Sales Order Management C/

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 Guideis part
of a 14-volume set. The other books in the set are:

* General Information User Guide

* System Administration User Guide

e 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

e Order Configuration User Guide

* Globa Commerce User Guide

e Implementation Workbook

*  Qube ERP™ Sample Reports Book

e Index

About this Book
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Sales Order Management C/

Overview This user guide contains the following topics:

e Customer Master File

e SdesOrders

e Pricing & Discounts

e Contract Pricing

e Availableto Promise

* Miscellaneous Functions

e Electronic Data Interchange

* Forecasts

¢ Quotations

e Sdales Opportunities

e Basic Service Order Tracking

e Customer Service Management (CSM)
e Getting Started with CSM

e Usingthe CSM Module

e CSM Reports

* Invoicing Functions

e Invoice & Credit Memos

e Shipment Tracking

e Introduction to Multiple Shipping Warehouses
e Customer Ship-From Locations

» Defaulting Quantities Ready to Ship

*  Multiple Shipping Warehouses Reports
e Sales Commissions Setup Issues

* Managing Commissions

¢ Recommended Steps

* Single-Zone Sales Tax Accounting

e Multiple-Zone Sales Tax Accounting
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Order Entry

Customer Master File

Customer Basic
Info Window

Customer
Master File

Customer
Basic Info

O Customer Basic Information 2=
Custormer #(@ 10010 X United States of America gga+_.g!I,.\,c+ i
Bill To AHEC COMPANY
Language

Address 1224 15tk Straet Fraference I FC
Citee Glendale e e
=y =R = alate I=n
Zip Code 92133 Country E‘odel Usa United States of i
Plone S1n_444_cEEE | P
Phone 213-444-5555 Faxe |2 13-4

M e Tep | PET—

i Mr. (Bob | Jones

=T : T =

Customer HHETL Retailer Custormer Type 2 ! |

Lead Source |

| | e

o o [
* Locations | 1

Chin Ta C COME S L

H T COMPANY A
Division Software Products Division =
Addrezs 1224 15tk Ctraat @E
City Glendale E
State (=2 Zip Code I 92135 Country Code IUS.‘\
Contact Eob I.Jnnes Phene I 21Z-444-5555
Ship from location used by Invoicinq|6 ABC COMPAMY . Letter l

Sales Rep [ 00

_ pre—
Acct Mar 3| REF wWonder Marketing Servic
— ,—g—|

Fesale Tax Fate | 0000 | |f! Sakes Aefivities]

Damian Delgado

Tax Code |CA

Thi= i=s a 3,000 character text wrap area in which the user moy enter comments
about each customer.

gn._; . A
24| K] 4 '

P | B | =R ]=|tE| @

Four windows are used to display customer information: Customer
BasicInformation, Customer Financial I nfor mation, Customer
Expected AccountsReceivable 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 isaccessed through a but-
tonin Version 7.35 and through atab in Version 7.36.

The first window displays basic information, as shown above.

Customer Master File
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File Structure

Customer Code

USA?

Customer Status

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.

{All Caps, Required, Unique} The value of thisfield 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 takeawhileto
complete the changein all affected files.

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

ustemer *[F] 10004 [Musa? Status[A Active
Bill To AAA Company

Address 1122 South Main St

City Laos Angeles Pravince 1CF|—
Postal Code [FEC 234567 | Country |U.5.R.

Fhone m Fax

Buyer ’H_Hr. IBob |Johnson

{All Caps, Required, Validated} Code thisfield asfollows:
A - for active
I - forinactive (the company has gone out of business)

All new records will default to A (Active).

SM-OE-4
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Country

Customer Phone

Buyer

Customer Type
and Customer
Type 2

Lead Source

# Locations

The default value for thisfield in new customer recordswill default
to thevalue entered in the country field on the system setup window.

Company_ldentification
Company Mame |Super Duper Furniture Co.

Street Address | 12245 Broadway

City lrwine

State/Frov  |CA ZIF /Posts] Code [ 92658 Country [USA
Fhone Number | 7 14-559-5659 Faxl 714-551- 1621

Custom ¥ersion Code I

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 USAisclicked OFF, no format checking will
be done. This same logic is followed with the entry made in the cus-
tomer fax number field.

Y ou may enter acontact namein thesefields. For the salutation, en-
ter the following codes

S =Ms.
M = Mr.
D= Dr.

Then enter the first name in thefirst 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.

{All Caps, Validated} These fields may be given up to afour-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
inthefunction labeled Customer Types, found onthe Order Entry
Functions window. The values found in the customer record are

then used to default valuesin sales orders entered for each customer.

Enter the code for the lead source.

Enter the number of |ocations.

Customer Master File
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Order Entry

Ship-To
Addresses

C
Flagging Problem Accounts
If asalesorder is entered which refersto acustomer 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).

Qube ERP™ offersthe ability to enter multiple ship-to addressesfor
each customer. Y ou may enter as many of theseasyou like. Thefirst
ship-to address entered is stored in the same record as the customer
information, and isthe 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
salesorder. When more than one ship-to addressis present, theicons
in the ship-to field appear as shown here.

10005-1

] &
3" 56
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
differenceisthat the additional ship-to addresses may be deleted.

A different sales rep and account manager can be associated with
each customer ship-to address. Notethat if there are multiple ship-to
addresses for any given customer and the sales rep or account man-
ager for the ship-to addressis 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 customersis also displayed in the ship-
to section of the window. This enables each ship-to record to be as-
sociated with adifferent 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

SM-OE-6

Customer Master File



Order Entry

C

selected which containsadifferent tax code and rate, thus complying
with the common reguirement that taxes be associated with ship-to
addresseswhen they are different from the bill-to address. Note that,
if acustomer billing record contains atax 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:

Ship To
Division Division 2
Address 902 Home town Rood

City

State £ip Code] 09323 Country

Contact I Phine
Ship from location used by In\roicingl 1 Ship & Receiuwe

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

Ship Te  |Hiller International

Division Divizsion 2

Address 902 Home town Rood —
City Mew Haven
State cT Zip CodeIIZIQSZS Country |U.5.A.

Contact I Phone

Ship from location used by Invoicing | 1 Ship & Receiuwe

To add additiona ship-to locations, click the <ADD> button as

shown:
3

Add the datafor the additional ship-to addresses, and click <SAVE>:

Customer Master File
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Customer Ship-
From Locations

Ship Toe | xYZ Company 10002-2
Division Divizsion 2 F
Addrezs 12345 Orangethorpe n !’}
City Saratoga W @
State FL Zip Code] 10452 Country |USA

Contsct  |BIN Reunolds Phone | PET-231-6547

Ship from location used by Invoicing 21_ Southern Region Harehouse

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:

3
(<IP)

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

Ship To
Division
Address

AAA Company East Hardware Division Coltan <
AAA Compariy Software Division Los Angeles H E ‘
AAA Company Mok th Turnkey Division Sacramento @E
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 alist 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.

Qube ERP™ provides the ability to associate a ship-from location
for each customer. Thisis useful when a company uses different
stocking warehouses at different locationsto better serve customers
located at significant distances from each other. Thelocation is used
during the invoicing procedure. Theinventory transaction generated
during invoicing will pull the stock from thelocation indicated inthe
appropriate ship-from location. The ship-from location is displayed
on each customer shipping record as shown on the previous page.

SM-OE-8
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Sales Rep

Account Mgr

Sales Tax Code

Thelocation is aso displayed on the I nvoice Select Orderswin-
dow. When displayed on this window, the location acts as a default
for invoicing purposes and may be overridden by the user.

EDE Invoice Select Orders EE§E§|
Please Enter Shipment Information Below.
Shipment Date |D4.-"26.-"96 ™ Posting will beqin when this invaicing procedurs i= done.
Shipped
Order @ Shipped Shipped From UP.s. Shipping #of

Mumber In Full? Via
1021 mac Company
1021 HEC, Companiy

Location Code

Charge Labels
|21 |12345 I 25.00' 2

7 x e ] Z1H]

{All Caps, Validated} Enter avalid Employee Code here. Thisfield
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 anew sales order is created.

{All Caps, Validated} Enter avalid Employee Code here. Thisfield
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 thisfield. If you have entered a code which
matches one found in the employeefile, the system will display that
employee'sfirst 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.

Qube ERP™ provides two ways of managing salestax rates. If you
have purchased the M ultiple Zones Sales Tax Accounting module,
you must enter atax code based on thistablein thisfield (see“Mul-
tiple-Zone Sales Tax Accounting” on page TAX-6).

Otherwise, enter whatever code you wish in thisfield (usually the
billing state, but often a county code or some such). When the M ul-
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).

Oncethisfield isemployed, you can print sales tax reports based on
it. Use the Update Sales Tax Rate function to update the tax rates
based on thisfield (see “Update Sales Tax Rate” on page OE-97).

Customer Master File
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Resale Tax Rate

Sales Activities

L 5ates hctivitie]

Thisisamanually entered field, unless you use the M ultiple Zone
Tax Accounting module (see “Multiple-Zone Sales Tax Account-
ing” on page TAX-6). The number you enter into thisfield isinter-
preted as apercent and is shown as the default salestax rate on each
order entered for this customer. This can be overridden at the order
entry operation. Y ou can use the Update Sales Tax Ratefunction to
update the tax rates based on thisfield (see” Update Sales Tax Rate”
on page OE-97).

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

] SalesActivites =——— I

‘Evde [7o0001 Desoription [ONE TERRIFIC SALES FROSPECT |

[ |a7mmgga |3 ISuI Iy Brouser Received completed needs analysis

[ R [do= & sally Did a tele-demo

J6 09/01/1903 |5 |Jne Foxed quotes for 3 different configurations.

amue| Datobase Use

=l E Uzer
MINIQIDIWI IWI E

Entrieswill beignored 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 Codeswindow; see “Sales Activity Codes
Window” on page OE-96.

The sales activities have a so been integrated into the customer
search window (see “ Search” on page OE-13).

SM-OE-10
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Letter Clicking this button will cause the system to export this customer's
datainto amail-merge-able text file caled “ Sales Data.” Thisfile
will be placed in your Omnis 7 directory, and will look like this.

Eie————— sales lata =——r————
N O T N T EE RN N RN Y |

[Carnpary Marme, Address, Address 2, Ciry, State, Zip, Cont ey, Title Fiest MNavne, Last

Narne, Balance Due Date
AAACompa.rg.r "1122 Bowh belain 3t","","Los

Angeles","CA", 90009 "UEA" M, Bob “Totmson","7150.00"," Aprl 26, 1996"

Customer Master File SM-OE-11



Order Entry

Customer
Financial Info
Window

Customer
Master File

Customer
Financial
Information

Drill/Write

ustomer Financial Information

=TT lups Price Default = Colurm
2P vig 1°r
Ship Terms I Discounts| 0.00 ) ] 0oz
- | P ya— s
Currency 0ol iar f o
™ Exempt from aii Saies Taxes Date Entered|07/01/ 1999
Yendor Code I
——

Open Orders  § 7,0639.33 Credit Limit %] 100000
¥TD Sales $ 9,350.28 Date CR set 0770141999
Balarce s 4 Q,705. 14 Paye lnvaicas in days
Recale # 1 Orders Everu a4 daue

: Orders Every day=
Last Ordered  01/25/2000 Number of Orders &
Last Invoiced 02 /03/2000 Firzt Ordered on  06/23/10990

Fost &/R Genl Ledger Sub-Account

Paurnant Terms ! %

Card # I
Card i

oo Scheduling PrlorltyIZ—

|44 K] 4P P e

There are two pulldown menus at the top of the screen.

O

Orders List Window

Serial #'s Window

|
|
| Custom
| —
|

Quotations List Window

Print Profile

E.D.i. 3etup

Customer Stock

Pre=-Payments

Hold Orders
Clear Orders

SM-OE-12
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Drill Options:

Search This displays an easy-to-use sear ch window, which helps locate
customer records. Thiswindow is shown here:
O=———————— CustomerSeartch —"——"1H
Jected Ship to State Selected T Selected Tax Cod poules T.h‘.S. l- shov 2l activities
ALL ALL IALL |Sa1?S ulivies %  Begin Search I
Marne City, Telephone Sales Tax Code
CCC Company [Eillings [212-828-0900 Mo TAx il Aattiditis
L] [»
Please Enter Selected State and Type, then Click Save. ” o ‘ %

Using thiswindow, you can search for all of your customersby state,
type, tax code, or any or al combinations. Y ou canincludethis sales
activity, and display all activity codes associated with the customer.
Once the search is compl ete, the resultswill be displayed in the win-
dow, along with the number of records found. Double-click on any
linein the list to open that customer's record. Thislist also allows
you to edit each customer's Tax Code.

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

]

Customer Accounts Receivable =———————— M1 H

| |
Original Day=
Invoice Ealance
i AHY B
07/22/1008 2108 a 52.50 52.50 MO AEC COMFANY =
12/1071007 2001 2043 2,528.85 2,046.62 MO ABC COMFAIY
07/13/1997  CH2065 1021 ~452.50 Za52.50 MO ABC COMPAIY
07/05/1007 2064 2043 507,77 o AEC COMPAHY
051371007 2062 2055 656.00 o ABC-123654 AEC COMFANY
05/0/1007 2096 2043 1,025.54 1,025.54 MO ABC COMFAIY
01/317/1997 5197 2032 381,90 F|i.a0 o ABC COMPANY =
< [
| 28,910.32] | 18,5%.82

7

Drill Down: Y oucangotoany of thiscustomer'sinvoicesdirectly
from this window by double-clicking on a selected line.

Customer Master File SM-OE-13
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Orders List

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

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

EN=——————— Customer Order History =—————®-[8=
[1ono+ [ Company |
Order arder Invoice Irvaiie Balance  Custorner Yendor Balance
Date Humber Date Hurnber Due PO Number Invoice Due Status
04/26,/396 1950 Hil4
02/04/94 1921 02/11/94 5120 . 0
07/27/95 1855 03/02/95 5004 1,360.00 PO123456 147852 3,222.50 R
07/27/95 1855 09/21/92 5006 410.00 PO123456 147852 3,222.50 R
07/27/95 1835 02/04/93 5023 PO 123456 147852 3,222.50 R

7
[E

If the order has been invoi ced, theinvoice number and shipment date
will also appear. If no invoice number appears, the order has not yet
been invoiced. Y ou can aso show all of the itemsthis customer has
purchased by clicking the button, <SHOW ITEMS>. To restore the

window, click the button, <HIDE ITEMS>.

Theinformation intheVendor | nvoice column comesfrom the Pur-
chase Order Shipment Job Allocation field. This allowsyou to re-
view purchases made for this particular sales shipment and vendor
invoices for those purchases.

Drill Down: Y oucangotoany of thiscustomer'sinvoicesdirectly
from thiswindow by double clicking on a selected line.

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

SM-OE-14
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Serial #s List

Quotations List

This causes awindow to appear which lists all serial numbers as-
signed to this customer.

S=———= Customer Serial Numbers EENE
| oo |REC CarPAry |
Serial Serial Order-Line Date
#9 #z T, Itern Code Shipped
B o= itz Rk Vi) B 1858-1 g111 102792 4
1-96113 1929-1 9111 01/20/95 |
2-96113 1929-1 725 01,/20/95

i
AR ]

Drill Down: Y oucangotoany of thiscustomer'sinvoicesdirectly
from this window by double-clicking on a selected line.

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

This causes awindow to display which shows all quotationsfor this
customer.

——————————— Customer Quotation History Soecsee—————— E
{4 Company |
Quate Expiration
Murber [rate Amount  Status B 0. Nurnber
, 20008 47,000,802 Opan
1171271992 20001 37,691,110 Open

| E— T
Open Guste= | ST AN MAN A0 B BT | fAo Show Heme
5 Lol R [ (LA | 1

Closed, Expired + Cancelled Quotes 0.00

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.

Customer Master File
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Print Profile This displays areport 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. Thisis great for
sales people to have a copy for al 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 M aterials window for the
selected customer. For more information about customer-furnished
materials, see “ Customer-Furnished Materials’ on page INV-159.

[0 =-—————— (ustomer Furnished Materials>—"——————-—"B81 B
10001 ABC COMPANY
Order/Trans. Current
Date Murnber Lot Nurnber Item Code Lnit Quantit: Balance Unit Cost Malue
1241171997 10001 ao0o1 E& 110000 110000 5112345 5,623 58
1241071997 2043-1-1 2043 o0oa1 EA 17,760 117,760 51.12245  6,020.30
1241071997 2043-3-1 2043 oooz EA B0 .000 60.000 0. 15000 9.00
1240571007 1021-1-1 1021 i EA 12.000 12,000 301.84066 2,024.05
1240571997 1021-1-1  ABCD i1 EA &.000 §.000 201.24066 1,211.10
12/05/1997 1021-1-2 FGHIJ atil EA 1.000 1.000 301 84066 ant.8s
[~|
Description of 0001 [ 17,689.80]
mnmm ‘ ;I'h| Show Transactions I | l'Lx Hide Transactions I
Z
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EDI Setup

Prepayments

Hold Orders

Clear Orders

cc:Sales Ops

Ship Via

This displaysthe EDI Setup window. Use this option to store the
Electronic Data Interface partner profile number and load 810 and
850 setups. For moreinformation, see“EDI Setup” on page OE-103

mE

=

10001 ABC COMPAHY
ED.I Partner Profile 1D [48100

"Customer Part” flag =| 5K UPC flaa= |

12t PO1 Seament is the Part

eament iz the Part ®
iment is the UPG Code ) st Poi Segment is the UPC Code
9

rti Maxc hssigned Sort
[Segment Hame Eiseed Format Portion  Element Nlame Bosition Leno;

]

T 1 —
@RIk In M=l i
Rkl i R fiatolt i J

&

Write Options:

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

Thisreviews all orders for the selected customer which have an or-
der statusof O(Open) or R (Ready) and setsthestatusto H (Credit
Hold). To select options for Credit Hold status, see “When a Sales

Order isflagged as Credit Hold...” on page OE-90.

Thisreviewsall ordersfor the sel ected customer which have astatus
of H (Credit Hold) and changes the status codeto O (Open).

Thiswill write acopy of this customer record to the Sales Opportu-
nitiesfile. 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

Enter the default shipper for each customer in thisfield. Thisinfor-
mation will flow through to the invoicing process, and may be over-

Customer Master File
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Ship Terms

Currency

ridden at any time. Y ou can enter any value you wish, or select from
apredefined list of shippershby accessing ther efer encelist whilethe
cursor isresting in thisfield. 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.

Reference List =—"—————1i-
Select a Ship Dia:
1 U.P.5. 7]
2 Company Truck
E] FedEx
4 Airborne
5 Regional Carrier

]
Load | 28, beginning at|* State|ALL , based onf® Code () Description
Sort by Code Sort by Description Reload List Cancel 0K

| y ] [[SortbuDescription | | ] | ] | IE

Enter the default shipping termsfor each customer inthisfield. This
information will flow through to the invoicing process, and may be
overridden at any time. Y ou can enter any value you wish, or select
from a predefined list of terms by accessing the r eferencelist while
thecursor isrestinginthisfield. Thereferencelist will bein compact
form and will display al of the predefined terms. Double-click on
the desired reference and it will be inserted into this field.

Reference List Sia0F"a0—"——"—————
Select Ship Terms:
1 Prepoy & Add 1]
z Callect
3 Inc luded
=
Load| 2@, beginning at|~ State|ALL . bazed on (8) Code ) Deseription
| Sort by Code I | Sort by Descriptionl | Reload List I | Cancel I 11,4
T G

Thisisonly applicableif you have purchased the Global Commer ce
module.

SM-OE-18
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Exempt from all
Sales Taxes

Vendor Code

Price Default
Column

Discounts

When thisbox is checked, no taxeswill be computed on the sales or-
dersor invoices. This can be overridden at the order entry operation.

Thefield Vendor Code may be calculated by the system or it may
be manually entered by the user. Thischoiceis set on the System Set
Up, Card #2 (see " System Set Up, Card #2 Window” on page
SYS-105).

{Validated} Enteral, 2 or 3 intothisfield. The number refersto
the price column category found when looking at |tem 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.

Default Selling Prices
Quantity Price Quantity Price Quantity Price
1 el 1 647.692 1 518,154
25 599,508 25 582,923 200 453.385
Il 660,646 1l 550.538 200 421.000
150 5621.785 150 512,154 400 F88.616

Discountsl 2.00' 5| 3| 1%|

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 thefirst 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
Thisissubtly different from
$100x (1 - (0.02 + 0.05 + 0.03 + 0.01)) = $89.0000,

but the difference isimportant in some industries.

Thevariouslevels of discount have nothing to do with pricing
columnsor quantity discounts, other than they arecalculated on

Customer Master File
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Apply Volume
Discount

Date Entered

Resale #

Credit Limit

Post A/R GL Sub-
Account

top of any such pricing. Thereisnorelationship tothefour fields
in thisdiscount structureand thefour pricinglevelsshowninthe

diagram above.

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

Thiswill be automatically calculated when a customer record isadd-
ed. It may be overridden at any time.

Enter the customer resale or tax-exempt number into thisfield.
When thisfield hasavauein it, the Update Sales Tax Rate func-
tion will calculate avalue of O for each customer record, regardless
of the valuein the Tax Code field.

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 asbeingon Credit Hol d.

Sale Type I StatuslH_ Credit Holck

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

Credit Limit Changed from 1000 to 500000, Review Orders to
Change ON HOLD status, now?

[ N0 ] ves )

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.

{All Caps, Validated} If you have chosen to use subaccountsin your
general ledger, you must enter asubaccount in each customer record.

SM-OE-20
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Payment Terms

If you leave thefield 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 inyour general ledger. Whatever you enter inthis
field will be shown in the header of all sales orders entered for this
customer. The subaccount entered in the customer record acts asthe
default for sales orders. The subaccount entered in the sales order
acts as the default for the subaccount in the invoices.

This section isfound at the bottom of the Customer Financial Info
window and is composed of four separate fields. Examples of how
thesefieldscan beused are: 2% 10 DAYS, Net 30; Net 30;

2% 10TH PROX; Net 30; COD, etc. Thefirst examplewould ook
likethis:

Payrnent Terms| 2.0 %I 10 IDM‘S Met|Z0

If you accessthe ReferenceList whilein any of thesefields, you can
access up to 10 predefined terms.

Thisis how you would enter termsiif linking to Great Plains Ac-
counting or Dynamics.

Reference List =—"—————I-

Net 38 Days

Net 68 Days

2% 18 days, Met 38 days
2% 18th Prox, Met 38 days
C. 0. 0.

Credit Card

Cashiers Check C. 0. D.

B

RS

]
Load| 28, beginning at [ * JaLL , based on(® Code () Description

| Sort by Code ||Sortthescription| | Reload List | | Cancel || 0K I;
=

Double-click on any of the selections, and the valueswill beinserted
into the fields in the proper formats.

Note: If you arelinkingto GPA or Dynamics, you will wishtore-
view the terms setup in both applicationsto ensurethat the ta-
blesmatch each other; otherwise, your termsmay becomeout of

Customer Master File
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Credit Card #

VAT Registration
#

Scheduling
Priority

Send Statements

Apply Finance
Charge

Consolidate
Orders into 1
invoice

sync during thetransfer of recordsfrom Qube ERP™ to GPA
(see “Payment Terms’ on page GPA-12).

Enter the customer's credit card number in thisfield, 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.

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

{One-character, alphanumeric} Use thisfield for maketo order
production scheduling. Thiswill 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 M PS function), this number will serveasan
easy reference to each order's relative importance. See “ Order Prior-
ity” on page PLAN-105.

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

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

{Checkbox} Y ou can consolidate multiple orders onto asingle in-
voice. Thisisused during the I nvoice Select Order s procedure (for
more information, see " Invoice Select Orders’” on page AR-15).
Qube will display an asterisk (*) in the line when an order selected

SM-OE-22
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for invoicing references a customer for which consolidation of or-
ders applies, like this:

O &5=—————Invoice SelectOrders="————"M185
Please Enter Shipment Information Below.
Shipment Date 16/85/1999 [T Posting will begin when this invoicing procedure is done.
Shipped
order ([ Shipped Shipped From  UPS. Shipping  * of
Number In Full? Yia Location Zone Charge Labels
2115 |cce company ] [+vELLOW 1
2025 ABC COMPANY #P.1LE. 6 *
2027 ABC COMPANY #P.1LE. [ *
5 ARA Company NO UPS 1
2057 Highwater Furniture, | NO UPS 1
2889 Highwater Furniture, | uPs 1
2093 ABC_ COMPANY UPS 5 *
2118 CEE. Company HUELLHI i #
2121 CCC Company HYELLOW 1 2560 *—
72,
; Check Order Consolidations]| ;" & 3

Thiswindow 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. Notethat abuttonis provided which may be used to
check and change order consolidations. Clicking this button will dis-
play only those orderswhose default stateisto consolidate, likethis:

=—— C(onsolidate Orders to Minimize Invoices=ceF=—"o=HH
Bill-to Ship-to Order Order
Customer Name Customer Name Nurnber Date
AEC COMPANY ABC COMPANY 2025 #5/81,/19596
ABC COMPANY ABC COMPANY 2027 11/25/199%6
ABC COMPANY ABC COMPANY 2693 16/06/1998
CCC Company CCC Company 2115 81/18/1999
CCC Company CCC Company 2121 83/81/1999 |
|X Cancel” Vv oK I | 7 Remove Selected Lines I
%

Y ou may select individual lines and force them to not be included in
aconsolidation by using the REMOVE SELECTED LINES button.
This procedure will remove the asterisk (*) from the I nvoice Select
Orderswindow and cause the order to be invoiced individualy.
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Invoices which reference multiple orderswill show referencesto all
ordersand all order items. For example, theinvoice header will show
al order numbers at the top left of the window, like this:

Order#®

|2825

2827, 2893

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

Invoice # 2248
Invoice Date October 5, 1999
Order # 2025, 2027, 2093

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

NOTE: Qubewill not consolidate multiple ordersonto a single
invoice if a) the customer codeisdifferent, b) the salesrep code
isdifferent or c) the account manager codeisdifferent.

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

Thevauein each of these fieldsisinternally calculated by Qube
ERP™. For example, when anew order is entered, the value of that
order will be added to the previously shown total inthefield labeled
Open Shipments. When that order is invoiced, the value of that
shipment will be removed from the Open Shipmentstotal and add-
edtothe Yr to Date Sales. Thesefieldsare designed to allow you to
easily see how successful you are at converting sales opportunities

SM-OE-24
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Pays Invoices In
xx Days

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-
calculateif you click onthefield label; see” Recal culate Buttons”’ on

page GEN-68.

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

Thisfield displays the number of days each customer averagesto
pay hisinvoices. Qube ERP™ maintains the total number of invoic-
espaidinfull by each customer plusthe cumulative number of days
required to pay these invoicesin full. Dividing one by the other pro-
duces the average payment days. An invoiceis considered paid in
full when itsbalance due reaches zero or less, whether or not the paid
in full statusis achieved by cash receipt or A/R adjustment.

Customer Master File
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Credit Info

[0 =——————— (ustomer Expected Accounts Receivable Balantes ="~ro—————-H9
Lustomer Loge | oo |AAn Lompany —
= ) .
Date A/R Last Advanced] L2728,/ 1949 [ & Recompute &11 Figld Yalues for 811 Customers [ [ I |
— —

Open Orders 3§ 182,82U.490 First Ordered Ue/US/ 14992 Credit Limit ] 1UU0 frrerage Fay History,
TD Sales §  1,000.00 LastOrdered 05/20/1997 Date CR set 0240271004 Al Invoices days

Daiares bus  $  2,801.45 Last ivoiced O2/ET/199T Laxl 560 uays days

= use to st AR Last 150 days days
of Orders 0 | ppey P z = ol 1 asd O Aoy Aays

Urdets bvery gays Fayment Terms | <2 7] ]| =

[l In:reasea Eedu:tmns Het Increases Reductions Het [ Increases Reductions et
|Etac '] 4 /DHBe ToA/D In ASD A0 L] TaAD In ASDY AZD
1 1892 180,370 177 628 2751324 JIGQB 2.751 809 2,751
LA LS £, IL[| e e LT £, ¢IL[| M3/ 1or L £y03L
Bir/1171999 Z,y7IL||8Zr 1371999 3731|837 E2r 1997 2,731
B1/18/1999 2,751||62/22/1999 2,751||63/29/1999 2,751
@1./25./1800 2,751ll63.81 11000 32,7511l 84185 Ma0a 2,751

= = =
[aaltd ] d Te [on T @llE w1 i 13 orserevoe [ £ sy | RS L FP0E ) (Eredtinte |

In version 7.36, clicking on the Credit I nfo tab on either the Cus-
tomer Basic I nfowindow or the Customer Financial | nfo window
will display the Customer Expected Accounts Receivable Balanc-
eswindow. Thiswindow allows you to analyze each customer’s
credit history and to forecast the cash flow from acustomer. Y ou can
view all pertinent information about a customer’ s credit worthiness
from thiswindow. Y ou can aso print an AR for this customer that
includes both posted and unposted invoi ces, and view and drill down
from lists of orders and invoices.

A display of the expected accountsreceivable levels over a 15-week
period is the critical information displayed on the window. Thisin-
formation is updated transactionally. If asales 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 areduction 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.

Thq ] | button enables you to view and print the expected net AR
levelsin graphic form.
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i Customer Contact information ==}
T
ABC COMPANY
3 e e Fan b Titie it
thberaar TH [213-444-5555 T13-444=7777 Prasident x| ||
p— - (re o= oo PP ——— ~
Tiay o IS ) Vice rresident f | |'
Halt venable I [e1s-czz-z512 Super Coder rl
r |
I
I
P
H
~
Sivp T ABC_CONFAITY Shiip frvnn fovation s by fnvviving [
Division ABC COMP AHY
Addracs 1234 15th Strast SaksRep |1
£ Tlendate —_—
Sity Slendate Acot 1gr [ REF
Sata [ Zin fnda [ 07155
T a— T £ode 00
Countr: U.S A
. Resale Tax Rate | 0.000 55
EMail address | Qubskent@aol.com =
T - =11 | Basic Info | |_$8 Info [ |Credit Infa [ |_Contacts |
(L IS A IS W N s ] TN —
7
1%

Inversion 7.36, clicking on the Contactstab on either the Customer
Basic Info window or the Customer Financial I nfo window will
display the Customer Contact | nformation window. Y ou 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 istreated as
anew record in the ship-to addressesfile. The default addressisthe
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).

Customer Master File
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Contacts Window A new window has been added to the Order Entry functionsto en-
able usersto locate records by contact name:

[[] =——— Order Entry Functions

1=
| m

Ik
=
7
-
=
3
o)
=
<
=]
I
-
o)
=
=
=3
Ll

| £ Customer Basic info U
Thiswindow allowsyou to load contacts based on company name or
contact name within a user-defined range.

[a} Cuctomor Contacte me
[ 1ot ot Combarte B Sutant o oy e Startina o [ B [ 11
= 7y S Y tmenst | |

||' Load Sales Op Contacts  (C1 Select on Contact Name Ending Nams [2
L

i
f - it o Taie !
anmy Fae 5 =
& fae 437 22z 5000 : =l
| &
lc [another Contact il ONE_TERRIF IC SALES PROSPECT I~
o — Edizon T A Company xl i
Ic [man Frishes H | [518-444-0000 $Y2 COMPANY xl
IC THalen Hichmatar & (1123-456-7800 Highuater Furniture Ine |
IC | 5am Johrson || 714-535-7777 Rockuell Marketing Dept. II
e MBobew Johnsan [ Ak Company I'I
IE IRatch Johnson n ||213-555-6566 AhA_ Company r|
© [on Janesm thoerger [l PAE ) ALL_LUnPANT =
& Fe— [T— w ([2ez ooo smse 08 Compary ||}
Ic [San Figsenthal 1 _[25e-300-1004 ONE TERRIFIC SALES PROSPECT =1
AAA Co. Gnd ship to address Ship from looation used by Invoizina [ & 10004-2
i g |
Aot M-
Tase Code
Resale Tax Rate | 0.000 g
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Sales Orders

Sales Ord er O Sales Order HeaderoEea=s————————H
. Print
Header Window BillTo  [10005 Date| 03 /27 /1996 Ship To [ 10003 order  [1953
CLCC Company CCC Company
22324 Grand Avenuz
22334 Grand Avenue
Billings Eillings [rne
Order Entry ND Zip Cnde | 34516 4516 Country |
{Country} User] Henry Petrovsky
Sales Order Heniry IF‘etrovsky Call li Hours Before Delivery
Functions
Sales Rep 1 Acet Mar |DD Shipping Location | 1 ¥ Cases Shipped
aales oreer TermsCode [7 | 20% 10DAYS Net 30 Requested Ship Date | 04,406,/ 1995 Est, Freight
eacer Met Days Disc. Dug ™ crCard Last Shipped On [o7o5/ 1998 | wPszone |
Credit Card # Shiprent Terms | PPA via| "ELLOM
r Card duth Expires | Change # [ ChangeDate|
PO * Sub [ 000 | pept [oo Deposit= §
Contract # Terms Discount | | Bill of Lading *
Sale Type seamslo_ Open Entered by: #1, Samuel Database User
Grder Subodal 62,60
HO T.«\xl Tax #1 0.00
Tax *2 0.00
- Shipping 0.00
- Handling 0.00
™ Print on Work Order X Print on Order/invoice B Total % £2.60

Customer Code

Bill To Name &
Address

Order #

15t Ordered on 07 A03/1992;  ®of Orders = 4 i

#verage Sale = §6,327.47

Y.T.ISales =% 25,310;
Last Invoiced on 09/01 /2000 ;

| Header ﬂ tems

CYCIRE D D1 S =

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

{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.

Thisinformation is pulled from the customer record. Y ou 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.

{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. Inthiscase, youwill berequired to manually enter
one.

Sales Orders
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Ship-To Name &
Address

Selecting from
Multiple Ship-to

Qube ERP™ enters the default ship-to address from the customer's
record automatically. Y ou can change thisinformation 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. Y ou may even add a name or
number to call (in the Call field) and enter anumber in the Hours
Before Delivery box, as areminder to notify a specified individual
prior to delivery.

A different sales rep and account manager can be associated with
each customer ship-to address. Notethat 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 valuesin 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-
plieswhen you employ the tax tables. When you enter asales order,
the selected tax code and tax rate changeif adifferent ship-to record
is selected which contains adifferent 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 acustomer billing record contains atax code but a selected
ship-to address contains nothing in thisfield, the sales order will use
the bill-to tax code.

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

Addresses has additional ship-to addresses, you may display them in arefer-
encelist. Y ou may then select which ship-to address you want from
thelist.
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Double clicking on one of the selectionswill cause the systemto fill
in the ship-to address fields from the selected ship-to record.

Ship To ﬂ 10004-& Order EI 1855

ddvdy Co. 4th ship to addresz
T893 Adriana 'wWay
Suite 5-B

Rockwille Centre NY

01258 Jus.a.

Uszer| Bob Johnzon

Call I— Hours EBefaore Delivery

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 car eful.

Sales Rep/Acct {All Caps, Validated} Qube ERP™ will default the value of these

Mgr fieldsto the value of these fields shown on the customer's record. If
thereisno value in the customer record, no default value will be en-
tered. Y ou may accept the default or enter any valid code.

Terms Code Thisfield will be defaulted from the customer record but can be
overridden. A referencelist is provided to make entering the appro-
priatetermseasier. Accessing thereferencelist whilethe cursor isin
thisfield 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

Discount Due

Cr Card

Credit Card
Number

Cr Card Auth

Expires

P.O. #

Reference List =i—0———————[015
1 Wet 36 Doys 7]
2 MNet 68 Doys
3 2% 18 days, Net 368 days
4 2% 18th Prox, Met 38 days
5 C. 0. 0.
B Credit Card
7 Cashiers Check C. 0. DO.
=
Load| 28 . beginning atl - |ALL , based on f® Code (70 Description
| Sort by Code | | Sart by Descriptionl | Reload Lizt | | Cancel | oK
I I=

Qube defaultsthe Net Daysto the number you have set up in the Pay-
ment Terms. Y ou may override this number. Qube will also update
the terms string based on this number to keep them consistent.

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

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

If necessary, enter the credit card to which the order should be billed

here- If the ﬂwv = Require P0.* or Charge Card on Orders iS ﬁ on %’Stem Set
Up, Card #2, then avalue must be in thisfield or the P.O. #field,
below, in order to process the order.

Enter the authorization number for this credit card transaction.

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.

Enter the customer PO number here. Y ou may search and report on
thisfield. If the f|ag, F Require P.0.# or Charge Card on Orders isseton SySIem
Set Up, Card #2, then avalue must bein thisfield or the Credit
Card field, above, in order to process the order.
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Contract #

Sale Type

Status

Enter a contract number in thisfield if necessary. Thisisfor refer-
ence only; however, you may search on thisfield. Thisfield is not
related to the Contract Pricing module.

Thisvaluemay be“Phone”, “Wal k | n”, or other valuedescribing
how the customer was contacted to make the sale. Three special
codes cause the system to post certain transactionsin aunique way.
Theseinclude 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 ordersinvolve orderswhich are billed regularly for the same
amount. They differ from deferred income salesonly in that they are
not prepaid. Coding an order REPEAT allowsthe use of thel nvoice
Repeat Order s function which greatly facilitates regular invoicing

(see “Repeat Codes” on page AP-5).

The special use of thetime & material sale(TNM) isdescribedinthe
labor cost entries section of thismanual (seeUsing 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).

Thisfield appliesto each separate line item, since each one may be
invoiced separately. The system will code your order item “O'’ toin-
dicatethat 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 codethisfield“l ” (Invoiced).
Y ou cannot enter acode“| " manually, asthe system will not accept
it. To cancel an order or acredit hold, enter an “X” in the field. If
your system does not relieve inventory upon invoicing, the system
will insert acodeof “S” for anitem on an order that has been shipped
and is ready to be invoiced.

Sales Orders
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Shipping
Location

Date Fields

Y ou 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 Statusfrom
the Sales Utilities menu, in the System Administration module.

If you choose the Disallow I nvoicing option on the Sales Order
Prefer enceswindow, be surethat both the lineitem and the sales or-
der header show a status of H; if either statusis set to R, Qube will
override the Disallow I nvoicing feature.

This entry determines from which inventory location items on this
sales order will be shipped when invoiced. This number comesfrom
the customer ship-to address, but you can overrideit. 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 I nvoicing Non-Scheduled
ordersvaue from System Setup Card #3. Otherwise, thisvalue
comes from the Customer Master File, or you can enter it.

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 datafile.

2. Requested Ship Date: The date the customer requested deliv-
ery. Thisfield serves as the default ship date shown on the Sales
Order Itemswindow (in the bottom left of the window). If you
change this date, Qube ERP™ recognizes this change and dis-
playsaNO/YESDIALOG BOX (defaulting to NO) asking if you
wish to change all scheduled ship dates for al items to the new
date. If you click <YES>, Qube ERP™ will change al datesfor
al items on the selected order which have not been shipped in
full. When an order contains many items, thisfeature 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

SM-OE-34
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Shipment Terms

Change #

Sub

Dept

Terms Discount%

Cases Shipped

Est. Freight

UPS Zone
Via

Change Date

will change after each shipment isinvoiced to display the last
shipment date.

The following codes are recognized and interpreted in reports:

PPA = Prepay and Add
PPL = Prepay and Allow
WC= Will Call

Ca.= Collect

Enter the change number used when reissuing arevised sales order.

The Accounts Receivabl e subaccount number defaults from the
Customer Financial | nformation window.

Enter the department number associated with the GL account.

Enter aterms discount, if applicable. Terms discounts are unit price
discounts which are provided for sales orders entered within agiven
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.

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

Enter the estimated freight; this value will appear on the bill of |ad-
ing.

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

Enter the change date.

Sales Orders
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Customer
Deposits

Bill of Lading #
Entered by:
Currency

Currency
Exchange Rate

Sub-Total

VAT Tax
Freight Tax
Freight
Handling
Order Total

Order Header
Comments

If acustomer 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.

Enter the Bill of Lading number.
Thisfield automatically displays whom the order was entered by.
Enter the currency to be used for this shipment.

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

Thisisautomatically calculated and cannot be changed manually;
however, if you wish to update thisfield, click on thefield Iabel and
Qube ERP™ will recalculate the sub-total.

Enter the VAT tax.

Enter the Freight tax.
Enter the Freight charge.
Enter the handling charge.

Thisisautomatically calculated by the system and cannot be
changed manually.

Use thisareato 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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Customer
Financial
Information

Print

Mote from arder 1835. This is their
first order. Let's perform well...
maybe we can win the festival controct.

= - =

o ok Dreder B o e Ao
Print on Work Order  [R Print on Order /invoice

2

Version 7.36 aso allows you to view comments from the customer
master file. Click on the zoom box in the lower right corner of the
comments box (hot present in versions 7.35 and previous).

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

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

O=—————————"sales
[ronc]
| This order #®P [ pate[atrz3r 1097
Packing List ®K
Pick List
Work Order b
Bill of Lading 38? delF
UE.A. {Country}
Sam Rosent |

This Print menu provides the same user choices that are provided
from the Reportswindow. Y ou may choose to print the sales order,
apacking list, apick list, awork order, or abill of lading.

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

If you chooseto print apick list or work order, you will be prompted
to enter arange of order numbers.

Sales Orders
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If you choose to print abill of lading, you will be prompted to enter
one or severa sales order numbers, and you can choose whether to

print zero shipping quantities.

A hill of lading associates with an invoice number and a sales order

Bill of Lading
number. Printing a bill of lading increments the bill of lading num-
ber. A bill of lading will look like this:

World Class Industries
STRAIGHT BILL OF LADING
ORIGINAL - HOT NEGOTIAELE

Page 1 Billofl.ad.u_ng* 9,...‘“
. oot
2545 Rockiachar Lane e

Qvgn_gebrook, MJ 12345 Trvine Colifornis 92654

Rowe PLE. Origin ~ Irvine

perial Istrierions Customer F.0. §

Recals # 122456

Iem Code  Description _EBhipping Quantity Teight Cu. Feat Rile
9111 Heries 9 Chadr 13 0
9&3 Finished 953 Tabie 3 o
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Sales Order ltems  Usingthiswindow, you can view and edit all itemsand all ship dates

Window of eachitemin oneplace. There are several versions of the Sales Or -
der Itemswindow. It will look different when using Option Selec-
tion, when assigning L ot & Batch Number sduring 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 B Gies orveritems
10004 AdA Company |
ern Code Date Status Ordered  Shipping nvoiced Exctansio
2111 [g1s0vsza00 [H ]| 1l o | o 1l s4e.970 | Ea | 545,97
@111 0170772000 H 1 1 B42.970 EA 248,07
Series 9 chair TCredit Hald I I 242 07
® Show Dption Selection ) Show Ship Dates + Order Item Notes
SaIes_Order nath | g | ueighe | 2]
Functions Quantity per  Duantity per
1 < Desoription Si11_ UnitPrice
Sales Order T T | ooooon] [ o.o00] .00
Items
=
B Lead Time = 20 Days
s [ Print 4hic Opdion on Gales frder and lmeoiced [ Brint this fption's Mobes on Sales Order =
I
&l
e e 1 1= TR T T
111 ¢ aenequle nese Temes) | | @ v Options | | &9 Config.2 | "+ L " f =
%

Sales Orders



Order Entry

Show Ship Dates
+ Order ltem
Notes View

View with Option
Selection turned
off via System
Setup Card #1

Sales Order Items

ey Emtianings Currency Ush

ttem Code Date Status Ordsred  Shipping R B0 Esctencio
0111 To1so2sz000 Tul il ol ol 1l £.070 242 07
9111 01/07/2000 H 1 1 843.970  EA 843.97
1=
Series O chair [cradit Hold 64897
() Show Option Selection @ Show Ship Dates + Order Item Notes
IHotes [ E
r e I rrer—
: L= & Cusls |
—
Rep Commission  154.90 Batch | Scheduling Prioritw] | Discounts %] 1 [Follow-up Date |
lAcct Mar Comisn  133.94 Budget $I309 570 1. 136 Hrs Pre-Invoice F /U Reason |

Home UnIt Frice § 545, 970

0172072000 (0172072000

Sched Ship Date Requested Ship Date  Ordered  Shipping Invoiced
1T I I
i L

Back Sales
Ordered Staby inrrerd C:

1]
I

01/20/2000  01/20/2000 1

1 Sched A1l 2078-1-1

@K 4P M P[=IT W || schedule these Itemis) |

o Sales Order Items
10004 AAA Company | z079-1 of 1
lern Code [ T Status Erie. i 3
fate  Stams
aiil [01/07/2000 [ H |
FEER] n1/07 /000 H 1 1 Bd4E 070 Eh 248 07
I~
[~|
Series 9 chair Credit Hold 84807

|Nutes |
| 1

| =

| I Print an Wark Order + Pick List

]

K

I Print on Ordar + Invaics + Packing List

Fep Cammiss ion . S0

=l
Batoh |

- o | T
Scheduiing Friority] | Diseounts 5

&
=

ot Mar Comisn

ICurrency Exchange | 1.0000

WAT Tax Code

Posting Map Code

o4 Budget ${309.570 |
Currency US4
Not Reportable; Tax Rate is 0%

1,136 Hrs Preimvoice]
Homne Lnit Price $845 .97
Esti mated Costs
Follow-up Date

Sched Ship Date Requested Ship Date  Ordered Shippin Invoiced Back Sales
01,/20/2000 ID1/20/2000 1| 0] Ordered Status Shipraent Code -
01,/20,/2000 01/20/2000 1 1 Sched All 2079-1-1
[
1=
= =
| Header |1 ez |

=1l a _ - o 1]
¢ Scheduie these itemis] I
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View with Lot &
Batch turned on
via System Setup
Card #1

View with Ad
Specialty turned
on

Sales Order Item

Caotun

i Zidd =i ofd

Chipping b

[oz/ 1772000 [0 |

Odesad ki Inonised oto [
5000 vooo| comw[ sooo] vvrozsifes |

3886 16

02/17/2000 0O

5.000

5.000 PEP.231 EA

3,886. 1

Fiep Commi T332 62 i Priority] | Discounts % |
et Mor Comisn [56. 89 Budget §] 1041.491 7.500 Hre Pre-lnvoice | I
p— —
1 Fallow-un Date |
i P :
Scheduled Requested
Ship Date  Ship Date Cancel Date  Batoh Ordered Shipping__Inveiced gt Sales
02/27/2000 102/27/2000 |03/27/2000 | [ 5.o00f [ 0.000] frdered Shipment Coda
0Z/27/2000 UZ/Z7FZ000 0372772000 5.000
-
-
=
(—y B ] | Header || Hems |
| & Schedule this Order I — =
7~

— -
Frint on Fi

Itern Code Date Status  Ordered Shipping  Invoiced E/O i
= S L : —— e T
giii 107707,,2000 [H | il ol oll 11 . 1 848.97
9111 010772000 H 1 1 248,97
Sarias O chair

|

|

i £

| I Drop ship thiz Hem

[ P ship

| =111 ltern Colar

i

1= 1l Imprint Color

I Frint on Order + invaice + Packing List

Ordered Shipping invoiced Bacl Supplier 9
o Y sl T . P prvspe——
| M Y] Ordered Unit Cost F1309.570
! ! }’: Rep Commission 54,90
}i Mar Commission 53,94
I L iFall p Date
Print This Order's POs Il Fallow-up Reasen
—_——————— =
[ P P R IR R e i e | [l [
| e I===gIL=30 ol 0 | Headet || items ||
(i Rl R | i L | Z
1%
Sales Orders SM-OE-41



Order Entry

View with
Advanced Option
Selection turned
on

View with
Process-Oriented
Order Entry

ales order Items

2144 -1 of 1

Status Ordevad  Chinping Innined in Prins linid Euctancin
=T = T —=r p— T —
e 10271742000 0 | S.000)  0.000 | 0.000) 5000 || 777231 | B 3,886 16
0222 02/17/2000 0O 5.000 5.000 7221 EA 3.886.16
Chair - model 9222 Topen 3.886 16

@ Siwwe dpiivn Seicuiiun (2 Show 5hip Daies + Order item pNoies
Lenath 1 “idth | Heiaht | i}
Quantity per  Quantity per
Cazina Twpe Parent Part  Option Chosen Deseription anos Linit Price
1 i [ 1 oooooo] | o.ooof 0000

E 1 Lead Time = Days .

Hotez for this Option: 1 Frint this Option on Sales Order and Invoice Frint this Option's Notes on Sales Ordet and Invoice?

I =

I [

ORI = NG

]
Sthedule this Drder ”0 (Dplmnsl i) Cunfig_"l | Header [|_Mems |

—

= Saies order items HE
10001 ABC COHPAHY 2144-1 of 1
ract o . ctats 5o i + 8
et 2. 1 et B0 £ i
(777 [ T2/ 120 juf 2. U (0023 LA 3,580, 10| §
o222 2 LR 5.000 CEEIETI 2,585 18
=]
2,225 18]
Sart - Tuantity per =]
rder _Due Date Work Center  Process (il Specification Revision azo Lnit Unit Price
[ [ 0,000
= - = e E——————————— =
Frocess fintes: | ivics o this Tbe3s on Gaic Order and iveios  Traveier Tewd Gertimioation Tant
1=]
ot Fontel Toctord Ryl by Bomopbod] by Bnjontod] by Bomaining Boadingel
(BT 4T b [W TSI 0] [E rrimcarsnoston || B printravarer |\t J1_tens J1 oo |
Z
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Another view of
Process-Oriented
Order Entry

Order-Line
Numbers (Job
Numbers)

ltem Code

I=———— salps Oriler ittt —————[|E

10001 ABC COMPANY | 2144 -1 of 1

pat oaie Status Sraered  Ohipping inroised ) frice it

9222 S| o | o 5| 7ov.2at|| Ea|

SZZz B = TiT.za1 Ee

Chair - model 9222 [open

[” Printon Cert. [" Print on Drder + Invoice + Packing List

Cort

rder Work Center Process fr Specification Revigion Quantity Unit Unit Price

T T T T — oY

1 L I 1 1 1 LIRNLN) | 1

[=]

Traveler Text
=]

Ce ont
D
=]

| — | — | — | E——

Lzt Bamuils. el T ¥l ity Aooepied] ty Rejested] wty Remaining
Tal
=
Il

Head: H
Al s=Em] Print Certification || & Print Traveler | ([Hewder J| Meme |

Z

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

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 anew 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. Thisis essential since the Sales Order Line Num-
bersarereferenced asjob number sin other system transactions (in-
ventory transactions, employee time charges, etc.)

