow-up list report after loading the Backlog 
List window by clicking the  button. From the File 
menu, select Print Open Shipments. The report is titled Follow Up 
List.

Backlog List Card 
#2

Card #2 displays the Sales Order Shipments Schedule window. 

This window displays the ship-to company name and a Quantity 
Available column. The Quantity Available is defined as the gener-
al stock value minus the total value of “quantity to ship” values for 
each item at the time the list was loaded. Qube ERP™ maintains a 
total “quantity to ship” field in each item master file record. This 
field is updated whenever the shipping quantity changes (while edit-
ing a sales order item, invoicing an order item, deleting an invoice, 
or editing the sales order backlog shipping quantity). This allows 
you to disburse net quantities available over the many orders which 
may be demanding these quantities. After any shipping quantity is 
edited, Qube ERP™ will update the Quantity Available on all lines 
of the list which reference the selected item.
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Preparing Orders 
for Invoicing

You can use this window to prepare shipment records for invoicing. 
This can be done in two ways:

1. Edit the shipment records individually. This method will allow 
for partial shipments of each shipment record. Click <EDIT>. 
Scroll to and click on the shipment record in the list (or use the 
up and down arrow keys). Then edit the value in the Quantity 
to Ship field. If you are tracking production batches, enter the 
Batch Number in this field. When you are finished editing the 
shipment records, click <SAVE>. If you wish to cancel the 
transaction, click <CANCEL>.

2. Edit several shipment records at once. This method only allows 
you to flag items as shipping in full. Click <EDIT>. Select each 
shipment record you wish to flag. You can select several ship-
ment records in the list in the normal manner. Once the proper 
items have been selected, click the button, 

3. Then click <SAVE>. If you wish to cancel the transaction, click 
<CANCEL>.

You can combine these two methods if required.
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Backlog 
Spreadsheet

Spreadsheet 
Windows

Qube ERP™ contains several windows which allow the presentation 
of data in spreadsheet form. For example, if you have several out-
standing orders for an item with scheduled delivery dates in different 
time buckets, it is useful to be able to see this demand represented as 
one line on a window showing the total requirements for each period, 
rather than listing all the different lines with no total. Forecasts, 
backorders, scheduled PO receipts, production material require-
ments and work center capacity requirements are all areas in which 
it is often helpful to be able to view large blocks of data summarized 
with total requirements for selected periods. 

For detailed information on how to use the spreadsheet windows, see 
“Spreadsheet Windows” on page GEN-86.

Main Menu

Order Entry

Sales Order 
Functions

Backlog 
Spreadsheet
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Follow Up List

When the Sales Order Items window is used with either the Ad 
Specialty interface or the rules-based configurator interface, a fol-
low-up date is displayed on the right side of the Sales Order Items 
window:

With the configurator, the follow-up date applies to each option. 
With non-configurator windows, the follow-up date applies to each 
sales order item.

Main Menu

Order Entry

Sales Order 
Functions

Follow Up List

Follow-up date
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Pricing & Discounts
There are several elements used in determining the default price to 
display for each item on the Sales Order Items window. These in-
clude column pricing, customer discounts, volume discounts and 
contract pricing, which is sold as a separate option. We will exam-
ine all of these in this section.

Column Pricing First the customer record is examined to determine which column 
to use in reading the item master file default prices. The Price De-
fault Column selection for each customer is found on the Custom-
er Financial Information window.

Next, the item master file record is looked at to look up the appro-
priate unit price for the quantity ordered, as entered on the sales or-
der item. Since there are three different quantity and price columns 
on each item master record, the system will look at the unit price in 
the column specified by the customer record, as shown above (in 
this case, the price would come from column 2). Or, if the sales type 
selected for this sales order specifies that a special quantity level be 
used, the system will read the price/quantity row specified by the 
Sales Order Type record (see “Sales Type Codes Window” on 
page OE-91).

As you set up this window, be aware that the quantities are calculat-
ed for the quantities entered in the field and above. In other words, 
the first price level shown would reflect quantities of 1-24, the sec-
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ond level would be 25-74, and so on. If you wanted the third level to 
be 75 and up, you would enter 75 in the third level and leave the 
fourth blank. Each column may reflect different quantity breaks.

Customer 
Discounts

Next, discounts may be applied to the unit price. Each customer 
record contains up to four different discounts which may be applied 
to the unit price selected from the item master file. These are dis-
played on the Customer Financial Information window.

These discounts are applied in addition to the column price defaults. 
They are incremental, and independent of other discounting func-
tions. The discounts displayed above would render the following cal-
culation on a $100 purchase:

$100 x 0.98 x 0.95 x 0.98 x 0.99 = $90.3256

This is subtly different from 

$100 x (1 -(0.02 +0.05 +0.02 +0.01)) = $90.0000

but the difference is important in some industries.

These discounts will be displayed on the Sales Order Items window 
in the middle right section. 

If the Item Master File has been properly set up with default selling 
prices, you may override these discounts by clicking in the selected 
discount field(s) and changing the number. If any discount field is 
changed, the unit price will recompute and redraw, using the new 
discount field(s). Note that if the Item Master File does not have de-
fault selling prices, the discount will be computed on zero, and up-
date the discount fields to display zero.
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Note: The various levels of discount have nothing to do with 
pricing columns or quantity discounts, other than they are cal-
culated on top of any such pricing. There is no relationship to the 
four fields in this discount structure and the four pricing levels 
shown in the diagram above.

Sales Volume 
Discounts

In addition to the other discounting and pricing options just dis-
cussed, Qube ERP™ offers the ability to set up automatically calcu-
lated volume discounts for each order. These discounts are based 
solely on individual order size by dollar volume. (Note: you may ac-
tivate or deactivate these discounts on a customer by customer, and 
item by item, basis.) 

For the volume discounts function to work properly, you must per-
form several setup steps.

• To set up volume discounts

1. Set up the discount grid in System Setup Card 
#1.

Set up the basic parameters of the volume discount in this area. 
Note that there are two rows to be filled in. The top row shows 
the percentage of discount, and the bottom row determines the 
dollar volume (for each individual order) to apply it at. You 
must follow two conventions when entering volume discounts; 
a) the order for discounts and volumes from left to right goes 
lower to higher, as shown above, and b) all fields must be filled 
in. This means that if you only have one discount, it should be 
set up in all the fields. If you have three discounts, the highest 
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level discount and dollar volume is spread across all remaining 
fields. Here is an example of the latter:

It is important to understand the reasoning behind this. It's 
because the algorithm works from right to left. In other words, 
the first check is, from right to left, “does the amount of the 
order exceed the amount in the right-most Apply At level”. If 
this amount were the lowest discount, say 1,000 (or even 0) the 
system would find the condition to be true, and end the process 
there, never getting to the highest level discount. Therefore it 
stands to reason that this must be the highest amount, so that if 
the result is false, the system can proceed to the next lowest, 
and then the next, and so on. Once the system receives a true 
condition or runs out of discounts, the process is completed.

2. Set up each customer who qualifies for the vol-
ume discount on the Customer Financial Infor-
mation window. 

3. Set up an item in the item master file with the 
item code DISCOUNT.



Order Entry
Pricing & Discounts SM-OE-73

4. Check each item in the Item Master File, Card 
#2, and determine that the appropriate items are 
flagged as DISCOUNTABLE.

Discount 
Calculations

Qube ERP™ looks at the customer to determine if it qualifies for the 
volume discount. Next Qube ERP™ looks at each item being sold 
and determines if it qualifies to be included in the total of discount-
able items. It totals the value of discountable items (after other dis-
counts and column pricing are applied) and looks for an item whose 
item code is “DISCOUNT”. If none exists for that order, the system 
automatically inserts one. The quantity for that item will always be 
one and the unit price will be a negative amount equaling the applied 
percentage (as determined by the size of the order) times the amount 
of the order which qualifies for the discount. The order’s total value 
is reduced by the amount of the discount. The result looks like this:

Editing a 
Discounted Order

The discount logic is automatic when the items are first added to the 
order. If more items are later added to the order or if the quantity or 
unit price of an item is changed, the discount will not be refigured. 
This allows the user to edit the discount to whatever amount is re-
quired, thus overriding the automatic settings, if so desired. 

To recompute the volume discount after changes have been made to 
a sales order, open the Sales Order Header window and click on the 
line ORDER ITEM SUBTOTAL. The discount will be recalculated 
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based on the new order total, and the order will be re-totaled, reflect-
ing the new discount.

Terms Discounts Terms discounts are unit price discounts which are provided for sales 
orders entered within a given date range and paid for within that date 
range. Sales order items are recorded at “list” price but the customer 
may get that price reduced by buying within a “pre-season” period 
and paying the invoice by a defined due date. 

On the Customer Types window, a checkbox is provided to indicate 
those customer types which will use terms discounts.

The dates are entered on the Sales Order Preferences window.

The sales order header will display a field into which you may enter 
the terms discount which should apply on the currently selected or-
der. The field is located directly above the order subtotal section.

This field and field label will display only for customers whose type 
code indicates terms discounts are appropriate. Orders for other cus-
tomer types will not display either the field or its label. This will 
minimize the likelihood that terms discounts will be entered for cus-
tomers to whom they should not be applied.
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A report is provided for use with this function. Parameters allow us-
ers to print from orders or invoices, actual or expected discounts and 
are displayed below.
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Contract Pricing

The Qube ERP™ system provides the ability to set up pricing 
schedules and item codes that apply to select customers only. Entry 
of the data may be accessed from the Order Entry, Accounts Re-
ceivable or Inventory Control modules.

Entering Data in 
the List

To use this window, use the <FIND> function to select the customer 
to which the prices and item codes will apply. Then use the <EDIT> 
function to make entries in the list portion of the window. The func-
tion will require that data entered in the Our Item Code column re-
fer to a valid entry in the item master file. It will also limit each item 
to only one entry in the list for each customer (however, an item can 
be in any number of customer lists).

This same unique code rule applies to the Customer’s Item Code 
data. Any one entry in this list must be unique to each customer. For 
example, Customer’s Item Code 33333 may be entered once for 
customer AAAAA and again for customer BBBBB, but it may not be 
entered as the item code for more than one item for any one custom-
er. It is not necessary to enter any value at all in the column labeled 
Customer’s Item Code. This column may be left blank.

Main Menu

Order Entry

Miscellaneous 
Functions

Contract 
Pricing
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Note the last column, the Currency field, only displays if you have 
purchased and activated the Global Commerce module. For more in-
formation about Global Commerce, see “Introduction to Global 
Commerce” on page GC-3.

You may also duplicate contract price records from one customer to 
another. To duplicate records, view the customer to which you 
would like to copy contract price records and click the <SaveAs> 
button.

Make sure you are viewing the customer you wish to copy 
records TO, not the customer you wish to copy records FROM.

Qube ERP™ will prompt you to enter the customer code whose con-
tract price records you wish to copy. If you enter a customer code 
and click the <Save> button, Qube ERP™ will copy all contract 
price records and redraw the window so that you may then edit these 
records.

The SaveAs function is designed to work only if the customer to 
which the data is to be copied has no contract price data already 
associated with it.

Contract Price of 
Zero

A contract price of zero is recognized by Qube ERP™ as a valid 
contract price. Therefore, you should not make entries in this list 
strictly for the purpose of setting up customer item codes (i.e., leav-
ing the unit price at zero). 

Effective Date Notice the column labeled Effective Date. The logic which controls 
price defaulting will pay attention to this date. Therefore, it is possi-
ble to enter contract pricing data before it becomes effective. Prior to 
the effective date Qube ERP™ will ignore the contract price and de-
fault prices based on the normal rules (from the item master file).
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Expiration Date Notice the column labeled Expiration Date. The logic which con-
trols price defaulting will pay attention to this date. Therefore, it is 
possible to enter contract pricing data that will expire on a specified 
date. After the expiration date Qube ERP™ ignores the contract 
price and default prices based on the normal rules (from the item 
master file).

Defaulting Prices The price defaulting logic looks for contract pricing in each of these 
functions. If Qube ERP™ finds a contract price record which is cur-
rently effective, it will default the unit price to the unit price speci-
fied and then apply any discount values to reduce the unit price to a 
final value. This will apply in sales orders, quotations and forecasts. 

Contract Pricing 
& Discounts

Customer and volume discounts will be applied to contract prices 
unless the system is told otherwise. Therefore, most users would pre-
fer that customer discounts (entered on the Customer Financial 
Info window) be set at zero when contract pricing is used. 

If you originally set up your customer records with nonzero discount 
values and you wish to zero out these values now, a utility has been 
provided to help make this easier. The utility is found under the Cus-
tomer Utilities menu in the System Administration module. See 
“Customer Utilities” on page SYS-166. This displays the CU Utili-
ties menu. Select the this line from near the bottom of this menu:

Do not use this utility if you wish to zero out discount values only 
from selected customer records. This utility will zero these val-
ues in all customer records.
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Ignoring 
Discounts when 
Contract Prices 
are Found

Some companies wish to use Contract Pricing with some items, 
and allow other item prices to be driven by the normal discounting 
routines built into the system. The system provides a way to set this 
up, using the Task Assistant. This function is found under 
the  task found in the NEW FEA-
TURES section of the Task Assistant window. It looks like this:

Click the button, <No Additional Discounts>, and the Contract 
Pricing module ignores all other discounts when it detects a contract 
price for an item for a specific customer. Otherwise, the various dis-
counting routines behave normally for all other items and customers.

Customer Item 
Codes 

You may use Customer Item Codes in sales orders, forecasts and 
quotations. For example, in the setup shown on the previous page, 
when entering an order for customer 10012 you may enter C-045 as 
the Item Code. When you <TAB> out of this field, Qube ERP™ rec-
ognizes this as “Our Item Code” 9111 and changes the item code 
to read 9111. This eliminates any confusion from a customer sub-
mitting an order with its own item code, rather than yours.
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Printing Contract 
Prices and 
Customer Item 
Codes 

While viewing the Contract Pricing window, you may print the in-
formation shown on the window (in whatever sort you have selected) 
by pressing <CTRL/COMMAND-P>. In the stock printed Sales Or-
der, the information would show up like this:

You may also select a report found in the Customer Reports list to 
print this information for one customer or all, one item or all and 
within a selected effective date range. Other parameter choices make 
it possible to print the report sorted by item within customer or cus-
tomer within item.

Contract Prices 
and Customer 
Item Codes Setup 
Parameters

Certain documents are also set up to include the customer’s item 
code when one is provided. These documents include the following:

Sales Order Work Order
Packing List Pick List
Sales Invoice Quotation
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Available to Promise

The Available to Promise function uses 25 weekly buckets to 
record the total expected increases, reductions and net stock levels 
for each of the 25 weeks. 

Detail Window The forecasted inventory levels can be displayed in two levels of de-
tail. The more detailed display is depicted above. Here additions to 
stock, reductions in stock and forecasted quantity available are dis-
played separately. This enables the user to understand the numbers 
more clearly. Also, negative forecasted quantities are displayed 
when that is the expected net stock level.

This is the window used to update the forecasted stock level num-
bers. The forecasted stock levels should be updated using a batch 
process once each week. The system will review all events which 
impact future stock levels and accumulate the impact of each event, 
placing its value in the appropriate weekly bucket. 

The date that appears in the Date Quantities Last Advanced 
field is used in all calculations for this window. Make sure that 
this date is current before recomputing fields or validating item 
codes. 

Begin the update procedure by clicking the RECOMPUTE ALL 
FIELDS FOR ALL ITEMS button. Qube ERP™ will prompt you to 
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enter a new date in the upper right corner. When you tab out of the 
field, Qube ERP™ will verify that the date is a Monday; if not, Qube 
ERP™ will automatically reset the date to the Monday previous to 
the date you selected. All periods must begin on Monday. For in-
stance, if you input April 1, 1998 (a Wednesday), Qube ERP™ will 
change it to March 30, 1998. Select one location or “ALL”.

It is also possible to check the numbers for one item at a time, one 
location at a time, or all locations, using the validate button  next 
to the Item Code field.

Here is an example of checking all locations or only one location:

The Available to Promise report will also print the last selected lo-
cation in the report title.
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NOTE: It is important to understand that Qube does not main-
tain available to promise numbers for each location at one time. 
You may select one location or all locations and then recalculate 
the A2P numbers based on this parameter. It is also not possible 
to select to report on one location when the A2P numbers have 
been calculated based on another location number.

Summary View A less detailed level is designed for use in the Order Entry module. 
This window is designed to help order entry people respond to ques-
tions from customers about delivery schedules and prices. Forecast 
negative stock levels are not displayed on this window. It is enough 
to know that nothing is available; it is not necessary to inform order 
entry people of expected negative stock conditions. Handling these 
conditions is the responsibility of the materials manager. Display 
this window by clicking the card tab labeled <SUMMARY VIEW>.

Note that the window will also display all Default Selling Prices to 
help the order entry people check the price defaults set up by the sys-
tem during order entry. 

Using Available 
to Promise During 
Order Entry

When the Sales Order Items window is in use, the system checks to 
see if the Available to Promise window is open. If it is, the system 
assumes that you want to see the available to promise numbers for 
any selected item. Therefore, while an order is being entered, the 
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system redraws this window to display the numbers for an item after 
you tab out of the item code field. Also, if you click on a line in the 
list of an existing order, the Available to Promise window will be 
redrawn to display the numbers appropriate to the item selected in 
the list. This allows you to see the available to promise numbers for 
several items without having to interrupt the order entry process.

Graph View A third window is provided to allow you to view the summary win-
dow in graphic format. This view is designed to make changes in 
stock levels more visible.

Updating Field 
Values with Each 
Transaction

As changes are detected which impact expected stock levels, Qube 
ERP™ recomputes the expected stock levels to reflect the event 
change. For example, if the order entry person booked an order for 3 
units of item #0001 for shipment any time during the week of March 
21, 1994, the quantity available for this week will be reduced from 
10 units to 7 units. If a purchase order which scheduled the arrival of 
10 units during that week were changed to 50 units, the order entry 
people would see that 50 units are now available. All changes which 
impact expected stock levels will update the expected increases, re-
ductions and net available to promise in the appropriate weekly 
buckets as the transactions are entered.
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Miscellaneous Functions

Sales Order 
Preferences

This window is provided to allow users to set up sales order defaults, 
or preferences. In order to change any of the values in the upper por-
tion of this window, click <EDIT>.

Print Invoice item 
Comments

Check this box if you wish to print item comments from the invoice.

Allow editing of 
customer master 

Check this box if you wish to permit the customer master file to be 
edited as an order is being entered.

Sales Type 
Preference

Insert the desired Sales Type Preference in this field. This should 
match one of the Sales Types set up in the Sales Type window. This 
will then be pulled into the Sales Order Header record, unless you 
override it at the point of entering the new order.

Main Menu

Order Entry

Miscellaneous 
Functions

Sales Order 
Preferences



Order Entry
SM-OE-86 Miscellaneous Functions

Requested Ship 
Date Preference 
for Sales Orders

You may determine the defaulted ship date on each order in one of 
two ways. The first is to establish a fixed ship date. To do this, enter 
the date required in the Requested Ship Date field. The system will 
not allow an entry into this field when there is an x in the TODAY 
PLUS X box or a nonzero entry in the corresponding field next to it.

This ship date will flow through to the Sales Order Header win-
dow, and be defaulted to each line item on the sales order:

 

The Requested Ship Date can also be defaulted to a predefined 
number of days in advance of the current system date. The following 
shows an example of this type of setup.

Note that if you want the default date to be “today”, do not put 0 as 
the number of business days. Simply uncheck the box.

Default Shipping 
Charge

Some companies charge a flat rate for shipping on all (or most) sales 
orders, so entering a value in this field could be a real time-saver. 
You can override this number in the sales order header window.
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Change Sales 
Commissions 
when sales 
orders are edited 

Check this box to update all commissions, on any order lines that 
have been changed, to current values. 

NOTE: Selecting this setting means that no user-entered com-
mission values will be allowed on the sales order items window. 
Let's say the computer calculates the commission to be $100 on 
a given order item but the user wants to change it to $80. The 
standard commission logic will be used instead, forcing the com-
mission back to $100. It will be possible to edit the commission 
amount, however, by using the Accounts Payable window, Com-
missions on Each Order or Commissions on Each Invoice.

Print customer 
file comments

Check this box if you wish to print comments from the customer 
master file on sales order documents.

Sort items when 
printing 

The Preferences window allows you to print sales orders, sales in-
voices, pick lists and packing lists in item code order or in the order 
in which records were added to the data file. Sorting by item code is 
useful when orders contain many items. It is easier to locate selected 
items when they are printed in item code order.

Once you have set up the window, be sure to click <SAVE>. If you 
wish to cancel, click <CANCEL>.

OK to change 
item code at order 
entry even after 
item has been 
invoiced

Check this box if you want to be able to edit the item code field on a 
sales order which has been invoiced. If you change the value in the 
field, Qube ERP™ displays a warning message:
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When this box is not checked, Qube ERP™ rejects changes to the 
item code field on an invoiced sales order item, to maintain consis-
tency between invoice records and sales order records.

Recommend 
shipping quantity 
during order 
entry

Qube ERP™ will recommend the shipping quantity during order en-
try based on Net Quantity. You can choose to have this amount 
based on Net Quantity available at all general stock locations, or 
available at customer’s default ship-from location only.

Combine invoice 
lines/Print 
separate lines...

Select one of these two checkboxes. You may choose either to com-
bine invoice lines referencing the same Item Code and unit price, or 
to print separate lines for invoice items which reference lot/batch 
codes.

Create Shipment 
Records when 
Printing...

Select one of these two radio buttons. You may create a shipment 
tracking record when a packing list is printed, or when a bill of lad-
ing is printed. 

If you choose to create a shipment tracking record when printing a 
packing list, the packing list is then given a number which is printed 
on the sales invoice. This helps companies receiving invoices from 
a Qube application to associate shipping documents with invoices.

The field label displayed on the sales order header will reflect the 
choice made above. When shipment records are created from a Bill 
of Lading, the label will say “Bill of Lading”; when shipment 
records are created from a Packing List, the label will say “Packing 
List #.” The same convention is following for labeling the field when 
displayed on System Setup card #2, where users may establish the 
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last packing list or bill of lading number used, and on the Outbound 
Shipment Information Tracking window.

Changing Default 
Sales Reps and 
Account 
Managers

The bottom of this window provides a utility function which allows 
you to change sales reps and account managers in all customer 
records from one code to another. The sales rep code found in each 
customer record serves to default the sales rep field in each new sales 
order. The account manager field found in each customer record 
serves to default the account manager field in each new sales order.

To begin the function, click on either button, selecting whether you 
wish to change the Sales Rep or the Account Mgr fields. The fol-
lowing shows an entry which will change all customer records in 
which sales rep #1 is found to sales rep #DD.
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When you click <SAVE>, the system finds all customer records in 
which rep 1 is found to be the sales rep and change that code to DD. 
If you do not want to change all instances found in all customer 
records for a selected rep or account manager code, don’t use this 
utility; edit the records one at a time, instead.

When a Sales 
Order is flagged 
as Credit Hold...

Version 7.36 allows you to control how Qube ERP™ responds to a 
sales order flagged as credit hold or when delinquent invoices ex-
ceed a set amount. Qube adds up the balance due for outstanding in-
voices for that customer. Each invoice is evaluated to see if it is past 
due by XX days. If it qualifies, then its balance due is included in the 
total. If this process reaches the critical amount, then the appropriate 
action is taken.

You can select options in each of three categories: packing list print-
ing, pick list printing, and invoicing.

The credit controls act on two levels: 

1. They check the status of the order header and will disallow, 
warn, or ignore if this is flagged as H.

2. They check delinquent invoices and perform the same functions 
if any are found.

They do not act on the credit status of any one line item.
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Sales Type Codes 
Window

This window allows you to set up valid Sales Type Codes and asso-
ciate pricing logic to them. 

You can enter a number in the Price Defaulting Code field to force 
the system to default prices from a specific quantity pricing category 
regardless of the quantities entered on each order item. In Version 
7.36, the Price Defaulting Code field has been replaced by the 
Price Column Code and the Price Quantity Code field. Version 
7.36 also allows you to enter start and expiration dates. 

By entering a 1, 2, or 3 in the Price Column Code and a 1, 2, 
3 or 4 in the Price Quantity Code field, you can control the de-
fault prices used by the system. This pricing category is found in the 
Item Master File, Card #1 on a pricing grid which allows you to 
determine the quantity price breaks for each type of customer.
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When the Sales Type Code is entered into the Sales Order Header 
window, the system will “force” the price to the quantity level in the 
appropriate column for the customer as determined on the Customer 
Financial Information window:

Based on the above information, you would expect the price for any 
quantity of 9111 to be $582.92, as this was a column two customer 
type, and the sale type was a price break #2.

Default prices are exactly that. They are the beginning point used for 
unit selling prices, but they may be overridden by typing a new value 
into the unit price field. They are defaulted only when the current 
value of this field is zero. Changing the sales type of a specific sales 
order after prices have already been entered will not change the unit 
prices already filled in.

Pay No 
Commissions

{Checkbox} Check this box if commissions are not paid on this type 
of order.

Orders not held 
up by delinquent 
invoices

{Checkbox} Check this box if this order type is exempt from delin-
quent invoice filtering. Version 7.37 lets you flag selected order 
types as exempt. Normally, before printing pick lists, packing lists, 
bills of lading and before invoicing, Qube will check delinquent in-
voices for that customer and fail to execute the procedure if delin-
quent invoices are found whose value exceeds a pre-specified limit. 
This feature enables you to exempt certain order types from this type 
of filtering. An example may be an order for samples.
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Customer Types 
Window

This window is used to describe each Type Code and to provide dif-
ferent default values associated with each. The default values act to 
fill in fields when adding new customer records. This is particularly 
important when entering customers on the fly from a sales order. See 
“Adding a New Customer during Order Entry” on page OE-59. 

Type Code {All Caps} Enter the type code here. This is the code which will be 
entered into the customer record. All other associated values will be 
pulled into the customer record based on this code. If you change the 
code in the customer record, all the other values will change as well.

Description This field is used to describe the code. It is for display only.

Default Credit 
Limit

This becomes the default credit limit for the customer. This value 
can be overridden in the customer record. 

Default Payment 
Terms

These will be the default payment terms for the customer. This value 
can be overridden in the customer record. 

Default Ship Via This will be the default shipper for the customer. This value can be 
overridden in the customer record. 
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Default Price 
Category

Enter 1, 2, or 3 in this field. The value in this field will determine 
from which pricing column on Item Master File, Card #1, this cus-
tomer's prices will be defaulted. This value can be overridden in the 
customer record. 

Apply Volume 
Discounts

When this box is checked, the corresponding box on the Customer 
Financial Window will also be checked as a default when the cus-
tomer record is entered. This will cause each customer of this type to 
qualify for volume discounts. This value can be overridden in the 
customer record. 

Based on the above, and referring to the screen shot on the previous 
page, if you create a new customer record and set up its type code as 
WHOL, the function will automatically fill in the customer's credit 
limit with $50,000, and fill in his Payment Terms, Ship Via, 
Apply Volume Discounts and Default Price Category to match the 
values shown on the window above. Also, if you edit a customer 
record in the Customer Master File which has a different Type 
Code and change it to a Type Code of WHOL, the function will 
change all of the values to those shown above on the customer record 
from whatever they were before.

