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About this Book

The Qube General Information User Guide provides abasic
overview of the Qube system. Use this book as a general reference
book.

This book also contains information about the Executive Informa-
tion Module, an optional, for-sale module that provides a set of
functions which display and print high-level, overview datafrom a
singlewindow set. Thistype of presentation is useful in detecting
and evaluating significant trendsin abusiness. It isaso useful in
determining whether or not reliable datais being entered into the
database so that important trends can be detected.

The Qube General Information User Guideis part of a 14-vol-
ume set. The other booksin the set are:

» System Administration User Guide

* Inventory Management User Guide

*  Production Scheduling and Bills of Material User Guide
» SdesOrder Management User Guide

*  Purchasing Management User Guide

*  Accounting with Qube User Guide

*  Accounting with Dynamics User Guide

» Job Costing User Guide

*  Order Configuration User Guide

* Globa Commerce User Guide

*  Implementation Workbook

¢ Qube Sample Reports Book

* Index

About this Book
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Overview

This user guide contains the following topics:
e Logging on to Qube

e MovingAround

e User Preferences

e On-LineHelp

e Scheduled Events Manager

*  Qube Electronic Notifier

¢ Executing Commands

e Entering Data

e Spreadsheet Windows

*  Printing Reports

¢ AdHoc Reports

e Executive Information Overview

e Getting Started with Executive Information
e Using the Executive Information Module
e Executive Information Reports

e Troubleshooting Executive Information
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Logging On

Logging On

Qube ERP™
Logon Window

The Qube ERP™ User Guides assume a basic knowledge of your
computer system, including how to use the mouse, menus, icons
and windows. If you do not have that background, you should prac-
tice and become familiar with the M acintosh or Windows before at-
tempting to use the Qube ERP™ system or even before trying to
understand this procedures manual.

Since Qube ERP™ producesrecordswhich cannot be changed
later, the use of Play data to familiarize your self with the work-
ings of the system is highly recommended.

The first window presented is designed to enable you to identify
yourself and make sure you are accessing the correct datafile.

E Change [ata Files I

@1956-2000, Jube Boftware, L.
All rights reserved
irsios 7.95

[T Log on as a System Administrater
[T Log on as a Developer
|Data file path :Macintozh HD :Desktop Folder :YESLEIUS.DF1

Look at the very bottom left portion of the window. The datafile

name and path are presented here. Sinceit is possible to use Qube
ERP™ with any number of datafiles, it is alwaysimportant to en-
sure you are not accessing a backup datafile, play datafile, or the
wrong company's data file. The system automatically opensthe
datafile last used with the system. If the datafile selectionisin-

Logging On
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Electronic
Signature at
Logon Prompt

Error Messages at
Log On

correct, click the <CHANGE DATA FILES> button and select the
correct file.

Onceyou have selected the datafile, enter your employee code (see
“Employee Code” on page LAB-18). If there is an electronic signa-
ture associated with your employee code, you will be asked to enter
that as well (see " Electronic Signatures’ on page SYS-129). This
helps prevent others from logging on with your employee code and
gaining all of your user accessprivileges. Thisisentered in the space
shown below, and is case-sensitive. Simply enter the proper elec-
tronic signature (password) and press <ENTER> or click <OK>.

Thank you, Damien Delgado

Flease enter your Signature. Then
click OK.

o

L

It is possible that you might experience difficulty from time to time
when you log onto the system. Qube ERP™ checks for many pro-
gramming extensions, records and types of data when logging on,
and if any of these items are missing or are in the wrong place, they
can cause error messages during the logon procedure. These can
happen when you first install the system, after an update, or simply
because the system administrator, you, or someone el se has mistak-
enly misplaced afile or changed arecord.

If thisshould happento you, the number oneruleisDON'T PANIC!
Therearevery few thingsyou can do to break or damage the system,
especially when you are logged off! Whenever a problem occurs,
youwill nearly always get an error message, so calmly writeit down,
or leave it on the screen, find your system administrator (or if he or
sheisunavailable, call QCI Support), and report the problem. Al-
most always there is a simple explanation and easy fix.
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Moving Around

Module Selection for World Class Industries

= $ i) ) b
Order Entry Receivables Inventary Personnel & Labor Production Plan
i} = ¥ 2 =2
FPurchasing Payables My ' ndowes General Ledger System Adrmin
E =S g =) &
Task Assistant Module Bar Executive | nfo. Reports View My Schedule
The Module After completing the logon process, you will be presented with the

Selection Window  Module Selection Window. Examine the Module Selection Win-
dow (shown above) and read the Main Menu and M odule Bar

Mac OS Windows (shown below and on the next page). These are the methods which
allow you to moveinto any major functional areaof the system. Y ou
may access the functions of the system by accessing them through
the menus, or you may use the selection screens to make choices by
clicking on any of the buttons displayed. Y ou may also use the
COMMAND-(Mac OS) or CONTROL-(Windows) key equivalents
to move through the system.

&
G

@+@

The Qube ERP™ Note the buttons on the screen.

Main Menu Thetop two rowsaretheModule [/ Drder Entry 1
Selection buttons. Clicking on
each of these buttonswill takeyou
todifferent functional areasof the | Inwentory & BOMs *®3
system. In addition, there are sev-
era utility buttons in the bottom
row. Clicking the <TAK ASS S Personnel & Labor %5
TANT> button will open the Task
Assistant interactive help func-

Accounts Receivable ®2

My Windows #4

Production Planning #6

tion. The <MODULE BAR> but- Purchasing #®7
ton will display and hide the

module bar. The <REPORTS> Accounts Payable %8
button showsthereportsfunctions General Ledger %9

list, and the <VIEW MY SCHED-

System Admin #0
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ULE> button will display the items scheduled in the Scheduled
Events Manager.

Module Bar @ifﬂ'%'h%IEIQ' 4 Iﬁ_[@"w"&:'lE @E
2

2 $ | B 2] F|d@|= TR

0/E AR Inventoryl Labor | Productn | Purchase &P Fine G/l Admin. | Assiztant| Hide Bar | Reports
Y ou may also access the various modul es through the Module Bar .
The module bar can be positioned along any edge of your screen;
top, bottom, left or right. It can also be displayed with text or with-
out. The above screenshots depict the module bar with and without
text, shown at the bottom of the screen. The module bar can be
shown or hidden in three ways.

1. Clicking the <MODULE BAR> button onthe M odule Selection
Window:

<ol

Module Bar

2. Using the following keyboard commands:

Mac OS Windows

aya
=

3. When the module bar is showing, it can be hidden by clicking
on the <HIDE BAR> button:

Hide Bar
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Tool Tips

Leave this box

For information about how to control the type and position of the
module bar, see “My Preferences Window” on page SYS-71.

Tool Tipsare new in Version 7.36; when the mouse cursor pauses
over a button on the Module Bar, a brief message displays. Itisno
longer necessary to use the show text option onthe My Preferences
window, and QCI recommends you leave it turned off.