{All Caps, Required, Validated} Enter avalid |tem Code which
will be recognized when the system looks up the codein the inven-
tory file. If it does not find a match, the function will display a mes-

Sales Orders
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Order Date

Status

Unit of Measure

sage asking you to try again. If amatch isfound, 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
codeof NON STOCK | TEM Y ou may add amore detailed descrip-
tion of the non-stock item in the Item Description field.

Each order item carriesitsown Or der Date. Thisenablesthe 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.

Thisfield applies to each separate line item, since each one may be
invoiced separately. The system will code your order item “ O’ toin-
dicatethat 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 codethisfield “1 ” (Invoiced).
Y ou cannot enter acode“l " manually, asthe system will not accept
it. To cancel an order, enter an “ X" inthefield. If your system does
not relieveinventory upon invoicing, the system will insert acode 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 acompar-
ison of quantity ordered and quantity invoiced, select ORDER
STATUS from the Sales Utilities menu, in the System Administra-
tion module.

{All Caps, Required, Validated} The value of thisfield will default
to the Sales Unit of M easur e for the item being sold as shownin
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 saleis
entered, the number of SKUs pulled from inventory whentheitemis
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, asae of 1 case
when each case equals 10 SKUs will reduce inventory by 10 SKUs.

Quantities: Ordered
Enter theQuantity Order ed intothisfield. Notethat 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. Y ou may re-

place that value with any other value you wish.

Invoiced

The value displayed in thisfield is calculated by Qube ERP™ and
cannot be manually changed. When an order isinvoiced, the value
shown in Shipping is added to the value shown in I nvoiced. The
value in Shipping isthen calculated to zero.

B/O

Thisis calculated as the quantity ordered minus the quantity in-
voiced. It isimportant 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 Thevaueof thisfield will be defaulted by looking up informationin
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 Thisinformationis also read automeatically from theitem master file
and will befilled in as soon as you enter the Item Code. You can

Sales Orders SM-OE-45
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Item Comments

Misc Fields

overridethisvauefor each order. Changesyou makeinthisfield are
for thisorder only, and will not impact theitem master filerecord for
theitem or other orders. If the order isfor anon-inventoried item, en-
teranitemcodeof NON STOCK | TEM Thenyou may fill inamore
complete description of the item on the many descriptive fields
found on the screen.

Notes 1

Asonthe SalesOrder Header, thelineitem notes can also be print-
ed on the sales order/invoice or work order by clicking on one of the
buttons under the field.

Motes | Jse this space for 3,000 charccters of comments. Print these comments on the work it
order or order/invoice by clicking on one or both of the check boxes below. o

X Print on Work Order [X_Print on Order {Invoice

Notes 2

For even more power and flexibility, you can access a second notes
field. Click onthe GROW BOX just abovethe notesfield, all theway
to theright of the window:

||Series 9 chair Credit Hold 7772.31]

Motes [Uze this space for 3,000 characters of comments. Print these comments on the work 4
order or order/irvoice by clicking on one or both of the check boxes below.

X Print on Work Order X Frint on Order /invoice

Thiswill display awindow with the following additional comments
field. To restore the original window, click the GROW BOX again.

Uze this space for 3,000 characters of comments. Print these comments on the work order 44
%

o order/finvoice by clicking on one or both of the check boxes below.

[¥_Frint on Work Order [ _Frint on Order/ Invoice

This iz additional space for 3,000 charocters of comments. Print these comments on the 43
work, order or soles order by clicking on one or both of the check boxes below. E
]

[X_Frint on Work Order [ Print on Order

Rep Commission
Thisvalueisautomatically 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

Thisvalue isautomatically 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. Y ou 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 appliesto just a spe-
cific case. This may be done by editing the amount in these fields.

Sometimes, the details of asale 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 recal culate.
If thiswere 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 pricefield is currently blank.

Batch

Usethisfield to enter in the batch number for theitem 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. Thisfield isdisplayed 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. Y ou may edit the value
to changeit 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

Sales Orders
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current cost recorded in theitem master file. Thisfield isincluded on
most job cost reports, which are found in the Job Cost & Labor Re-
ports window.

Scheduling Priority

{One-character, alphanumeric} Usethisfield for make-to-order
production scheduling. Thiswill 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 referenceto each order'srelative impor-
tance. See “Order Priority” on page PLAN-105.

Pre-Invoice

Some companieswill wish to ship and print invoicesfor salesorders
before actually creating the invoice records. Thisis 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.

Y ou can rely on the system to assignit, 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 thisfield will ap-
ply to al line items on the sales order. Y ou can only use a numeric
valueinthisfield; if you enter anumber that endswith an aphachar-
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 individua 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

Sched Ship Date Requested Ship Date  Ordered Shippin Invpiced Eack Zales
08/02,/95 I I 4 I 3| Ordered Status Shiprnent Code

08,/02 95
07?152

4 3 1 Unsched. i
4 4 Unsched. [ |

=

Sched. Ship Date

Shipping records are child records to sales order lineitems; that is,
they are separate recordswhich arelinked to lineitem records. Qube
ERP™ allowsyou to enter asmany shipment datesfor each lineitem
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. Y ou may alsoin-
crease the total quantity ordered for that item by scheduling moreto
ship than was originally shown.

CAUTION: Because changesin the quantities shown in the ship-
ping scheduleareautomatically reflected in theitem 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-
pingfield, Qube ERP™ will follow your instructionsand change
the quantity shipped on the order itemto 2.

Thisisthe 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. Y ou 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 fieldinthelineitem section. In other words, asyou <TAB> out
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of the Shipping field, the system will check the Or dered 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
Recor ds 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
lineitem.

Requested Ship The purpose of thisfieldisto allow you to adjust the scheduled ship

Date 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, dueto circumstances beyond your control, it will be
necessary to adjust the schedul ed ship dateto more accurately reflect
your current situation. In these cases, leave the Requested Ship
Date at the original value, and you will be able to determineif you
are meeting your commitments on time.

Ordered Thisisthe quantity ordered, and the total accumulated number of
items ordered in the shipping records must equal thetotal orderedin
thelineitem records. Shipment record totalswill awaysoverridethe
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 recal culated when you click
<SAVE>.

Shipping When the order isready to ship, enter the quantity shipping in this
field. Inthisway, you prepare the order for invoicing. Y ou may edit
thisfield directly from this window, or from one of theinvoicing
functions found in the accounts receivable module (see “Invoicing
Functions’ on page AR-1).
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Invoiced

Thisfield 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. Quantitiesready to ship are considered backlog until they ac-
tualy ship.

Status

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

1. Not Sched.

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

2. Invoiced

Thisindicates 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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Sales Shipment
Code

Tracking
Shipping Weight

Schedule this
Order

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.

Thisindicates that this item has been scheduled. When records
areflagged 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.

Thisisthe unique record address for each shipping record. It isused
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.

Asyou enter an order, the system keepstrack of the shipping weight
(Weight per salesunit from Item Master File, Card #1 times
Shipping quantity on the Sales Order I1temswindow). 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:

Total Shipping Weight =530.00 Pounds

Thisinformation may then be used to determine the likely shipping
charge and that may then be entered in the order header. It isdis-
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.

{Button} To have accessto this button, you must have security priv-
ileges to run Finite and Infinite Production Scheduling under pro-
duction planning. Y ou 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 differencein-
stead of the total quantity.

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

Schedule Shipments for Order 1850 =————————[§
Quantity
Back- Quantity  Huantity
Date ordered Scheduled to Schedule Hem Code Description
@7./160,/92 3 I B [orL Dining Room Ensemble #1
B6./15/96 38 30 9111 series 9 Chair Not Sched.

@ Use Infinite Load Schedulin
2 fro pufiite Load STNOMUIND iy ruar st sty [

[%_Print Scheduling Audit Iz

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

Note: the SCHEDULE THISORDER button provides a conve-
nient alter nativeto using the Production Scheduling window but
it isnot atrue substitute. You will not beableto 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 procedur es.
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Viewing
Shipments to a
Customer

It ispossible to access awindow which will provide aquick view of
everything shipped on a sales order to a customer. This window
looks like this:

Shipments to ARA Company on Order #1855 =—————8I
Quantity Invaice
Drate Shipped  Shipped  Itern Code Description Unit Price  Number Shipping
[ERge gy ) Chair-Oak Oining/arms & H 5250 0EE - SHRg 0. 9.7]
BE/B2/95 771l series 7 Chair 330068 SHE4 10 . @
BE/B2/95 2 DRC3 Chair-0ak Dining/&rms & H 460 AEE SHE4 10 .8
B9/21/92 1 DRC3 Chair-0ak Dining/&rms & H A4E0 A8 SHEG 10 .8
789592 Z DRC3 Chair-Dak DiningsArms & H 408 . BEE 5823 168 .6
[
Show 11 Items Purchased by this Custormer Cancel 0K
> | [eorn J [ ] &

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

Y ou may press the OPTION or CMD key while double-clicking on
the Order Itemswindow to bring up theinvoice related to the order.

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

| &% Show Al Items Purchased by this Customer I

This provides acomprehensivelist of all shipmentsto the customer.

Sorting: Youcansort thelist on any of the columnsby clicking the
column heading.

Y ou may add anew salesorder 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 alist of associated options and the option
sel ections, quantities and option comments have been set upin away
which should also apply to the next item. Sometimesthe optionswill
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

Adding a New
Sales Order

Version 7.36 allows you to print bills of lading for each shipment.
Thisis accessed from either the Print menu found on the Sales Or -
der Header window or the Booked Order Reportslist (see’Print”
on page OE-37). Each hill of lading should have a different bill of
lading number. Thisfield 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 anew hill of lading number for each new sales
order. However, thereis a possibility of multiple shipments on any
salesorder, requiring thebill of lading to be updated when additional
shipments are made. Qube checksfor new shipments by looking for
aninvoiceissued 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.

This appears to be a new shipment. Would you like a new Bill of
Lading number assigned?

(N0 ) |0 ves )

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
isinvoiced.

* 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 thefirst 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:

[I=-———————— S%ales Order Header §E§|

Bill To @l SEY Date| Ship Ta [ Order ﬁl

Buy-A-Lot Builders 10002
Calvin Clone 10011
CCC Company 100035

Farkel ,krobitz,Fibber & Glee 10014
Homes R Us 10015
Make to Stock MTS

Martin Milguetoste 10010
Sal ly Spendabuck. 10016
Seymour Frisbes
Suzy Falls k 10017
INE Company 10002

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 isto 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 al the items and options and shipment
dates for each item.

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

Credit Limit After the new order isentered and you click the <SAVE> button, the

Restrictions system will attempt to add the order to the open ordersfile. If theval-
ue of open orders plus open receivabl es exceeds the customer's cred-
it limit, the order will be coded H (Credit Hold). All outstanding
receivabl es 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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Duplicating an
Existing Sales
Order

Duplicating One
Sales Order ltem

$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.

* 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:

Do you wish to Duplicate Order #2070?

=

* 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:

Do you wish to Duplicate Order Item #2070-1 for 10 units of
Vi j \ 91117

NO l YES |

Thisfunction is especially useful when you have set up an order
item with alist of associated options and the option selections,
guantities 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.
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Adding a New 1. If you know that the customer record is not in
Customer during the data file, type the word NEW into the Bill To
Order Entry field:
EE=—— sales OrderHeader ———————m—|
[6im 10 @frew . Date| Fship 7o 3 order [

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

=@ New Customer Added During Order Entry S—————m=—
Custorner® | 10007 ® us.a.2 StatusFHCtiue
Bill Ta |Marvelous Mary's
Address |450 Maple Leaf Rood
Suite 71-A
City [0k lahoma City state [oK|
Eip | 11445 Country
Fhone [888-777-9958 | Fax [888-777-9509
Buger [ Ms. [rarg | Marwe lous
Tupe Codes [RETL [ Rebai lar [FETC | [Hretailer
Aecount Mar DD_ E Darnian Delgado # Logations |1_
Sales Rep [ 1 [ vatabase User Jos Lead Source [PHONE
Ship To
Divizion
Address
City
State zip | Country |
Ship from location used by Invoicing 1

2. Fill in the new customer information.

Itis particularly useful to use the Customer Typefield in this
window, asit 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 Customers sometimes changetheir minds, increasing or reducing the
Order 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 hill-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 inthe Bill Tofield. If thisisthefield
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 bethat 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 lineitemsor shipment records
that it is necessary to <TAB> through the entire line when editing
valuesin lists. Otherwise the changes will sometimes not register.
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Delete an Existing
Order or Line
ltem(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 aline item and not

1.
2.

the entire order

Go to the Sales Order Items window.

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

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

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

Asyou 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 linein thelist.

Click <saveE> 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.

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

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

This order has already been invoiced. Are you sure you want to
/ i \ edit it?

[ ~no ) [ ves ]
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Booked Order
Reports

Printing Sales
Orders, Work
Orders, etc.

Sales Orders

Select Booked Ordersfrom the Reports menu. It is asub-menu of
the Sales Reportsselection. A long list of reportsare availableto se-
lect from.

[0 ==—-—-————Booked Order Reports =1 B
Orders Job Status Report -
Orders Booked Orders Sorted by Batch within Item Code |
Orders By Sales Type %
Orders By Customer Mame
Orders By Customer Type #1
Orders By Customer Type #2
Orders By Item Cods
Orders By Ttem Group -

Parts History reporting: here are several reports in the Booked Or-
dersreportslist that would bevaluable, aswell, such asthefollowing
which are found among the Booked Order reports:

S[J=——  ——= Super Duper Furniture
Booked Order Reports

Spreadshest Backlog by Customer 12-month Spreadsheet

§prggdsheet ?ack!og pg !tem Code“12—month spreadsheet

IOrders By |tem Code

|Orders By_ltem Group

Select Booked Ordersfrom the Reports menu. It is a sub-menu of
the Sales Reports selection. Scroll down the reportslist to the group
labeled Print Some. Thiswill show alist of reports which you can
print in either a document range or a date range.

S[=—————— Demo Datafile El
Frint Somes Order Labels - Print for Selected Orders

Frint Some Facking Lists

Frint Some Fick Slips

Print Some Ouotations

Print Some Sales Orders

Print Some Work Orders — 1 Poge per Order

Print Some Work Orders — 1 Poge per |tem

Summary Menthly Summary of Booked Orders
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Backlog

Sales Order
Functions

Backlog List

Backlog List Card
#1

e —————
O=—— fpakinyibi——— &5
Frint
Q Select 1 item @ Select All Jobs, ltems and Customers TZ nme s
et -~ = & e ot
1 Seieci 1 Urder 10 Select 1 Customer e
! Select 1 Ship-From Locati
sieet 1 Shiprirem fesatien Enter Earliect Date | 03/18/1993 E @ Load the List
e J
Erdaor Latact Dizte 1NS/1242001
I Quantity
Sohed. Date (ibes Baoli 10 5NIp Baleh
Qb Bacls
00/15¢1998 | ghiprment Code Custorner Zip Cods Hern Code Status Grdered|
D6 /15/1008  100001-1—4 10007 12345 0001 Mot Sched 2.0 =
11/15/1006  100001-2-2 10007 12245 0007 Mot Sched . 1.0 =
11715/1998  100001-2-5 10007 12345 0002 Mot Sched . 1.0
11 /15 /1008 10000 1-2-2 10007 12245 0002 Mot Sehed 1.0
0571341999 1895-1-1 10004 90009 725 Mot Sched. 2.0 2.0
0571341999 18935-1-2 10004 90009 725 Mot Sched.
05/13/1900  1855-2-1 10004 Qo000 7111 Hot Sched 7.0
0571371558 1855-2-2 10004 50003 Tt Hot Sched. 2.0 2.0
Cratrat ] 1900-3-1 Tuuus Yuuud rzo Mot Sched. .U
05/13/1000  1855-3-2 10004 Qo00o 725 Hot Sched 1.0 1.0
07 /15 /1900 1855-4-1 1nan4d a0009 a1 Hot Sched 200 .0
05 /02 /1993 1837-1-1 1000z 011z F2Z3 Mot Sched. z.0 z.0
05 /02 /1993 1857-2-1 10002 90112 DRC3 Hot Sched. 6.0 z.0
LS/ 1993 19241 U YUT1Z LANF1 Mot Hched. a5 T
(0201 /2000 1857-5-1 10002 Q0112 BOX Hot Sched. 10.0
02/14 /2000 1857-5-2 10002 90112 BOX Hot Sched. 15.0
0220/2000 195753 19002 Sz BOX Not Sched. 2000
03 Z5FZ000 19975+ 1000z Soiiz BOX fiot Sched. .0 o1
06/13/1996 1899-3-1 10007 12343 DOR1 Mot Sched. 20.0 —
0551341993 1921-1-1 10004 44775 0001 Mot Sched 3.0 5.0 il
Figiwater Farnitare, ino Foush LTy ver/iiyiar) Duter Comments from neader view of Znd iiem
I Mg |
Card #i Card #2 =
7

Use thiswindow to review your customer backlog, and to prepare
items for shipment. Thisis the same window you get when you ac-
cessthe [ Prepare Orders for Invoicing function in the Accounts Re-
celvable module.

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

Y ou 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: [ nclude Shipments Ready to ship . Selecting this function will load al
open shipment records, including those which have already been
flagged asready to ship. Theseitemsare reflected by the presence of
anumber in the Quantity to Ship field.

Once the items are |oaded, 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 Lineltemswindow in which the record was
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entered. Y ou may also print directly from this window, using the
Print menu in the upper left corner of the window. Click on theword
“Print”, and the menu will display:

Packing Lists #K
Pick Lists

Work Orders

Export Manifest Data

Sales Orders

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

This procedure will create a test file named UPSD ata. TAT which will contain
manifest data for the 4 zelected shipments.

oK
Thefilewill reside in the same folder as the datafile.
On a Mecintosh, the following message will display:
ATV Thic meoo e sl Cbn oo ot il s §IDE (S S AN ki
l||| T PIULCUMHIC Wil LI CULE W LCAL IHC WU V7 Uy L3 Luun wilien
.. will contain manifest data for the 2 selected shipmenis

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

Version 7.37 providesthe ability to print aflat Kit List fromthe sales
backlog list for selected lines. Thefunction will sort all selected lines
by item code, total the quantity of all selected linesfor each item and
printaflat kit list for each item. Thereport will also show all selected
sales ordersfor which thekit list appliesinitstitle. 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.

SM-OE-64 Sales Orders



Order Entry

C

Follow-up List
Report

Backlog List Card
#2

Y ou can aso print afollow-up list report after loading the Backlog
List window by clicking the (% button. From the File
menu, select Print Open Shipments. Thereport istitled Follow Up
List.

Card #2 displays the Sales Order Shipments Schedule window.

[[] =—————""5ales Order Shipments Schedule, Loaded MAY 799 12:10:32=———HIB

TQuantity
gohed. Date Oty Back- —_$05hB  guantity
05/23/1994  shipment Code Custorner Iterm Code Ordered 1 Available
05/23/1994  1936-1-1 10002 X4Z COMPARNY 0001 1 1 858 [
05/23/1994  1936-4-1 10002 XYZ COMPANY 40085 5 1
05/23/1994  1936-5-1 10002 XYZ COMPANY 30002 5 1 1
10/0071994  1358-1-1 10001 ABC COMPANY 035 o 24
04/07/1995  1339-1-1 10016 ONE TERRIFIC SALES P 9111 10 1
D4/07/1995  1939-2-2 10016 ONE TERRIFIC SALES P 9111 20 1
04/16/1995  1940-1-1 10015 Rockwell Engineering 0001 100 1 258
07/01/1995  1921-3-1 10004 ABC COMPANY 10020 200 200
03/02/1305 1855~ 1-1 10004 Adk Company 725 z 2 15
D8/02/1995  1855-2-1 10004 Adh Company 7111 ?
08/02/1995  1955-3-1 10004 Add Company 725 4 15
03/02/1995  1857-1-1 10002 XY¥Z COMPANY 725 2 2 16
03/02/1995  1857-2-1 10002 X2 COMPANY DRC:2 ) 2 25
03/02/1305  1857-4-1 10002 XYZ COMPANY LAMF1 = 1 5
11/15/1995  1921-3-2 10004 ABC COMPANY 10020 100 100
04/06/1996  1953-1-1 10005 CCC Company 0001 s0 50 858
04/06/1996  1953-2-1 10005 CCC Company 000z 100 50
04/06/1996  1953-3-1 10005 CCC Company 0003 200 45
04/05/1996  1954-1-1 10007 Highwater Furniture, 0001 F 2 258
04/06/1396  1954-2-1 10007 Highwater Fueniturs, 0002 )
04/06/1996  1954-3-1 10007 Highwater Furniturs, 9111 1
04/06/1996  1954-4-1 10007 Highwater Furniture, 9111 1
04/06/1996  1954-5-1 10007 Highwater Furniture, TOP 10 10
05/01/1996  1953-1-2 10005 CCC Company 0001 50 50 255 ||
0S/0171996  1953-2-2 10005 CCC Company oooz 100 |
05/0171996  1953-3-2 10005 CCC Company 0003 200 45 [—
NS /01 /1995 195d—1-7 1nnn? Hinhwater Fieniturs nnnt 5 il a58 | ¥
X2 COMPANY Table Leg Bolts ]

Card #1 Card #2

il [«[r]7

Thiswindow displays the ship-to company name and a Quantity
Available column. The Quantity Availableis 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 Y ou can use this window to prepare shipment records for invoicing.
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 inthisfield. 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 alows
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. Thenclick <SAVE>. If you wish to cancel the transaction, click
<CANCEL>.

Y ou can combine these two methods if required.
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Backlog

Spreadsheet

i Sales Order

Functions

Backlog
Spreadsheet

Spreadsheet

Windows

EO=-—————— Backlog Spreadsheet - By Month =—————9=-8-
) Select Days & Weeks @ Select One ftem or ALL %
() select Weeks & Months () Select One Customer or &1 [ALL =
@) Selest Months & Quarters

@ Display Units Start Date [01/01/94 End Datel 12731794
O Display Dallars

Item Code Jan 94 Feb 94 Mar 94 Apr 94 May 94 Jun 94 Jul 94 Aug 94 Sep 94 Oct 94 How 94
925 5 1z €|
anot 4 10

9111 3 s 14

DR1 2

453 KIT 1mn

WHILK 100

onoz 1

ano3 3

RC999ETF/3 25 25

40085

30092 4

Qube ERP™ contains several windowswhich allow the presentation
of datain spreadsheet form. For example, if you have several out-
standing ordersfor anitem with scheduled delivery datesin different
time buckets, it isuseful to be able to see this demand represented as
onelineon awindow showing thetotal requirementsfor 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 areasin which
it isoften helpful to be ableto 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.
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Follow Up List

Sales Order
Functions

Follow Up List

Backivy List Fuiivw-up

=11

i o 1 Customer Dhana #
l% Load the Follow-up List I M
Purchase Order #
Pouch (Tuvak Mulard Outar | Beginping Date  Ending Date
Pouch (Tyvek/Mylar) Duter | BeginningDste  Ending Date
Highuster Furriture, no | [or/m1/1988 | [e6/17/2008
Wty Back= Follow up Keasonreason
Ovder-Line #  Sched Date  Customer ltem Code Ordered Date Code  Decoription
ey e s i 1r = Wl mraes T 1r 1
| 0000 1-1-4 |06/ 15/ 1955 | 0007 11500 i i Z.0] |06/ 15/1998 || | i |
100001-1-4  06/15/1998 10007 0001 2.0 DB/15/1998 =
-~z ii7i0/i930 10007 oo0T i.0 =
1171571006 10007 ooz 1.0
11/15/1996 10007 onos 1.0
0574271000 10004 =t 20
09/13/1595 10004 e
03/13/1999 10004 T 7.0
0571371995 10004 7 z.0
NS/12/1000  100nd 95 40 12314000
05/12/1909 10004 725 1.0 12/21/1900  OC
0771571900 10004 ati 200 12/21/1000 u
0570271993 10002 T3 z.0
05/02/1999 10002 DRC3 6.0
NAJAGGAE AR Varp an
02/01/2000 10002 B0 0.0
03/14/2000 10002 BOX 15.0
03/20/2000 10002 BOX 20.0
03/28/2000 10002 BOX 5.0
06/15/1986 10007 DFi 1 Z0.0 1273171800 o
05/15/1990 10004 o004 5.0 1273171900 0
03/13/1999 10004 oo 3.0 |
03/13/1999 10004 10020 00.0 1Z/31/1900 O =
1921-3-2 05,/15/1999 10004 10020 100.0 12/31/1900 0O jd
U] [z

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

Scheduling Priority] | biscounts

Pre—lnvoicel I

E Estimated I:ost3|
Follow-up date —————— = Follow-up bate |

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.
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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 Itemswindow. Thesein-
cludecolumn pricing, customer discounts, volumediscountsand
contract pricing, which issold as a separate option. Wewill exam-
ine al 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 isfound on the Custom-
er Financial I nformation window.

|Customer Code | 10002 [ vz conPAry |
Ship Wia UFS Price Default = Calurmn E [
Ship Terms FF& Discountsl 0.00 I o I o i_U%
Sales Tax Code CA— | Apply Yolurme Discount
Resale Tax Rate 0.000 % Currency |US$
I- Exerpt from all Sales Taxes Date Entered| 02 /01,/92

Next, theitem master filerecord islooked at to ook 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 pricein
the column specified by the customer record, as shown above (in
this case, the pricewould comefrom column 2). Or, if the salestype
selected for this sales order specifiesthat aspecial quantity level be
used, the system will read the price/quantity row specified by the
Sales Order Typerecord (see “ Sales Type Codes Window” on

page OE-91).
Default Selling Prices
Quantity Price Quantity Price Quantity Price
1 T 1 647 602 1 518,154
23 539,508 25 S82.023 200 453,385
73 G60. 646 73 550.538 200 421.000
150 521.785 150 518,154 400 288 616

Asyou set up thiswindow, be aware that the quantities are cal cul at-
ed for the quantities entered in the field and above. In other words,
thefirst price level shown would reflect quantities of 1-24, the sec-
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Customer
Discounts

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 thethird level and leave the
fourth blank. Each column may reflect different quantity breaks.

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 I nformation window.

Ship Yia F.IE. Price Default = Column IT
Ship Terms FFL Discountsl 2.00 I B I 2 I g
Sales Tax Code |CA r Apply Molume Discount k

Fesale Tax Rate 0,000 % Currency =3
| Exernpt from all Sales Taxes Date Entered| 02,/08 /92

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

$100 x 0.98 x 0.95 x 0.98 x 0.99 = $90. 3256
Thisissubtly different from

$100 x (1 -(0.02 +0.05 +0.02 +0.01)) = $90. 0000
but the difference isimportant in some industries.

Thesediscountswill be displayed onthe SalesOrder Itemswindow
in the middle right section.

Scheduling Priority l_ [scounts ‘ﬂ z.oo) S

Pre—lnvoicel I 2|1

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.

SM-OE-70
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Sales Volume
Discounts

Note: The variouslevels of discount have nothing to do with
pricing columns or quantity discounts, other than they are cal-
culated on top of any such pricing. Thereisnorelationshiptothe
four fieldsin thisdiscount structure and the four pricing levels
shown in the diagram above.

In addition to the other discounting and pricing options just dis-
cussed, Qube ERP™ offersthe ability to set up automatically calcu-
lated volume discounts for each order. These discounts are based
solely onindividua 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.

Order Entry [ ruttiple shipments on Sales Order items.

X alow adding new iterns to ltern Master File during Order entry.
Default e Type far new items |FIH
[ alow Entry of Batches during Order Entry.
[T Enter Orders Uszing Option Selection Window
Sales Order Wolume Discounts
Percentagesl S.0 ﬁl 5.08% T.08 .08 I 0.0 &

apply st 2000 g4000 | gfm000 #7500 #] 10000

Set up the basic parameters of the volume discount in this area.
Note that there are two rowsto be filled in. The top row shows
the per centage 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 befilled
in. This meansthat if you only have one discount, it should be
set up in al thefields. If you have three discounts, the highest

Pricing & Discounts
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level discount and dollar volume is spread across all remaining
fields. Hereis an example of the latter:

Sales Order Volurne Discounts
Percentages S.O08 6508 708 | 7aog | caog

apply st gzo00  $f4o00  ¢leoon ${ 6000 ${ 6000

It isimportant to understand the reasoning behind this. It's
because the algorithm works from right to left. In other words,
thefirst 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
theresult is false, the system can proceed to the next lowest,
and then the next, and so on. Once the system receives atrue
condition or runs out of discounts, the processis completed.

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

Ship Yia UFs Price Default = Column IT

Ship Terms FF & Discountslﬁl—ﬂl—ﬂl_ﬁ%
Sales Tax Code |CA [ Apply Molume Discount

Resale Tax Rate 0.000 % Curtency  |US$

| Exernpt from all Sales Taxes Date Entered| 02,/01 /92

Set up an item in the item master file with the
item code DI SCOUNT.

ltern Code (4] D1 SCOUNT

G oup Sub-Group 8 Purchased () Fabricated
Option Classg_ Sub-Clazs G/L Sales Sub-Account 000
Itern Type FAkL Grade E 1=t Article Produced

izs . 1zt Article Approved
e Gt [z e Master Scheduled Itern

Cost Updated

027217594

ISaIes Uolume Discount

] Inspect on Receipt

[ Active item
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Discount
Calculations

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

x Rebateabile Count Every 5 weeks
E*?l?;l;?smzn Sold Last Counted E.-‘?S.-"QS
[® Relieve Inventary ABC Code H

This itern i= a Phantomn Assembly ABC Walus )

Qube ERP™ |ooks at the customer to determineif it qualifiesfor the
volume discount. Next Qube ERP™ |ooks at each item being sold

and determines if it qualifies to be included in the total of discount-
ableitems. It totals the value of discountable items (after other dis-
counts and column pricing are applied) and |ooks for an item whose
item codeis“DI SCOUNT”. If none exists for that order, the system
automatically inserts one. The quantity for that item will always be
oneand the unit pricewill be anegative amount equaling the applied
percentage (as determined by the size of the order) timesthe amount
of the order which qualifiesfor the discount. The order’ stotal value
is reduced by the amount of the discount. The result looks like this:

10004 AAAR Company | 1952 -1 of2
Itern Code Date Status Ordered  Shipping  Inwoiced B/ Price Unit Extension
oz Jo4 70708 [H]] 10| of | 0] 525.000 [ EA 5250.00

q925

04/30/a6 H 10 10 D25, 000 EH 9,200, 00 |4

DISCOUHT

Editing a
Discounted Order

04,/30/96 0 1 1 —315.000 ER -315.00 [

Thediscount logic isautomatic when theitems are first added to the
order. If moreitems 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
asalesorder, openthe SalesOrder Header window and click onthe
line ORDER ITEM SUBTOTAL. The discount will be recalculated

Pricing & Discounts
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Terms Discounts

based on the new order total, and the order will be re-totaled, reflect-
ing the new discount.

2310.00
F Sales Tax #1 0.00

I % Sales Tax *2 Q.00

Shipping 0.00
Handling 0.00
Total 2Z310.00

Termsdiscountsare unit price discountswhich areprovided for sales
ordersentered within agiven date range and paid for within that date
range. Salesorder itemsarerecorded 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.

OntheCustomer Typeswindow, acheckbox isprovided to indicate
those customer types which will use terms discounts.

X Use Terms Discounts for this customer type

The dates are entered on the Sales Order Prefer ences window.

[EO===———————— sales Order Preferences ==—o—=—[=
[ Print Invoice Item Comments [ _Allow editing of customer master during order entry
Sales Type Preference For Sales Order Header.................. ASAP
Requested Ship Date Preference For Sales Orders...

[X Default Date Needed to "Today" plus X * of day |2— {Mumber of days added to Today's date}

Default Shipping Charge For Sales Order Header................. 0.00

r Change Sales Commissions when sales orders are edited [T Print customer file ts on sales order

Pre-Season Start Date |04/01/1999 Pre-Season End Date |07/01/1999 Terms Disc. Due Date  [12/15/1999

The sales order header will display afield into which you may enter
the terms discount which should apply on the currently selected or-
der. Thefield islocated directly above the order subtotal section.

Terms Discount % |40

Thisfield and field label will display only for customers whose type
codeindicates terms discounts are appropriate. Ordersfor other cus-
tomer types will not display either thefield or itslabel. Thiswill
minimize the likelihood that terms discounts will be entered for cus-
tomers to whom they should not be applied.

SM-OE-74
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A report is provided for use with this function. Parameters allow us-
ersto print from orders or invoices, actual or expected discounts and
are displayed below.

Spreadsheet sales by Item within Group within Customer Type

Enter Selection Parameters or Click Cancel.
Please Enter Beginning Transaction Date @5/91/1999
Please Enter Ending Transaction Date B5/31/1999

Please Enter One Customer Code, or ALL ALL

Please Select One Customer Type or ALL ALL

Base Data on Sales Inwvoices? YES

Base Data on Sales Orders? NO

Print Actual Terms Discounts Taken? YES
Print Expected Terms Discounts? NO
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Contract Pricing

Entering Datain

the List

i Miscellaneous

Functions

Contract
Pricing

[0 = ———— Contract Pricrin =—"——-—-M1H

’ 10001 | 4BC COMPANY Cur’Lrl’Se;cg. ‘

Custorner's
Our Item Code@ [tem Code Unit Price Effective Date Expiration Date

g1 REC 9111 w00.000 fo1/10097

ABC 9111 700000 011097

Series 9 chair

EYCIRN N 1R =T

The Qube ERP™ system provides the ability to set up pricing
schedulesand item codesthat apply to select customer sonly. Entry
of the data may be accessed from the Order Entry, Accounts Re-
ceivable or Inventory Control modules.

To usethiswindow, usethe <FIND> function to select the customer
to which the prices and item codes will apply. Then usethe <EDIT>
function to make entriesin the list portion of the window. The func-
tion will require that data entered in the Our Item Code column re-
fertoavalidentry intheitem master file. It will alsolimit eachitem
to only oneentry inthelist for each customer (however, anitem can
be in any number of customer lists).

This same unique code rule appliesto the Customer’s Item Code
data. Any oneentry inthislist must be unique to each customer. For
example, Customer’sltem Code 33333 may be entered oncefor
customer AAAAA and again for customer BBBBB, but it may not be
entered astheitem code for more than oneitem for any one custom-
er. Itisnot necessary to enter any value at all in the column labeled
Customer’sItem Code. This column may be left blank.
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Contract Price of
Zero

Effective Date

Note the last column, the Currency field, only displaysif you have
purchased and activated the Global Commerce module. For morein-
formation about Global Commerce, see “Introduction to Global
Commerce’ on page GC-3.

Y ou 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 sureyou 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 SaveAsfunction isdesigned towork only if the customer to
which thedataisto be copied hasno contract pricedata already
associated with it.

A contract price of zero is recognized by Qube ERP™ asavalid
contract price. Therefore, you should not make entriesin thislist
strictly for the purpose of setting up customer item codes (i.e., leav-
ing the unit price at zero).

Notice the column labeled Effective Date. Thelogic which controls
price defaulting will pay attention to this date. Therefore, it is possi-
bleto enter contract pricing databeforeit 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).

Contract Pricing
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Expiration Date

Defaulting Prices

Contract Pricing
& Discounts

Notice the column labeled Expiration Date. The logic which con-
trols price defaulting will pay attention to this date. Therefore, it is
possibleto enter contract pricing datathat 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).

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 valuesto reduce the unit priceto a
final value. Thiswill apply in sales orders, quotations and forecasts.

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

Ship Yia Price Default = Colurnn I?

Ship Terms Discountslﬁl—ﬂl—ﬂl_ﬁ%
Sales Tax Code |CT r Apply Molume Discount k
Resale Tax Rate 0.000 & Currency

| Exernpt from all Sales Taxes Date Entered| 04 /26 /95

If you originally set up your customer recordswith nonzero discount
values and you wish to zero out these values now, a utility has been
provided to help makethiseasier. The utility isfound 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 thisline from near the bottom of this menu:

Zero Customer Discounts [;}

Donot usethisutility if you wish to zer o out discount valuesonly
from selected customer records. Thisutility will zero theseval-
uesin all customer records.
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Ignoring
Discounts when
Contract Prices
are Found

Customer Item
Codes

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 away to set this
up, using the Task Assistant. This function isfound under

theose Cuztomer Cohtract Pricing task found in the NEW FEA-
TURES section of the Task Assistant window. It looks like this:

El=="———————— Task Assistant =" ==
) What can | do with... 4 |Batches Combine Files for Lots & Batchs ]
) How Do I Update Update to Version 7.32

{8 New Features ¥ Intl Thternational

C Deleted by User i |aF Table for Sales Tax Codes

fr s|Invent Lot & Batch Trocking with Locations
iClick each button F :
‘below to zee the how | Purch  Tracking Outwork Sent to & From Vendors
s eustomer ftem codes | [Update  Upgrade to VYersion 7.31
iand cortact prices i[0/E Customer Contract Pricing
icanbe setup and  i[CEnters fork Center Copacity
iused in order entry. service Advanced Service Order Tracking

x|

| Modify Feature Set
|

#US NG CUSTOMER PART NUMBERS : Entries may also be made in
entry of sales orders, forecasts and quotations using customer
itern codesz. For example, when entering an order for custorner
#0110021400, you ray entet 33333 as the itern code. when
you tab out of this field, Qube will recognize this as "our item
code” 12261 18K and it will change the itern code to read
1926118K,

Set Access Privileges

| Enter Contract Prices

| Print Contract Prices

®ND ADDITIONAL DISCOUNTS : Normally , priving starts with the
numbers provided in the contact price file. Then additional
dizeounts may be used to reduce the price further. These are
found on the custorner master file Finaneial Info window. You
rnay elect to ignore additional custorner discounts when a
contract price is found, if you wizh. Simply click the button
labeled Mo Additional Dizcounts. Thiz will act a= a toggle switch,
| No Additional Digcounts I turning thiz option on & off each time the button is clicked.

| Using Customer Part #s I

&
Date Task Added B3/07/95 37 E

Click the button, <No Additional Discounts>, and the Contract

Pricing moduleignoresall other discountswhen it detectsacontract
price for an item for a specific customer. Otherwise, the various dis-
counting routines behave normally for all other itemsand customers.

You may use Customer Item Codesin 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 thisfield, Qube ERP™ rec-
ognizesthisas“Our Item Code” 9111 and changestheitem code
toread 9111. Thiseliminates any confusion from a customer sub-
mitting an order with its own item code, rather than yours.

Contract Pricing
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Printing Contract
Prices and
Customer ltem
Codes

Cruant

iy
Ordeved Untt  Itemn Code
5 Each 9111

Contract Prices
and Customer
Iltem Codes Setup
Parameters

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

Unit Price
500.000

Esttension

Dregcrmption
2,500.00

Seties 9 chair
Customner's ke Code = C-043
Shipping Infa: Ship Dake Ordered  This Shipmt
050996 \ 5 1}

Y ou may also select areport found in the Customer Reportslist to
print thisinformation for one customer or all, oneitem or al and
within asel ected effective daterange. Other parameter choicesmake
it possible to print the report sorted by item within customer or cus-
tomer within item.

PrewShip  Back Orderad

o

[EJ==———=——=—————=— customer Reports

Summary Contact sheet plus 12-month Spreadsheet
Set Up Sales Tax Codes
Set Up Contract Prices and Customer Item Codes g

Select Earliest Effective Date B1/82/95

Select Latest Effective Date 81/02/96
Select One Customer or All ALL
Select One Item or All ALL

Include Active Customers? YES
Include Inactive Customers? NO
Sort by Item within Customer? YES
Sort by Customer within Item? NO

Certain documents are also set up to include the customer’ sitem
code when oneis provided. These documents include the following:

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

i Miscellaneous

Functions

Available to
Promise

Detail Window

EE=————— Hfuailable to Promise Detail =———————|m——

|Item Code [ ome1 [Description of EaeL Date Quantities Last Advanced | 12/26/94|
Week Additions Reductions Quantity Week Additions Reductions Quantity ‘Wweek Additions Reductions Ouantity
Beginning ToStock  InStock Available || Beginning ToStock  In Stock Avsilable || Beginming ToStock  In Stock dvailable
12/26/94 23 4 S8 (| B91/38.,95 18 28 (| B4/10,/95 =) 12 a7
BL/82/95 28 38 || B2/86.,/95 18 5 25 || B4/17/95 38 57
B1/89,95 38 || B2/13/95 25 || B4/2495 28 37
B1/16/95 38 || B2/20.,95 25 || B5/81,95 25 B2
@1/23/95 38 (| B2/27./95 25 || B5/BEs95 El 3z
‘week &dditions Reductions OQuantity ‘Week Additions Reductions Quantity
Beginning ToStock  In Stock dwailable || EBeginning ToStock  InStock évailable
B3/86/95 = 20 || 85/15/95 32
B3/13/95 585 56l 44 | 8522795 25 7
B3/28/95 28 24 || B5/29/95 38 -23
B3/27 /95 25 49 || B6/85/95 -23
B4./63/95 49 | Be/12/95 -23

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

Theforecasted 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.

Thisisthe 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.

Thedatethat appearsin the Date Quantities L ast Advanced
field isused in all calculations for thiswindow. M ake surethat
thisdateiscurrent beforerecomputing fieldsor validating item
codes.

Begin the update procedure by clicking the RECOMPUTE ALL
FIELDSFOR ALL ITEMS button. Qube ERP™ will prompt you to

Available to Promise

SM-OE-81



Order Entry

Ry

enter anew date in the upper right corner. When you tab out of the
field, Qube ERP™ wiill verify that the dateisaMonday; 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".

Itisalso possible to check the numbers for one item at atime, one
location at atime, or all locations, using the validate button@ next
totheltem Codefield.

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

m] Available to Promise Detai E
[ Item Code [#1601 [1999 Dealer Catalog |
IWeek Additions Reductions Quantity||[Week Additions Reductions Quantity|[Week Additions Reductions Quantity

inni ToStock  In Stock Available(|Beginning ToStock  InStock Available||Beginning ToStock  InStock Available
85/01/2000 {8) {8)||96/05/2008 (8)||98/14/2008 400 1,392
85/08/2000 (8)||96/12/2008 (8)||98/21/2008 1,392
85/15/2000 {8)|(96/19/2000 (8)||98/28/2008 600 792
85/22/2000 {8)||96/26/2008 (8)||09/04./2000 792
85/29/2000 (8)||07/03/2000 (8)||89/11/2000 792
N eek Additions Reductions Quantity ||'Week Additions Reductions Quantity
|¢7 Bacuimpute Gl Fiel Yaltes for sl It?'msIBeginmng ToStock  InStock Available|[Beginning ToStock  InStock Available
87/16/2600 (8)|99/18/2000 792
Date Quantities Last Advanced [5/01/2000 (|0 12 oooa  1gap 992 ||a9,25,2000 792
Selected Location | ALL 07/24/2000 1600 1,992 |19/02/2000 792
87/31/2008 280 1,792|10/09/2000 792
 ||98/07 /2008 1,792((18/16/2000 792
Detail View Summary View Graph View
a1 ] 0] . n N1 J

[m] Available to Promise Detail
Item Code [ @1001 [1999 Dealer Catalog
lweek Additions Reductions Quantity"Week Additions Reductions Quantity'&eek Additions Reductions Quantity
Beginning ToStock  |nStock Available||Beginning ToStock  InStock Available([Beginning ToStock  InStock Available
85/01/2008 [&:3] (8)||96,/05/2000 (8)|(98/14./2600 208 1,692
©5/08/2000 (8)||96/12/2008 (8)||98/21/2008 1,692
85/15/2008 (8)|[26/19/2660 (8)||08/28/2000 308 1,392
85/22/2000 (8)||06/26/2008 (8)||09/04,/2000 1,392
85/29/2000 (8)||07/03/2000 (8)||09/11/2000 1,392
. eek Additions Reductions Quantity ||'Week Additions Reductions Quantity
|‘7 Becompute Bl Fleid il bes far All ItemsIBeqinning ToStock  InStock Available|[Beginning ToStock  InStock Available
@87/10,/2008 (8)||99/18/2000 1,392
Date Quantities Last Advanced | 85/01/2600 97/17/2000 1000 992||09,25/2000 1,392
s

Selected Location | 281 07/24/2000 1000 1,992|(16/02/2008 1,392
Nixon Watches/ Pre-processed 67/31/2000 108 1,892|10/09/2000 1,392
 ||98/087 /2008 1,892((108/16/2000 1,392

The Available to Promise report will also print the last selected lo-
cation in the report title.

Inventory Available to Promise All Groups Active & Inactive, Selectecl location is 201
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Summary View

Using Available
to Promise During
Order Entry

NOTE: It isimportant to understand that Qube does not main-
tain availableto promise numbersfor each location at onetime.
Y ou may select onelocation or all locationsand then recalculate
the A2P number shbased on thisparameter. It isalso not possible
to select to report on one location when the A2P number s have
been calculated based on another location number.

A lessdetailed level isdesigned for useinthe Order Entry module.
Thiswindow 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 thiswindow. 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
conditionsis the responsibility of the materials manager. Display
thiswindow by clicking the card tab labeled <SUMMARY VIEW>.

SlI=———— HAvailable to Promise Summary =———F—
Item Code El@@@l |Descr‘1ption of BEEL
“Week  Quantity Yweek  Quantity Week  Quantity Week  Quantity “Week  Quantity
Beqginning Available Beginning Available Eeginning Available Eeqgit Available Beginning Available
12/26/94 64| 0143095 20| 02/06/95 20 (| o4/10/95 a7 || 05415595 32
01/02,/95 30| 02/06/95 25 (| 03413495 44 || 04/17,/95 57 || 05/22/95 7
01/00/95 20 o2/13/95 25 || oa/20095 24 || 04/24795 37 || 05¢/2a/95
01/16,/95 30| 02/20/95 25| 03/27/95 49 || 05701495 62 [| 06/05/95
01/23/95 20| 0242795 25| 04/03/05 40 || 05/08/95 32 || 06412595

Default Selling Prices

Quantit Price Huantit Price Quantit Price
10 75.750 10 63.123 10 S0.500

20 68. 173 0 56.813 20 44 . 188
30 64.358 30 93.6956 30 41.031
40 60. 600 40 50.500 40 37.875

ALK ] omtnver | sy v [ ermvmn |

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

When the Sales Order Itemswindow isin use, the system checksto
seeif 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

Available to Promise

SM-OE-83



Order Entry

C

Graph View

Updating Field
Values with Each
Transaction

system redraws thiswindow to display the numbersfor an item after
you tab out of theitem codefield. Also, if you click on alinein the
list of an existing order, the Available to Promise window will be
redrawn to display the numbers appropriate to the item selected in
thelist. Thisalows you to see the available to promise numbers for
several items without having to interrupt the order entry process.

A third window is provided to alow you to view the summary win-
dow in graphic format. Thisview is designed to make changesin
stock levels more visible.

EI=————————— HAvailable to Promise Graph =—"————F—

|\tem Code |BBBl Description of @AAAL

a
De Ja Ja Ja Ja Ja Fe Fe Fe Fe Ma Ma Ma Ma Ap Ap Ap Ap My My Mg Mg My Ju Ju
26 2 9 16 23 30 6 12 20 27 6 13 20 27 2 10 17 24 1 & 13 22 20 5 12

Default Selling Prices
Quantity Price Quantity Price Quantity Price
10 75,750 10 62,125 10 S0.500

20 63. 175 20 S56.813 20 44183
30 64,388 30 53.656 30 41.031
40 60.600 40 50,500 40 37.873

As changes are detected which impact expected stock levels, Qube
ERP™ recomputes the expected stock levelsto 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 unitsto 7 units. If apurchase order which scheduled the arrival of
10 units during that week were changed to 50 units, the order entry
people would seethat 50 units are now available. All changeswhich
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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Sales Order
Preferences

Miscellaneous
Functions

Sales Order
Preferences

Print Invoice item
Comments

Allow editing of
customer master

Sales Type
Preference

O

™ Print Invoice [tem Comments [®_&llow editing of customer master during order entry

Sales Type Preference For Sales Order Header ......

Sales Order Preference

Requested Ship Date Preference For Sales Orders..

[ Default Date Needed to "Today” plus ¥ ® of days............. 10 {Murnber of business days added to Today's Date,

oo eekend ted
Default Shipping Charge For Sales Order Header................... 0.00 BN R
[T Change Sales Commissions when sales orders are edited [ Frint customer file on sales order

Sort items when printing sales orders, sales invoices, pick lists and packing lists:
) Sort by Itern Code 8 Sort by arder in which records were added to the data file
[T OK to change Item Code at order entry even after item has been invoiced
Recommend 3hipping quantity during order entry based on....
Base on Met Quantity Available at all general stock locations
8 Baze on Met Quantity Available at customer's default ship-from location only

|_ Cornbine invoice lines referencing the same e Code unit price

" Print zeparate lines for invaice items which reference lot/batch codes

@) Create Shipment Records when printing Bill of Lading ) Create Shipment Records when printing Packing List

The Sales Rep code and the Account Manager code faund in each customer record will serve as the default sales rep and
account managet when adding new orders. You may replace existing sales rep and or account manager codes currently
found in each customer window using this utility

{7 Change Sales Rep. Default I {7 Change Account Mar. Defau]tl

From To

When a Sales Order i3 flagged as Credit Hold or when delinquent i nvoices exceed this amount: |B

Invoices are delinquent when past due by IB days @) Disallow Pick List Printing
] Warning Message When Printing Pick List
O lgnore Credit Hold When Printing Pick List

(@) Dizallow Packing List or Eill of Lading Frinting @) Disallow Invaicing
(@] warning Meszage When Printing Packing List or Bill of Lading ) Warning Message When Invaicing
] Ignore Credit Hold When Printing Packing List or Eill of Lading O Ignore Credit Hold when Invoicing

Thiswindow isprovided to allow usersto set up sales order defaults,
or preferences. |n order to change any of the valuesin the upper por-
tion of thiswindow, click <EDIT>.

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

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

Insert the desired Sales Type Preferencein thisfield. This should
match one of the Sales Types set up inthe Sales Typewindow. This
will then be pulled into the Sales Order Header record, unless you
override it at the point of entering the new order.

Miscellaneous Functions
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Requested Ship
Date Preference
for Sales Orders

Default Shipping
Charge

Y ou may determine the defaulted ship date on each order in one of

two ways. Thefirst isto establish afixed ship date. To do this, enter
the date required in the Requested Ship Datefield. The system will
not allow an entry into thisfield when thereisan x inthe TODAY
PLUS X box or anonzero entry in the corresponding field next to it.

0 =———————"ales Order Preferences=—————————"H

[ Print Inveice ltem Comments [ Allow editing of customer master during order entry
Sales Type Preference For Sales Order Header

Requested Ship Date Preference For Sales Orders..........