Problem Types {Check box selection} The Customer Type Codes window allows 
the user to flag selected customer types as Problem Accounts. 
In order to flag a customer as a problem type, you must turn this 
check box ON, for the desired customer type, and then enter that cus-
tomer type into the Type #1 or Type #2 (if you use Type 2 you will 
be able to preserve the value in Type 1) field in the Customer Mas-
ter File window. If you enter a sales order for a customer which is 
flagged as a problem account type, Qube ERP™ will display a mes-
sage cautioning the user of this condition: 

A NO response by the user will result in data entry being canceled.
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Over-ride 
Commission Rate

You may enter a percentage in the box. This rate will override the 
default commission rates entered on the Sales Commission Terms 
window, but in turn may be overridden by the override commission 
rates set for each item on Card 2 of the Item Master File.
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Sales Activity 
Codes Window

Use this window to assign sales activity codes. These codes are used 
with the Sales Activities feature found in the Customer Basic Infor-
mation Window (see “Sales Activities” on page OE-10) and the 
Sales Opportunity Window (see “Sales Activities” on page 
OE-136).
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Update Sales Tax 
Rate

If you are not using the optional Multiple Zones Sales Tax Ac-
counting module, you can use this window to automatically update 
the sales tax rates of all customers with the same ship-to state as the 
one entered in the field above. This will not change any uninvoiced 
sales orders, only the sales tax rate shown in the Customer Finan-
cial Info window.

When the customer Resale # field has a value in it, this function will 
calculate a value of 0 for each customer record, regardless of the val-
ue in the customer Tax Code field.
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Ship Via 
Selections

Use this window to establish the Ship Via Selections for sales orders 
and purchase orders. If you are using Great Plains Accounting or Dy-
namics, it is a good idea to use the numbers 1 through 10 as the code, 
and make sure the selections correlate with those in Great Plains.

When you are viewing a customer, sales order, vendor or purchase 
order record and the cursor is in a data entry field labeled Ship Via, 
you may use the Reference List function to view the valid selections 
(see “Reference Lists” on page GEN-62). The reference list for the 
above setup would appear as follows:
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Shipment Terms

Use this window to establish the Shipment Terms Selections for 
sales orders and purchase orders. If you are using Great Plains Ac-
counting or Dynamics, it is a good idea to use the numbers 1 through 
10 as the code, and make sure the selections correlate with those in 
Great Plains.

When you are viewing a customer, sales order, vendor or purchase 
order record and the cursor is in a data entry field labeled Shipment 
Terms, you may use the Reference List function to view the valid 
selections (see “Reference Lists” on page GEN-62). The reference 
list for the above setup would appear as follows:

Double-clicking on any of these selections will insert the proper val-
ues into the Shipment Terms field.
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Payment Terms

Use this window to establish predefined Payment Terms for cus-
tomers and vendors. The same terms will be used for both customers 
and vendors. 

Code Qube assigns a numerical code.

Description Type the description of each term in this field. 

For Dynamics Users: It is a important to make sure that the de-
scriptions and terms correlate with Dynamics if you are linking 
to that accounting system. You must be sure that the term defi-
nitions are carried over to Dynamics properly (see “Terms & 
Types” on page GPA-12).

Discount Rate The discount percentage should be entered here. Enter a rate only if 
you will be applying a discount; otherwise, leave it blank.

Discount Expires 
After XX # Days

After XX calendar days after the date of a customer or vendor in-
voice, the discount will no longer apply. Enter that number here. For 
example, on terms of 2% 10 Net 30 Days, you would enter a 10 in 
this field.
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Date in Next 
Month Thru 
Which Discount is 
Allowed

Sometimes discounts will be set to expire on a specific date in the 
month. An example would be 2% 10th Prox, Net 30 Days. In these 
cases, you would enter the day of the month the discount expires in 
this field.

Net is Due After 
xx Days

Enter the “Net” days here. In cases of cash, COD, company check, 
etc., make sure there is a zero in this field. In cases where there are 
net terms, enter the net terms. In the above two examples, the num-
ber entered would be 30.

Default Selection Check the box next to the most commonly used term. In situations 
where terms are not predefined (such as in Customer/Vendor Types), 
this default value will be selected when entering a new customer or 
vendor. These values may be overridden. 

When you are viewing a customer, sales order, vendor or purchase 
order record and the cursor is in a data entry field labeled Payment 
Terms, you may use the Reference List function to view the valid 
selections (see “Reference Lists” on page GEN-62). The reference 
list for the above setup would appear as follows:

Double-clicking on any of these selections will insert the proper val-
ues into the Payment Terms field.

Credit Card Check the box for credit card items.

Vendor Code Enter the Vendor Code.
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Credit Card 
Charge Fee (%)

Enter the percentage amount of the credit card charge fee.

Credit Card Per-
Item Fee ($)

Enter the dollar amount of the credit card per-item fee.
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Electronic Data Interchange (EDI)
The Electronic Data Interchange (EDI) module is designed to enable 
Qube users to define EDI input and output for different customers 
and vendors. It is designed with the expectation that Gentran Direc-
tor from Sterling Commerce is used as the translating tool, although 
the output may work when using other translating services as well.

EDI Setup The EDI Setup screen used to set up 810 (Sales Invoice) and 850 
(Customer PO) transactions between Qube sites and their customers 
is found in the Order Entry functions list.

When you click on the EDI Setup option, the following window dis-
plays. The first time the window is opened, it will appear empty. Use 
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this window to enter your EDI Partner Profile ID number, and set the 
customer item code and UPC flags.

When a customer record is displayed, using the find, forward, last, 
etc., functions, then you may select which type of setup to view. To 
make this selection, click either the 810 or the 850 button. If setup 
records have been created for that customer previously, Qube will 
display them. If none have been created for the selected customer, 
Qube will create them with their initial values.
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Here is a partial list of the initial values for the 810 transaction.

Columns 1 and 2 may not be modified by the user; they define the 
purpose of each record. The remaining columns may be edited by the 
user to set up the specific requirements of data to be electronically 
transferred to the selected customer.
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Loading EDI 
Setups

• To load an 810 Setup (Sales Invoice)

1. Set up the version by clicking the button for 
either X-12 3030 or X-12 4010.

This information should come from the translating service.

2. Choose whether the first IT1 Segment is the 
Item Code or the UPC Code.

3. Click the LOAD 810 SETUP {SALES INVOICE} button, 
then click the SAVE button.

The 810 Setup will load:

• To create an 850 Setup (Customer PO)

1. Choose whether to set up to use 850 X-12 4010 
by checking or unchecking the box.

2. Choose whether the first PO1 Segment is the 
Item Code or the UPC Code.



Order Entry
Electronic Data Interchange (EDI) SM-OE-107

3. Click the CREATE AN 850 SETUP {CUSTOMER PO} but-
ton, then click the SAVE button.

The 850 Setup will load:

Creating the 
Export File used 
by Gentran

To create the export file for 810 records, select Print Some Invoices 
from the Invoiced Sales reports list.

If you send the output to file (not to screen or to a printer), Qube will 
know that you are trying to create the EDI export file. You can name 
the output file anything you want, using the standard Windows or 
Macintosh output window. After the file has been created, load it 
into your EDI translating software for transmittal to your customer.
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Send and Receive 
EDI Transactions

After completing your Electronic Data Interchange (EDI) setup, use 
this window to send and receive EDI transactions. 
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• To send EDI Invoices {Type “810” Transac-
tions}

1. Click on the SEND EDI INVOICES {TYPE “810” TRANS-
ACTIONS} button. 

The following window will display:

2. Enter either the beginning and ending invoice 
dates, or the beginning and ending invoice num-
bers.

3. Enter one customer code.

4. Click the SAVE button.
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5. Select a name for the file and a location for the 
file to be saved in.

The file will be saved as directed. You will get a standard Win-
dows or Mac window to specify the file name and the folder 
where records will be written. The output file will be written as 
a PRN.

• To Import Customer Sales Orders {Type 
“850” Transactions}

1. Click on the IMPORT CUSTOMER SALES ORDERS 
{TYPE “850” TRANSACTIONS} button. 

The following window will display:

2. Enter the customer code.

3. Click the SAVE button.

4. Select the name and location of the import file.

The file will be imported as directed. You will get a standard 
Windows or Mac window to select the file.
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Forecasts

Forecast Header

As mentioned previously in this documentation, you may generate 
your production plan or Master Production Schedule from sales or-
ders and/or forecasts. 

Case 1 In some companies, forecasts are a sales order function. These com-
panies may wish to forecast sales orders; i.e., forecast records may 
be attached to actual customers as well as items. Then, as the sales 
orders materialize, they may be converted to sales orders using the 
Convert Forecasts into Orders function. These companies might 
be make-to-order manufacturers.

Case 2 Other companies may wish to forecast inventory items. In these cas-
es forecasts would not reference customer records; rather, they 
would forecast the entire demand for an item over a period of time. 
These forecasts would then be blended into the master production 
schedule with sales orders for the same items using time fences (see 

Main Menu

Order Entry

Forecast & 
Quotation Func

Forecast 
Header



Order Entry
SM-OE-112 Forecasts

“Time Fences” on page PLAN-24). Production scheduling would 
then be run from the master production schedule. These companies 
would probably be more make-to-stock manufacturers. In order to 
avoid confusion, you should create a customer record called “Make 
to Stock,” as shown in the example above. Then, any inventory fore-
cast should be tied to this “customer” record.

Regardless of which way you choose to manage your forecasts, they 
may be accessed through the Forecast Records selection of the 
Forecasting Functions section of the Production Planning Func-
tions palette.

Although there is a Print button at the top of the screen, Qube 
will not print the Packing List or the Pick List. Since Forecasts 
are not intended to be shipped, these reports do not print.

When you first make this selection, the Forecast Header window 
will be displayed as shown on the previous page. Clicking the 
<ITEMS> window tab in the lower right corner of the window will 
display the following window:

Forecast 
Records -> 
Items

Main Menu

Order Entry

Forecast & 
Quotation Func

Forecast Items



Order Entry
Forecasts SM-OE-113

Use this window to enter and edit forecast records just as you would 
any sales order or quotation. For information on the window at-
tributes and how to operate on data in the window, see the section on 
“Sales Orders” on page OE-29. Use the information on sales orders 
for the forecast window, as it is identical, with the following excep-
tions.

Attributes Unique to Forecast Window

Status {Calculated} This field is not accessible in a forecast record. It will 
always contain the value F when in a forecast record.

This is necessary because forecast records, like quotations, are 
stored in the Sales Order file formats. They attain their unique qual-
ities by virtue of the F in the Status field. This is not something 
you need to worry about; this field is automatically maintained by in-
serting the forecast record through the forecast window. However, it 
does help explain the similarity between the record types. This is 
also why, with the exception of those attributes outlined here, fore-
cast records are maintained in the same way that quotations and sales 
orders are.

Convert to a Sales 
Order

{Button} Click on this button to convert the forecast record to a sales 
order. This would only apply when the forecast was applied to a cus-
tomer record as in case one above.

When you click this button, the following message will appear.
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Click <NO> to abort the procedure. Click <YES> and the following 
message will appear.

If you click <YES>, the function will create a sales order from this 
forecast and preserve the forecast record. This is handy for situations 
where you get the same or similar forecasts and sales orders from a 
customer on a repeating basis, and you wish to preserve the forecast 
for future use. If you click <NO>, the function will create a sales or-
der from the forecast record and then delete the forecast record from 
the data file, leaving only the newly created sales order.

CAUTION: It is important to remember that if you elect to pre-
serve the forecast record, you may be opening yourself up to po-
tential problems when running production scheduling; you have 
now introduced two potential demand items (a forecast record 
which has been converted to a sales order and the original fore-
cast record). Make sure you take this into consideration and de-
termine how it will be dealt with prior to preserving forecast 
records that are being converted to sales order records.

Chance of Sale {Numeric, percentage} Enter the probability that this sale will close 
into this field. This field is for informational purposes only. It does 
not impact production scheduling in any way (you could not, for ex-
ample, schedule only 50% of the likelihood that a forecast would 
close; either it does or it doesn’t). A better way to rank forecasts for 
the purposes of production planning is to use the Scheduling Prior-
ity field (see “Scheduling Priority” on page OE-48). 

Using this field, you could code forecasts with 100% chance of clos-
ing with A, and those with little chance of closing with a lower letter. 
Then eliminate all of the forecasts below a certain level when run-
ning production scheduling. As forecast records become more likely 
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to close, raise their grade, and so on. This provides a pretty good way 
of determining which forecasts to schedule.

If you are utilizing forecasts in a “Case 1” type model (see “Case 1” 
on page OE-111) where forecasts are more attached to specific cus-
tomers and what they are likely to do, you may wish to convert them 
to sales orders rather than actually enter new sales orders as they ma-
terialize.

As mentioned earlier, this can be done individually on the forecast 
window by clicking the button <CONVERT TO A SALES ORDER> 
found on the Forecast Header window. 

This is fine if you need to convert an entire forecast into a sales order. 
However, what if only one line item, or even one shipment record 
materialized? Or several individual line items on several different 
forecasts? You would not be able to manage these situations very 
well with the convert button on the header window.

This window provides an answer to these situations. It allows you to 
load all of the forecast shipment records in a single window and 
work on each individually, determining whether or not to convert 
them, how many should be converted, and whether or not to preserve 
the forecast record when converting. All other forecast shipment 
records will be untouched, whether they occupy the same forecast 

Convert 
Forecasts into 
Sales Orders
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record or not. It is a very handy window for companies which main-
tain forecasts in a “Case 1” fashion.

Window Attributes
Note: Double-clicking on any of the lines in the list will cause the 
system to drill down to the actual forecast record.

Load Forecasts {Button} Click on this button to load the forecast records into the 
window. All forecast records will load; there are no parameters to 
limit which records load. The records which load are the forecast 
shipment records. These are the shipment records which are dis-
played on the bottom of the forecast line item window:

Edit {Button} Clicking this button allows you to edit any record in the list.

Save {Button, visible only when in edit mode} Clicking <SAVE> will 
cause the function to search the list for any records which have a pos-
itive quantity in the Quantity to Order field and an order number in 
the Sales Order Number field. If it finds these conditions, the func-
tion will create a new sales order.

Cancel {Button, visible only when in edit mode} Clicking <CANCEL> will 
cause the function to abort, leaving all records unchanged. The date 
will remain in the window as it appeared when you clicked the but-
ton; however, no records will have been edited. To restore the list, 
click the <LOAD FORECASTS> button and the screen will refresh.

Sched Ship Date {Date field, display, editable} This field displays the scheduled ship 
date from the forecast shipment records as shown above. Changing 
this date leaves the original forecast record untouched, but provides 
a new shipment date for the resulting sales order. You may sort the 
data in the list by clicking on the column heading for this field.
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Forecast Order-
Line#

{Display only} This is the Forecast Line number of the forecast ship-
ments. As there can be several shipments for each line number, this 
number can appear in the list several different times. Make certain 
you are working with the correct shipment record when generating 
your sales orders. You may sort the data in the list by clicking on the 
column heading for this field.

Customer {Display only} This is the customer name of the customer record tied 
to the forecast records. You may sort the data in the list by clicking 
on the column heading for this field.

Zip Code {Display only} This is the zip code of the customer record tied to the 
forecast records. You may sort the data in the list by clicking on the 
column heading for this field.

Prod’tn. Sched. 
Status

{Display Only} This is the production scheduling status of each fore-
cast shipment record. This field will display either “Finalized” for 
those records which have been scheduled, or “Not Sched” for those 
records which have not. You may sort the data in the list by clicking 
on the column heading for this field.

Forecast Quantity {Numeric, display, editable} This field initially displays the quantity 
in the forecast. When converting the forecast record to a sales order, 
the quantity in this field may be changed or left alone. Leaving it 
alone leaves the forecast record untouched. Changing the quantity 
will adjust the forecast quantity when the sales order is created. If 
you wish to eliminate the forecast quantity entirely, delete the quan-
tity from this field. This will not delete the forecast line from the 
record; it will merely cause the quantity forecast to become zero, as 
shown below. You may sort the data in the list by clicking on the col-
umn heading for this field.
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Quantity to Order {Numeric, editable} Enter the quantity to order in this field. You 
may enter any quantity in this field, even quantities exceeding the 
forecast quantity. Entering data in this field does not diminish the 
forecast quantity in any way; you must make this adjustment manu-
ally in the Forecast Quantity field, as show in the preceding para-
graph. You may sort the data in the list by clicking on the column 
heading for this field.

Sales Order 
Number

{Alpha-numeric, editable} You must enter the sales order number 
you wish to apply the forecast to in this field. If you do not, the sys-
tem will not create a sales order when you click <SAVE>. You may 
enter a previously existing order number. If you do, the system will 
create a hyphenated concatenation of the two (for example, if you 
entered two cases of order number 1, the system would create order 
number 1-1 for the second instance, and 1-1-2 for the third, and so 
on). It is good, therefore, to enter a unique order number for each 
shipment to avoid confusion. You may sort the data in the list by 
clicking on the column heading for this field.
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Forecast 
Spreadsheet

Spreadsheet 
Windows

Qube ERP™ contains several windows which allow the presentation 
of data in spreadsheet form. For example, if you have several out-
standing forecasts for an item with scheduled delivery dates in dif-
ferent time buckets, it is useful to be able to see this demand 
represented as one line on a window showing the total forecasts for 
each period, rather than listing all the different lines with no total. 
Backorders, forecasts, scheduled PO receipts, production mate-
rial requirements and work center capacity requirements are all 
areas in which it is often helpful to be able to view large blocks of 
data summarized with total requirements for selected periods. 

For detailed information on how to use the spreadsheet windows, 
see “Spreadsheet Windows” on page GEN-86.

Adding Forecasts 
to the Data File

Qube ERP™ provides several ways of getting forecasts into the data 
file. The most straightforward method is to enter them manually, as 
you would any sales order or quotation record. This is accomplished 
through the Forecast Header and Forecast Line Items windows. In 
addition, you may use the automated Generate Forecasts window, 
or you may generate your forecast records outside the system and 
import them using the data importing functions (see “Importing 
Forecasts” on page OE-126). 
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Generate 
Forecasts 
Window

This window is designed to audit sales of items over a period of time 
and generate forecasts for them based on those sales. It provides a 
simple method of adjusting sales up or down in general and season-
ally. You may use it to segment items by Item, Customer, Group, 
Sub-group, and Customer Type codes, and base forecasts on sales 
order items or shipments.

It is a good idea to carefully consider the time frame you wish to an-
alyze. For example, you would probably not generate forecasts for 
the period of November 15 through January 15 by analyzing the pe-
riod of June 15 through August 15. Rather, you would analyze a sim-
ilar period for the preceding year and adjust the forecast up or down 
(using the percentage fields provided) based on your expectations.

The function will use this information to create one sales forecast 
record to a customer record whose company name is “Build to 
Stock.” If a customer record with the company name “Build to 
Stock” is not found in the customer file, one will be created by the 
procedure. Shipment dates will be set up based on the number of 
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units sold 15, 30, 45, 60 and 90+ days from the beginning date en-
tered below.

Note: If you require a more sophisticated method of forecasting, 
you should generate forecasts outside of Qube ERP™ and im-
port them as shown in the following section.

• Using the window to generate forecasts

1. Click <NEW>.

This will cause the window fields and buttons to be accessible.

2. Enter the date range you wish to analyze.

This date range determines the data you will analyze to generate 
the forecast information. 

3. Indicate the period of time for which you wish to 
prepare a forecast.

You may do this in one of two ways. The first selection enables 
you to enter a period of calendar days, and indicate the starting 
date relative to today. The second selection provides the ability 
to enter a date range. In order to access these fields, you must 
click on the following radio button:
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4. Indicate the items for which you wish to prepare 
the forecast.

You may delineate the items by Group, Sub-group or Item 
Code.

When you provide a single group or sub-group, the following 
check box becomes activated:

This selection causes Qube ERP™ to add a forecast item with a 
quantity of zero if no sales are forecast. This can be useful if 
you wish to have all items found in a group (or sub-group) 
included on the forecast. This helps when you manually edit the 
forecast. All items in the group will already be listed so you 
won’t forget them when you are doing the editing. Selected 
items can be removed if you wish.

Note: This will cause dependent as well as independent items to 
show up on the forecast, so be careful when utilizing this option.

5. Indicate whether sales are going up or down 
using the following fields:

You may indicate a positive change by entering a positive num-
ber, and a negative change by entering a negative. If you enter 
an amount in both, the net result will be the accumulated value 
of both. For example, the above would yield a 15.5% increase 
in sales for this forecast run:

(100 x 1.10) x 1.05 = 115.5

6. Activate or deactivate the Additional Options 
section of the window.

Using Scheduling 
Lot Size

Normally the quantities associated with each item will be the 
quantities found during the sales analysis portion of the proce-
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dure. If, however, this box has been checked, the quantities will 
be based on the Scheduling Lot Size found on Item Master 
File Card #2. 

If the scheduling lot size is a positive number, and if the quan-
tity of expected sales is greater than the current general stock 
minus the minimum stock quantity, a quantity will be set based 
on the scheduling lot size. If, for example, expected sales for 
one item during the period equal 300 units, current stock is zero 
(0), minimum level is 300 units and maximum level is 400 
units, the total quantity required to bring stock to maximum 
would be 700 units. But, if the scheduling lot size is 24 units 
(all builds are done in lots of 24 units), then the recommended 
quantity will be 720.

When this method is used, multiple ship dates will not be set 
up. The total quantity forecasted will be placed in one ship date, 
not several. 

1. Determine whether you wish to generate fore-
casts, print the audit report, or both.

Generating forecasts will do just what it implies; create new 
forecast records in the data file. You may wish to print the audit 
report first. This will give you the ability to determine the 
impact of the forecasting procedure without actually entering 
the records. This can go much faster, and allow you to make 
setup changes based on the report information without having 
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to delete the forecast records. This can be a useful and time-sav-
ing approach. The resulting report will look something like this:

2. Determine whether to base the forecast on ship-
ments or sales order items.

This can impact the timing of the actual forecasts as each sales 
order item can include many shipment records. This provides 
the ability to peg your forecasts to the order date of the items, or 
the actual shipment dates. 

Note: Normally you would wish to base your forecasts on the ac-
tual sales orders, rather than the shipment dates. Often ship-
ment dates can be impacted by your internal issues (stock-outs, 
etc.,) rather than demand patterns (when your customers actu-
ally want the stuff). You are better off to base your forecasts on 
the demand patterns rather than the shipping patterns.

Generate 
Forecasts 
Audit Report
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3. If you wish to schedule the Generate Forecast 
function with the Scheduled Events Manager, 
click the box <EXECUTE LATER>. 

See “Scheduled Events Manager” on page GEN-47.
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Importing 
Forecasts

Some companies will wish to generate their forecasts outside the 
system. Perhaps they receive customer forecasts electronically 
through EDI or another method. Or, perhaps they generate their fore-
casts using a forecasting program or spreadsheet designed specifi-
cally for this purpose.

Qube ERP™ provides an easy way to import these forecast records 
using the data importing functions found in the System Administra-
tion module. For general information on using this window, see “Im-
port Data” on page SYS-146.

Only the four fields shown in the window above are absolutely re-
quired. All other fields may or may not be included as the user de-
sires. If only the above fields are included, the function will find a 
customer record with the customer name Build to Stock. If 
this customer does not already exist in the data file, it will automat-
ically be created by the function.

This function will build the forecast record using this data. For ex-
ample, it will create a forecast header, insert the Build to 
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Stock customer record, and create the line items and shipment 
records, all from the supplied data as shown. 

For example, the following spreadsheet data:

Yields the following forecast record:

Any additional data would merely enhance this forecast record with 
additional information.
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Quotations

Quotation Header

You can quote to either a customer or sales opportunity by selecting 
the appropriate radio button.

The Quotations function follows basically the same format as the 
Sales Order function. Each record must contain one header record 
and may contain multiple items per header, multiple shipment dates 
per item and multiple comment lines per item.

When adding a new quotation, you may use the reference lists to se-
lect items for different fields. If you use the reference list to select an 
item code, instead of displaying only item codes Qube will display 
the full reference list. This way you may select competitive items, if 
you wish to look up your own item code or a competitor’s item code.

Quote Header Like the sales order header, the quote header contains basic informa-
tion about the whole quote.

Main Menu

Order Entry

Forecast & 
Quotation 
Functions

Quotation 
Header



Order Entry
Quotations SM-OE-129

Quotation Items

Items Just like on the sales order, you can enter, edit and view all items on 
a quotation with all associated comments, shipments and options. 
Qube will default the Shipping quantity if there is inventory on hand; 
this is to inform the person loading the quote if the items are avail-
able immediately, just as in a sales order. No action will be taken us-
ing the Shipping quantity until a sales order is created.

Converting a 
Quotation to a 
Sales Order

Quotations are never included in MRP, nor can they be shipped or 
invoiced. Their sole purpose is to provide a place to quote prices, 
terms and ship dates to a customer. To allocate product, schedule, 
ship or invoice from a quotation record you must first convert it to a 
sales order.

Click on the  button to convert the quotation to 
a sales order. The entire quotation is converted to a sales order. A di-
alog box will prompt you to delete the quotation. Deleting the quo-
tation eliminates any confusion resulting from having the quote 
(which is now an order) show up on both sales reports and quotations 
reports. Preserving the quotation, however, allows you to enter and 
maintain “boilerplate” records and reduce data entry. After the quote 
is converted to a sales order, you may edit the new order to reflect 
any changes that occurred in negotiating the final order.
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Viewing Option 
Selection 

You can choose to view the Quotation Items window showing ship 
dates and quote item notes, as shown above, or you can choose to 
show option selection. To change views, click on one of the two ra-
dio buttons:

If you choose option selection, the window will display as follows:

Just like on the sales order, you can enter, edit and view all items on 
a quotation with all associated comments, shipments and options. 
You also have the option of setting the cost multiplier. The cost mul-
tiplier defaults to a value based on the default price divided by the 
item cost. You may manually edit it, and the option’s unit price will 
change appropriately.
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Available to 
Promise

The third card tab of the Quotations window, Available, displays 
the following screen:

The Available to Promise section provides a view into the future of 
expected stock levels for each inventory item.

The Default Selling Prices section shows the price breaks that are 
available for certain quantities.

The Bill of Materials section displays any particular details about 
the parent item and stock allocations and availability.

Quotation 
Reports

Quotation data can be printed out sorted and subtotaled by Custom-
er, Product, Date and Sales Rep. These reports may be accessed by 
selecting BOOKED ORDERS from the Sales Reports sub-menu.
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Sales Opportunities

Purpose The purpose of this function is to allow management to answer the 
following questions:

1. Which products seem to have the greatest market potential?

2. Which prospective customers have the greatest potential to buy 
your products?

3. Which customers and products are you most successful at sell-
ing, in terms of converting sales opportunities to actual sales? 

4. Which are you least successful at?

5. Which sales people are the most successful at converting sales 
opportunities into sales? Which are least successful?

6. Are you following up on the most important current sales 
opportunities?

There is also a Sales Opportunities Browser, to simplify the task of 
viewing and editing sales opportunities data. For more information 
about browsers, see “Browsers” on page GEN-72; for specific in-
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formation on the Sales Opportunities Browser, see “Sales Opportu-
nities Browser” on page GEN-82.