Mu Praferences:

Module & Help Bars:

P Show Module Ear at Startup

unchecked

Multiple Windows
Data Entry

Inventory &
BOMs

Item Master
File

Item Master
File, Card #1

fr

iy

{7} Position Module Bar at the Top
) Position Module Bar at the Right

= hetr e teetoe

@ Fosition M
) Position M

[ Shew Tewt in Module Bar

odule Bar at the Bottomn
odule Bar at the Left

Hereisan example of Tool Tips:

Accounts Payable !

=5 £ |efalsl

= |

Gl ESE]

O Item Master File, Card #1 EE=]
[tern Code  [[ENE2 [Enblen <U Ternesses loged I
Group IND Sub-Group O Purchased @ Fabrioated Rules
aption Class [ EMELEN Sub-Class | Inspect on Receipt

— 1=t Article Produced
ftem Type E SUE Grade [ 1st Article Aporoved wJob Cost
ost Updated [oaso9/ 1998 | Revision Code | liksiizy Beieliled e Fucket
[ active item
G/L Sales Sub-docount 000 Revision Date
5/L Cost of Sales Sub-Account | | Enginesring Drawing Ref |
Material Cost | 0.00000 # Sales Units per Shipping Unit 0 Width
Freightin | 0.0D0D0  ‘eight per sales unit (Lbs) ] Length
Material O/H 0.0000 Cubic Feet per Sales Unit......... 0 Height [
Outwork 0.00000 Stockkeeping Unit..... [en
Labor 0.0000 Purchasing Unit.... EE 1 8KUs
Labor 0/H 0.0000 Sales Unit. . [Em = | 1/5KUs
Total Cost 0. 00000 Quality Inspection Percentage l—% E=t. Hours 1o Inspect 1 Unit I_
# Units per pallet layer [ # Layers per pallet ||
Default Selling Prices
Huantity Price Guantity Price Guantity Price
0 0.000 0 0.000 ] 0000
0 0.000 0 0000 [ 0. 000
0 0.000 0 0.000 0 0,000
0 0.000 0 0.000 0 0,000

L Card #1 ﬂ Card #2 nl;luantmesj lBatch Eluantmesjl Usage J

|MI I I q I P> I M I d}l“f‘—'\ll%l ETI | .@ Uualified Yendors I

(8 sanm|

| Open Drawing I

Often the system will require more than one window to enter al of
the data for a specific record. Version 7.3 uses “card sets’ to orga

Moving Around
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Minimize Buttons

Grow Boxes

Size Boxes/
Handles

nize these multiple window sets so you can easily determine when

thisisthe case. These card sets are indicated by card tabs, like those
shown above. Inthese casesit is possible to move between windows
simply by clicking on the card tabs. The active window will beindi-
cated by the rounded edge at the top of the card tab as shown above.

A symbol isdisplayed at thetop right of all dataentry windows. This
symbol indicates that any window can be“minimized.” Whenawin-
dow is minimized, it remains open but occupies much less space on
your screen. To bring it back to normal size, simply click onthe min-
imized window icon.

Minimized windows are positioned at the bottom left of your moni-
tor. If you have the module bar positioned at the bottom of your
screen, this may hide the minimized window symbol. Hide the mod-
ule bar to make the minimized window symbol visible to you.

Note: Qube ERP™ will not permit you to minimize a window if
you arein enter data or find mode. Omnis7 will minimizethe
window, but the Qube ERP™ system will recognize that the
minimize event was done at an inappropriatetime (e.g., during
enter data) and reopen the window to itsfull size.

Many windows offer the ability to be expanded to the size of your
screen. Windowsthat offer this capability will include agrow box in
the upper right-hand corner. Thiswill help with windows that in-
clude lots of comments, or itemsin lists. To expand awindow, click
in the grow box in the upper right-hand corner. To restore it to its
original size, click it again.

Y ou can aso expand some of the windows using the size box/han-
dlesin the lower right corner. Click in this area, then, holding your
mouse button down, drag the corner to where you want it. Using the
grow box will expand the window to the size of the monitor. Click-
ing it again will return the window to its adjusted size. To restorethe
window to its original size, close it and reopen it.
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Selection Lists

Icon Displays

Order Entry Functions

Group Mame

|» Customer Master File
| Sales Order Functions
} S5ales ODpportunity Functions

|» Forecast & Quotation Functions

> Serial Numbers & Return Functions
J» Miscellaneous Functions

> Reports

J» Record Counts

Function Selection Lists provide three different views of available
windows. When you first select amodule, you will see alist of
groups of functions, as shown in the screenshot above.

The symbolsto the left of each lineindicate that there are functions
that may be accessed within each group. To see what the functions

are, double-click on any line. When viewed on a Macintosh, the tog-
gleiconwill display in the down direction to indicate that the select-
ed directory has been opened, as shown here:

Order Entry Functions

Group  Marne

= Customer Master File fill

L1 Customer Basic Info U

L1 Customer Financial Information
L1 Customer Search

> sales Order Functions

When viewed on a PC, thefile folder icon will display as opened.

|@-Item Master File

Moving Around
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Reports

Record Counts

Notice that the lines below the folder (or toggle) now display asym-
bol to indicate that adataentry window will openif any of theselines
isdouble-clicked. If akeyboard commandisavailable, it will also be
displayed to the right.

A different symbol is displayed next to report sections, indicating
that areport window will be opened. Double-clicking on any of these
lines takes you to the report window for that section.

Order Entry Functions =——-=—[1I=

Group Marme

= Beports
Customer Reports
S5ales Opportunity Reports
Booked Order Reports

J» Record Counts

When you double-click on the RECORD COUNTS ine, counts of
records in each relevant file will appear. No icon displaysto the | eft
since nothing happens when you double-click on any of these lines.

Order Entry Functions

Group  Marne

= Record Counts

3 5ales Opportunities
9 Customer Records

3 Customer Ship-To

23 Sales Order Headers

58 Sales Order Items

GEN-10
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Y ou may also collapse any expanded group by again double-clicking
on the group heading.

Order Entry Functions

Group Mame

|> Customer Master File
J» Sales Order Functions
} S5ales Opportunity Functions

Jp Forecast & Quotation Functions

> Serial Numbers & Return Functions
o Miscellaneous Functions

> Reports

> Record Counts

This method of displaying functions offers the least cluttered view

of functions available for each module. With a system as sophi sticat-
ed asQube ERP™, which offers several hundred different functions,
being able to display your choicesin asimplified way isimportant.

Open Several Ancther advantage of thisdesign isthat it enables the user to open
Windows at Once  several windows with asingle command. Simply CLICK-DRAG or
COMMAND/CTRL-CLICK to select the windows you wish to open.
Then, while still holding down the <COMMAND/CTRL KEY>, dou-
ble-click on any one of the selected windows and all of them will

@ open, one at atime.
It isalso possible to display thelist of all functions available from
-+ -+ the selected module by clicking on thetoggle at the top left. Thetog-
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glewill twist to the“down” position, or the folder will open, and dis-
play all available functions, like this:

Order Entry Functions §E§|

Group Mamne

Customer Master File

L Customer Basic Info

& Customer Financial Information
L Customer Search

Sales Order Functions

L Backlog List

L Backlog Spreadsheet

L Sales Order Header

L Sales Order Items

Sales Opportunity Functions

L Opportunity Qualifiers

L Opportunity Search

L Sales Events

L7 Sales Opportunities

L Sales Opportunity Qualifications
Forecast & Quotation Functions
L Convert Forecasts into Orders
& Forecast Header

L Forecast Items

@ Forecast Spreadsheet

L1 OQuotation Header

Sorting the List Notice the words “ Group” and “Name” at the top of thislist. In the
example above, “Group” is underlined. Y ou may display thelistin
strict a phabetical order (without group headings), by clicking onthe
word “Name.” Thiswill cause“Name” to be underlined and will dis-
play amore simplified list. Thiskind of list makesit easier to find
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Lists Stored in
RAM

Reporting
Functions Palette

functions when you know the name of the function but do not know
the group in which it may be found.