[ Default Date Meeded to "Today” plus ¥ # of days....
¥R -

- @ {MNumber of business days added to Today's Date,
— Weekend ted
Default Shipping Charge For Sales Order Header 0.00 elents Gt

" Change Sales Commissions when sales orders are edited [ Print customer file 15 on sales order d

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

Shipping Locat |1 Sched Ship Date Requested Ship Date  Ordered
e ?ca o 03/00,/96 IDS.-"DQ.-"QE! I 10 I
Requested Ship DateIDS.-"DQ.-"QE- UPs Zonel_ 7*
05/09/96 05/09,/96 i [1]
Last Shipped Dnl k
The Requested Ship Date can also be defaulted to a predefined

number of daysin advance of the current system date. Thefollowing
shows an example of this type of setup.

0 =———————"ales Order Preferences=—————————"H

[ Print Inveice ltem Comments [ Allow editing of customer master during order entry
Sales Type Preference For Sales Order Header

Requested Ship Date Preference For Sales Orders.....

IR Default Date Needed to "Todsy™ plus ¥ % of days...ooo | 10 {Humber of business days added ta Taday's Date,

T E— Weekend ted
Default Shipping Charge For Sales Order Header 0.00 elents Gt
[ Change Sales Commissions when sales arders ave edited [ Print custamer file 1= on sales order d

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.

Some companies charge aflat rate for shipping on al (or most) sales
orders, so entering avaluein thisfield could be areal time-saver.
Y ou can override this number in the sales order header window.

r—o-————

Lefault Shipping Charge For Sales Order Header ... | 13.00

SM-OE-86
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Change Sales
Commissions
when sales
orders are edited

Print customer
file comments

Sort items when
printing

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

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 itemswindow.
Let'ssay the computer calculatesthe commission to be $100 on
agiven order item but the user wantsto changeit to $80. The
standard commission logic will be used instead, for cing 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 I nvoice.

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

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

Sort itemns when printing sales orders, sales invoices, pick lists and packing lists:
C Sort by ern Code & Sort by order in which records were added to the data file.

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

Check this box if you want to be able to edit theitem code field on a
sales order which has been invoiced. If you change the valuein the
field, Qube ERP™ displays a warning message:

This order item has been invoiced. Changing the item code will
make the order different from the invoice item. Continue

anyway?
(L w ) Cvs )

Miscellaneous Functions
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Recommend
shipping quantity
during order
entry

Combine invoice
lines/Print
separate lines...

Create Shipment
Records when
Printing...

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.

Qube ERP™ will recommend the shipping quantity during order en-
try based on Net Quantity. Y ou 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.

Select one of these two checkboxes. Y ou 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 |ot/batch
codes.

Select one of these two radio buttons. Y ou 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 isthen given anumber whichis printed
on the sales invoice. This helps companies receiving invoices from
a Qube application to associate shipping documents with invoices.

Thefield label displayed on the sales order header will reflect the
choice made above. When shipment records are created from aBill
of Lading, the label will say “Bill of Lading”; when shipment
records are created from a Packing List, the label will say “Packing
List#.” Thesameconventionisfollowing for |abeling thefield when
displayed on System Setup card #2, where users may establish the

SM-OE-88
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Changing Default
Sales Reps and
Account
Managers

last packing list or bill of lading number used, and on the Outbound
Shipment Information Tracking window.

[J == Outbound Shipment Tracking Information

==—M1E

Order Number |50042

Customer Name ADP Dealer Services

COD or Pro *
Packing List # 123456

Invoice Number [ 100256

Date Shipped(01/04/1999
Ship Via [UPS

Est. Freight Cost 0.00 Ship Terms...
Itemn Code Oty Ordered Cu. Feet ‘Weight

#2511 I 2] |
Totals: a a

The bottom of thiswindow provides a utility function which allows
you to change sales reps and account managersin al customer
records from one code to another. The sales rep code found in each
customer record servesto default the salesrep 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.

The Sales Rep code and the Account Manager code found in each customer record will serve
a5 the default sales rep and account manager when adding new orders. You may replace
existing sales rep and or account manager codes currently found in each customer window
using this utility.

e | A
Frnrnl_
To l—

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 recordsin
which salesrep #1 isfound to salesrep #DD.

The Sales Fep code and the Account Manager code found in each customer record will serve
a5 the default sales rep and account manager when adding new orders. You may replace

existing sales rep and or account manager codes currently found in each customer window
using this utility.

o

From |1 tally Dotabose User

To I oo Damian Delgado

Miscellaneous Functions
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When you click <SAVE>, the system finds all customer recordsin
which rep 1 isfound to be the sales rep and change that code to DD.
If you do not want to change all instances found in al customer
records for a selected rep or account manager code, don't use this
utility; edit the records one at atime, instead.

When a Sales Version 7.36 allows you to control how Qube ERP™ respondsto a
Order is flagged sales order flagged as credit hold or when delinquent invoices ex-
as Credit Hold... ceed a set amount. Qube adds up the balance due for outstanding in-

voicesfor that customer. Each invoiceisevauated to seeif it is past
dueby XX days. If it qualifies, thenitsbalance dueisincludedin the
total. If this process reachesthe critical amount, then the appropriate
action istaken.

Y ou can select optionsin each of three categories. packing list print-
ing, pick list printing, and invoicing.

‘“when a Sales Order is flagged as Credit Hold or when delinquent i nvoices exceed this amount: IWGW
Invoices are delinquent when past due by |18  days ) Disallow Pick List Printing

@ Watning Meszage %hen Printing Fick List
O lgnore Credit Hold %When Printing Pick List

O Dizallow Packing List or Bill of Lading Printing O Dizallow Invoizing
(8 “warning Message When Printing Facking List or Eill of Lading {8 ‘warning Message ‘hen Invoicing
) Ignore Credit Hold Yhen Printing Packing List or Eill of Lading Tl Ignore Credit Hold 'When Invaicing

The credit controls act on two levels:

1. They check the status of the order header and will disallow,
warn, or ignore if thisisflagged 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

Functions

Miscellaneous

Sales Type
Codes

Price
Quantity
Codes
11—
2—»
3—»
4—p

N=—————""—""—"—=%aloc Iyno Cndoc =
Tl =——-——"—"——"—%aloc1 vho Codog =
Sales Type Code...........coo.e. SPECL
DESCripTion.. ... SFECIAL
Price Column Code . 3_ Enter O {or blank} to use the price column normally

associated with each customer. Enter 1, Zor Jto
anecify a specific an over-ride price column.

Price Quantity Code . !4._ Enter O {or blank} to use standard price defaulting.
Enter 1,2, 3, or 4 to specify a specific quantity 1ewel
1o use, ower-riding the
quantity entered in the sales arder item.

Start Date ... IB?R’BUZBBB

Expiration Date ... !12;’31!2@3@

i Pay Mo Carnmizsions on arders of thizs type.

[ Orders of this type will not be held up by delinguent invoices,
ie., printing pick list, bill of lading, ete. for orders of this type will not be effected even if
there are many delingquent invaices far this customer.

[l nd W ot U 1 0l 0 ealllall i
W'IIII.I"«II "«ll ¥ 'I’Il"l.l—' _"'I_II

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

Y ou can enter anumber in the Price Defaulting Codefield to force
the system to default prices from aspecific 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 Codefield. Version
7.36 also alows you to enter start and expiration dates.

By enteringa 1, 2, or 3 inthePriceColumn Codeanda 1, 2,
3 or 4 inthePrice Quantity Code field, you can control the de-
fault prices used by the system. This pricing category isfound in the
Item Master File, Card #1 on apricing grid which allows you to
determine the quantity price breaks for each type of customer.

Price Column Codes

1 2 3
% Default Selling Prices#
Quantity Pirice Quantity Price Huantity Price
1 e 1 547 . 692 1 518.154
23 599502 25 SE2.923 200 453385
73 G600 . 645 73 550,538 200 421.000
150 621.785 150 518,154 400 388 616

Miscellaneous Functions
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Pay No
Commissions

Orders not held
up by delinquent
invoices

When the Sales Type Codeis entered into the Sales Order Header
window, the system will “force” the priceto the quantity level inthe
appropriate column for the customer as determined on the Customer
Financial I nformation window:

|I:ust|:|mer Code | 10020 [Hiller International |
Ship Wia Price Default = Colurnn E 3

Ship Terms Discountsl 0.00 I 0 I 0 I_U%
Sales Tax Code [CT r Apply Yolurme Discount

Resale Tax Rate 0.000 % Currency

I- Exempt from all Sales Taxes [Date Entered| 04 /26 /96

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

{Checkbox} Check thisbox if commissions are not paid on thistype
of order.

{Checkbox} Check this box if this order typeis 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.
Thisfeature enablesyou to exempt certain order typesfrom thistype
of filtering. An example may be an order for samples.
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Customer Types
Window

=

Miscellaneous
Functions

Customer
Types

Type Code

Description

Default Credit
Limit

Default Payment
Terms

Default Ship Via

N=———————— Cuctamaor Iunoc
g pos

[m

Customer or Yendor

Tupe Code... IWHDL
Miasr i nbin e | [T
LT ELIET . IIIIIUIEQULCI
Default Credit Limit... $'SBBBB
— ——— —
Default Paument Terms 2.8 %lllﬁ DAaTs Net|38
Default Ship YVia |
ol = .. . -
Defauli Price Coiumn | 3 (Customers oniyl
[ Apply Yolume Discounts {Customesrs only}
T Thiz customer type iz 2 "Problam” tuns

LR RE-REER 6k typ2 s a ahlam tupe

(Over-Ride Commission Rate I %

This rate wiii over-ride the defauit commission rates enfered on Saies Commission
Terms window. This rate can be over-ridden by the over-ride commission raies sef
for each itern on Card *2 of the item master file.

[ P R [ T N =1
I I W T e N

Thiswindow is used to describe each Type Code and to provide dif-
ferent default values associated with each. The default values act to
fill in fieldswhen adding new customer records. Thisis particularly
important when entering customers on thefly from asalesorder. See
“Adding a New Customer during Order Entry” on page OE-59.

{All Caps} Enter the type code here. Thisis the code which will be
entered into the customer record. All other associated valueswill be
pulled into the customer record based on this code. If you changethe
code in the customer record, al the other values will change aswell.

Thisfield is used to describe the code. It isfor display only.

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

Thesewill bethe default payment termsfor the customer. Thisvalue
can be overridden in the customer record.

Thiswill be the default shipper for the customer. This value can be
overridden in the customer record.

Miscellaneous Functions
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Default Price
Category

Apply Volume
Discounts

Problem Types

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

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 isentered. Thiswill cause each customer of thistypeto
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 anew customer record and set up itstype 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 VolumeDiscountsand 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 adifferent Type
Code and change it to a Type Code of WHCOL, the function will
changeall of the valuesto those shown above on the customer record
from whatever they were before.

{Check box selection} The Customer Type Codes window allows
the user to flag selected customer types as Pr obl em Account s.
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 typeinto the Type#1 or Type#2 (if you use Type 2 you will
be ableto preservethevauein Typel) field in the Customer M as-
ter Filewindow. 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:

é This customer is a Problem type PROB1. Proceed anyway?

[_ro ) (¥ )

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

Y ou may enter a percentage in the box. Thisrate 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 0 —— sales Activity Codes —E1 5
Code  Description
I:l Send Brochure
2 Send Meeds Analusis
2 IReceiue Completed Meeds Analysis
Miscellaneous 4 IDD Tele-Dema
Functions ] |Submit a Quote
Customer 5} lCIose the =sale
Types |
7
Usethiswindow to assign sales activity codes. These codes are used
with the Sales Activitiesfeature found in the Customer Basic | nfor -
mation Window (see " Sales Activities” on page OE-10) and the
Sales Opportunity Window (see “Sales Activities’ on page
OE-136).
SM-OE-96
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Update Sales Tax
Rate

Update Sales Tan Rate =————1»|r—

This procedure will find all customer records whose ship-to state is the same as
the one you enter below. Then it will edit the default tax rate to make it match the
rate you enter below. 11 will change the default tax rate anly if the record shows
nothing in the resale number field. The procedure will also edit the master
system directory record (as seen on System Set Up window #2) s0 that the
default sales tax rate for all new customers will equal the rate you enter below.

ECEIaeons Please enter the new tax rate here I V.758 |

Functions
Pleasze enter the selected state here I':A

Update Sales
Tax Rate

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

When the customer Resale #field hasavalueinit, thisfunction will
calculate avalue of 0 for each customer record, regardless of the val-
uein the customer Tax Code field.
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Shlp Vla — —_— = = = = — —
, =[-1== Ship lia Selections ===2I=
Selections =L P SEELE
Code Cescription
|F|LL IFII lied
LOCAL | |Company Truck
el FEDO |Federal Express
Stipvia GLOE  [Global Shipping

RPs I Fodeway Parcel
USPS  |US Postal Seruice
UPE [United Parcel Suc

=

Usethiswindow to establish the Ship Via Selectionsfor salesorders
and purchase orders. If you are using Great Plains Accounting or Dy-
namics, itisagood ideato use the numbers 1 through 10 asthe 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 isin adataentry field labeled Ship Via,

you may usethe ReferenceList function to view thevalid selections
(see “Reference Lists” on page GEN-62). The reference list for the
above setup would appear as follows:

Reference List =i——————11-
Select a Ship Dia:
ALL Allied 7]
FED Federal E:press
GLOE Global Shipping
LOCAL Company Truck
RPS Rodeway Parcel
RS United Parcel Swo
UsPs US Postal Service

=

Load| 1@, beginningat|* JALL , based on @) Code () Description
| Sart by Code I | Sort by Descmptwnl | Reload List I | Cancel I | 1] 4 IIE
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Shipment Terms =O=— Shipment Terms ==E=23

Code Cezcription
iTerms&

IES IFixed $25 Charge
Shippers

COL  |Freight Collect
M IHD Chatrgea
Shipment FFA |Prepay & Add

=

Use thiswindow to establish the Shipment Terms Selections for
sales orders and purchase orders. If you are using Great Plains Ac-
counting or Dynamics, itisagood ideato 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 isin adataentry field 1abeled 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:

Reference List =irc—0——————[81-
Select Ship Terms:
z5 Fized 325 Charge [}
coL Freight Collect
MC Mo Charge
PPA Prepay & Add
=
Load| 18, beginning at[* JALL , based an @1 Cade 1 Description
| Sort by Code I | Sart by Descriptionl | Reload List I | Cancel I I 1] 4 I;
A=

Double-clicking on any of these selectionswill insert the proper val-
uesinto the Shipment Termsfield.
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Payment Terms

Payment Terms

Code

Description

Discount Rate

Discount Expires
After XX # Days

_— _ = ==
O=———————— raymeniTerm> =)=
Date
in Mesct Credit
Discount Ianth Net Credit  Card
Expires Thru'which  is Due Card  Per-
Dizcount  After xx  Discount after xx Default  Credit Vendor Chatge item
ode Description * days iz Allowed Days Selection Card _God Fee (5) Fee ($)
1 2% 10 days, met 30 2 10 30 [ ul
2z 2% 10th Prox, net 30 2z 10 30 T [}
El C.0.0. [m] r
4 Coshier's Check [l i
5 Met 20 Days 0 W r
3 Net 60 Daws B0 [ [
El Visa car d 20 = ED 2
2 Discovar car d 20 [ s E
a Amari ran Furrazs an (-3 AMFY EIG
10 Master Card ;0O B HCARD 343 [0.07
11 2% 5 DAYS NET 15 H 15 r
12 2% 10 DAYS NET 45 45 [ r =
12 FREP4Y T IR e e e )
Pl Tz

Use thiswindow to establish predefined Payment Termsfor cus-
tomersand vendors. The sametermswill be used for both customers
and vendors.

Qube assigns a numerical code.

Type the description of each term in thisfield.

For Dynamics Users: It isaimportant to make surethat the de-
scriptionsand terms correlate with Dynamicsif you arelinking
to that accounting system. You must be surethat the term defi-
nitionsare carried over to Dynamics properly (see“Terms &
Types’ on page GPA-12).

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

After XX calendar days after the date of a customer or vendor in-
voice, thediscount will no longer apply. Enter that number here. For
example, ontermsof 2% 10 Net 30 Days, youwould entera 10 in
thisfield.
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Date in Next
Month Thru
Which Discountis
Allowed

Net is Due After
xx Days

Default Selection

Credit Card

Vendor Code

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 expiresin
thisfield.

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

Check the box next to the most commonly used term. In situations
wheretermsare not predefined (such asin Customer/V endor 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 isin adataentry field labeled Pay ment
Ter s, 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:

i
11111}

Reference List

Select Payment Terms:

Met 30 Days

MNet 66 Doys

2% 18 days, Met 38 days

>

2% 18tk Prog, Met 38 days
C. 0.0,

Credit Card

Cashiers Check C. 0. DO.

T T

o
Load| 18 . beginning atl - |ALL . based on (8 Code (C) Description

| Sort by Code I|SortbuDescription| | Reload List I | Cancel Il 1] 4 IE
A=

Double-clicking on any of these selectionswill insert the proper val-
uesinto the Payment Termsfield.

Check the box for credit card items.

Enter the Vendor Code.

Miscellaneous Functions
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Credit Card Enter the percentage amount of the credit card charge fee.
Charge Fee (%)

Credit Card Per- Enter the dollar amount of the credit card per-item fee.
Item Fee ($)
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Electronic Data Interchange (EDI)
The Electronic Data I nterchange (EDI) moduleis designed to enable
Qube usersto define EDI input and output for different customers
and vendors. It is designed with the expectation that Gentran Direc-
tor from Sterling Commerceis used as the trand ating tool, although
the output may work when using other tranglating services aswell.

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

— = — =l =]
=1 HIFMOF ERT Irlr"rlnrlc Iy —
S L S Cadta ¥ g aesatoairan et |
Functions G aun Marne [
|Soup  Name i
Setup & P iy e
Miscellaneous j» {% Set up & Miscelianeous Functions
EDI Setuy|
P = EDY Setup
= Enl - Cand/Paraina Trancartinone
i cirn — SENC/ GECEIe iransaciiins
] &alac Nrdayr Prafoaranrcoc
i S3nes wroe arerences
7 Sales Type Codes
{7 Customer Types =
= talog ﬂrllllllll Trndoc
g 3PS noIiIy voGes
M fAuailahla o Promico
g sUahanee 10 Sromis
F1 Tau Codes —
= -
1 Contract Pricing -
Z

Whenyou click onthe EDI Setup option, thefollowing window dis-
plays. Thefirst timethewindow isopened, it will appear empty. Use
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thiswindow to enter your EDI Partner Profile |D number, and set the
customer item code and UPC flags.

Ja EDI Satun HE

ioe) i ] i 3B, Create 850 Setup {Customer PO} i
[ Setup to use 850 512 4010

) 1T111 Seqment 15 The tem Lode @ 1T FUT Segment Is the tem Lode
@) 15t IT1 Seament is the UFC Code () 15t PO1 Searent iz the UPC Code

P Assigned
ength Yalue Order

|Segmen it Hame Eizced Format Portion  Elomont Name Poiti

=T T T -3 —1
YRR NS | AT —
i Rl o Rl ol e | J 7%

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.

SM-OE-104
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Hereisapartial list of theinitial values for the 810 transaction.

[Segrent Name

Starting

Max Assigned

Fixed Format Portion Element Name Position Length Yalue
Header Record 210 00000000000 || Transaction Set id 17 |510 00000000 T
Header Record 210 00000000000 |[Partner's Profile i.d. [ 57 | s [4g100 [ 2
Header Record 210 00000000000 [[Version i.d. [ 114 | & [003030 [ 3
Header Record 210 00000000000 |[EDI Standard Used [ 143 [ 1[x 4
Header Record 210 00000000000 |[Relationship Test/Production Code | 129 | 1T ,_5
Beginning Segment for Invoice |[810 BI1600200000 |[Invoice Date [ 13 [ 6 | &
Beginning Segment for Invoice |[[810  B1600200000 |[Inuoice Number [ 24 [ 2z =
Beginhing Segment for Invoice |[810  BI1600200000 [[PO Number [ sz 22 [ 8
Baseline |tem Data 210 IT102600000 |[Number of Decimal Places [ 29 [ 1[o )
Baseline |tem Data 210 17102600000 |[Quantity Inveiced [ 30 10 [0
Baseline |tem Data 210 1T102600000 [[Unit of Measure [ 40 [ 2| 1
Baseline |tem Data 210 IT102600000 |[Number of Decimal Places [ 42 | 1[3 [z
Baseline |tem Data 310 IT102600000 |[Unit Price [ 4z 14 EE
Baseline |tem Data 810 1T102600000 |[Product Qualifier [ 59 | 2 [sk e
Baseline |tem Data 310 17102600000 |[1tem Code [ 61 30 s
Al lowance 510 1TADS000000 |[Allowance or Charae Indicator [ 18 [ 1[c [ .
Al lowance 210 1TADS000000 |[Allowance or Charage Method Code | EXH| 2 [o6 7
Al lowance 510 ITAOSO00000 |[Number of Decimal Places [ 59 [ 1[2 [ e
Al lowance 210 ITROS000000 |[Total Allowance or Charge Amount | 60 | af e
Al lowance 310 ITAOS000000 |[Special Charae or Al lowance Code | 186 | 3 [400 [ 20
Total Monetary Summary 210 TDS06000000 |[Number of Decimal Places [ 12 [ 1]z =21
Total Monetary Summary 210 TDS06000000 [[Total Invoice Amount [ 12 1o 22
Transaction Totals 510 CTTO6600000 |[Number of Decimal Places [ 13 [ 1[0 [ 23
Transaction Totals 210 CTTO6600000 |[Number of Line |tems [ 19| 6 [ 24

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 datato be electronically
transferred to the selected customer.

Electronic Data Interchange (EDI)
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Loading EDI *To load an 810 Setup (Sales Invoice)
Setups

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

This information should come from the trandating service.

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

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

The 810 Setup will load:

I

EDI Setup i
1000z AVZ COHPAHY [ 8% Lot 10 setip ates mvoioe) |+ | By create 850 setup custemer Po) |
ISR TR 2345 ) et up o use version #-i Z 5050 T Setup touse 530 12 4010
“Customer ter Code " flag =|CB UPC flag = JUF (@) et up to use wersion =132 4010
O|QIT\ngel the \le:d @|tPD|Sqmet the Itenn Code
= F is the UFG Gode

sttt =]
=7 o 12z4s 1
114 o [o04010 1
EE % i
210 oo a0 . D) T T
nt for Invoice 15 El z
|E=sioning Segment for imuoice 210 Elo00200000 |irusics Mumber: EE z
g et for Teamive 810 RiGnRoNAAAN PN Hombe ) B
810 _BIG00200000 jiCredit Date 18 B E
210 B1GO0200000 ][CR Meno Humber. 2 2= E)
i 810 51600200000 |[PO tumber se| 2= 3
\Beginning Seg
llEeginning Segment for Credit ||310  BI000Z00000 | Tronsection Type Code 110 Z [ 5
I ; e ot e e e i3
Jrerarence tdmtitivution 510 FEFO0500000 || ferercs Lo Qualifies is 5 ][1as Bl=
I
[gaTua T ale Tonleal =1
LR L ]| i} i

*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.

SM-OE-106 Electronic Data Interchange (EDI)



Order Entry C,

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

The 850 Setup will load:

Ja EDI Satun HE
3 — 3
Load 810 Sebup {Sales Invoioe} |+ | S Load 850 Setup {Custemer PO} ||
S [ Set up to use 250 H-12 4010
@ co arsin
) 15T 111 Seqment i te Item Lade 1 15T FUL Segment I e (tem Lode
(8 1t IT1 Seqment s the UPC Code ) 15t P01 Seament is the UPC Cods
Pian Assigned Sor
[egment Hame Fixed Format Portion  Element Nama Lenath Yalue Order
Header Record 850 i 1 17250 00000000 =
[Fi=der_Fiecora 530 a7 5| 1za4s i
250 00000000000 - 4 T £ [001010 T
[iM=cder Recard 250 00000000000 (EDI Stardard Uzad 43 % T
i'nsuuer Fecord £30__OODODO0OOOD_|[Feiationsnip Test/Froduciion Code 155 T i
Begirming Segment for P 0. les0 Tranzaction Set Purpose Code G 777 B
jiEeginning Segrent for P. 0. 4890 Tranzaction Set Purpoce Code i 257 2
lleainning seament ror r. 0. |[so0  eooozoonoo [Purchese order Twpe Gode z0 z[777 z
e o lleso  eeconzcoonn lleat -~ 2l o 2
F. 0[50 BEGO0Z00000 [P O Dats 74 B Z
EBoginning Segment for P 0. |[850  EEGODZ00000 |[Contract Humber 2 z
Currency 530 CUR00300000 |[Entity Identifier Code 15 5 [777 s ||
CUrrency 830 CURDD300000 [|Currency Code Z1 3 3
— = e —————— —— = - =
——— T ———  —
|aal A iR IRl Wl —
et Bl Bl B el H 7

Creating the To createthe export filefor 810 records, select Print Some I nvoices
Export File used from the Invoiced Salesreports list.
by Gentran

iPr‘int S0me Invoices & Credit Memos

i Please Doubie Ciick to Enier Parameiers i
| Pleaze Enter Beginning Invoice Dote B6/29/2008 |
Please Enter Ending Inwoice Date B6/29./Z008

ar... Enter Beginning Invoice MNumber

Plus Ending Invoice Number

|
| Fieaze Enter 1 Customer Code or ALL ALL
I

If you send the output to file (not to screen or to aprinter), Qube will
know that you aretrying to create the EDI export file. Y ou 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 trangdlating software for transmittal to your customer.

Electronic Data Interchange (EDI) SM-OE-107
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Send and Receive 0

’ Send and Receive EDI Transactions =~~-—"1-H
EDI Transactions

| Send EDI Invoices (Type 810" Transactions)

Order Entry
Functions

Setup &
Miscellaneous

EDI - Send/
Receive
Transactions

[
| {? Import Customer Sales Orders (Type 850" 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:

[0 == Send and Receive EDI Transactions ——H

Please Enter Beginning Invoice Date| 63/22 /2006
Please Enter Ending Invoice Datel A5/22 72000

or... Enter Beginning Invoice Number

Flus Ending Inwoice Number

Dlasss Frtar 1 Costarmar Cods
uuuuuuuuuuuuuuuuuuuuuuuuuuu

T Yrenameiinngs

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
aPRN.

*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:

[ =————— cond and Baroiva ENl Trancartinnc =
L ————— SN0 AQN0 ntioIVE Coh Tansallitns =1
|
i
| oF  HngeriLaialnnwa DElee Uvddre {Tups DL Trunamciinndl
Please Enter the Customer Code ||
— =
n—n—'!

2. Enter the customer code.
3. Click the SAVE button.
4. Select the name and location of the import file.

Thefile will beimported as directed. You will get a standard
Windows or Mac window to select thefile.
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Forecasts

Forecast Header

Forecast &
Quotation Func

Forecast
Header

Case 1l

Case 2

=
=

[m

Print

Eill To 10001

Date| 1172171997

Forecast I 10062

Ship To 10001

AEC COMP ANY

AEC COMP ANY

1234 15th Street

Software Products Division

1224 15th Street

L Card Auth

Evpires |

Glendale Glendale Ch
G Zip Code | 72133 52100 Coaniryfusa,
US4, {Country} izer] Bob Jones
Eob [ Joresmithberger Call i_ Hours Before Delivery
Sales Rep Acet Mar |REP Shipping Location |6 ¥ Cases Shipped
Terrnz Code 13 2 0% 10 DAYS Nat 30 Requected Ship Date [02/01171008 Est. Freight
Net Days pise. bue | ™ crcard Last Shipped On UPs Zone |
Credit Card # Shipment Terms [PPL vialP .| E.

Change * Change Date

PO * Sup [000 | pept | 00 Deposit= §

Contract # Terms Discount & Eill of Lading *

Sale Type s‘eaeusl F_ Forecast Entered buy: # 1, Samuel Databaze lzer
I Forecast Subdodal 3,372.00
| s T 4 P
i Th| Tax *1 0.00
|  — — ——
| 1 Tax *2 0.00
| 1
s Shipping 0.00
1 ——
| Handling 0.0a
Ll i S e |

[ PFrint on ‘ork Order [ Print on Order /Invoice El Total & Z,972.00

YTDSales =% 41,304; lstOrderedon 12/15/1991; *ofOrders = 10 |
Last Inveiced on 09711 /2000; Average Sale = $4,150.44 |

AN e ]

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

| Header ﬂ Items

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 aswell asitems. Then, as the sales
orders materialize, they may be converted to sales orders using the
Convert Forecastsinto Orders function. These companies might
be make-to-order manufacturers.

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

Forecasts
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[=
=1

Print

|BiIITO ] rom=

Main Menu

Order Entry

Forecast &
Quotation Func

Forecast Items

“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 Recor ds selection of the
Forecasting Functions section of the Production Planning Func-
tions palette.

Although thereisaPrint 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:

10018 Nake to Stock 10050 -1 of 1
Item Code Date Status Ordered Chance of Sale Price LUnit Extension
9111 IDUIS/Q? IFI 70 I 100 ?DI 550.528 I ER 22,537.66

Forecast ltems El’ﬂ‘f

a1l 01/13/97 F w0 70 550.538 EA 38,537.66 [+ ]
i
Series 9 chair Forecast 38,537.66
Motes %
[ Print on Work Order [C_Frint on Order /Invoice
Fep Commission | Batch | Seheduling Priority|Z | Discounts %] |
Acet Mgr Cornisn | Budget $]52022.000 | [113.60 Hrs Pre-invoice| [
Sched Ghip Date Requested Ghip Date Ordered Chance of Sale Eack
01/31497 IDU’SU’Q? | 10 100| Ordered Status
(RFERVLE] (RFERVLE] i} 1o 6 Rschedul ed i T4
02/ 15/97 02/ 15/97 10 100 10 Unscheduled  100S0-1-2 =
02/28/97 02/28/97 10 100 10 Unscheduled  10050-1-3
03/15/97 03/15/97 10 100 10 Unscheduled  10050-1-4
03/21/97 03/21/97 10 100 10 Unscheduled  10050-1-5
04/ 15/97 04/ 15/97 10 100 10 Unscheduled 10050-1-5
|MI|HI4 I DIDHIE‘}‘IQI%I@I Header Items
=

SM-OE-112
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Status

Convertto aSales
Order

Usethiswindow to enter and edit forecast recordsjust as you would
any sales order or quotation. For information on the window at-
tributes and how to operate on datain the window, seethe section on
“Sales Orders’ on page OE-29. Use the information on sales orders
for the forecast window, asit isidentical, with the following excep-
tions.

Attributes Unique to Forecast Window

{Calculated} Thisfield is not accessible in aforecast record. It will
aways contain thevalue F when in aforecast record.

Thisis necessary because forecast records, like quotations, are
stored inthe Sales Order fileformats. They attain their unique qual-
ities by virtue of the F inthe Statusfield. Thisisnot something
you need to worry about; thisfield isautomatically maintained by in-
serting the forecast record through the forecast window. However, it
does help explain the similarity between the record types. Thisis
aso why, with the exception of those attributes outlined here, fore-
cast records are maintained in the same way that quotations and sales
orders are.

{Button} Click on thisbutton to convert theforecast recordto asales
order. Thiswould only apply when the forecast was applied to acus-
tomer record as in case one above.

When you click this button, the following message will appear.

Are you ready to convert forecast #10017 to |“|

a sales order? E

Forecasts
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Chance of Sale

Click <NO> to abort the procedure. Click <YES> and thefollowing
message will appear.

Click YES to Save the current forecast |“|
record; NO to delete it. E

If you click <YES>, the function will create a sales order from this

forecast and preserve the forecast record. Thisishandy for situations
where you get the same or similar forecasts and sales orders from a
customer on arepeating 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 del ete the forecast record from
the datafile, leaving only the newly created sales order.

CAUTION: It isimportant to remember that if you elect to pre-
servetheforecast record, you may be opening your self up to po-
tential problemswhen 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 sureyou takethisinto consideration and de-
termine how it will be dealt with prior to preserving for ecast
recordsthat are being converted to sales order records.

{Numeric, percentage} Enter the probability that this sale will close
into thisfield. Thisfield isfor 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 doesor it doesn't). A better way to rank forecasts for
the purposes of production planning isto use the Scheduling Prior -
ity field (see " Scheduling Priority” on page OE-48).

Using thisfield, you could code forecasts with 100% chance of clos-
ingwith A, and thosewith little chance of closing with alower letter.
Then eliminate all of the forecasts below a certain level when run-

ning production scheduling. Asforecast records become morelikely

SM-OE-114
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Convert

Forecasts into
Sales Orders

Forecast &

to close, raisetheir grade, and so on. Thisprovidesapretty good way
of determining which forecasts to schedule.

fE=———————

Convert Forecasts into Sales Orders

EEEE

[gerie= g chair

[Ece company

& Load Foresasts |

Flanned Forecast
Ship Date  Order—Line *

Customer

Zip Code Ilem Code

Prodtn Sched Forecast Quantity

Quotation Func

Convert
Forecasts into

Orders

Status Quantity 1o Order Sales Order Number

06/12,/93 [ 10015-1 10005 24516 ?25 Hot Sched. I 4 I I

0641292 10015-1 10005 24516 725 Hot Sched. 4 4
10/15/93  100153-2 10005 34316 925 Mot Sched. 3

09/15,/93  10015-2 10005 34516 925 Mot Sched 5

08/15/93  10015-2 10005 34516 925 Mot Sched. 5

07415/93  10015-2 10005 34316 925 Mot Sched. =)

06/412/92  10015-2 10005 24516 Q25 Mot Sched. =)

06/12/93 100154 10005 34316 925 Hot Sched. =)

0z2/01/96 10015-5 10005 34316 TOPLEVEL Hot Sched. 25

06/16/92  10016—1 10004 Q0009 725 Mot Sched. 50

06/16/93  10016-2 10004 Q0009 923 Mot Sched. 130

o1/01,/85  10017-2 10002 Q0112 925 Mot Sched 5

02/01/95  10017-2 10002 Q0112 925 Mot Sched. 5

03/01/95 10017-2 10002 90112 925 Mot Sched. =)

04,01/95  10017-2 10002 Q0112 Q25 Mot Sched. S

03/01/95 10017-2 10002 Q0112 925 Hot Sched. 10

03/16/95  10018-1 10015 a1 Finalized 73

02410/95  10012-2 10012 9111 FR/E Mot Sched. 2

If you are utilizing forecastsin a“Case 1" type model (see”Case 1”
on page OE-111) where forecasts are more attached to specific cus-
tomersand what they arelikely to do, you may wish to convert them
to salesordersrather than actually enter new sales orders asthey ma-
terialize.

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

Thisisfineif you need to convert an entireforecast into asalesorder.
However, what if only one line item, or even one shipment record
materialized? Or severa individual line items on several different
forecasts? Y ou would not be able to manage these situations very
well with the convert button on the header window.

Thiswindow provides an answer to these situations. It allowsyou to
load al of the forecast shipment recordsin asingle 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

Forecasts
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Load Forecasts

Edit

Save

Cancel

Sched Ship Date

record or not. It isavery handy window for companies which main-
tain forecastsin a“Case 1" fashion.

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

{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:

Sched Ship Date Requested Ship Date  Ordered Chance of Sale Back Sales
06/12,/92 IUG.-" 1292 I El 100 Ordered Status Shipment C

06 /12/92 06/12,/92 =] 100 Unscheduled  10015-2-1
07 /15792 06/12,/93 5 100 Unscheduled  10015-2-€
03/15,/93 06/12,/93 5 100 Unscheduled 10015-2-%
0a/15,/93 06/12,/93 5 100 Unscheduled 10015-2-&
10/15,/92 06/12,/93 5 100 Unscheduled 10015-2-C

{Button} Clicking thisbutton allowsyouto edit any recordinthelist.

{Button, visible only when in edit mode} Clicking <SAVE> will
causethefunction to search thelist for any records which have apos-
itive quantity in the Quantity to Order field and an order number in
the SalesOrder Number field. If it finds these conditions, the func-
tion will create anew sales order.

{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 thelist,
click the <LOAD FORECASTS> hutton and the screen will refresh.

{Datefield, display, editable} Thisfield displaysthe scheduled ship
date from the forecast shipment records as shown above. Changing
this date leaves the original forecast record untouched, but provides
anew shipment date for the resulting sales order. Y ou may sort the
datain thelist by clicking on the column heading for this field.

SM-OE-116
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Forecast Order-
Line#

Customer

Zip Code

Prod’tn. Sched.
Status

Forecast Quantity

{Display only} Thisisthe 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 salesorders. Y ou may sort thedatain thelist by clicking onthe
column heading for thisfield.

{Display only} Thisisthe customer nameof the customer recordtied
to the forecast records. Y ou may sort the datain the list by clicking
on the column heading for thisfield.

{Display only} Thisisthe zip code of the customer record tied to the
forecast records. Y ou may sort the dataiin the list by clicking on the
column heading for thisfield.

{Display Only} Thisisthe production scheduling status of each fore-
cast shipment record. Thisfield will display either “Finalized” for
those records which have been scheduled, or “Not Sched” for those
records which have not. Y ou may sort the datain thelist by clicking
on the column heading for this field.

{Numeric, display, editable} Thisfieldinitially displaysthe quantity
in theforecast. When converting the forecast record to asales 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 thisfield. Thiswill not delete the forecast line from the
record; it will merely cause the quantity forecast to become zero, as
shown below. Y ou may sort the datain thelist by clicking on the col-
umn heading for thisfield.

|§D§ Forecast ltems ooa0"iu——————————
10005 CCC Company | 10015 - 1
Itern Code Date Status Ordered Chance of Sale |=Fii] Price Unit
725 [oss1zraa [F | 0 [ 100 | o[ 332500 [ EA|
”?25 05/12/93 F X 100 332,500 EA
Q25 06/12/93 F 25 100 25 500.500 EA 1.

Forecasts
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Quantity to Order

Sales Order
Number

{Numeric, editable} Enter the quantity to order in thisfield. You
may enter any quantity in thisfield, even quantities exceeding the
forecast quantity. Entering datain 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 datain the list by clicking on the column
heading for thisfield.

{Alpha-numeric, editable} Y ou must enter the sales order number
you wish to apply the forecast to in thisfield. If you do not, the sys-
tem will not create a sales order when you click <SAVE>. Y ou may
enter apreviously 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 isgood, therefore, to enter a unique order number for each
shipment to avoid confusion. Y ou may sort the datain thelist by
clicking on the column heading for this field.
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Forecast EN=———————— Forecast Spreadsheet - By Month —=————_—___"Is-I8/3
Select Daus & Weeks Select One e or ALL 01701795
Sp read S h eet 8 Select teeks & Months Seleet One Customer or 411 dtart Date &% Load the Spreadshest
@) Select Months & Quarters End Date [09/30/95
@ Display Units ALL Plesse select 1 Item Codz or ALL il Grapn it
(C) Display Dollars
Itern Code Jan 95 Feb 95 Mar 95 Apr 85 May 95 Jun 95 Jul 95 Aug 95 Sep 35 Oct 95 Moy @
925 5 ik
9111 FR/S 3
Forecast & CHERRY !
Quotation Func JAZZ 12
Forecast THREAD z
Spreadsheet 9111 73
7111

By Manth By Quarter H
5]

Spreadsheet Qube ERP™ contains several windowswhich allow the presentation

Windows of datain spreadsheet form. For example, if you have several out-
standing forecasts for an item with scheduled delivery datesin dif-
ferent time buckets, it is useful to be able to see this demand
represented as one line on awindow 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 requirementsand work center capacity requirementsareall
areasin 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 Qube ERP™ provides several ways of getting forecastsinto the data

to the Data File file. The most straightforward method isto enter them manually, as
you would any sales order or quotation record. Thisisaccomplished
through the For ecast Header and Forecast L ineltemswindows. In
addition, you may use the automated Gener ate For ecasts 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 ]

FO rec aStS Use average daily sales from I 31./25./1999 throughl B1./25./2060
W|nd0W to prepare a forecast for (8 a period of I 96 | calendar daus, starting | 3@  days from today
) the period from [83/26/2008 | through[96/z3/26868

Generate Forecasts ="rc———————H

Prepare the forecast for @ 3l Itemz and All Customers

1 just thiz Group code: |P.LL &
Eorecaste) ) just this Sub-Group code: IALL
Quotation Func T pabudia bl guelied Rt svvan Mo Giie mer faa w0t
Generate ) just this Item Code: ALL

Forecasts

) just this Customer Type | ALL
7 just this Custorner
Sales should be expected to change bgl@_% ingeneral, and bglﬁ_% due to seasonal variation.

Additional options:
M Lse Scheduling Lot Size to set quantities needed if forecast brings stock below minimum.
X Recommend quantity which will bring stock ta maximumn levels?

After the sales analysis, @& Just generate forecast records
just print audit report
) generate forecast records and then print audit report
[T Separate Each Ship—From Location

{8 Base Forecast on Sales Order Items
) Daze Forecast on Gales Order Shiprnents

:@ Yiew my Schedule

Thiswindow is designed to audit sales of items over aperiod 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-
aly. You may useit to segment items by Item, Customer, Group,
Sub-group, and Customer Type codes, and base forecasts on sales
order items or shipments.

Itisagood ideato 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 asim-
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 thisinformation to create one sales forecast
record to a customer record whose company nameis “Build to
Stock.” If acustomer record with the company name “Build to
Stock” isnot 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 requireamor e sophisticated method of forecasting,
you should gener ate for ecasts outside of Qube ERP™ and im-
port them as shown in the following section.

*Using the window to generate forecasts

1. Click <NEW>.
Thiswill cause the window fields and buttons to be accessible.
2. Enter the date range you wish to analyze.

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

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

You may do thisin 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 adate range. In order to access these fields, you must
click on the following radio button:;

% the period from |E|2r"13f'9? thrnughl@SHle??
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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:

X Inclode an qualified items ewven if no sales are forecast,

This selection causes Qube ERP™ to add aforecast 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 helpswhen you manually edit the
forecast. All itemsin the group will aready be listed so you
won't forget them when you are doing the editing. Selected
items can be removed if you wish.

Note: Thiswill cause dependent aswell asindependent itemsto
show up on theforecast, so be careful when utilizing this option.

5.

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

Sales should be expected to change bul 18 % ingeneral, and bul 5 % due to seasonal wariation.

Using Scheduling
Lot Size

6.

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

Activate or deactivate the Additional Options
section of the window.

Normally the quantities associated with each item will be the
guantities 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 salesis 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
(@l builds are donein lots of 24 units), then the recommended
quantity will be 720.

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

. 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 datafile. You may wish to print the audit
report first. Thiswill 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

Forecasts
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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:

Eie———"——————— screenrepoit e—n————————P17
Generate = .
World Class Industries P
Forecasts Generate Forecast Audit Report, Forecast #10051 10051
H Period Covering 01/01/96 - 12/31/96 for Group , Sub Group
Au d It Repo rt MNumber of Sales Days Applied to Average Diaily Sales = 90. Number of Bales Days Analyzed = 365
Expected Change in Sales = 0%
Report Prnted on 01114197 at 12:34, Page Fiscal Weel: 105 - 157
#1
Expected Quazkity Min
Fales Cukvent Commireed Expected Srock  Feheduling
Dem Code Deseription Quantity Stock to Sales Requirement Level  Bundire
433 KIT Reamer Eit 2 i 10
TOR top item H i 500 s02 i 1

Totals for Inventory Tyvpe

o111 Heriea 9 chair 13 8 169 174 1} i
9111 FRIZ Thiz iz & PURCHAZED SUBASSEMELY 2 11 0 1 1} 5
9111 FRAME Assemnbled frame for 9111-C chair 0 o 5 15 1} 5

Totals for Inventory Type FINE FURN
LAMP1 Tablz Lamp 1 3 1 4 5 1

Totals for Inventory Tvpe LIGHT

10020 Clogure, 38 mm HG whie 74 o 300 ir] 1} 5

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 forecaststo the order date of theitems, or
the actual shipment dates.

Note: Normally you would wish to base your forecastson the ac-
tual salesorders, rather than the shipment dates. Often ship-
ment dates can beimpacted by your internal issues (stock-outs,
etc.,) rather than demand patterns (when your customer s actu-
ally want the stuff). You are better off to base your forecastson
the demand patternsrather than the shipping patterns.
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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

Set Up
Functions

Import Data

Import Starting Data =——————I"-HI=

File Mame

|Furecasts

File Header? & “isder
Field Delimiter & ¥z

g

Avrailable Fields

Fields to Import

ship
Ship
Ship
Ship
Ship
Ship
Ship

I tem
| tem
| tem
| tem
| tem

To
to
to
to
to
to
to

Company
address
address
city
State
Zip
Country

R —

Sales tax rate
Shipping charge
Handling charge
Forecast Header Mote

Code, Option
Code, Option
Code, Option
Code, Option
Code, Option

Forecast |tem Hote
Forecast |tem Date

L4 I S

Faument terms %

Probability of Sale @

Shipping terms **Required *# [tern Code of the product that this ﬁ

Ship via L customer is ordering. Must match an existing entry

Ship to Customer Code E in the Item Mazter File window.

Ship-from Stock Locatio 3
]

I tem Cods

Ouantity ordered Humber, 0O dec.
Scheduled =ship date Date

Unit Price Humber, 3 dec.

Some companies will wish to generate their forecasts outside the
system. Perhaps they receive customer forecasts electronically
through EDI or another method. Or, perhapsthey generatetheir fore-
casts using aforecasting 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 thiswindow, 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 Bui | d to St ock. If
this customer does not already exist in the datafile, 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 aforecast header, insert the Buil d to

SM-OE-126
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St ock customer record, and create the line items and shipment
records, all from the supplied data as shown.

For example, the following spreadsheet data:

S=—————— forecast | =———————
] | B C | D
1 g111 10 3517597
2 g111 10 3715797
3 g111 10 401797
4 g111 10 41597
5
1)
[4[ 4 [» ™. Forecast 1 / IE N

Yields the following forecast record:

Em] Forecast Items =|_E|_§
10007 Build to Stock 0014 -1 of 1
Itern Code Date Status Ordered Chance of Sale B/O Price Unit Extenzion
g2111 I]UIU]J"Q? IFI 40 I 100 4U| 250,000 I EA 14,000 .00
g111 io/0197 F 40 350.000 ER 14,000, 00 |47
I
Chair - Series 8 [Forecast [ [ 14,000.00

MNotes

[~ Frint on Work Order

[~ Print on Order #Invaice

=

Fep Commmizsion

Bateh |

Scheduling Priority IZ_ Discaunts %

Aot Mgr Comisn Budget $| 3428, 562 | 12,000 Hrs  Pre-Invoice

Sched Ship Date Requested Ship Date  Ordered Chance of Sale Back Sales

02/01/97 IDS.-”D].-"Q? I 0 100|  Ordered Status Shiprnent Code
0z/01,/97 0z/01,/97 10 100 10 Unscheduled  10014-1-1 <
03 /15,487 03415087 10 100 10 Unscheduled  10014-1-2 |
04 ,/01,/97 04,/01,/97 10 100 10 Unscheduled  10014-1-3

04 £15/97 04/15,/97 10 100 10 Unischeduled  10014-1-4

AR EREE ==

|

Header

Iterns=

[

Any additional datawould merely enhance this forecast record with

additional information.

Forecasts
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Quotation Header

Forecast &
Quotation
Functions

Quotation
Header

Quote Header

I Ouatation Hoadaor =
O Quatation Hoadoy =
Print or Convert
] R o - | p— = | p—
Bili ToI 3y 1% Cusiomer 1 Saies Up Ship To g! 10007 UUOIE! 20005
10002 Date | 02 /082000 AEC COMP ANY
HYZ COMP ANY Software Products Division
F.0. Box 4433 1234 13th Street
Glendzle lca
Chatsworth 92155 Country Codel SP
CA |ERES User] b Jones
S A P [ |
us.A. Cait ] 1 |Hours Before Delivery
Dan [Frisbee
Sales Rep (@50 acct tgr [k Requested Ship Date| 02 /08 /2000
Pay Terms | 2.0% 10 DAYS Net 30 Expiration Date
PO #® Shipment Terms | FF \"IaiF‘.I.E.
. | Unit prices inciude freignt
Contract Charge handling
Sale Type |FHONE StatusID Open Sub|ooo | Dept[o0
Boszals # 122456 - | = PR - e -
esale ® 123456 Currency | FR Sub-Totai 3765110
Tax ¥ 0.00
| 10.000 Freight tax 365
Fo— " 20000
Freight .I ------
M Ittty US Dollars by | ————
= [IMuttiply US Dollars by 060
- |5. 4821 Total =7,894 75 FR
[ealaa T o Toplal - d=mil=1 | Header temsz Arvailahle
T N s | [ AT

Y ou can quote to either acustomer or sales opportunity by selecting
the appropriate radio button.

@ Customet O Sales Op

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

When adding a new quotation, you may use the reference liststo se-
lectitemsfor different fields. If you usethereferencelist to select an
item code, instead of displaying only item codes Qube will display

thefull reference list. Thisway you may select competitiveitems, if
you wish to look up your own item code or a competitor’ sitem code.

Likethe salesorder header, the quote header contains basic informa-
tion about the whole quote.
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Quotation Items

=

Forecast &
Quotation
Functions

Quotation
Items

O0=———————untatioh iems=——————FHE
10002 XVZ COHPANY l 20008 -5 o6
Jtem Code Date Status Ordered Shipping B/0 Erice Unit Extension
N1 Inz 129000 In 1 in ] nl sl nn nnn 1Rl 1,000, 00|
oo 1 02/17/2000 O 10 10 100,000 EA 1,000, 00 |
000z 02,/08/2000 0 20 20 100 000 E# 2.000.00 i
-
]
I~
Series O chair Open 3,000.00| HI

1 Show Ontion Soloction @ Show Chin Natec & Nuota I1tom Notoc

3
&

EID KD

Horne Unit Price £17.70
Home Unit Price $17.70

ltems

Converting a
Quotation to a
Sales Order

Group TABLE
Budget & 150500000

Dizcounts % I

10 Mot Sched

02082000 10

|

[@alK <4 Te Thl®lalFlw] LE Eoti mated Conts |

Just like on the sales order, you can enter, edit and view all itemson
aquotation with all associated comments, shipments and options.
Qubewill default the Shipping quantity if thereisinventory on hand;
thisisto inform the person loading the quote if the items are avail-
ableimmediately, just asin asalesorder. No action will be taken us-
ing the Shipping quantity until asales order is created.