Opportunity 
Number

{Required, Indexed, Unique} The system will calculate a unique 
number for each Sales Opportunity and display this each time you 
add to the file or call up an existing record.

Customer 
Number

{Required, Indexed, Unique} This field will be blank unless an ex-
isting sales opportunity is converted to a customer (which is then as-
signed a customer number) or an existing customer is converted to a 
sales opportunity.

Opportunity 
Name

{Required, Indexed, All Caps} Enter any text here, usually the com-
pany name.

Score Enter the sales opportunity score in this field (see “Sales Opportunity 
Qualifications” on page OE-137).

Contacts {Indexed} You may enter two different contact names, an address, 
city, state, designation of USA or not, and two phone numbers. The 
first contact name and phone number appear on your follow-up list.

Phone # 
extensions

The phone number field may be up to 20 characters. The system will 
look for the character ‘x.’ If it is found, it will assume an extension 
is provided and not do the usual phone number formatting. 

Sales Rep {Required, Validated, Indexed, Unique, All Caps} A valid employ-
ee code must be entered in this field.

Acct Mgr Enter the initials of the account manager in this field. This must be a 
valid employee code.

Item Code {Validated, Indexed, Unique, All Caps}  Enter the Item Code from 
your item master file in this space. It is not necessary to enter any-
thing in this field. 
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Est. Value Enter your best estimate of the amount of business that would result 
from this sale over the next year if you successfully closed the sale.

Date Entered Today’s date will default into this field but may be changed.

Next Action Enter any 43-character string to remind yourself what action you 
wish to take next. The contents of this field will appear on your fol-
low up list.

Sample Sent on Enter the latest date on which a sample was sent to the prospect.

Last Follow Up When you enter this field, its value will default to today's date. You 
may change that value, if you wish.

Next Action Date Enter a date here if you wish to have the sales opportunity appear on 
your follow up list. If you wish to have the opportunity drop off your 
follow up list, do not enter a date in this field. When you enter this 
field, its value will default to seven days after the last follow up date. 
When you press the Enter key, the system will produce a dialog box 
if you have left this field empty, reminding you that you may lose 
track of this opportunity if you do not enter a Next Action Date.

Expected Close 
Date

Enter the date that you expect to close.

Send Letter Enter the send letter date.

Status {Required} Click the appropriate radio button to indicate the status 
of the opportunity (whether it is won, lost, or postponed)

Open Reason Enter any 10-character code in this field (e.g., PRICE, QUALITY, 
DELIV, etc.)

Status Code Enter the status code. These are user-defined and not validated.

Comments The history of contacts to close a sales opportunity may be recorded 
in the comments section, describing efforts to close the sale and 
agreements made by each party along the way.
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Quotations {Button} This button acts as a drill down to display the list of quota-
tions associated with the selected sales opportunity.

Profile {Button} This feature is only available if the sales opportunity is also 
a customer. Clicking this button displays a spreadsheet report based 
on invoiced sales, showing the number of units of every item that 
customer bought over the past 12 months and in which month the 
purchases were made. Note that a customer code must be entered in 
the Sales Opportunities window to run a profile report:

Search {Button} Clicking this button will display an easy-to-use search 
window, which helps locate opportunity records. This window is 
shown here:

Using this window, you can search for all of your opportunities by 
state, type, lead source, sales rep, or any combinations. You can in-
clude this sales activity, and specify the latest next date. You can dis-
play all activity codes associated with the sales opportunity, and 
select between options for won, open, lost, or postponed opportuni-
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ties. Once the search is complete, the results will display in the win-
dow. Double-click on any line in the list to view any opportunity.

Sales Activities {Button} Sales opportunities may now have sales activities associat-
ed with them. This is designed to assist in tracking specific activities 
normally required during the sales process. Clicking on this button 
will display a window on which activities associated with the select-
ed sales opportunity can be entered and displayed:

Entries will be ignored if either the date or the description fields are 
blank, The other columns (activity code, category and contact) are 
not required fields and may be left blank. Activity codes are set up 
in the Sales Activity Codes window; see “Sales Activity Codes 
Window” on page OE-96.

The sales activities have also been integrated into the sales opportu-
nity search window (see “Search” on page OE-135).



Order Entry
Sales Opportunities SM-OE-137

Sales 
Opportunity 
Qualifications

You may use this window to enter a set of positive and negative fac-
tors by which each opportunity will be graded. These factors, once 
entered, will be the same for each opportunity. It is important to re-
view these carefully before making extensive use of the feature since 
the YES/NO response to each factor relates to the position of the fac-
tor; i.e., if you move the factor located on line #2 to line #3, all the 
YES or NO responses to that factor will point to whatever factor is 
now on line #2 and will not move to follow the new position of the 
qualification factor.

When you enter YES/NO responses to the qualification factors and 
press your <ENTER> key, the system will produce a numeric rating 
and a grade for the opportunity displayed in a series of ***, ... and -
-- symbols. The symbol '*' indicates a positive grade; '.' indicates no 
grade; '-' indicates a negative. This grade is displayed in the upper 
right of the screen and is printed on the follow up report.
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Opportunity 
Qualifiers

You may describe up to seven positive qualifications and five nega-
tive ones to use in evaluating each sales opportunity. Each qualifica-
tion may also carry a score when a positive response is entered and 
a different score when a negative score is entered. These scores are 
totaled for each opportunity to produce a total opportunity score. To-
tal opportunity scores are calculated automatically from this data as 
data is entered. If you change scoring values, you should click the 
COMPUTE TOTAL SCORE FOR ALL OPPORTUNITIES button to 
recompute scores for existing opportunities based on the new score 
values. Later, you can print follow-up lists based on these scores.
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Sales Events

The system allows the user to create records of sales events and to 
indicate attendance of sales opportunity records at events. Then a 
sales report may be printed to indicate sales made to companies at-
tending the sales event. The screen used to enter Event records is ac-
cessed by selecting Sales Events from the Orders menu and looks 
like this:

Event Date The file format assumes that each event has a date associated with it. 
Therefore, if you hold a sales seminar on January 1st and another one 
on February 1st, you should create two different event records. The 
date does not have to be unique. Any number of events can be re-
corded as having occurred on the same date.

Recording 
Attendees

To record attendees, enter the attendee's customer code in the At-
tendees column. If the attendee is not yet a customer but is recorded 
only in the sales opportunity file, enter the sales opportunity number. 
If the attendee is found in the customer file and you enter the sales 
opportunity by mistake, the system will look up the customer code 
and replace the sales opportunity number with the correct customer 
code. The various events attended by a sales opportunity record are 
displayed on the sales opportunity screen. 
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Events Button A button labeled  is shown on the Sales Opportunity Qual-
ification window. If you click this button, the system will display a 
list of opportunity events which the selected opportunity has attend-
ed. The button label will then change to read Comments. 

Click the button again and the events list will disappear and the com-
ments will reappear. If the events list is displayed, it will continue to 
be displayed when performing a Fwd or Back and the contents to the 
list will change to display those appropriate to the new sales op. 

Printing Event 
Reports

If you select Opportunity Reports from the Reports menu, you will 
see a list of reports. The last one on the list is labeled Sales Events & 
Attendees. If you select the report by clicking on it, the various pa-
rameter select choices are displayed at the bottom of the screen. 

Sales and Events Note the reports in the window above regarding invoiced sales and 
the association of these sales with various events. These reports pro-
vide answers to questions such as: What sales were made to custom-
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ers who attended a specific event? How do sales compare between 
customers who attended any of our sales events and those who have 
attended none of them? 

Converting 
Customers to 
Opportunities

It is sometimes desirable to copy customer records into the sales op-
portunities file, since that function allows more powerful follow up 
reporting. To do this, click the button  on the Customer Fi-
nancial Information window.

Converting 
Opportunities to 
Customers

Usually, a record will begin as a sales opportunity. Then a successful 
sale will be made and you will want to copy the information from the 
Sales Opportunities file into the Customer Master File. It is not pos-
sible to record sales without a valid customer master file record. 
Click  when viewing the specific opportunity record you 
wish to have copied into the customer master file. The system will 
create the record and copy each appropriate field for you, and then 
display the record on the customer master file screen for you to edit, 
if you wish.
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Opportunities 
Search

You can select a subset of opportunities and view them in a list, if 
you wish. To access this function, click the  button on any 
opportunities window, or access it directly from the functions pal-
ette.

Using the Search 
List

To begin the search, click . Tab to the first field and 
enter a valid State code; tab to the second field and enter a valid 
Type code or ALL. You may also select a valid Lead Source and 
Sales Rep, or you can leave any of these fields blank. Leaving them 
blank will default to ALL. Then click Save and the system will re-
spond to loading a list of opportunities which match your parame-
ters. 

You may sort the list by clicking on any of the column headings. To 
view any of the listed opportunities, double-click on the selected 
line. If any other sales opportunity window is open, it will redraw to 
show all the information relating to the selected line.

You may also print the items in the list, with or without comments, 
by clicking either of the print buttons:

Main Menu

Order Entry

Sales Op 
Functions

Opportunity 
Search
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Follow-Up List This report will list all opportunities which are not coded as either 
won or lost (therefore assumed to be still open) and show a next ac-
tion date. This report is useful in directing sales people to opportuni-
ties which may need the most immediate attention. The last line of 
comments will also be printed on this report to help understand what 
the latest action has been on the opportunity. The report will print the 
opportunities in next action date order with the oldest at the top. The 
following screen is used to select exactly how you want your infor-
mation presented on the report.



Order Entry
SM-OE-144 Sales Opportunities

Opportunities 
Lists

Three different reports may be selected from this menu item. The 
screen used to enter the report parameters looks like this:



Order Entry
Sales Opportunities SM-OE-145

Export Data Selecting the line labeled Export Sales Opportunity Data allows 
the user to send opportunity data to a file which can be used to mail/
merge with any word processing program.

This procedure is used to print a selected letter or labels for records 
flagged to get the selected letter. For example, you may want to send 
a certain type of follow up letter to selected opportunities. Edit the 
field labeled Send Letter with a given code. Then select this report 
and enter the same code into the field labeled Letter Code and the 
system will select all records flagged with that code and include 
them in an export file for use in a print/merge routine with your word 
processing program. 

The second two listed export reports allow you to select sales oppor-
tunities within a selected alpha or zip range (e.g., if you want to print 
labels or letter for opportunities whose names begin with A - G). The 
procedure produces an export file in the same directory as your 
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Omnis7 application. You can then use this file to mail merge with 
boilerplate documents created in your word processing program.
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CRM Overview
Customer Relationship Management (CRM) can be defined as a 
customer-focused business strategy. CRM integrates every area of 
business that touches the customer to create a mutually beneficial 
relationship with your customers. CRM provides your entire orga-
nization with a complete, 360-degree view of the customer, regard-
less of where the information resides. Use the Qube ERP™ CRM 
feature to optimize customer loyalty and your profitability. 

CRM has the following features:

• Calendared activities - create planned activity records and 
associate them with customers or sales opportunities

• Contacts window - locate records by contact name

• Data mining and profiling by opportunity or booked orders

• E-mail

• Telephone dialing (on Macs)

• Letter writing with a built-in word processor

CRM Objectives The objectives of CRM are:

• Gain and use a holistic view of customers to create a higher 
level of service

• Build long-term profitable customer relationships

• Attract new customers

• Optimize your company’s share of each customer’s business

• To achieve these results, Qube provides you with tools to 

• Identify which customers and prospects to contact and when 

• Easily and efficiently communicate with your customers and 
prospects 

• Automatically generate a record of those communications.
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Whom To Contact Persons and companies to contact fall into three general categories: 

• Customers (who may need to be contacted to send order 
acknowledgements) 

• Prospects

• Recipients of quotations
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Calendared Activities
Qube version 7.37 provides the ability to create planned activity 
records and associate them with customers or sales opportunities. 
These records operate as the planning tool which precedes actual 
sales activity records. Access to these functions is provided from the 
Module Selection window. The button that used to be labeled 
SCHEDULED EVENTS MANAGER is now labeled CALENDARED 
ACTIVITIES (since the Scheduled Events Manager is now only one 
of several calendar-related functions). 

The following functions are available:
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The Activity Categories window allows you to define categories 
and to set the default categories for new activities.

The Activity Types and Priorities window allows you to define cat-
egories and to set the default categories for new activities.

Set up your Activity Categories and Activity Types + Priorities 
before entering new Calendared Activities into the database. Calen-
dared Activities may be generated either manually or through the use 
of data mining (see “Data Mining” on page CRM-10). 
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• To enter a planned activity manually

1. Open the Detailed Activity Planner.

2. Click the NEW button (or press CMD-N or CTRL-N 
on your keyboard). 

Qube will display a window on which you can enter the details 
of your planned activity.
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Qube will default the category, type and priority as specified on your 
setup windows and will default the date to “today.” Note that, as long 
as you are viewing the current month of the current year, today’s 
date will be displayed in red. This lets you see the date for the cur-
rently selected event relative to today’s date.

You can change the date by clicking on the calendar; you may 
change the scheduled time by clicking on the numbers of the clock 
or by manually entering the date and time. Reference types may be 
Opportunity or Customer and may be selected from the Ref Types 
reference list.

If you click OK or press ENTER on your keyboard, Qube will insert 
the new activity in the list.

Access to the Schedule an Activity window is also available from 
the floating Communicate toolbar by clicking the SCHEDULE but-
ton. Access to the Detailed Activity Planner window is also avail-
able by clicking the IN BASKET button, also found on the 
Communicate toolbar.

Note that the Activity Planner window also provides a 1-day-at-a-
time view and a 1-week-at-a-time view. These are shown as card 
tabs at the bottom of the window. Data on these windows may be dis-
played in a concise manner with one line for each activity, or in a for-
mat that makes empty hourly slots easily visible, like this:

New task
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Note that you may change the planned activity date by dragging and 
dropping an activity from one day to the next. This is possible when 
using the 1-Week view, since you can see multiple day lists on this 
window. The drag and drop function will change the date but it does 
not allow you to change the time; i.e., when dragging and dropping 
a planned activity from one day-list to another, you can drop it into 
the list which represents a different date, but cannot drop it onto a 
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given time cell. The time can be changed by double-clicking on the 
planned event and changing the time there.

Planned activities associated with a single customer or a single sales 
opportunity may be accessed by viewing the selected parent record 
(opportunity or customer) and clicking the ACTIVITIES button. 
Qube will load both planned and completed activities. You may in-
sert a new activity associated with the selected parent record (oppor-
tunity or customer) by clicking the SCHEDULE toolbar button and 
you may edit an existing planned activity by double-clicking on the 
planned activity in the list and using the Schedule window to make 
whatever changes are needed.
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Contacts Window A new window has been added to the Order Entry functions to en-
able users to locate records by contact name:

This window allows you to load contacts based on company name or 
contact name within a user-defined range. 

Note: the customer file divides the contact name into two sepa-
rate fields and indexes only the last name. The sales opportuni-
ties file stores the main contact name in one indexed field, 
making it impossible to find directly on the last name.
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Data Mining
Version 7.37 provides the ability to analyze data in the data file to 
identify customers who fall into specific profiles and then perform 
selected activities on that data. This new function is accessed from 
the Order Entry functions list.

Booked Order-
Based Profiler

The Booked Order-Based Profiler offers a window which provides 
many ways to define customer profiles.

When any given profile element checkbox is selected, the window 
will offer additional fields to allow the selection to be made. These 
fields are initially invisible to avoid complicating your view and 
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making the job of defining your profile unnecessarily difficult. At its 
most complex, the choices offered by the window look like this:

You may create as many profiles as you want to help understand 
your customer base. After defining the selection criteria, click the 
BEGIN ANALYSIS OF BOOKED ORDERS button. Qube searches 
the customer file and the booked order files to identify customers 
who fit the defined profile. The selected customers will be displayed 
in the list at the bottom of the window, like this:

It is advisable to save the list by clicking the SAVE LIST TO DISK 
button after you have fine-tuned the search criteria and produced a 
profile that you wish to save. Otherwise, the list will not be available 
for future reference.

Your next decision is what to do with this information. Qube allows 
you to either set up followup activities on the selected customer list 
or perform sales activities while viewing the list. For example, you 
may click the GENERATE PLANNED ACTIVITIES button.
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Qube will respond by displaying a new section in the window on 
which you can enter what type of planned activities to generate.

Using the Communicate toolbar, you can also communicate with 
any company found in the list by email, fax or letter. If you have a 
Macintosh computer, you may also dial each customer directly to 
place a phone call (see “Telephone Dialing” on page CRM-25).

Opportunity-
Based Profiler

The Opportunity-Based Profiler window provides ways to deter-
mine the next logical step in a selling cycle and to efficiently elimi-
nate opportunities which do not respond to offerings. Below is an 
example of search and decision criteria that might be used.

In this example, the user is looking for all sales opportunities, re-
gardless of expected value, which have not been responded to since 
3/1/2000. Qube will analyze the text found in each sales opportunity 
comment field plus the text string found in the last sales activity as-
sociated with each opportunity, to determine what it thinks should be 
done next. Note that you can set up logic associating certain next 
step actions with selected text strings; e.g., if Qube finds the string 
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“dealer packet” then it will recommend step 41 (send a followup let-
ter) next. If it finds nothing and the opportunity is worth less than 
$2,000, Qube will recommend that you delete the opportunity as not 
worth further followup. 

The analysis can begin by clicking the BEGIN SEARCH AND 
ANALYSIS button. Qube will perform the search following the user-
defined logic and come up with results. These results will be dis-
played in a list at the end of the search, like this:

Note that some opportunities contained no comments that matched 
any of those used in the search criteria and resulted in an “Unable to 
Recommend Action.” You may wish to drill down to these to han-
dle them individually or to use the text found on these records to im-
prove your search criteria. You may enter up to 24 different logic 
criteria to be used in determining what the next step should be.

Edit the list by removing selected lines if you wish to override the 
automated search recommendation, or directly edit the proposed ac-
tivity, the rep associated with the activity, and its date.

Once you are happy with the search results, click the EXECUTE RE-
SULTS button. This action creates planned activities associated with 
each opportunity, using the recommended string, or it deletes the op-
portunity or flags it as LOST if that is the recommendation.
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Internet Email Functions
Version 7.37 provides the ability to receive and send internet email 
to customer, vendor and sales opportunity contacts, and also to per-
sonnel. To use these capabilities, you must enable the “Internet” 
feature in the Features Set window. Also, certain Omnis extensions 
must be located in the Omnis extensions folder (Mac) or the Omnis 
Externals directory (PC). These include wBinFile, wContMgr, We-
command, and WGFX.

The first step in using this new function is to fill in the Electronic 
Mail Set Up window.

The Outgoing mail and Incoming mail server information should be 
copied from your browser preferences window.
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The bottom section contains values that are used when performing 
broadcast email, sending the same message to more than one email 
recipient. Alternate setup examples include the following:

The email function is executed by using the SEND EMAIL and GET 
EMAIL buttons on the Communicate toolbar.

The Communicate toolbar will appear at the bottom of your screen 
when you log onto Qube. The toolbar is floating so you can drag it 
out of the toolbar section, then click the CLOSE TOOLBAR button 
to remove the toolbar section, leaving only the floating toolbar on 
your screen. This will minimize the amount of screen space required 
by the Communicate toolbar. 

To send an email, view a window on which a customer, vendor or 
sales opportunity contact or a personnel or outside rep record is ref-
erenced, then click the SEND EMAIL button. This function may not 
be performed when in data-entry mode, nor will Qube respond at all 
if the customer, vendor or sales opportunity does not have a contact 
name associated with it. Having only a company name is not suffi-
cient. Qube will use the referenced information to set up the field 
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values on the Send email window. Below is an example of a Send 
email window set up for an email to a customer:

First, fill in the Subject field and the body of the message. Note the 
checkbox labeled GENERATE A SALES ACTIVITY RECORD. This 
will leave a record that you sent the email in the customer’s record. 
If you fill in the Subject before clicking the GENERATE A SALES 
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ACTIVITY RECORD checkbox, Qube will default the activity text to 
include your subject, like this:

If there is more than one contact associated with the customer, ven-
dor or sales opportunity, Qube will display a list so you may select 
which contact should receive the message, like this:

After you click OK, Qube will set up the Send email window with 
the selected contact and email address so the message can then be 
filled in. If the Email Address is left blank, Qube will prompt you 
to fill it in. 
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If the email address from the customer, vendor, sales opportunity, 
personnel or contact record is blank and you fill in the address on this 
window and then click the PREPARE EMAIL MESSAGE button, 
Qube will fill in the blank email address with the value entered on 
this window.

The email capability also works when viewing any record which is 
associated with a customer, vendor or sales opportunity. For exam-
ple, you may be viewing a sales order that refers to customer 10001. 
Click the EMAIL toolbar button and Qube will prepare an email form 
addressed to the selected customer. View a quotation record, click 
the EMAIL button and Qube will prepare an email form addressed to 
either the customer or sales opportunity referenced on the quotation. 
View a purchase order, click the EMAIL button and Qube will pre-
pare an email form addressed to the selected vendor. In these cases, 
Qube will default the subject to reference the selected record current-
ly being viewed (e.g., “Your P.O. #XXXXX” or “Our P.O. #YYYY” 
or “Your invoice #ZZZZZ” or “Our Invoice #AAAAA.”

Broadcast email Qube also makes it possible to send a message to multiple email ad-
dresses. This is done with the use of a list window, such as the Op-
portunities Browser, the Customer Browser, the Customer 
Search window, the Vendor Browser, etc. By selecting multiple 
lines from the list, Qube will prepare the appropriate greeting for 
each selected contact. It will then present you with the Send email 
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window so that you can prepare the subject and body of the message, 
like this:

Note the reference to “5 customer contacts.” Qube will send the 
same message and the same signoff to all five contacts. The greeting, 
of course, will differ, containing the name which is appropriate to the 
selected company. Sometimes Qube will be asked to prepare a greet-
ing that requires a last name but may find no last name. In this case 
it will use the first name. Similarly, Qube will substitute a last name 
greeting when only a last name is found but it was told to use the first 
name. If Qube finds no first or last name, it will use “Gentlemen:” as 
the greeting.

Note also that any number of email attachments may be included to 
further enhance your message.

The broadcast email function is complicated by the fact that there 
may be multiple contacts associated with any one customer, sales 
opportunity or vendor. Qube offers a mechanism to let you solve this 
issue. Each contact list (for vendors, customers and sales opportuni-
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ties) contains a checkbox which lets you select any number of de-
fault contacts for broadcast communication (email, fax or letters).

When selecting from a list of sales opportunities, customers, vendors 
or contacts, Qube may find records with blank email addresses. 
When performing broadcast email, there is no step allowed to over-
ride each email address, as that would be very inefficient. Instead, 
Qube will display a warning message, like this:

Qube will not send an email to a blank email address.

In the examples above, Qube would send the same message to mul-
tiple addressees. Qube can also send varying but similar messages to 
multiple addressees based on the contents of a template filled out by 
the user. In the System Admin. Set Up Functions, Qube provides a 
selection labeled EMAIL TEMPLATES. Selecting this function will 
display a window on which the user can fill in two different tem-
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plates, one for sending sales order acknowledgements to customers 
and the other for sending shipment advice to customers, like this: 

You can define the text used in each text block and to determine 
which fields are referenced. The above template, for example, would 
produce an Email message like this:
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This message may be sent to one or several customers by using the 
Sales Order Headers Browser window. Two buttons on this win-
dow provide specific broadcast Email capability.
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Get email Qube also provides the ability to get email while using Qube. To do 
this, click the GET EMAIL button on the Communicate Toolbar.

Qube will respond by displaying a window on which the email mes-
sages may be read. The window will be empty at first and will be 
filled with messages after the user clicks the GET INTERNET MAIL 
button and if email is found.
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If Email message(s) are found, Qube will display the subject in the 
upper right box and the body in the “Body” section, like this:

Qube Email 
Limitations

There are currently three limitations to the Qube email function: 

• attaching documents to outgoing Email; 

• deleting incoming Email messages after they have been read; 

• replying directly to incoming Email messages.
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Telephone Dialing
Version 7.37 provides the ability to dial your telephone with refer-
ence to any selected phone number found in your Qube database. 
Currently, this function is available only when using Macintosh 
computers. This function works much like the email capabilities. 
View the selected vendor, customer or sales opportunity on a win-
dow, and click the TELEPHONE button on the Communicate Tool-
bar. This function works in conjunction with customer, vendor, sales 
opportunity or personnel master file windows and also with any 
record which references one of these files (e.g., sales order, purchase 
order, lists of these records, etc.).

If there is only one name and phone number associated with the se-
lected record, Qube will simply dial the number. If more than one 
contact name and phone is found, Qube will display a window with 
the contact names, phone numbers and company name to call. You 
may select from a list of multiple contacts and also override the de-
fault phone number, if you wish. 

If you click the DIAL button, Qube will then dial the selected num-
ber, if the phone is already off the hook with an active dial tone. 

Note that Qube also provides a Generate a sales activity record 
checkbox that will automatically create a record of the call associat-
ed with the customer or sales opportunity. After the call is complete, 
the user may wish to view the Activities list and fill in some detail 
about the phone call.
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Dialing Setup • Set up a Macintosh for Telephone Dialing

1. Make sure you are using a Macintosh computer. 

2. Purchase the DeskTop Dialer device from Sophisticated Cir-
cuits (www.sophisticated.com for about $85)

3. Plug the Desktop Dialer into the telephone, following the 
instructions provided by Sophisticated Circuits. 

4. Make sure the Dialer extension is enabled (using your Exten-
sions Manager).

5. Quit Qube if you are currently running it. 

6. Copy the SCDialer external into your Omnis Extensions folder. 

7. Restart Qube.
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Letter Writing
Version 7.37 provides a built-in word processing engine and there-
fore permits the user to produce and send letters to customers, pros-
pects, vendors and personnel. There are two basic elements to this 
functionality:

Form letters may be created for letters that may be used repeatedly. 
To view this window, click on the WRITE LETTER toolbar button 
while viewing the module selection or function selection window:

Qube will display a window on which you may view, create and edit 
form letters.

Note that the drop-down menus for Font, Formats and Fields are 
grayed out until you click EDIT and click anywhere in the body of 
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the letter. When these menus are active they display many format-
ting choices, such as the following:

A form letter using the field references might look like this.

Of course, when the letter is printed with reference to a specific cus-
tomer, it will look this:

When the letter writing function is used to send letters to a customer, 
vendor, prospect or employee, you should first view the appropriate 
record on the window. Then click the WRITE LETTER icon on the 
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Communicate toolbar. Qube may ask you to select which contact at 
that company you wish to communicate with. Once you have select-
ed this, Qube displays the Send Letter window:

Note that the inside address, greeting and signoff have already been 
filled in. You may override these default settings, if you wish. Note 
that there is a button that looks like a book in the middle left portion 
of the window. 
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You may use this to select from your library of form letters. If you 
select to work from one of your form letters, Qube will fill in the 
window with the contents of the form letter. 