I
1l

EM=———— Order Entry Functions

Group  Marme

Fll.lailah-le to Promise

Backlog List

Backlog Spreadsheet

Booked Order Reports

Contract Pricing

Convert Forecasts into Orders

Customer Basic Info ®U
Customer Financial Information

Customer Reports

Customer Returns M
Customer Search

Customer Types

Forecast Header ¥R
Forecast Items

Forecast Spreadsheet

Generate Forecasts L

When you switch to anew module, Qube ERP™ will remember how
you last displayed your functions list and display the new list in the
same way you last selected to have it displayed.

The very first time you load amodule function list, thelist may take
anoticeable amount of timeto load. The list will be stored in RAM,
however, so that loading the same module functionslist will take
much less time the next time you load it. Also, when you quit Qube
ERP™ each functionslist that you opened will be savedin your user
record. Then, the next time you log on, the function selection lists
opened in any previous logon session will aready bein RAM and
will therefore load quickly, even the first time you use them.

The Reporting Functions Pal ette displays reportsin finer detail than
the reports menu. Each report group is sub-categorized to show the
different report groups available within the selected module. Dou-
ble-clicking on any one of these will cause the reports list to load
with all reports from the selected module. Qube ERP™ will select

Moving Around
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Tailoring Lists

Functions
Missing from
Lists

the first report in the selected report group, to facilitate the user in
finding the desired report.

SO=———— Reporting Functions =———0|

Group Mame

Opportunity Reports

£ Current Opportunity Reports
Exdport Opportunity Reports
History Opportunity Reports

% Sales Event Reports

Customer Reports

| Customer Labels

Customer Lists

Booked Order Reports

% Backlog Reports
Booked Order Arerages
Booked Order Lists
Print Some Orders, etc.
Quotation Reports
Spreadsheet Reports

It is possible to colorize the lists so that different sections are easier

to find, and to determine the default stylein which they will open. In
order to do this, open the My Pr efer ences window found in the Per -
sonnel & Labor Functions palette. For amore detailed discussion,

see " System Security” on page SYS123.

In some cases you might find that functions you expect to see do not
show up on the function lists. This can be caused by a couple of con-
ditions.

User Access Privileges
If you do not have user access privileges for the function you
are wishing to access, and the HIDE FUNCTIONS FOR
WHICH | HAVE NO PRIVILEGESbox is activated in the My
Pr efer ences window, you will not see the function in the list.
To correct this, have the access privileges for the functionin
guestion enabled, and rebuild the lists.

GEN-14

Moving Around



General C,

Lists have not been rebuilt since the function was
added
Asnoted earlier in this section, al lists are loaded into RAM
each time the system is rebooted. This causes the lists to |oad
more quickly.

The down side to thisisthat lists are not regenerated each time
the system is rebooted; they are reloaded from the User record.
Therefore the list configuration is not rebuilt each time the user
logs on; lists are stored as is from session to session.

This means that when user access privileges are changed for a
user, or when new functionality is enabled, either by enabling
new modules or updating the system, the lists will not show the
new functionality until they are rebuilt.

eLists may be rebuilt in two ways:

1. Setthelists so they will be rebuilt next time they
are opened.

Change the display configuration of alist onthe My Prefer -
ences window. In order to do this, open the My Preferences
window, and then change one of the list display options:

Function Selection Dizplay_& Menus :
F Al windows firomn more than module at a time to be open.
- Dizplay Function Buttons window (not the colorized list) when changing raodules.

o Function descriptions are Black D Function descriptions are Green
@ Function descriptions are Red D Function descriptions are Blue
Cl Function descriptions are Multi-colored
ﬁ Hide functions for which | have no wigwing privileges (for shorter functions lists)
[® Save lists in RAM when closing long list windows
Murnber of menus which ray be installed on my screen 4
Default [Msplay of Functions Lists:

® Surrnary List {Subtitles Only} ) Alphabetical List + Coramand Keys {Mo Subtitles
(7} Detail List + Cornrnand Keys {Grouped with Subtitles}

[® Load BOMs autornatically when deing Find, Frwd, Back while viewing the BOM window.

You may change any of the color options or the display struc-
ture options shown above. Then, close the window. Asyou open
each of the modules, the list will be regenerated, and this new
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list configuration will be stored, along with any new listed func-
tions.

2. Rebuild the lists one at a time.

Thereisan invisible button in the upper left corner of al of the
function selection lists. Thisisjust above the display button in
the upper left corner of the window. On Windows this display
button appears as afolder icon, on aMacintosh, it appears asa
triangle;

|§D§ Order Entry Functions g@gl

Group  Name |

étustumer Master File

L Customer Basic Info #U
L] Customer Financial Information

If you click inthe areajust above thisicon, as shown above, you
can rebuild each list individually, without changing the display
optionsin the My Pr efer ences window.
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System Menus

Llose "sales Urder Header”
uuuuuuuu

Lhange Uata Hies

£

Report Destination

ra
Print This Order

#P

Roctart The Coantrallar
Quit

%0

Change User Password
Stop

About The Controller

The menu bar contains the following items:

File Edit MAIN Reports Action Windows Help

These menu items will remain on the menu bar at all times.

If you arelogged on asa System Administrator, you will seetwo
File menus. Theonetotheright (after the Main menu item) is
the customized Qube ERP™ file menu. The one to the extreme
left isthegeneric Omnis? filemenu. No Qube ERP™ procedures
ar e executed when using the Omnis? file menu. Ensurethat you
are using the Qube ERP™ File menu (to the right of the Main
menu) for all Qube ERP™ procedures.

File Menu

CLOSE will close the top window. Notice that the description of the
window changes to identify exactly which window will be closed.
Or, press <CTRL/COMMAND-W> to perform this function.

CLOSE ALL will close all open windows.

CHANGE DATA FI LES allowsyou to use Qube ERP™ on multiple
datafiles (e.g., multiple companies or practice datafiles).

REPORT DESTI NATI ONallowsyou to choose whereto send are-
port. It will present to you the window shown below.

S5et report destination ==

) Printer

@ Screen

) Page Preview

3 File

) Port

{3 Clipboard
) Publish [T]

Moving Around
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Thisisamenu selection which you probably will not use very much,
as Qube ERP™ automatically presents this window whenever nec-
essary; for instance, whenever you use the PRI NT command.

PACGE SETUP allows you to change the default page setup on any
report in the system. If you do not like the way areport prints, either
orientation or size, you may change it by executing this command
prior to printing the report. Next time you print that or any other re-
port, it will resume the defaullt.