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

asalesorder. The entire quotation is converted to asales order. A di-
aog box will prompt you to delete the quotation. Deleting the quo-
tation eliminates any confusion resulting from having the quote
(whichisnow an order) show up on both salesreportsand quotations
reports. Preserving the quotation, however, allows you to enter and
maintain “boilerplate”’ recordsand reduce dataentry. 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.

Quotations
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Viewing Option
Selection

Y ou can choose to view the Quotation |temswindow 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 thetwo ra-
dio buttons:

| @ Show Option Selection () Show Ship Dates & Quote Item Notes

I Lengtn Width Height R - - =1

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

O=———————————————  Quotationltems=———————— 15
20016 -1 of 2

10001 ABC_COHPANY
[tem Cods Date Statug Ordered Shipping B/0 Erice Unit Exctension

9111 Chair [open I I 5,348 80|
@ Show Option Selection ) Show Ship Dates & Quote ltem Notes
Length Width Height 2]
Quantity per  Quantity per Cost
Opt. Class  Parent ltem Option Chosen Description 111 FRAME 3111 Multiplier Unit Price
oon [2t11 Frere || EEE] [Generic record for| 5.0o000] [~ o000 [ 1 0000
FRERIC 9111 O111-FAB/SEN  Cul & seun fobric 1.00000 1.000 1,76 28,424
HoIsT 9111-FO/CUT COUER Generic maisture b 1.00000 1.000 1.76 2,936
[ a1t B0X Packing box 1.00000 1.000 1.76 1.760
LERTHER: 0111-FAB/SEW  CONDITIONER Different types of 1.00000 1.000 1.76 1.760
FAERIC 9111-FRE/SEW  FRERIC Generic record for 1.75000 1.750
FAERIC 9111 FAERIC Generic record for 1.00000 1.000
o111 FR/FIN FIisH Generic record for 400000
2111 FEAME ccord 1. 10000
Selection Deadline Lead Time = 30 Days [T Required Option Generic recerd for wood (maple, ___.ry,
Nates for this Optien:| | Print this Option on the Quotation IT_Print this Option's Nates on Sales Order and nvoice?

B =[] Lo | e | 7
7

Just like on the sales order, you can enter, edit and view all itemson
aquotation with all associated comments, shipments and options.

Y ou 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. Y ou may manually edit it, and the option’ s unit price will
change appropriately.
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Available to

The third card tab of the Quotations window, Available, displays

Promise the following screen:
| Quotation lteme =)
10027 Felix Rocket Col L ! 20030 -2 or 2
oK [omrms o [ ol — oo o] we.000[ea| 742 o0]
SR | Uddopigds U Zo.u “a.u oELUUU EA 1,400, U0
10MOS3 0472671999 o 100.0 100.0 00,0 5. 000 Ef 4,500 OO:
Ualve i 1.00]
to Promise o, Siec 05731/ 1939 i e loa,/ 137 1999
NS /N7 /1009 lne #07 #1000 074121000 02 #15 £1000 Ina o0/ 1a0a
_ 05/10/1993 06/ 1471339 071971999 08/23/1999 09/27/1999
Leadd T 03/17/1999 0672171999 0742641999 02/30/1999 100471999
0 Days 05/24,/1009 06/22/1909 08/02/1090 00/06/1999 101171902
Defauit Seiling Prices 2 ~:‘-E. ssﬁ cw_s 0% D nﬁ‘-oy. 0%
n n nnn n nonnn n nonnn
Q 0.000 a 0.000 Q 0.000
] 0.000 1] 0.000 ] 0.000
Non-Allocated| Com=
General mitted|] Quantity
Itern Code Quantity Description Stock]| to Sales|| Available
oo reiicen 10w vaive ste assemdiy i
200000  Packing
i T |
b o o
Packing hox - 5 =
Stamping ‘\5
l | teater [T mems || dvailable l%
The Availableto Promise section provides aview 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 Quiotation data can be printed out sorted and subtotaled by Custom-

Reports

er, Product, Date and Sales Rep. These reports may be accessed by

selecting BOOKED ORDERSfrom the Sales Reports sub-menu.

EN]

Booked Order Reports

Quotations
Quotations
Quotations
Ouotations

By Customer Code
By Date

By [tem Code

By Sales Rep

EEEE
ki

Quotations
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Sales Op
Functions

Sales
Opportunities

Purpose

oo o #l 2onnoe = oo P xl
Gpportunity ¥ 7000032 = usa Customer |

Co. fame Grange County Furniture Specialty

Addresz 1 12245 Hallyfield Lane Soare | k- *

bddress 2 [Suite 333 Lead Source|

Oshkosh state  [cA Zip Code | 12345
@ Sam Ross [r e Jiis pirecter #le 12 552020 «12245s
Contact 2 I_ I &
Fax
SalesRep |1 Sarnuel Wilzon, 415-666-T758 Twpe  |FETL Retailer
Department | SIC code |
iterm Code Siii Chair - medel iii
Est.Value $[50000 Sample Sent on Send Letter |

Date Entered [ 0471071900 Last Follow Up  [04/10,/1092 @ on ) Lost {0 Postponed

Nest Aetion Mesct Action Date | 06,/10/1999 1 Open Reasan |
Expactad Cloza Date Status Cods 1
This is & tewi—wrap somimen o ay enter while paragraphs of text in 4 o separale paragraphs
within the cornments field, press yvour carriage return key. To save the comments, press your Enter key. =
[~]
_— = = |
= I | Sales Op | | Qualifications | | Contacts |
A Quotations I
E [ — I Vn ]
Search Aotivities e Customner
J | £ || Iz

The purpose of thisfunction 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 areyou least successful at?

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

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

Thereisaso 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-

Sales Opportunities
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Opportunity
Number

Customer
Number

Opportunity
Name
Score

Contacts

Phone #
extensions

Sales Rep

Acct Mgr

ltem Code

formation on the Sales Opportunities Browser, see “ Sales Opportu-
nities Browser” on page GEN-82.

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

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

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

Enter the sales opportunity scoreinthisfield (see Sales Opportunity
Qualifications’ on page OE-137).

{Indexed} Y ou 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.

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

#612-555-8888 123456

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

Enter theinitials of the account manager in thisfield. Thismust bea
valid employee code.

{Validated, Indexed, Unique, All Caps} Enter the ltem Code from
your item master filein this space. It is not necessary to enter any-
thing in thisfield.

Sales Opportunities
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Est. Value

Date Entered

Next Action

Sample Sent on

Last Follow Up

Next Action Date

Expected Close
Date

Send Letter

Status

Open Reason

Status Code

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.

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

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

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

When you enter thisfield, its value will default to today's date. Y ou
may change that value, if you wish.

Enter adate hereif 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 adate in this field. When you enter this
field, itsvalue will default to seven days after thelast follow up date.
Whenyou pressthe Enter key, the system will produce adialog 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.

Enter the date that you expect to close.

Enter the send |etter date.

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

Enter any 10-character codein thisfield (e.g., PRICE, QUALITY,
DELIV, etc.)

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

Comments The history of contactsto 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

Profile

Search

{Button} Thisbutton actsasadrill down to display thelist of quota-
tions associated with the selected sales opportunity.

{Button} Thisfeatureisonly availableif the sales opportunity isalso
acustomer. 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:

AT Error 83: A Profile report is possible only if a customer code is
found. This Sales Opportunity has no customer code.

s 1
I U ]

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

Opportunities Search

[ Double Click One Line to Yiew &ny Listed Opportunity | 3
5
£ Print with Comments
‘ (o Begin Search | | ]
| & i Print with no Enmmen(sl

Inoludes This  Latest [T Show all activities  Status Contains
Selected State Selested Type Lead Source Sales Rep Sales Actiity  Nesxt Date i st These Characters
|| ALL [ALL [ALL IHLL [AL Open Pastponed

hame
F_SECOND SALES OPPORTUNITY /2171094

RNOTHER TERRIFIC SALES PROSFEC Oshkosh 512-555-8888 1 10/3071093 1
OME TERRIFIC SALES PROSPECT  Oshkosh 612-555-8888 1 1043041093

Cit

4 [l D
1

Using this window, you can search for al of your opportunities by
state, type, lead source, sales rep, or any combinations. You can in-
cludethis salesactivity, and specify the latest next date. Y ou can dis-
play al activity codes associated with the sales opportunity, and
select between options for won, open, lost, or postponed opportuni-

Sales Opportunities
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Sales Activities

ties. Once the search is complete, the resultswill display in the win-
dow. Double-click on any linein the list to view any opportunity.

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

] SalesActivites =——— I

‘Evde [7o0001 Desori

iption [ONE_TERRIFIC SALES PROSFECT |

Fersonnel
Code Date fetivity Code Contact escription

[ |a7mmgga |3 ISuI Iy Brouser Received completed needs analysis

[ R [do= & sally Did a tele-demo

J6 09/01/1903 |5 |Jne Foxed quotes for 3 different configurations.

MI ] I q I I |[>l] IQI ml [ Samue| Datobass User
|z

Entrieswill 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 |eft 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).
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Sales Elf=———— Sales Opportunity Qualifications =——————m=HI5
Opportun'ty One Terrific Sales Prospect Score k- F ok
Sam Rosenthal | |612-555-8388 %1234 1z

Qualifications

Pozitive |YES Ordered Demo

-

ES MWant's to buy something now!

=z

0  Decision maker—has PO authority

All other decision makers love it too!
Haz time and money

Fits in his budget

Megative I=s blind as a bat, and doesn't |ike the system

Sales Op
Functions

MO  Couldn't make a decision if his |ife depended on it

Hho needs these guys angway?
Sales

Opportunity
Qualifications

Company has been in business less than 5 years

- This is a text-wrap comments field. You may enter whole paragraphs of 45
text in this. Use this field to keep a running log of all of the E

contacts you have had with each =zales prospect. %

Date Entered|04.-" 10,/93 Last Follow Up I 10/23/93 WOn.-"Lost?I ‘

Send Letter I Mext Action Datel 10/420/92 Reazon I

AR EE == [Ey) LRy

[5|
Y ou may use thiswindow 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 isimportant to re-
view these carefully before making extensive use of thefeature since
the YES/NO response to each factor relatesto the position of the fac-
tor; i.e., if you move the factor located on line #2 to line #3, al the
YESor 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 aseries of ***, ... and -
-- symbols. The symbol *" indicates a positive grade; '." indicates no
grade; -' indicates a negative. This gradeis displayed in the upper
right of the screen and is printed on the follow up report.
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Opportunity
Qualifiers

0 ==———~———"opportunity Qualiiers=—"0——r———H

Walue if Walue if
Positive YES ND

Wder‘ed Demo

Hant's to buy something now!

=]

Decizion moker—has PO authority

All other decision makers lowve it too!

[z [5
[ [
Mo 5
M =
Has time and money IT IT
Fits in his budget [0 [5]
—
eqative
Ej:\ecslig)nps |Jls-ecision maker is not yet directly inwvolwed IT l?
Opportunity Seems to want many illogical custom features I? IT
Qualifiers Contact iz a consultant, not a decizion maker =0 =
o £
| .
| {? Corpute Total Score for 411 Opportunities I
Y ou may describe up to seven positive qualifications and five nega-
tive onesto usein evaluating each sales opportunity. Each qualifica-
tion may also carry a score when a positive response is entered and
adifferent score when a negative score is entered. These scores are
totaled for each opportunity to produce atotal opportunity score. To-
tal opportunity scores are calculated automatically from this dataas
datais entered. If you change scoring values, you should click the
COMPUTE TOTAL SCORE FORALL OPPORTUNITIESbutton to
recompute scores for existing opportunities based on the new score
values. Later, you can print follow-up lists based on these scores.
SM-OE-138 Sales Opportunities
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Sales Events

i Sales Op

Functions

Sales Events

Event Date

Recording
Attendees

SO=———— sales Fuents ———w-915|
Code [EVZ Date [04/01,/93
[ezcription ISGHES Euvent #3
Attendes Code Marne
1000z ANE COMPAMY i
10004 AAA Company
10016 One Terrific Sales Prospect
10005 CCC Company
10007 Highwater Furniture, Inc.
i

K] ][ @

The system alows 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 recordsis ac-
cessed by selecting Sales Events from the Orders menu and looks
likethis:

Thefileformat assumesthat each event has adate associated with it.
Therefore, if you hold asales 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 humber of events can be re-
corded as having occurred on the same date.

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 inthe sales opportunity file, enter the sal es 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.

Sales Opportunities
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Events Button

Printing Event
Reports

Sales and Events

A button label ed- 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.

[T EE el =

EU2 02/01/92 Sales Event #2 k

=]

Click the button again and the eventslist will disappear and the com-
mentswill reappear. If the eventslist isdisplayed, it will continueto
be displayed when performing aFwd or Back and the contentsto the
list will change to display those appropriate to the new sales op.

If you select Oppor tunity Reportsfrom the Reports menu, you will
seealist of reports. Thelast oneonthelistislabeled SalesEvents &
Attendees. If you select the report by clicking on it, the various pa-
rameter select choices are displayed at the bottom of the screen.

ESW=—————— sales Opportunity Reports E—Egggl
Histary Success Rates (successful closes/total opportunities) 43
Events sales Fvents & Attendees a ]
Events Thwoiced Soles & Ewvents, Inwoice & Customer Totals E
Events Inwvoiced Sales & Ewents, Customer & Events Totals [

Please Double Click to Enter Parameters

Pleose Enter Eorliest Event Date B1/81/94 @ Yiew my Schedule

Please Enter Latest Ewent Date B1/81/95

Reduce ar
Sort by Ewent Code? YES Enlarge 100%

Sort by Ewvent Date? WO . .
o tat
Print Attendees? ND —

Inta my Library
Load from Library |_
I

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-

SM-OE-140
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Converting
Customers to
Opportunities

Converting
Opportunities to
Customers

erswho 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?

It is sometimes desirable to copy customer records into the sales op-
portunitiesfile, since that function allows more powerful follow up

reporting. To do this, click the button on the Customer Fi-
nancia Information window.

Usually, arecord will begin asasales opportunity. Then asuccessful
salewill be made and you will want to copy theinformation 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.

Sales Opportunities
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Opportunities SR—————— (pportunities Search —————F==
Search [ Double Click One Line to Yiew &ny Listed Opportunity Bl

Selected State Selected Type Lead Source Sales Ray 8 won 8 Lost
I CA I ALL I ALL I ALL Open Postponed

City Phone Rep MNext Date

ARA. COMPANY. Los Angeles L e A 4

A FAEC COMPANY Glendale 213-444-5553 [
Functions FROCKWELL EMGIMEERIMG DEPT. Hewpor-t Beach T14-355-7777
- FROCKWELL MARKETIMG DEFT. Hewport Beach T14-355-7777
Opportunity X2 COMPAMY Chatsworth £18-444-0999

Search

TlE_

Y ou can select asubset of opportunitiesand view themin alist, 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  Tobegin thesearch, click [[EEESeEY . Tab to the first field and
List enter avalid State code; tab to the second field and enter avalid

Typecodeor ALL. You may also select avalid L ead Sour ce and
Sales Rep, or you can leave any of thesefields blank. Leaving them
blank will default to ALL. Then click Save and the system will re-
spond to loading alist of opportunities which match your parame-
ters.

Y ou may sort thelist 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 isopen, it will redraw to
show al the information relating to the selected line.

Y ou may aso print the itemsin the list, with or without comments,
by clicking either of the print buttons:
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Follow-Up List

Thisreport will list al opportunities which are not coded as either
won or lost (therefore assumed to be still open) and show a next ac-
tion date. Thisreport isuseful in directing sales people to opportuni-
ties which may need the most immediate attention. The last line of
commentswill also be printed on thisreport to hel p understand what
thelatest action hasbeen on the opportunity. Thereport will print the
opportunitiesin 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.

EO=———————— Sales Opportunity Reports =—————— s -85
Current List by Score Toial 4]
Current Follom Un Lizt of Opportunitiss

Current Opportunities Mot Wet Followed Up.

Export Export Lettar Follow Up

Export Export Alpha Ronge

Export Export Zip Rangs

History List by |tem Code

Please Double Click to Enter Parameters

Please Enter Earliest Mext Follow Up Date 05/12/07 L7 view my Schedute

Flegse Enter Latest MHext Follow Up Date 05/12/97

Enter One Sales Rep or "Al1" ALL

Reduce or
Salect Open Opportunitiss? YES
Select Closed Opporiunities? HO Enlarge  80%
Frint Comments? HO Orientation

Sort by Salesman? YES 4'
Sort by State? HO ::

*E fdd to My Reportsl
% Load My Repartsl

Sales Opportunities
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Opportunities Three different reports may be selected from this menu item. The
Lists screen used to enter the report parameters looks like this:
Sales Opportunity Reports
Export Export Letter Follow Up
Expori Export Alpha Fange
Export Export Zip Fonge
History List bu |tem Code
History Lizt by Dpportinity Hame
History List by Sales Rep
Histary Success Rates (successful closes/total opportunities)
Please Double Click to Enter Parameters
Fleaze Enter Earliest Opportunity Date 05/12/97
Flease Enter Latest Opportunity Date 06/12/07
Szlect Ohe |tem Code or “HAII™ ALL
Print 1 line or 2 lines {with address}? 1
h Reduce or
Select Open Opporiunities? YES
Select Clozed Opporiunities? NO Enlargs  75%
Print comments? HO Orientation
Dotes Select on Opportunity Date? YES
Dates Select on Last Follow-Up Date? HO
‘% fdd to My Peportsl
% Load My Repartsl
1E]
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Export Data

Selecting the line labeled Export Sales Opportunity Data allows
the user to send opportunity datato afile 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 | etter. For example, you may want to send
acertain type of follow up letter to selected opportunities. Edit the
field labeled Send L etter 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
themin an export filefor usein aprint/merge routine with your word
processing program.

[EEE———————— sales Opportunity Reports
Current List by Score Tolal
Current Followm Up List of Opportunities
Current Opportun i ties Mot Yet Fol lowed Up.
Expart Export Letter Follow Up
Expor i Export Alpha Ronge
Export Export 2ip Range
History List by |tem Code

Please Double Click to Enter Parameters

Enter One Tupe or Al ALL
Enter 1 "Send Letter” code or ALL ALL
Select One Sales Rep or ALL ALL

Inelude if a Somple Has Alrecdy been Sent? VES Reduce or
Inelude if o Sample Has Mot Yet Been Sent? VES Enlarge 100%
Orientation
Flag Records to Show Letters as Sant? NO

*E fdd to My Reportsl
% Load My Repartsl

&

The second two listed export reports allow you to select sales oppor-
tunitieswithin aselected alphaor zip range (e.g., if youwant to print
labelsor letter for opportunitieswhose namesbeginwith A - G). The
procedure produces an export file in the same directory as your

Sales Opportunities
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Omnis? application. Y ou can then use thisfile to mail merge with
boilerplate documents created in your word processing program.

Sales Dpportunity Reports

Curtent List by Score Total

Current Follow Up List of Opportunities
Current Opportuni ties Mot Yet Followed Up.
Export Export Lettar Follow Lp

Export Export HIpha Range

Expori Export 2ip Range

History List by |tem Code

Please Double Click to Enter Parameters
Please Enter Eorliest Opportunity Date D6/12/96
Plemse Emter Latest Opportunity Date 06/12/97
Enter One Tupe or Al ALL
Select Ome Soles Rep or ALL ALL
Enter Baginming of Alpha Range 1
Enter End of Alpha Range z

Include if o Sanple Has Alresdy been Sent? YES Reduce or
Include if a Sample Has Mot Yet Bean Sent? YES Enlarge 100%
Select Open Opportunities? YES Orientation

Select Closed Opportunities? HO

‘% fdd to My Peportsl
% Load My Repartsl
=
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CRM Overview

CRM Objectives

Customer Relationship M anagement (CRM) can be defined asa
customer-focused business strategy. CRM integrates every area of
business that touches the customer to create amutually beneficial
relationship with your customers. CRM provides your entire orga-
nization with acomplete, 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-mall

Telephone dialing (on Macs)

Letter writing with a built-in word processor

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

I dentify which customers and prospects to contact and when

Easily and efficiently communicate with your customers and
prospects

Automatically generate arecord of those communications.

CRM Overview
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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

SM-CRM-2
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Calendared Activities

Qube version 7.37 provides the ahility 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. Accessto these functionsis provided from the

M odule Selection window. The button that used to be |abeled

SCHEDULED EVENTSMANAGER isnow labeled CALENDARED
ACTIVITIES (since the Scheduled Events Manager is now only one
of several calendar-related functions).

Systern Admin

. #

Calendared Activities

The following functions are available:

Calendared Activity Functions

[Group Mamne

Scheduled Events Manager
£ Diew My Schedule

|E Activity Categories

|,f';| Activity Types + Priorities
M natailad Ortinitn Dlannoe
'I'I=._I IJEI.I.IIIEI.I III.rI.II.FII.H I mannca

I,J:I Planned Activitu Browser

Calendared Activities
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The Activity Categories window allows you to define categories
and to set the default categories for new activities.

[0 == Activity Categories ==—=8H

Crefault Crefault
Selection Selection

f[cat ™ " O1 [eat i1 01
[catz 2 [cat 12 €2
[tz Oz [oat 1z Oz
[ats  Cia [Cat 14 € 14
[cats  Os [cat 15 € 1s
[cate O [Eat 18 O 1e

Cat 7 7 Cat 17 17
Cat & [ Cat 13 T is

Il:ut = ® a ICut 19 12
ICat 10 10 Il:qt 20 1 20

TheActivity Typesand Prioritieswindow alowsyouto define cat-
egories and to set the default categories for new activities.

[0 ==——— Activity Types + Default Priority =c——-H
Default Cefault Default Cefault Priority
Type debivity Types  #* Hours * Days Eriority Levels
(8] ICall | 0.25 | 1 |High
(8] IMeet‘ing | 0.5 | sl IMedium
@ ITD Do I 1 I Cl Low
CI IAppmt I 2 I
Ig ial I I ] Default Values for Loading
O pactd Detail dctivity Plannet
O IH'-"1 iday I I 3 Eeginning Date:| V20 |Days prior to "today”
O I I I Ending Cate ;| OO0 Days after "today™
ol [ [
ol [ []
o

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

1. Open the Detailed Act|V|ty Planner.

O——————=x P SETUESDAV 10/10/2000 =]
% Re-Load the List Beqinning Date | 1072171998 Ending Date | 12/08/2000
—
e =] Erter 1 Categury or Al [ALL
=3 [}
[l ] o TN [® Show Open I' snow Hold
1 [ St Comnpiated [ S Dameatind
Monday 03/06/2000 Catenory ) po¢ coss | Tupe [&] status_ =]
02/0¢ /2000 11652 Ieomathing to do Heating Open =
02/11/2000 [10:30 [Send follow up Latter Meating  0[700001  [ppmt Open
02711 /2000 11B-50081ah r Meating 011002 Appmt pen
02/1Z/2000 |08:46 [Something to do Cat 4 Open
0Z/21 /2000 BEBEEA I Toke o coffes bragk.. . ogain cat z Oren
0z/31/2000 SREET Toke @ coffee breck .. again. Open
0471072000 [18:12 [Thi= i= a new planned activity cat @ Special Open
4o e[ooas Tpen
0471442600 | 14:22 [Ca cfiooot Call Open
04/18/2000 [08:00 [Send follow up Letter o[ 1115 Open
cafiamo0; EEREAL olizcs Soen
04/15/2000 pacges|3end follow up Leiter of1zce Open
04/18/2000 [ 03:00 [T=lephone Follow-up of 1245 Open =
a=fiaran00 Tog oo Trete F7 BT Toen i
05/15/2500 |08: 08 [Telephone Follow-up ofizio Open =
lean [T ey [ e | —
v 7

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

Qube will display awindow on which you can enter the details
of your planned activity.

Schedule an Activity on 101042000 at 1426 == 01 B

Wwhat to do [I

@ Open O Comnpleted I- Remind me
C) Hold ) Cancelled

Personnel Code I 1 Samuel Databaze User F

| Ref Types |!

Days befare

Hours befare
Minutes before

Reference Code

[ Cateqory — w]fcat o - Type *|[T200

Hoursl 0K Friorities ||| Medium

Duration: Days

Scheduled Date I 10/10/2000 Tuesday Scheduled Time I 1426

Tuesday, October 10th, 2000

FSun (Mon (Tue (Med :Thu (Fri (Sat iidan i Jul ]0 1]- ]‘2 1 2
10 21 3 47 57 Bi 7iiFebibug
S giTi0i 11 12 13i 1¢iiMar Sep P.M
15. 16F 17 18i 19i 20} z21iifpr Oct 9 3
22! 23: 241 251 261 27i 2giiMay iMov 8 4
2! =20i 31 Jur | Dec

{00 o1 7 ﬁ 5 |

Calendared Activities
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Qubewill default the category, type and priority as specified on your
setup windows and will default the dateto “today.” Notethat, aslong
asyou are viewing the current month of the current year, today’s
date will be displayed in red. Thislets you see the date for the cur-
rently selected event relative to today’ s date.

Y ou 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 thelist.

O ==————— Aclivily Planner a> ol TUESDAY 10/10/2000 =—————[F|H

& Re-Load the Lm| Beginning Date [ 10/21/1298__ Ending Date | 12/09/2000
Enter | Category or All IALL—
EE [X Show Open [ Shew Hold
14 [ Sew Completed [ Slun Carlicd
Tuesday 1041042000 Cateqory ¥] por coge  [Twpe | %] Status w]
03/13/2000 [08:46 [Samething to do Cat 4 pen
03/31 /2000 Take @ coffes break... again. Cat 2 Open
04/10/2000 [18:12[Thiz is a new planned activity Cat 0 Special Dpen
0471172000 [14:22[Call this customer to collect outstend |Cat O c[foon1 Call Tpen
0441472000 | 19:28 [Call this customer to collect outsiand |Cat 9 C| 10001 call Open
0471572000 [05:00 |Send follow up Letter af1113 open
o4/ 15 Z000 m Send Tollow wp Letter of1z0s Open
04¢15/2000 IUE.UﬂlTeleDhona Follow-up 0] 1245 Open
05/18/2000 08:00 [Telephone Follow-up of1z10 Dpen
New task ———— {10/ 1072000 [REBEA [Ship new product Cat @ To Do Completed ||
1071872000 [EERE8 [ Telephone Follow-up of11g9 pen .
1175072000 [ 11:00[Toke o coffes break Tat 2 [ Tpen =
List atl 1 By 1 sk

S

p— — Access to the Schedule an Activity window is also available from
I——— the floating Communicate toolbar by clicking the SCHEDULE but-
: i Lé 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
tabsat the bottom of the window. Dataon thesewindows may bedis-
played in aconcise manner with oneline for each activity, or in afor-
mat that makes empty hourly dots easily visible, like this:
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[0 E==———————Activity Planner as of FRIDAY 09/29/2000 =—"—————"HH
| Ml ||4| 4 I [ IDI] I-@.l d}l Show Empty Hourly Slots I
ednesday 09/27/2000
[Qube conf: Customer Spotlight
©9:00 [Qube conf: Using Oube fto the fullest presentation
[Qube conf: Conclusions
[0 E=——————Activity Planner as of FRIDAY 09/29/2000 &=——"————"P18
||M| K| <> Iot]=af <] [EE remove Empty Hourly stats]
ednesday 09/27/2000
@7:00 |
B [aube cont: Customer Spotlight
92:00 [Qube conf: Using Qube to the fullest presentation
i [0ube conf: Conclusions
List All 1 Da 1 Week
L Mew 1 J >
[0 E=———————Activity Planner as of FRIDAY 09/29/2000 5=—————HIH
||MI K I 4 I P> I M I-&I t‘GiI Remove Empty Hourly Slotsl
Monday [Tuesday Wednesday [Thursday
10/02/2000 10/03/2000 10/04/2000 10/05/2000
97:00 =|[[e7:00 =|[e7:00 =|[o7:00 =
08100 03100 03100 08:00
09:00 09:00 89:00 89:00
19:00 [Make follow up c 19:00 [Hake follow up c 19:00 [Hake follow up c 19:08 [Hake follow up c
18:308 [Make follow up c 18:38 [Make follow up c 18:38 [Make follow up c 18:38 [Make follow up o
11:90 [Make follow up c 11380 [Make follow up 11:90 [Make follow up 11:90 [Make follow up
11330 [Make follow up 11330 [Make follow up 11330 [Make follow up 11330 [Make follow up
12:00 [Make follow up c 12:00 [Make follow up c 12:00 [Make follow up c 12:08 |Make follow up o

Note that you may change the planned activity date by dragging and
dropping an activity from one day to the next. Thisis 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
aplanned 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

Calendared Activities
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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 asingle customer or asingle 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. Y ou may in-
sert anew 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.

IE=E==— Aivitis'Fe"o—» 2 o F
Code [700061 ONE TERRIFIC SALES PROSPECT Last Follow Up [65/1771899
Personnel Completed Activities
Code Date Activity Code Cont. () Next Action Date |95/24/1999  Expected Close Date
1 88/81/1993 |1 Sam Called back to confirm
1 |es/a|/|993 |4 |Joe & Sally Did a tele-demo
J6 |ea/a|/|993 |s Joe! Faxed quotes for 3 different configurations.

3] [e2/a1 /1903 [2 Sally Browser  |Received completed needs analysis

1 [e6/a1 /1993 [2 Joe Browser Mailed a needs analysis to Joe

1 [es/et /1903 [1 [Joe Brouser Sent a brochure. I

[submit @ Quote Sanuel Database User

Personnel Planned Activities

Eode Date Tire.

1 84/11 /2000 ||3:3a |Call |Follow up on the follow up letter

1 |03/||/2aae ||azaa |Rppmt |Send follow up Letter
K] <> if=]E]

SM-CRM-8
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Contacts Window A new window has been added to the Order Entry functionsto en-
able usersto locate records by contact name:

[[] =——— Order Entry Functions

1=
| m

Ik
=
7
-
=
3
o)
=
<
=]
I
-
o)
=
=
=3
Ll

| £ Customer Basic info U
Thiswindow allowsyou to load contacts based on company name or
contact name within a user-defined range.

Note: the customer file dividesthe contact nameinto two sepa-
ratefields and indexes only thelast name. The sales oppor tuni-
tiesfile storesthe main contact namein oneindexed field,
making it impossibleto find directly on the last name.

m Customer Contacts e
II7 Load Customer Contscts (@) !
osd Custorner Contsots (81 Select
e Bl e ] |
I |
CTTamm: Foa  Baker i Company NE
IE [ Joe | Boomer- 407-222-3333 IYZ COMPANY I S
| [no ther [Contact ] ONE_TERRIF IC SALES PROSPECT ik
Ic [Tonme [Edizon i i Conpany Fl o
& Joan Frisbes M _||518—444-0959 R¥Z_COHPANY *I
I© fheten Higrwater S || 12540 (g Highwater rurnitre, inc. =
o - rE— b o rheting Dept (=
3 Dep ™|
& [Ecbby Johrson ] Abd Company I I
iC [Raiph ishrzan i Aid_Company " I
o [Beb Jorzond thbaraen Gl 4DC_COMPAN I
—
IC [Herru Patroushu " 11212-888-9909 CCC Company X \’:
i {Zon Foseningi T R [fF_TERRIF IL SAIES FROSFECT ==
YR -STErE— — ooet
A T Bred mhip e i 5 10004 2
andracs 1 R45A North Mapla
Anress 2 1122 South Nawn St Sales Rep |
Sity g Aoot Mgr |
State GE] zip Code [43775
e Tax Code |
Frintry e —_—
Resale Tax Rate | 0.000 |
E Mail address | Tammy's ermail address
7
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Data Mining

Booked Order-
Based Profiler

Version 7.37 provides the ability to analyze datain the datafile 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 functionslist.

[0 = order Entry Functions ="c—"—=—0H
[Group Mame
[ r‘U" Data Mining and Profiling
i E Opportunity-Based Profiler
L1 Booked Order-Based Profiler

W]

S

TheBooked Or der-Based Profiler offersawindow which provides
many ways to define customer profiles.

= Bookad Ordor-Basod Profilar oE

[ Profiie Na[eooked oraer-sa==d Fran »1 || @[] 4 [ [0 [Sa] R @] 7 cenn aneiysts or sookes oreers |

|Tms 13 3 note field in which the user can describe the expected results of this booked order search

R Selest Active Customers
[ Select In
T Selost Cus

[ Selest a SIG Code Range

Beginning Booked Order Date [ 01,01/ 1980 [® Select 1 Sales Rep [ae

mers 5
o Enging Bucked Order Date | 03,/20,/2000 % Selest 1 Type AL

Custamer has not been contacted since | 03/29/2000
Select 1 Country or ALL |ALL Has been a customer for at \?estl_v?ars

[ selest 2 Sale Type

™ seleot a Zip Code Range

T selest a Price Range

T oot 1t oo [SESTE

[T Celeot by % Cales Valume for this period [T Seleot by Average & Order Size for this peried

TS T—— T oot oy oo P oy o W oo

[The resulting customer list was last saved to dizk on 04,/04,/2000 10

Last Total awerage # Order E3
Lode Company MHame Fales Rep 15T Urder Late Order Date Iype Hales Order  Items Frofit
10004 Add Compary 1 07/02/1002 0572041007 END 191,165 17,370 11 a2 [ =
10001 ABC COHPAHY 1 1271571991 03/13/2000 WHOL 152,252 3,107 49 5
10012 Build to Stack 07/30/1997  07/27/1330 MFG 45,420 7,572 6 42
0005 CCC Company 1 07/03/1992_03/28/2000 WHOL _ 443,186 19,268 23 24
10007 Highwater Furniture, Inc. [ OT/09/ 1992 04720/ 1999 1FG 55,443 15,500 13 o34
10026 Intarnational customar from Fraomca 1 02/04/1007  11/11/1000 25,264 4,483 8 40 [
|£? Generste Planned Activities | e EE Print Selected Customer List | m Save the List fo Disk | &
Z

When any given profile element checkbox is selected, the window
will offer additional fields to allow the selection to be made. These
fields areinitialy invisible to avoid complicating your view and

SM-CRM-10
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making thejob of defining your profile unnecessarily difficult. Atits
most complex, the choices offered by the window look like this:

g Select Active Customers Beginning Booked Order Date [01/01/2600 X Select 1 Sales Rep [

Seleot Inactive Customers

[ Select Customers on Hold Enging Booked Order Date [83/29,/2000 [¥ Select 1 Custorner Type ’—NFG

% Select a SIC Code Range -[2oagag Customer has not been contacted since | 86/29 /2000

[ Select a Zip Code Range -[999999  gelect 1 Country or ALL [ALL Has been a customer for at least years

[ Select a Price Range X Select 3 Sale Type

Order Item Unit Price is at least[@ but not more than [ 1688688 Select 1 Sale Type or ALL [ALL

(O Select Customers whe have NOT ordered within this price range. © Select Customers who have NOT placed this order type.

@ Select Customers who HAVE ordered items within this price range. O Select Customers who HAVE placed this order type.

[} Select 1 Item Code (EIE

O Select Customers who have NOT purchased selected items. @ Select Customers who HAVE purchased selected items.

[ setect by § Sales Volume for this period [X Select by Average $ Order Size for this period

Sales were at least[@ but not more than [3999599 Average order size was at least[@ but not more than [399393
O Select Customers who have NOT ordered this sales volume. © Select Customers whose average order size is NOT within this range.
@ Select Customers who HAVE ordered this sales volume. @ Select Customers whose average order size IS within this range.

% Select by Sales Frequency for this period X Select by Sales % Profitability for this period

* items ordered was at least [ but not more than [ 999999 % Profitability was at least |8 but not more than 99999

O Select Customers who have NOT ordered with this frequency O Select Customers whose % profitability is NOT within this range.
@ Select Customers who HAVE ordered with this frrequency. @ Select Customers whose % profitability IS within this range

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

[The resulting customer list was last saved to disk on 83/30/2000 Last 3,772 Total Average ®Order %
Code Company Name Sales Rep 1t Order Date Order Date _ Type Sales  Order ltems Profit
WHO93 Uhole Foods *938 14 11/81/1996  02/15/2008 H 16,485 85 194 39S
HOUE?78 Victoria House P/L 2 95/27/1998  93/31/1999 MR 16,215 737 22 83
NEW195 New Frontiers #195 49 11/62/1995  02/21/2000 H 15,902 sS4 207 a8
V17350 Vitamin City 14 93/29/1996  82/24 /2000 H 15,479 182 85 88
NBT1396 Nature's Bounty Warehouse 2 86/14/1999 12/13/1993 H 14,931 1,866 8 80 |a
vIT188 Vitamin Barn  #139 14 11/82/1995 02/28/2000 H 14,795 118 134 85|+

It is advisable to save thelist 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, thelist will not be available
for future reference.

Y our next decision iswhat to do with thisinformation. Qube alows
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.

| ‘.'? Generate Planned Activities I

Data Mining SM-CRM-11
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Opportunity-
Based Profiler

Qube will respond by displaying a new section in the window on
which you can enter what type of planned activities to generate.

|F Assign activity to Customer's Sales Rep, or Assign Planned Activities fo [ Tupe=[TaDe [ category =[Cat 9 [2]
—_— =
TENedU I BETIVITIES 10 uegm| 1971372000 rom[I0iunte U Friority =| Medium 1X]

| annea astrviny Ueseriptian|

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

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

O———————— (pportunity-BasedProller——8MmMmM

[ Profils Nafsales Plan ®2 AR R R EEE hand dnalsic |
® Earuz} Ea}abafe Hser is mfjil?s Rep Has been a customer for at least | |years
@) Pronect has Mot oo, e Sales Cut OFf Dite: [D970 71997 |

@ Prnnact has Not purchased from World Class Industr\s; zince cut—off date

Has purch

Opportunity Score is at least [0

Opportunity Yalue is at least |0 Frospect iz part of the fllowing industry SIC sode rangs
AL
Select 1 Country or ALL Prospect is faund within the following Zip Code range R EEE

eneule activities 1o begn |04/ 15/2000 | trom [Un:UU  tef 10:u0 | @ Ulew Search Criteria ' Uiew Search fesuiis

Search the last sales activities for this text string Go to

i ] Prmpe Lireg i e

Deuier Fuchei En

Distributor Packat

Quotation

T lbwurd Tuliow ap cuil

afla|s|e|m

i
4]r

urgent inbeund call

Follow-Lp Events
41|Serd follow up Latter

42 [Telephane Follouw-up

43 [Scheduls o Mesting

44 |Do some homework to respond to the Prospect’s Reguirements/Ouestions/Objections

4]

be Responze Cut Off Date: | 0170172000
o] sponse was received since Response Cut OFf Date R

i Fiag 3s LOST if no response received since Cut Off Date and value is not more than Vaiue Cut Gff.

) Dalets if no rosoonse ressived since Cut 0 Date and valus is not mare than Yalue Cut OFF

1[0 [

In this example, the user islooking 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 determinewhat 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

SM-CRM-12
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“dedler packet” then it will recommend step 41 (send afollowup let-
ter) next. If it finds nothing and the opportunity is worth less than
$2,000, Qube will recommend that you del ete the opportunity as not
worth further followup.

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

rﬁeposea Activities Rep  Date [ exeoute R"S“"Slh i

Another thought about what to do [05 [04/21/2000 700003 1 25,000[ 5]
Send follow up Letter T [oas1872000 1115 ciTv cveies 3,500
Send follow up Letter T [0471872000 1065 CROSSROADS BICYCLES 3,500)
Send follow up Letter Ti [oa/1e/2000 1032 VELO FRO CYCLERY 2,500)
Send follow up Letter [T [oa718/2000 1138 eEAN'S BIKES 2,000
Send follow up Letter [T [04/18/2000 1208 ARABIAN TRUCK CAES AND ACCESSORIES o
[Something else to do [oo [04719/2000 700002 1 €00)
Telephone Follow-up [T [04718/2000 1245 EXTREME WARRIORS 5,500
Telephone Follow-up [ 04718/2000 1199 MAYROCARS LTD. o
Telephone Follow-up [t [04/18/2000 1210 %-LINE REVESTIMENTOS, LDA o
Unable to Recommend Action T [0471872000 1343 DOWN TOWN L.A. MOTORS 5,500)
Unable to Recommend Action ]x—l 04/18/2000 1341 EAP 5,500

Note that some opportunities contained no comments that matched
any of those used in the search criteriaand resulted in an “Unableto
Recommend Action.” Y ou may wish to drill down to these to han-
dlethem individually or to use the text found on these recordsto im-
prove your search criteria. Y ou may enter up to 24 different logic
criteriato be used in determining what the next step should be.

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

Onceyou are happy with the search results, click the EXECUTE RE-
SULTShbutton. Thisaction creates planned activities associated with
each opportunity, using the recommended string, or it deletesthe op-
portunity or flagsit as LOST if that is the recommendation.

Data Mining SM-CRM-13
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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 capahilities, you must enable the “Inter net”
featurein the Featur es 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.

Thefirst step in using this new function isto fill in the Electronic
Mail Set Up window.

[0 &=——FlectronicMail Set p =—F"———H

|| KDG  Kent [Greene

— Server Information

Out-going mail: |3mlp-server

Incoming mail: |pop-3erver

Password: |ooooooo.

— User Information
User ID [kareent

Email Domain | kqreen1@&san.rr.com

Path To Browser | KGMac:Inter net:Inter net Applications:Internet Explorer 4.5 H

Folder:Internet Explorer 4.5

Default Greeting | Dear 8 30 n:? ue;e ;ddressee's name
se First Name

O Use Salutation + Last Name

Default Sign Off [ Regards, [Kent @® Do not use User's name
¢ Use First Name
O Use Salutation + Last Name

2 I [ Y T =

The Outgoing mail and Incoming mail server information should be
copied from your browser preferences window.

SM-CRM-14 Internet Email Functions
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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:

Default Greeting | Dear lsir; ® Do not use addressee’s name
(O Use First Name
(O Use Salutation + Last Name
Default Sign Off |Regards, [sam @ Do not use User's name

O Use First Name
O Use Salutation + Last Name

(® Do not use addressee’s name
) Use First Name
(O Use Salutation + Last Name

Default Greeting | Gentlemen: [

Default Sign Off [Edwina [ @ Do not use User's name

) Use First Name
O Use Salutation + Last Name

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

Send Email
¢ | 4

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. Thiswill minimize the amount of screen space required
by the Communicate toolbar.

To send an email, view awindow 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

Internet Email Functions
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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:
Send eMail

From Address: Ikgreem @®3an.rr.com

Real Name: ISamueI Database User

To: |qubekent®fda.net

cc: |

BCC: |
Subject: |

Greeting: |Dear Henry,
Body:

Sign Off: [ Generate a sales activity record

Sincerely,
Samuel

I x Oone l |

Send Internet Mail I

First, fill in the Subject field and the body of the message. Note the
checkbox labeled GENERATE A SALESACTIVITY RECORD. This
will leave arecord that you sent the email in the customer’ s record.
If you fill in the Subject before clicking the GENERATE A SALES

SM-CRM-16 Internet Email Functions
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ACTIVITY RECORD checkbox, Qubewill default the activity text to
include your subject, like this:

Send eMail

From Address: |kgreen1 @3an.rr.com

Real Name: |Samuel Database User

To: Iqubekent@fd&net
cc: |
BCC: |

Subject: |My final offer

Greeting: |Dear Henry,
Body:

This will confirm my offer made earlier for the construction of a new dam at Aswan. ‘We feel
that a price of $27,000,000,000 is fair and reasonable for the scope of this project and
will look forward to beginning this work within the coming 2 weeks.

Thanks for making this opportunity available to us.

Sign Off: (% Generate a sales activity record
Sincerely, |eMaiI sent by Samuel Database User re:
My final offer |
Samuel
[ X Oone | | Send Internet Mail I

If there is more than one contact associated with the customer, ven-

dor or sales opportunity, Qube will display alist so you may select
which contact should receive the message, like this:

Email Address: |Tammy's email address AAA Co. 3nd ship to address Default
Recipient
Mr. Bobby Johnson eMail NO
Mr. Ralph Johnson eMail 21321321 YES
Ms. Tammy Foe Baker gMail Tammy's emoil address . NO. |
Mr. Tommy Edison eMail Tom's email address YES

[ Generate a sales activity record

|X I:anl:elll v K I

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 Addressis|left blank, Qube will prompt you
tofill itin.

Internet Email Functions SM-CRM-17
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Broadcast email

If the email address from the customer, vendor, sales opportunity,
personnel or contact recordisblank and you fill inthe addresson 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 whichis
associated with a customer, vendor or sales opportunity. For exam-
ple, you may beviewing asales order that refersto customer 10001.
Click the EMAIL toolbar button and Qubewill preparean 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 apurchase order, click the EMAIL button and Qube will pre-
pare an email form addressed to the selected vendor. In these cases,
Qubewill default the subject to reference the sel ected record current-
ly being viewed (e.g., “ Your P.O. #X XXX X" or “Our P.O. #YYYY”
or “Your invoice#2ZZZZ7" or “Our Invoice #AAAAA.”

Qube also makes it possible to send a message to multiple email ad-
dresses. Thisis done with the use of alist window, such as the Op-
portunities Browser, the Customer Browser, the Customer

Sear ch 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

SM-CRM-18
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window so that you can prepare the subject and body of the message,
likethis:

SendeMiil&=—"————"HH

From Address: | kgreen1 @san.rr.com

Real Name: |Samue| Database User

To: I **Broadcast to 5 customer contacts**

cc: | BCC:

Subject:|l*1ay promotion

Greeting: |Greeting will vary with each recipient

M(achment:lKGMac: Omnis:DOCS:May Promo.pdf [ﬂ%

Body:

I'm please to announce our new promotional program for May. We're offering all of our products at
120% of their normal price.

Of course, this is a desparate atternpt to increase our profits and we're hoping you will purchase
many units and not notice that the price is higher than normal.

‘We look forward to lots of new business.

Sign Off: [X Generate a sales activity record

Sincerely, [Mail sent to Samuel Database User re:
Samuel

May promotion

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 namewhich isappropriateto the
selected company. Sometimes Qube will be asked to prepare agreet-
ing that requires alast name but may find no last name. In this case
it will usethefirst name. Similarly, Qube will substitute alast name
greeting when only alast nameisfound but it wastold to usethefirst
name. If Qubefindsnofirst or last name, it will use” Gentlemen:” as
the greeting.

[ X cancet | [ v senn | 2

Note a so 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 offersamechanismto et you solvethis
issue. Each contact list (for vendors, customers and sales opportuni-

Internet Email Functions
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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).

O&————————— Customer Contact Information

18881 ABC COMPANY
Fax

First Name Last Name Salut.Phone 3 Job Title
Bob [Jonesmi thberaer 1 [213-444-5555 [213-444-7777 [President

Halt [Venable [ [619-632-2519 | [Super Coder

[ 0 [ [

™
Hary [Smi th [s T [ [Vice President |
r
r

When selecting from alist of salesopportunities, 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 awarning message, like this:

Error: 4 blank email addresses were found in a 6 line list. Continue
anyway?

Qube will not send an email to ablank email address.

In the examples above, Qube would send the same message to mul-
tiple addressees. Qube can also send varying but similar messagesto
multiple addressees based on the contents of atemplatefilled out by
the user. In the System Admin. Set Up Functions, Qube providesa
selection labeled EMAIL TEMPLATES. Selecting this function will

display awindow on which the user can fill in two different tem-

SM-CRM-20
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plates, one for sending sales order acknowledgements to customers
and the other for sending shipment advice to customers, like this:
m]

Email Template: Order Confirmation

Order Confirmation ” Shipment Confirmation I CONFIRM ORDER

|0rder Confirmation

Text block 1 {This block MAY contain references to fields.}

Thank you for your order dated <MEDATE> referencing your purchase order <MEPONBR> for delivery to <MESHCOM>, <
MESHAD1 >, <MESHCIT>, <MESHSTA> <MESHZIP>.

[ Oty [unit [code [Description [ Price | Extension |Sched Ship Date
[ FIOR [LiunT  [FIoinkey [L1DEscr [ LIUFRIC | F_ExtensionTxt [FISHDAT
[X_Print Order Item Note if so noted on the order {This block may NOT contain references to fields.}
[Linz

[X_Print Order Header Note if so noted on the order {This block may NOT contain references to fields.}
MENOTE

Text block 2 {This block MAY contain references to fields.}

The order total is <F_OrderTotalTxt> which includes shipping {<MESHCHG>}, handling {<MEHANDL>} and tax {<F _Taxtotal>
3

Text block 3 {This block may NOT contain references to fields.}
Please contact Elvis Presley at 1-800-%WeShipLate, extension 456, if you have any questions.

Y ou can define the text used in each text block and to determine
whichfieldsarereferenced. The abovetemplate, for example, would
produce an Email message like this:

Send eMail

From Address: [kgreen!@san.rr.com

Real Name: |Samuel Database User
To: [thisis theemail address
c: [
BCC:

Subject: |Your P.O. *ABCD456587-F

Greeting: |Dear Dan,
Body:

Order Confirmation

Thank you for your order dated 02/10/2000 referencing your purchase order
ABCDA56587-F for delivery to XYZ COMPANY, Hardware Products Division,
Chatsworth, CA 90112

Qty: 50, Unit: EA, Code: 9111, Description: 9111 Chair, Price: 500.000, Extension: 25,000.00 , Sched Ship Date: 02/16/2000
Qty: 20, Unit: EA, Code: 9111, Description: 9111 Chair, Price: 500.000, Extension: 10,000.00 , Sched Ship Date: 03/15/2000
Qty: 25, Unit: EA, Code: 9111, Description: 9111 Chair, Price: S00.000, Extension: 12,500.00 , Sched Ship Daf 4/15/2000
Qty: 30, Unit: EA, Code: 9111, Description: 9111 Chair, Price: 500.000, Extension: 15,000.00 , Sched Ship Date: 05/15/2000

Qty: 10, Unit: EA, Code: 925, Description: Finished 925 Table, Price: 495.000, Extension: 4,950.00 , Sched Ship Date: 02/16/2000

The order total is 67,470.00 which includes shipping { 10.00}, handling { 10.00}
and tax {0.00}.

Please contact Elvis Presley at 1-800-WeShipLate, extension 456, if you have
any questions

Sign Off: [x_Generate a sales activity record
Sincerely, leMaiI sent by Samuel Database User re:

‘Your P.0. #*ABCDAS6587-F
Samuel

[ X Oone | | 23 Send Internet Mail I |l
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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.