You may then alter the form letter and, if you wish, save the form 
letter incorporating the modifications you made or you may change 
the letter name and save your modifications as a new form letter. Use 
the CLIPBOARD icon displayed on the window to save new form 
letters and form letter changes.
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Internet Services
Version 7.37 lets you easily pull information about your customers, 
sales prospects, vendors and personnel from the Internet. 

Driving 
Directions

You may be planning to visit a customer or a vendor and may want 
driving directions. Qube uses www.worldpages.com for this pur-
pose. To get this information, view the customer, prospect, vendor 
or personnel record on your computer, then select Get Driving Di-
rections from the Internet Services drop-down menu. Below is an 
example of directions between Qube’s office in Del Mar and a cus-
tomer in Chatsworth, Calif.
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Get Address & 
Phone

You may need to get a zip code or telephone number of a more com-
plete address for a customer, prospect, vendor or personnel record. 
The Internet can help you with this. To do this, view the customer, 
prospect or vendor on your screen and select Get Address & Phone 
from the Internet Services drop down menu. Qube uses 
www.worldpages.com to source this information. As with anything 
on the Internet, sometimes the information you’re looking for is eas-
ily found and sometimes not. Therefore, the Qube design for this 
function attempts to look for both exact matches and close matches. 
In the example, below, it looked for “Payne Magnetics, Inc.,” in 
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Covina, CA and it found Payne Magnetics Inc., with a complete ad-
dress, zip plus 4 and phone.

In this second example, we searched for a company named Pentrex 
in Pasadena, CA. The search looked for three different search values 
(shown at the bottom of the window) and found two companies with 
Pentrex in the name, both in Pasadena, and displayed both of them.
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Note that, if you click the UPDATE button, Qube will change the 
record in your database, updating all of the elements displayed in the 
New Field values section of the window. It will not override non-
blank data with blank data (i.e., if you had a zip code in your data-
base, but the search did not return a zip code, it will not blank out 
your zip code).

The function allows searches in both the US and Canada.
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Which Type of 
Service Order 
Tracking Are You 
Using?

Qube ERP™ provides a facility to record customer requests to re-
turn merchandise, track that returned merchandise through evalua-
tion and repair procedures, record time, materials and purchases 
made to repair or replace the product, bill the customer for allow-
able charges and report on causes for returns, returns still in the shop 
and the costs and revenues associated with them. 

Two levels of return order tracking and problem resolution are pro-
vided in the system. These are categorized as Basic Service Order 
Tracking and Customer Service Management. 

Both of these choices are available in the Features Set window.
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Basic Service Order Tracking

Getting Started

The process of tracking service orders begins with the Service Set 
Up window, shown here. 

These fields are used to label the various steps and problem areas on 
data entry windows and on reports. You have two areas which 
should be set up; Customer Service Processing Steps, and the Cus-
tomer Service Problem Areas.

The Problem Areas will appear on the Service Activities window, 
and the Processing Steps will appear on the Service Summary win-
dow.

To set up the problem areas and processing steps, click <EDIT>, and 
enter the data areas you wish to track. When finished, click <SAVE>. 
These items may be whatever you wish; however, be aware that the 
processing steps indicate processes which the returned item must go 
through, and problem areas indicate various things which can go 
wrong with the returned items.

Main Menu

Personnel & 
Labor

Customer 
Service Func.

Service 
Set Up
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Using the Module

Service Orders

Use the Service Orders window to record the customer's request to 
return product. The Return Order Number in the upper right-hand 
corner is the customer’s RMA number.

Return Order # {10 characters, unique, alphanumeric} This value will be automati-
cally calculated by the system if you have elected to have the system 
automatically calculate sales order numbers (see “The System Will 
Automatically Calculate the Following:” on page SYS-105). If you 
have left this function off, you may enter your own RMA numbers 
into this field. Make sure you enter unique numbers each time, how-
ever. You might wish to enter some derivation of the date, or the date 
and customer number, or something of the kind. Or, you may just 
elect to have the system automatically calculate these numbers.

This number serves as the RMA number for the customer return. 
When you finally get the item back from the customer, you can use 
this number to identify the service authorization.

Date Entered {Date field} Enter the date the service order was entered into this 
field. This would normally be done at the time the customer calls in 
for a return authorization.

Main Menu

Personnel & 
Labor

Customer 
Service Func.

Service Orders
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Bill-To Customer {alphanumeric, validated} Enter the customer code of the customer 
returning the item into this field. As with most of the sales informa-
tion on the window, this number may be pulled in by entering the re-
turn item’s serial number if it is known.

Ship-To Address 
Fields

These fields will be defaulted from the customer record, but may be 
overridden.

Return Type {Six characters, alphanumeric} This is a reference field only. It may 
carry any data, up to six characters, you wish to enter. The data in 
this field is not validated in any way, so be sure your data entry peo-
ple understand your conventions.

PO# {25 characters, alphanumeric} Enter the customer PO number in 
this field. This is not required information.

Pay Terms Enter the payment terms in this field. For accuracy, it is a good idea 
to look these terms up using the reference list function.

Serial Number The data entry window allows the user to record serial numbers of 
items returned. If you know the main serial number of the item being 
returned, you may enter this in the serial number field. The system 
will fill in all information in the return order header (customer code, 
name, default ship-to, etc.,) for you. Upon entering a serial number, 
the function will look up the serial number and provide you with 
feedback regarding the item and warranty status which may be 
passed on to the customer. Qube ERP™ will also check to make sure 
the serial number entered matches the item being returned and the 
customer who is returning it. Error messages will be displayed if ei-
ther of these do not match.

No Serial Numbers
If the item being returned does not have a serial number or you do 
not know the serial number, enter NO S/N in the Serial Number 
field. The system will caution you with a dialog box, but allow you 
to proceed if you wish. As the item is actually received, you may en-
ter the serial number if you wish.
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Status The value of this field will default to O for Open. When the returned 
item has been repaired and is ready for invoicing and shipment back 
to the customer, the status code should be changed to R (Ready).

Qty Ordered Under normal circumstances this number will be 1, as most items 
returned will be serialized. If more than one serialized item is re-
turned, you should enter a line item for each returned item.

Qty Shipping This should remain zero until you are ready to ship the item back to 
the customer.

In Warnty? {Defaulted, Yes/No} The system will compare the issue date of the 
RMA with the date the item was sold. If the amount of time passed 
is less than the amount of time indicated in the company setup win-
dow, this value will default to YES. If the amount of time is greater 
than that indicated in the company setup window, this value will de-
fault to NO. As with most defaulted fields, you may override this 
value. See “Default Location for PO Receipts” on page SYS-116.

Repair Charges This value of this field defaults to zero. You may enter any value.

Shipping 
Information

The information in this area is display only, and it is defaulted from 
the serial number of the item being entered. If no serial number ex-
ists, this information will not be displayed. The information dis-
played refers to the original sale and shipment of the item, and any 
previous returns of the item.

Comments There are two comment fields. One is unlabeled and contains a brief 
description of the item. This will print on the work order but not on 
an invoice. The other comment field is labeled Explanation for the 
Return. Use this field to enter a narrative description of the custom-
er's comments. These comments will not print on work orders or 
standard invoices, but will print on custom invoices to aid in com-
municating the customer's complaint to the people in the shop who 
will be handling the repair. The comments will not, however, be 
printed on the invoice sent to the customer.
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Service Activities This window is used to record the process of tracking the item 
through various repair steps and recording what types of problems 
were found and the costs associated with each repair step. This pro-
cess does not begin until the returned item is actually received. 

• To enter the receipt of a returned item

1. Click <NEW> to record a new return order 
received back for repair.

2. Enter the Return Order Line Number (this is the 
return order number combined with the specific 
line number of the item).

When you tab out of this field, the system will fill in the serial 
number, customer code and name and other pertinent fields at 
the service activities window header. 

The Current Step refers to one of the ten steps described in the 
Set Up window.

Main Menu
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As the returned item is examined and tested, you may enter data 
indicating whether or not the customer's complaint was con-
firmed, which modules had to be replaced, and which problems 
were identified. In addition, comments can be entered next to 
each problem type and a larger comment field can be entered at 
the bottom of the window to describe problems or repairs 
applying to the entire repair process.

The comments from the last entry are copied to the current 
entry when the user is adding a new entry and tabs out of the 
serial number field. If the user clicks <NEW> and then clicks 
<SAVE> and fails to enter a Serial Number and <TAB> out of 
that field, no comments will be copied. When comments are 
copied from a previous service order, they will appear like this:

Date Shipped This is a display-only field. When you return the item by invoicing 
the RMA, this field will be populated with the date the item is in-
voiced and shipped.

Customer 
Complaint was 
Confirmed

As the customer complaint is confirmed, click this box. This infor-
mation will carry over to other windows.
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Change Process 
Step

You may not change this step when editing the data in the service ac-
tivities window. To change the processing step, click the button la-
beled <CHANGE PROCESSING STEPS> in the lower right of the 
window. Then enter the next processing step that the item is being 
entered into. This does not necessarily have to be the next sequential 
step as set up in the set up window.

When this is done accurately and on time, the system keeps track of 
the number of days the return order spent at each processing step and 
how many times it entered each step. This can be viewed in the Ser-
vice Summary Window as shown below.

View Processing 
Summary

This window is for display purposes only. By viewing this window, 
you may check on the status of any item in the system, and know 
how long it is taking to process it through the various steps. This 
window can be used by customer service personnel to determine the 
status of an item and report that status to the customer.

Main Menu
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Shipping and 
Invoicing the 
Service Order

This step is handled from the Service Orders window. Once the 
item is ready to be returned to the customer, change the Status field 
to R (Ready), and the Qty Shipping field to reflect the number of 
items being returned to the customer.

Then click the INVOICE THIS button. This creates a new invoice of 
the item, reflecting any costs included in the Repair Charges field. 

It will also update the Date Shipped and Status fields on the Service 
Activities window, like so:

Inventory 
Transactions

No inventory transaction will be created, as no inventory has been 
shipped. All you have done is return the customer’s goods.

Shipping Charges To add or edit shipping charges, you must open the Invoice Header 
window and edit them there. The invoice header is located in the Ac-
counts Receivable module.

Main Menu
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Reports

These reports are listed in the Labor Reports lists. Notice that reports 
can be sorted and subtotaled by customer, item, return order and se-
rial number. All reports offer the ability to print detail or summary, 
to select one item/customer/serial number or all, and to select all 
problem types or just one. The various problem type codes are dis-
played at the bottom of the report selection window for easy refer-
ence.



Customer Service Management

Customer Service Management
 CSM
Customer Service Management SM-CSM-1

Customer Service Management

Overview

Why Use this 
Module?

Customer Service Management provides a detailed way to plan 
and implement your response to customer service issues, tracking 
all customer interface, inventory, and billing issues from a single 
area of the system. 

Using the module, you will be able to identify potential problems, 
their causes, and the proper corrective actions to be taken. These are 
set up in a detailed questionnaire which is designed around a user-
defined decision tree. This decision tree will take the customer ser-
vice representative through the proper steps, and ensure that all the 
important details of the incident are recorded and any necessary re-
sponses are followed up in the appropriate manner.

If, in the course of the above process, it is determined that goods 
must be returned for repair or replacement, the module provides the 
ability to issue a RMA number to the customer, track and identify 
which stage of the service process an item is in by item code, serial 
number or batch number, issue returns to stock or use comments to 
record inventory applied to the job and invoice the service order or 
issue a credit memo if necessary. All job cost data is captured during 
the process and applied to the job as necessary.
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Companies & 
Personnel 
Targeted by this 
Module

Any company which is regulated by the FDA or needs to have doc-
umented procedures established for following up customer service 
issues is a candidate for this module. These issues are particularly 
important when dealing with medical devices, pharmaceuticals, or 
any environment in which MDR reports are a requirement.

In addition, any company which is concerned about ensuring product 
quality and identifying problems and causes in early stages will find 
this module indispensable.

The quality control administrator, system administrator, or someone 
similar should be involved with the initial set up of the data within 
the system. Thereafter, the customer service, inventory control and 
accounts receivable personnel will use this function any time an item 
is returned for service.

Expected 
Benefits

The Customer Service Management module is designed to focus 
your company’s attention on customer satisfaction and product qual-
ity. Every component forces a focus on defining the quality prob-
lems and likely causes, furnishing the ability to come to a conclusion 
about each issue, and then making sure that the proper steps are tak-
en to fix the problem. 

In addition, the module provides the ability to track quality patterns 
and identify them before they become trends. Using the Problems 
by Problem Type report, you will be able to identify those problem 
types which comprise the bulk of your problems. By employing a 
Pareto analysis, you will most likely find that around 20% of your 
problem types will account for approximately 80% of your problem 
issues. By providing the ability to identify and fix these most signif-
icant 20% of problem types, the function will allow you to quickly 
and dramatically “cut through the noise” and increase your customer 
satisfaction in the most efficient way possible.

Note to 7.35 users: Fully leveraging Customer Service Manage-
ment’s ability to associate and report on multiple problem types 
for each service order item can require additional, sometimes 
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time-consuming, data entry. Without these problem records, 
however, analysis of problems by type, item code, customer, etc., 
is impossible. Version 7.35 can make this task easier. As service 
order entries are made, Qube ERP™ will read the comment line 
of each service order item to see if the comments can indicate 
which type of problem has been encountered. When it finds a 
match, it will automatically create the problem record.

In summary, the module provides a high level of sophisticated con-
trol over the entire service returns area. This functionality will help 
ensure that proper procedures are followed and that required reports 
and filings are processed, thus helping reduce exposure in high-lia-
bility situations and maintain complete records for audit purposes.

The following benefits can be derived by using this module.

1. Early identification of problem patterns before they become 
costly trends.

2. Ability to concentrate on the 20% of problem types which 
cause 80% of your problems.

3. Greater visibility of service order procedures.

4. More complete reporting of service issues.

5. Better control of the service order process.

6. Less liability exposure. 

7. Easier auditing process.

8. Better handle on service costs, to increase profitability of ser-
vice order process/products.

9. Easier RMA processing.

10. Better customer response.

a) more consistent, on-time service order completions, and 

b) better able to respond to status-related questions.
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11. Identify and track trends in product quality or lack thereof.

What’s Included The advanced version provides the following functions over and 
above those provided by the basic version of service order tracking:

1. Unlimited number of pre-defined problem areas (the basic ver-
sion is limited to 15 problems).

2. Validated causes related to each problem.

3. Validated corrective actions related to each cause.

4. Follow up dates & persons related to each service order item.

5. Optional, user-scripted questionnaire and decision tree to guide 
customer service reps in finding out what the problems are and 
what corrective actions should be taken.

6. Recorded responses by customers to the scripted questions.

7. Ability to issue replacement invoices and return items to stock.

8. Ability to associate each service order item with a batch, serial 
number, invoice item or none of the above.

9. Reporting of problems and service order items by customer, 
item, batch or serial number, all provided in columnar numbers 
and graphic output.

How Does this 
Data Relate to 
Other Data Within 
the System?

The Customer Service Management (CSM) module is tightly inte-
grated with other areas of the system. Inventory, AR, and job cost 
data are automatically generated and updated from the process.

1. Service orders can be invoiced on-line. This invoice data then 
flows through the accounts receivable module to the general 
ledger module. Credit memos may also be issued with resulting 
inventory transactions.

2. The function utilizes lot numbers, serial numbers and item 
codes (or none of the above) for tracking purposes.
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Getting Started
The following setup functions must be completed in order to use 
Customer Service Management (CSM).

Features Set CSM is an optional, for-sale module. It must therefore be activated 
in the Features Set window in order to be available for use (see “Ap-
plication Features Set Window” on page SYS-138).

If you are using the Customer Service Management module de-
scribed in these pages, you must have that selection activated on this 
window.

User Access 
Privileges

Once the module has been activated in the Features Set window, you 
must be certain to activate the User Access Privileges for each user 
(see “User Access Privileges” on page SYS-123). The access privi-
leges for the CSM functions are found under the Personnel & Labor 
privileges, as shown here:

Make sure Customer 
Service Management 
is active
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Note that there are several windows involved with the CSM module. 
Be sure to provide access only to those windows appropriate for each 
user. For example, the setup functions, such as Problem Codes & 
Descriptions, Cause Codes & Descriptions, and Questionnaire 
Labels & Logic would only be appropriate for the service manager, 
system administrator or similar user. The customer service represen-
tatives, however, would more likely only have access to the Service 
Orders windows, so they can add and maintain the actual, everyday 
service transactions, but not edit the control records.

Task Assistant If you have used the Basic Service Order Tracking in the past and 
are upgrading to CSM, you will need to access the following task un-
der New Features in the Task Assistant window.

Once you have accessed this task, it is important to click the button, 
<CONVERT DATA>. Clicking this button will move the 15 previ-
ously allowed problem codes to a separate data file which provides 
unlimited problem codes.
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Note: Only run this if you have previously used Basic SOT!

Further Setup Once you have completed the above steps, ensure you have access to 
all of the reports and functionality of Customer Service Manage-
ment. To provide access to the functions, it is necessary to refresh 
the Personnel & Labor Functions list for each user which will be 
using the function. For information on how to do this, see “Functions 
Missing from Lists” on page GEN-14. After refreshing the list, you 
should see the following under Customer Service Functions on the 
Personnel & Labor Functions list:

You also need access to the Customer Service Management reports, 
as shown below. If they are not visible as shown, you must update 
your reports file with the necessary reports (see “Update Reports” on 
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page SYS-142). Contact QCI Technical support to make sure you 
have the most current reports file to work from.

Service Set Up Use this window to set defaults to be used when entering service or-
ders. These default values assist you in setting values as new service 
orders are entered.
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Service Problem 
Codes

This window allows the user to set up codes and descriptions used in 
service orders to categorize problems associated with any service or-
der event. Once these codes are entered into the data file, they may 
be used to designate problems in the Service Order Problems, 
Causes & Actions window (see “Service Order Problems, Causes & 
Actions” on page CSM-25). The data entered into this window will 
determine the problems which can be entered on the service order. 
Only those items entered on this window may be entered as prob-
lems on the service order, as these codes are validated.

Code {Six characters, unique, alphanumeric} Enter the code by which 
each service problem will be identified in this field. Tables are dif-
ferent from data entry lists as you enter the data directly into each 
cell of the table; not a data entry line at the top of the list. To enter 
data in a table, scroll to the bottom of the list and click in the empty 
fields at the bottom of the list and begin typing. As you <TAB> be-
tween entries, the cursor will jump to the next field or line.

Description {30 characters, alphanumeric} Enter the description for each ser-
vice problem here.

Main Menu
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Problem Cause 
Codes

This window allows the user to set up codes and descriptions used in 
service orders to categorize causes of problems associated with any 
service order event. Once these codes are entered into the data file, 
they may be used to designate causes for each problem in the Service 
Order Problems, Causes & Actions window (see “Service Order 
Problems, Causes & Actions” on page CSM-25). The data entered 
into this window will determine the problem causes which can be en-
tered on the service order. Only those items entered on this window 
may be entered as problem causes on the service order, as these 
codes are validated.

Code {Six characters, unique, alphanumeric} Enter the code by which 
each service problem cause will be identified in this field. Tables are 
different from data entry lists as you enter the data directly into each 
cell of the table; not a data entry line at the top of the list. To enter 
data in a table, scroll to the bottom of the list and click in the empty 
fields at the bottom of the list and begin typing. As you <TAB> be-
tween entries, the cursor will jump to the next field or line.

Description {30 characters, alphanumeric} Enter the description for each prob-
lem cause here.

Main Menu
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Corrective Action 
Codes

This window allows the user to set up codes and descriptions used in 
service orders to categorize corrective actions applied to causes of 
problems associated with any service order event. Once these codes 
are entered into the data file, they may be used to designate correc-
tive actions for each problem in the Service Order Problems, 
Causes & Actions window (see “Service Order Problems, Causes & 
Actions” on page CSM-25). The data entered into this window will 
determine the corrective actions which can be entered on the service 
order. Only those items entered on this window may be entered as 
corrective actions on the service order, as these codes are validated.

Code {Eight characters, unique, alphanumeric} Enter the code by which 
each corrective action will be identified in this field. Tables are dif-
ferent from data entry lists as you enter the data directly into each 
cell of the table; not a data entry line at the top of the list. To enter 
data in a table, scroll to the bottom of the list and click in the empty 
fields at the bottom of the list and begin typing. As you <TAB> be-
tween entries, the cursor will jump to the next field or line.

Description {33 characters, alphanumeric} Enter the description for each cor-
rective action here.
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Questionnaire 
Labels & Logic

The Questionnaire Labels & Logic window is where the decision 
tree for the Service Order Questionnaire is designed and entered 
(see “Service Order Questionnaire” on page CSM-32). Using this 
window, you can determine which questions are asked, in which or-
der they are asked, and the result of each YES or NO answer. 

The window allows up to 24 Questions, five Decision End Points 
and five Follow Up Actions. The questionnaire shown above in-
cludes a number of different decision branches, end points and fol-
low-up events. 

Note that using the questionnaire is optional. It is not necessary to 
build as complex a questionnaire, and you can set up several ques-
tionnaires if you like. The questions, decision trees and follow-up 
events used on each service order will be determined by the ques-
tionnaire selected in the drop-down menu on the Service Order 
Questionnaire window.

It may take you some time to perfect the questionnaire logic, ques-
tions and decision end points. This is fine, and it is encouraged that 
this process be a dynamic one. Begin with a rather simple question-
naire, and have your service personnel begin to use it. As they are us-
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ing the function, new questions and logic will occur to you. As these 
begin to take shape, add new questionnaires to the data file, and al-
low your users to utilize them. Over time, you will begin to formu-
late questionnaires with greater and greater power and usefulness.

Questionnaire 
Name

{20 characters, alphanumeric} Enter the name of each question-
naire in this field. This is the primary identification field for each 
questionnaire, and is used in the service order window to determine 
the questions to ask during each RMA interview.

Questions {250 characters, alphanumeric} Enter each question in these fields. 
You may enter up to 24 questions per questionnaire. These questions 
will appear in their proper order in the Service Order Question-
naire window, based on the answer given to the previous question. 
They will look like this in the Order Questionnaire window:

Yes Shows
No Shows

{Two characters, numeric} These fields determine which item 
comes next within the interviewing process. There are 24 Questions, 
numbered between 1 and 24, and five Decision End Points, num-
bered 51 to 55. You may enter any number between 1 to 24 and 51 
to 55 in these fields, depending on where you want to go next in the 
interviewing process. The number you enter in each Yes or No field 
will determine the next Question or Decision End Point displayed 
during the interviewing process on the Order Questionnaire window 
as shown above. Each question should result in another question or 
decision end point, based on whether it receives a yes or no answer.

Decision End 
Points

{95 characters, alphanumeric} There are five Decision End Points 
for each questionnaire. There is no Yes/No entry for decision end 
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points, because, by definition, they represent the end of the interview 
and the final determination of what should be done when reaching 
the end point. They are displayed in the following manner in the low-
er portion of the Order Questionnaire window:

Follow Up Events {95 characters, alphanumeric} There are five follow up actions 
which may be added to this window as well. These will be displayed 
as radio buttons at the bottom of the Order Questionnaire window. 
These serve as reminders of what needs to be done with each service 
order by referencing this window only. They currently do not print 
on any reports.

Note: While it is possible to enter up to 95 characters in this field, 
only 40 will display on the Questionnaire window. Therefore, 
you should keep this in mind as you enter their definitions in this 
window.
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Using the Module

Overview Use the Service Orders window to record the customer's request to 
return product. The Service Order Number in the upper right-hand 
corner is the customer’s RMA number. Each service order may in-
volve up to three cards to display the data related to that order. 

Typically a customer calls your customer service representative to 
report that an item needs to be serviced or returned. At that point the 
customer service employee opens the Service Orders Header win-
dow as shown below, and looks up the item which needed service. 

Qube ERP™ allows you to look up items by serial number, lot or 
batch number, or invoice number, or to enter the data using no look-
up field. These choices are made using the radio buttons above the 
list in the middle section of the window. Whichever choice you 
make, other data will be pulled into the window based on it; for ex-
ample, if you elect to enter data using the serial number, simply click 
that radio button, click in the Serial Number field, enter the serial 
number and press <TAB>. All of the other pertinent data will be 
pulled in automatically. 
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Additional information, such as the quantity to be returned, warranty 
information, etc., should be entered on this window. To save the line 
item, you must enter data into the field labeled “User Reference”. If 
you leave this field blank, no order item record will be added.

The next step in the process generally centers around the interview 
process. You may use the Explanation for the Service Call field to 
enter general comments about the incident or reason for service, or 
you may use the Questionnaire window to proceed through a previ-
ously defined decision tree about the call. To use this window, click 
the card tab, <QUESTIONNAIRE>, which is displayed at the bottom 
of the window. The following window will be displayed:

This window guides you through a series of questions, each based on 
the answer to the previously asked question. This tool is especially 
helpful for users who are highly regulated, or those who wish to be 
very methodical about the information they capture. As you enter the 
answer to each question, another question will be posed until you 
end up with a very specific Decision End Point as displayed in the 
middle of the window. At that point, a recommended action will be 
displayed, and the interview will be terminated. You may pick from 
any number of predefined questionnaires.
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In addition to the questions, this window shows a list of five fol-
lowup events at the bottom. These events may be used to either in-
struct the service technician to do certain things, or as a checklist of 
items completed, depending on the user requirements.

After the questionnaire is finished, or when you click <SAVE>, the 
function will store the information, and assign a Service Order 
Number. This service order number should be issued to the custom-
er as the RMA number.

Once the merchandise has been returned for service, the service 
technician can record the problems found, causes suspected, and the 
corrective actions taken in the Service Order Problems, Causes & 
Replacement Parts window as shown here:

To move from one section to another, simply click within it. To get 
Qube ERP™ to display a cause code field associated with a selected 
problem, click on the problem code field. To get Qube ERP™ to dis-
play an action code field associated with the selected problem, click 
on the cause code to which the action code will refer. It is not neces-
sary to save changes before changing windows.
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All of these problems, causes and corrective actions are predefined 
by the customer service supervisor and entered into the system. They 
are accessed on this window via the Reference List window.

In addition to this information, the followup person and date, open/
closed status of the order, and quantity and date received can be en-
tered onto this window. All of this information may be reported on.

The technician may also want to access the questionnaire window in 
order to see what information was captured during the interview, and 
also to refer to the followup events listed at the bottom. The list may 
have been checked off by the interviewer to specify followup events, 
or it might be used by the service technician to indicate that certain 
events were completed.

The technician should also tally up the items used in the service 
function and include them somewhere in the service order com-
ments, either in each individual comments field or in one of the over-
all notes fields. They may be printed on the service order or invoice.

In addition, the service order repair charges may be entered on the 
Service Orders Header window, either by the technician or by an 
order entry or accounting person. In any event, the information en-
tered on the service order by the technician will be useful in deriving 
these numbers.

After these steps have been taken, the technician may choose to close 
out the service order and enter a Date Closed. This will indicate to 
the system that the service order has been dealt with, and will pro-
vide statistical data on which to report. 

In addition, the Quantity Shipping and Repair Charges fields will 
need to be updated. At this point the service order may be invoiced 
and the item sent back to the customer. This can be done directly 
from the Service Orders Header window. 