PRI NT will change depending on which window is on top. For ex-
ample, if you are viewing the Customer s window, the PRI NT com-
mand will print the customer master file. If you areviewing aSales
Order, PRI NT will print the order you are viewing. If thereisno
current record in awindow, the PRI NT linewill be grayed out, indi-
cating that there is nothing to print. Keyboard < CTRL/COMMAND-
P> is also used to perform this function, consistent with other Ma-
cOS and Windows applications. As mentioned above, the Report
Destination window will appear before the output is generated, al-
lowing you to decide which port or output you prefer.

RESTART QUBE will quit and reboot Qube ERP™. Thisisimpor-
tant when doing various file maintenance functions, or when the sys-
tem freezes. Thisisone of two legal ways to quit Qube ERP™,

QUI T isthe only other legal way to quit Qube ERP™. Thiswill log
the user off the datafile aswell as quitting the system. If you quit in
any other way, the system will think you are still logged on. This
may cause the system to lock out additional usersif the number of
users exceeds your system limit (see multi-user issues).

CHANGE USER PASSWORD is another command that you will not
usevery often. Thisisused only to limit accessibility to variousfiles
whenwriting ad hoc reports. All other accessibility inthesystemis
determined in the User Access Privileges function. For more infor-
mation see “ System Security” on page SYS-123.

STOP is used when the system getsinto a“loop” and won't stop do-
ing what it is doing. Often you can select STOP from the file menu

GEN-18

Moving Around



General

C

drof

Ié

Opportunities Reports

Customer Reporis

Sales Reports

Inventory & BOM Reports

»

and get the system to stop doing whatever it is doing. Use this func-
tion sparingly. Do not useit to stop legitimatefunctions! Useit only
when the system repeatedly presents you with the same error mes-
sage over and over, or isin some other kind of recognizable loop. If
you ever need to usethis, be sureto reboot the system, using the RE-
START QUBE command described above.

ABOUT QUBE displays the About Window.

Edit Menu

TheEdit M enu containsthe standard editing commandsUndo, Cut,
Copy, Paste, Clear, and Select All. Inaddition, it containsthe Paste
from File, Create Publisher, Subscribe To, and Publisher Op-
tions commands.

MAIN Menu
The MAIN Menu isdiscussed in detail earlier in this section; see
“The Qube ERP™ Main Menu” on page GEN-5.

Reports Menu

The Reports Menu is also always on the menu bar, and you may
print any report for which you have access privileges at any time by
selecting the report section you wish, and proceeding from there.
Printing reportsis covered in depth later in this section.

Action Menu

The Action Menu is used to execute commands such as find, edit,
delete, etc. Detailed coverage of executing commands follows later
in this chapter.

Windows Menu

The Windows M enu assists you in bringing open windows to the
front. When you have several windows open at onetime, itiseasy to
losetrack of them, asthewindow you want may be hidden by several
other windows. The Windows M enu allows you to employ amenu

Moving Around
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listing up to 19 open windows. Select the desired window from the
menu to bring it from any position up to the front for easy use.

Help Menu
The Help Menu contains standard help commands.
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User Preferences

My Preferences
Window

Personnel &
Labor

Personnel Set
Up Functions
My

Preferences

Display Omnis
Help Bar on
Startup

My Preferences:

Module & Help Bars: [T Shew Module Bar at Startup
I- Cizplay Omnis help bar on startup F Show Text in Module Bar
O Position Module Bar at the Top @ Position Module Bar at the Bottorm
O Fosition Module Bar at the Right o Position Module Bar at the Left
Eeporting.:
™ Uz large font Report window e Keap report lists in mermory after they're loaded
Default destination for reports ® Sore ) Printer ) File

Funetion Selection Display & Menus

) Funetion deseriptions are Black ) Function deseriptions are Green
@ Function descriptions are Red (:J Function descriptions are Blue

) Function deseriptions are Multi-salored

[X Hide functions for which | have na wiewing privilegas (for shorter functions lists)

M Save lists in RaM when closing long list windows

Murnber of menus which may be installed on my screen |3_

Dafault Display of Functions Lists:
[C] Summary List {Subtitles Only} @] Alphabetical List + Command Keys {Mo Subtitles}
{7} Detail List + Command Keys {Grouped with Subtitles)

X Load BOMS autornatically when daing Find, Frwd, Back while wizwing the BOM window

Display these lists on the Executive Information Window
™ Booked Orders X Purchases X Cash Flow M Production
F Invaiced Sales F Inrentory F Receivables & Fayables

X Cancel” + DK I

‘ {? Apply Theze Preferences to Other Users I

TheMy Prefer enceswindow allowsthe user to make decisionsthat
directly impact the working environment of Qube ERP™. These
preferences are specific to each user. The system administrator may
wish to allow accessto this window for each user, or it can be used
by the administrator to set up preferencesfor various users based on
their duties and knowledge of the Qube ERP™ system.

F [visplay Ormnis help bar on startup ‘

Some windowsin Qube ERP™ utilizetheOmnis7 Help Bar. This
isabar at the bottom of the window which will display helpful com-
ments about certain fields and buttons when the cursor is placed on
top of them. This help bar looks like this:

The Custorner Code may be up to 10 alpha-nurneric characters (all caps). It may be automatically caleulated by the system or manually +

User Preferences
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Module Bar
Controls

This function has not been fully implemented; however, it is avail-

ablein somewindows. It isnot designed to be the primary help func-
tion; this User’s Guide, the On-Line Help and Task Assistant are
the primary Qube ERP™ help devices. However, users might find it
helpful, at least when first learning the system, to activate this help

bar. To activate the Help Bar, click the box ON.

") Position Module Bar at the Top {8 Fozition Module Bar at the Bottom
) Position Module Bar at the Right {C) Position Module Bar at the Left

These functions alow you to determine where the Qube ERP™
module bar will be displayed. Y ou can choose to display it at the
top, bottom, left or right of your screen. Y ou can also move the mod-
ulebar out of itsnormal position; however, Omnis7 will till take up
the areawhere the bar resides, so thisis of questionable valueto the
user. The module bar, as displayed at the bottom of the window,
without text, looks like this:

B SEEHEREREE

Y ou can also choose to have text appear in the module bar by click-
ing on the box:

“f Show Text in Module Bar ‘

When you display the module bar with text, it looks like this:

%

0/E

AR

o | || d B || |E | W|S

Inwentory )| Labor || Productn | Purchase &P Mine GAL Admin. || Assistant] Hide Bar | Reports
— =]

The size of your screen and your familiarity with the system will de-
termine where you elect to place the module bar and whether or not
toincludetext in it. With the addition of Tool Tips (below), this op-
tion is no longer necessary.

If you wish to have the Module Bar appear on your screen when you
start the system, click the following box ON.

F Show Module Bar at Startup
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Otherwise, click it OFF, and the modul e bar will not appear until you
click the <MODULE BAR> button.

Tool Tips Tool Tipsarenew inthisrel ease; when the mouse cursor pausesover
abutton onthe M odule Bar, abrief message displays. Itisnolonger
necessary to use the show text option on the My Prefer ences win-
dow, and QCI recommends you leave it turned off.