Order Headers Browser

HE

|7 Load Open

[ Load Cancelled [~ Load On Hold
™ Load Invoiced [~ Load Shipped

Beginning Date [81/81/1999  Ending Date [04/18/2000 |

Last Sales

Order * Sale Type Status Order Date  ShippedOn  Rep Subtotal Customer

2115 Open 91/18/1999 18/19/1993 1 19,530,76 10005 CCC Company

2121 DDen @ /19997 16,/19/1999 1 || 5 CCC Company

2134 pen 96/16/1999 " 57/15/1999 61 ABC COMPANY

2137 PHONE Upen 9?/14/1999 10/85/1933 1 246 939 aa IBBBS CCC Company

2143 SPECL  Open 12/02/1999 1 3,500.00 19985 CCC Company -
2145 SPECL2 Open 02/10/2000 ©4/17/2000 67,450.60 16002 XVZ COMPANY

Change[ _the whole field

v ][ Type Code

v]to |

[ 82, cear and Load the List |

I {7 Edit Field Values for Selected Lines I | Email Order Eonfirmahonl

[F€7 Email Shipment Advice —
2
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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.

Get eMail

Qube will respond by displaying awindow 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 clicksthe GET INTERNET MAIL
button and if email is found.

&= tetemal=————"VPIE

EMails:  |RE: Syracuse visit

POP3 Server: pop-server

Account Name: kgreeni

Password: ®essssss
Body:

MIME-Yersion: 1.0

®-Mailer: Internet Mail Service (5.5.2650.21)
Content-Type: text/plain

Status: 0

Kent,

It looks like May 9-13 will work for everyone but Abby {vacation). So let's

go ahead and schedule it.
| X Done I ‘ x Get Internet Mai

L]

&
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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:
&= oetemail =—"—-——"— "0 E

EMails: (RE: Syracuse visit

POP3 Server: pop-server
Account Name: kqreeni

Password: seessses

I

Body:

MIME-Version: 1.0

%-Mailer: Internet Mail Service (5.5.2650.21)
Content-Type: text/plain

Status: 0

il

Kent,

It looks like May 9-13 will work for everyone but Abby {vacation). So let's Z

go ahead and schedule it. -
| ¥ Oone I| 'g Get Internet Mai,ll
%

Qube Email There are currently three limitations to the Qube email function:
Limitations

» 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 awin-
dow, and click the TELEPHONE button on the Communicate Tool-
bar. Thisfunction worksin conjunction with customer, vendor, sales
opportunity or personnel master file windows and also with any
record which references one of thesefiles(e.g., salesorder, 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 awindow with
the contact names, phone numbers and company nameto call. You
may select from alist of multiple contacts and also override the de-
fault phone number, if you wish.

Number to Dial: |6I9—632—25|9 ABC Company

Mr. Bob Jonesmithberger Phone 213-444-5555

Ms. Mary Smith Vice President Phone

Mr. Walt Venable Super Coder Phone 619-632-2519

[ Generate a sales activity record x Cancel I
Phone call to Walt Yenable by Samuel Database .

User ¥ U | v Dial I

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

Note that Qube also provides a Gener ate a sales activity record
checkbox that will automatically create arecord of the call associat-
ed with the customer or sales opportunity. After the call iscomplete,
the user may wish to view the Activitieslist and fill in some detail
about the phone call.

Telephone Dialing
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Dialing Setup » Set up a Macintosh for Telephone Dialing

1. Make sureyou 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 surethe Dialer extension is enabled (using your Exten-
sions Manager).

O

DESKTOP, ©on

ADialer -

[ Hardware Setup...

Dialer =—=—H

J
[ Hot Key Setup... ]
J

[ Phone Number Setup...

[ Show startup icon

Status: Dialer present at address *S
Firmware version: 1.0

©1992-4 Sophisticated Circuits, Inc. 142

5. Quit Qubeif you are currently running it.
6. Copy the SCDialer external into your Omnis Extensions fol der.
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 elementsto this
functionality:

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

Write Letter

Qubewill display awindow on which you may view, create and edit
form letters.

OE=E—F————————formlettes=iF————————NH
Print

Letter Name [Letter 1 Letter Type [ S:
[fant w] [Format w] [ Fietss ]

a

1
(el

AL 2 3,

EEEE EEE mEEEn

Dear Sam,

LA N

P °

P R

Here's an idea for you.

| KID
@K ME[S]E[E]

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

Letter Writing SM-CRM-27
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the letter. When these menus are active they display many format-
ting choices, such as the following:

Fields

N Fields |

Plain Page #

Size Bold Date
Color featic Recipient Name

— Underline Greeting
Paragraph... Recipient Address
Document... Sign Off
Show/Hide Ruler Shadow) Customers
Show/Hide Tabs Condense Bill To
Edit ) Extend ,:gress

R i

New Line altq JUpeS su int State
New Paragraph q Subseeipt Zip
New Page 39 I

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

[Date]
[Recipient Name]
[Greeting]

This will confirm our appointment next Monday. I'll pick you up at your office at [Address] [City] at
9:00 a.m.

Please let me know if this is OK with you.

[Sign Off]

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

08/15/2000
Al Stirpe
Dear Al,

This will confirm our appointment next Monday. I'll pick you up at your office at The Hamilton White
House at 9:00 a.m.

Please let me know if this is OK with you.
Regards,

Kent

When theletter writing function is used to send lettersto a customer,
vendor, prospect or employee, you should first view the appropriate
record on the window. Then click the WRITE LETTER icon on the

SM-CRM-28 Letter Writing
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Communicatetoolbar. 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 L etter window:
=————— Sendletter=——————"PH8

From Address: |QUBE Connections, Inc.

Real Name: |AI Stirpe
Contact Address: [The Hamilton White House H

1 Fayette Park
Syracuse, NY 13202-2148

Greeting: [Dear 4,

||§§|| Letter Name:l @

Body: [ Font v] [ Format v] [ Fields v]

(I LI LI N o LN
s

SEEE EEE mEEEO

i KD

Sign Off:

Regards,

Kent | X Cancel I [ v print |,7/
7

Note that the inside address, greeting and signoff have already been
filled in. Y ou may override these default settings, if you wish. Note
that there is a button that looks like a book in the middle I eft portion

of the window.
[ 1]

Ll
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Y ou may use thisto 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 |etter.

Sendletter5—"—"—————————"HH

From Address: |QUBE Connections, Inc.

Real Name:lAI Stirpe
Contact Address: [The Hamilton White House H

1 Fayette Park
Syracuse, NY 13202-2148

Greeling:lDeaT Al

"@@" Letter Hame:l'—e“e" 1 @

y: [ Font v] [Format v] [ Fields ~]

e, . . ., ., ., 2 ., .3 @4 s e 2 8 |5
EEEE EEE EEaEED

[Date]

[Recipient Name]
[Greeting]

This will confirm our appointment next Friday| I'll pick you up at your office at [Address] [City] at
9:00 a.m.

Please let me know if this is OK with you.

[Sign Off] %
i | [«D»
Sign Off:
Regards, H
Kent "
| X  Cancel I | v print | 2

Y ou may then alter the form letter and, if you wish, save the form
letter incorporating the modifications you made or you may change
theletter name and save your modificationsasanew formletter. Use
the CLIPBOARD icon displayed on the window to save new form
letters and form letter changes.

¢y

%
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Sendletter==—"——— N H

From Address: |QUBE Connections, Inc.

Contact Address: | The Hamilton White House

Real Name:|AI Stirpe

1 Fayette Park
Syracuse, NY 13202-2148

Greeting:|093" Al,

||§§|| Letter Name: [New Letter to 4] (&
y: [ Font v] [ Format v] [ Fields M|
2 3 4 5 3

2

1
N S I T T T S T T Y S T T ST S AT T ST N T T ST N T T S S |

EEEE EEE EEED

Here's anew letter that 've prepared to Al

I think its such a good letter, Il save it as a form letter so | can
re-use it another time. —

Il | [«»

Siagn Off:

Regards,

Kent [ X cancel | | v/ Print I —
] [

Letter Writing
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Internet Services
Version 7.37 letsyou easily pull information about your customers,
sales prospects, vendors and personnel from the Internet.

Internet Resources =
Qube Support

Get Address & Phone
Get the Weather

Get Driving Directions

-~
h 4

Driving Y ou may be planning to visit a customer or a vendor and may want

Directions driving directions. Qube uses www.worldpages.com for this pur-
pose. To get thisinformation, view the customer, prospect, vendor
or personnel record on your computer, then select Get Driving Di-
rectionsfrom the Internet Services drop-down menu. Below isan
example of directions between Qube's officein Del Mar and a cus-
tomer in Chatsworth, Calif.
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Get Address &
Phone

[0 E———==Get driving directions=i——"—=—=0 E

rStarting address:

Street: [ 13822 Mercado Drive @ Close

City:lDelMar State:la Print I

Destination address:

Street: [21211 Nordhoff Street € Clear fields

City: | Chatsworth State: [Ca §Q\ search

-Note: all the fields are required.

1) Start out going South on MERCADO DR towards DEL MAR HEIGHTS RD by E}
turning left.

2) Turn LEFT onto DEL MAR HEIGHTS RD.

3) Turn LEFT to take the I-5 NORTH ramp.

4) Merge onto -5 N.

5) Take |-405 NORTH RAMP towards LONG BEACH.

6) Merge onto I-405 N.

7) Take US-101 RAMP towards VENTURA/LOS ANGELES.

B) Merge onto US-101 RAMP.

-~
g) Merge onto US-101 NORTH RAMP. -

| Y

Y ou may need to get azip code or telephone number of amore 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 Inter net Services drop down menu. Qube uses
www.worldpages.com to source thisinformation. Aswith anything
on the I nternet, sometimes the information you' re looking for is eas-
ily found and sometimes not. Therefore, the Qube design for this
function attemptsto look for both exact matches and close matches.
In the example, below, it looked for “Payne Magnetics, Inc.,” in

Internet Services
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Ry

Covina, CA and it found Payne Magnetics Inc., with a complete ad-

dress, zip plus 4 and phone.

a Get Address, Phone Number + Zip using www.worldpages.com/whitepages

rStarting field values:

Company :[Payne Magnetics, Inc.

First Name:
Last Name:
*Street: |
City: [Covina state:[CA
2P

*Phone :

& Clear fields I

Mote: If a search fails, try
leaving the City name blank

rNew field values:

Company : [Payne Magnetics Inc
First Name:
Last Name :

Street: [854 W Front 5t

City: |Covina State: |CA

2IP:[91722-3614

Phone : | 626-332-6207

@ United States
Canada

& Updote
X cancel I

[X Search on other Suggested values autornatically :

Payne Hagnetics, Inc.
Paune Magnetics
Payne

Payne Magnetics Inc
854 W Front St

Covina, CA 91722-3614
Phone : 626-332-6207

[1 Records of 1 have been retrived

I

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 companieswith
Pentrex in the name, both in Pasadena, and displayed both of them.

Get Address, Phone Number + Zip using www.worldpages.com/whitepages

rStarting field values:
Company : [Pentrex

First Name :

Last Name:

*Street: |

City: [Pasadena State:[CA

*ZIP:

*Phone

New field values:

Company :[Pentrex
First Name
Last Name::

Street: [
City: |Pasadena State: |CA
2P:

Phone : | 626-793-3400

[

& Clear fields

Note: If a search fails, try
leaving the City name blank

& Clear city

Suggest names

To replace field values, click on a list line.

Pentrex
Pasadena, CA

Phone : 626-793-3400

Pentrex Publishing
Pasadena, Cé

Phone : 626-796-1019

Search

i

@ United States
Canada

& Updote
XK cancel

Io

[’ Search on other Suggested values automnatically:

Pentrex

[2 Records of 2 have been retrived

SM-CRM-34
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Note that, if you click the UPDATE button, Qube will change the
record inyour database, updating all of the elementsdisplayedinthe
New Field values section of the window. It will not override non-
blank datawith 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.

Internet Services SM-CRM-35



Service Order Tracking

C

Which Type of
Service Order
Tracking Are You
Using?

Qube ERP™ provides a facility to record customer requeststo 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-
ablechargesand report on causesfor returns, returnsstill 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 Or der
Tracking and Customer Service Management.

Both of these choices are available in the Featur es Set window.

Access is Allowed to Checked Features

S U 3 3 T

Cote rodules

Indented Bill of Materials
Manual Mfg Order Processing
Baziz Production Planning
ddvanced Production Planning
dzcaunt ing

Serial Murnber Tracking

Lot and Batch Tracking

Baziz Option Selection
Rules-Bazed Configuratar
Wizual Dragq 'n Drop Shop Floor Contral
Basic Job Costing

ddvanced Job Costing

Basic Service Order Tracking
Custorner Service Managernent

SM-SOT-1
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Basic Service Order Tracking

Getting Started

Personnel &
Labor

Customer
Service Func.

Service
Set Up

S=———-= Service Set lp =1 1=—=
Customer Service Processing Steps

#q IHeceiuing He,

#*2 |Repair/Test 7

*Z |shipping #3

#q #o

*5 #10

Customer Service Problem Areas

*1 | Imager <C1D> #a |External P/S
#2 | Imager Bd. #10 | Interface Bd.
#Z |Video Ed. #11 |R.F. Bd.

*4 |FPH Bd. #¥1Z |Mechanical
#5 |Scan Gen Ed. #1Z 1Al ignment

#& |Power Supplu Bd #14 [CCU Ed.
*=|1med. #I5|T & C Bd.

*3 [Mother Bd.

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

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

The Problem Areaswill appear on the Service Activities window,
and the Processing Stepswill appear on the Service Summary win-
dow.

To set up the problem areas and processing steps, click <EDIT>, and
enter thedataareasyou wish to track. When finished, click <SAVE>.
Theseitems 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.

SM-SOT-2
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Using the Module

Service Orders

Personnel &
Labor

Customer
Service Func.

Service Orders

Return Order #

Date Entered

FOI=————————————— Senviceliders =—————— [s-[dI
Date Entered [os /01798 Return Order %2 1
gill-To Customer@l 10015 Ship To |Rockwell Engineering Dept.

Rackuell Enginesring Dept

4311 Jambouree Road

Building B-Z 4311 Jambouree Road

Mewport Beach, CA 92652 Newport Beach

Return Tupe CA [5ze58 Jus.a.

FO# ]
Pay Terms |2.0% 10 DAYS Met 30

Repair
erial Numnber Itern Code Status Urdered Shij |n Invo\ced Backordered Warnt ? Charges
1-96111 IQHI 1 IVES I 0.00

a1l

1-86111 +]
o
High Resolution Uideo Camera [open [
hipped on_ Order-Line  Invoice # Frior Return on ¥ i
01/01,96 [ 1961-1 5189 Claims the image is ghosting |2
01401796 1961-1 5189 [+
]
[k [ 4[> [P ]®[@][F invoice s o
e

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

{10 characters, unique, alphanumeric} Thisvalue 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 | eft this function off, you may enter your own RMA numbers
into thisfield. Make sure you enter unique numbers each time, how-
ever. Y ou might wish to enter some derivation of thedate, or the date
and customer number, or something of the kind. Or, you may just
elect to have the system automatically cal culate 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.

{Datefield} Enter the date the service order was entered into this
field. Thiswould normally be done at the time the customer callsin
for areturn authorization.

Basic Service Order Tracking
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Bill-To Customer

Ship-To Address
Fields

Return Type

PO#

Pay Terms

Serial Number

{alphanumeric, validated} Enter the customer code of the customer
returning the item into this field. Aswith 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.

Thesefieldswill be defaulted from the customer record, but may be
overridden.

{Sx characters, alphanumeric} Thisisareferencefield only. It may
carry any data, up to six characters, you wish to enter. The datain
thisfield is not validated in any way, so be sure your data entry peo-
ple understand your conventions.

{25 characters, alphanumeric} Enter the customer PO number in
thisfield. Thisis not required information.

Enter the payment termsin thisfield. For accuracy, itisagood idea
to look these terms up using the reference list function.

The data entry window allows the user to record serial numbers of
itemsreturned. If you know the main serial number of theitem being
returned, you may enter thisin the serial number field. The system
will fill in al 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™ wiill a so 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. Astheitemisactually received, you may en-
ter the serial number if you wish.

SM-SOT-4
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Status Thevalueof thisfield 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 changedto R (Ready).

Qty Ordered Under normal circumstances this number will be 1, as most items
returned will be serialized. If more than one serialized itemisre-
turned, you should enter aline 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
isless than the amount of time indicated in the company setup win-
dow, thisvaluewill default to YES. If the amount of timeisgreater
than that indicated in the company setup window, thisvalue will de-
fault to NO. Aswith most defaulted fields, you may override this
value. See “Default Location for PO Receipts’ on page SYS-116.

Repair Charges Thisvalue of thisfield defaultsto zero. Y ou may enter any value.
Shipping Theinformation in thisareaisdisplay only, and it is defaulted from
Information the serial number of the item being entered. If no serial number ex-

ists, thisinformation will not be displayed. The information dis-
played refers to the origina sale and shipment of the item, and any
previous returns of the item.

Comments There aretwo comment fields. Oneis unlabeled and contains a brief
description of the item. Thiswill print on the work order but not on
aninvoice. The other comment field islabeled Explanation for the
Return. Usethisfield to enter anarrative description of the custom-
er's comments. These comments will not print on work orders or
standard invoices, but will print on custom invoicesto 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.

Basic Service Order Tracking SM-SOT-5
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Service Activities  Thiswindow 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.

S=——————————— Servite Activities =—"——"\—""———¥—
Return Order Line #[3-1 Custerner | 10004 FAAA Company
Serial Number[2-07 173 Serial Mumber #2 B
Current Step[6 | Shipping gince [06/27008 |
Date Received| 06,705,965 Open
Personnel & Originally Shipped on|01,/01/96 Date Shipped| | [ Customer Complaint was Confirmed
Labor
Froblem  Modules
Customer Problem Areas Confirmed? Replaced Comments
Service Func. Imagsr (G102 [l
Service Imager Bd. [ve=| [1 | [Rppecrs to have been damaged in handling
Activities Uideo Ed. [ves | [T [Same a= obove
FPN Ed. [
Sean Gen Bd
Fower SuppluBd | | [
1/0 Bd. [ [
Mother Ed. [
External F/S [
Interface Bd [ [
R.F. Bd. [
Mechanical [ [
Alignment —
CoU B
T Ed [ [
Shipping container was damaged. Sent claim to shipper. g
‘MI l}4 I 4 I D IDI] I ‘I‘@II | @ ‘iew Processing Summarg”{? Change Processing Step

*To enter the receipt of areturned 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 thisfield, 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 refersto one of the ten steps described in the
Set Up window.
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Asthereturned 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 alarger 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 failsto 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

Customer
Complaint was
Confirmed

From 06/05,/95:Shipping container wos damaged. Sent claim to shipper. @

Thisisadisplay-only field. When you return the item by invoicing
the RMA, thisfield will be populated with the date theitemisin-
voiced and shipped.

Asthe customer complaint is confirmed, click this box. Thisinfor-
mation will carry over to other windows.

Basic Service Order Tracking
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Change Process Y ou may not change this step when editing the datain the service ac-

Step tivitieswindow. To change the processing step, click the button la-
beled <CHANGE PROCESING 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 thisis done accurately and on time, the system keepstrack of

the number of daysthereturn 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 EN=————— service Summary =————w——

SU m m ary Return Order Line ¥|3-1 Customerl 10004 AARA Company
Serial Number | 2-971732 Originally Shipped on 01,/01/96
Current Step & Shipping Since 06,/27/965
Date Received 06 /0595 Cate Shippec‘ Open
Customer Cornplaint Confirrmed ?I YES
ResORss Tatal Total
Labor Nurnber Tirmes Nurnber Times
Customer Processing Steps Days Entered Processing Steps [Days Entered
Service Func. Receiving [1 |2 Shipping I I
Service Test I 5 I 1 I I
Summary
Evaluate |4 I 1 I I
FRepair I 11 I 1 I I
Te=t Repair |2 I 1 I I

mnmm | .@ View Activities Detail I

Thiswindow isfor display purposes only. By viewing this window,
you may check on the status of any item in the system, and know
how long it istaking 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.
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Shipping and
Invoicing the
Service Order

Personnel &
Labor

Customer
Service Func.

Service Orders

Inventory
Transactions

Shipping Charges

Service Orders =c0———————— (w1
Date Entered Jos/01/98 Return Order %3 1
Eill-Ta Customer@l 10004 Ship To | A&4 Company
A Company
1122 South Main St
1122 South Main St
Los Angeles, CéA ABC 234567 Los Angeles
Return Type| 4BC Ch [z0009 Jus.a.
PO # R
Pay Terms |2.0% 10 DAYS Net 20
oty Qty Qty Oty In Repair
erial Murnber Item Code Status Ordered  Shipping  Invoised Backordered Warnty? Charges
2-07173 IQHI |F= | [l 1 i 1 ]Nn [ sooo
2-97173 EINE] R 1 1 [T 50,004+
]
High Resolution Video Cametra |Headg | 50.00
hipped on _ Order-Line *  Invoice * Prior Return on * i
01,/01/06 1950-1 5188 Claims the image is ghosting &
01/01/96 1950-1 5188
[
(@] a]p o ]]sa] @ ][ £ 1nvoiceThie i
7 B

This step is handled from the Service Or der s window. Once the
itemis ready to be returned to the customer, change the Statusfield
to R (Ready), and the Qty Shipping field to reflect the number of
items being returned to the customer.

Then click the INVOICE THISbutton. This creates anew invoice of
theitem, reflecting any costsincluded in the Repair Chargesfield.

It will al'so updatethe Date Shipped and Statusfields onthe Service
Activities window, like so:

i ————i—e———= serite Attililies e —
Return Order Line *[3-1 Customer | 10004 ARA Company
Serial Mumber [2-07173 Serial Number *2

Current Step [6 | Shipping Since [06/27/96
Date Received| 06 /05 /95
Originally Shipped on|01,/01/96

Closed

Date Shipped |06/27/96 | X Customer Complaint was Confirmed.

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

To add or edit shipping charges, you must open the I nvoice Header
window and edit them there. Theinvoice header islocated in the Ac-
counts Receivable module.

Basic Service Order Tracking
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Reports

Em] Job Cost & Labor Reports

Returnz Serinl Numbered Returns by Return Order-Item Number
Returns Serial Mumbered Returns by Item Code

Returnz serinl Numbered Returns by Serial Number

Returns Return Problems by Customer Code

Returns Return Problems by Item Code

Returns Return Problems by Return Order Code

Returns Return Problems by Serial Number

Thesereportsarelisted in the Labor Reportslists. Noticethat 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.

SM-SOT-10
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Customer Service Management
[0 == Personnel & Labor Functions="e—=MH0 B

Overview
Group Marme |

= |Customer Service Functions
Cause Codes

Corrective Action Codes
Problem Codes
OQuestionnaire Labels & Logic
Serial Mumbers

Service Orders

Service Orders List
Service 5et Up

Reports

Record Counts

Why Use this Customer Service Management provides a detailed way to plan

Module? and implement your response to customer service issues, tracking
all customer interface, inventory, and billing issues from asingle
area of the system.

nlngningntngatn

Wl Jun]

Using the module, you will be able to identify potentia problems,
their causes, and the proper corrective actionsto betaken. Theseare
set up in adetailed 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 providesthe
ability to issue a RMA number to the customer, track and identify
which stage of the service process anitemisin by item code, seria
number or batch number, issue returnsto stock or use comments to
record inventory applied to the job and invoice the service order or
issueacredit memoif necessary. All job cost datais captured during
the process and applied to the job as necessary.

Customer Service Management SM-CSM-1
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C

Companies &
Personnel
Targeted by this
Module

Expected
Benefits

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

Inaddition, any company which isconcerned about ensuring product
quality and identifying problems and causesin early stageswill find
this module indispensable.

The quality control administrator, system administrator, or someone
similar should be involved with theinitial set up of the data within

the system. Thereafter, the customer service, inventory control and
accountsreceivable personnel will usethisfunction any timeanitem
isreturned for service.

The Customer Service Management module is designed to focus
your company’ s attention on customer satisfaction and product qual-
ity. Every component forces afocus on defining the quality prob-
lemsand likely causes, furnishing the ability to cometo aconclusion
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.

Noteto 7.35 users: Fully leveraging Customer Service Manage-
ment’ sability to associate and report on multiple problem types
for each service order item can require additional, sometimes

SM-CSM-2
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time-consuming, data entry. Without these problem records,
however, analysisof problemsby type, item code, customer, etc.,
isimpossible. Version 7.35 can makethistask easier. As service
order entriesaremade, 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 findsa
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 exposurein high-lia-
bility situations and maintain compl ete 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.

Greater visibility of service order procedures.
More complete reporting of service issues.
Better control of the service order process.
Lessliability exposure.

Easier auditing process.

© N o o > w

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.

Customer Service Management SM-CSM-3
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What's Included

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

11. Identify and track trends in product quality or lack thereof.
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-
sionislimited to 15 problems).

Validated causes related to each problem.
Validated corrective actions rel ated to each cause.

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

o > w DN

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.

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, al provided in columnar numbers
and graphic output.

The Customer Service Management (CSM) moduleistightly 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. Thisinvoice datathen
flows through the accounts receivable module to the general
ledger module. Credit memos may also be issued with resulting
inventory transactions.

2. Thefunction utilizes lot numbers, serial numbers and item
codes (or none of the above) for tracking purposes.

SM-CSM-4
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Getting Started

Features Set

Make sure Customer
Service Management
is active

User Access
Privileges

The following setup functions must be completed in order to use
Customer Service Management (CSM).

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

fccess iz Allowed to Checked Features
Care rmodules

Indented Bill of Materials

Manual Ffg Order Processing
Basiz Production Flanning
ddvanced Froduction Flanning
dezaunting

Serial Murnber Tracking

Lot and Eatch Tracking

Basic Option Selection
Rules-Based Configurator

“izual Drag 'n Drop Shop Floor Conteal
Bazic Job Costing

ddvanced Job Costing

Basic Service Order Tracking
Customer Serwice Managernent

1 S e T 3 S T

—>

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

Oncethe modul e 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-
legesfor the CSM functions are found under the Personnel & Labor
privileges, as shown here:

Function Access Privileges
Service Orders [ view [ add [ Editor Delete [ Print

Seruice Orders YES -
Inventory Transactions YES YES YES YES
Froblem Codes & Descriptions YES YES YES YES
Cousze Codes & Descriptions YES YES YES YES
Corrective Action Codes & Descriptions YES YES YES YES =
Ouestionhaire Labels & Logic YES YES YES YES =
Service Orders List YES YES YES YES =4
Getting Started SM-CSM-5
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Task Assistant

Notethat there are several windowsinvolved with the CSM module.
Besureto provide accessonly to those windowsappropriatefor each
user. For example, the setup functions, such as Problem Codes &
Descriptions, Cause Codes & Descriptions, and Questionnaire
Labels& Logicwould only be appropriate for the service manager,
system administrator or similar user. The customer service represen-
tatives, however, would morelikely only have accessto the Service
Orderswindows, so they can add and maintain the actual, everyday
service transactions, but not edit the control records.

If you have used the Basic Service Order Tracking in the past and
areupgrading to CSM, you will need to accessthefollowing task un-
der New Featuresin the Task Assistant window.

O0=———————TaskAssistant ——————"M1 5
) What can | do with... 4 |Botches Combine Files for Lots & Batchs ||
) How Do I... Update Update to Version 7.32

(8] New Features ¥ |Update Update to Version 7.34

) Deleted by User m [Intl International

i s | AP Table for Sales Tax Codes
ébe]ow to see the h°w§ Inwent Lot & Botch Tracking with Locations
Ethe idvanced JIPurch  Tracking Outwork Sent to & From Vendors

iCustorner Service §Updute Upgrade to Yersion 7.31
H

Tracking system HIS Customer Contract Pricing

works. i[Centers Work Center Capacity
iaervice Advanced Serwice Drder Tracking

Convert Data SCONVERT DATA: The service order set up windaw , which

allows 15 problems, will be converted to separate problem
refernce codes & description which will then have an unlimited
file size.

|
| Set Access Priliges

®SET ACCESS PRILEGES : New access priveleges are provided for
the new functions. ‘You rust set up who can and cannot have
access to these new functions.

| See Problem Codes

®SEE FROBLEM CODES: Click this button to zee the convered list

| See Service Orders of problem codes.

@®ZEE SERVICE ORDERS: Click this button to see the new rulti-
card format used for customer service orders.

Date Task Added 16/63./96 3B

Once you have accessed thistask, it isimportant to click the button,
<CONVERT DATA>. Clicking this button will move the 15 previ-
ously alowed problem codes to a separate data file which provides
unlimited problem codes.

SM-CSM-6
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Note: Only run thisif you have previously used Basic SOT!

Further Setup Once you have compl eted the above steps, ensure you have accessto
al of the reports and functionality of Customer Service Manage-
ment. To provide access to the functions, it is necessary to refresh
the Personnel & Labor Functionslist 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 thelist, you
should seethefollowing under Customer Service Functionsonthe
Personnel & Labor Functionslist:

[0 == Personnel & Labor Functions="c"=M0H

Group Mame |

= |Customer Service Functions
Cause Codes

Corrective Action Codes
Problem Codes
Questionnaire Labels & Logic
Serial Numbers

Service Orders

Service Orders List
Service 5et Up

Reports

Record Counts

nininlnfainatn

e I )|

“

Y ou al so need access to the Customer Service Management reports,
as shown below. If they are not visible as shown, you must update
your reportsfilewith the necessary reports (see” Update Reports’ on

Getting Started SM-CSM-7
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Service Set Up

page SYS-142). Contact QCI Technical support to make sure you
have the most current reports file to work from.

D =———————— lob Cost & Labor Reports
Service G Service Orders by Return Order-Ttem Number
service G Service Orders by Item Code
service G Service Orders by Batch or Serial Wumber
service G Service Order Problems by Customer Code
service G tervice Order Problems by Item Code
service G tervice Order Problems by Return Order Code
tervice G tervice Order Problems by Seriql Number
tervice G tervice Order Problems by Problem Type

Use thiswindow 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.

[0 =————"Service Setlp=——H

Default Serwice Order Lookup Yalue:

® Lot/Eatch # 71 Serial #
) Irvoice Line # 1 Mo Lookup

[® Use Sales Order Price Defaulting when entering Service Orders

SM-CSM-8
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Service Problem
Codes

Personnel &
Labor

Customer
Service Func.

Problem
Codes

Code

Description

[[l = Service Problem Codes ==FE1H
Code Description
o1 |Dimensic\nul | = |
D10 |shipping =
o |Fackaaing
o1z |Damuqed by Customer
b1z II:Ir*der*. Customer
D14 |order, LocalMed
015 [uisual
D16 |Leak
D17 |Labeling
[ | Horkmanship
0z | Functional -
7

Thiswindow allowsthe user to set up codes and descriptionsusedin
service ordersto categorize problems associated with any service or-
der event. Once these codes are entered into the datafile, they may
be used to designate problemsin the Service Order Problems,
Causes& Actionswindow (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.

{Sx 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
datain atable, scroll to the bottom of the list and click in the empty
fields at the bottom of the list and begin typing. Asyou <TAB> be-
tween entries, the cursor will jump to the next field or line.

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

Getting Started
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Problem Cause
Codes

Personnel &
Labor

Customer
Service Func.

Cause Codes

Code

Description

[l = Problem Cause Codes =—=F1H
Code Description
C1 ISquI ier Error ||
Cz [operatar Errar =
] IDncumentutinnwaq [=lglal=lgd
C4 IPPDEESS Error
C3 IEquipment Error
CG |Communication
c? |Cnmputer Ertar
ca IUnknnwn
cag Iﬂiscellaneous -
Z

Thiswindow allowsthe user to set up codes and descriptionsusedin
service orders to categorize causes of problems associated with any
service order event. Once these codes are entered into the datafile,
they may be used to designate causesfor each probleminthe Service
Order Problems, Causes & Actionswindow (see “ Service Order
Problems, Causes & Actions’ on page CSM-25). The data entered
into thiswindow will determinethe problem causeswhich can been-
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.

{Sx characters, unique, alphanumeric} Enter the code by which
each service problem cause will beidentified inthisfield. Tablesare
different from dataentry lists asyou enter the datadirectly into each
cell of the table; not a data entry line at the top of the list. To enter
datain atable, 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.

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

SM-CSM-10
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Corrective Action
Codes

Personnel &
Labor

Customer
Service Func.

Corrective
Action Codes

Code

Description

[0 = Corrective Action Codes =E1H
Code Description
CA1 I Inform Source | = |
CAZ |Desian Cchonas =
CA3 IDncumentatic\n.-"qu Chonge
CAR4 IF‘PDCESS new/correction
CRZ IEquipment new/modification
CRE I Inspection Plan
CAT [TED
CAZ [TED
CRY IE.-"FI not necessary -
Z

Thiswindow allowsthe user to set up codes and descriptionsused 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 datafile, they may be used to designate correc-
tive actions for each problem in the Service Order Problems,
Causes& Actionswindow (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.

{Eight characters, unique, alphanumeric} Enter the code by which
each corrective action will beidentified in thisfield. 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
datain atable, scroll to the bottom of the list and click in the empty
fields at the bottom of the list and begin typing. Asyou <TAB> be-
tween entries, the cursor will jump to the next field or line.

{33 characters, alphanumeric} Enter the description for each cor-
rective action here.

Getting Started

SM-CSM-11



Customer Service Management C/

Questionnaire
Labels & Logic

0 =--——————"Questionnaire Labels &logit=c———————"M"11H

Questionnaire Name  |Ouestionnaire *2

Mo Yes
Questions Shows  Shows
B N — = =
2 |Hos the product failure due to customer misuse? 4 1]
4 |Hos the product failure dus to HCI failure? 5 54
mas the product failure dus to supplier foilure? 52 E_
G |Does the customer agres? 7 E_
P |& 7 |Does this need to be elevated to a superwisor? 52 54
Labor = r
CUStpmer Decizion End Points
Service Func. anru proper staff member immediately [=]
Questionnaire 52[Ho action is necessary
Labels & 52 [Contact insurance carrier at once at (3153 476-2075
Logic 54 |Contact superyisor
55 |Contact supplier for remedy. [~
Follow- Up Events
1|Contact Supplier [=]
2 [1=zsue Hecessory Regulatory Reports
z[Attain Approval far Seruice
- =
CI AR E ///
The Questionnaire Labels & L ogic window iswhere the decision
tree for the Service Order Questionnaireis 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 abovein-
cludes a number of different decision branches, end points and fol-
low-up events.
Note that using the questionnaireis optional. It is not necessary to
build as complex a questionnaire, and you can set up several ques-
tionnairesif 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 Or der
Questionnaire window.
It may take you some time to perfect the questionnaire logic, ques-
tions and decision end points. Thisisfine, and it is encouraged that
this process be a dynamic one. Begin with arather simple question-
naire, and have your service personnel beginto useit. Asthey areus-
SM-CSM-12 Getting Started
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ing the function, new questions and logic will occur to you. Asthese
begin to take shape, add new questionnaires to the datafile, and al-
low your usersto utilize them. Over time, you will begin to formu-
|ate questionnaires with greater and greater power and usefulness.

Questionnaire {20 characters, alphanumeric} Enter the name of each question-

Name nairein thisfield. Thisisthe 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 questionin thesefields.
Y ou may enter up to 24 questions per questionnaire. These questions
will appear in their proper order in the Service Order Question-
nair e window, based on the answer given to the previous question.
They will ook like thisin the Order Questionnaire window:

Was WE| product used? ‘O Mo @) ves () Unknown ||
Was the product failure dus b customer misuse? ‘ @ o () Yes (] Unknown
Was the product failure due to WCl failure? ‘@ Mo ) es ) Unknown
Was the product failure dus to supplier failure? ‘ O No @ Yes () Unknown
Yes Shows {Two characters, numeric} These fields determine which item
No Shows comes next within theinterviewing process. Thereare 24 Questions,

numbered between 1 and 24, and five Decision End Points, num-

bered 51 to55. Y ou may enter any number between 1 to24 and51

to 55 inthese fields, depending on where you want to go next in the
interviewing process. The number you enter in each Yesor 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 ayes or no answer.

Decision End {95 characters, alphanumeric} There arefive Decision End Points
Points for each questionnaire. Thereisno Y es/No entry for decision end

Getting Started SM-CSM-13
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Follow Up Events

points, because, by definition, they represent theend of theinterview
and the final determination of what should be done when reaching
theend point. They are displayed in the following manner in the low-
er portion of the Order Questionnaire window:

‘ Contact supplier for remedy.

{95 characters, alphanumeric} There are five follow up actions
which may be added to thiswindow aswell. Thesewill be displayed
asradio buttons at the bottom of the Order Questionnair ewindow.
These serve asreminders of what needsto be done with each service
order by referencing this window only. They currently do not print
on any reports.

[T Contact Supplier Notes =
[T Issue Necessary Regulatory Reports I
|_ #Attain dpproval for Service

Make Necessary Adjustments
[T Return lem to Custemer

-

Note: Whileit ispossibletoenter up to 95 charactersin thisfield,
only 40 will display on the Questionnaire window. Therefore,
you should keep thisin mind asyou enter their definitionsin this
window.

SM-CSM-14
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Using the Module

CGervice Brder # 000010
ABC COMP ANY
1234 {54k Strect
Personnel & SoTtware Froducts Division
Labor Glendale, GA 92155 1234 154 Sireet
213-444-5555
Customer Type Code Glendale | |
Service Func. Customner PO # Ch 19215 [
Service Payment Terms | 2.0% 10 DAYS Met 45 H
o r i
Shipp g FRL v [l
Orders ponaterms ML vl [ Printon Servics Order [ Printonwvoioe oo
shipping o ip From Location
PR e
Foriowup Feraon P pate |
Repair
Shorges relieve
.00 [T sStock
[~
Chatr - nodel 9111 [open
hipped on Order—Line * Invoice * Prior Return on * ion for the Service Call
I | Time 1 I
— -
[ =
~ | [C_Print on Service Order [~ Frint on Invoice
Service Order | | Problems & Causes uestionnaire
\M|M|4|D|M|d}|@.|m|\z? |mmice'rmanrue|r|L il e

|4

Overview Usethe Service Order swindow to record the customer's request to
return product. The Service Order Number in the upper right-hand
corner isthe customer’s RMA number. Each service order may in-
volve up to three cards to display the datarelated to that order.

Typically acustomer 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 datawill be pulled into the window based on it; for ex-
ample, if you elect to enter datausing the serial number, simply click
that radio button, click in the Serial Number field, enter the seria
number and press <TAB>. All of the other pertinent data will be
pulled in automatically.

Using the Module SM-CSM-15
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Additional information, such asthe quantity to bereturned, warranty
information, etc., should be entered on thiswindow. To savetheline
item, you must enter datainto thefield 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. Y ou may usethe Explanation for the Service Call field to
enter general comments about the incident or reason for service, or

you may use the Questionnair e window to proceed through a previ-
ously defined decision tree about the call. To use thiswindow, click
the card tab, <QUESTIONNAIRE>, which isdisplayed at the bottom
of the window. The following window will be displayed:

O==—————————orderQuestionnaire =—————— 115
Mrder Item Code[13-1 [2BC ComPa |
Item Code 2111 |series 8 chair [ Tuestiornaire #2 ]
General Hotes I |
-
‘as WC product used? |O No (@ Yes () Unknown
“as the product failure due to customer misuse? | @® No ) ves () Unknown
Was the product failure due to WCI failure? | @® Mo O tes () Unknown
Was the product failure due to supplier failure? 1 No (8 tes (0 Unknown

[+

‘ Contact supplier for remedy. ‘
[T Contact Supplier Motes [=]
[T Issue Mecessary Requlatory Reports
T Attain Approval for Service
T Make Mecessary Adjustments ||
™ Return item to Custarer |~

T Servioe Order | | Problens & Causes | | Questionnaire JE
7

Thiswindow guidesyou through aseries of questions, each based on
the answer to the previously asked question. Thistool is especially
helpful for users who are highly regulated, or those who wish to be
very methodical about theinformation they capture. Asyou enter the
answer to each question, another question will be posed until you
end up with avery specific Decision End Point as displayed in the
middle of the window. At that point, arecommended action will be
displayed, and theinterview will be terminated. Y ou may pick from
any number of predefined questionnaires.

SM-CSM-16

Using the Module



Customer Service Management C/

In addition to the questions, this window shows alist 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 asthe RMA number.

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

[0 =———="service Order Problems, Causes & Replacement Parts =——"——"HIH
Order Item Code | 168681 -1 g Open Highwoter Furniture, Inc.
Clased
Item Code 00og O Invaiced Fouch (TyweksMylar) Outer
Fallow Up Person |1 Samuel Database User
Follow Up Date 06./15 /1002 =1
0ty to be Returned [ 1 Date Clesed I~
uantity Received 3 Date Rec'd |02/18/1999 | [™ print on Service Order [T Print on Invaice —
[Problems List Broblem Comment
o1 e Comments related to problem #1ax
0z Imager Bd [ [ |
- -
[+ -
Iﬁnuoco Liot Caues Conmmmel
& [ comments related to couse #1
=
- [=]
- [~]
Replacement Items List Prind an
Pull fram Reaszan Billing Invaice +
|tem Code Quantity Unit Location Lot/Batch/Serisl *  Code Unit Price Cornment £7) Packing List Shipped |
0003 10,000 [ I [ 10000 [Comnent. Here's some moi € [
0006 [ 20 o0n[Ea |1 [ v [ 20000 [
a
-
‘VD |_Servioe Order | | Froblems & Causes [ Questionnaire
[SA[H] AL [P @] [ Fotew vp aativities | [T Time charges | —
L Z

To move from one section to another, simply click withinit. To get
Qube ERP™ to display a cause code field associated with a selected
problem, click on the problem codefield. 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.

Using the Module
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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 thiswindow viathe 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 thiswindow. All of this information may be reported on.

Thetechnician may also want to access the questionnaire window in
order to seewhat information was captured during theinterview, and
also to refer to the followup eventslisted at the bottom. Thelist may
have been checked off by theinterviewer to specify followup events,
or it might be used by the service technician to indicate that certain
events were completed.

The technician should aso tally up the items used in the service
function and include them somewhere in the service order com-
ments, either in each individual commentsfield or in one of the over-
al notesfields. 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 thetechnician will be useful inderiving
these numbers.

After these steps have been taken, thetechnician may chooseto close
out the service order and enter a Date Closed. Thiswill 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 Char gesfieldswill
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.

Thefollowing pageswill provide detail ed information about each of
these windows, their fields, and their functionality.

SM-CSM-18
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Service Order Header
The header window displays the bill-to and ship-to information,
aong with alist of each service order item, as shown below:

Service Orders,
Card 1

Bill-To Customer

Date Entered

Service Order #

= GemwiceOrders /—w—— E
Bill-To Custorner B[ 10001 Date Entered | 02 /04 /2000 Corvine Meder 21200012 1
ABC COMP AR AT
1234 15th Street
SoTtware Froducts Division
Giendaie, CA 32155 724 15T Sireet
213-444-5355
— . Glendale
Type Code
Customer PO * CA |52155 Jus.a
Payment Terms | Z.0% 10 DS Het 45 |2]
ShippingTerms | PPL wia [ - =
= i Ship Fram Lacation |0
crasn FuU Dot |

I Lookup en Batoh Number () Laokup on Invoice Item * (1 Lookup on Sarial Nuraber ) No Laokup

Oty Qty Oty Wty 1008 In Repair
User Reference tem Code Status _ Quantity _ Shipping imvoiced Backordered Returned warmty?  Charges Relieve
TS CETTR— ] E— e e BT | = ool stk
A 7111 i 1.000 1.000 1o
i uut u 1oy 1,000 o L]
[+
Thair - model G111 {open T
hipped on Ords L * I = P Reets = for the Service Call
I i T ] T
i i i = |
L
lz
—_———— 1 | = e
(" SR T RS TR WA
il R TS (R Rl Rl i s

{Ten characters, alphanumeric, validated} Enter the customer code
of the customer returning theitem into thisfield. Aswith most of the
sales information on the window, this number may be pulled in by
entering the return item’s serial number if it isknown. To create a
new customer record, enter the word NEWin this field and pressthe
TAB key.

{Datefield} Enter the date the service order was entered into this
field. Thiswould normally be done at the time the customer callsin
for areturn authorization.

{10 characters, unique, alphanumeric} This value will be automati-
cally calculated by the system if you have el ected to have the system
automatically calculate sales order numbers (see “ The System Will
Automatically Calculate the Following:” on page SYS-105). If you

Using the Module
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Ship-To Address
Fields

Type Code

Customer PO#

Payment Terms

Shipping Terms

Ship Via

Shipping

Comments

have | eft this function off, you may enter your own RMA numbers
into thisfield. Make sure you enter unique numbers each time, how-
ever. Y oumight wish to enter somederivation 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.

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

{Sx characters, alphanumeric} Thisisareferencefield only. It may
carry any data, up to six characters, you wish to enter. The datain
thisfield is not validated in any way, so be sure your data entry peo-
ple understand your conventions.

{25 characters, alphanumeric, searchable} Enter the customer PO
number in thisfield. Thisis not required information.

{25 characters, alphanumeric} Enter the payment termsin this
field. For accuracy, it isagood ideato ook these terms up using the
reference list function.

{12 characters, alphanumeric} Enter the shipping termsin this
field. For accuracy, it isagood ideato look these terms up using the
reference list function.

{12 characters, alphanumeric} Enter the shipper in thisfield. For
accuracy, it isagood ideato look these terms up using the reference
list function.

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

{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

SM-CSM-20
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Followup Person

Followup (F/U)
Date

Service Order
ltem Detail

Lookup
Information
Number

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.

Ii Print on Service Order I- Print on Invoice

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

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

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 cardsin the set (see below).

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

For example, you might not know anything about the return but the
Serial Number. If thiswere the case, you could still enter anew ser-
vice order for theitem 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.

Using the Module
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Status

Quantity

Batch Number. Inthe case of aBatch Number entry, Qube
ERP™ would display alist of all invoice items shipped against the
selected batch, like this:

=————————Shipments of Batch to all Customers =————"HIB
Quantity Customer Invoice
ed  Shipped IHem Code Description Code & Name Hurnber

CE] S AT Tabie Téq holts THkAL, " AR Tampan e S

95 T T111 Series 7 Chair 10@@ad, AA4 Compony @ =
B8,/682/95 2 75 Chair-Oak Dining/Arms & H 16884, ASA Company SaE4
B3,/23/93 1 9111 Series 9 Chair 10@a4, AAS Compony SEz24
B2/27/97 1 9111 Series 9 choir 10664, AS4 Company 521z
B3./23/93 2 925 Finished 925 Table 18684, AA% Compony CHZ4
B8/22/93 1 925/FIM 925 After Step FIN 1lomad, ARA Compony SEEZ
7S A9092 2 DRC3 Chair-Oak Dining/Arms & H 10@@4, ARL Company SH23

B9/21./92 1 DRCS Chair-0ak Dining/Arms & H 10884, A5 Company SEBE |

|X Cance]l I & 0K I 7

Y ou 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 avaluein thisfield, 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 isreturningit (if you entered that data
first). Error messages display if either of these do not match.

No Lookup. If theitem being returned does not have a seria
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 valuein the field you like, and any other data you wish.

Thevaue of thisfield defaultsto O f or OQpen. 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).

When dealing with serialized items, under normal circumstancesthis
number will be 1. 1f morethan one serialized item isreturned, you
should enter alineitem for each returned item. In the cases of other
types of items, you may enter any appropriate quantity.

SM-CSM-22
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Qty Shipping

Qty Invoiced
Qty Backordered

Qty to be
Returned

In Warnty?

Repair Charges

Shipping
Information

Item Comments

This should remain zero until you are ready to ship theitems back to
the customer.

The invoiced quantity will display in thisfield.
The backordered quantity will display in thisfield.

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

{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
isless than the amount of timeindicated in the company set up win-
dow, then thisvalue will defaultto YES. If the amount of timeis
greater than that indicated in the company set up window, then this
value will default to NO. Aswith most defaulted fields, you may
override this value. See “Normal Warranty Period on Shipped Mer-
chandise” on page SYS-118.

Thisvalueof thisfield defaultsto zero. Y ou may enter any valueyou
wish. Thisisthe charge for the entireitem. If the valuein the Quan-
tity field is greater than 1, the value in the Repair Chargesfiedis
divided by the quantity ordered; therefore, you should enter the ex-
tended repair charge (multiply the unit repair charge by the valuein
the quantity field) rather than the unit repair charge.

Theinformation in thisareais display only, and it is defaulted from
thelookup 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.

{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-

Using the Module
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voice. Designate where these comments are to be printed with the
check boxes which appear below the comments field.

IE Print on Service Order I_ Print on Invoice
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Service Order Problems, Causes & Actions

Service Orders,
Card 2

Order Item Code

o

=——————5@rvice Qrder Problems, Causes & Replacement Parts

Order Item Code
Item Code

Fallow Up Peraon
Follow Up Date

1EEAR] -1

@ open
] Flnsed

Highwater Furniture, Inc.

0006

06,115/ 1002

) vaiced

1 Samuel Database User

POUCH (TywekaMylar) Outer

Date Closed

0ty to be Returned [ 1

KD

Quantity Recelved 3 Date Rec'd [02/18/1393 |7 print on Service Order [ Print on Invaice
Prablems List Praoblern Camment
a1 [ Comments related to problem #lax

02 Imager Bd

a

[0

-

Iﬁsuses Tist Causs Comment
o1 =

LOmmENts reldted to COuse #L1
=

Y

[T+

-

Replacement ltems List Prind an

Pl firamn Reaszen

Dilling Invoics 1
Unit Price Comment @ Facking List Shipped|

| tem Code Quantity Unit Location Lot/Batch/Serial ®  Code d
0003 10,000 [ JL | 10000 [Comnent. Here's same moi X
0008 IEEEEN K I Ju | [ 20000 rr

DT

_"D

: | Service Order | | Froblems & Causssm
”IM“](]I AP S @] [L3 Fotiow up activities |

[ Time charges] B
2

Use thiswindow 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 are-
port identifying problems by cause code. Thiswill 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-
esin order to provide the best and most cost effective solutionsto
your most pressing problems.

{Calculated, find field} Thisfield 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 thisisthe first
line item on the service order number.

Using the Module
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ltem Code

Followup Person

Followup Date

Qty to be
Returned

Qty Received

Open/Closed/
Invoiced

Note: Thiswindow isoriented around a single service order
item. Thisisdifferent than the Service Order Header, which dis-
playsall itemson the serviceorder. Therefore, clicking <FWD>
or <BACK> or <FIRST> or <LAST> will display thenext (i.e. 12-
2), previous, first or last item on the selected service order.

{Display only, find field} Thisistheitem code of the returned item.
It may not be changed from thisfield.

{Validated, find field} Enter thevalid Employee Code of the person
designated to follow up on this service order in thisfield. Thisfield
isused in reporting on service orders, and as a selection criterionin
the Customer Service OrdersList window.