The following pages will provide detailed information about each of 
these windows, their fields, and their functionality.
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Service Order Header
The header window displays the bill-to and ship-to information, 
along with a list of each service order item, as shown below:

Service Orders, 
Card 1

Bill-To Customer {Ten characters, alphanumeric, validated} Enter the customer code 
of the customer returning the item into this field. As with most of the 
sales information on the window, this number may be pulled in by 
entering the return item’s serial number if it is known. To create a 
new customer record, enter the word NEW in this field and press the 
TAB key.

Date Entered {Date field} Enter the date the service order was entered into this 
field. This would normally be done at the time the customer calls in 
for a return authorization.

Service Order # {10 characters, unique, alphanumeric} This value will be automati-
cally calculated by the system if you have elected to have the system 
automatically calculate sales order numbers (see “The System Will 
Automatically Calculate the Following:” on page SYS-105). If you 
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have left this function off, you may enter your own RMA numbers 
into this field. Make sure you enter unique numbers each time, how-
ever. You might wish to enter some derivation of the date, or the date 
and customer number, or something of the kind. Or, you may just 
elect to have the system automatically calculate these numbers.

This number serves as the RMA number for the customer return. 
When you finally get the item back from the customer, you can use 
this number to identify the service authorization.

Ship-To Address 
Fields

These fields will be defaulted from the customer record, but may be 
overridden.

Type Code {Six characters, alphanumeric} This is a reference field only. It may 
carry any data, up to six characters, you wish to enter. The data in 
this field is not validated in any way, so be sure your data entry peo-
ple understand your conventions.

Customer PO# {25 characters, alphanumeric, searchable} Enter the customer PO 
number in this field. This is not required information. 

Payment Terms {25 characters, alphanumeric} Enter the payment terms in this 
field. For accuracy, it is a good idea to look these terms up using the 
reference list function.

Shipping Terms {12 characters, alphanumeric} Enter the shipping terms in this 
field. For accuracy, it is a good idea to look these terms up using the 
reference list function.

Ship Via {12 characters, alphanumeric} Enter the shipper in this field. For 
accuracy, it is a good idea to look these terms up using the reference 
list function.

Shipping {12 characters, numeric} Enter the cost of shipping.

Comments {2000 characters, alphanumeric} It is useful to enter a narrative de-
scription of the customer's comments using the comments function. 
These comments can be included in the printed service order to aid 
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in communication of the customer's complaint to the people in the 
shop who will be handling the repair, and/or on the customer in-
voice. Designate where these comments are to be printed with the 
check boxes which appear below the comments field.

Followup Person Enter the name of the individual assigned to follow up with the cus-
tomer (Version 7.36 and later only).

Followup (F/U) 
Date

Enter the date scheduled for following up with the customer (Ver-
sion 7.36 and later only).

Service Order 
Item Detail

The details describing item code, status, quantities, etc., for each 
item returned are entered on the Service Orders Header window. 
Further details about each item, such as problems, causes and ques-
tionnaire details are entered on the other cards in the set (see below).

Lookup 
Information 
Number

{Radio button selections} A lookup function is provided based on 
Batch Number, Invoice Item, Serial Number, or No Lookup. As 
you select one of these options, the field heading will change appro-
priately to either batch number, invoice item number, serial number, 
or user reference (for “no lookup”).

For example, you might not know anything about the return but the 
Serial Number. If this were the case, you could still enter a new ser-
vice order for the item by clicking <NEW>, clicking the radio button 
for <LOOKUP ON SERIAL NUMBER>, and typing the Serial Num-
ber for the item being returned. As you <TAB> out of the field, all 
of the data for that serial number (item code, invoice information, 
customer information, previous returns, etc.,) would be displayed.
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Batch Number. In the case of a Batch Number entry, Qube 
ERP™ would display a list of all invoice items shipped against the 
selected batch, like this:

You can then select among the listed invoices the one which applies 
to the current service order. Qube ERP™ will copy the order-line 
and invoice-line from the lookup list into the service order list.

Upon entering a value in this field, the function will look up the num-
ber and provide you with feedback regarding the item and warranty 
status which may be passed on to the customer. Qube ERP™ will 
also check to make sure the number entered matches the item being 
returned and the customer who is returning it (if you entered that data 
first). Error messages display if either of these do not match.

No Lookup. If the item being returned does not have a serial 
number, batch number or item code to look up, click <NO LOOK-
UP>. The field heading will be User reference and you may enter 
any value in the field you like, and any other data you wish.

Status The value of this field defaults to O for Open. When the returned 
item has been repaired and is ready for invoicing and shipment back 
to the customer, the status code should be changed to R (Ready).

Quantity When dealing with serialized items, under normal circumstances this 
number will be 1. If more than one serialized item is returned, you 
should enter a line item for each returned item. In the cases of other 
types of items, you may enter any appropriate quantity.
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Qty Shipping This should remain zero until you are ready to ship the items back to 
the customer.

Qty Invoiced The invoiced quantity will display in this field.

Qty Backordered The backordered quantity will display in this field.

Qty to be 
Returned

The quantity to be returned will display in this field (Version 7.36 
and later only).

In Warnty? {Defaulted, Yes/No} The system will compare the date the RMA is 
issued with the date the item was sold. If the amount of time passed 
is less than the amount of time indicated in the company set up win-
dow, then this value will default to YES. If the amount of time is 
greater than that indicated in the company set up window, then this 
value will default to NO. As with most defaulted fields, you may 
override this value. See “Normal Warranty Period on Shipped Mer-
chandise” on page SYS-118.

Repair Charges This value of this field defaults to zero. You may enter any value you 
wish. This is the charge for the entire item. If the value in the Quan-
tity field is greater than 1, the value in the Repair Charges field is 
divided by the quantity ordered; therefore, you should enter the ex-
tended repair charge (multiply the unit repair charge by the value in 
the quantity field) rather than the unit repair charge.

Shipping 
Information

The information in this area is display only, and it is defaulted from 
the lookup information number of the item being entered. If no look-
up information number exists, the shipping information will not be 
displayed. The information displayed refers to the original sale and 
shipment of the item, and any previous service returns of the item.

Item Comments {2000 characters, alphanumeric} It is useful to enter a narrative de-
scription of the customer's comments using the comments function. 
These comments can be included in the printed service order to aid 
in communication of the customer's complaint to the people in the 
shop who will be handling the repair, and/or on the customer in-
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voice. Designate where these comments are to be printed with the 
check boxes which appear below the comments field.
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Service Order Problems, Causes & Actions

Service Orders, 
Card 2

Use this window to record any service problems, causes or correc-
tive actions. Arrows are provided to help you understand the rela-
tionship of the various components on the window. 

Qube ERP™ allows multiple problems to be associated with each 
item, multiple causes to be associated with each problem and multi-
ple corrective actions to be associated with each cause. A text com-
ment field may be entered for each problem, cause and action.

After identifying each problem and cause, it is possible to print a re-
port identifying problems by cause code. This will allow you to 
quickly identify those problem causes which are creating most of 
your problems. By doing so, you know where to apply your resourc-
es in order to provide the best and most cost effective solutions to 
your most pressing problems.

Order Item Code {Calculated, find field} This field is a concatenation of the Service 
Order Number and the line item number on the header window. 
The 14-1 number displayed above, then, indicates this is the first 
line item on the service order number.
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Note: This window is oriented around a single service order 
item. This is different than the Service Order Header, which dis-
plays all items on the service order. Therefore, clicking <FWD> 
or <BACK> or <FIRST> or <LAST> will display the next (i.e. 12-
2), previous, first or last item on the selected service order. 

Item Code {Display only, find field} This is the item code of the returned item. 
It may not be changed from this field.

Followup Person {Validated, find field} Enter the valid Employee Code of the person 
designated to follow up on this service order in this field. This field 
is used in reporting on service orders, and as a selection criterion in 
the Customer Service Orders List window.

Followup Date {Date format, find field} Enter the date this item is to be followed up 
on in this field.

Qty to be 
Returned

{Number} Enter the quantity to be returned in this field. This number 
is NOT defaulted from the header. This number is also reflected in 
the Qty to be Returned field in the Customer Service Orders List 
window. (It is important to remember that in the case of serialized 
items, this number would normally be 1. Each serialized item would 
generally have its own line item record.)

Qty Received {Number} After receiving the items from your customer, enter the 
quantity received in this field. This number is NOT defaulted from 
the header. This number is also reflected in the Qty Received field 
in the Customer Service Orders List window. (It is important to re-
member that in the case of serialized items, this number would nor-
mally be 1. Each serialized item would generally have its own line 
item record.)

Open/Closed/
Invoiced

{Radio button selections} The default for each service order is 
OPEN. After the service order has been handled, it is closed out by 
clicking the radio button, CLOSED. This field is used in reporting on 
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service orders, and as a selection criterion in the Customer Service 
Orders List window.

Date Closed {Date format} Enter the date the record was closed in this field.

Date Received {Date format} Enter the date the item was received in this field. This 
date is NOT defaulted from the header. This date is also reflected in 
the Date Received field in the Customer Service Orders List win-
dow. 

Item Comments {2000 characters, alphanumeric} This is a second comments field 
for each item on the service order. Having more than one comments 
field enables you to enter comments which are directed internally, 
and those which are directed to the customer. Designate where these 
comments are to be printed with the check boxes which appear be-
low the comments field.

Problems List {Six characters, validated, alphanumeric} Enter the code for each 
problem in the Code field. You may use the Reference List function 
to look up these codes. You may enter as many problem codes as you 
like by scrolling and clicking on the next line, or pressing <TAB> un-
til you land in the next line of the table. There are several service re-
ports which refer to these problem codes (see “Reports” on page 
CSM-39).

Problem 
Comment

You may enter a comment for each problem in the list. This field 
holds 2000 characters, so you may enter detailed descriptions of the 
problem. These comments do not print out on any reports.

Causes List {Six characters, validated, alphanumeric} Enter the code for each 
problem cause in the Code field. You may use the Reference List 
function to look up these codes. 

Accessing the first Problem Cause Code field is tricky unless you 
know how. After entering the first problem in the Problems List and 
pressing <TAB>, the cursor will jump to the Problem Comment 
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field. At this point you may enter comments, or not. If you press 
<TAB> again, the function will take you to the Problem Code field 
for the next problem. At this point, use your cursor to click in the first 
Problem Code field, and the first Problem Cause Code field will 
be displayed in the Causes List. Once this field is displayed, you 
may enter data into the Causes List and Cause Comment field, just 
like in the Problems List.You may enter as many Problem Cause /
Codes as you like by scrolling and clicking on the next line, or press-
ing <TAB> until you land in the next line of the table. 

Cause Comment You may enter a comment for each problem in the list. This field is 
3000 characters in length, so you may enter detailed descriptions of 
the problem. These comments do not print out on any reports.

Corrective 
Actions

{Eight characters, validated, alphanumeric} Enter the code for each 
Corrective Action in the Code field. You may use the Reference 
List function to look up these codes. This list works just like the 
Causes List, discussed above. You may refer to the preceding sec-
tion for information on how to access and enter data into this list. 
(Versions 7.35 and previous only.)

Replacement 
Items List

(Version 7.36 and later only.) You may enter replacement parts in 
this list. Note the  symbol displayed directly to the right of the 
Comment column label. You may click on this button to expand the 
comment, viewing and edit it in a larger space than is provided by 
the list. Replacement items will be printed on the service work orders 
(CMD-P or CTRL-P). They may also be printed selectively on in-
voices related to service orders.

Version 7.37 provides the ability to compute the repair charges on a 
service order item based on the billable value of its replacement 
parts. The screen shot below shows an example of a list of replace-
ment parts whose total value is $103.00.
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Qube therefore updates the Repair Charges value on the header/
items list window to agree with this value.

The Customer Service Setup lets you default repair charges to fol-
low the same logic used when performing order entry. An item en-
tered for a service order may have repair charges defaulting to one 
value initially, but this value may be changed by Qube when a list of 
replacement parts is entered since, if replacement parts are being 
sent to the customer, it is not likely that an entire new parent item 
will also be sent. The existence of replacement parts implies that the 
repair charges price should be overridden. 

Note: A zero value for replacement parts will not override a non-zero 
value already found in the Repair Charges field. 

Follow Up 
Activities

{Button} (Version 7.36 and later only.) The FOLLOW UP ACTIVI-
TIES button allows you to identify a list of followup activities asso-
ciated with each service order item. These might include a testing, 
repair, and inspection procedure appropriate for a returned item. 
When you click this button, the following window displays:

Time Charges {Button} (Version 7.36 and later only.) The TIME CHARGES button 
allows you to view and edit employee time charges related to the se-
lected job (order-line #). Clicking this button displays all time charg-
es entered by any person on any date related to the selected job. For 
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more information about the Employee Time Charge window, see 
“Employee Time Charges, by Date and Person” on page JC-8.

Note to 7.35 users To fully implement Customer Service Management’s ability to asso-
ciate and report on multiple problem types for each service order 
item, you may need to perform additional, sometimes time-consum-
ing, data entry of problem records. 

Version 7.35 can make this task easier. As service order entries are 
made, Qube ERP™ will read the comment line of each service order 
item to see if the comments can indicate which type of problem has 
been encountered. When it finds a match, it will automatically create 
the problem record. 

For example, below is a screenshot of a list of problems and a service 
order showing some comments.

In this case, the user did not switch to the Problems & Causes win-
dow to enter the appropriate problem codes. Instead, Qube ERP™ 
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interpreted the comments and created these comment records auto-
matically:

Since the problem codes were entered, later analysis of problems can 
be made easily and contribute to a quality improvement program.

Qube ERP™ interprets the comments by looking into each order 
item comment for an exact match on each problem description. If a 
problem description were “Bad Monitor” and the comment included 
the word “Monitor”, no match would be made. Qube ERP™ would 
be looking for the compete phrase found in each problem descrip-
tion, in this case “Bad Monitor”. For this reason, it is best to make 
problem descriptions short and generic so that Qube ERP™ will 
have the best chance of making the match. The match is NOT case 
sensitive but, naturally, spelling does matter. 

A utility is also provided to analyze existing data and create the prob-
lem history for use in future analysis.
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Service Order Questionnaire

Service Orders, 
Card 3

This window is oriented around a single service order item. This is 
different than the Service Order Header, which displays all items 
on the service order. Therefore, clicking <FWD> or <BACK> or 
<FIRST> or <LAST> will display the next, previous, first or last item 
on the selected service order. 

Use this window to enter the interview with the customer following 
the selected questionnaire, as set up previously (see “Questionnaire 
Labels & Logic” on page CSM-12). You may select from the drop 
down menu the questionnaire which is appropriate to the selected or-
der item. Note that using the questionnaire is optional. The question-
naire begins with only the first question visible. It displays the next 
question depending on how the previous question was answered. 
The Questionnaire portion of the window is presented in a scrolling 
table in order to allow for the possibility of many questions. 

The bottom section of the window provides the ability to enter addi-
tional comments related to the decision and check off the Follow Up 
Events which have been completed. These followup events are also 
set up on the Questionnaire Labels & Logic window.
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Service Orders List

This function provides the ability to display many service order 
items at once. These may be sorted on any column labels. You may 
double click on any line to drill down to the specific record. 

Using the Window This window provides the ability to edit Follow-Up Date, Qty to be 
Returned, Qty Received, and Date Received for each item in the 
list. In addition, you may issue replacement invoices, return items to 
stock, draft credit memos, and change the status of each item be-
tween open and closed for one, many, or all items on the list.

Draft Unapplied 
Credit Memo

{Button command} You may draft an unapplied credit memo for any 
service order. 

Draft Invoice-
Applied Credit 
Memo

{Button command} You may draft a credit memo for any service or-
der if the original sales order to the customer has been invoiced and 
that invoice has been posted. Otherwise, there will be no record 
against which to draft a credit memo, and you will receive a message 
similar to this:

Main Menu

Personnel & 
Labor

Customer 
Service Func.

Service Orders 
List
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If the order has been invoiced, and the invoice posted, the Draft 
Credit Memo window will be displayed, like this:

For information on how to use this window, see “Draft Credit 
Memo” on page AR-42.

Issue 
Replacement 
Invoice

You may also issue a replacement invoice for any of the items on a 
service order, as long as a prior invoice existed. The window for this 
function is identical to the Draft Credit Memo window, and works 
in much the same way. If you select to issue a replacement invoice 
on the service order item which makes reference to an invoice, Qube 
ERP™ displays this dialog window which shows the items and 
quantities shipped on the prior invoice. You will be prompted to se-
lect from these items and quantities which items are to be included 
on the replacement invoice. You may also print the invoice directly 
from this window, using the checkbox at the bottom of the screen. 

Be very careful not to save two invoices for the same sales order in 
the datafile! Most of the time, you will first do a Credit Memo on the 
first invoice, then issue the replacement invoice.
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Return Items To 
Stock

The same basic window shows up one more time, when you click the 
<RETURN ITEMS TO STOCK> button. Use this window to return 
any items on the original sales order to stock, without issuing a credit 
memo.

Be aware that the quantity entered for return to stock will increment 
the quantity returned. If items were received prior to returning to 
stock, be sure to adjust the quantity accordingly.

Load Service 
Order Items

{Button command} Click this button to load Service Order Items.

Displayed Data Each line in this list represents a single Service Order Line Item. 
Therefore, if a service order had five different line items, up to five 
different records could be displayed on this window. However, not 
all of these five records would necessarily be displayed, as you may 
select items to be displayed based on the different selection criteria 
shown below.

Display Selection 
Criteria

Data may be displayed based on its Open/Closed/Invoiced status, 
Item Code, Customers, and designated Follow Up-Person. 

Open/Closed/Invoiced. You may select one or more of these 
selections.

Select All Customers & Items. This selection will display 
all of the open or closed items, based on your previous selection.
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Select 1 Item. This selection will provide the ability to display 
all open or closed service records for a single item code. When you 
click this selection, the following field will be displayed:

Enter the item code in this field and press <ENTER>. All of the open 
or closed service order records for that item will display in the list.

Select 1 Customer. This selection works the same as above, 
except that it displays all records for a single customer.

Select 1 Follow-up Person. This selection works the same 
as above, except that it displays all records for a single follow-up 
person.

Order Date {Display only} Indicates the date the service order was entered into 
the system.

Follow-up Person {Display only} The follow-up person designated on the Service Or-
der Problems, Causes & Actions window.

Follow-up Date {Date format} This defaults the value entered in the Service Order 
Problems, Causes & Actions window, but you can override it.

Service Order 
Line #

{Display only} This field is a concatenation of the Service Order 
Number and the line item number on the Service Order Header 
window. 

Qty to be 
Returned

{Numeric format} This defaults the value entered in the Service Or-
der Problems, Causes & Actions window, but you can override it. 
If this field is blank, enter data from this window; see “Shipping and 
Invoicing a Service Order” on page CSM-38.

Quantity 
Received

{Numeric format} This defaults the value entered in the Service Or-
der Problems, Causes & Actions window, but you can override it. 
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If this field is blank, enter data from this window; see “Shipping and 
Invoicing a Service Order” on page CSM-38.

Date Received {Date format} This defaults the value entered in the Service Order 
Problems, Causes & Actions window, but you can override it. If 
this field is blank, enter data from this window; see “Shipping and 
Invoicing a Service Order” on page CSM-38.

Status {Display only} This will display either Open Event or Open 
Return. All items display Open Event until an amount has been 
entered into the Quantity Received field. Then it changes to Open 
Return.
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Shipping and 
Invoicing a 
Service Order

This step is handled from the Service Orders window. Once the 
item is ready to be returned to the customer, change the Status field 
to R (Ready), and the Qty Shipping field to reflect the number of 
items being returned to the customer.

Then click the button <INVOICE THIS ORDER>. This will create a 
new invoice of the item, reflecting any costs included in the Repair 
Charges field. 

Inventory 
Transactions

Service Orders can incorporate some items for which no inventory 
transactions are generated and others for which inventory transac-
tions will be created upon invoicing. Use the “Relieve Inventory” 
flag to identify the items to be transacted.

Shipping Charges You can add or edit shipping charges prior to posting both here and 
by opening the Invoice Header window and editing the value there. 
The invoice header is located in the Accounts Receivable module.

Main Menu

Personnel & 
Labor

Customer 
Service 
Functions

Service Orders
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Reports

These reports are listed in the Labor Reports lists. These reports can 
be sorted and subtotaled by customer, item, return order and serial 
number. All reports offer the ability to print detail or summary and 
to select one item/customer/serial number or all and to select a range 
of dates. In addition, reports may be printed in report or graphic for-
mats as shown below:

Service Orders 
Reports

Service Orders by Service Order Item Number

This report will show each item returned by service order item num-
ber. Using this report, you can determine which items were returned 
and when. In addition, you can see how many of each item was re-
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turned and how long each item was in house. This report may be 
printed graphically like this:

Service Orders by Item Code
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This report shows all service orders within a date range, sorted by 
item code. Using this report, you can identify which items were re-
turned, how often and when. This report is very useful in determin-
ing rate of defect or return by item codes. In addition, you can see 
how many of each item was returned and how long each item was in 
house. This report may be printed graphically like this:

Service Order 
Problems Reports

In addition to the several Service Order reports, the system offers 
several Service Order Problems reports as well. These reports offer 
the ability to identify problem types which might occur by customer, 
item, serial number, etc. Using these reports you can quickly identify 
those problems which are occurring most frequently by each of these 
criteria. This provides an easy way to identify those problems which 
are causing the most trouble. As mentioned earlier, a Pareto analysis 
might help you zero in on the most significant problems, thereby al-
lowing you to apply your resources where they will provide the most 
impact. 
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Service Order Problems by Item Code
For example, this report shows which problems occur by item code, 
as shown below:

Once again, this report may be printed graphically, as shown below:
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Invoicing Functions

The system allows you five options when producing invoices.

1. Invoice repeat orders, 

2. Invoice a list of specific orders, 

3. Invoice all orders which shipped on a specific day,

4. Invoicing one specific order at a time, and 

5. Shipping selected invoices (only if your system is set up to not 
relieve inventory upon invoicing; see “Ship Select Orders” on 
page AR-26).

This section introduces you to the process of preparing sales orders 
for invoicing and the processes available for producing the invoices. 
These processes are found in the first section of the Accounts Re-
ceivable Functions window as shown above.

Before invoicing an order, you should make sure that the order is 
ready to be invoiced. You should carefully review the sales order, 
as once the invoice is produced, only some non-financial data 
(found on the Invoice Header) can be changed. Changes which have 
a financial impact (unit price, quantity shipped, etc.,) can only be 
accomplished for non-posted invoices by deleting the invoice, cor-
recting the order and re-invoicing the order. 

For posted invoices, you will need to create an A/R Adjustment or 
credit memo. To avoid this kind of error, you should review orders 
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prior to invoicing, to make sure quantities invoiced and unit prices 
are correct. 

Choosing the 
Orders to Invoice

First you must choose which orders are ready to ship and invoice. 
Determining if you have adequate inventory to ship is a procedure 
which hopefully will begin well before the date the shipment is 
scheduled to go out. There is a report at the very bottom of the 
Booked Orders reports list labeled Backorder to Fill from Inven-
tory. This will look at all items with a positive stock level and print 
all open orders scheduled for the selected item. It's like saying, “We 
have some of this stuff in stock. Who would you like to send it to?” 
This report looks like this:

 
Another way to determine which orders should be shipped is to print 
picking slips for orders dated tomorrow or some time in the near fu-
ture. Send these out to the shop and have them return the pick slips 
showing which items were filled and in what quantities. 
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Prepare Orders 
for Invoicing, 
Card 1

Orders can be edited one at a time to set the exact quantity ready to 
be invoiced. You can also prepare several orders at once. This win-
dow is used for this purpose.

If you use this window to make the Quantity to Ship field non zero, 
the order header for the selected order will have “today's” date filled 
in as the Last Shipped On date.

Then you can use the Invoice by Ship Date function. It will find all 
orders which show the selected date in the Last Shipped On field 
and create an invoice for them. 

Using the Window
When you first access this function, the window will be empty.

Load the List {Button} This button is used to load the Sales Order Shipment 
Records into the list. After these shipment records are loaded, you 
can edit each for date, quantity shipped and batch number if neces-
sary.

Main Menu

Accounts 
Receivable

Invoicing 
Functions

Prepare Orders 
for Invoicing
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Click the button, <LOAD THE LIST>. After you do so, the following 
check box will appear in the top of the window:

If you leave this selection checked, all unshipped sales order ship-
ment records will load, whether they have been flagged as ready to 
ship or not. If you click this box OFF, only those sales order ship-
ment records which are not flagged as ready to ship will load. Under 
most circumstances, you will want to leave this flag ON.

After determining the proper status of this flag, click <SAVE>.

Working with the List

Edit {Command button} In order to edit any of the items in the list you 
must first click this button. Once you do, however, you will not be 
able to sort the list, so be sure to sort it prior to clicking this button. 
Once you have clicked the button, you may edit the Sched. Date, 
Quantity to Ship, and the Lot/Batch number assigned to each of the 
shipment records. 

Sched. Date {Date field, editable} This is the same as the Sched Ship Date found 
on the Sales Order Items window. You may change the value of 
this field from this window. The Requested Ship Date field will re-
main unchanged.

Shipment Code {Display only} This is the unique identifier for each shipment 
record. It is a concatenation of the sales order number, the line item, 
and the shipment number of each record.

Customer {Display only} This is the customer code associated with the ship-
ment address on the sales order.

Zip Code {Display only} This is the Zip Code of the shipping address on the 
sales order record.

Item Code {Display only} This is the item code of the item being shipped.
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Status {Display only} This is the status of the item being shipped (see “Sta-
tus” on page OE-52).

You may sort the list by clicking any of the column headings, and 
you may drill-down on any line to view the selected sales order in 
greater detail. 

Qty Back Ordered {Display only} This is the quantity backordered of the item being 
shipped. Backordered, or backlog, is defined as Qty Ordered - Qty 
Shipped, not Qty Ordered - Qty Ready to Ship. Therefore, this 
field will not change until you have actually invoiced and shipped 
the order.

Qty to Ship {Numeric, editable} This is the quantity of the item on this shipment 
record you are preparing to ship. You may enter any amount you 
wish to ship, whether it equals or exceeds the amount called for on 
the sales order. If you enter an amount greater than the backlog 
amount, a message like the following will be displayed. It you click 
<NO>, the system will adjust the quantity to the amount left to ship. 
If you click <YES>, the system will allow the amount you have en-
tered into the field.

Batch {Editable} This field is only accessible if you have enabled the Lot 
and Batch module and you have set the item to be lot/batch tracked 
on Item Master File, Card #2. 

If you have, you may enter any valid batch number for this item in 
this field. For help, you may access a reference list of valid batch 
numbers by opening the Reference List window while your cursor 
is resting in this field.
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Flag Selected 
Lines to Ship in 
Full

It is also possible to select many lines at once using this window. If 
you are in Edit mode, the button labeled <FLAG SELECTED LINES 
TO SHIP IN FULL> will be visible (otherwise it is grayed out). Us-
ing this button can be a great time saver. For example, you may have 
many orders which were entered for a selected item which was not 
in stock at the time of the order. When it finally arrives in stock, you 
may view all open orders on this window, sort the list by Item Code, 
select all orders for the item which has just arrived in stock and click 
the button, <FLAG SELECTED LINES TO SHIP IN FULL>. This is 
much faster than editing each line in the list one at a time or editing 
each order to set it up for invoicing. 