A Mu Preferences: I
Leave this box S
Module & Help Bars: [ Show Module Bar at Startup
unchecked i S bere b P show Tewt in Module Ear
{7} Position Module Bar at the Top 8 Fosition Module Bar at the Eottom |
) Position Module Bar at the Right ) Position Module Bar at the Left i

Hereisan example of Tool Tips:

! [ fccounts Payable |
s el A= 7 ol o me o] |

Printer Controls

‘F Uze large font Report window ‘

Qube ERP™ provides two views for the reports window; one a bit

larger and easier to read than the other. For versions 7.35 and later,
the system administrator should turn thisoption onfor all users. This
gives the windowed version of the reports parameters.

E Keep report lists in memory after they 're Toaded

Each time the reports window is loaded, the list of reports must be
regenerated. Thiscantakealittletime, especialy if you haveasiow
network. By clicking the box ON as shown above, you can have
your computer keep these listsin RAM once they've loaded for the
first time (in each session). Thereafter, they will load much quicker
when you open the reports window for those reports that you have
aready loaded oncein the current session. Thedownsideisthat this
setting takes more RAM, so if you are running Qube ERP™ with a
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limited amount of memory, you would probably elect to turn this
function OFF.

|Default destination for Feports: ® Screen ) Printer ) File |

The selection made on the preferences window determineswhich se-
lection will be defaulted on the reports window as shown here:

Screen
2) HP LaserJet
) File

If you normally want to look at reports on the screen before printing
to paper, select SCREEN. If you normally print them directly to the
printer, select PRINTER. Y ou can even select FILE, if you normally
dump the reports to a spreadsheet format. Note that thisis only the
default; the selection may be changed as the report is printed.

Function Selection Display & Menus

F [izplay Function Buttons window (not the colorized 1ist) when changing modules.
Thisisan old design, and should only be used by users who imple-
mented the system prior to January 1, 1996. Newer users should
leave this check box OFF.

When this selection is OFF, the Function Selection Listswill be
displayed. An example of afunction list isshown here;

GEN-24 User Preferences



General

EM

Inventory & BOM Functions

Group Mame

idllltem Master File i
L3 1tem Master Card #1 #1
£ 1tem Master Card #2
£ OQualified Vendors
Bills of Materials
L7 BOM Comments
£ BOM Effectivity Dates
£ BOM Routing
L2 Bills of Materials £l
Stock Quantities
L7 Fifo/Lifo Layers
L3 Stock Ouantities by Location a®Y
L3 Stock Quantities by Lot & Batch
£ Usage Summary

Transactions
L Change Stock Locations

L7 Inventory Transactions ®T
£ Multiple Assemblies
£ Non-Scheduled Assemblies &+

&3 Scheduled Assemblies

(® Function dezscriptions are Black {7 Function descriptions are Green
l':l Function descriptions are Red D Function descriptions are Blue

) Function descriptions are Multi-colored

This selection is only visible when the Display Functions Buttons
Window selection is clicked OFF. This applies to the function de-
scriptions in the Function Lists. Using colors for the descriptions
can make them easier to see and read for some users. Selecting
BLACK will cause the lists to be loaded most quickly, since colora-
tion takes sometime. Thelongest timeis reguired to colorize MUL-
TICOLORED. This, again, isamatter of personal choice.

‘IE Hide functions for which | have no viewing privileges [for shorter functions listzs) ‘

This selection is only visible when the Display Functions Buttons
Window selection is clicked OFF. This choice alows the user to
view more simplified lists of functions available in each module.
For exampl e, auser may have accessto only three of thewindowsin
the inventory module. If the Hide Functions box is not activated,
the user will seealong list of functions, most of which he or she can-
not choose to access, as shown on the previous page. If, on the other
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hand, this selection is activated, the functions list would be much
shorter and selections easier. An exampleis shown here:

Inventory & BOM Functions =——=—I=

Group  Mare
s
Bill of Material Reports
Cycle Counting
Item Master Card #1 ®1
Item Master Card #2

o>

Items & Transaction Reports

Thischoiceis most effective when displaying lists by name (see
below). Notethat if auser does not have access to one window in
any set of windows, none of thewindowsin that set will be displayed
asavailable. For example, the system administrator may have se-
lected to disallow access to the Bill of Material windows for a par-
ticular user. The Bill of Material window includes three different
windows (components, comments and effectivity dates). All three
windowswill display inthefunctionslist if accessisallowed for the
bill of material function. None of the three will be displayed if ac-
cessis not allowed for the Bill of Material function.

ﬂf Save listz in BAM when closing Tong Tist windows ‘

Aswith the reports lists, sometimes other lists can take alittletime
toload unless you have fast computers and networks. Thistime can
be reduced dramatically by choosing this selection. Whenever you
first load alist during a Qube ERP™ session, you will also be load-
ingitin RAM. Then, whenyou need to return to thelist later, it will
aready beloaded, and will appear much faster. Aswithreportslists,
there isamemory penalty with this function, so only useit if you
have plenty of RAM.

Default Display_of Functions Lists:
8 Summary List {Subtitles Only} ) Alphabetical List + Cormmand Keys {Ma Subtitles’
") Detail List + Command Keys {Grouped with Subtitles}
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Qube ERP™ allows you to display function selection listsin three
different ways; subtitles only, subtitlesand detail, and all detail in al-
phabetical order with no subheads. This selection allows you to de-
termine the default view for each of these lists. If you turn on
Summary List {Subtitles Only} and then double-click a subtitlein
afunction selection list, the list displaysin the order that features
were added to Qube, rather than in alphabetical order.

Mumber of menus which may be installed on ry screen I2

The Qube ERP™ design allows as many modules to be open as you
like. Thisincludesthefunction selection menus. Thiscontrol will
determine how many of these menus can be opened at once. If you
have avery large monitor, you may select four to six or more. If you
are working on a smaller monitor, you will find that fewer menus
may be mounted before they begin to “drop off” the edge of your
screen and therefore become invisible. In these cases, it is best to
limit the number to fewer menus.

| ‘{? Apply These Preferences to Other Users

Thisfunction is designed to assist a system administrator in setting
up other users. The user access privilegeslist for the L abor module
includes a selection to enable or disable thisfunction for selected us-
ers.

Function Aocess Privileges
Apply Preferences to Other Users ﬁ Wiew E Add E Edit ar Delete E Print
[feply Preferences to Diher Users 3] 3] YEE i3]

If thisfunction is disabled for a selected user, the button will not be
displayed when the window is opened.

User Preferences
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Clicking on this button will display the following window:
Apply My Preferences to Selected Dther Users:
Code Marne Crept
i} Standard s hour -
= Sam Davis Sales [ |
oo Damian D= | gado Sales
STROD Standard Emp [ oyes Production
%10 Strd $10/hr Emp | oyee Production
GPS Link Hith Great Plains Acctg
JG Melwin Greatie Sales
d John Jones Sales
KK Keuin Kusck
5 Standard $8/hr Emplaoyse Production
5 Std $5/hr Employee Production
LML Hilliam Uincent Sales
TAW Tracy Hat=on
]
Click, shift-click, cornmand-click,
or click-and-drag to apply Cancel ﬁ Apply These Freferences Now
Preferences to ather Users.
All the system users will be displayed automatically. Y ou can sort
the users by clicking on the column heading upon which you wish to
sort. Once you have the records sorted appropriately, select which
users these preferences should be applied to. Y ou may select multi-
ple users by clicking, shift-clicking or click-dragging (for severa
contiguous users), and CTRL/COMMAND-CLICKING (for several
non-contiguous users). Once you have the users selected, click the
button, <APPLY THESE PREFERENCES>. If you make amistake,
you may click <CANCEL> and start over.
Load BOMs {Check box} When thisbox ison (an X appearsin it), the Bill of

automatically...