{Date format, find field} Enter the datethisitemisto befollowed up
oninthisfield.

{Number} Enter the quantity to bereturnedinthisfield. Thisnumber
isNOT defaulted from the header. This number is also reflected in
the Qty to be Returned fieldinthe Customer Service OrdersList
window. (It isimportant to remember that in the case of serialized
items, this number would normally be 1. Each serialized item would
generally haveits own line item record.)

{Number} After receiving the items from your customer, enter the
quantity received in thisfield. This number isNOT defaulted from
the header. This number is aso reflected in the Qty Received field
inthe Customer Service OrdersList window. (It isimportant to re-
member that in the case of serialized items, this number would nor-
mally be 1. Each serialized item would generally haveits own line
item record.)

{Radio button selections} The default for each service order is
OPEN. After the service order has been handled, it is closed out by
clicking theradio button, CLOSED. Thisfieldisused in reporting on

SM-CSM-26
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Date Closed

Date Received

Item Comments

Problems List

Problem
Comment

Causes List

service orders, and as a selection criterion in the Customer Service
OrdersList window.

{Date format} Enter the date the record was closed in thisfield.

{Date format} Enter the datetheitem wasreceived inthisfield. This
date isNOT defaulted from the header. Thisdateis also reflected in
the Date Received field in the Customer Service OrdersList win-
dow.

{2000 characters, alphanumeric} Thisis a second commentsfield
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.

IE Print on Setvice Order I_ Print on Invoice

{Sx characters, validated, alphanumeric} Enter the code for each
problem in the Codefield. Y ou may usethe Reference List function
tolook up these codes. Y ou may enter as many problem codesasyou
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 servicere-
ports which refer to these problem codes (see “Reports’ on page
CSM-39).

Y ou may enter acomment for each problem in thelist. Thisfield
holds 2000 characters, so you may enter detailed descriptions of the
problem. These comments do not print out on any reports.

{Sx characters, validated, alphanumeric} Enter the code for each
problem cause in the Code field. Y ou 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 thefirst probleminthe ProblemsList and
pressing <TAB>, the cursor will jump to the Problem Comment

Using the Module
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Cause Comment

Corrective
Actions

Replacement
Iltems List

field. At this point you may enter comments, or not. If you press
<TAB> again, the function will take you to the Problem Codefield
for the next problem. At thispoint, useyour cursor to click inthefirst
Problem Code field, and the first Problem Cause Code field will
be displayed in the Causes List. Oncethisfield is displayed, you
may enter datainto the CausesList and Cause Comment field, just
likeinthe ProblemsList.Y ou may enter as many Problem Cause/
Codesasyou like by scrolling and clicking on the next line, or press-
ing <TAB> until you land in the next line of the table.

Y ou may enter acomment for each problem inthelist. Thisfield is
3000 charactersin length, so you may enter detailed descriptions of
the problem. These comments do not print out on any reports.

{Eight characters, validated, alphanumeric} Enter thecodefor each
Corrective Action in the Codefield. Y ou may use the Reference
List function to look up these codes. Thislist worksjust like the
Causes List, discussed above. Y ou may refer to the preceding sec-
tion for information on how to access and enter data into thislist.
(Versions 7.35 and previous only.)

(Version 7.36 and later only.) Y ou may enter replacement partsin
this list. Note the (2 symbol displayed directly to the right of the
Comment column label. Y ou may click on this button to expand the
comment, viewing and edit it in alarger space than is provided by
thelist. Replacement itemswill be printed on the servicework orders
(CMD-P or CTRL-P). They may aso be printed selectively onin-
voices related to service orders.

Version 7.37 provides the ability to compute the repair chargeson a
service order item based on the billable value of its replacement
parts. The screen shot below shows an example of alist of replace-
ment parts whose total value is $103.00.

Replacement ltems List
Pull from Reason Billing
Itemn Code Quantity Unit Location Lot/Batch/Serial ¥  Code Unit Price

[a061 [ 1e.000 En [1 [ [T 1eo.008
[oo02 [=.ee0 en [ [ [ 1.000
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Follow Up
Activities

Time Charges

Qube therefore updates the Repair Char ges value on the header/
items list window to agree with this value.

Oty Oty Oty Qtytobe In Repair
[Serial Number Item Code Status Quantity  Shipping  Invoiced Backordered Returned Warnty? Charges

5-9878 9111 I 1.8 8.8 1.8 8.8 NO 30.00
5-9878 ati I 1.8 1.8 NO 30.00
1238456 925 0 1.8 1.0 1.0 NO 183.00

The Customer Service Setup lets you default repair chargesto fol-
low the same logic used when performing order entry. Anitem en-
tered for a service order may have repair charges defaulting to one
valueinitialy, but thisvalue may be changed by Qubewhen alist of
replacement partsis 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 partsimpliesthat the
repair charges price should be overridden.

Note: A zero valuefor replacement partswill not override anon-zero
value already found in the Repair Chargesfield.

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

= Follow Up Activities

Code [100001-1 IHignuater Furniture, Inc

L
| Ey——
Pei sonne
|‘:m Date sictivity Code Contact Desoription (@

1=]
LIl m

4]0 ]

S

{Button} (Version 7.36 and later only.) The TIME CHARGESbutton
allowsyou to view and edit employee time charges related to the se-
lected job (order-line#). Clicking this button displaysall time charg-
es entered by any person on any date related to the selected job. For

Using the Module
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Note to 7.35 users

more information about the Employee Time Char ge window, see
“Employee Time Charges, by Date and Person” on page JC-8.

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 seeif the comments can indicate which type of problem has
been encountered. When it findsamatch, it will automatically create
the problem record.

For example, below isascreenshot of alist of problemsand aservice
order showing some comments.

EN} Service Orders EEEH
Code Description Date Entered [06/25/98 Service Order #[101169 1
ot Documentation Bill-To Customer@ 10007 S_himl Adelanto School District
[0z [ttoden ADELANTO SCHOOL DISTRICT |
[0z [Master Control 11824 Airbase Rd.
[11824 Airbase Rd.
(04 [slave control
- Adelanto, CA 92301 | Adelanto
3 [opties Tune Cod
[07  [Special c”": ° epu o [ca 92301 [
[08 [camera ustemer '— ’ l%
[OQ IPedestaI Payment Terms |Net 30
(10 [Undefined ShippingTerms [ via [ [T Print on Service Order [T Print on Invoice
[ 1 [Antenna
[?1 [?100 Card @] Lookup on Batch Number O Lookup on Invoice ltem # [e] Lookup on Serial Number @ Mo Lookup
[99 [Nothing works - Qty Qty Qty In Repair
[ﬂN lﬂ 1 3 User Reference Item Code Status Quantity  Shipping Invoiced Backordered Warnty ? Charges
nateq ear TEST NG 204989-32 0 10 0 0 10][no 0.00 v
}B :Be""'""s TESTING 204989-32 0 0 10 NO [
cc Compass card
2
{CPU :CPU card [Andrew 7/8" Cable Grounding Kit |0pen I
FP Frontal panel
T e hipped on Order-Line #  Invoice # Prior Return on # Explanation for the Service Call
I | ens Problems with Monitor, Frontal panel and |4}
LT Lightening mouse.
ifa
[H |I10use 1
(mT [Moni tor &
[Px [Pixel [Z] [~ Print on Service Order [ Print on Invoice
[unc [uMC card
< |MI M I <] I D I DI] I "“}IQI E Il | nvoice it Il Service Order ﬂProb'Iems & Causesﬂ Questionnaire
— [
Inthis case, the user did not switch to the Problems & Causeswin-
dow to enter the appropriate problem codes. Instead, Qube ERP™
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interpreted the comments and created these comment records auto-

maticaly:

EJ=———— Service Order Problems, Causes & Actions =""——————wzR
Order Item Code  [101169-1 @ Open  [Adelanto School District

Item Code 204989-32 8 osed | [Bndrew 778" Cable Grounding Kit

F/U Person

F/U Date

0ty to be Returned [ Date Closed [ =
Quantity Received | Date Recd [ [~ Print on Service Order [ Print on Invoice —
Problems List | Problem Comment

|Fp Frontal panel 3| ||
|r1 Mouse j 6
(e HMoni tor &

Sincethe problem codeswere entered, later analysis of problemscan
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 isalso provided to analyze existing dataand create the prob-
lem history for usein future analysis.
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Service Order Questionnaire

Service Orders,
Card 3

0 =——————"Oorder Item Questionnaire = ——————"m1 5

Order Item Code | | sBC Company

[tem Code |9111 |Ser‘ies 9 chair [ Questionnaire #2 =]
General Notes I |
‘as WC| product used? ‘O Mo (8 Yes () Unknown ||
Was the praduct failure due to customer misuse? | @ Mo 1 ver () Unknown

Was the product failure dus to WCI failure? | @ Mo (O Yes {1 Unknown

Was the produst Tailure due to supplier failure? | ) Mo @ Yes ) Unknown

‘ Contact supplier for remedy. ‘

X Contact Supplier Hotes =]
[ Issue Mecessary Regulatory Reports

[ Attain Approval for Service
™ Make Mecessary Adjustments
™ Return tem to Customer

1 Service Order | Problems & Causes jhl Questionnaire JE
[

Thiswindow is oriented around a single service order item. Thisis
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 thiswindow to enter the interview with the customer following
the selected questionnaire, as set up previously (see  Questionnaire
Labels & Logic” on page CSM-12). Y ou may select from the drop
down menu the questionnaire which is appropriate to the selected or-
der item. Note that using the questionnaireis optional. The question-
naire begins with only thefirst question visible. It displays the next
question depending on how the previous question was answered.
The Questionnaire portion of the window is presented in ascrolling
table in order to allow for the possibility of many questions.

The bottom section of the window provides the ability to enter addi-
tional commentsrelated to the decision and check off the Follow Up
Eventswhich have been completed. Thesefollowup eventsare al'so
set up on the Questionnaire Labels & L ogic window.
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Service Orders List

Personnel &
Labor

Customer
Service Func.

Service Orders
List

Using the Window

Draft Unapplied
Credit Memo

Draft Invoice-
Applied Credit
Memo

LUSIOMEr Sevice Urders lisi=——————————— @i

4]
& Drar un-appited Credit Feme

— = — — (8 Select mll Customers and Items
i 7 Dratt Invoice—Applisd Credit Memo & Load Service Oraer Items || |8 Smilm

5 I i93UE REPIACEMENT iNVOISE | B Losd OPEN C ) DelEct 1 Follow-up Ferson

= r
— Return Items to Stock
lOwdor Follow-up Follow-up  Sarwics Oty tobe Duantity Date
[Date Person Date Order-Line * ltemn Code Returned Received Received Status
i I | 190515 sz H o) 1 (o= Eveni |
|5=2K Open Event
12/31/1200 Lo 2 Open Relurn
12/31,/1900 0100-009-01 Open Euvent
i2/3171900 TR z Open Feturn
12/31/1900 LOS-1 Open Event
12/31/1900 0100-007-01 Open Event
12/31/1900 0100-014-31 Open Event
1773101800 157k fren Fuant
02/04,/1007 725 Open Event
02/04,/1997 150 Opan Event
03/07/1937 000z Open Event
037077 1957 0003 Tpen Event
03/07/1997 0004 Open Event
03/07,/1997 o001 Open Event | |
-
AR Compan
i [Air]z

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

Thiswindow providesthe 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 itemsto
stock, draft credit memos, and change the status of each item be-
tween open and closed for one, many, or all items on thelist.

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

{Button command} Y ou 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 acredit memo, and you will receive amessage
similar to this:

Mo invoice was found associated with service
order4-1

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

=—————— DRAFT UN-APPLIED CREDIT MEMO: Items from Order #990017 =———— B8
_ Quantity
Quantity To Reason
Harn Code Dazoription ipped Credit  Lnit Price Batch # scostion Code
[ZE Table Leg Bolts 1 1
711 Series ¥ Chair 1 1
9111 Chair - model 9111 1 1
[]
[ Create Inventory Transactions to reflect Return of Stock [% coea 1 o7 o 1 |
I Print Credit Memo e ] 7

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

Issue Y ou may also issue areplacement invoice for any of theitemson a
Replacement serviceorder, aslong asaprior invoice existed. Thewindow for this
Invoice function isidentical to the Draft Credit M emo window, and works

in much the same way. If you select to issue a replacement invoice
onthe service order item which makes referenceto an invoice, Qube
ERP™ displays this dialog window which shows the items and
quantities shipped on the prior invoice. Y ou will be prompted to se-
lect from these items and quantities which items are to be included
on the replacement invoice. Y ou may also print the invoice directly
from this window, using the checkbox at the bottom of the screen.

REPLACEMENT INVOICE: Items on Invoice 5226 from Order #2029
Quantity
Quantity To Reason

Hemn Code Description Unit Price Shipped Invoice Batch # Location Code
[chair - mode1 a1t [ 777 231 E|| [ 1 [ -

[~]
r Creste Inventory Transactions to reflect Shipment of Stock
™ Print Replacement Invoice [

Be very careful not to save two invoices for the same sales order in
the datafile! Most of thetime, you will first do a Credit Memo on the
first invoice, then issue the replacement invoice.
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Return Items To
Stock

Load Service
Order Items

Displayed Data

Display Selection
Criteria

The same basic window shows up one moretime, when you click the
<RETURN ITEMSTO STOCK> button. Use this window to return
any itemsontheoriginal salesorder to stock, without issuing acredit
memo.

RETURNTO STOCK: Items on Invoice 5047 from Order #1886 =———— E18

Currencyis US4 Dollars

Quantity  Quantity Reason
Itern Code Description Unit Price  Shipped  Returned Batoh # Location Code

0005 Chair Bracket 12000 1 1
000 Toble Brockets 17.000 1 1
0003 Table Casters 16000 1
0002 Table Leg Huts 15000 1
0001 Table Leg Bolts 14000 1

1

1

il » |

THREAD! Thraad used in making furn 13,000
DRCE Chair-Oak Dining/Arms & Hec | 375 000
nec Choie—0ol 0 Lith &

1

%

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.

{Button command} Click this button to load Service Order Items.

Each lineinthislist represents asingle Service Order Line ltem.
Therefore, if aservice order had five different line items, up to five
different records could be displayed on this window. However, not
al of thesefive records would necessarily be displayed, asyou may
select items to be displayed based on the different selection criteria
shown below.

Datamay 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
al of the open or closed items, based on your previous selection.

Using the Module
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Order Date

Follow-up Person

Follow-up Date

Service Order
Line #

Qty to be
Returned

Quantity
Received

Select 1 Item. This selection will provide the ability to display
al open or closed service records for asingle item code. When you
click this selection, the following field will be displayed:

@ Select 1 itern

{1 Select 1 Customer
{1 Select 1 Follow-up Persan

FPlegse enter One | tem Code
Enter theitem codein thisfield 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 al records for a single customer.

Select 1 Follow-up Person. This selection works the same
as above, except that it displays al records for a single follow-up
person.

{Display only} Indicates the date the service order was entered into
the system.

{Display only} The follow-up person designated on the Service Or -
der Problems, Causes & Actions window.

{Date format} This defaults the value entered in the Service Order
Problems, Causes & Actionswindow, but you can override it.

{Display only} Thisfield is a concatenation of the Service Order
Number and the line item number on the Service Order Header
window.

{Numeric format} This defaultsthe value entered in the Service Or -
der Problems, Causes & Actionswindow, but you can overrideit.

If thisfield isblank, enter data from this window; see“ Shipping and
Invoicing a Service Order” on page CSM-38.

{Numeric format} Thisdefaultsthe value entered in the Service Or -
der Problems, Causes & Actionswindow, but you can overrideit.

SM-CSM-36
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If thisfield isblank, enter datafrom thiswindow; 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
thisfield is blank, enter data from this window; see “ Shipping and
Invoicing a Service Order” on page CSM-38.

Status {Display only} Thiswill display either Open Event or Open
Ret ur n. All itemsdisplay Open Event until an amount has been
entered into the Quantity Received field. Then it changesto Open
Ret urn.

Using the Module SM-CSM-37
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Shipping and
Invoicing a
Service Order

Personnel &
Labor

Customer
Service
Functions

Service Orders

Inventory
Transactions

Shipping Charges

O===—————————Sservicedmlen=————— MH
Print

[ e | pp—— T
Eill-To Cuzterner (3] 10001 Date Entered | 12 /04 /2000 Gervice Order #|900018 1

ABE COMPANY Ship To | ABG GOMP ANY
1284 15th Street

SoTtware Froducts Divizion

213-444-3333

1254 121N S1reet

Type Code Glendale

Customer PO * LA 192133 1u.5.8

Payment Terms | 2.0% 10 D&YS Het 45 -

Sk el e [ Printon S Order T Print on I |_|_1
— Fint on Service Order rint on Invoice Ship From Location 0

Followup Person F/U Date |

ILJ" Lookup on Bateh Mumber ) Loakup an Invaice Iterm ® L1 Lookup on Serial Number 18/ No Loakup
Oty Oty Oty Gtytobe In Repair

User Referenos Hem Gode Status Quantity  Shipping__Invoiced Backordered Returned warmty?  Chardes  pelieve
ries ERRK B T.000|] ©0.000] 0.000) 1.000) B3 5.0 s

i I 990 ) I i 590y e | i~ stoek
73 T i T nn Trna [
i 7111 1 1.000 1.000 1o
s 0001 i 1,000 1,000 1o L|

-

Chair - modsl 0111 [open
D ipped on order-iine * inveice * Frior Reiurn on = Tor ine Service Caii

I Time 1
i

DT

4

[”_Print on Service Order [ Print on Inveice

= =
‘MI 7] I d I b Ib" Iﬂ}l@ll ml ‘ & \nvoice This Order IL Service Order | |Problems & Causes | | Questionnaire |

Z

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

Then click the button <INVOICE THISORDER>. Thiswill create a
new invoice of the item, reflecting any costsincluded in the Repair
Chargesfield.

Service Orders can incorporate some items for which no inventory
transactions are generated and others for which inventory transac-
tionswill be created upon invoicing. Use the “ Relieve Inventory”
flag to identify the items to be transacted.

Y ou can add or edit shipping charges prior to posting both here and
by opening the I nvoice Header window and editing the value there.
The invoice header islocated in the Accounts Receivable module.

SM-CSM-38
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Reports

Service Orders

Reports

O Job Cost & Labor Reports
Serwice Ic] tervice Orders by Return Order-Item Number
Serwice Ic] Service Orders by Item Code
Service 6] service Orders by Batch or Serial Number
Service 6] service Order Problems by Customer Code
Serwice G tervice Order Problems by Item Code
Serwice G tervice Order Problems by Return Order Code
Serwice G Service Order Problems by Serial Number
Serwice G Service Order Problems by Problem Type

Thesereportsarelisted 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 oneitem/customer/serial number or all and to select arange
of dates. In addition, reports may be printed in report or graphic for-
mats as shown below:

Service Orders by Service Order Item Number

5]

Screenreport=—"—

e

Fiscal Week: -10 - 42

1000011

1000021

100004-1
100004-10

1000171

1000151

1000191
1000192

S Onler Mo,
10-1

Customer
ABC COMPANT

Eighwater Fwaitwre,

HYZ COMPANY

GME TERRTFIC SALES P
GMNE TERRIFIC SALES P

ABC COMPANT

A Conpiny

©CC Company
©CS Company

Highwater Fwaitwe,

Comset
Eob Jones

Helen Highwater
Dan Frishes

Som Roseurhall
Sam Rosenthall

Eob Jones
Eob Jolnson

Heury Fatrovsley
Eeury Fatrovsley

Helen Highwaler

N‘m
Slg

sk, Lot,
X

1212541

08235

0130647
0130647

12351
PR

20731

World Class Industries

Service Orders by Return Order-Item Number, All Service Orders
Period Covering 10/16/36 - 10¢16/97

Report Printed on 10A16/97 at 15:15, Page #1

Sorisl

Dem Code
it

LDg-1

LDt

010000701
010001481

82K

®2K

725
150

o001

‘Froblem Fer Crstomer
Waated one with arms,

Demaged in shippiag.

Hesds sud nevw top.

Wrong size
Wrang coler.

Ditx't Wt it

Eal of trisl, Dilalt mest enstomer spees.

Wrong size
Demaged in shippig.

Customer statss the chair was veed 2 Bormal
ewrbronmen:, Delsminstion bes ovewred over last
aouple of weeks

Orler

Due

09114497
1111505
02108097

210897
0210897

0210897
0210897

03104007
03104007

10115097

Date
Retwas
Eeveivel

09706737

09706797

09/15/9%

09416797

09701737

Elipsid Daye
Days Sinee
Closed inHowe  Armind

25

252

250
250

250

250

226
226

M &

«Jur

S

>

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-

Reports
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turned and how long each item was in house. This report may be
printed graphically like this:

O

Graph Display

we~om=m L]

30

24

13

12

Service Orders, 10/16/96 - 10/16/97

10 100001 100002 100004 100017 100018 100019
Service Order &

(] Syc Orders

Sl

Service Orders by Item Code

World Class Industries
Service Orders by Item Code, All Service Orders
Period Covering 10016/96 - 10716197
Report Printed on 10/16/07 at 15:26, Page #1
Fiscal Week: -100 - 42
Dt Elspsed Days

Srlar Retwas Dure Days iure
SwoMsNs.  Cutomer Contast Bateh, Lot, 1 # Tem Cole Broblem Per Gustomer Dite  Bweved  Closed mEHe  Amwl
s Tuternations sustom 00t 310797 22
121 Highuater Furniture, Halen, Highuster 20731 001 Customer states the chair wis el tnormal 101157 1

ewvironment. Delamination hes oecwred over last
comple of weeks
41 Iurernstions] eustom LMEZ 0002 0310797 a3
a1 Internstionsl eustom 1HES 003 310797 22
100004-1 ONE TERRIFIC SALES P Sam Rosentlall PR DI00.0070L Wrong size 21087 09/16./97 250
100004-10 GNE TERRTFIC SALES P Sim Rosenthall PR DI000193L Wheng color 210897 as0
1000192 ©CC Company Heury Fetrovsky. HFE 150 Damaged in shipping. 0310497 236
100019-1 CCC Compeny Hewy Fetrovsky 12351 723 Wrong size. 03104197 2z
10-1 ABC COMPANT Bob Joues 20671 9111 “Wanted one with arms. 091197 03/06/97 Ed
131 ABC COMFANT Eol Jomes Z052-1 il 10116197 o
132 ABC COMPANY Bob Jomues a062-1 aill 10116497 o
141 ABC COMPANY Bob Jones 011 a1 Customer states thet Lmination Desled awsy oter 10716097 0
o i

spilling coffse on the chair

D W= m

SIEL
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Service Order
Problems Reports

This report shows all service orders within a date range, sorted by
item code. Using this report, you can identify which itemswere 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 itemwasin
house. This report may be printed graphically like this:

O=————GraphDisphy—————————=1H
" Service Orders, 10/16/96 - 10/16/97
? B0 =
c 48 LU L
0
r 36 1L [
d
[+ - [ | -
r 24
1 12 IR
t
3 ltem Code
= S¥c Orders O ,i///

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 typeswhich might occur by customer,
item, serial number, etc. Using thesereportsyou can quickly identify
those problemswhich are occurring most frequently by each of these
criteria. Thisprovides an easy way to identify those problemswhich
are causing the most trouble. As mentioned earlier, aPareto analysis
might help you zero in on the most significant problems, thereby al-
lowing you to apply your resourceswhere they will providethe most
impact.

Reports
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Service Order Problems by Item Code

For example, this report shows which problems occur by item code,

as shown below:

]

Screen report

Order
10015797

10015197

wEiane
02008197

1016137
1016197
1016107

10016197

wEiane
02008197

121

100004-1
100004-1

9111 Series O ohudr

152
154
121

151

1000171
100017-1

‘World Class Industries

Service Order Problems by Item Code, All [tems
Period Cowering 10/16/96 - 10/16i97

Fiscal Weeks -10 - 42

Report Printed on 10/16/97 at 15:47, Page #1

Date Orler Lize % Description
0001 Deseription of 0001

Total Problems for item 0001 Desorigtion of 0001
03 Video BL
05 Fosm Gen B,
Totsl Prodlems for tem
13 Aligumenr
16 Delmineting
16 Delaminating

Total Problems for item 9111 Seriss 8 ohair

925 _Finiche 925 Tabls

18 Poor Fokmonship
Total Froblems for tem 925 Finished 025 Table

01 Inager (CID)

03 Video BL

Tetsl Prodlems for am

125.00
125.00
100,00

350.00

50.00

50.00

opn
opn

Retw Exgested
Retwa Expested

Oper
Open
Opan

Open

Opa
o

Expected
Retwa
Quatity

Quastity Follow Uy
Retwaed Date

1 0017
1 09t15ie7

105007

Fallow Up
Person

DD Dimdsn Delgado

il W=l m

«

Oz

Once again, this report may be printed graphically, as shown below:

0

raph Display

=]

Service Problems, 10/16/96 - 10/16/97

F
E 40
¥
©
n 32
1
S 24

911

oot

152K
tems

925

LDS-1

L
0100-007-01

Problems

=
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Invoicing Functions

] = Accounts Receivable Functions==—=HH
|G£u|:1 Marne |
~IShipping_+ Invoicing Functions =
L1 Invoice Repeat Orders £
£ Invoice Select Orders #0
L Invoice by Ship Date
L Prepare Orders for Invoicing =
L1 Ship Select Orders =
17

The system allows you five options when producing invoices.
1. Invoicerepeat orders,

2. Invoicealist of specific orders,

3. Invoice all orders which shipped on a specific day,

4. Invoicing one specific order at atime, 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 processesavailablefor producing theinvoices.
These processes are found in the first section of the Accounts Re-
ceivable Functions window as shown above.

Beforeinvoicing an order, you should make sure that the order is
ready to be invoiced. Y ou should carefully review the sales order,
asoncetheinvoiceis produced, only some non-financia data
(found on the Invoice Header) can be changed. Changeswhich have
afinancial 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 thiskind of error, you should review orders

Invoicing Functions
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Choosing the
Orders to Invoice

prior to invoicing, to make sure quantities invoiced and unit prices
are correct.

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. Thereis areport at the very bottom of the
Booked Ordersreports list |abeled Backorder to Fill from Inven-
tory. Thiswill look at al items with a positive stock level and print
all open orders scheduled for the selected item. It'slike saying, “We
have some of this stuff in stock. Who would you like to send it to?”
Thisreport looks like this:

El==———————————— Screen report 7@5'
World Class Industries P
Backorders to Fill from Inventory
Report Printed on 05/06/97 at 12:08, Page #1 El

Quanbity Quankity  Ouantity

Order Quantity Frior Back-  in Benl
Item Code  Dabe Order-Line # Cusbomer Ordered Ships  Ordered Shook
0002 Table Leg Nuts
04/12/94  1935-4 CCC Company 1 0 1
11702796 19532 €6 Company 200 o 200
03427796 1954-2 Highwater Furzitwe, Inc 23 ] 23
01/31/97  2030-7 OFE TERRIFIC SALES PROSFECT 4 0 4
Totals for 0002 228 40.000
30092 198, Celltech, Bulk pwi.
05/13/94  1936-5 XYZ COMPANY s o s
Totals for 30092 5 2. 000
40085 198, Celltech, Bulk caps
05713794 1936-4 XYZ COHPARY 5 o 5
Totals for 40085 5 1.000
725 725 TablChair-Oak Dining/irms & Headrest
07727495 1855-1 Add Company 4 2 2
07427795 1855-3 Ak Company & 3 5
08/02/95  1857-1 XIZ COUPANY 3 z 1
01/47/96 185684 ABC COMPANY 12 [ 12
02406797 100015-1 €O Company s ] 5
01/01/97  1921-4 Adi Company 130 0 190
020797 20362 ABC COMPANY 20 o 20
Totals for 725 235 45.000

Another way to determine which orders should be shippedisto 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.

SM-AR-2
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Prepare Orders
for Invoicing,
Card 1

Functions

Prepare Orders
for Invoicing

Load the List

Prepare Orders for Ivoiting=————— FIH

elect 1 item 8] Select All Jobs, Items and Customers

elect | Didei i) Belect i Customer

elect 1 Ship-From Location | Py
Enter Earliect Date | X217 2171724

Enter Latest Date |03/31/2001

Quantity
Siched. Date Oy Back- to Ship Batch
08/15/1993 Customer 2ip Code ltem Cods Status Drdored| 1.000 [990720AA
03/15/1000 10007 12245 0001 Mot Sched 1.000 1,000 990720k =
02715/ 1999 10007 12345 0001 Mot Sched. 1.000  1.000 99123136

ng /1571009 10007 17245 0002
10007

10000
40,000

0470171999 10007 12345 0001 Mot Sched 1.000
04/0171999  2091-2-5 10007 12345 0001 Mot Sched. 1.000
04/01/1000  2001-2-5 10007 12245 0001 ot Sche 1,000
08/02/1999  2112-1-7 10028 44000 COMPUTER
024211000 2437-2-1 10021 02155 0001
02/21/1999  2137-3-1 10031 az155 0002
0270472000 2140-1-1 10022 9111 Mot Sched. 10,000
nz34/2000  2141-1-1 10001 Q2155 HOM STOCK ITEM Mot Sched 1.000
0272472000 2141-3-1 1000 92155 MOM STOCK ITEM . 1000
02/24/2000  2142-1-1 10001 92155 MOH STOCK ITEM  Met Sched. 1000
03/02/2000  2144-1-1 10015 azess 9111 Mot Sched 1.000
09/15/1000  2080-1-1 10007 12345 2111 Sehed Al 10,111 4,000
na/0171099  Z091-1-1 10007 12245 9111 Sched ALl 10,000 10,000 —
2970171922 2111-1-1 10007 12345 COMPUTER Sched A11 2.000 (=1
08/01/1999  2112-1-3 10026 44099 COMPUTER Sched ALl 20,000 20,000 -
Highw ater Furniture, Inc Table Leg Bolts
=
Card *1 Card *2
Z

Orders can be edited one at atime to set the exact quantity ready to
beinvoiced. You can also prepare several orders at once. Thiswin-
dow isused for this purpose.

If you use thiswindow to make the Quantity to Ship field non zero,
the order header for the selected order will have “today's’ datefilled
in asthe Last Shipped On date.

Requested Ship Date I 03713/94
Laszt Shipped On I 05 /06,97

Then you can use the | nvoice 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.

{Button} Thisbutton is used to load the Sales Order Shipment
Recordsinto the list. After these shipment records are |oaded, you
can edit each for date, quantity shipped and batch number if neces-
sary.

Invoicing Functions
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Edit

Sched. Date

Shipment Code

Click the button, <LOAD THE LIST>. After you do so, thefollowing
check box will appear in the top of the window:

[ Include Shiprnents Beady to Ship

If you leave this selection checked, al unshipped sales order ship-
ment records will load, whether they have been flagged asready 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 thisflag, click <SAVE>.

Working with the List

{Command button} In order to edit any of the itemsin the list you
must first click this button. Once you do, however, you will not be
ableto 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 L ot/Batch number assigned to each of the
shipment records.

{Datefield, editable} Thisisthesameasthe Sched Ship Datefound
on the Sales Order Itemswindow. You may change the value of
thisfield from this window. The Requested Ship Date field will re-
main unchanged.

{Display only} Thisis the unique identifier for each shipment
record. It isaconcatenation of the sales order number, the line item,
and the shipment number of each record.

Customer {Display only} Thisisthe customer code associated with the ship-
ment address on the sales order.

Zip Code {Display only} Thisisthe Zip Code of the shipping address on the
sales order record.

ltem Code {Display only} Thisistheitem code of the item being shipped.

SM-AR-4 Invoicing Functions
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Status

Qty Back Ordered

Qty to Ship

Batch

{Display only} Thisisthe status of the item being shipped (see* Sta-
tus’ on page OE-52).

Y ou 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.

{Display only} Thisis 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.

{Numeric, editable} Thisisthe quantity of theitem on this shipment
record you are preparing to ship. Y ou 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, amessage 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.

Error: Only 39 remain to be shipped. ||
Continue anyway? E

{Editable} Thisfield isonly accessible if you have enabled the L ot
and Batch module and you have set the item to be lot/batch tracked
on Item Master File, Card #2.

1 Lat # tracked item

& Batch # tracked item
If you have, you may enter any valid batch number for thisitemin
thisfield. For help, you may access areference list of valid batch
numbers by opening the Refer ence List window while your cursor
isresting in thisfield.

Invoicing Functions

SM-AR-5



Accounts Receivable C/

Flag Selected
Lines to Ship in
Full

Scroll Bars

Preparing Orders
One at a Time

Itisalso possible to select many lines at once using thiswindow. If
you arein Edit mode, the button labeled <FLAG SELECTED LINES
TO SHIP IN FULL> will be visible (otherwise it is grayed out). Us-
ing thisbutton can be agreat time saver. For example, you may have
many orders which were entered for a selected item which was not

in stock at thetime of the order. When it finally arrivesin stock, you
may view all open orderson thiswindow, sort thelist by [tem Code,
select all ordersfor theitem which hasjust arrived in stock and click
the button, <FLAG SELECTED LINESTO SHIP IN FULL>. Thisis
much faster than editing each linein the list one at atime or editing
each order to set it up for invoicing.

Note: Thisfunction assumesthat the full quantity currently on
backorder for each open shipment will be shipped. If thisisnot
true, you will have to edit the shipmentsfor which this assump-
tion isnot true.

Because there are so many fieldswhich need to be displayed in order
to understand exactly which shipment record isbeing viewed and ed-
ited, the screenisvery large. It is best to access this screen using a

16" CRT or larger. However, it can be used with asmaller CRT by

using the scroll bar at the bottom to access the extreme right or left

portion of the screen.

Onceyou have prepared al of the shipment recordsto ship, you may
use the Invoice by Ship Date or I nvoice Select Ordersfunctionto
create the invoices and record the shipments of these items.

In addition to using this window, orders may be prepared for invoic-
ing one at atime by opening the Sales Order Itemswindow and ed-
iting each Shipment Record individually. This can save you from
having to load all of the shipmentsin asingle window if you have
many unshipped sales orders and only afew to ship at a given time.

SM-AR-6
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Invoice by Ship E@=———— Invoice by Ship Date ————F—
Date

|{? Assign [nveice & Batch Numbersl | ;‘? Produce Inwoice Records I

Earliest Ship Date |05/06/97 | Latest Ship Date |05/06/97
Please Select Orders Entered by One User Code or ALL.

ALL
chcfélilyalee Pleaze Select Functions to be Performed After |nvoicing,
— |- Print 411 Reports Selected by 1 to Print Later.
Involc!ng Update @11 Pop-Up Lists
Functions

FPost Tranzactions after Invoicing
Invoice by Ship I- Print 411 My Libraried Reports
Date [T Quit Qube™ when finished,

Print Orders Ready for Draft [nvoicing

Once sales orders have been prepared for shipment, you may usethis
functiontolook at every open salesorder inthe datafileand ship and
invoiceit if:

1. thereisapositive quantity in the Shipping field,

2. the Statusof theorder lineitemissetto R, and

3. theLast 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.

Requested Ship Date I 0z/18,/97
Lazt Shipped On I 0z/18,/Ma97 k

Earliest & Latest {Datefields} Enter the date range of the sales order shipments you
Ship Dates wish to invoicein these fields. These fields will impact both invoic-
ing procedures (see below).

Invoicing Functions SM-AR-7
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Please Select
Orders Entered
by One User Code
or ALL

Print Orders
Ready for Draft
Invoicing

Assign Invoice &
Batch Numbers

Thisfield is used to designate which sales order shipments are se-
lected based on the person who enters each salesorder. Thisisanin-
visible code which is stored on the Sales Order Header window
each time asales order is entered. The defaultis ALL, but can be
overridden.

{Button} Clicking this button prints out the following report:

fie=———————— screen report
World Class Industries
Orders Ready for Assignment of Invoice Number and Batch
Perind Covering -
Fiscal Weeks 123 - 175
Report Printed on 050657 at 12:56, Page #1
st
o Cunt T Guatty Quntty
e Liwk  fhipw Company Suw Ol Sippinelut DemCode Bwsion, Suns T Bl
0785 1011 Highowter Fundnue i 1 6 Een oIl 850750 Open PHONE
OI785  10:14  Highwer Fumiure, ) s S B pen PHO!
074785 13351 AkA Compang 4 b Eah 210000 CuditHdd PHONED
07785 18352 Ak Congany 15 s Ean Al 520000 CuditBold  PHONED
04785 13353 Ak Congany ] 4 Eah 430000 CuditBod PHONED
07785 19554 Ak Congany El 50 Bah 911 1053800 CuhitHold  PHO!
0 IELL 4B COMPANY s SEan ool iy PHONE
0 IElE  ABG COMPANY H 3R ol 12725 CoditHod  FHONE
ORNGNE 1913 ABC COMPANT 300 00 MG 10w wiitHod  PHONE
OI1S7 1914 ABC COMPANT 19 o ms 9476250 CuditHold  FHONE
oiNlee 19312 1 Breeeing 1 1Ea ol 17723 Open PHONE
onlse 19313 1 Ergin 1 10 Ben  asT 10000 Open PHONE
UoIWs 19531 Coc Congmy 100 50 Bk oool 830920 CosditBold
034786 19541  Highwyer Funitue, 7 D Ean ool 154075 Coadit Hold
0118 19%1  CCC Comgay i 1 1 B > 000 Resdy
0156 19401 I Braineeing, ca 100 1B ool 3560 Open spRCL
080196 20i5.1  ABC COMPANT ca 1 LEa ol 52345 Redy
112586 00wl ABC COMPANY éx n tEan eIl 11043 Open
1uEBE 20073 ABG COMPANT S0 5 Euh 91l FRAME 38075 Resdy
llpSEs 10674 ABC COMPANY [} tEan sl 104 Opm
012357 20651  ONE TERRIFIC SALES P 5 1Ea ol 5806.11 y
030195 1931  ONE TERRIFIC SALES P n 1B ol 1:92694 Reody
050196 19352  ONE TERRIFIC SALES P 0 1Ea ol i3s3 iy
01197 0307  ONE TERRIFIC SALES P 4 1Ech oo 1600, iy
012757 0315 XIZ COMPANT i 1B ool iy
ZNEST 201 Ak Comgay n 0 Beh gl 154060 CreditHad
06N2BS 19551  Bekins 3 B 1 150700 iy PHONE
080295 1393 Belis i E 0 Beh S 16500 iy PHONE
060198 19301  Rodell Mitktie D 78 S0 i3 Eah RCWSETRS 3300000 Open SPECL
lthses 0231 ONE TERRIFIC SALES P i L 168 QT WL 106 Crdit Hald
Torad tor Fiscel Wtk 0 387796
Totel of 30 Ondews Prned Booiosd Grdars B - EkE
[ e

This report provides you with alist of shipmentswhich will be in-
voiced if you run this procedure, for the dates specified. Y ou should
print this report before running this procedure, making sure the date
ranges mirror those to be used in the invoicing procedure.

{Button} This procedureis 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 | nvoice Recor ds procedure creates invoice
and inventory transaction records, it can take some time to run, par-
ticularly if you have alarge volume to run. An aternative isto pre-
assign invoice numbers and print the invoice using the preassigned
number before the computer invoice record actually gets created.

SM-AR-8
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Printing the
Forms

Printing Labels

Thiswill 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.

After assigning the invoice and batch numbers, the procedure asksiif
you want to print the invoices:

Do you wish to print Invoices, now?

=]

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 asinvoice records
in the computer.

Afterward, you may print shipping labels and UPS COD labels by
clicking <YES> on the dialog boxes which are presented:

Do you wish to print UPS COD Labels, now?

=

Pre-Invoice Y ou can see and edit the preassigned invoi ce number by viewing the
Number Sales Order Item window.
Fep Commizsion Batch | ARAA Scheduling Priority I_ Dizcounts
iy ; Budget-asoi =iz Pre-Invoics[ 5213
Futtiply Dollars by [S. 4521 Currency FR France Home Unit Price $0.05
Issues to be The preassigning of invoice numbers and batches works by main-
Aware Of taining a copy of the batch quantity and availability in each batch

record. For this reason, you cannot run the preassigning procedure

Invoicing Functions
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on one computer and the Produce | nvoice Recor dson 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 asales rep isin the middle of entering
it. The order may have been entered incompl ete (the customer needs
to call back to confirm quantities & ship date or the sales rep needs
to double-check availability of oneitem 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
usesthe Order Statuscodeof R for Ready. Asanorderisen-
tered, its status codeissetto O for Open or H for Credit
Hol d depending on the credit standing. Y ou must change that set-
tingto R if you wish to use the preassigning of invoice numbers
procedure. Only orderscoded R and which show apositive 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 Ordersfor Invoicing will automatically
set each orderto R

A noteregarding your forms: Though they may look alike, the

printed form for the I nvoice Record isnot the same asthe print-
ed form for the" Draft Invoice.” Thisisbecausean actual invoice
isprinted from theinvoicerecord in thesystem, whilethe“ draft
invoice” isgenerated from the salesorder record. Therefore, if

you use custom forms and wish to print invoices from both the

“draft invoice” and the actual invoicerecords, you will need two
different formsset up. For moreinformation, contact QCI Tech-
nical Support.
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Produce Invoice
Records

In case of aprinter error, you can reprint invoices or labels by select-
ing <PRINT SOME DRAFT INVOICES> from the Invoiced Sales
Reportslist.

Print Some Oraft lhvoices

Please Double Click to Enter Parameters

Please Enter Beginning Shipment Date 02/07/94
Please Enter Ending Shipment Date 02/07/94

Or... Enter Beginning Order Number
Plus Ending Order Number
Or... Enter Specific Quantities for Labels

For Selected Order Numbers

Print Draft Invoices? VES
Print Shipping Labels? YES
Print COD Labels? YES

Thisproceduremust befollowed by running the <PRODUCE IN-
VOICE RECORDS> procedur e, which producesthe actual trans-
action records. Without running this procedur e, no invoice
recordsin accountsreceivable or inventory transactions will be
created. Thisprocedure can berun overnight, or at another low-
activity period, to maximize the performance of your system.

{Button} Using thisprocedure actually createstheinvoicerecordsin
the AR module and the inventory transactionsin 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 invoicerecordsand print
invoice forms and labelsin lower volume businesses.

Note: Whether you choose to run this or the| {7 #esian Invoice & Batch Numbersl
procedure, you must first prepare the sales ordersfor invoicing. This
can bedoneindividually or through the Prepar e Ordersfor Invoic-
ing window. In both functions, the following conditions must apply
for the records to be included in the process:

1. thereisapositive quantity in the Shipping field,

2. the Statusof theorder lineitemissetto R, and

Invoicing Functions
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Please Select
Functions to be
Performed After
Invoicing

Print All Reports
Selected by “xx”
to Print Later

3. thelLast 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.

Requested Ship Date I 0z/18,/97
Lazt Shipped On I 0z/18,/Ma97 k

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
inthis section of thewindow. All of these functionswill beavailable
with both theinvoicing procedures except for the Post Transactions
After Invoicing function. Y ou must first have selected the Produce
I nvoice Records function in order to activate this choice.

Please Select Functions to be Performed After Invoicing,
[T Print a1 Reports Selected by 1 to Print Later.
[T Update &11 Pop-Up Lists
FPost Transactions After Invoizing
[T Print an My Libraried Reports
[T uit Qube™ when finished.

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.

Please Select Functions to be Performed After Invaicing?

EPrint All Feports Selected by 1 to Print Loter.
[1®%pdate All Pop-Up Lists
[ PFost Transoctions After lnuaicing

Invoiced Sales
Irwoiced Sales By |tem Code

lroiced Sales By FRep, Total Ouantities of Each |tem Sold
ltems List Stock Status Sorted by ltem within Group Cog

Llnvoice Hegister

]

SM-AR-12
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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.

Updateall Pop-Up  Thisfunction will update your Pop-Up Lists after invoicing. Doing

Lists this each night after invoicing will keep your Pop-Up lists current at
all times.

Post Y ou can choose to post transactions after invoicing. If thisoptionis

Transactions selected, it is assumed that you have previously selected the desired

After Invoicing posting options and selected the Post L ater option on the Post Open

Transactionswindow before beginning thisinvoicing procedure, as
shown on the screen below.

SI=———— Post Open Transactions =""———w—
‘Which Types of Transactions to Post? Period® Closing Date
General Ledger [T cash Receipts & Adjustments [T Cash Disbursements & Bank Transfers 1 01731794
O Ernployee Time Charges O Inventary Transactions 2 02/28/94
" [T General Journal Entries [T sales Invoices & Credit Memos T 03/31/94
POSU_HQ & [T Yendor Invoices 4 04,/30,/94
Closing . ) — 5 05/31/94
Beginning Transaction Date: B5/B6,/97
Post Open 1= 6 06/30/94
Transactions Ending Transaction Date: B5/86/97 7 07/31/94
Please enter select the account period to post to: g 08/31/94
Current Accounting Period (1) 9 09/20/94
) Mext Accounting Period (2) 10 10431 /94
. ) Post Now 11 11430494
Click here to pOSt —— - &) Post Later (immediately after the NEXT invaicing procedure) 12 12/31/94
. .. ) Post Later (at a Scheduled Time) 13 01731795
after invoicing —_—
A er Posting: [~ uUpdate A1l Pop-Up Lists
fu nction [T Print Reports Selected by me to Print Later.
|- Print ATl My Libraried Reports

Print All My Selecting thisfunction will causethe systemto print al of thereports

Libraried 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).

Invoicing Functions SM-AR-13
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Quit Qube When Unlessthedatafileislogged off, your backup routine cannot include

Finished it in the backup procedure. This function allows you to run thein-
voicing function and other delayed reports and functions, and still
free up your datafile for backing up using atimed backup routine.

SM-AR-14 Invoicing Functions
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Invoice Select EO=————— Invoice Select Orders
ord ers Please Enter Shipment Information Below.
Shipment Date Insmﬁfg? [® Pasting will beain when this invoising procedure is done
Shipped
Order  [3] Shipped Shipped From  UPS. Shipping  * of
Murnber In Full? Wia Location Code Charge Labels
1021 |AAR Company Ivzs [F 1 E || [12a458 | .0 2
Rk Highuwater Eorm tore,, 1 veg . Bl B i 25458 3000 P
T 1855 ARA Company HO up.s 1 10.00
Main Menu 1857 INZ COMPANY HO ups 10.00
18538 ABC COMPANY MO F.IE 15.00
1853 Eek ins HO UPS 10.00 1
Accounts 1921 FEC CONMPAHY HO UPS
Receivable 1330 Fockwe| | Harketing Dep HO FedEx 1
1932 FEC COMPANY HO F.l.E.
Invoicing 1335 Highwater Furniture, | HO VELLOW
EOENG 1338 AWZ COMPAHY HO UPS 4.00
1338 CCC Company HO VELLOW
i 1229 OME TERRIFIC SALES FRO NO
Invoice Select 1240 Fockwe| | Enginesring O NO FedEx
Orders 1853 CCC Company O VELLOH
1054 Hinkmatar Fiumities 1_HO
\ ¢| *® K
ot

Purpose Thiswindow is used to invoice specific sales orders. This window
offers some advantages over and benefitswhich are similar to the n-
voice by Ship Date window:

1. If ordersare 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 Ordersfor
Invoicing and then using Invoice by Ship Date function. (If
you are shipping partia orders, you will till 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 L abels on this window during the
invoicing process.

3. You can control very carefully the orders being invoiced. Thisis
agood window to use when packing and shipping orders using
amanifest system of some kind.

4. Thiswindow can be used to generate “real invoices’ and “draft
invoices,” just like the I nvoice by Ship Date window.

Invoicing Functions SM-AR-15
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Shipment Date

Commands Bar

Load Orders
Ready to Ship

New

Produce Invoices

Using the Window

{Datefield, defaulted, editable} Thisdatewill default to the current
date. It can be changed, however, to any ship date for which you
wish to load records. Thisdatefield providesthe ahility to load sales
orders for specific dates when used with the <LOAD ORDERS
READY TO SHIP> field, below.

Usethe <FIND>, <LAST>, <FIRST>, <NEXT>, and <PREVIOUS>
commandsto locate orderswith the L ast Shipped On datesthat cor-
respond to the date being found on.

{Button} This button will load all ordersin which:
1. the Statusof theorder lineitemissetto R, and

2. thelLast 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.

Requested Ship Date I oz/18,47
Last Shipped On I 0z/12,M97 k

After these orders have been loaded into the window, you may use
either of the invoicing procedures to invoice and ship them.

{Command button} This button performs the same function as the
<PRODUCE INVOICES> button below.

{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 cal culated to zero (so you do not in-

SM-AR-16
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Order Number

Shipped in Full?

Shipped Via

Shipped From
Location

U.P.S. Code

Shipping Charge

Shipping Labels

advertently invoice the same shipment quantity asecond time). If no
quantities are shown to have shipped, no invoice will be produced.

{Required, validated} Thisisthe Order Number of the sales orders
being shipped and invoiced. Unlike the Prepare Ordersfor Invoic-
ing window, thisis 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.

{Yes, no} Defaultsto NO. Thisgivesyoutheability toinvoiceorders
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
inthisfield, al 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
YESif you are shipping an order 100% complete.

{Defaulted, editable} Defaults to the shipper on the sales order.

{Defaulted, editable} Defaults to the shipping location on the sales
order.

If you use UPS COD labels and Qube ERP™ Accounting, you may
enter the COD code in thisfield, and then apply cash receiptsto the
UPS code rather than the customer invoice.

Enter thetotal shipping chargefor this shipment of the salesorder in
thisfield. Thiswill then be added to the invoice generated from this
invoicing procedure.

If you intend to print shipping labels as part of thisinvoicing proce-
dure, enter the quantity of shipping labels necessary for this ship-

Invoicing Functions
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Draft Invoices

Invoicing Error
Messages

ment in thisfield. Then, when you print shipping |abels, that quantity
of labelswill print. To print from aPC, use Avery Label #5164.

{Button} Y ou may wish to draft the invoices so that invoice docu-
ments can be printed quickly and produce the invoice records | ater.
To do so click the <DRAFT INVOICES> button. Thiswill have the
same affect as the other Draft | nvoices procedures outlined earlier
(see“Assign Invoice & Batch Numbers’ on page AR-8).

When the user entersorder numbers and tabs out of the order number
field, the system looks up the order and, if it find no items will dis-
play amessage “ There are No Line Items for this order.”

Or, the order may havelineitems, but the user may have entered NO
in the column labeled Shipped in Full.

order 2] Shipped
Number In Full?

10009 [rec company o |

In this case, the system will check each line item on each order |ook-
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.