Note: This function assumes that the full quantity currently on 
backorder for each open shipment will be shipped. If this is not 
true, you will have to edit the shipments for which this assump-
tion is not true.

Scroll Bars Because there are so many fields which need to be displayed in order 
to understand exactly which shipment record is being viewed and ed-
ited, the screen is very large. It is best to access this screen using a 
16" CRT or larger. However, it can be used with a smaller CRT by 
using the scroll bar at the bottom to access the extreme right or left 
portion of the screen.

Once you have prepared all of the shipment records to ship, you may 
use the Invoice by Ship Date or Invoice Select Orders function to 
create the invoices and record the shipments of these items.

Preparing Orders 
One at a Time

In addition to using this window, orders may be prepared for invoic-
ing one at a time by opening the Sales Order Items window and ed-
iting each Shipment Record individually. This can save you from 
having to load all of the shipments in a single window if you have 
many unshipped sales orders and only a few to ship at a given time.
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Invoice by Ship 
Date

Once sales orders have been prepared for shipment, you may use this 
function to look at every open sales order in the data file and ship and 
invoice it if:

1. there is a positive quantity in the Shipping field,

2. the Status of the order line item is set to R, and

3. the Last Shipped On field contains a date which falls within 
the date parameters set up on this window.

This ship date referred to is the one shown on the Sales Order 
Header window.

Earliest & Latest 
Ship Dates

{Date fields} Enter the date range of the sales order shipments you 
wish to invoice in these fields. These fields will impact both invoic-
ing procedures (see below).

Main Menu

Accounts 
Receivable

Invoicing 
Functions

Invoice by Ship 
Date
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Please Select 
Orders Entered 
by One User Code 
or ALL

This field is used to designate which sales order shipments are se-
lected based on the person who enters each sales order. This is an in-
visible code which is stored on the Sales Order Header window 
each time a sales order is entered. The default is ALL, but can be 
overridden.

Print Orders 
Ready for Draft 
Invoicing

{Button} Clicking this button prints out the following report:

This report provides you with a list of shipments which will be in-
voiced if you run this procedure, for the dates specified. You should 
print this report before running this procedure, making sure the date 
ranges mirror those to be used in the invoicing procedure.

Assign Invoice & 
Batch Numbers

{Button} This procedure is useful if you want to produce printed in-
voices (pieces of paper to put into the box you are shipping to your 
customer) but find the full invoicing procedure too slow to handle 
the volume demands of your business. 

Because the Produce Invoice Records procedure creates invoice 
and inventory transaction records, it can take some time to run, par-
ticularly if you have a large volume to run. An alternative is to pre-
assign invoice numbers and print the invoice using the preassigned 
number before the computer invoice record actually gets created. 



Accounts Receivable
Invoicing Functions SM-AR-9

This will considerably speed up the process of generating printed in-
voices by creating these “Draft Invoices” for printing.

This procedure does not create invoice records or inventory transac-
tions but instead preassigns the invoicing number to each sales order 
and preassigns the batch number (if you are using batch tracking) to 
each selected order item. 

Printing the 
Forms

After assigning the invoice and batch numbers, the procedure asks if 
you want to print the invoices:

If you click <YES>, the system will print invoices for only those or-
ders selected on the run just completed. The invoices are printed 
based on the sales orders and do not actually exist as invoice records 
in the computer.

Printing Labels Afterward, you may print shipping labels and UPS COD labels by 
clicking <YES> on the dialog boxes which are presented:

Pre-Invoice 
Number

You can see and edit the preassigned invoice number by viewing the 
Sales Order Item window.

Issues to be 
Aware Of

The preassigning of invoice numbers and batches works by main-
taining a copy of the batch quantity and availability in each batch 
record. For this reason, you cannot run the preassigning procedure 
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on one computer and the Produce Invoice Records on another; i.e., 
the two procedures must be run separately. 

The second issue this procedure must overcome is that of selecting 
an order for invoicing while a sales rep is in the middle of entering 
it. The order may have been entered incomplete (the customer needs 
to call back to confirm quantities & ship date or the sales rep needs 
to double-check availability of one item and will ship another item if 
the first is not in stock...or whatever). To separate orders which are 
ready for invoicing from those which are not yet ready, the system 
uses the Order Status code of R for Ready. As an order is en-
tered, its status code is set to O for Open or H for Credit 
Hold depending on the credit standing. You must change that set-
ting to R if you wish to use the preassigning of invoice numbers 
procedure. Only orders coded R and which show a positive quantity 
in the Shipping column will be selected for invoicing. Once they 
have been selected for invoicing, the status code will be changed to 
O. The function Prepare Orders for Invoicing will automatically 
set each order to R.

A note regarding your forms: Though they may look alike, the 
printed form for the Invoice Record is not the same as the print-
ed form for the “Draft Invoice.” This is because an actual invoice 
is printed from the invoice record in the system, while the “draft 
invoice” is generated from the sales order record. Therefore, if 
you use custom forms and wish to print invoices from both the 
“draft invoice” and the actual invoice records, you will need two 
different forms set up. For more information, contact QCI Tech-
nical Support.
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In case of a printer error, you can reprint invoices or labels by select-
ing <PRINT SOME DRAFT INVOICES> from the Invoiced Sales 
Reports list. 

This procedure must be followed by running the <PRODUCE IN-
VOICE RECORDS> procedure, which produces the actual trans-
action records. Without running this procedure, no invoice 
records in accounts receivable or inventory transactions will be 
created.This procedure can be run overnight, or at another low-
activity period, to maximize the performance of your system.

Produce Invoice 
Records

{Button} Using this procedure actually creates the invoice records in 
the AR module and the inventory transactions in the inventory mod-
ule. It can be used to create the invoice records from the “draft in-
voices” produced in the above-discussed function for high-volume 
businesses, or it can be used to create actual invoice records and print 
invoice forms and labels in lower volume businesses. 

Note: Whether you choose to run this or the  
procedure, you must first prepare the sales orders for invoicing. This 
can be done individually or through the Prepare Orders for Invoic-
ing window. In both functions, the following conditions must apply 
for the records to be included in the process:

1. there is a positive quantity in the Shipping field,

2. the Status of the order line item is set to R, and
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3. the Last Shipped On field contains a date which falls within 
the date parameters set up on this window.

This ship date referred to is the one shown on the Sales Order 
Header window.

Please Select 
Functions to be 
Performed After 
Invoicing

The invoicing procedure is often run at the end of the work day. 
Therefore the system offers the user some options normally associ-
ated with end of day functions. In order to operate this function, se-
lect which items you would like to run after the invoicing procedure 
in this section of the window. All of these functions will be available 
with both the invoicing procedures except for the Post Transactions 
After Invoicing function. You must first have selected the Produce 
Invoice Records function in order to activate this choice.

Print All Reports 
Selected by “xx” 
to Print Later

If this option is selected, the list of reports that user has previously 
selected to “Print Later” in the reports window will appear on the 
screen. 
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This function works only if you do not have the Scheduled Events 
Manager module. If you do, that function will manage the schedul-
ing of these reports. If you don’t, these reports will print, once the 
invoicing procedure is complete.

Update all Pop-Up 
Lists

This function will update your Pop-Up Lists after invoicing. Doing 
this each night after invoicing will keep your Pop-Up lists current at 
all times.

Post 
Transactions 
After Invoicing

You can choose to post transactions after invoicing. If this option is 
selected, it is assumed that you have previously selected the desired 
posting options and selected the Post Later option on the Post Open 
Transactions window before beginning this invoicing procedure, as 
shown on the screen below.

Print All My 
Libraried Reports

Selecting this function will cause the system to print all of the reports 
selected as “My Reports” for the user who is running the invoicing 
procedure (see “Storing and Using Frequently Printed Reports” on 
page GEN-98).

Main Menu

General Ledger

Posting & 
Closing

Post Open 
Transactions

Click here to post 
after invoicing 
function
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Quit Qube When 
Finished

Unless the data file is logged off, your backup routine cannot include 
it in the backup procedure. This function allows you to run the in-
voicing function and other delayed reports and functions, and still 
free up your data file for backing up using a timed backup routine. 
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Invoice Select 
Orders

Purpose This window is used to invoice specific sales orders. This window 
offers some advantages over and benefits which are similar to the In-
voice by Ship Date window:

1. If orders are being shipped and invoiced in full, you may use 
this window to call up specific orders and invoice them, rather 
than going through the process of Preparing Orders for 
Invoicing and then using Invoice by Ship Date function. (If 
you are shipping partial orders, you will still have to edit each 
order’s shipping quantity, but once you have done so, they can 
be entered into this window and shipped from here.)

2. You may enter Shipping Charge, Shipped From Location, 
UPS C.O.D. Code, and # of Labels on this window during the 
invoicing process.

3. You can control very carefully the orders being invoiced. This is 
a good window to use when packing and shipping orders using 
a manifest system of some kind.

4. This window can be used to generate “real invoices” and “draft 
invoices,” just like the Invoice by Ship Date window.

Main Menu

Accounts 
Receivable

Invoicing 
Functions

Invoice Select 
Orders
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Using the Window

Shipment Date {Date field, defaulted, editable} This date will default to the current 
date. It can be changed, however, to any ship date for which you 
wish to load records. This date field provides the ability to load sales 
orders for specific dates when used with the <LOAD ORDERS 
READY TO SHIP> field, below.

Commands Bar Use the <FIND>, <LAST>, <FIRST>, <NEXT>, and <PREVIOUS> 
commands to locate orders with the Last Shipped On dates that cor-
respond to the date being found on.

Load Orders 
Ready to Ship

{Button} This button will load all orders in which:

1. the Status of the order line item is set to R, and

2. the Last Shipped On field contains a date which equals the 
Shipment Date set up on this window.

This Last Shipped On field referred to is the one shown on the 
Sales Order Header window.

After these orders have been loaded into the window, you may use 
either of the invoicing procedures to invoice and ship them.

New {Command button} This button performs the same function as the 
<PRODUCE INVOICES> button below.

Produce Invoices {Button} Begin the procedure by clicking the <NEW> or <PRO-
DUCE INVOICES> button. Complete your list on the screen and 
then click <SAVE>. The system will create computer invoice 
records, reading the quantity shipped from each order and invoice 
that quantity. The value of that field will then be added to the previ-
ously shipped quantity and then calculated to zero (so you do not in-
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advertently invoice the same shipment quantity a second time). If no 
quantities are shown to have shipped, no invoice will be produced.

Order Number {Required, validated} This is the Order Number of the sales orders 
being shipped and invoiced. Unlike the Prepare Orders for Invoic-
ing window, this is not the shipment record, but the sales order 
record, as the orders will be prepared for invoicing prior to running 
this function. Enter any order number which you wish to have in-
voiced. If the order number you enter has already been fully shipped 
and invoiced, Qube ERP™ will display a message alerting you to 
this. It will also caution you if you enter an order number which is 
not recognized by the system.

Shipped in Full? {Yes, no} Defaults to NO. This gives you the ability to invoice orders 
in full without taking the trouble to view the order items on the 
screen and edit the shipment quantity for each one. If you enter YES 
in this field, all items on the order will be invoiced for the full quan-
tity. If you enter NO, the system will invoice only that quantity 
which you have previously indicated was ready to ship. Only enter 
YES if you are shipping an order 100% complete. 

Shipped Via {Defaulted, editable} Defaults to the shipper on the sales order. 

Shipped From 
Location

{Defaulted, editable} Defaults to the shipping location on the sales 
order. 

U.P.S. Code If you use UPS COD labels and Qube ERP™ Accounting, you may 
enter the COD code in this field, and then apply cash receipts to the 
UPS code rather than the customer invoice.

Shipping Charge Enter the total shipping charge for this shipment of the sales order in 
this field. This will then be added to the invoice generated from this 
invoicing procedure.

Shipping Labels If you intend to print shipping labels as part of this invoicing proce-
dure, enter the quantity of shipping labels necessary for this ship-
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ment in this field. Then, when you print shipping labels, that quantity 
of labels will print. To print from a PC, use Avery Label #5164.

Draft Invoices {Button} You may wish to draft the invoices so that invoice docu-
ments can be printed quickly and produce the invoice records later. 
To do so click the <DRAFT INVOICES> button. This will have the 
same affect as the other Draft Invoices procedures outlined earlier 
(see “Assign Invoice & Batch Numbers” on page AR-8).

Invoicing Error 
Messages

When the user enters order numbers and tabs out of the order number 
field, the system looks up the order and, if it find no items will dis-
play a message “There are No Line Items for this order.” 

Or, the order may have line items, but the user may have entered NO 
in the column labeled Shipped in Full. 

 
In this case, the system will check each line item on each order look-
ing for at least one item on each order which shows a nonzero ship-
ment quantity. If it finds none, it will display no message, but no 
invoices will be generated. 
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Invoice Repeat 
Orders

The system provides the ability to invoice repeat orders, allowing 
you to process repetitive billings from the same sales order. When 
this function is run, the system will locate every sales order record in 
the data file which has bee flagged as REPEAT and has not been 
fully invoiced and issue an invoice against it. 

• To run the Invoice Repeat Orders procedure

1. First you must set up the Sales Order Header for 
repeat invoicing. 

To do this, the field labeled Sale Type found on the Sales 
Order Header window must be coded REPEAT: 

Then, in the Sales Order Items window, enter the number of 
repeat billings which are to be billed. In this case, an item called 
SVC has been entered with 12 inserted in the Ordered field. 

Main Menu

Accounts 
Receivable

Invoicing 
Functions

Invoice Repeat
Orders

Main Menu

Order Entry

Sales Order 
Functions

Sales Order 
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Then set up shipment records for each month of the contract, 
like so:

2. Print the Pre-Invoicing Edit List.

Click the button <PRINT PRE-INVOICING EDIT LIST>. This 
provides the ability to audit the sales orders which will be 
invoiced prior to creating the transactions. As with other Pre-
Invoicing reports, make sure the date matches the date you will 
be invoicing on, or the report and the results will not match up. 
You should always run this report prior to running the proce-
dure. The report will look like this.

Main Menu

Order Entry

Sales Order 
Functions

Sales Order 
Items
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3. Invoice the Repeat Orders.

Click the button, <PRODUCE INVOICES>. 

4. Enter a date which includes the month and year 
for those orders you want the system to select 
for invoicing. 

5. Click <SAVE>.

The system will display this message, confirming what it thinks 
you want it to do. If the message displays the month and year 
you want selected for invoicing, click <YES>, instructing the 
function to conduct the invoicing procedure.

Quantity Shipped 
Field

Normally, the invoicing procedure zeros out the quantity shipped 
field shown on the sales order summary screen and moves it to the 
field labeled Previously Shipped. That convention is not followed 
when invoicing repeat orders. For example, if a sales order is entered 
for a monthly maintenance charge, indicating a requirement to issue 
one invoice each month for twelve months, it will be most conve-
nient for the user if the quantity shipped always remains at one. This 
makes it unnecessary for the user to find each repeat order and 
change the quantity shipped from zero to one each time the repeat in-
voices must be prepared.

Closing Out the 
Order

Just as with all other invoicing procedures, a sales order will be cod-
ed as Invoiced when the total quantity invoiced equals the quantity 
ordered. This means that after fully invoicing a sales order, it will not 
be selected for invoicing again the next time the Invoice Repeat Or-
ders command is given. A new sales order must be created for the 
next period of time.
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Selecting the command Invoice Repeat Orders also selects sales 
orders coded as deferred revenue items. See the next section for in-
formation about this function.
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Deferred Revenue 
Sales

Qube ERP™ is capable of handling the accounting for sales involv-
ing deferred revenue. An example of this type of transaction is an 
agreement by a company to provide warranty service over a period 
of a year. This is the same as the REPEAT order, except that this 
time the warranty contract is prepaid. The company now has the ac-
counting problem of how to record the sale, where to apply the cash, 
and when to recognize the revenue as income. If used properly, the 
deferred revenue function can save your accounting department a lot 
of adjusting journal entries. 

• To use the Deferred Revenue function

1. Create a sales order coded DEF, for the Sale 
Type. 

The Sales Order Header window would look like this:

2. Set the Line Items to reflect the monthly billings, 
as shown here. 

This window shows 12 monthly billings beginning June 97.
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3. When cash is received it should be applied to 
the Deferred Income account as defined in the 
GL Key Accounts window (see “GL Key Accounts” 
on page GL-21).

Use the cash receipts window to record the customer deposit to 
the sales order, applying the cash to the Deferred Income 
account (see “Customer Deposits” on page AR-55).

4. Post the cash receipt.

This will create a journal entry which looks like the following, 
debiting cash and crediting the liability account, Deferred 
Income.

5. Run the INVOICE REPEAT ORDERS function.

Deferred Income orders will be selected to invoice just as the 
Repeat Orders were. An invoice will be created for the quan-
tity shipped times the unit price, for this month’s shipment only. 

Main Menu
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It differs from the repeat order in that the invoice balance due 
will be set to zero since this is a prepaid contract. 

The journal entry created when the invoice is posted will debit 
the liability account of Deferred Income and credit 
Sales. 

CAUTION: The user should be careful to not use the Sale Type 
code of DEF for anything except a prepaid, deferred contract. 
Setting the code to DEF causes a zero balance due invoice to be 
generated which is posted differently than all other invoices. 
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Ship Select 
Orders

Version 7.36 provides improved abilities to separate invoicing from 
shipping and to track those conditions. This is useful if your site has 
set up its system so that inventory is not relieved upon invoicing. 
(This is done on System Setup Card #3; for more information on sys-
tem setup, see “System Set Up, Card #3 Window” on page SYS-108.)

Purpose This window is used to ship selected orders without invoicing them 
or relieving inventory.

Using the Window
When you first access this function, the window will be empty.

Load Orders 
Ready to Ship

{Button} This button will load all orders in which:

1. the Status of the order line item is set to R, and

2. the Last Shipped On field from the Sales Order header con-
tains a date equal to the Shipment Date set up on this window.

This Last Shipped On field referred to is the one shown on the 
Sales Order Header window.
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Commands Bar Use the <FIND>, <LAST>, <FIRST>, <NEXT>, and <PREVIOUS> 
commands to locate orders with the Last Shipped On dates (from 
the Sales Order header) that correspond to the shipment date entered 
at the top of the window.

After these orders have been loaded into the window, you may use 
either of the invoicing procedures to invoice and ship them.

Shipment Date {Date field, defaulted, editable} This date will default to the current 
date. It can be changed, however, to any ship date for which you 
wish to load records. This date field provides the ability to load sales 
orders for specific dates when used with the <LOAD ORDERS 
READY TO SHIP> field, below.

Order Number {Required, validated} This is the Order Number of the sales orders 
being shipped and invoiced. Unlike the Prepare Orders for Invoic-
ing window, this is not the shipment record, but the sales order 
record, as the orders will be prepared for invoicing prior to running 
this function. Enter any order number which you wish to have in-
voiced. If the order number you enter has already been fully shipped 
and invoiced, Qube ERP™ will display a message alerting you to 
this. It will also caution you if you enter an order number which is 
not recognized by the system.

Shipped in Full? {Yes, no} Defaults to NO. This gives you the ability to invoice orders 
in full without taking the trouble to view the order items on the 
screen and edit the shipment quantity for each one. If you enter YES 
in this field, all items on the order will be invoiced for the full quan-
tity. If you enter NO, the system will invoice only that quantity 
which you have previously indicated was ready to ship. Only enter 
YES if you are shipping an order 100% complete. 

Shipped Via {Defaulted, editable} Defaults to the shipper on the sales order. 

Shipped From 
Location

{Defaulted, editable} Defaults to the shipping location on the sales 
order. 
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U.P.S. Zone If you use UPS COD labels and Qube ERP™ Accounting, you may 
enter the COD code in this field, and then apply cash receipts to the 
UPS zone rather than the customer invoice.

Shipping Charge Enter the total shipping charge for this shipment of the sales order in 
this field. This will then be added to the invoice generated from this 
invoicing procedure.

Shipping Labels If you intend to print shipping labels as part of this invoicing proce-
dure, enter the quantity of shipping labels necessary for this ship-
ment in this field. Then, when you print shipping labels, that quantity 
of labels will print. To print from a PC, use Avery Label #5164.

Ship Orders {Button} Click this button to begin shipping the orders. Then click 
the SAVE button to update the data entered. The status of line items 
shipped will become “S”.

Print Labels {Button} Click this button to print the labels.
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Invoice & Credit Memos
The invoice is the basic accounts receivable transaction in the sys-
tem. No AR data is inserted into the system prior to creation of the 
invoice. Invoices are created by invoicing sales orders. You may not 
enter an invoice without first entering a sales order into the system.

Deleting & Editing 
Invoices

Deleting
Qube ERP™ allows you to delete an invoice, but only if that invoice 
has not yet been posted. The effect of this procedure is to remove 
the invoice record from the data file and reset the sales order from 
which the invoice was generated to the state it was in before the in-
voice was produced. The transaction also restores inventory stock 
levels to the levels they were at before the invoice was generated.

Editing
It is important to keep as much continuity between sales orders and 
invoices as possible. You may edit a number of fields on the order 
header plus the item description, as long as the invoice is not posted. 

Posting Invoicing has an effect on the general ledger. For more information 
on the rules affecting the GL subaccount selected for posting, see 
“Posting Accounts Receivable” on page GL-45.
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Invoice Header 
Window

This contains basic information about the whole invoice. It is very 
similar to the Order Header window. 

There is also an Invoices Browser, to simplify the task of viewing 
and editing invoices. For more information about browsers, see 
“Browsers” on page GEN-72; for specific information on the Invoic-
es Browser, see “Customer Master File Browser” on page GEN-77.

Order Date {Display only} This field displays the date the sales order was 
placed.

Order # {Display only} This field displays the order number from which this 
invoice was generated. A sales order may be invoiced whenever a 
partial order is shipped; therefore, there may be many invoices refer-
ring to the same sales order, but there is only one sales order refer-
ence per invoice record.

Posted? {Display only} If this invoice has been posted to the GL, this field 
will display YES, the journal number will be displayed in the field 
below, and the period number will be displayed in the To Period 
field, as shown in the example above. If it has not, this field will dis-
play NO.
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Note: The following fields are derived from the sales order 
record. If it is necessary to change any of this information, and 
you have not posted the invoice, you may delete it and change the 
information in the sales order, and then reissue the invoice. If the 
invoice has been posted, all corrections must be made by draft-
ing a credit memo.

Bill to Information This section displays the company to which this invoice was issued. 
You may not change this information in the invoice. 

Sales Rep {Display only} This field displays the sales rep which was on the 
sales order. This may be adjusted through the Commissions on 
Each Invoice function found in the Accounts Payable Module (see 
“Commissions on Each Invoice” on page COM-15).

Account Mgr {Display only} This field displays the account manager which was 
on the sales order. This may be adjusted through the Commissions 
on Each Invoice function found in the Accounts Payable Module 
(see “Commissions on Each Invoice” on page COM-15).

Balance Due {Display only, calculated} This field displays the amount due out-
standing on this invoice. This is reduced using the Cash Receipts 
window. This field is automatically calculated and cannot be 
changed manually; however, if you wish to update this field, click on 
the field label and Qube ERP™ will recalculate the balance due. 
This is not to be used with Dynamics sites.

Sales Order Notes {Entry field} Use this note field to enter information pertaining to the 
sales order. This field is 2,000 characters long.

Sub {3 characters, numeric} This is the accounts receivable subaccount 
to which the receivable will be posted. It is defaulted from the cus-
tomer record. It may be changed at any time prior to posting the in-
voice. For more information on GL Subaccounts, see “GL Sub 
Account Number” on page GL-43.
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Dept {2 or 3 characters, numeric} This is the department, or cost center 
code, to which the receivable will be posted. It is defaulted from the 
sales order. It may be changed at any time prior to posting the in-
voice. For more information on Department Codes, see “Cost Cen-
ter Codes” on page GL-9.

Date {Calculated, editable} This is the date of the invoice, originally de-
faulted to the date on which the record was created. You may edit 
this field at any time.

Invoice Number {Calculated, editable} This is the invoice number of the record, 
originally calculated when the invoice was created. You may edit 
this field at any time prior to posting.

Post Sales Using 
Item Master Sub 
Accounts

{Checkbox} Check this box if you have invoices with non-000 A/R 
subaccounts but you wish to post sales based on the item master file 
settings. Note that the posting maps will always override this if used 
on any invoice.

Ship to 
Information

{Calculated, editable} This is the shipping information of the in-
voice, originally defaulted from the sales order. You may edit these 
fields at any time.

PO/Visa# {25 characters, find field, alphanumeric} This displays the PO or 
credit card number recorded in the sales order. It may be used to find 
the record. You may edit this field at any time.

Pay Terms {25 characters, alphanumeric} This field reflects the payment terms 
shown on the invoice. This field is used to calculate receivable due 
dates and discounts. You may change this field after the invoice has 
been created, but the discount due dates will not be impacted, so it is 
best to change this prior to invoicing the order. 
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If you are changing this field, be sure to use the Reference List so 
the information will be entered correctly. For information on pay-
ment terms, see “Payment Terms” on page OE-100).

Sale Type {Six characters, alphanumeric} This field shows the Sale Type en-
tered on the sales order. While this field can be edited at any time on 
the sales invoice, it carries some significance for pricing, etc., on the 
sales order. For more information, see “Sales Type Codes Window” 
on page OE-91.

Sales Lead {20 characters, alphanumeric} This field shows the Sales Lead en-
tered on the sales order window. It may be edited at any time.

Date Needed {Date field} This field shows the Date Needed entered on the sales 
order window. It may be edited at any time.

Date Shipped {Date field} This field shows the date this invoice was created and 
the items were shipped. It may be edited at any time.

Ship Terms {12 characters, alphanumeric} This field displays the shipping 
terms entered on the sales order. You may edit this field at any time; 
however, you should use the reference list to do so to keep the for-

Mac OS Windows
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matting accurate. For information on shipping terms, see “Shipment 
Terms” on page OE-99.

Ship Via {14 characters, alphanumeric} This displays the designated shipper 
from the sales order record. You may edit this field at any time; how-
ever, you should use the reference list to do so to keep the formatting 
accurate. For information on shipper information, see “Ship Via Se-
lections” on page OE-98.

Due Date {Date field, calculated} The date in this field is calculated based on 
terms when the order is invoiced. It may be changed at any time.

Tax 1% {Numeric, 3 decimal places} The value in this field determines the 
amount in the Tax #1 field. This field will be calculated automatical-
ly on the sales order based on whichever sales tax function you are 
using. This field may be changed at any time prior to posting the in-
voice. If you change the value in this field, the value in Tax #1 will 
be changed accordingly.

Tax 2% {Numeric, 3 decimal places} The value in this field determines the 
amount in the Tax #2 field. This field will be calculated automatical-
ly on the sales order based on whichever sales tax function you are 
using. This field may be changed at any time prior to posting the in-
voice. If you change the value in this field, the value in Tax #2 will 
be changed accordingly.



Accounts Receivable
Invoice & Credit Memos SM-AR-35

Shipping & 
Handling

{Numeric, 2 decimal places} This field can be calculated at the time 
of shipping or added later. You may edit the amount in this field any 
time prior to posting the invoice.