Materialswindow will automatically load all of the items for each
bill of material when arecord which has one appearsin it. Billsof
material can often have many items, sometimes as many as several
hundred. Therefore, this automatic loading function can often take
up alot of time. When you are scrolling through BOMs or just open-
ing the window, having to wait for many records to load can be an-
noying. These users would wish to have this function turned OFF,
and then load the BOMs manually by clicking the <LOAD> button.
On the other hand, if you have relatively few itemsin your flat
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BOMs, loading them would be very fast, and having to click the
<LOAD> button every time may be an annoyance. If you are operat-
ing under these circumstances, you should make sure this switchis
ON. See “Load Indented” on page BOM-8.
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My Windows

System
Administration

Set Up
Functions

Configure My
Windows

Configure My Windows

Sales Order ltems

Sales Opportunitu Functions
Opportunity dualifiers
Opportunity Search

Custamer Financial Infarmation
Sales Order Functions

Sales Order ltems

Sales Order Header

||| [patabase User Joe | Medule Hame | Order Entry |g |
[frvailable Windows My Windows
Custorer Basic Info Purchasing Functions 12|
Customer Financial Information Wendor Master File
Customer Search Purchage Order Items s
Sales Order Functions Purchase Order Header
gﬁcmm ;‘St dsheat Custorner Master File i
acklog spreadshee Customer Basic Info
Sales Order Header >

Sales Events
Sales Opportunities
Sales Opportunity Qualifications
Forecast & Quotation Functions

Convert Forecasts into Orders
Forecast Header
Forecast ltems
Forecast Spreadsheet
Quotation Header
Quatation Items

Generate Forecasts

=
=
OBOM - fsrderine)

[ open st startup {1 ] [E, Do tiot Dpen st Startup | 5

Qube ERP™ providestheahility for each user to create acustomized
window functions pal ette which contains only those windows appro-
priate to that user. This enables each user to simplify an otherwise

very complex system which contains several hundred windows and

reduce that complexity to only those windowsthat are appropriate to
theuser. Thewindow used to define these windowsis shown above
and isfound in the System Administration Functions.

You may set up a“My Windows” set for yourself or for any other
user in the system, if you have access privileges to this window.
Thisalowsthe system administrator to set up asimplified systemin-
terface for each user, showing only those windows which are appro-
priate to each user.

Module Mame |Personnel & Labor |{:5'|

This drop-down menu will select which modul€'s functions will be
displayed in the list on the left. If you have selected the

E Hide functions for which | have no viewing privileges

function on the user preferences window, only those functions to
which this user has access will be displayed, as shown above.
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*To edit the user's set of windows, execute
the following procedure.

1. Click the <EDIT> button.

2. Use the Module Name drop menu to select the

module in which you wish to work.

Fodule Narme |IPersonnel & Labor 1%

. Use the arrows in the middle of the window to

move the items back and forth between the two

lists.
=

There are two types of itemsin the lists: headings and function
selections. In the Available Windows list on the left you will
be able to determine which iswhich; the function selections are
indented under each heading. In cases where the user being
edited does not have privilegesto any item in asection, only the
heading will appear; none of the function selection options will
be displayed.

Once headings and function selections are moved into the My
Windows list on the right, however, they do not retain their
indented characteristics, so be careful to keep an eye on them
when they are moved.

Each item will move into the My Windows list directly under
the item which is highlighted in that list, so it isagood ideato
begin with those items you wish to have at the top.

If you wish to remove an item from the My Windowslist, high-
light it and click theleft button. Don't worry if the module from
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which the function originally came is not displayed; the system
will replaceit inthe original list.

. If you wish to move items up and down in the

list, use the up and down arrows on the right
side of the screen.

Again, you must highlight the item you wish to move before
clicking the arrows.

1
ek

. Use the tools provided at the bottom of the My

Windows list to assign attributes to each
selected line.

You may colorize each line (red, green, blue or black). Buttons
are also provided which act as toggle switches to allow you to
define each line as bold (or plain), underlined (or not) and all
capital letters (or upper & lower case). The arrows (right, left
and up, down) allow the user to change the relative position of
each line on thelist (up or down) and to change the relative
position of each line (indenting under main headings).

=
ﬂnﬂmﬁ[ Bold ][I_Inderline][[:aps]

6. Any windows may also be selected to open at

startup.

This means that, when the user logs onto the Qube ERP™ sys-
tem, the windows which have been selected to open at startup
will open immediately, thus setting the system up with the win-
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dowsthe user most frequently accesses. Those selected to open
at startup are flagged with a check mark in the table.

| L1 Open at Startup {~}

| Eeh Do Mot Open at Startup

After you have selected the functions you wish from a specific
module, you can use the Module Name drop down menu to
select a different module, and then repeat the steps above.

7. When finished, click <SAVE>.

After setting up your set of windows, you may open them up as
you do any other module in the system.

The My Windows display for those set up in the previous sec-
tion would look like this:

SO=———— My Windows
Group  Mamne

" |Purchasing_Functions
Purchase Order Header
P.0. Receipts
Production Planning Functions
Item Master Card #1
Master Production Schedule Detail
Bills of Materials
Order Entry Functions
Sales Order Header
Sales Order ltems
Customer Financial Information
Opportunity Qualifiers
Personnel & Labor Functions
Outside Reps
Accounts Payable Functions
Draft Pendor Payments
Commission Terms
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Setting Window
Colors

Change Button Colors for Module: | Inventory & BOMs vl

[aa] ] 4 | p o] &]<alEs| @] | %] © ouse standard
) Gray

Misc. Buttons| = | cod [ 7 | © Lustom

CTick on 4 button o set
it to a custorn Colors.

Ecliclc here to set a customé
: background Color :

|)(_ Eancell I\/ Ehangel

This function alows each user to customize the colors on his or her
windows.

Y ou can select the QUBE STANDARD, all GRAY (a common stan-
dard in today’ s software) or CUSTOM colors (e.g., all backgrounds
blue, all <DELETE> buttons red, all <NEW> buttons green, etc.)

*To apply a custom background color selec-
tion to one module at a time or to all mod-
ules

1. To select one module, click on the drop-down
module menu and select the desired module.

2. To select all modules, make sure that selection
is highlighted in the drop-down menu.

All Modules
1]

rder Entry
Accounts Receivable
Inrentory & BOMs
Personnel & Labor
Production Planning
Purchasing
Accounts Payable
General Ledger
System Admin
Executive Info
My Windows
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3. Then click on the following selection:

E[:lit:k here to set a cuﬂnmé
i background Color i

4. The following window will appear.

Fick a Color

sample: |

CI T

5. Select the color you wish, and click <OK>.

You may do this for each background in each module.