SM-AR-18
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Invoice Repeat SI=——— Invoice Repeat Orders —=E—j
Orders ——

Enter Cut-0ff Date for Selection of Repeat & Deferred Orders...

IHH"{' 7 av

Accounts
Receivable

Invoicing

Functions Print Pre-Inwoicing Edit List I

Invoice Repeat )
Orders | ;ﬁ? Produce | nvoices I

The system provides the ability to invoice repeat orders, allowing
you to process repetitive billings from the same sales order. When
thisfunctionisrun, the systemwill locate every salesorder 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. Firstyou 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:

[J=—————————————SalesOrderHeader——~——————H

Print

BillTe  |10001 Date| 0572171597 Ship To | 10001 Order | 2056

AEC COMP ANT ABC COMP AT

1234 135th Street Software Products Division

12Zd 15th Straet

Glendale Gler I

— S peympp v |

Ch Zip Code | 2135 2153 Couniry i.5.4.

5.4 {Country} User] Bob Janes

Bob Idonesmlthberqer Call I I Hours Before Delivery

Sales Rep 1 Acct Mg IREP Shipping Location | & Cases Shipped

T Codk 2 2.0% 10 DAYS Net 20 i 05/21/1997 Est. Freight

Sales Order ermns Code & Requested Ship Date i34 g
Functions Net Davs [45 | Dise. Due [05/21 /1997 [ Cr Card Last Shipped 0| 0B/ 1371897 UPS Zone

Sales Order Credit Card * Shiprent Terms [PPL via[P. I E
Header B B i Expires | Change * Change Date

R Jrrp—— P P vy P N

FO.®  JABC-123854 Sub 1990 | Dept | 20 Deposit = §$344.00

Contract ® Terms Discount & Bili of Lading *

Sala Tyne REFEAT s‘#afus! 0 | Open Entered by: # 1 Samuel Database User

Then, in the Sales Order |tems window, enter the number of
repeat billingswhich areto bebilled. In this case, anitem called
SVC has been entered with 12 inserted in the Ordered field.
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C

Then set up shipment records for each month of the contract,

like so:
EM. sales Order Items EERE
10015 Homes R Us 1868 -1 of 1
Iltern Code Date Status  Ordered  Shippin Invoiced E/D Price Unit Exctension
SUC IWFI__QF_ELOS [ o] 12 ts.om[en] 1,500.00
= 05/07/97 0 12 12 125.000 ER 1,500.00 ﬁ
]
Honthly Service Charge Open 1,500.00
Sales Order Dptions =] [+
Functions
g
Sales Order 9
Iltems K] =
=] [~ Print on York Order , Pick, Pack [ Print on Order/Invaice
Rep. Commiszion : Budget $]0.000 ~_ Scheduling Priority__ A
cot Mor Comisn | Hours [0.000 Invoice * | Discounts| T =
;Shjdﬂ?S;“Q?Date IRSSl;eDS;j;?Sh‘ =i Drdere?l S I"W‘c;d Drdgi:l; Status g::;:'\ent Code
SV 057 eaY i T Onschediled T 1A i ]
05,0797 06/07/97 1 1 Unscheduled 1868-1-2 ™
05,0797 07/07/97 1 1 Unscheduled 1868-1-3
05 /07 /97 02/07/97 1 1 Unscheduled 1268-1-4 (-
05 /07 /97 09/07/97 1 1 Unscheduled 1268-1-5 -+
MINI q I blbﬂl‘l%l |%Im| Header Iterns &
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.
Elm Screen report
World Class Industries

EBacklog by Date Meeded , Order Types REFEAT and DEF Only
Report Period Selected is JUN 197 - TUH 30 97

Fiscal Weels 201 - 254

Report Printed on MAY 7 97 at 15:55, Page #1

Sales Date

Gruantity

G Shipment  Customer Back-

Line4  Eequested PO Humbet Customer Hame Oudewed Unit  [em Code Deseription

18651 JUN7 7 Homes Ft Us 1 EA  Ew Momthly Sewvice Charze

Total for Fiscal Weel 264

3rand Total Back Log,:

Value of
Backorder

12300
12300

12500

SM-AR-20
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Quantity Shipped
Field

Closing Out the
Order

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.

Include all Repeat & Deffered orders scheduled for June,
199727

(N0 ) [ ves )

Normally, the invoicing procedure zeros out the quantity shipped
field shown on the sales order summary screen and movesit to the
field labeled Previously Shipped. That convention is not followed
when invoicing repeat orders. For example, if asalesorder isentered
for amonthly maintenance charge, indicating arequirement to issue
one invoice each month for twelve months, it will be most conve-
nient for the user if the quantity shipped awaysremainsat one. This
makes it unnecessary for the user to find each repeat order and
change the quantity shipped from zero to one each timethe repeat in-
voices must be prepared.

Just aswith al other invoicing procedures, asales order will be cod-
ed as | nvoiced when the total quantity invoiced equals the quantity
ordered. Thismeansthat after fully invoicing asalesorder, it will not
be selected for invoicing again the next timethe I nvoice Repeat Or -
derscommand isgiven. A new sales order must be created for the
next period of time.

Invoicing Functions
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Selecting the command | nvoice Repeat Order s 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™ s capable of handling the accounting for salesinvolv-
ing deferred revenue. An example of thistype of transactionisan
agreement by a company to provide warranty service over aperiod
of ayear. Thisisthe same asthe 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 alot
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:

Sale Type IDEF StatusIR Ready

2. SettheLine ltems to reflect the monthly billings,
as shown here.

This window shows 12 monthly billings beginning June 97.

EOi=——————————— sales Order ltems =—————————W-|3/
10015 Homes R Us | 1866 -1 of 1
Itern Code Date Statuz _ Ordered  Shippins Invoiced BAD Price Unit Extension
CONTRACT [osrovrae [n [ iz il 1z][ on.ooo [ EA | 1,200.00
CONTRACT 05/07/97 H 12 12 12 100,000 EA 1,200.00 [+
=
Contract Maintenance Credit Hold 1,200.00
Dptions (&} 4
3 e
E [T Print on "ork Order, Pick, Pack [ Print on Order /Invoice
e, Eammiestm Budget $]0.000 _— Scheduling Priority....| A |
Acct Mgr Comisn | Hours [0.000 Imvoice * | Discounts [ I
ched Ship Date Requested Ship Date  Ordered Shipping _Invoiced  pagp Sales
06 /07 97 IUS/U 1/97 1 I 1 0| Ordered Status Shiprment Code
0f 07 a7 05/01/97 1 1 1 Unscheduled  1866-1-1 <7
070797 0607 /97 1 1 1 Unscheduled 1266-1-2
08,/07/97 02,/07/97 1 1 1 Unscheduled 1866-1-2
09,/07/97 09407797 1 1 1 Unscheduled 1856-1-4
10407797 10407 /97 1 1 1 Unscheduled 1886-1-5 B
Header Iterns
[aa] [ 4] P [P ]E]=] = ol
[
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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).

EM=——————— Cash Receipt Transactions =—————"=}I5
Transaction ﬂ Posted ta JE “I Bank Codel 0-000-1100-000
Date |05.-"U?.-"9? Period ¢ Bank of America
0 Custorner
I Invoice or G/L Account @ Arnount  Discount
Accounts ¥ Order # Code Check Nurnber EBalance Due Received Taken
Receivable S [o-oo0—z500-000_[ 12345 | 1200.00
Cash Receipts 0 1266 0-000-2300-000 12345 1,200.00 <
& Adjustments
Cash
Receipt
Transactions
i
10015 Homes R Us [[oeferred Income I 1,200.00]
' E

4. Post the cash receipt.

Thiswill create ajourna entry which looks like the following,
debiting cash and crediting the liability account, Deferred

Income.
|§DE General Ledger Journal Entries E_E§E§|
Journal Nurnber Type Fosted?  To Period/Year Date

9z0s0 I CASH I YES 1/ I 05 ,/07 /97
Account Code E Description Debit Credit
0—-000- 1 100-000 IPost ing A/R Transctns 05/07/97 I 1200.00 I
0-000-1100-000  Posting A/R Transctns 05/07 /97 1,200.00 g
0-000-2500-000 Posting A/R Tronsctns 05/07 /97 1,200.00

5. Run the INVOICE REPEAT ORDERSfunction.

Deferred Income orders will be selected to invoice just as the
Repeat Orderswere. An invoice will be created for the quan-
tity shipped timesthe unit price, for this month’s shipment only.
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It differs from the repeat order in that the invoice balance due
will be set to zero since thisis a prepaid contract.

Thejournal entry created when the invoice is posted will debit
the liability account of Deferred | ncome and credit
Sal es.

CAUTION: Theuser should be careful to not usethe Sale Type
codeof DEF for anything except a prepaid, deferred contract.
Setting thecodeto DEF causesa zero balancedueinvoiceto be
generated which is posted differently than all other invoices.
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Ship Select
Orders

Accounts
Receivable

Invoicing
Functions

Ship Select
Orders

Purpose

Load Orders
Ready to Ship

[0 =——————"—"——""S5hipSelect Orders=———~——————HI B

Please Enter Your Shipment Information, below.

Shiprent bate | 117 1871958

Shipped

Order (3] Shipped Shipped Frem  UPS. Shipping  ®of
Burnber In Full? Yis Logation Zone Charge Labels
1837 EYZ COMPAHY I IUF'S I 10.00

1857 NV COHPAY iFS i)

1038 CCC Company VELLOL

2027 ABC COMPAMY P.l1.E.

2028 OME TERRIFIC SALES FPRO

2074 XNE COMPAMY YES urs

|% Load Ordets Readgtaship" {7 Ship Orders I| Print Labels I

k4P M)

%

Version 7.36 providesimproved abilities to separate invoicing from
shipping and to track those conditions. Thisisuseful if your site has
set up its system so that inventory is not relieved upon invoicing.

(Thisisdone on System Setup Card #3; for moreinformation on sys-
tem setup, see* System Set Up, Card #3 Window” on page SYS-108.)

Thiswindow 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.
{Button} This button will load all ordersin which:

1. the Statusof theorder lineitemissetto R, and

2. thelLast Shipped On field from the Sales Order header con-
tains a date equal to the Shipment Date set up on this window.

ThisLast Shipped On field referred to is the one shown on the
Sales Order Header window.

Requested Ship Date I oz/18,47
Last Shipped On I 0z/12,M97 k

SM-AR-26

Invoicing Functions



Accounts Receivable C/

Commands Bar

Shipment Date

Order Number

Shipped in Full?

Shipped Via

Shipped From
Location

Usethe <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.

{Date field, defaulted, editable} Thisdate will default to the current
date. It can be changed, however, to any ship date for which you
wishto load records. Thisdatefield providesthe ability to load sales
orders for specific dates when used with the <LOAD ORDERS
READY TO SHIP> field, below.

{Required, validated} Thisisthe Order Number of the sales orders
being shipped and invoiced. Unlike the Prepare Ordersfor Invoic-
ing window, thisis 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.

{Yes, no} Defaultsto NO. Thisgivesyoutheability toinvoiceorders
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
inthisfield, al 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
YESif you are shipping an order 100% complete.

{Defaulted, editable} Defaults to the shipper on the sales order.

{Defaulted, editable} Defaults to the shipping location on the sales
order.

Invoicing Functions
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U.P.S. Zone

Shipping Charge

Shipping Labels

If you use UPS COD labels and Qube ERP™ Accounting, you may
enter the COD codein thisfield, and then apply cash receiptsto the
UPS zone rather than the customer invoice.

Enter thetotal shipping charge for this shipment of the salesorder in
thisfield. Thiswill then be added to the invoice generated from this
invoicing procedure.

If you intend to print shipping labels as part of thisinvoicing proce-
dure, enter the quantity of shipping labels necessary for this ship-
ment inthisfield. Then, when you print shipping labels, that quantity
of labelswill 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 lineitems
shipped will become“S”.

Print Labels {Button} Click this button to print the |abels.
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Invoice & Credit Memos

Deleting & Editing
Invoices

Posting

The invoice is the basic accounts receivable transaction in the sys-
tem. No AR dataisinserted into the system prior to creation of the
invoice. Invoicesare created by invoicing salesorders. Y ou may not
enter an invoice without first entering a sales order into the system.

Deleting

Qube ERP™ allowsyouto deleteaninvoice, but only if that invoice
has not yet been posted. The effect of this procedure isto 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
levelsto the levels they were at before the invoice was generated.

Editing

Itisimportant to keep as much continuity between sales orders and
invoices as possible. Y ou may edit a number of fields on the order
header plustheitem description, aslong astheinvoiceisnot posted.

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.

Invoice & Credit Memos
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Invoice Header
Window

Accounts
Receivable

Invoices &
Credit Memos

Invoice Header

Order Date

Order #

Posted?

UH==—————  IVMlleHRAllir=——7———————— &

Order Date  Order® Posted? Ino Ta Peried || Sub-hcct Dept Date Invoice®
01000 =1 looo | oo [orsizoo  Is==s1

1 i
r Fost Saies Uzing item Master Sub Accounts

1021 hip To

Highuater Furniture, Inc.
Bill To* [ 10001 E

MBC COMPAN'T

1224 154k Strast

Glendale CA 92155
U.5.4

o
o
gy

Date Shipped...

POMYiss * Ship Terms...
Pay Terrn= |28 10 DAVES Met 20
- — D
N FPHONE Currency [US & Invoice Subtotal 3,093.73
Sa WAT Tas 000
Balance Due 3, 118 75 Dallars | 0.000 Freight tax 0.00
Freight & Handling | 25.00
. PR Ineoice Totz! L4 2,112, 75
invoice Hoies Invoiee Total ¢ =S
i
= -
[+] [+]
1 [

PP . (e "
| Header || items | | Faymenis |

_.;' Shipment Tracking I

(K] P [M[=[ B[ W || # rattcredit Hemo |

This contains basic information about the whole invoice. It isvery
similar to the Order Header window.

Thereis 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.

{Display only} Thisfield displays the date the sales order was
placed.

{Display only} Thisfield displaysthe 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 invoicesrefer-
ring to the same sales order, but there is only one sales order refer-
ence per invoice record.

{Display only} If thisinvoice has been posted to the GL, thisfield
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 hasnot, thisfield will dis-

play NO
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—

Bill to Information

Sales Rep

Account Mgr

Balance Due

Sales Order Notes

Sub

Note: Thefollowing fields are derived from the sales order
record. If it isnecessary to change any of thisinformation, and
you havenot posted theinvoice, you may deleteit and changethe
information inthesalesorder, and then reissuetheinvoice. If the
invoice has been posted, all corrections must be made by dr aft-
ing a credit memo.

This section displays the company to which thisinvoice wasissued.
Y ou may not change this information in the invoice.

{Display only} Thisfield displays the sales rep which was on the
sales order. This may be adjusted through the Commissions on
Each I nvoicefunction found in the Accounts Payable M odule (see
“Commissions on Each Invoice” on page COM-15).

{Display only} Thisfield 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 M odule
(see “Commissions on Each Invoice” on page COM-15).

{Display only, calculated} Thisfield displays the amount due out-
standing on thisinvoice. Thisisreduced using the Cash Receipts
window. Thisfield isautomatically calculated and cannot be
changed manually; however, if youwishto updatethisfield, click on
the field label and Qube ERP™ will recal cul ate the balance due.
Thisis not to be used with Dynamics sites.

{Entry field} Usethisnotefield to enter information pertainingtothe
sales order. Thisfield is 2,000 characters long.

{3 characters, numeric} Thisisthe 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.

Invoice & Credit Memos
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Dept

Date

Invoice Number

Post Sales Using
[tem Master Sub
Accounts

Ship to
Information

PO/Visa#t

Pay Terms

{2 or 3 characters, numeric} Thisisthe 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.

{Calculated, editable} Thisisthe date of the invoice, originaly de-
faulted to the date on which the record was created. Y ou may edit
thisfield at any time.

{Calculated, editable} Thisistheinvoice number of the record,
originally calculated when the invoice was created. Y ou may edit
thisfield at any time prior to posting.

{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 mapswill always override thisif used
on any invoice.

{Calculated, editable} Thisisthe shipping information of thein-
voice, originally defaulted from the sales order. Y ou may edit these
fields at any time.

{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. Y ou may edit thisfield at any time.

{25 characters, alphanumeric} Thisfield reflectsthe payment terms
shown on theinvoice. Thisfield is used to calculate receivable due
dates and discounts. Y ou may changethisfield after the invoice has
been created, but the discount due dateswill not beimpacted, soitis
best to change this prior to invoicing the order.
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Mac OS Windows

SIS
+ +
0u

Sale Type

Sales Lead
Date Needed
Date Shipped

Ship Terms

If you are changing thisfield, 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).

Reference List =—————— "=

Select Payment Terms:

Net 38 Days

Met 68 Days

2% 18 days, Net 38 days
2% 18th Prox, Net 38 days
C. 0.0

Credit Card

Cashiers Check

[

B

]
Load| 2@ . beginning atl - IALL , based on (@ Code () Description

| Sort by Code I | Sort by Descriptionl I% Reload ListI |>( Cance1” " 0K IE

{Sx characters, alphanumeric} Thisfield shows the Sale Type en-
tered on the sales order. Whilethisfield can be edited at any time on
the salesinvoice, it carries some significance for pricing, etc., on the
sales order. For more information, see “ Sales Type Codes Window”
on page OE-91.

{20 characters, alphanumeric} Thisfield showsthe Sales Lead en-
tered on the sales order window. It may be edited at any time.

{Datefield} Thisfield shows the Date Needed entered on the sales
order window. It may be edited at any time.

{Datefield} Thisfield shows the date thisinvoice was created and
the items were shipped. It may be edited at any time.

{12 characters, alphanumeric} Thisfield displays the shipping
terms entered on the sales order. Y ou may edit thisfield at any time;
however, you should use the reference list to do so to keep the for-

Invoice & Credit Memos
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Ship Via

Due Date

Tax 1%

Tax 2%

matting accurate. For information on shipping terms, see “ Shipment
Terms’ on page OE-99.

Reference List =————Bi
Select Ship Terms:
1 Prepay & Add 1]
z Collect
=
Load| 28, beginningat|* [aLL , based on(®) Code (7 Description
| Sort by Code I | Sort by Descriptionl % Reload ListI |}( Cance]” + 0K IE
o]

{14 characters, alphanumeric} Thisdisplaysthe designated shipper
from the sales order record. Y ou may edit thisfield at any time; how-
ever, you should usethereferencelist to do so to keep the formatting

accurate. For information on shipper information, see “Ship Via Se-
lections” on page OE-98.

{Datefield, calculated} The datein thisfield is calculated based on
terms when the order isinvoiced. It may be changed at any time.

{Numeric, 3 decimal places} The valuein thisfield determinesthe

amount inthe Tax #1 field. Thisfield will be cal culated automatical-
ly on the sales order based on whichever sales tax function you are

using. Thisfield may be changed at any time prior to posting thein-
voice. If you change the valuein thisfield, the valuein Tax #1 will

be changed accordingly.

{Numeric, 3 decimal places} The valuein thisfield determines the

amount inthe Tax #2 field. Thisfield will be cal culated automeatical-
ly on the sales order based on whichever salestax function you are

using. Thisfield may be changed at any time prior to posting the in-
voice. If you changethevaluein thisfield, the valuein Tax #2 will

be changed accordingly.
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Shipping &
Handling

Invoice Subtotal

Invoice Total

Invoice Notes

Draft Credit Memo

Shipment
Tracking

{Numeric, 2 decimal places} Thisfield can be calculated at thetime
of shipping or added later. Y ou may edit the amount in thisfield any
time prior to posting the invoice.

{Calculated} Thisamount is calculated as the total amount of the
items shipped on thisinvoice. No salestax or shipping charges are
added into the subtotal. Thisamount is automatically calculated and
cannot be changed manually; however, if you wish to update this
field, click onthe field label and Qube ERP™ wiill recalculate the
subtotal.

{Calculated} Thisamount is calculated as the Invoice Subtotal plus
all salestaxes and shipping.

{Entry field} Usethisnotefieldto enter information pertainingto the
invoice. Thisinformation will print on acredit memo, but not onthe
invoice itself.

{Button} Click this button to create a credit memo for thisinvoice
(see “Draft Credit Memao” on page AR-42).

{Button} Click this button to display the Import Shipping Data

window. See “Import Shipment Tracking Data” on page AR-47.
[0 = ——— Import Shipping Data=—"—io———0 B

{? Import Data I
File Header? o

Field Delimiter & ¥ 4 G Domans

trzignd

Available Fields
CO0 Call Tag <§

Fields to Import
s ooy, [SPip Date
”:“;> Order Mumber
Tracking Code
3 Ship Charge
&

*FRequired* Date
#Required® Charocter, 10
*Required® Charocter, 20
*Fequired® Mumeric, 2 demls)

| %

If no shipment tracking information was found associated with the
selected invoice, Qube ERP™ will display this message:

No shipment information was found for invoice

#2180. Create a record, now?
YES

Invoice & Credit Memos
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Invoice ltems
Window

Invoices &
Credit Memos

Accounts
Receivable

Invoice Items

Display Options

i)
m 2

= imittiems———————
10005  CCC Company. Invoice Item [ 2153 0
ltem Cods Ordersd  Shipped Brior B/0 Price Unit Extension
2111 17| 1 o 16][ 547502 [EA 547,59
ERIT I i T 09705 oA Tir.05
2111 17 5 1 10 B47.602 E4 3,886 15
2011 1

7 7 547.692 EA 5,475.92

]

9111 Chair [ 11,010,768
) Show Noies
PR P Groun FINE FLIRN
Baioh Guantit "
FGHIJ 1.000 Sub-Group GEMERIC
Posted to GL Account | 4000-000 /00
T In Watranty

® Show Baich info () Show Gpiion Seieciion

]

(il [
| Header || lems | | Payments

i

B

Purpose of the Window

Thiswindow 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
thiswindow 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 theinvoiceand reproduce anew invoice showing theinformation
you require.

{Radio button selections} Thiswindow has three different views,
depending on which of these selectionsis 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 informationis
displayed. Y ou must have the L ot and Batch Tracking module for
Lot/Batch info to display in this window.
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Show Option
Selection

Show Notes

The following fields may be edited;

Item Description

Thisfield shows the item description from the sales order. You
may edit thisfield to reflect anew description, but the item code
will remain the same.

Group

Thisisthe Item Group Code of the item shipped on thisline
item. You may edit thisfield at any time, but it will only impact
thisinvoice record, not the item or sales order records.

Sub-Group

Thisisthe Item Sub-Group Code of the item shipped on this
lineitem. You may edit thisfield 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, thisitem is considered to be in warranty
and will be designated as such when an RMA record is created.
Thisis 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.

If you have the Option Selection M odule, you can display the op-
tionsincluded on each item by clicking thisradio button. When you
do, the lower portion of the window will display the following:

Opt. Class Parent Item Option Chosen

Quantity per Quantitu per
WAGDN __ Unit Price

ID

|
otes for this Option: [_Frint this Option on Sales Order & Invoice? [ Prind this Option’s Motes on Sales Order & Invaice ?

-

-

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

Invoice & Credit Memos
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accessthisfield, you must have the Show Notes radio button select-
ed. When you do, the following will be displayed:

ales Order Motes  Order Itern 1021-1 Invaoice Hern Notes

This area is for notes about each invaice |ine item. [4¢
You may enter up to 3,000 characters of notes for
each item

When thisinformation is displayed, you may edit the Notesfield by
clicking <EDIT>, typing your notes into the field, and clicking
<SAVE>. These notes will then print on the printed invoice:

EM=————————————— Screen report
World Class Indlustiies [
307 South Townsend Street Tncice #5001
Syracuse, MY 13202-2148 Tnvoine Date Mowember 14, 1996 |43
Ph:315476-2075 Crde 1021 El
Fx 315-476-3138 INVOICE
Scld 1o: #10001 Shij o
ABC Company ABE COMDANT
1234 15th Street Softorate Products Division
Clendale, CA 92155 1234 15th Street
A Slendale, CA 92155
s,
Date Shipped  Ship Via Shipping Temms Four PO Payment Temms Sales Rep
1111496 RIE Premay & Allow # % 10 DAYS Met 30 Wiomdet Matketing, Senrices Co

Guantity  Guuantity Cuantity
Tus  Piot | Back

Cuuantiry Unit
Crderd Shipment  Shomes  Cudered Item Codde nd Descripton, Prce Eactension
10 0 EL 9111 Series D Chair, with options JAZZ, CHERRY, 452.500 452500
LAMNE1, FIN-1

This atéa i for notes Thont such nvoice line item. Tou may entét up 1o
2000 Chametets of Wodes for sach dtem
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Invoice Payment
Information

Accounts
Receivable

Invoices &
Credit Memos

Invoice
Payment Info

Drilling Down

{Card tab, displays additional information} Clicking on this card
tab opens the following window:

Invoice Payment Informatiohaaia—i————08
Order* Posted? ToPariod Sub/Depd  Date Invaice®
o, P— — L | e P
10/Ua 198 | 1863 IYES Tol92039 1 000 700 | 10/05/199L2 | U0y
Date Transaction # Amount Posted ? To
Original Balance Due, Dallars 100.00
08/22/1995 Debit Adjustment 51030 -110.00 YES 1
Dapngirnant denound 0.00
—
Miata Paid in Full !DS)’QSMQQE
izs o Ful 1057
Lizrys o Ful
Armount Due, Dallars 3 100, 00

Terms Frice Dizcount % 3

e et (el Sesecucstt

4T

| Header n Hems ﬂPaymenlsJE

7

(@K M= T3]

Thiswindow shows cash receipts, A/R Adjustments and credit
memos which have been applied against the invoice. The only field
which may be edited in thiswindow is the Date Paid in Full field.
The Amount Due, Dollarsfield isautomatically calculated and can-
not be changed manually; however, if you wish to update thisfield,
click onthefield label and Qube ERP™ will recal culate the amount.
Thisis not to be used with Great Plains software linked sites.

If you double-click on any of thetransactionsdisplayed in thelist on
the right, that cash receipt transaction will be displayed:

|§DE Cash Receipt Transactions =—————————|
Transaction # 5 1002 Pasted to JE *| 92041 Bank Code | 0-000-1100-000
Date |03r"15f97 Peried 5 /-1 Recounts Receivable - Trade
C
0 Customer (3]
I Invoice or G/L #dccount @ #mount  Discount
% Order ® Code Check Nurnber Balance Due Received Taken
n-l 5001 i0*000*1200*000 I 12345 I 2000, 00
I 5001 0-000-1200-000 12345 2,000.00 }ﬁ

Invoice & Credit Memos
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Credit Memos

Accounts
Receivable

Invoices &
Credit Memos

Credit Memo
Header

Pay Terms

Unapplied CR

0 ="——————— CreditMemo Headeroa0"0——"7—————Ho
(Order Date Order# Posted? Sub/Dept  Date Credit Memo * Applied to Invoice
01/07,/1993 [1021 IYES IDDD o] IU?.-"]S.-"]QQ? ICHZDGﬁ IﬁDDl

IQQ 133 I Fost Sales Using Item Master Sub Accounts
Bill To#[ 10001 [ e
ABC COMPANY ABC COMPANY
1224 15th S t Iy
e Saftware Products Division
Glendale CA& 9213535 1234 15th Street
U.s. 4 Glendale
Ch |92155 CountryIU.S.A.
SalesRep  |REF Monder Marketing (| pate Needed.. [01/24/1994
fezount Mgr | S i e Date Shipped... | 05 /03/ 1993
FOisa ® Ship Terms... |FPL
Fay Terms |28 10 DAYS Het 30 Ship Yia... F.l.E.
Sales Lead
Sale Type PHONE Cr Memo Subtotal 432.30
) I 0.ooo0 Tax *{ 0.00
- I 0,000 Tax *2 0.00
- Shipping & Handling | 0.00
Unapplied CR 0. 00 Collars Cr Mermo Total 452,50

|MI|}QIQ I b ||>|]|@'|‘3’|@| | Erint IL Header ﬂ Items nPaymentsJ_

All of the fields and windows associated with the credit memo are
the same as the salesinvoice, 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 salesinvoice) the header information must be entered and
saved, and the item detail information must be entered and saved
separately.

Y ou must only use Net 30 with Credit Memos. Thisistrue for both
Qube and Dynamics users.

{Calculated} Thisistheamount of the unapplied credit for this cred-
it memo. This amount exists only until the transaction is posted.
Oncethisitem is posted, the unapplied credit will be applied to the
invoice, and thisfield will display zero, unlessthe amount is greater
than theinvoice. In this case, the credit will remain open for the un-
used amount until it is applied against another invoice or acheck is
issued against it (see “ Paying Customers’ on page AP-24).

SM-AR-40
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If you areworking 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 acopy of the credit memo.
Credit Memo # {Editable, searchable} Thisidentifiesthe record of the credit memo.

Applied to Invoice  {Editable, searchable} Thisisthe number of the invoice to which
this credit memo was applied.

Invoice & Credit Memos SM-AR-41
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Draft Credit Memo

Y ou may draft a credit memo to either an existing or anew salesin-
voice. To draft acredit 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 acustomer credit record which doesnot 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

saveit. Since thereis no invoice to which this credit will apply, the
credit balance will remain until you apply the balance using the Ap-
ply Credit Balancewindow. 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.

DRAFT CREDIT MEMO: Items on Invoice 5004 from Order #1855 =—-—FHIH

Itern Code

Quantity
Quantity Tao Reazon

Description

Unit Frice

Shipped

Credit Batch #

Logation Code

Chair-0ak Dining/Arms & He:

525,000

2

1

7111

Series 7 Chair

220,000

)

1

DRC2

Chair-Oak Dining/Arms & Hec

400 . 000

2

1

-

E Create Inventory Transactions to reflect Return of Stock

[ Print Credit Mema

| . Cancel I |

‘/DKI

2

3. Enter the data pertaining to the items received.

Use thiswindow to enter the Quantity to Credit, Batch Num-
ber if necessary, Inventory L ocation if the item is being
returned to stock, and Reason Code of the return (see“ Transac-
tion Reasons’ on page INV-99).

SM-AR-42
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4. For items which are being returned to stock,
click the check box,

X Create Inventory Transactions to reflect Return of Stock
5. Click <OK>.

If you have elected to return items to stock the following mes-
sage will be returned:

Issue credit memo for all items showing a non-zero quantity,
now? {Inventory WILL be adjusted.}

v ) e
If you have NOT elected to return items to stock the following
message will be returned:

Issue credit memo for all items showing a non-zero quantity,
now? {Inventory will NOT be adjusted.}

[ w0 ) [ ves )

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 Header Information

Memo Y ou 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.

Invoice & Credit Memos SM-AR-43
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Line ltems
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 aso 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 1ook to seeif 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 aready taken place), then you will be asked
if you wish to adjust inventory for quantities shown as
shipped.

Adjust Inventory to reflect Full Return of ALL ||
Items to Stock? E

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 atransaction DOES exist

If the system does find atransaction, 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.

SM-AR-44
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As mentioned previously, you may a so change fields on the header
screen (thetax rate, shipping amount and unit pricefields). Together,
these allow you to produce acredit memo for any amount. When the
information is acceptable, you may post the credit memo using the

Post Open Transactions procedureinthe General L edger module.

Deleting Credit It is possible to delete a credit memo record, but only if that record
Memos has not been posted. When the credit memo is deleted, the function
looks to seeif 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 Once customer credits are created, you may apply them to other in-

Memos 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 Sometimes users will want to create one credit memo for several
Memos for openinvoices. Thisisparticularly true when your customersare dis-
Several Invoices tributors who may stockpile a bunch of returns over time and return

them al to you at once. Y ou may do this by entering a credit memo
against one invoice, and then editing the Credit Memo Itemswin-
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 Invoices and credit memos are posted using the batch posting proce-

& Credit Memos 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 entriesin 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.

Invoice & Credit Memos SM-AR-45
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Shipment Tracking
Qube ERP™ provides two waysto track your shipments. Qube pro-
vides somebasic tracking functionsto all sitesusing Qubev7.36 and
above. More sophisticated functions are provided for sites which
have purchased the Transportation M anagement module. For
more information, see " Transportation Management Module” on

page INV-185.

InVersion 7.36, Qube ERP™ allowsyou to import and manually en-
ter shipment tracking information related to each salesinvoice. Each
package, or container, has its own tracking number. Y ou can view
and print abill of lading associated with the invoice and the sales or-
der. You can draft or view afreight invoice; this shows up as a sep-
arateinvoicefor freight, pointing to theregular invoice. The process
beginswith the salesorder. 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. Y ou 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.

[[] = Accounts Receivable Functions =]

|%E MNarne |

Invoices & Credit Memos
Credit Memo Header
Credit Memo |tems =|
Customer Basic Information #U
Customer Financial Information
Customer Search

Import Shipment Tracking Data

Invoice Header |
Invoice ltems

Inroice Payment Info

Outbound Shipment Tracking Info

4

%hhhhh

Shipment Tracking
Options

nininln

T
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Import Shipment Theimport capability provides an interface for you to customize the
Tracking Data formatting of the data being imported.

Accounts
Receivable

Invoices &
Credit Memos

[0 = ———— Import Shipping Data=—"———F1 B

File Header? |~
Field Delimiter 8 T3

Import Available Fields Fields to Import
Shipment COD Call Tag . |3hip Date #Required® Dote
Tracking Data < > Order Humber #Required® Charocter, 10
Tracking Code *FRequired® Character, 20
k3 Ship Charge #Required® Humeric, 2 domls
.

e

The import procedure will skip imported data with invalid order
numbers without terminating theimport. Theimport 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.0.D.” arefound in the shipping terms.

Theinformation is displayed as awindow associated with each in-
voice. It may be accessed by clicking the 3 shipment Tracking | bUttON.

If no shipment tracking information was found associated with the
selected invoice, Qube ERP™ will display this message:

No shipment information was found for invoice

#2180. Create a record, now?
YES

Shipment Tracking SM-AR-47



Accounts Receivable

C

Outbound The Shipment Tracking window looks like this:
Shipment
P . (| OQutbound Shipment Tracking Information BE
Tracking
Information Order Humber |2121 Invoice Numher|21?9
Cuztomer Mame CCC Company
COD ar Pro # 87450 [rate ShippedIDS.-’UIHQQQ
Eill of Lading * IZ? Ship Yia IYELLDW
Accounts Ship Termz... IPr'epaid
Recelvable Item Code Oty Ordersd  Cu. Feet weight
Invoices &
Credit Memos S1110 " 100 ” ”
Shipment
Tracking Info
Totals: u] u]
Shipment Detail
Tracking Code Shipping Charge
179372 E5A342790456 .85
129872 ESE34A531619 B.27 |
179372 E5A342857A21 6.88
22.48

|;? Draft Freight Invoice {Receivalﬂe}” ;f? Wigw Domestic Freight |nvoice § Payable} I

| {? Draft International Freight Invaice {Pagah]e}l

RS

s

Draft Broker Fees |nvoice { Payable} '_l

1%

Purpose of this Window

Thiswindow 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.

Y ou can draft or view afreight invoice, both domestic and interna-
tional, and draft a broker fees invoice.

Notethat a COD tracking number field isalso provided. While most
of the data related to shipments is associated with each separate
package, the COD number isan indexed field displayed in the header
portion of the window. This means that you can perform aFIND on
thisfield to directly access the record you are looking for.

SM-AR-48
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Order Number

Invoice Number

COD or Pro #

Bill of Lading #

Date Shipped

Ship Via

Ship Terms

ltem Code

Qty Ordered

Cu. Feet

Weight

Shipment Detail

Window Characteristics

The sales order number with which this shipment, and the bill of lad-
ing, is associated. Thisfield cannot be edited.

Theinvoice number with which this shipment, and the bill of lading,
isassociated. Thisfield cannot be edited.

{16 characters, alphanumeric} Enter the COD or Pro number that
you wish to track. You can FIND on thisfield to directly accessthe
record you are seeking.

{15 characters, alphanumeric} The Bill of Lading number starts as
an empty field. Each time abill of lading is printed, this number in-
crements by 1.

{Date Field} Thisis the shipment date.

{14 characters, alphanumeric} Enter the shippinginformation (e.g.,
UPS, company truck, boat, etc.).

{15 characters, alphanumeric} Enter the shipping terms (e.g., pre-
paid, COD, 30-day PO, etc.).

Thisistheitem code associated with the shipment. Thisfield cannot
be edited.

Thisisthe quantity ordered. Thisfield cannot be edited.

The value for cubic feet isfound on the [tem Master File. Thisfield
cannot be edited.

Thisisthetotal weight of this shipment. Thisfield cannot be edited.

{20 characters, alphanumeric} The tracking code and shipping
charge can be tracked in this subwindow.

Shipment Tracking
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Draft Freight

{Button} Click this button to draft afreight invoice. The following

Invoice message will appear:
{Recelvab I e} This procedure will create an inveice header for custormer 10005 CCC Company
This freight invoice will be cross-referenced to invaice #2179
Please enter the Freight Charge Amount. |\ =
Please enter Invoice Date [05/18/1999
'
Enter the Freight Charge Amount and the Invoice Date, and click the
OK button.
SM-AR-50
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Multiple Shipping Warehouses Introduction

Features Set

The Multiple Shipping Warehouses feature is designed for compa-
nieswho use a central manufacturing facility which shipsinventory
to other warehouses. It is assumed that shipmentsto each customer
will be made from the warehouse nearest to that customer. There-
fore, if customer AAA islocated in Texas and your company has
manufacturing facilitiesin California but also has awarehouse 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 thisfunction are avail-
able only if the feature is enabled on the feature set window.

The Multiple Shipping Warehouses moduleis an optional, for-sale
module. It must therefore be activated in the Featur es Set window
in order to be available for use (see “Application Features Set Win-
dow” on page SYS-138).

Access is Allowed to Checked Features
Bt Core modules
Bazic Production Planning
Advanced Production Planning
Acounting
Indented Bill of Materials
Serial Number Tracking
Lot and Batch Tracking
"S-Options" Option Selection
“Unlirmited Options* Option Selection

[
"

"

"

"

[

I

™ Modular Euilding" Option Selection
r

w

r

[

Ty

=

®

r

Basic Job Costing
didvanced Job Costing
Basic Serwvice Order Tracking
Advanced Service Order Tracking
A ailable to Promize
Yendor Management
Sales Cornmission Tracking
Make sure M u|t|p|e Great Flains Interface

) . Ad Specialties Interface
Shi ppmng Warehouses —P | [X ruttiple Shipping Warehouses
. . [ Fifa/Lifa Job Casting
Is active [™ FifosLifa Inteqrated with General Ledger
I Fhysical Inventory
ﬁ Bar Code Bundle
ﬁ Contract Pricing
I Fultiple ones Tax Accounting
[ Fallet Pasition Tracking
ﬁ Executive Information System
[ Global Commerce
Bt Customer Furnished Materials
|- Process-Oriented Order Entry

Multiple Shipping Warehouses Introduction SM-MSW-1
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Customer Ship-From Locations

Sales Order
Preferences

Qube ERP™ provides the ability to associate a ship-from location
for each customer. Thisis useful when a company uses different
stocking warehouses at different |ocationsto better serve customers
located at significant distances from each other. The Convert the
Data procedurewill set thisva uein 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.

Ship To IF!F!H Co. 2nd ship to address
Division |2233 Hest Main Street
Address  [Suite 12345

City I Tuskalusa
State AL cip Codel 44556 Country lUSR ‘

Ship from location used by Invoicing |2

Thelocation is aso displayed on the I nvoice Select Orderswin-
dow. When displayed on thiswindow, the location acts as a default
for invoicing purposes and may be overridden by the user.

Shipped
Order Shipped Shipped From
Nurnber In Full? Via Location

[ 1021 IHighwater‘ Furniture, I||YES [*p.1.E. 1

Thiswindow providesone additional choicefor siteswhich havethe
multiple shipping warehouses enabled.
Recommend shipping quantity during order entry based on....

Base on Net Quantity Available at all general stock locations
Base on Net Quantity Available at customer's default ship-from location only.

If you select the second option, Base on Net Quantity Available at
customer’ sdefault ship-from location only, the Stock Quantities
by L ocation window will display the Committed to Sales quantity
by location using the Committed to Sales column.

SM-MSW-2
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Inventory Stock

Quantities
Window

Inventory &
BOMs

Stock
Quantities

Stock

Quantities by
Location

Thiswindow 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 salesisdisplayed, aswell 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.

Committed Min. Max.

Bin #1 Bin #2 Total to  Stoek Stk piviby Overor
Location Description Stock Sales 100 200 Avail Short
1 Stock Room and 164.000 106 100 200 58 -42
2 Sacramento, CA
3 Phoenix, AZ Dis 18.000 10 20 18
30 San Antonio, TX 15.000 12 24 15
31 Grand Prairie, 15.000 10 20 15
40 Chicago, IL Dis 20.000 1 10 15 19 4

The minimum and maximum quantities can be manually edited on
this window.

Y ou can a so determine which order(s) are responsible for the com-
mitted to sales quantity by double-clicking on thelist. This action
will produce awindow that will display al order shipments which
support the total quantity committed to sales for al locations of the
selected item. The window may be sorted by any column displayed.

|§_ Open shipments of 10-100-51005 Minikit, 10 Fbh Black

Quantity Ship-
Sched Ship Back Order from
Date Ordered _ltem Code Customer City Number Location
62/21/96 2 1a-16e-S1665 ANTMALICINGOOM BURBANIK 2722-5 A
83/02/96 2 PETCO DC. DAYTON DAYTON 2773-5 1
82/22/96 80 18-190-51685 608 RANCHO CUC 2774-4 1
B2/28/96 1z 18-180-51685 WEST WHOLESALE FORT LAUDE 2925-4 1
82/23/96 6 16-168-51665 ORANGE COAST TROPICAL FIS BUENA PARK 2985-7 1
62/22/96 2 19-198-51665 ATLANTIS TROPICAL FISH TORRANCE  2998-3 1
82/21/96 1 18-168-51665 TERRI STRAYHORN AUSTELL 2999-1 48
83/20/96 2 18-168-516865 PETCO SEN DIEGD 3884-5 1

Thewindow displayswhat quantities of the selected itemsaredueto
be shipped to which customers and what their default ship-from lo-
cationis.

The default ship-from location for each order is determined by |ook-
ing at the ship-to customer code on the sales order header.

|Ship To ([ sCA009

Customer Ship-From Locations SM-MSW-3
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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 isidentical 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).

SO0=—————————— Sales Order Header ="———————
Bil To [2)[sCA009 Date [02/02/96 ship To 2] scA0D9 order (2)[2773
[PETCO [PETCO DC. DAYTON
[9125 REHCO ROAD | 2-4 corRN RD.
| [

[sanDiEGD [oavTon NJ

[ca [92121 (oss10 [

’— Userl

[MLiss ExT [ call | [ Hours Before Delivery
creditcard f Shipping Location [ 1

There are two methods to correct this. The ship-to code can be en-
tered correctly. Thiswill cause the Shipping L ocation field to de-
fault correctly. Or the ship-to code can be |eft alone and the
Shipping L ocation field can be edited directly. The Shipping L o-
cation field may contain any value (1-99999). It does not heed to re-
fer to avalid location code.

SM-MSW-4
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Defaulting Quantities Ready to Ship
During order entry, Qube ERP™ suggests a quantity ready to ship.
Normally, Qube ERP™ recommendsthe quantity ready to shipona
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 salesis main-
tained separately for each location. Therefore, it is possible to rec-
ommend the quantity ready to ship based on what isin 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 isin stock but 1 unit is
already committed to sales on prior orders).

|Item Code ate Status Ordered  Shipping

[10-100-51005  [03/05/96 [H | 20 | 19 [

Defaulting Quantities Ready to Ship SM-MSW-5
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Reports

A new report isprovided, found in the I nventory Item Reportslist.

Transfers Items At or Near Re-Order Point

Please Enter First |tem Code or ALL ALL
Please Enter Last |tem Code or ALL ALL
Please Enter First Location Code or ALL ALL
Please Enter Last Location Code or ALL ALL

Sort & Subtotal by |tem Code? YES
Sort & Subtotal by Location Code? NO

Thisreport isdesigned to assist in identifying itemswhich should be
transferred from the central stocking facility to outlying warehouses.
The parameters allow you to enter arange of item codes and/or lo-

cations. The report may also be sorted and subtotaled by item or by
location.

SM-MSW-6 Reports
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Sales Commissions Set Up Issues

The commission management functions are found in the Accounts
Payable Functionsand Per sonnel and L abor Functionswindows
as shown here.

[I==— Personnel & Labor Functions =—=—o2I=

|I3rnup1 MNarne

* [Personnel Functions
£ Commission Terms
L] Department Information

L Dutside Reps #0
£ Personnel Basic Info #EM
S[I=——— Accounts Payable Functions =——[1I=

|ME Mame |

= |Draft Payment Functions

L] Draft Commission Checks

L] Draft Vendor Payments

Sales Commission Functions

L] Commission Splits & Adjustments
L] Commission Terms

L] Commission on Each Invoice

&L Commission on Each Order

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 (someitems may even be non-com-
missionable), itisnot alwayslogical to concludethat the percentage
commission shown for the entire invoice should be the same asthe
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 payableto 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 Set Up Issues SM-COM-1
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ments against the commissionsdue. Setting up and reconciling these
amountscan bevery simpleor it can bevery 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.

SM-COM-2
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Outside Reps

Personnel &
Labor

Personnel
Functions

Outside Reps

Rep Code

Company Name

Address

City

State

O=——————————————Outsidekeps=————————FH
[ e

Rep Code.oooevnvn] 1 & =N
= [ e ]
Company Mame..... |Dotabose User ™ Tk
. L) N
Addrazs 1234 Dependoble Data Lane [FER

o
City Information City = —
State. ..o | CA

Couniry.

Telephone .. |413-B06-77E5
Fa..ooeieeeeen. | #05-009-4445
Contact Perzon Helen Keller
(1 aan i

[rate of Hire......... |01/01/1990 | |
Date T
- Fr | cai Ton owly
Department......... [ 4D Saies Tax .0, 1

,,,,, | Peyr—rr— —
Baze Ma_ Rate § 4000, oo Mo Effective | 01700719394 G/L Sub Account | DOU
elMail Address a Default GL Account
Cornments This is @ 500 charocter text-wrop comment field

[«[»

LMam Card ﬂFay Rates ﬂSales DataJ L Cormissions J

‘MII}QIQ |[> IH]IE\}‘IQI%I@I Letterl 1Enve|ope| 7

Use thiswindow 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-
dersand invoicesfor commissions management. Y ou may al soissue
payments to them for commissions earned.

{Five characters, alphanumeric, indexed} Thiswill serve asthe pri-
mary identifier of thisrep in other records. When entering the sales
rep in sales orders and commission-rel ated records, use this code.

{35 characters, alphanumeric, indexed} Enter the company namein
thisfield.

{35 characters, alphanumeric} Enter the company addressin this
field.

{35 characters, alphanumeric} Enter the company city in thisfield.

{15 characters, alphanumeric} Enter the company state or province
or postal code in thisfield.

Sales Commissions Set Up Issues SM-COM-3
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Zip

Country

Telephone

Fax

Contact

Date of Hire
Date Terminated

Department

GL Sub Account

Base Mo. Rate$

Mo Effective

{15 characters, alphanumeric} Enter the company zip or postal
codeinthisfield.

{20 characters, alphanumeric} Enter the company country in this
field. You may leaveit blank for US addresses.

{18 characters, alphanumeric} Enter the company phone numberin
thisfield.

{18 characters, alphanumeric} Enter the company fax number in
thisfield.

{20 characters, alphanumeric} Enter the primary company contact
inthisfield.

{Datefield} Enter the date of hirein thisfield
{Datefield} Enter the date of termination in thisfield

{Validated} Enter the Department Codeinthisfield. These codesare
set up in the Department I nformation window (see “ Department
Information” on page LAB-17).

{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).

{$$ format} If you usethe salesrepin employeetimechargesfor any
reason, you will need arate on which to base those times charges.
Enter that rate in thisfield.

{Date format} If a base monthly rate isto be applied, enter the date
it becomes effective here.

Default GL {GL Account format} Enter the normal expense account to which

Account paymentsto thisrep should be applied. This might be something like
“Qutside Sales Commissions.”

SM-COM-4 Sales Commissions Set Up Issues
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Comments {2000 characters} Enter free form comments for thisrep in this
field.
Letter {Button} Clicking thisbutton createsan export file of thissalesrep’s

address and company information which can be used in conjunction
with your word processing program to mail merge letters.

Pay Rates/ {Card tabs} Clicking on either of these card tabs opensthe Commis-
Commissions sion Terms window.
Sales Data {Card tab} Clicking on this card tab opens the following window.
EO=—— Employee Sales lata =—————[vi—
IWMS |Wonder Marketing Services Co. |
Dol lars Average
Feriod Sold # of Orders Order Size
*1.07/01/92 7900.00 0 700000
#2:08/01/92 10732, 18 3 3577.30
#3:09/01/92 23750.00 1 23750.00
#4:10/01/92 0.00 i 0.00
#5:11/01/92 0.00 i 0.00
#6:12/01/92 3475.00 1 3475.00
#7.01/01/93 4275.00 i 4275.00
#3:02/01/93 0.00 i 0.00
Personnel & #*3:03/01/93 0.00 1] 0.00
Labor #10: 04/01 /95 0.00 i 0.00
#11:05/01/95 0.00 i 0.00
Personnel #{2: 06/01/93 200.00 1] 200.00
Functions #13: 07/01 /93 0.00 a 0.00
Outside Reps - #14: 08/01 /93 0.00 i 0.00
> Sales Data Totals 50032 18 5 10186, 44
LMain Card nPag Rates ﬂSa]es DataJ l Comrmissions j
EICIKIED

Thiswindow displaysall of the sales datafor thisrep, by month, for
the current fiscal year.

Sales Commissions Set Up Issues SM-COM-5
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Commission
Terms

Personnel &
Labor

Personnel
Functions

Commission
Terms

Code

Last Name

Effective Date

For Closing Sales
Orders

EO=——————— Sales CommissionTerms ————————=—+
Code & Name Dept  Effective Date
S0 Sam [Dauis SALE | 02/02/90
Mew  Base
oid or
For Closing Sales Orders All Borus?  For
10.00 % Uf|?5a las | menths only
k3 ofl_ I months only
% of[F Gross Frofit | months only
For Esing_Account Manager
2.00 % of| F Gross Frofit | | months only

An account may qualify for commission rates as a new account ifl o
months have elapsed between the 1ast invoice and the date of the current new order.

|MI K I q I D I D[I I{PIQ.I%IHI LMain Caran’ag Ratesj ISales Dataj L Commizsions

Thiswindow is used to establish commission termsfor each employ-
ee or outside sales rep.