Invoice Subtotal {Calculated} This amount is calculated as the total amount of the 
items shipped on this invoice. No sales tax or shipping charges are 
added into the subtotal. This amount is automatically calculated and 
cannot be changed manually; however, if you wish to update this 
field, click on the field label and Qube ERP™ will recalculate the 
subtotal.

Invoice Total {Calculated} This amount is calculated as the Invoice Subtotal plus 
all sales taxes and shipping.

Invoice Notes {Entry field} Use this note field to enter information pertaining to the 
invoice. This information will print on a credit memo, but not on the 
invoice itself.

Draft Credit Memo {Button} Click this button to create a credit memo for this invoice 
(see “Draft Credit Memo” on page AR-42).

Shipment 
Tracking

{Button} Click this button to display the Import Shipping Data 
window. See “Import Shipment Tracking Data” on page AR-47.

If no shipment tracking information was found associated with the 
selected invoice, Qube ERP™ will display this message:
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Invoice Items 
Window

Purpose of the Window

This window shows each item included in the invoice, along with 
options, and notes from the sales order record and serial numbers or 
batch numbers applied to each item. Few of the fields on this win-
dow may be edited. If you wish to change any of the other data on 
this window and you have not yet posted the invoice, you should de-
lete the invoice and edit the sales order. Then reinvoice the sales or-
der. If you have posted the invoice, you should issue a credit memo 
for the invoice and reproduce a new invoice showing the information 
you require.

Display Options {Radio button selections} This window has three different views, 
depending on which of these selections is chosen. 

Show Batch Info
The above window displays the Show Batch Info view. When this 
option is chosen, the lot and batch information along with the 
Group, Sub-Group, GL Account and In Warranty information is 
displayed. You must have the Lot and Batch Tracking module for 
Lot/Batch info to display in this window.

Main Menu

Accounts 
Receivable

Invoices & 
Credit Memos

Invoice Items



Accounts Receivable
Invoice & Credit Memos SM-AR-37

The following fields may be edited;

Item Description

This field shows the item description from the sales order. You 
may edit this field to reflect a new description, but the item code 
will remain the same.

Group

This is the Item Group Code of the item shipped on this line 
item. You may edit this field at any time, but it will only impact 
this invoice record, not the item or sales order records.

Sub-Group

This is the Item Sub-Group Code of the item shipped on this 
line item. You may edit this field at any time, but it will only 
impact this invoice record, not the item or sales order records.

In Warranty

If this box is checked, this item is considered to be in warranty 
and will be designated as such when an RMA record is created. 
This is normally monitored and managed by the system when 
the RMA is created; however, clicking this box ON will over-
ride that function. This field may be edited at any time.

Show Option 
Selection

If you have the Option Selection Module, you can display the op-
tions included on each item by clicking this radio button. When you 
do, the lower portion of the window will display the following:

Show Notes Each invoice item may include its own notes along with the notes 
from the Sales Order Item from which it was derived. In order to 
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access this field, you must have the Show Notes radio button select-
ed. When you do, the following will be displayed:

When this information is displayed, you may edit the Notes field by 
clicking <EDIT>, typing your notes into the field, and clicking 
<SAVE>. These notes will then print on the printed invoice:
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Invoice Payment 
Information

{Card tab, displays additional information} Clicking on this card 
tab opens the following window:

This window shows cash receipts, A/R Adjustments and credit 
memos which have been applied against the invoice. The only field 
which may be edited in this window is the Date Paid in Full field. 
The Amount Due, Dollars field is automatically calculated and can-
not be changed manually; however, if you wish to update this field, 
click on the field label and Qube ERP™ will recalculate the amount. 
This is not to be used with Great Plains software linked sites.

Drilling Down If you double-click on any of the transactions displayed in the list on 
the right, that cash receipt transaction will be displayed:
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Credit Memos

All of the fields and windows associated with the credit memo are 
the same as the sales invoice, except for the following. For informa-
tion on these fields and windows, see “Invoice Header Window” on 
page AR-30.

When creating an unapplied credit memo (one that is not applied to 
an existing sales invoice) the header information must be entered and 
saved, and the item detail information must be entered and saved 
separately.

Pay Terms You must only use Net 30 with Credit Memos. This is true for both 
Qube and Dynamics users.

Unapplied CR {Calculated} This is the amount of the unapplied credit for this cred-
it memo. This amount exists only until the transaction is posted. 
Once this item is posted, the unapplied credit will be applied to the 
invoice, and this field will display zero, unless the amount is greater 
than the invoice. In this case, the credit will remain open for the un-
used amount until it is applied against another invoice or a check is 
issued against it (see “Paying Customers” on page AP-24). 
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If you are working with an unapplied credit memo, the credit balance 
will remain until you apply the balance using the Apply Credit Bal-
ance window.

Print {Button} Click this button to print a copy of the credit memo.

Credit Memo # {Editable, searchable} This identifies the record of the credit memo.

Applied to Invoice {Editable, searchable} This is the number of the invoice to which 
this credit memo was applied. 
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Draft Credit Memo You may draft a credit memo to either an existing or a new sales in-
voice. To draft a credit memo to an existing sales invoice, you must 
have the invoice open to which the credit memo will be applied. The 
credit balance will be applied to the invoice at the time of posting.

If entering a customer credit record which does not refer to any other 
open invoice (an unapplied credit memo), you must enter the header 
information and save it, then enter the item detail information and 
save it. Since there is no invoice to which this credit will apply, the 
credit balance will remain until you apply the balance using the Ap-
ply Credit Balance window. Alternatively, the open balance can be 
used up by issuing a cash disbursement against the unapplied credit.

• To issue a credit memo

1. View the invoice on the screen against which 
you wish to have a credit memo issued.

2. Click the button <DRAFT CREDIT MEMO>.

The following window will be displayed. This window will 
automatically load all of the items on the invoice. 

3. Enter the data pertaining to the items received.

Use this window to enter the Quantity to Credit, Batch Num-
ber if necessary, Inventory Location if the item is being 
returned to stock, and Reason Code of the return (see “Transac-
tion Reasons” on page INV-99). 
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4. For items which are being returned to stock, 
click the check box, 

5. Click <OK>.

If you have elected to return items to stock the following mes-
sage will be returned:

If you have NOT elected to return items to stock the following 
message will be returned:

6. Either way, click <YES>.

7. The system will create a credit memo. 

The new record will be given a current date and a unique record 
number and will refer to the original invoice number. If you 
have elected to return items to stock an inventory transaction 
will be created reflecting this.

Edit a Credit 
Memo

Header Information
You may edit an unposted credit memo for header and items infor-
mation. On the header window you may change the same informa-
tion as on an invoice, including sales tax and shipping values. 
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Line Items
1. To edit line items, click the <ITEMS> card tab. 

From this window you can change Item Code, Item Descrip-
tion, Qty Shipped, Price, and Unit of Measure. It is also pos-
sible to delete complete items by eliminating reference to the 
item code (blank out the item code). You cannot add new items.

2. Click <SAVE>.

The function will look to see if inventory transactions exist ref-
erencing this credit memo. It will either find one or not.

If no transaction exists

• If it finds none (i.e., if an adjustment reflecting return of 
stock has not already taken place), then you will be asked 
if you wish to adjust inventory for quantities shown as 
shipped. 

If you respond by clicking <YES>, the program will create 
inventory transactions for those items shown on the credit 
memo and in those quantities shown as shipped on that 
credit memo. 

If a transaction DOES exist

If the system does find a transaction, it will not be edited 
during this process. If you find that you have made a mis-
take and adjusted inventory for the wrong items and/or the 
wrong quantities and then wish to edit the items and quan-
tities in the credit memo, you must go to the Inventory 
Transaction Quantities window, find the transaction cre-
ated from the first adjustment, and change it to reflect the 
correct items and quantities.
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As mentioned previously, you may also change fields on the header 
screen (the tax rate, shipping amount and unit price fields). Together, 
these allow you to produce a credit memo for any amount. When the 
information is acceptable, you may post the credit memo using the 
Post Open Transactions procedure in the General Ledger module.

Deleting Credit 
Memos

It is possible to delete a credit memo record, but only if that record 
has not been posted. When the credit memo is deleted, the function 
looks to see if inventory adjustments were created reflecting return 
of inventory. If so, it creates reversing adjustments and restores in-
ventory to the condition it was before the credit memo was drafted.

Applying Credit 
Memos

Once customer credits are created, you may apply them to other in-
voices or issue checks against them. For information about applying 
credit balances to other invoices, see “Apply Credit Balance” on 
page AR-65. For information about issuing a check to a credit bal-
ance, see “Cash Disbursements” on page AP-22.

Creating Credit 
Memos for 
Several Invoices

Sometimes users will want to create one credit memo for several 
open invoices. This is particularly true when your customers are dis-
tributors who may stockpile a bunch of returns over time and return 
them all to you at once. You may do this by entering a credit memo 
against one invoice, and then editing the Credit Memo Items win-
dow to reflect the other items being returned. Then you can issue a 
single check to this credit memo, for all of the items returned.

Posting Invoices 
& Credit Memos

Invoices and credit memos are posted using the batch posting proce-
dure. That is done by selecting Post Open Transactions from the 
General Ledger menu. Depending on which accounting system you 
are using, the posting procedure will result in journal entries in the 
Qube ERP™ accounting GL, or as a posting batch ready to be re-
viewed and posted to the GL in Great Plains or Dynamics. 

Posting the credit memo has the impact of zeroing out the balance 
and applying the credit to the invoice in question. Thereafter, all 
credit transactions (issuing a check, for example) point to the in-
voice, not the credit memo.
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Shipment Tracking
Qube ERP™ provides two ways to track your shipments. Qube pro-
vides some basic tracking functions to all sites using Qube v7.36 and 
above. More sophisticated functions are provided for sites which 
have purchased the Transportation Management module. For 
more information, see “Transportation Management Module” on 
page INV-185.

In Version 7.36, Qube ERP™ allows you to import and manually en-
ter shipment tracking information related to each sales invoice. Each 
package, or container, has its own tracking number. You can view 
and print a bill of lading associated with the invoice and the sales or-
der. You can draft or view a freight invoice; this shows up as a sep-
arate invoice for freight, pointing to the regular invoice. The process 
begins with the sales order. If you are ready to ship, enter the number 
of cases and the estimated freight cost; the estimated freight cost ap-
pears on the bill of lading. You don’t have to include estimated 
freight costs but it can be very helpful!

Using the Module From the Accounts Receivable functions list, you may choose the 
following options: Import Shipment Tracking Data and Out-
bound Shipment Tracking Info.

Shipment Tracking 
Options
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Import Shipment 
Tracking Data

The import capability provides an interface for you to customize the 
formatting of the data being imported. 

The import procedure will skip imported data with invalid order 
numbers without terminating the import. The import also terminates 
after updating the shipping charge totals in the order headers file. 
This update occurs only if the shipping terms equal “PPA” or if 
“COD” or “C.O.D.” are found in the shipping terms.

The information is displayed as a window associated with each in-
voice. It may be accessed by clicking the  button.

If no shipment tracking information was found associated with the 
selected invoice, Qube ERP™ will display this message:
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Outbound 
Shipment 
Tracking 
Information

The Shipment Tracking window looks like this:

Purpose of this Window
This window shows the precise status of a shipment. Use this win-
dow to pinpoint a shipment, identify delays, locate a shipment that 
needs a quick response, and track costs.

You can draft or view a freight invoice, both domestic and interna-
tional, and draft a broker fees invoice. 

Note that a COD tracking number field is also provided. While most 
of the data related to shipments is associated with each separate 
package, the COD number is an indexed field displayed in the header 
portion of the window. This means that you can perform a FIND on 
this field to directly access the record you are looking for.

Main Menu

Accounts 
Receivable

Invoices & 
Credit Memos

Shipment 
Tracking Info



Accounts Receivable
Shipment Tracking SM-AR-49

Window Characteristics

Order Number The sales order number with which this shipment, and the bill of lad-
ing, is associated. This field cannot be edited.

Invoice Number The invoice number with which this shipment, and the bill of lading, 
is associated. This field cannot be edited.

COD or Pro # {16 characters, alphanumeric} Enter the COD or Pro number that 
you wish to track. You can FIND on this field to directly access the 
record you are seeking.

Bill of Lading # {15 characters, alphanumeric} The Bill of Lading number starts as 
an empty field. Each time a bill of lading is printed, this number in-
crements by 1.

Date Shipped {Date Field} This is the shipment date.

Ship Via {14 characters, alphanumeric} Enter the shipping information (e.g., 
UPS, company truck, boat, etc.).

Ship Terms {15 characters, alphanumeric} Enter the shipping terms (e.g., pre-
paid, COD, 30-day PO, etc.).

Item Code This is the item code associated with the shipment. This field cannot 
be edited.

Qty Ordered This is the quantity ordered. This field cannot be edited.

Cu. Feet The value for cubic feet is found on the Item Master File. This field 
cannot be edited.

Weight This is the total weight of this shipment. This field cannot be edited.

Shipment Detail {20 characters, alphanumeric} The tracking code and shipping 
charge can be tracked in this subwindow.
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Draft Freight 
Invoice 
{Receivable}

{Button} Click this button to draft a freight invoice. The following 
message will appear:

Enter the Freight Charge Amount and the Invoice Date, and click the 
OK button.
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Multiple Shipping Warehouses Introduction
The Multiple Shipping Warehouses feature is designed for compa-
nies who use a central manufacturing facility which ships inventory 
to other warehouses. It is assumed that shipments to each customer 
will be made from the warehouse nearest to that customer. There-
fore, if customer AAA is located in Texas and your company has 
manufacturing facilities in California but also has a warehouse in 
Dallas, customer AAA will be set up to have all purchased items 
shipped from the Dallas warehouse. 

Parts of this feature's capabilities are provided to all users (default 
customer ship-from location). Other parts of this function are avail-
able only if the feature is enabled on the feature set window.

Features Set The Multiple Shipping Warehouses module is an optional, for-sale 
module. It must therefore be activated in the Features Set window 
in order to be available for use (see “Application Features Set Win-
dow” on page SYS-138).

Make sure Multiple 
Shipping Warehouses 
is active



Multiple Shipping Warehouses
SM-MSW-2 Customer Ship-From Locations

Customer Ship-From Locations
Qube ERP™ provides the ability to associate a ship-from location 
for each customer. This is useful when a company uses different 
stocking warehouses at different locations to better serve customers 
located at significant distances from each other. The Convert the 
Data procedure will set this value in each customer ship-to record to 
the default shipping location. Later, you may set this up to be differ-
ent locations for selected customers. The location is used during the 
invoicing procedure. The inventory transaction generated during in-
voicing will pull the stock from the location indicated in the appro-
priate ship-to record. The ship-from location is displayed on each 
customer record.

The location is also displayed on the Invoice Select Orders win-
dow. When displayed on this window, the location acts as a default 
for invoicing purposes and may be overridden by the user.

Sales Order 
Preferences

This window provides one additional choice for sites which have the 
multiple shipping warehouses enabled.

If you select the second option, Base on Net Quantity Available at 
customer’s default ship-from location only, the Stock Quantities 
by Location window will display the Committed to Sales quantity 
by location using the Committed to Sales column.
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Inventory Stock 
Quantities 
Window

This window will appear with additional fields when the selection 
has been made to base shipping quantities on the net available from 
the customer's default ship-from location. Note below that the quan-
tity committed to sales is displayed, as well as minimum, maximum, 
net available and over or short for each location. In the example be-
low, stock location 1 is short by 42 units. Location 40 (Chicago) is 
overstocked by four units. All other locations are stocked within the 
minimum and maximum levels.

The minimum and maximum quantities can be manually edited on 
this window. 

You can also determine which order(s) are responsible for the com-
mitted to sales quantity by double-clicking on the list. This action 
will produce a window that will display all order shipments which 
support the total quantity committed to sales for all locations of the 
selected item. The window may be sorted by any column displayed.

The window displays what quantities of the selected items are due to 
be shipped to which customers and what their default ship-from lo-
cation is.

The default ship-from location for each order is determined by look-
ing at the ship-to customer code on the sales order header.
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Note that the code, not the text, of the shipping address controls the 
logic used to default the ship-from location. In the example below, a 
ship-to code was entered that is identical to the bill-to code. But the 
ship-to address shows Dayton, N.J., while the bill-to address is San 
Diego. Qube ERP™ will default the ship-from location to that asso-
ciated with the bill-to customer record (location 1, in this example).

There are two methods to correct this. The ship-to code can be en-
tered correctly. This will cause the Shipping Location field to de-
fault correctly. Or the ship-to code can be left alone and the 
Shipping Location field can be edited directly. The Shipping Lo-
cation field may contain any value (1-99999). It does not need to re-
fer to a valid location code.
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Defaulting Quantities Ready to Ship
During order entry, Qube ERP™ suggests a quantity ready to ship. 
Normally, Qube ERP™ recommends the quantity ready to ship on a 
new sales order item by comparing the quantity in general stock (all 
locations) minus the quantity committed to sales (at all locations). 
With this feature enabled, the quantity committed to sales is main-
tained separately for each location. Therefore, it is possible to rec-
ommend the quantity ready to ship based on what is in stock at the 
selected customer's normal ship-from location minus previously en-
tered sales demand from that location.

If, for example, a quantity of 20 units was entered with the location 
of 40 (Chicago) showing on the order header, Qube ERP™ would 
default the quantity ready to ship as 19 (20 is in stock but 1 unit is 
already committed to sales on prior orders). 
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Reports
A new report is provided, found in the Inventory Item Reports list. 

This report is designed to assist in identifying items which should be 
transferred from the central stocking facility to outlying warehouses. 
The parameters allow you to enter a range of item codes and/or lo-
cations. The report may also be sorted and subtotaled by item or by 
location. 
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Sales Commissions Set Up Issues
The commission management functions are found in the Accounts 
Payable Functions and Personnel and Labor Functions windows 
as shown here.

The sales commissions functions in Qube ERP™ are quite sophis-
ticated and allow the entry of potentially very complicated sets of 
transactions. Since different commission amounts may be paid on 
different items on each invoice (some items may even be non-com-
missionable), it is not always logical to conclude that the percentage 
commission shown for the entire invoice should be the same as the 
percentage shown for any one item. 

Therefore the system provides the mechanism for viewing commis-
sions on each sales order and invoice. Each item on each invoice or 
order may have a different commission amount earned and each in-
voice or order may involve commissions earned and payable to two 
account managers and three reps. Therefore one invoice or order 
with three items on it may have fifteen different commission 
amounts to reconcile, plus what may turn out to be multiple pay-



Sales Commissions
SM-COM-2 Sales Commissions Set Up Issues

ments against the commissions due. Setting up and reconciling these 
amounts can be very simple or it can be very complicated and require 
very careful attention to detail.

This section provides detailed reference material on each window 
used to set up and manage commissions. These are followed by a 
step by step outline on the recommended procedures for managing 
commissions.
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Outside Reps

Use this window to set up Outside Rep records for any non-staff 
sales people or organizations you might use. These rep records may 
then be used in the same way Employee Records are used in sales or-
ders and invoices for commissions management. You may also issue 
payments to them for commissions earned.

Rep Code {Five characters, alphanumeric, indexed} This will serve as the pri-
mary identifier of this rep in other records. When entering the sales 
rep in sales orders and commission-related records, use this code.

Company Name {35 characters, alphanumeric, indexed} Enter the company name in 
this field.

Address {35 characters, alphanumeric} Enter the company address in this 
field.

City {35 characters, alphanumeric} Enter the company city in this field.

State {15 characters, alphanumeric} Enter the company state or province 
or postal code in this field.

Main Menu

Personnel & 
Labor

Personnel 
Functions

Outside Reps
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Zip {15 characters, alphanumeric} Enter the company zip or postal 
code in this field.

Country {20 characters, alphanumeric} Enter the company country in this 
field. You may leave it blank for US addresses.

Telephone {18 characters, alphanumeric} Enter the company phone number in 
this field.

Fax {18 characters, alphanumeric} Enter the company fax number in 
this field.

Contact {20 characters, alphanumeric} Enter the primary company contact 
in this field.

Date of Hire {Date field} Enter the date of hire in this field

Date Terminated {Date field} Enter the date of termination in this field

Department {Validated} Enter the Department Code in this field. These codes are 
set up in the Department Information window (see “Department 
Information” on page LAB-17).

GL Sub Account {3 characters, numeric} This sub account number will be picked up 
in any commission or labor costs associated with this sales rep 
(“General Ledger Account Code Structure” on page GL-43).

Base Mo. Rate$ {$$ format} If you use the sales rep in employee time charges for any 
reason, you will need a rate on which to base those times charges. 
Enter that rate in this field.

Mo Effective {Date format} If a base monthly rate is to be applied, enter the date 
it becomes effective here.

Default GL 
Account

{GL Account format} Enter the normal expense account to which 
payments to this rep should be applied. This might be something like 
“Outside Sales Commissions.”
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Comments {2000 characters} Enter free form comments for this rep in this 
field.

Letter {Button} Clicking this button creates an export file of this sales rep’s 
address and company information which can be used in conjunction 
with your word processing program to mail merge letters.

Pay Rates/
Commissions

{Card tabs} Clicking on either of these card tabs opens the Commis-
sion Terms window.

Sales Data {Card tab} Clicking on this card tab opens the following window.

This window displays all of the sales data for this rep, by month, for 
the current fiscal year.

Main Menu

Personnel & 
Labor

Personnel 
Functions

Outside Reps -
> Sales Data
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Commission 
Terms

This window is used to establish commission terms for each employ-
ee or outside sales rep. 

Window Characteristics

Code {Indexed} This is the Employee Code or Rep Code which has been 
set up on the Personnel Basic Info window. You may use this field 
to find the record.

Last Name {Indexed} This is the last name or company name of the employee or 
rep. You may also find on this field.

Effective Date {Date field} This is the date you wish to have these commission 
terms become effective. No commission calculations will take place 
until this date arrives.

For Closing Sales 
Orders

{Data entry section} 

There are two levels of commissions which may be computed for 
each employee or rep. These include:

1. Commissions for closing a sales order (in which case the code 
for the employee responsible for the order will show on the 

Main Menu

Personnel & 
Labor

Personnel 
Functions

Commission 
Terms
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sales order and invoice header records in the Sales Rep field), 
and

2. Commissions for being account manager.

# Months {Numeric, two characters} The last column of this section provides 
the ability to limit the amount of time each commission type may be 
earned for each customer.

Percentage {Numeric, two decimal places} Enter the percentage of each trans-
action you wish to pay to the rep for each type of commission.

S or P Commissions may be based either on gross sales or on gross profit. 
Enter S to indicate a base of sales and P to indicate commissions 
based on gross profit. If you select to compute commissions based 
on gross profit, the amount will be computed by subtracting the cur-
rent Total Cost of the item sold, as shown on Item Master File, 
Card #1, from the sales value of the invoiced item. If you see com-
missions earned showing unrealistic numbers, you should check the 
commission rates (on the employee records) and the item totals costs 
(shown on the inventory records) to be sure these are correct.

New, Old, All {All caps, validated} Commission rates may apply to sales to ALL 
customers, only OLD customers, or only NEW accounts. The def-
inition of a new account may be different for each employee or out-
side rep as defined at the bottom of this window:

This setup would indicate, for example, that a customer would be 
considered new after not having purchased for at least 24 months, or 
if it had never placed an order before.

Base or Bonus {All caps, validated} If a rate is defined as BASE, the system multi-
plies the given rate times the value of the entire order (after deter-
mining if the sale qualified based on the New/Old/All 
designation). If a rate is define as BONUS, the result of the compu-
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tation is added to other computations. For example, you may pay 
10% for NEW accounts as a BASE, and an additional 5% for NEW 
accounts as a BONUS, but only for the first 12 months. This would 
result in commission payments of 15% for the first 12 months and 
10% thereafter.

Customer Types 
Window

This window provides a place to allow for the overriding of commis-
sion rates entered on the Sales Commission Terms window. By en-
tering a figure in the Over-Ride Commission Rate field shown on 
this window, you determine a different commission rate for any or-
ders for this type of customer.

Item Master File, 
Card #2

This window, too, provides a commission over-ride for each item. 
This is the top level override for commissions on each item and will 
override the rates set up in the Personnel Basic Info window, the 
Outside Reps window and the Customer Types window. Make 

Over-Ride Commission 
on Customer Types

Main Menu

Order Entry

Miscellaneous 
Functions

Customer 
Types
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sure any necessary item master file records are set up with correct 
commission overrides on Item Master File, Card #2.

Over-Ride Commission 
on Item Master File

Main Menu

Inventory & 
BOMs

Item Master 
File

Item Master 
File, Card #2



Sales Commissions
SM-COM-10 Managing Commissions

Managing Commissions

Commission 
Splits & 
Adjustments

Use this window to manage commission splits on each sales order. 
Commissions for one sales rep and one account manager may be 
added directly on the Sales Order Items window as shown here:

however, this may be limiting. By accessing the Commissions 
Splits & Adjustments window, you may split the commissions 
among two account managers and three sales reps, and adjust the 
sales commission paid to the sales reps.

Adjustments and 
Splits

Entries to the Commission Splits and Adjustments window are en-
tries in the sales order header record and are assumed to apply to all 
invoices generated from the order. Changes in splits and adjustments 
will change the display on the Commission on Each Order and the 
Commission on Each Invoice window, too. 

Main Menu

Accounts 
Payable

Sales 
Commission 
Functions

Commission 
Splits & 
Adjustments
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Costs Not 
Charged to 
Customer 

These apply only to sales reps, not to account managers. They may 
result from freight or other costs not charged to the customer and for 
which the sales rep has been asked to share some burden. Most ad-
justment amounts refer to costs and are therefore assumed to be neg-
ative in their impact on the commission. 

Amount Enter the amount not charged to the customer in this field. This 
amount will be multiplied by the Rep’s Burden amount and the 
product of the two will be deducted from the Reps’ commissions.

Rep’s Burden Enter the percentage of the adjustment the rep must share. This will 
be multiplied by the number in the Amount field and the product of 
the two will be deducted from the Reps’ commissions. For example, 
with $100 in commissions to be paid, if you entered 10 in the 
Amount field and 50 in the Rep’s Burden field, the calculation is:

100 - (10 x 0.5) = 95

Misc. Adjustment There is also a place for miscellaneous adjustments for which a gross 
amount may be entered. The miscellaneous adjustment may be either 
positive or negative. A positive amount increases the commission by 
the amount of the adjustment, and a negative amount decreases it. 
The example above shows a miscellaneous adjustment which in-
creases the commission. To reduce it, enter a negative number in this 
space.

Commission 
Splits

These enable the user to specify percentages of the commission 
earned to be split with up to two additional sales reps and one addi-
tional account manager. Commission amounts earned by sales peo-
ple being paid from splits depend entirely on the primary sales rep's 
commission amount, net of any adjustments. For example, the prime 
rep may earn 10% on a sale of $1,000 but have adjustments which 
reduce the commission amount to $90. The amounts earned by reps 
splitting the commission will be based on the net amount of $90. En-
ter the percentage of the total commission earned to be split by each 
additional recipient. For instance in the $90 example just outlined, if 
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you entered 10 in this field for a second payee, the amount of the 
splits would be $9 for the second payee and $81 for the primary rep.
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Commissions on 
Each Order

Commissions in sales orders can be viewed from this window. It pro-
vides more complete information, including the percentage and also 
takes into account commission splits and adjustments. You can even 
use this window to add commission to a customer return order, by 
editing the appropriate information!