*To apply “Qube Standard” or “Gray” color
selections to one module at a time or to all

modules

1. To select one module, click on the drop-down
module menu and select the desired module.

User Preferences
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2. To select all modules, make sure that selection
is highlighted in the drop-down menu.

All Modules

Order Entry
Accounts Receivable
Inventory & BOMs
Production Planning
Purchasing
Accounts Payable
General Ledger
System Admin

3. Then select one of the following options.

f® Qubhe Standard
! Gray

) iCustom:

Click on a i:-uttun to et
it to a custorn color.

Note: Thethreeradio buttonsin theright-hand portion of the
window will apply both button and background colorsat the
sametime. Therefore, if you select GRAY and then click <SAVE>,
both button colorsand window backgroundswill be changed to
gray for whichever module you have selected.
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*To colorize specific buttons and back-
ground colors in all or specific modules

1. Click radio button next to CUSTOM. Then click
the button you wish to colorize. The following
window will appear.

Fick a Color

Sample: | |

Color: HEUIII EreenlII BluEIII

2. Select the color you wish, and click <OK>.
You may do this for each button in each module.
3. Click <CHANGE>.

The system will sweep through all of the windows selected and
make the desired changes. This could take alittle while.

Thecolorizing will apply to each copy of the Qube ERP™ appli-
cation, resident on each hard drive. If an updateisdelivered lat-
er, the colorize function will have to be performed again.
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On-Line Help

On-Line
Documentation

Qube ERP™ provides three types of On Line Help:
1. On-Line documentation.

2. Task Assistant help.

3. PDF documentation.

Thefirst isOn-Line Documentation. On-Line Documentation
enablesyou to view awindow which will display documentation of
the fields and buttons shown on whichever window is open, plus
any notes a user may have entered to further explain how to use the
window. To access this function, press <COMMAND/CTRL-H>
whenever you are looking at a window for which you would like
help. Below isthe help window for the M odule Selection Window:

™ S ]
QUbe ERP E———————————— Help for Select a Module ="———— EFE
On-Line Print
DO cume ntatl on Super Duper Furniture Co_ Notes |
Window
Qube Documentation
sewyindow Marme : W_Maodules @ Dezeription: Module selection window ses 43
FEENAYIGATING THE CONTROLLER ** #
#eFallow these guidelines when working in The Controller™ :
®8TAE to move the cursor from one data field to the next data field.
#oZHIFT-TAE to move the cursor from one data field to the previous field.
#8The ENTER key should be pressed when finizhed working with a record and it iz neceszzary to update
files with new inforrmation.
#8Frezs Command . (period) to cancel any action
You may access the functions of the system by acceszing thern through the menuz, o you may use the
On-Line Help GEN-39
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Elements of On-
Line Docs

There are two components to the Qube ERP™ on-line window doc-
umentation system:

1. Q3HELP.DF1: Thisisan Omnis 7 datafile which is opened as
a“lookup” file when starting Qube ERP™. The content of this
datafileis controlled by Qube Connections, Inc. Only QCI will
edit the datain this datafile. This datafile should be located in
the same directory as your Omnis 7.3 file.

2. User Help Notes: The On-Line Help system is designed to
allow usersto supplement the documentation provided by Qube
Connections, Inc. These notes are kept separate from the
Q3HELPDF1 in the company's datafile, but are displayed and
may be printed together with QHELP.DF1. For thisreason, you
may update the Q3HEL P.DF1 from time to time with new data
files sent to you by QCI, but retain the User Help Notes intact.

How Does On-Line Documentation Work?

1. Thefunction alows asingle Qube ERP™ |ookup record to be
displayed for each window found in Qube ERP™,

2. Thefunction also allows a single record of user notesto be
entered for each window found in Qube ERP™. These user
notes can contain up to 5,000 characters for each window.

*To view the On-Line Documentation for any
window

1. View the selected window and press <COMMAND/
CTRL-H> (or select HELP from the Action menu).

Some windows may not have help screens written yet. A win-
dow which is not yet documented either by Qube ERP™ or by
users will look like this:
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Documentation
Window

Help for Update Reports

Print
Super Duper Furniture Co. Notes |
Qube Documentation
sew'indow Mame: WSP_UpReports @ Description: Update Reports fileees hix
{&

A window which contains both Qube ERP™ documentation
and user documentation will ook like this:

Help for Sales Order Header

Super Duper Furniture Co_ Notes |

Uze this area to enter user help notes. These can be internal procedures , or special information you wish to
cormmunicate about Qube to your emplogess. There is room for up to 5,000 characters of text in this field
for each window,

Qube Documentation

see'yindow Mame: WOE_Orders] @ Description: Sales Order Headerees

The sales type code entered into the header window may impact the default prices selected when entering
each iterm. Theze codes are et up on the Sales Types window and can be set up to allow the uzer to foree
the Controller™ to default prices from a specific price category regardless of the quantities entered on
each order itern.  Default prices are exactly that. They are the beginning point used for zetting unit
prices. They are filled in only when the corrent walue of the field i zero. Changing the sales type of a
specific zales order after prices have already been entered will not change the unit pricesz already filled
in.

&
Notice that both a*“grow box” and a“zoom box” are provided.
If you click on the zoom box in the upper right corner, the win-
dow will expand to fill the entire screen. This can be very help-
ful when the amount of documentation provided is very large.
The “grow box” can also be used to change the shape of the
screen, making it aslong or wide as the user wants.

On-Line Help
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Print

2.

To add user comments, view the selected On-
Line Documentation window and click the
<EDIT> button (or press <COMMAND/CTRL-E>).

Only one field will accept dataentry; the User Notesfield at the
top of the window. Thiswill accept up to 5,000 characters of
data for each window.

The documentation displayed on any window
can be printed in the usual manner. Press <COM-
MAND/CTRL-P>. The report will include both Qube
ERP™ and user notes.

*To set up the On-Line Documentation

Two setup steps are required before the function can be used:

1.

If you are adding Qube ERP™ help to an exist-
ing installation, make sure the file FSETUP does
not need reorganizing.

It probably will need it. You can expect there to be no more than
three records currently in thisfile, so reorganization can be
done quickly. Thisisthefile in which the user notes are stored,
one for each window. For information about reorganizing data,
see “Reorganize the Data File” on page SYS-235.

Copy the Q3HELP.DF1 file and place it into the
same directory where your Omnis 7 application
is located.

When Qube ERP™ is opened by a user, it looks for thisfile. If
it failsto find it, a message displaysto that effect. All other
functions will perform as usual even if thefile is not found.
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Task Assistant

) What can | do with...
(® How Do ...

T} Mew Features

O Deleted by User

SOA=———— Task fAssistant =—————"m-]3I=
) What can | do with__. ol [Costs  Update Standard Costs [H
{8 How Do I... Cozts Update Costs Changed by Purchazes
) Hew Features llll Trneent  CyCle Counting
) Deleted by User [ |viRP Frepare Production scheduling
e W e MRP Erecute Finite Production 3cheduling
Ebelow to perform | MRF Evaluate Production Scheduling
perindic cycle i |Labor  Labor Standards
ipounting. i |Genl Set User Preferences
i [Genl Limit Developer or Administrator Log-ons
Invent Regquest Next Sequenticl Item Code
Irwvent Audit or Correct Costs
=
Print Worksheet Cycle sounting is based on the assumption that regular, periodic
counts of key fterns will ensure that inventory counts are
Load Due to Count

Enter Counts 1. Printing the worksheet will provide a Tist of iterns which need

to be counted.