Window Characteristics

{Indexed} Thisisthe Employee Code or Rep Code which hasbeen
set up on the Personnel Basic Info window. Y ou may use thisfield
to find the record.

{Indexed} Thisisthelast name or company name of the employeeor
rep. You may also find on thisfield.

{Datefield} Thisisthe date you wish to have these commission
terms become effective. No commission calculationswill take place
until this date arrives.

{Data entry section}

There are two levels of commissions which may be computed for
each employee or rep. These include:

1. Commissionsfor closing a salesorder (in which case the code
for the employee responsible for the order will show on the

SM-COM-6
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# Months

Percentage

SorP

New, Old, All

Base or Bonus

sales order and invoice header recordsin the Sales Rep field),
and

2. Commissions for being account manager .

{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.

{Numeric, two decimal places} Enter the percentage of each trans-
action you wish to pay to the rep for each type of commission.

Commissions may be based either on gr oss salesor on gr oss pr ofit.
Enter S toindicate abaseof salesand P toindicate 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 theitem sold, as shown on [tem 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 theitem totals costs
(shown on the inventory records) to be sure these are correct.

{All caps, validated} Commission rates may apply to salesto ALL
customers, only QLD 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:

anaccount may qualify for commission rates as a new account if] 24
maonths have elapsed between the last invoice and the date of the current new order.

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.

{All caps, validated} If arateisdefined as BASE, the system muilti-
plies the given rate times the value of the entire order (after deter-
mining if the sale qualified based on the New/ A d/ Al |
designation). If arateisdefineas BONUS, the result of the compu-
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Customer Types
Window

Miscellaneous
Functions

Customer
Types

Over-Ride Commission
on CUStomer Types_> Over=-Ride Commmission Rate IW ES

ltem Master File,
Card #2

tation is added to other computations. For example, you may pay
10% for NEW accountsasa BASE, and an additional 5% for NEW
accountsasa BONUS, but only for the first 12 months. Thiswould
result in commission payments of 15% for the first 12 months and
10% thereafter.

Thiswindow providesaplaceto alow for the overriding of commis-
sion rates entered on the Sales Commission Termswindow. By en-
tering afigure in the Over-Ride Commission Rate field shown on
this window, you determine a different commission rate for any or-
dersfor thistype of customer.

EO=——— Customer Types =—————F"—
Customer or Yendor
Tupe Code. .. MFG
Description. . | Marnufac turer

Default Credit Limit... $|1@@BB
Default Payment Terms IZ.B %Il@ IDATS Met| @

Default Ship ¥ia

Default Price Column I_ {Customers only)
[ &pply Yolume Discounts (Customers onlu)
[T Thiz customer type iz a "Problem” type.

Thiz rate will over-ride the default cornrnission rates entered on Sales Cormizsion
Terms window. This rate can be over-ridden by the over-ride commission rates set
for each itern on Card #2 of the item master file.

@[] M ]=]=)

This window, too, provides a commission over-ride for each item.
Thisisthetop 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 Typeswindow. Make

SM-COM-8
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sure any necessary item master file records are set up with correct
commission overrides on Item Master File, Card #2.

Item Master File, Card #2

Inventory & item Code 0001 [Balts - Tahle Leg ] ]
BOMs Vendar [te Code Last Paid Lead Time
IFrime vendor [ EFGBER  Eager Beavers [BoLTo00 1 [ oz000 7 bays
Item Master 2nd Yendor gHDFHND Morris Industries | | 0. 25000
File assembled ] Total Hours <0000 Hours to Set Up 5] Hours to Assemble =0, 000
Item Master [® Rebateable Count Every | 2| Wesks [
File, Card #2 B oo vn o Lot Conts [T
[X Retieve Inventory ABCCode | |
[ This item is a Phantorn Assembly S e 3
Unshipped Orders &00 .00 ShelfLife= |0 Days
Over-Ride Commission Year 4o Date Sales 0.00 Sched Lot Size] 1 ER
. Yield = 0.0% =
on ltem Master File —||aver-rite commission] =00 % LastPai [0 25000 & &

Sales Commissions Set Up Issues SM-COM-9
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Managing Commissions

Commission
Splits &
Adjustments

Accounts
Payable

Sales
Commission
Functions

Commission
Splits &
Adjustments

Adjustments and
Splits

S[O=——— Commission Splits & Adjustments = FE==

Order Date |01/23/97 Order®] 2029

Customer OME TERRIFIC SALES PROSPECT
Sales Rep  Somuel Dotabose User
Acct Mgr Damian D=lgado

Costs Mot Charged to Customer : Arnaunt R?EJE Burden
Freight Mot Charged... 25.00 100,00 ‘%
Other Costs Mot Charged... B
Misc. Adjustment... 10,00

Explanationannus for closing the sale b4 end of month

Sales Rep Comnnission Splits:
Split I 500 % W'ithl JG EHE lwin Greeshne

gptit [ 5.00 ®owithlS0  [Sam Dovis
Account Manager Cornmission Split
spiit | 2500 & with| MY Wi 11 iam Uincent

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:

Rep. Cormizsion:| 77 . 00
Acct Mg Cornisn | 22 .00

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.

Entriesto the Commission Splitsand Adjustmentswindow are en-
triesin the sales order header record and are assumed to apply to all
invoicesgenerated from the order. Changesin splitsand adjustments
will change the display on the Commission on Each Order and the
Commission on Each I nvoice window, too.

SM-COM-10

Managing Commissions



Sales Commissions C/

Costs Not These apply only to salesreps, not to account manager s. They may
Charged to result from freight or other costs not charged to the customer and for
Customer 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-
aive in their impact on the commission.

Amount Enter the amount not charged to the customer in thisfield. 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. Thiswill
be multiplied by the number in the Amount field and the product of
thetwo will be deducted from the Reps’ commissions. For example,
with $100 in commissions to be paid, if you entered 10 inthe
Amount fieldand 50 intheRep’sBurden field, the calculationis:

100 - (10 x 0.5) = 95

Misc. Adjustment Thereisalso aplacefor miscellaneous adjustmentsfor which agross
amount may be entered. The miscellaneous adjustment may beeither
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-
creasesthe commission. To reduceit, enter anegative number inthis

space.
Commission These enable the user to specify percentages of the commission
Splits 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 onthe primary salesrep'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 examplejust outlined, if

Managing Commissions SM-COM-11
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you entered 10 in thisfield for a second payee, the amount of the
splitswould be $9 for the second payee and $81 for the primary rep.
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Commissions on
Each Order

Accounts
Payable

Sales
Commission
Functions

Commissions
on Each Order

Editing the
Records

Order Number

Customer

Order Date

Primary Sales
Rep

EI=———— Commissions on Each Order EEEE
Order Nurnber [ 2029 Order Date[01/23/37 Primaty Primaty
Sales Re Account Mgr
Custorner OME TERRIFIC SALES PROSPECT 1 I oo
10016 Order Subtotal 3226, 16
Cornrnizion Earned .00 ZO0% 2200 0DG6%
Adjustrents 0.00 0.0%
Net Earned 77.00 22.00
Order Itern Comrnizsn
Itern Code Cornrnission Earned by A Ammount Earned &
aiii [ Somue| Database User Fep [ mess.is| vr.oofz.o
a1ii 1 Somue| Database User Fep 1 3886, 16 F7.00 2.0
a111 oo Domian Delgado Magr 1 388616 22.00 0.6
]
99,00
EYCIRIEA T —
[&|

Commissionsin sales orders can be viewed from thiswindow. It pro-
vides more complete information, including the percentage and also
takesinto account commission splitsand adjustments. Y ou can even
use this window to add commission to a customer return order, by
editing the appropriate information!

Any of the commission amountsin the list can be edited directly on
this window, but not added. Y ou must add commissions from the
Sales Order Itemswindow or the Commission Splits & Adjust-
ments window.

{Indexed} Thisisthe Order Number for the order to which the
commissions are being applied. Y ou may find on thisfield.

{Display only} Thisisthe Company Name of the customer towhich
the order was issued.

{Indexed} Thisisthe date on which the order was generated. Y ou
may find on thisfield.

{Validated} Thisisthe primary salesrep for commissions on thisor-
der. You may find onthisfield. Y ou may also changethecodeinthis
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

Managing Commissions
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Primary Account
Manager

Items

warning message and refuse to allow the change. Thelist below will
be reloaded to include the new rep. Then you may edit the amounts
of commission earned on each item for the rep.

{Validated} Thisisthe primary account manager for commissions
on this order. Y ou may find on thisfield. Y ou may also change the
codeinthisfieldif you choose. Thelist 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.

Oneitem 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 recal culate based on the
valuein the field you changed.

SM-COM-14
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Commissions on
Each Invoice

Accounts
Payable

Sales
Commission
Functions

Commissions
on Each
Invoice

Editing the

Records

Invoice

Customer

Order Number

Invoice Date

[0 =——— Commissions oh Each Ivoiite=————FHIH
InEoice |5020 Frimary Frimary
Sales Rep Account Mgr
Custorner HKYE COMP ANY | REP ! nn
‘wonder Marleting Services Co Darnian Delgade
10002 Invoice Subtotal 15,426. 00
Order Nurnber | 1336 Commision Earned 0.00 0.0% 0.00 0.0%
5 — Ad justments 000 0.0%
Imvoice Date | 10/01./1996 -
Balance Due 15, 426.00 Brass Paysble 0.2 0.00
Faid in Full an Met Payable 0.00 0.00
] inveice item  Commissn Commiszn
iter Code Commission Earned b As Amnount Esrned % Due
0001 REP  [Wonder Marketing Ser|Rep roo oo oo 0.00
0001 REF Uonder Marketing Sar Rep 1 1.00 =
oo oo Damion Delgado figr 1 i.00 |
0002 REF Wonder Marketing Ser Rep 1 4.00
0oz oo Damion Delgado Har 1 4.00
0002 REF Uomder Marketing Se- Rep 1 0.00
[z oo Damian Deigado Figr 1 9.00 —
0004 REF Wonder Marketing Ser Rep 1 16.00 |~
0004 oo Domian Delgado Hgr 1 16.00 -
| 0.00| | 0.00]
1 11 1
Check Date  Transaction  Faid To #Arnount
. . 0.0o0
|ﬂ| I I q I b I bl |‘@I| | & Paid Dutside the Sustem | —
e = J Z

If an invoice was created with incorrect commission amounts, they
may be edited using this window.

To usethewindow, find aninvoice and edit any Primary SalesRep
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 recal culated when
you click <SAVE>,

{Indexed} Thisisthelnvoice Number of theinvoiceto which these
commissions apply. It isthe primary record locator for this window.

{Digplay only} Thisisthe Company Name of the customer towhich
the invoice was issued.

{Indexed} Thisisthe Order Number for the order to which the in-
voice was applied. You may find on thisfield.

{Indexed} Thisisthe date on which the invoice was generated. Y ou
may find on thisfield.

Managing Commissions
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Primary Sales
Rep

Primary Account
Manager

Gross Payable

ltems

Cash
Disbursements

{Validated} Thisisthe primary salesrep for commissionson thisin-
voice. You may find on thisfield. Y ou may also change the codein
thisfield 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.

{Validated} Thisisthe primary account manager for commissions
onthisinvoice. You may find on thisfield. Y ou may a so changethe
codeinthisfieldif you choose. Thelist below will bereloaded toin-
clude the new manager. Then you may edit the amounts of commis-
sion earned on each item for the manager.

If the commission valueisblank onthewindow, you can click onthe
Gross Payablefield label. Qube ERP™ will add up the commission
valuesin the invoice itemsfile and make sure the total equals that
found in the invoice header file.

The Commissionsin Order s but not in I nvoices Report reviews
the records and fixes any problems it finds where commissions ap-
pear in an order but not on theinvoice. Run this report from the Pay-
ables Reports.

O0=———————"Pavablesheports=——————-"1H

||Eommissions Commissions in Orders but Mot in Inwoices |A||

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 recal culate based on the
valuein the field you changed.

The top portion of the window shows the commissions breakdown,
while the bottom portion shows any payments disbursed against
them. Y ou may drill down on therecordsin the bottom portion of the
window by double-clicking on them. Thiswill display the Cash Dis-
bur sement window for that transaction.

SM-COM-16
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Commissions in It is tempting to try to match commission amounts and percentages
Invoices vs. showing on the Commissions in Orders window with those show-
Commissions in ing on the Commissionsin I nvoices window. These may match, or
Sales Orders 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 invoi ces associated with that order to
reflect the commission amounts just entered.

Commission There isone exception to this. Entries to the Commission Splitsand
Splits & Adjustmentswindow are entriesin the sales order header record and
Adjustments 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 | nvoices window, too.

(Commissions) {Button} Paying commissions “within the system” normally in-
Paid Outside the volvesissuing a check to a sales rep referencing the Sales Commis-
System 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 OUTS DE THE SYSTEM>
functionisprovided 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 toissueasingle check with asin-
glelineitem on it and even perhaps charge it against a different GL
account. Thiskind 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. Asa

Managing Commissions SM-COM-17
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result, the commissionswould have been paid but it would still show
up on your Commissions Payable reports.

The <PAID OUTS DE THE SYSTEM> button provides you with a
way to flag commissions as no longer payable, even though thereis
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.

SM-COM-18
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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.

Thisis 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>:

Payments have already been issued against
this invoice.

A record without paid commissions on it might look like the

following:
S[I=———— Commissions on Each Invoice EEEE
Invoice [50zz Frimary Frimary
Sales Rey Account Mor
Custormer #YE Company o I REF
10002 Invoice Subtotal 100. 00
Order Numberl 1572 Ci Earned 10.00 10.0 % S.00 S.0%
. Gross Payable 10.00 g 5.00
imvoice Date [05/13/37 Adjustments 0.00 0.0%
jACCOntS Balance Due  0.00 Net Payable 10.00 5.00
Payable
Invoice [tem  Commiszn Commiszn
Sales . ltern Code Cornmizsion Earned by bz Arnount Earned E Cue
gom'p'ss")" 1004 [20 [uehe Jores [Fee [ to0.00] 1o.00 0.0 10.00
unctions C1004 ol dJohn Jones Fep 1 100. 00 10.00 10.0 10,00 |5
Commissions c1o04 REP Honder Marketing Ser Mgr 1 100,00 5.00 5.0 500
on Each
Invoice
15. 00]] 15. 00]
Check Date Transaction  Paid To Arnount
|M| ] | | | [ | I |Q| | Paid Outside the Susteml
[

3. Click the button, <PAID OUTSIDE THE SYSTEM>.

Managing Commissions
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Accounts
Payable

Sales
Commission
Functions

The system will display a message cautioning the user, like this:

A

Show invoice 5022 as having no unpaid commissions, even
though no payments are traceable to it?

[

No ]| [ ves

)

Commissions
on Each
Invoice

Reverse Paid
Outside the
System

4. Click <YES>.

The system will flag al payable itemsto all persons owed com-
missions on the invoice and the window will then look like this:

EE Commissions on Each Invoice EEEE
Invoice [50zz Frimary Frimary
Sales Re Account Mar
Custornet HYE Company JJ I REP
10002 Invoice Subtotal 100. 00
iz 10.00 10.0 % S.00 S.0%
Order Nurnber | 1572 = eard
. Gross Payable 0.00 0.00
Imvoice Date [05713757 adjustments 0,00 ooE
Ealange Due  0.00 Met Payable 0.00 0.o0
Invaice ltem  Cornmissn Commissn
ltern Code Commizzion Earned by S Armount Earned E Due
1004 Jd John_Jones [Ree [ to0.oo] 10.o0[to.0 0.00
C1004 ) dJohn Jones Fep 1 100. 00 10.00 10.0 5
C1004 REF Honder Marketing Ser Mgr 1 100 . 00 5.00 5.0 [
15. 00]] 0.00]
Check Date Transaction  Paid To Amount
|MI i} I q I [> I | I-&I Reverse Paid Dutside the Susteml
[

Results

Noticethat the Net Payableis 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.

Notice, too, that the <PAID OUTS DE THE SYSTEM> button has
disappeared. Inits placeis abutton labeled <REVERSE PAID OUT-
SIDE THE SYSTEM>. If you see this Rever se button, you know the
invoice has been cleared of commissions due by having the <PAID
OUTSDE THE SYSTEM> button clicked. In case this function has

SM-COM-20
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been run by mistake, it can be undone by clicking on the <REVERSE
PAID OUTS DE SYSTEM> button. The system will restore the com-
missions to their original due and payable condition.

Limitations The <PAID OUTSDE THE SYSTEM> and <REVERSE PAID OUT-
S DE SYSTEM> functionsare “al or nothing” routinesand there are
limitations to their use:

a) The <PAID OUTS DE THE SYSTEM> function may not be
used to clear commissions due if any payments are found trace-
able to theinvoice, and

b) all commissions due to all sales reps and account managers
on theinvoice in question will be cleared. The system does not
allow the user to clear some commissions payabl e for some reps
or account managers and not others on the same invoice.
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Draft Commission
Checks

Accounts
Payable
Draft Payment
Functions

Draft
Commission
Checks

Purpose of the
Window

Beginning
Invoice Date

Ending Invoice
Date

Select Invoices
Paid in Full on or
Before

[ =————— Draft Commission Checks ="rc=———H

Beginning Invoice Date |09 /08,99

Ending Invoice Date ! 10,/03,99
Select Inwoices Paidin Full on or Before I 11/08/99

Select One Employes or 4117 |ALL

X select Ernployess
™ Select Outside Reps
Compute Negative Commission for Credit Mermos? | YES
Select Only Invoices which are Paid in Full? | YES

Select |nwoices YWhich are Partially or Fully Paid? |HO

Bank of America
Currency in which funds are held =0ollars

Pleaze zelect a Commission Expensze Account | SE00-#k 00

Sales Commission Expense

[ ” ~ . 1
| i Beqin |

Use thiswindow to automatically draft commission payments, once
they have been set up in the preceding windows. Payments may be
drafted for commissions on posted salesinvoices only.

Note: If thewrong amount isissued on the check, run the Com-
missions on Ordersbut not | nvoices utility before each Draft
Commission Checksroutine. Thisutility isfound in Payables
Reports.

{Date format} Enter the beginning date in thisfield. Commission
payments will be drafted only for invoices drafted after this date.

{Date format} Enter the ending date in this field. Commission pay-
ments will be drafted only for invoices drafted before this date.

{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.

SM-COM-22
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Select One
Employee or All

Select
Employees/
Outside Reps

Compute
Negative
Commissions for
Credit Memos?

Select Only
Invoices which
are Paid In Full?

Select Invoices
Which are
Partially or Fully
Paid?

Bank Code

{Validated} If you wish to draft commission paymentsfor all em-
ployees and reps, leave the defaulted ALL inthisfield. If you wish
to draft commission payments for only one employee or rep, enter
the Employee Code or Rep Codeinthisfield.

{Check box selections} Y ou may elect to pay all employees or reps
or both. If you enter aspecific employee or rep code above, that type
will be defaulted in these selections.

{YESNC} Entering a YES valuein thisfield 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.

{YESNC} Entering a YES valuein thisfield causes the system to
calculate commissions only for invoices which have been paid in
full. Entering NO causes the system to compute commission pay-
mentsfor all invoiceswithin the date range, whether they have been
paid or not.

{YESNO} Entering a YES vauein thisfield causes the system to
calculate commissions based on partial payments by customers. For
example, on aninvoice for $1,000, a sales representative may have
earned a 10 percent commission and acustomer 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
dueis based on a percentage of the invoice paid. In this case, 40 per-
cent of theinvoice is paid; therefore, 40 percent of the commission
is considered due.

The commission dueis 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.

{Validated, GL format} Enter the GL Account Code for the bank
account on which these checks should be drawn.

Managing Commissions
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Commission
Expense Account

Running the
Function

{Validated, GL format} Accept the defaulted value or enter avalid

Commission Expense Account GL code in thisfield. The default

will display asthe Sales Commission Expense account established
in the GL Key Accounts window, as shown here:

Sales Commission Expense SS00—#++ /00 Sales Commission Expense
Accepting thisdefaulted value allowsyou to accessany GL Sub Ac-
counts which may be set up in the Employee or Sales Rep records.

If the system does not recogni ze the code which has been entered,
the following message will be returned when you run the function.
Inthiscase, thefunction will be aborted before any transactionshave
been created, so just enter avalid account and begin again.

Error 137: Invoice #5023 GL = 0-00-000/-*. No matching GL
account.

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 duefor each rep or account manager on invoice.
Commissions payable amounts are reduced as the check is drafted
and restored if the drafted check isdeleted. Thisisdifferent fromthe
handling of vendor invoices, in which the balance due on theinvoice
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).

SM-COM-24
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Recommended Steps

There are several stepsinvolved in handling sales commissions.
These are the following:

1. Set Up Employee/Rep Records.

See documentation in the empl oyees 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 Accountswindow. 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 Iltem
Master File, Card #2 and the Customer Types
windows.

Thisisnot 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 ratein the Item Master File. You may edit
these rates directly in the sales order.

Rep. Cornmizsion:| 77 . 00
Acct Mg Corisn | 22. 00

You may also use the Commissions on Each Order window.

Recommended Steps
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Commissions
Reports

Commission
Adjustments &
Splits

Draft Commission
Checks

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.

|§D§ Payables Reports

Commissions Paid Commissions

Commissions Payable, 1 Page per Rep or Acct Manager

Commissions Foyable, Multiple Reps per Fage

Commissions Sales Orders, 1 Page per Rep or Acct Manager
Commissions Sales Orders, Multiple Reps per Poge
Disbursements Cosh Disbursements by Check #
Disbursements Cash Disbursements by Date
Disbursements Cash Disbursements by GL Account
Disbursements Cosh Disbursements by Poyes

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
I nvoice window.

9. Draft Commission Checks.
10.Edit or Delete Incorrect Payments.

The user is given afinal 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.

SM-COM-26
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Single-Zone Sales Tax Accounting

Without M ulti-Zone Tax Accounting, each customer record con-
tainsa Tax Zone code. This code isfound in the Customer Basic
I nfor mation window, as shown here:

Customer

Master File [0 ===———————— Customer Basic Information "00i—r~—=—=0H

g;:itgmer Customer”@ 10010 % United States of Armerica Statusl?hctiue
Information Biii T ABC BOHPARY
Language

address  [1234 19th strest il I

ity Glendale State fca

Zip Code 92133 Country Code | US4 United States of America

FPhaone 213-444-5555 Fas |213—444—??'r"r‘

P M e oo | pry——

LYET II I rr . IDUU IUU”C:

Customer [ RETL Retailer Customer Type Z | =

Lead Source | # Locations | 1

Ship To  [aEC COMPANY -

Divizion Software Products Division l?ll"ﬂ

hidress 1234 15th Strest

City Slendals ===

State A 2ip Code [32155 Country Code [USA& |

Contast 1500 danes Fhone |

Ship framm lncstion used by Invaising | & ABD COMPARY

Sales Rep Er Damian Delgade Aeot Mgr@l? Wonder Marketing Serwvic|
Tax Code |C# Resale Tax Rateim% IL;FJ Saies dwtivities]

This iz aq 2,000 chorocter text weap area in which the user may enter comments E

=l

about eqch customer.

|MI N I d I b I H] I d}l%l%lﬁl | Bagic Info | | %% Info | |Credit Info | | Contacts _J’i

|z

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:

Order Subtotal 455,00

Sales Order =1 Tax ¥1 0.00
Functions = Tax #2 0.00
Sales Order ——-_—-
Header Shipping 0.a0
Handling 0.00

Total § 456 .00

Single-Zone Sales Tax Accounting SM-TAX-1



Multi-Zone Sales Tax é

Tax Rate
Defaulting

Set Up
Functions

System Set Up,
Card #2

Set Up
Functions

System Set Up,
Card #1

Include Shipping
Charges in Sales
Tax
Computations

System Set Up, Card #2 providestwo Default Tax Ratesfields as
shown here:

EE=———————— system Set Up Card #2

The System Will Automatically Calculate the Following:
Wendor Codes X PO Req Mumbers X Sales Order Mumbers
" Employee Codes [® Customer Codes ™ Caloulate Customer Codes from Phone Numbers

Default Tax Rates # [ =2.000 #2| 6.000
[ Require P.0.% or Charge Card on Orders " Include Shipping Charges in Sales Tax Computations

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:

[0
C Identification

Cornpany Mame |Horld Class Industries
Street Address | 207 South Townsend Street

System Set Up Card #¥1 =——————

City Suracuse
State /Prov MY ZIF fPostal Codel 13202-2148 Country IU.S.H_
Phane Number | 315-476-2075 Faxl 215-476-32138

{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.

SM-TAX-2
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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’ stax rates will default to those set up on Card #2:

[0 ===————————customer Basic Information =i0—"——=_0H=
Customer 2T 10010 I¥ United States of America Statuz| 4 Active
Bill To ABC COMPAMY
Language
Address 1234 13th Street Prefaranss |FC
Customer
Master File Cite Glendals P e
o City lendals State 154
oot gipCode  [92155 Country Code[USA | United States of drmerica
Information Phane 212-444-5555 Fax [213-444-7777
—
Buyer |1 Mr. |Bob | Janes
Criztore oo Ol B ET e Crimbereae Tooe = 1 an
Cuztomer Oy RETL Retailer Cuztamer Type 2 =1
Lead Sourea ! # Loeations [ 1
Ship Ta ABC COMPAMY ﬁ
Division Software Products Division ARl
address | 1234 15th Street e
Citw Glendala E
State ;1 Zip Code | 92 155 Country Code | US4
Contact | Bob Jones Phone | 2135-444-5335
Ship from focation used by invoicing | & ABC COHPAHY Le {{
Sales Rep g Damian Delgado Aot MgrEIHEP \"onder Harketmg Servic|
e loa . ooon o ldo ] Sales .omhu.hncl
Tax Coge | = Resaie Tax Mur| [ kdl: O
This is @ 3,000 characier itexi wrap areaq in which the user may enier commenis |-
about each customer.
I=1
L1
— — — — = P I e I T o T
|MI IHI q I b I H] I q}l@ll%l EI | Basiv iniy || %% inie  j | Credit info | | _Contacis |

Any sales orders entered for this customer record will take on both
salestax rates:

Order Subtotal 100.00

Sales Order 2.000 % Tam *1 2.00
Functions &.000 -1 Tax “2 &.00
Sales Order e —
Header Shipping 0.0
Handling 0.a0

Total § 114.00

Without the Multiple Zone Sales Tax function, these are the only
aids available within the system. Any customer records which are
situated outsidethe 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.

Single-Zone Sales Tax Accounting SM-TAX-3
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Tax #2

Exempt from all
Sales Taxes

Sales Tax Report

Note on the Customer Financial | nformation window above that
thereisonly one Resale Tax Rate showing on the window; howev-
er, there aretwo tax rate fields called out in the system, Tax #1 and
Tax #2. Tax #1 isthe 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, iscon-
sidered a universal tax (like the GST in Canada, for example) and
will be defaulted on all salesorders. If you do not want Sales Tax #2
to show up on Sales Orders, you will need to override it when en-
tering them.

Y ou may also use Tax #2 to apply tax on shipping.

{Check box selection} Y ou may prevent this from happening by
clicking this check box, and it may be overridden in the sales order.

The following sales tax report is found in the Receivables Reports
window. Both tax rates are rolled into the Tax column.

EN

Screen report EEE'

Sales Tax Feport

Fiscal Week: 257 - 257

Tax
Zome Customet Type
HT
Retiler
Retiler

World Class Industries

Period Covering 05/30/487 - 0530487
Feport Printed on 03/30/27 at 11:25, Page #1

Inarcice Inarcice

Customet Date Humber Subtotal Freizht T Total
Test Thoe Customet 051097 S0L6 100.00 0.0 1400 114.00
Test Thoe Customet 051097 S0ze 100.00 10.00 1540 125.40

Tiotals fior Customer Type RETL 200,00 10.00 040 230,40
Totals for T Zone T 200,00 10.00 040 230,40
Totals for 411 Sales Thiz Petod... 200,00 10.00 10.40 130,40

SM-TAX-4
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C

If you wish to split the two tax ratesin areport, you may do so by
printing a Detailed General Ledger report for Sales Tax Payable

#2 for the time frame specified.

EO=E=——7V7————————— Screen report

World Class Industries

Detail General Ledger
For the Period Beginning | and Ending 12
Report Printed on 053097 at 12:10, Page #1

Joumal Entries Tosted
T Beginning,
Humber Date  Type Perod Descdpton Balance LDeebit Credit
0-000-2290-000  Sales Tho Payable H2 0.00
D208 055007 SALE 1 /0 Posting Inveices 052087 1260
0.oo 12.60
Total # Reoonds Prnted = 2 Totals for Pedods 1 - 12 0.00 0.00 1E.60

L
mE Ein

Ending,
Balance

1860

-12.60

Single-Zone Sales Tax Accounting
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Multiple-Zone Sales Tax Accounting

/N

Note: Multiple Zone Sales Tax accounting is a separate module.
In order to have accessto thisfunctionality, you must purchase
thismoduleand havethe Featur e Set window r eflect that in your
datafile.

The Multiple Zone Sales Tax module provides away 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. Thesetax codes arethen
applied to each customer billing address.

When turning on the M ulti-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 HOWDOI radio button.
3. Select Table for Sales Tax Codes.

4. Select the FLAG TO USE TAX CODES button.

SM-TAX-6
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. 0 =

Click on

O What can | do with___ 'i‘ Genl Chi ange Where T zend Depnr+g 5
How Do I... ——— 3 ||@ tow po 1... m |COSts Update Standard Costs

L] New Features W [Cozts ipdate Cozts Changed by Purchozes

1 Delated by User | Thvent Cycle Counting

ik ¥ buvtan H i Frepare Production scheduling

Click on Table for

below to see how the
cmtars batoo

system helps you to
=et up and record

Sales Tax Codes

Click on Flag to Use
Tax Codes ——— &

A IEE 1A EOd8E an
tax amounts.

Execute Finite Production Scheduling
Evaluote Production Scheduling
select Check Style

Jobie for 3UlES jox

Laobar Standards
on-Line Window Help

| Taxes in Customer Record

| Customer Search Yindow

| Convert Your Data

Print Tax Codes Report

|

[

[

I = =

| Taxes in Inyoices

-
L N T T T LI - Ty —1
— Zoom” @nd “Orow" boses -
| T 5 t1ee rs foios . = . —— =
| O RS TR Prior ta the irmplementation of this design, each custamer record Ej
i = contained a "Tax Zone” code. The code could be unique for each
| ¥iew Tax Codes Window

entry and was not validated against any master file.

design orovides s master file of tax codes
design provides s master file of tax codes.

This new
Thers may be as
many different tax codes az you want. Each tax code record
provides for a code (13 characters alpha-numeric), a description
(40 characters], a state code (5 characters) and up to 10

different tax rales The first tax rale i defined as the state

fined as th

s the th

as the city tax. The remaining 7 tax rates are uzer defined. ‘rou
mnay label these anything wou want. Labeling of the T user-
defined rates iz done using the Sales Tax Codes window. YWiew
any tax record, click Edit and enter your labels in the top portion

of the window

oeyiew Tax Codes window: To et up tax codes, wiew the Order

Print Tax Report Entry functions window. After having flagged vour data file to [
Use Tax Codes, a button will be wisible labeled Sales Tax Codes.  [w
Date Task Added SOz
Multiple-Zone Sales Tax Accounting SM-TAX-7
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Sales Tax Codes

Miscellaneous
Functions

Tax Codes

Tax Code

Description

County

Use thiswindow 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 alist of al the tax codesin the lower portion of
thewindow. Thelist may be sorted by clicking on any column label.
To see the detail s associated with each tax code, click on any linein
thelist.

S[I=———————— Sales Tau Codes =——————"=1I
Tax Code |SD |Sun Diego County
County IW

State cose[Ca | Rate Total  7.850 %
State tax rate [ ]5E] % Rate for [ Animal Contral B.lea &
County tax rate B.506 % Rate for k4
City tax rate W‘% Rate for &
Rate for | 5chool A.588 % Fate for %
Rate for | Flood Abatement [@.258 % Rate for %

State County

Tax Code Description State  Rate Rate

L& Las Angeles County CA 6.000 B.508)
ac Orange County CA [0 oo Y|
50 San Diego County CA B 08 B.566

]

(a4 > =]

Tax Code Fields

{15 characters, alphanumeric, indexed, required} Thisisthe code
which will be used in identifying the tax rates for this record. This
code will beincluded in the Customer Financial I nformation win-
dow, and will be used to calculate the various taxes owed for each
customer.

{40 characters, alphanumeric} Enter the descriptionfor thetax code
record in thisfield.

{15 characters, alphanumeric} Enter the county to which this tax
code record applies.

SM-TAX-8
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State

Rate Total

Tax Rates

Tax Rate Labels

{Five characters, alphanumeric} Enter the state to which this tax
coderecord applies. Thiswill be used to validatethe dataentry inthe
Customer Financial | nfor mation window. If you enter aSales T ax
Code which has a different State Code from that in the customer
record, the following message will be returned. Y ou may continue
by clicking <YES>.

Customer state (NJ) is different from selected tax code state
(CA). Proceed anyway?

[ w0 ) [ ves )

The State Codeisalso used in the Refer ence List when looking up
tax codes. This can greatly simplify the process of identifying tax
codes when entering customer records.

Reference List Siee—7—————
Select a Tax Code:
[ [o= Angeles County <
ac Orange County
50 San Diego County
=]
Load| 29 . beginning at|“‘ Stute|EA , based on @) Code ) Description
| Sort by Code | | SortbuDescriptionI |% Reload ListI |>( Cance]l « 0K
- &

{Calculated} Thisisthetotal of all of the tax rates entered into this
window.

{10 different rates} Thefirst tax rateisdefined asthe State Tax, the
second is defined asthe County Tax, and thethird is defined as the
City Tax. The remaining seven tax rates are user-defined.

Y ou 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 al of the tax records in the system,
but the rates in each may be changed for each individual tax code

record.

Multiple-Zone Sales Tax Accounting SM-TAX-9
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Adding a Tax
Code

Changing a Tax
Code

Deleting a Tax
Code

Using the Window

To add anew 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.

Y ou may also edit any tax code by selecting the record you want to
change and clicking <EDIT>. After you finish your edit, thelist 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 aso change the code found in all open sales orders
and unposted invoicesrelating to each selected customer, so thispro-
cedure could take along timein alarge datafile. If you change the
total tax rate (by changing any one or more of the 10 rates), asimilar
update will occur.

Y ou may delete any tax code record that is not referenced in any cus-
tomer record. Y ou may not delete atax coderecord if it isreferenced
in a customer record.

SM-TAX-10
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Customer
Financial
Information
Window

Customer
Master File

Customer
Basic Info

Sales Tax Code

Resale Tax Rate

Setting an
Individual
Customer’s Tax
Rate

Customer Basic information

M
i) o

oo I usa

Bill To ABC COMPAMY

Address 1224 15tk Street

City Glendale State Ch

2ip Code 92155 Courtry U.S. 4.

Phane 2 13-444-5555 o 1213-244-7777
Buyer [ mr [eon [Jonezmi thberger

Tome 1o [ Tyra 2

Type  JHHOL Whilesaler Typs 2

Lead Source SiC codel 12345 # Locations | 1

Ship Te ABC COMPAMY =

- I
Division =
hoddvazs 1294 15th Clract @E
uuuuuuu 1224 1S4k Shrast =1
City Glendale lj
State Ch Zip Code |92 155 Country U5 4.

Contact Bob {ones Phone | 213-444-5555
Contact : : _

Ship from location used by Invaic ing|6 AEC COMPANY i Letter I
Sales Rep i Samuel Database User Acet Mar REF

Wonder Marketing Servig
=] 1

e T nonn e o Activities 1
Resaie Tax Raie | 0,000 5§ LUF 1

e N P . . N : . ao 1]
This iz @ 3,000 charqcocier texi wrop area in which the user may enier commenis
about each customer.

L

=
1

L I e I T o T A
| DaSIG INT0 ) | @ W0 | |Lrediiinfo | | LOomans

P T
Tax Lpde =~

|48] K] 4 | M] ]S T

|
S

&

The SalesTax Code and Resale Tax Ratefields on thiswindow op-
erate differently when the M ultiple Zone Sales Tax function is en-
abled.

{Validated} Each customer record may contain one tax code refer-
ence on the Financial I nformation window, which isinserted in
thisfield.

Y ou may not enter Sales Tax Rates directly into a customer record
when using the M ultiple Zone Sales Tax function. Y ou may only
enter the Sales Tax Code and the rates associated with each code
will be referenced in the customer record.

Y ou may edit a customer record to set up amodified version of the
tax breakdown which is unique for this customer. To see the tax

Multiple-Zone Sales Tax Accounting
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Customer
Master File

Customer

Basic Info ->
<RESALE TAX
RATE>

Exempt from all
Sales Taxes

Using the
Reference List

breakdown and edit it, first click <EDIT>. Then click on thefield la-
bel, <RESALE TAX RATE>.

A window will pop up which displaysthe tax rate breakdown and al-
lows editing of these values.

Edit Components of Sales Tax for Customer #£1808081

Tax Code OC Orange County

State code CA Rate Total 6,608 %
State tax rate B.OEA E  Rate for G5T S
County tax rate 8,728 @& Rate for PaT %
City tax rate a,588 % Rate for =
Rate far _% Rate for _%
Rate far £  Rate for [ =

|X_ I:am:el“ + oK |

{Check box selection} Each customer may also be flagged as Tax
Exempt. Tax exempt means that customer is exempt from all taxes.
If acustomer isflagged astax exempt, thetax code field will remain
blank and the Resale Tax Rate will be zero (0%).

Activate thisbox if you wish to leave the Sales Tax Code field emp-
ty. If acustomer record is not flagged as tax exempt, avalid Sales
Tax Code will be required for every customer record. If you try to
click <SAVE> without entering a salestax code, the following mes-
sage will be returned:

Please enter a tax code for this customer.

To help you select the correct tax code, areferencelist is provided.
To accessthislist, press<COMMAND-,> (when using aM acintosh)
or press<CONTROL-/> (on aPC) while your cursor isresting in the
Sales Tax Codefield. Y ou may load any number of codes and may
also select one State at atime. Double-click on the desired line and

SM-TAX-12
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the code will beinserted into the field. <TAB> out of the Sales T ax
Codefield, and the Resale Tax Rate will be inserted.

Reference List =—"————|

Mac OS Windows Select a Tax Code:

CALADY Downey, Loz Angeles County
Ctl‘| CALAGE Glendale, Loz Angeles County
CALALA Loz &ngeles, Loz Angeles County
CALAPO Pomona, Loz Angeles County
CADRMY Miszion Yiejo, Orange Co.
+ + CARIRS Riwverside, Riverside County
CASASA Sacramento, Sacramento County
CASBSE Sonta Barbara, Sonta Barbara Co.
/ e M irimi Uime Comio Cleme Covanin kid
D . Load| 2@ . beginning atl“‘ Stote|CA , based on(® Code {7 Description
| Sort by Code I | Sort by Description I |% Reload Listl |'X Cance]ll « DK !:E

Multiple-Zone Sales Tax Accounting SM-TAX-13
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Customer Search
Window

=

Customer
Master File

Customer
Search

Loading the
Window

Editing the Tax
Codes

E———"——o————— Customer Search G000 =05
elected Ship to State Selected Type Selected Tax Code

[ acc [arL @4 Beain Search

Marne City Telephone Sales Tax Code
FRA_Company |tos Angeles ]z13-s55-8868 |[ca

AAR Company Los Angeles 213-555-6666 CA <3
REC COMPAMHY Glendale 213-d444-55353 CA [ ]
Build to Stock

CCC Compary Billings 212-228-9999

Highmwater Furniture, Inc. Orangebrook, 123-436-7890 50

Hake to Stock

Ozhkosh Clothing Ozhkosh 612-555-8888 = 1224 M|

Fockwe! | Engineering Dept. Hewport Beach T14-535-7777 50

Rockwe! | Marketing Dept. Mewport Beach  714-5355-7777 CA

Test Customer Orange oc ]
ANZ COMPAMY Chatsworth 215-444-9999 CA -+
[Click or Double-Click One Line to ¥iew Any Listed Customer [rr ] =

]

Thiswindow 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 thiswindow, first view the Customer Financial I nforma-
tion window, and then click the button labeled <SEARCH>. The
window above will be displayed.

The window allows you to load al customers or al customers with
aselected Ship to State, Type or Sales Tax Code. Thelist 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
criteriawill load into the list.

Y ou may also click <EDIT> and change the valuesin the Sales Tax
Codefield. No other fields may be edited from thiswindow. Thisis
the recommended window to use when setting up your datafile to
use the salestax table, since it enables the editing of many customer
records relatively quickly.
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Sales Order [I=——————calos Order Header =
Header Window AL
Eill To 10005 Datel 02727 /1996 Ship To 10005 Order I 1953
CCC Company CCC Company
22324 Grand Avenue
22224 Grand Avenus
Billings Billings [
.. I e pr—— T |
i Zip Code [ 34316 34316 Suuaniry |
{Country} User| Henry Petrovsky
—
Henry [Petrovsky Call | Hours Before Delivery
Sales Rep 1 AcctMar o0 Shipping Lacation | 1 +  Cases Shipped
Terrnz Code 17 2 N9 10 DAYS Nat 20 Requested Ship Date [0 /06 /1008 Est. Freight
Sales_Order Het Days Dpisc. ue | ™ crcard Last Shipped on | 12/05/ 1239 UPS Zone
Functions Credit Card * Shiprnent Terms [PPA Wia YELLOW
Sales Order Er Card Auth Evpires | Change # Change Date
Header PO * Sup [000 | pept | 00 Deposit= §
Contract # Tetmns Dizcount 5 Bill of Lading *
Sale Type s‘eaeusl 0 Dpen Entered buy: # 1, Samuel Databaze lzer
I Girdee Subtota? 6260
| PR T 4 P
i HO TAR| Tax *1 0.00
| | e . -
| 1 Tax *2 0.00
| 1
[ Shipping 0.00
=] ]
| Handling 0.0a
Ll L S
[ Print on Work Order X Print on Order /Invoice E1 Total & 62 A0
¥.TDSales =% 25,510; 1stOrderedon 07/03/19%2; *ofOrders = 4 [
Lazt Invaiced on 09/01 /2000;  Average Sale = $6,327 .47 | L Header ﬂ Iterns
‘MINI q I DIMI*I%I%IEI # Invoice This Order

Oncethe Sales Tax Codes have been entered into the system and ap-
plied tothe Customer Financial I nformation window for each cus-
tomer, sales orderswill automatically apply the assigned tax rate for
each customer to its sales orders. Thiswill be displayed in the Tax

#1 field as shown above.

Note: When using the M ultiple Zone Tax function, you should
not usetheSalesTax#2field, even though it isavailable, asit will
just be confusing.

Changing the Y ou may not edit the Tax #1 field directly asit may contain several
Sales Tax on an different tax rates rolled up into the one, however a mechanism for
Order 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.

Multiple-Zone Sales Tax Accounting SM-TAX-15
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i Sales Order

Functions

. Click <EDIT>.
. Click on the field label, Tax #1:

The following window will be displayed:

Sales Order
Header ->
<TAX #1>

Edit Components of Sales Tax for Order #AK2
Tax Code ISD Son Diego County

State code CA Rate (%Y Amount
State tax rate &.88E & .08

County tax rate B.588 @.58
City tax rate B.588 B.56
Rate for Schaol B.588 B.58
Rate for Flood Abaternent | @.258 B8.25
Rate for Animal Control s 5]0] Z.688
Rate for

Rate for

Rate for

Rate for
|X- Cﬂ“CE”" v oc | Tolals 9.758 ®  9.75

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 aso
apply acompletely 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 addr ess, rather
than the billing address.

. 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.

SM-TAX-16
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Sales Invoice
Header Window

Accounts
Receivable

Invoices &
Credit Memos

Invoice Header

Changing the
Sales Tax on an
Invoice

O0=——— Invoice Header

- — PN ————
Fosted? [0 To Feriod || Sub-fect Dep
00

Order Date Order#®

107D RS 1

P
! =)
[ Post Sales Using Itern Master Sub Accounts

1021 hin To
DS prerera iy Highwater Furniiure, inc.
Biii To® | 10001 =]

ABC COMPANY
1234 15th Street

12345 Fockingechair Lane

[r— [

Slendsle CA 02155
Slandale LA 092155 — e ——
U.5.A. 123942 Country Code |
Sales Rep | FEF Monder Marketing Services Co Date Needed... 01/24/94 Ship Via [P 1 E.
Acet Mgr Idd John Jones [ate Shipped... 01/12¢00 Due Date |02.-’I1.f00
BOfics # Ship Terms... FFL
Py c Mot 20
Sale Type |PHONE CurrencyIUSA Invoice Subtotal 2,003.75
= ad VAT Taw 0.00
—
e 2,118,785 I 1 0.000 Freight tax 0.oo
Fraight & Handling | 2500
ales Order Motes Invoice Notes Invoice Total $ 3,118.75
Resale # 123456 . i ]
= [F =]
—1 =
I L
Header Itemns FPayrnents

[aaTnal T InnFecl |- | =] oo
(BN 0 N 0 SR g Draft Sredit Meme g | & Shipment Tracking g
PRI S—————

After invoicing the sales order, the taxes will automatically be ap-
plied to the Sales | nvoice Header window. Thiswill bedisplayedin
the Tax #1 field as shown above.

Note: When using the Multiple Zone Tax function, you should
not usetheSalesTax #2 field, even though it isavailable, asit will
just be confusing.

Y ou may not edit the Tax #1 field directly asit 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>.

Multiple-Zone Sales Tax Accounting
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Accounts
Receivable

Invoices &
Credit Memos

3. Click on the field label, TAX #1:

The following window will be displayed:

Invoice Header -
> <TAX #1>

Edit Components of Sales Tad for Invoice #5188

Tax Code ISD San Diego County

State code CA Pate () Amount
State tax rate [ SiE ] J9.1%
County tax rate B.588 2.51
City tax rate B .5E8 2.51
Rate for School B .581 2.51
Rate for Flood Abatement  |8.258 1.26
Rate for Animal Contraol 8,188 A .58
Rate for
Rate for —
Rate for
Rate for G . BAE 38.16

[ caneet] | ok | Totals 13.850 %  69.63

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 acompletely 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 addr esses, rather
than the billing address.

After clicking <OK>, you will be returned to the Invoice
Header window.

. Click <sAVE>, and the taxes will be recalculated

and the changes will be applied to the invoice.

SM-TAX-18
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Sales Tax Reports

Sales Tax Codes

This report provides the ability to print ALL Tax Codesor Tax
Codesfor onestateat atime. You may aso print all customersas-
sociated with each Tax Code, if you wish. Thisreportisfoundin
the Customer Reportslist under Set Up.

|EDE Customer Reports
||Set Up talez Tax Codes

The report may be sorted by Tax Code, by Description or by Tax
Code within State Code.

Please Double Click to Enter Farameters

Select One Staote Code or ALL ALL

Sort by Tox Code? YES

Sart by Ta: Description? NO

Sort by Tax Code within State Code? NO

Print Customer Associcted with each Tax Code? NO

When printed, the report looks like this;

== Screen report EE|
World Class Industries P
Sales Tax Codes

Feport Printed on 052097 at 1558, Page #1

Fae  Faefnn Faefr Fawfr Fate for Fawe fr Fate for

T Code Description Swe  Towl  fwe Cowy  City School Flood Afatement  dninal Cowel

La Lo dngeles County ca TIS0% 6000 0500 0750

o g Connty Ch T50% 6.000 0750 0500

5D San Diego County (' T2I0% 6.000 0.500 0.500 0.500 0.r50 0.100

Sales Tax Report

Thisreport provides acompl ete breakdown of the salestaxes collect-
ed on each individual invoice for a designated date range. Y ou may
print the report in summary format by entering NO in the Print
Detail Linesfield, or you may show all of the transactions within

Multiple-Zone Sales Tax Accounting SM-TAX-19
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each category. Thisreport isfound in the Receivables Reportswin-
dow under Receivables.

The second report is found in the Receivables Reports list.

Recelvables sales Tas Report

Please Double Click to Enter Parameters

Earliest Inwvoice Dote B4/23/1998
Latest Inwvoice Date B4-23/1999
telect One Tax Code ar ALL ALL

Print Detail Lines?" YES
surpress Inwoices with Zero Toxy YES

Thisreport sortsfirst 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.

SM-TAX-20
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Sales Tax Report

Fizcal Week: -35- 17

0d, 21, ABC COMIANY

HI, HO TAX, CCC Company
HIr, HO TAX, CCC Company
HI», HO TaX, CCC Company

HI, HO TAX, CCC Company

HI, HI, Location 1 of Highwa

World Class Industries

Period Covering 042311995 - 04/23/1999
Report Printed on 04/2353/1999 at 1055, Page #1

Invoiee
Erate, Tax Code and Customer Ship-+to Hame Date
Ca, CA, ABC COMEPANYT o201
1999
Ca, CA, AEC COMPANY 401}
1999
Ca, CA, AEC COMPANY Qs
19949
Ca, CA, ABC COMEPANYT oz
1999

Total  Amount

Totals, TaxCode =CA

a2
19949

Totals, Tax Code = EIr

Totals, State = C&

oins
19949
airez
1999
0415
1999
Uchch iy
19949

Totals, Tax Code = HO TAX

Totals, State = HI*

ez
1995

Totals, Tax Code = HT

Totals, State = HT

Invoice Invoice Tax for
Humber Subtotal Freight Charged Etate
2105 S0.00 .00 2.50
2115 1,500.00 0.00 75.00
2120 1,900.00 Q.00 a5.00
2158 5,126.52 35.00 79508 25652
&,576.32 35.00 Q7058 25632
CHz2154 S00.00 Q.00 -£3.06 3625
500,00 0.00 £3.06  -36.25
&,076.32 35.00 an? 52 22007
2153 11,010.76 .00 5054
2155 10.00 0.00 0.50
2179 27,526.90 000 1,376.54
CI2177 -100,00 .00 £.00
35,447 66 000  1,922.33
35,447 66 000 1,922.33
2125 37592 .00 1580
37592 0.00 15.80
37542 Q.00 1580
46, 599,90 FE.00 0 284570 22007

Totals for A1l Fales This Feriod.....

Multiple-Zone Sales Tax Accounting
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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.

Thisis 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 thisindividually or by using the Customer Sear ch
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,
al unposted invoices and al posted invoices which already
show the same total tax rate as that represented in the current
associated customer record.

This utility isfound in the System Administration module
under the Customer Utilities window.

Update tax on Orders & Invoices

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.

Thisisdone 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).

SM-TAX-22
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