Editing the 
Records

Any of the commission amounts in the list can be edited directly on 
this window, but not added. You must add commissions from the 
Sales Order Items window or the Commission Splits & Adjust-
ments window. 

Order Number {Indexed} This is the Order Number for the order to which the 
commissions are being applied. You may find on this field.

Customer {Display only} This is the Company Name of the customer to which 
the order was issued.

Order Date {Indexed} This is the date on which the order was generated. You 
may find on this field.

Primary Sales 
Rep

{Validated} This is the primary sales rep for commissions on this or-
der. You may find on this field. You may also change the code in this 
field if you wish; however, if you attempt to edit a Sales Rep code 
that has a corresponding item code, Qube ERP™ will display a 

Main Menu

Accounts 
Payable

Sales 
Commission 
Functions

Commissions 
on Each Order
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warning message and refuse to allow the change. The list below will 
be reloaded to include the new rep. Then you may edit the amounts 
of commission earned on each item for the rep. 

Primary Account 
Manager

{Validated} This is the primary account manager for commissions 
on this order. You may find on this field. You may also change the 
code in this field if you choose. The list below will be reloaded to in-
clude the new manager. Then you may edit the amounts of commis-
sion earned on each item for the manager. 

Items One item for each commission split will be displayed on this win-
dow. Only the Commission Earned and % fields can be edited. If 
you change either of them, the other will recalculate based on the 
value in the field you changed.



Sales Commissions
Managing Commissions SM-COM-15

Commissions on 
Each Invoice

If an invoice was created with incorrect commission amounts, they 
may be edited using this window. 

Editing the 
Records

To use the window, find an invoice and edit any Primary Sales Rep 
or Primary Account Manager commissions you wish. The com-
missions earned by Rep 2, Rep 3 and Mgr 2 are dependent on the 
amounts earned by Rep 1 and Mgr 1, and will be recalculated when 
you click <SAVE>. 

Invoice {Indexed} This is the Invoice Number of the invoice to which these 
commissions apply. It is the primary record locator for this window.

Customer {Display only} This is the Company Name of the customer to which 
the invoice was issued.

Order Number {Indexed} This is the Order Number for the order to which the in-
voice was applied. You may find on this field.

Invoice Date {Indexed} This is the date on which the invoice was generated. You 
may find on this field.

Main Menu

Accounts 
Payable

Sales 
Commission 
Functions

Commissions 
on Each 
Invoice
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Primary Sales 
Rep

{Validated} This is the primary sales rep for commissions on this in-
voice. You may find on this field. You may also change the code in 
this field if you wish. The list below will be reloaded to include the 
new rep. Then you may edit the amounts of commission earned on 
each item for the rep. 

Primary Account 
Manager

{Validated} This is the primary account manager for commissions 
on this invoice. You may find on this field. You may also change the 
code in this field if you choose. The list below will be reloaded to in-
clude the new manager. Then you may edit the amounts of commis-
sion earned on each item for the manager. 

Gross Payable If the commission value is blank on the window, you can click on the 
Gross Payable field label. Qube ERP™ will add up the commission 
values in the invoice items file and make sure the total equals that 
found in the invoice header file.

The Commissions in Orders but not in Invoices Report reviews 
the records and fixes any problems it finds where commissions ap-
pear in an order but not on the invoice. Run this report from the Pay-
ables Reports. 

Items One item for each commission split will be displayed on this win-
dow. Only the Commission Earned and % fields can be edited. If 
you change either of them, the other will recalculate based on the 
value in the field you changed.

Cash 
Disbursements

The top portion of the window shows the commissions breakdown, 
while the bottom portion shows any payments disbursed against 
them. You may drill down on the records in the bottom portion of the 
window by double-clicking on them. This will display the Cash Dis-
bursement window for that transaction. 
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Commissions in 
Invoices vs. 
Commissions in 
Sales Orders

It is tempting to try to match commission amounts and percentages 
showing on the Commissions in Orders window with those show-
ing on the Commissions in Invoices window. These may match, or 
they may not. Trying to match these two windows is usually not a 
worthwhile exercise. 

Keep in mind that there may be many invoices for each order and 
that commission terms, adjustments, splits and designation of sales 
reps and account managers may change at any time. Changing the 
commission amounts or rep or account manager designation on an 
invoice will not and should not change the order. 

Similarly, if you change the commission in an order, the system will 
not and should not change the invoices associated with that order to 
reflect the commission amounts just entered. 

Commission 
Splits & 
Adjustments

There is one exception to this. Entries to the Commission Splits and 
Adjustments window are entries in the sales order header record and 
are assumed to apply to all invoices generated from the order. 
Changes in splits and adjustments change the display on the Com-
mission in Orders and the Commission in Invoices window, too.

(Commissions) 
Paid Outside the 
System

{Button} Paying commissions “within the system” normally in-
volves issuing a check to a sales rep referencing the Sales Commis-
sions GL account and a specific invoice record on which 
commissions are due, thus reducing the commission amount due to 
that rep for that invoice. The <PAID OUTSIDE THE SYSTEM> 
function is provided to allow the user to reflect payments of commis-
sions which have not been recorded in this expected manner. 

Assume, for example, that the rep has many invoices on which there 
are commissions due, and you wish to issue a single check with a sin-
gle line item on it and even perhaps charge it against a different GL 
account. This kind of payment would not reduce the commissions 
due on the invoices, since it would not contain enough information 
for the system to match the payment with these commissions. As a 
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result, the commissions would have been paid but it would still show 
up on your Commissions Payable reports. 

The <PAID OUTSIDE THE SYSTEM> button provides you with a 
way to flag commissions as no longer payable, even though there is 
no audit trail of payments against the commissions. 

If you are a GPS user, you can use this utility very effectively. See 
“Getting More out of Qube ERP™ Commission Functions” on page 
GPA-49.
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• To flag commissions as paid without issu-
ing a check directly to them

1. Find the invoice record which you wish to flag 
as having commissions paid.

This is accomplished in the Commissions on Each Invoice 
window.

2. Make sure no checks are issued against the 
commissions on that invoice. 

If there are, you will receive the following message when you 
click the button, <PAID OUTSIDE THE SYSTEM>:

A record without paid commissions on it might look like the 
following:

3. Click the button, <PAID OUTSIDE THE SYSTEM>.

Main Menu

Accounts 
Payable

Sales 
Commission 
Functions

Commissions 
on Each 
Invoice
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The system will display a message cautioning the user, like this:

4. Click <YES>.

The system will flag all payable items to all persons owed com-
missions on the invoice and the window will then look like this:

Results
Notice that the Net Payable is set to zero and the Commission Due 
shows as empty even through there are no payments traceable to it 
and showing in the bottom section of the window. 

Reverse Paid 
Outside the 
System

Notice, too, that the <PAID OUTSIDE THE SYSTEM> button has 
disappeared. In its place is a button labeled <REVERSE PAID OUT-
SIDE THE SYSTEM>. If you see this Reverse button, you know the 
invoice has been cleared of commissions due by having the <PAID 
OUTSIDE THE SYSTEM> button clicked. In case this function has 
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been run by mistake, it can be undone by clicking on the <REVERSE 
PAID OUTSIDE SYSTEM> button. The system will restore the com-
missions to their original due and payable condition.

Limitations The <PAID OUTSIDE THE SYSTEM> and <REVERSE PAID OUT-
SIDE SYSTEM> functions are “all or nothing” routines and there are 
limitations to their use: 

a) The <PAID OUTSIDE THE SYSTEM> function may not be 
used to clear commissions due if any payments are found trace-
able to the invoice, and 

b) all commissions due to all sales reps and account managers 
on the invoice in question will be cleared. The system does not 
allow the user to clear some commissions payable for some reps 
or account managers and not others on the same invoice.
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Draft Commission 
Checks

Purpose of the 
Window

Use this window to automatically draft commission payments, once 
they have been set up in the preceding windows. Payments may be 
drafted for commissions on posted sales invoices only. 

Note: If the wrong amount is issued on the check, run the Com-
missions on Orders but not Invoices utility before each Draft 
Commission Checks routine. This utility is found in Payables 
Reports.

Beginning 
Invoice Date

{Date format} Enter the beginning date in this field. Commission 
payments will be drafted only for invoices drafted after this date.

Ending Invoice 
Date

{Date format} Enter the ending date in this field. Commission pay-
ments will be drafted only for invoices drafted before this date.

Select Invoices 
Paid in Full on or 
Before

{Date format} If you elect to pay commissions only on invoices 
which are paid in full (see below), you must enter a date by which 
these invoices were paid in full. 

Main Menu
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Select One 
Employee or All

{Validated} If you wish to draft commission payments for all em-
ployees and reps, leave the defaulted ALL in this field. If you wish 
to draft commission payments for only one employee or rep, enter 
the Employee Code or Rep Code in this field.

Select 
Employees/
Outside Reps

{Check box selections} You may elect to pay all employees or reps 
or both. If you enter a specific employee or rep code above, that type 
will be defaulted in these selections.

Compute 
Negative 
Commissions for 
Credit Memos?

{YES/NO} Entering a YES value in this field causes the system to 
deduct any credit memo commissions which fall within the date 
ranges from the total commissions paid. Entering NO causes the 
system to ignore credit memos.

Select Only 
Invoices which 
are Paid In Full?

{YES/NO} Entering a YES value in this field causes the system to 
calculate commissions only for invoices which have been paid in 
full. Entering NO causes the system to compute commission pay-
ments for all invoices within the date range, whether they have been 
paid or not.

Select Invoices 
Which are 
Partially or Fully 
Paid?

{YES/NO} Entering a YES value in this field causes the system to 
calculate commissions based on partial payments by customers. For 
example, on an invoice for $1,000, a sales representative may have 
earned a 10 percent commission and a customer may have paid $400. 
If you choose to report commissions or draft checks using partial 
payments, Qube would compute the amount due as $40. The amount 
due is based on a percentage of the invoice paid. In this case, 40 per-
cent of the invoice is paid; therefore, 40 percent of the commission 
is considered due.

The commission due is reduced by previous commission payments. 
Therefore, if the sales rep had already been paid half of his commis-
sion (50 percent = $50, no commission would be due. If the rep had 
already been paid $20, then $40 - $20 = $20 would be due.

Bank Code {Validated, GL format} Enter the GL Account Code for the bank 
account on which these checks should be drawn.
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Commission 
Expense Account

{Validated, GL format} Accept the defaulted value or enter a valid 
Commission Expense Account GL code in this field. The default 
will display as the Sales Commission Expense account established 
in the GL Key Accounts window, as shown here:

Accepting this defaulted value allows you to access any GL Sub Ac-
counts which may be set up in the Employee or Sales Rep records.

If the system does not recognize the code which has been entered, 
the following message will be returned when you run the function. 
In this case, the function will be aborted before any transactions have 
been created, so just enter a valid account and begin again.

Running the 
Function

Running this function will cause the system to look at all invoice 
records which fall into the parameters chosen and draft payments 
for all commissions due for each rep or account manager on invoice. 
Commissions payable amounts are reduced as the check is drafted 
and restored if the drafted check is deleted. This is different from the 
handling of vendor invoices, in which the balance due on the invoice 
remains a payable until the payment is posted. 

After draft commissions have be generated and audited, they must be 
posted prior to printing, just like any other cash disbursements (see 
“Posting to the GL” on page GL-58).
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Recommended Steps
There are several steps involved in handling sales commissions. 
These are the following:

1. Set Up Employee/Rep Records.

See documentation in the employees section for an explanation 
of how to handle this.

2. Enter Sales Reps & Acct Mgrs into Customer 
Records.

Indicates who the default sales rep and default account manager 
will be for each customer.

3. Set up Chart of Accounts.

Ensure there is a sales commission account and it is correctly 
pointed to in the GL Key Accounts window. Also make sure 
that the GL Sub Account field in each employee and rep record 
is set correctly.

4. Set Up Override Commission rates in the Item 
Master File, Card #2 and the Customer Types 
windows.

 This is not usually necessary, but some items require this.

5. Enter Commissions into Sales Orders.

These will be displayed on the Sales Order Items window, 
showing the amount of commission to be paid to the sales rep 
and account manager for each item. The default will be from 
the commission rate for each Rep or Acct Mgr, or the Over-
ride Commission rate in the Item Master File. You may edit 
these rates directly in the sales order.

You may also use the Commissions on Each Order window.
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Commissions 
Reports

6. Print Commissions Reports

Commission payable amounts are copied from each sales order 
item to each invoice item at the time of invoicing. After the 
orders have been invoiced, the other commission reports may be 
produced to review the commission amounts payable. The com-
mission reports are found in the Commissions group of 
Accounts Payable Reports.

Commission 
Adjustments & 
Splits

7. If required, enter sales commission splits and 
adjustments. 

This is accomplished through the Commissions Splits & 
Adjustments window.

8. Edit commission amounts on invoices.

This can be accomplished through the Commissions on Each 
Invoice window.

Draft Commission 
Checks

9. Draft Commission Checks.

10.Edit or Delete Incorrect Payments.

The user is given a final opportunity to correct incorrect com-
mission amounts prior to posting.

11.Print the Trial Post Payments report.

Make sure that correct transactions are being selected and that 
the GL Account distribution is correct.

12.Post the payment transactions to the general 
ledger.

13.Print Checks.
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Single-Zone Sales Tax Accounting
Without Multi-Zone Tax Accounting, each customer record con-
tains a Tax Zone code. This code is found in the Customer Basic 
Information window, as shown here:

The code can be unique for each entry and is not validated against 
any master file. Two tax rates can be used for each customer order 
(Sales Tax #1 and Sales Tax #2) on the order entry window:
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Sales Order 
Header
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Tax Rate 
Defaulting

System Set Up, Card #2 provides two Default Tax Rates fields as 
shown here:

These fields can provide some aid in automating the tax rate man-
agement function, if and only if the customer record resides in the 
same state set up on Card #1:

Include Shipping 
Charges in Sales 
Tax 
Computations

{Checkbox selection} Activating this checkbox causes any shipping 
(not handling) charges on any sales order to be included in the sales 
tax computations. This function impacts both sales tax rates. Click 
this box only if you want to include shipping charges in sales tax.
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When a customer record is entered into the system with the same 
state as that shown on System Set Up, Card #1, that customer 
record’s tax rates will default to those set up on Card #2:

Any sales orders entered for this customer record will take on both 
sales tax rates:

Without the Multiple Zone Sales Tax function, these are the only 
aids available within the system. Any customer records which are 
situated outside the state set up in System Set Up, Card #1 will have 
no default tax #1 rate, and it must be entered manually for each cus-
tomer.
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Tax #2 Note on the Customer Financial Information window above that 
there is only one Resale Tax Rate showing on the window; howev-
er, there are two tax rate fields called out in the system, Tax #1 and 
Tax #2. Tax #1 is the only one of these which is regulated from the 
Customer Financial Information window. Tax #2, shown on the 
System Set Up, Card #2 and Sales Order Header windows, is con-
sidered a universal tax (like the GST in Canada, for example) and 
will be defaulted on all sales orders. If you do not want Sales Tax #2 
to show up on Sales Orders, you will need to override it when en-
tering them.

You may also use Tax #2 to apply tax on shipping.

Exempt from all 
Sales Taxes

{Check box selection} You may prevent this from happening by 
clicking this check box, and it may be overridden in the sales order.

Sales Tax Report The following sales tax report is found in the Receivables Reports 
window. Both tax rates are rolled into the Tax column.
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If you wish to split the two tax rates in a report, you may do so by 
printing a Detailed General Ledger report for Sales Tax Payable 
#2 for the time frame specified. 
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Multiple-Zone Sales Tax Accounting

Note: Multiple Zone Sales Tax accounting is a separate module. 
In order to have access to this functionality, you must purchase 
this module and have the Feature Set window reflect that in your 
data file.

The Multiple Zone Sales Tax module provides a way of breaking 
out the sales tax collected and payable among an unlimited number 
of predefined tax codes, each with up to 10 different tax rates. Taxes 
collected for each of these tax codes may be reported on and paid, 
based on reports provided with the module. These tax codes are then 
applied to each customer billing address.

When turning on the Multi-Zone Sales Tax option, use the follow-
ing procedure to set up the tax codes.

• Setting up the tax codes

1. From the Module Selection window, click on the 
the Task Assistant button.

The Task Assistant window will appear.

2. Click the HOW DO I radio button.

3. Select Table for Sales Tax Codes.

4. Select the FLAG TO USE TAX CODES button.
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Click on 
How Do I... 

Click on Table for 
Sales Tax Codes

Click on Flag to Use 
Tax Codes
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Sales Tax Codes Use this window to enter the master file of tax codes. There may be 
as many different tax codes as necessary. When the window is 
opened, it will load a list of all the tax codes in the lower portion of 
the window. The list may be sorted by clicking on any column label. 
To see the details associated with each tax code, click on any line in 
the list. 

Tax Code Fields

Tax Code {15 characters, alphanumeric, indexed, required} This is the code 
which will be used in identifying the tax rates for this record. This 
code will be included in the Customer Financial Information win-
dow, and will be used to calculate the various taxes owed for each 
customer.

Description {40 characters, alphanumeric} Enter the description for the tax code 
record in this field.

County {15 characters, alphanumeric} Enter the county to which this tax 
code record applies.

Main Menu

Order Entry

Miscellaneous 
Functions

Tax Codes
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State {Five characters, alphanumeric} Enter the state to which this tax 
code record applies. This will be used to validate the data entry in the 
Customer Financial Information window. If you enter a Sales Tax 
Code which has a different State Code from that in the customer 
record, the following message will be returned. You may continue 
by clicking <YES>.

The State Code is also used in the Reference List when looking up 
tax codes. This can greatly simplify the process of identifying tax 
codes when entering customer records.

Rate Total {Calculated} This is the total of all of the tax rates entered into this 
window.

Tax Rates {10 different rates} The first tax rate is defined as the State Tax, the 
second is defined as the County Tax, and the third is defined as the 
City Tax. The remaining seven tax rates are user-defined. 

Tax Rate Labels You may label each of the additional seven tax rates anything you 
want by using the date entry field in front of each rate field. These 
labels will remain the same for all of the tax records in the system, 
but the rates in each may be changed for each individual tax code 
record.
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Using the Window

Adding a Tax 
Code

To add a new tax code record, click <NEW> and enter your informa-
tion. After you finish and click <SAVE>, the new tax code record 
will be added to the list. 

Changing a Tax 
Code

You may also edit any tax code by selecting the record you want to 
change and clicking <EDIT>. After you finish your edit, the list will 
be updated to display the new information. If you change the Tax 
Code and it is referenced in customer records, the function will up-
date the code in all customer records which match that found in the 
tax table. It will also change the code found in all open sales orders 
and unposted invoices relating to each selected customer, so this pro-
cedure could take a long time in a large data file. If you change the 
total tax rate (by changing any one or more of the 10 rates), a similar 
update will occur. 

Deleting a Tax 
Code

You may delete any tax code record that is not referenced in any cus-
tomer record. You may not delete a tax code record if it is referenced 
in a customer record.



Multi-Zone Sales Tax
Multiple-Zone Sales Tax Accounting SM-TAX-11

Customer 
Financial 
Information 
Window

The Sales Tax Code and Resale Tax Rate fields on this window op-
erate differently when the Multiple Zone Sales Tax function is en-
abled.

Sales Tax Code {Validated} Each customer record may contain one tax code refer-
ence on the Financial Information window, which is inserted in 
this field. 

Resale Tax Rate You may not enter Sales Tax Rates directly into a customer record 
when using the Multiple Zone Sales Tax function. You may only 
enter the Sales Tax Code and the rates associated with each code 
will be referenced in the customer record.

Setting an 
Individual 
Customer’s Tax 
Rate

You may edit a customer record to set up a modified version of the 
tax breakdown which is unique for this customer. To see the tax 

Main Menu

Order Entry

Customer 
Master File

Customer 
Basic Info
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breakdown and edit it, first click <EDIT>. Then click on the field la-
bel, <RESALE TAX RATE>. 

A window will pop up which displays the tax rate breakdown and al-
lows editing of these values.

Exempt from all 
Sales Taxes

{Check box selection} Each customer may also be flagged as Tax 
Exempt. Tax exempt means that customer is exempt from all taxes. 
If a customer is flagged as tax exempt, the tax code field will remain 
blank and the Resale Tax Rate will be zero (0%).

Activate this box if you wish to leave the Sales Tax Code field emp-
ty. If a customer record is not flagged as tax exempt, a valid Sales 
Tax Code will be required for every customer record. If you try to 
click <SAVE> without entering a sales tax code, the following mes-
sage will be returned:

Using the 
Reference List

To help you select the correct tax code, a reference list is provided. 
To access this list, press <COMMAND-,> (when using a Macintosh) 
or press <CONTROL-/> (on a PC) while your cursor is resting in the 
Sales Tax Code field. You may load any number of codes and may 
also select one State at a time. Double-click on the desired line and 

Main Menu

Order Entry

Customer 
Master File

Customer 
Basic Info -> 
<RESALE TAX 
 RATE>



Multi-Zone Sales Tax
Multiple-Zone Sales Tax Accounting SM-TAX-13

the code will be inserted into the field. <TAB> out of the Sales Tax 
Code field, and the Resale Tax Rate will be inserted.

Mac OS Windows

, /

 ctrl
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Customer Search 
Window

This window has been set up to allow the review of tax codes asso-
ciated with different customers and to edit these values, if you wish. 
To view this window, first view the Customer Financial Informa-
tion window, and then click the button labeled <SEARCH>. The 
window above will be displayed.

Loading the 
Window

The window allows you to load all customers or all customers with 
a selected Ship to State, Type or Sales Tax Code. The list may be 
sorted by clicking on any of the column labels. To load the window, 
click <BEGIN SEARCH>, enter the desired state, type and tax codes, 
and click <SAVE>. All of the customer records matching your search 
criteria will load into the list.

Editing the Tax 
Codes

You may also click <EDIT> and change the values in the Sales Tax 
Code field. No other fields may be edited from this window. This is 
the recommended window to use when setting up your data file to 
use the sales tax table, since it enables the editing of many customer 
records relatively quickly.

Main Menu

Order Entry

Customer 
Master File

Customer 
Search
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Sales Order 
Header Window

Once the Sales Tax Codes have been entered into the system and ap-
plied to the Customer Financial Information window for each cus-
tomer, sales orders will automatically apply the assigned tax rate for 
each customer to its sales orders. This will be displayed in the Tax 
#1 field as shown above. 

Note: When using the Multiple Zone Tax function, you should 
not use the Sales Tax #2 field, even though it is available, as it will 
just be confusing.

Changing the 
Sales Tax on an 
Order

You may not edit the Tax #1 field directly as it may contain several 
different tax rates rolled up into the one, however a mechanism for 
doing so is provided.

• To override the tax rates for an order

1. Open the Sales Order Header window for the 
order you wish to change.

Main Menu

Order Entry

Sales Order 
Functions

Sales Order 
Header
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2. Click <EDIT>.

3. Click on the field label, Tax #1:

The following window will be displayed:

4. Make the desired changes and click <OK>. If you 
change your mind, click <CANCEL>.

You may change any of the individual tax rate fields by clicking 
in the desired field and typing your changes. You may also 
apply a completely different tax code table to the sales order by 
changing the Tax Code. You might wish to do this when you 
have several different shipping addresses for a customer and 
wish to apply the Tax Code of the shipping address, rather 
than the billing address.

5. After clicking <OK>, you will be returned to the 
Sales Order Header window. Click <SAVE>, and 
the taxes will be recalculated and the changes 
will be applied to the sales order.

Main Menu

Order Entry

Sales Order 
Functions

Sales Order 
Header -> 
<TAX #1>
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Sales Invoice 
Header Window

After invoicing the sales order, the taxes will automatically be ap-
plied to the Sales Invoice Header window. This will be displayed in 
the Tax #1 field as shown above. 

Note: When using the Multiple Zone Tax function, you should 
not use the Sales Tax #2 field, even though it is available, as it will 
just be confusing.

Changing the 
Sales Tax on an 
Invoice

You may not edit the Tax #1 field directly as it may contain several 
different tax rates rolled up into the one, however a mechanism for 
doing so is provided.

• To override the tax rates for an invoice

1. Open the Invoice Header window for the invoice 
you wish to change.

2. Click <EDIT>.

Main Menu

Accounts 
Receivable

Invoices & 
Credit Memos

Invoice Header 
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3. Click on the field label, TAX #1:

The following window will be displayed:

4. Make the desired changes and click <OK>. If you 
change your mind, click <CANCEL>.

You may change any of the individual tax rate fields by clicking 
in the desired field and typing your changes. You may also 
apply a completely different tax code table to the invoice by 
changing the Tax Code. You might wish to do this when you 
have several different shipping addresses for a customer and 
wish to apply the Tax Code of the shipping addresses, rather 
than the billing address.

After clicking <OK>, you will be returned to the Invoice 
Header window. 

5. Click <SAVE>, and the taxes will be recalculated 
and the changes will be applied to the invoice.

Main Menu

Accounts 
Receivable

Invoices & 
Credit Memos

Invoice Header -
> <TAX #1>
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Sales Tax Reports Sales Tax Codes
This report provides the ability to print ALL Tax Codes or Tax 
Codes for one state at a time. You may also print all customers as-
sociated with each Tax Code, if you wish. This report is found in 
the Customer Reports list under Set Up.

The report may be sorted by Tax Code, by Description or by Tax 
Code within State Code. 

When printed, the report looks like this:

Sales Tax Report
This report provides a complete breakdown of the sales taxes collect-
ed on each individual invoice for a designated date range. You may 
print the report in summary format by entering NO in the Print 
Detail Lines field, or you may show all of the transactions within 
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each category. This report is found in the Receivables Reports win-
dow under Receivables. 

The second report is found in the Receivables Reports list. 

This report sorts first by state, then by customer name (referenced 
in each invoice's ship-to fields) and finally by invoice number. The 
tax amounts view from an invoice header are the amounts that are 
printed in the sales tax report.
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Setting Up the 
Data File

• To set up tax codes in an already estab-
lished and operating data file

1. Set up the tax code table. 

This is done using the Sales Tax Codes window (see “Sales 
Tax Codes” on page TAX-8).

2. Associate the various tax codes with the differ-
ent customers. 

You may do this individually or by using the Customer Search 
window (see “Customer Search Window” on page TAX-14).

3. Run the customer utility, UPDATE TAX ON ORDERS 
& INVOICES.

This utility will automatically copy the tax breakdown associ-
ated with each tax code and customer into all open sales orders, 
all unposted invoices and all posted invoices which already 
show the same total tax rate as that represented in the current 
associated customer record. 

This utility is found in the System Administration module 
under the Customer Utilities window. 

For information on how to access and run these utilities, see 
“Customer Utilities” on page SYS-166.

4. Review open orders and unposted invoices to 
see the tax breakdown associated with these 
records. 

This is done by viewing the individual sales orders and invoices 
and displaying the sales tax detail window for each (see 
“Changing the Sales Tax on an Order” on page TAX-15 and 
“Changing the Sales Tax on an Invoice” on page TAX-17).
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