I correct on critical items. The process involves 4 steps:

Print Report

2. Load Due to Count uses a window in the inventory module on
which counts can be entered. |t provides the option to preload
the window with the same iterns which were printed on the
worksheet.

3. Enter Countz: key in the counts found when the physical count
was performmed,

Date Task Added B9,/28,/94 &0[ig)

In addition to On-Line Documentation, Qube ERP™ offersthe
Task Assistant™, an interactive help function designed to make
complex and even cross-modular functions simple. In a system as
sophisticated as Qube ERP™, performing some tasks can become
overwhelming unlessyou have an assistant avail ableto help you out.
Whereas the On-Line Documentation is designed to answer ques-
tions about a specific window, the Task Assistant is designed to
make complex procedures or tasksess so, even those whichinvolve
many windows, reports, commands, etc.

Select TASK ASSISTANT from the Action menu, or click on the
<TASK ASSISTANT> button on the M odules Selection Window.
The Task Assistant window will be displayed.

There are several sections on thiswindow. Thefirst, in the upper
|eft-hand corner, takesyou to the three different kinds of tasks. They
are explanations of (1) what you can do with various functions and
featuresin the system, (2) how to do things, and (3) new features
which come into play when you receive system updates (the fourth,
DELETED BY USER, isavailable only if you logged on asa System
Administrator).

On-Line Help
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Print ¥orksheet

Load Due to Count

Enter Counts

Print Report

Print Worksheet

Load Due to Count

Enter Counts

Click on the button, <HOW DO |> to display the information as
shown. Now, click on the line containing the words CYCLE
COUNTING, as shown above. The several steps involved with the
cycle counting function will show in the buttons on the left, and
someinformation about cycle counting will bedisplayedinthelarge
text block on the lower right.

If you click on any one of the task buttons, the system will take you
to thewindow or specific report called for to accomplish the selected
task step. Click on the <PRINT WORKSHEET> button, now, and
see how the system takes you to that report.

After viewing that report, click on the <CLOSE BOX> in the upper
|eft corner of the Reports window.

Notice how the Task Assistant window has stayed open during this
process. Thiswindow will stay open until you closeit, so that you
may step through each step in a given process; in this case, cycle
counting.

Now click on the button, <LOAD DUE TO COUNT> and see how
the system takes you to the cycle counting window:

Print Report

b
)
|
J

ESO0=—————— Inventory Cycle Counting =ic"—"—————N=1I7
Transaction Posted
Nurnber Finalized? 7 Date On JFE® To Period
r [~ |
Physical  Adjustment
tter Codes (3 Location Unit _Lot/Batch ¥ Count Quantity Unit Tupe
[
DRI oottt |7 Lot s
[
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Y ou may print out the text window in any task window, simply by
clicking on the <PRINT> button on the left side of the window.
click onthe<PRINT> button. The help notesfor cycle counting will
print to your screen as shown below. When finished, close the Task
Assistantwindows.

Screen report EEQ

Super Duper Furniture P
Task Assistance for Cycle Counting [
Report Printed on 07/09/92 at 17:16, Page #1 B

Cycle counting is based on the assumption that regular, periodic

counts of key items will ensure that inuventory counts are correct
on critical items. The process involues 4 steps:

1. Printing the worksheet will provide a list of items which need
to be counted.

2. Load Due to Count wses a window in the inventory module on

which counts can be entered. |t provides the option to preload
the window with the same items which were printed on the
worksheet .

3. Enter Counts: key in the counts found when the physicol count
was performed.

4. Print Transaction report: [t is always useful to print the
report to see what the consequences of the count are. |f the
count shows that a high walue of inventory has been lost, for
example, perhaps a recount should be performed.
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PDF Documents

Advantages of
PDF
documentation

Using PDF
Documents

Portable Document Format (PDF) manuals are delivered with every
update of the Qube ERP™ software, along with a copy of the free
Acrobat reader. PDF documents are designed for on-line reading on
al platforms.

There are many advantages to working with on-line documentation:

It'sportable. Users can accessinformation right from their worksta-
tions, without having to juggle abulky manual or dial up the Internet.

It'sconvenient. All manualsare on one CD, which may easily bein-
stalled on a server or workstation, or read directly from the CD.

It'seasy to search. Y ou may search for words or termswithin each
of thefiles. Also, each of thefilesislinked to appropriate topics
within the other files.

You have a choice. You may use the documentation on-line exclu-
sively, or you may print individual pages, whole chapters, or entire
sections for convenient referral. (Note: some graphics may appear
blurred or indistinct on the screen at normal viewing magnification,
dueto PDF’ sinherent limitations. These graphics print clearly; they
may aso be more easily viewed at alarger magnification.)

It's cost-effective. Asyour workforce grows, there’ sno need to pur-
chase additional sets of documentation. Y ou also don’t need to buy
expensive software, since we supply the free PDF reader with every
CD; itisalso available from the Adobe web site (www. adobe.com).

If you have the Adobe Reader softwareinstalled, smply click onthe
PDF file to openit. If you do not have the Adobe Reader software,
download it from the Adobe web site (www. adobe.com) or contact
QCI’s Tech Support for assistance.

Onceyou have opened thefile, you may read it onlineor printit. Y ou
may search for a specific topic using the Find tool (see Adobe's on-
line documentation for more information), or you can click on high-
lighted links within the PDF file to see relevant information in an-
other section.
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Scheduled Events Manager

What Can Be
Scheduled?

How to Schedule

a Report

" Screen

) File

Reduce or
Enlarge

® HP LaserJet

I’_k Print Later

100%

Orientation

Thereisascheduling system built into Qube ERP™. It letsyou print
reports or do certain other tasks at a later time, and at regular inter-
vals. Thisisuseful if the task takes along time, or needs to be run
routinely, like posting transactionsto the General Ledger, or running
MRP. Y ou can schedul e these tasksfor after you leavework, or even
have it do several tasks or reports unattended.

In addition to simply doing something later, the Scheduled Events
Manager can also perform repeated tasks on a set schedule. For in-
stance, you might need a set of three reports for your weekly staff
meeting. Y ou can set up the Scheduled Events Manager to print the
reports every week the night before so they’ re waiting for you when
you come in to work. If more than one event is set in the schedule
gueue for the same time, the first event gets precedence. The next
eventisrescheduled 10 minuteslater. It will berescheduled again 10
minutes|ater if you are found to bein enter datamode when thetime
comes to execute.

Currently, you can schedule all reportsin Qube ERP™, and the fol-
lowing functions. Reconstruct BOM s in the Inventory module, Fi-
nite & Infinite Load Production Scheduling in the Production
Planning module, Post Open Transactionsin the GL module, and
Rebuild Pop-Up Listsand certain utilitiesin the System Admin
module. For the latter, see “Listed Utilities’ on page SYS-155.

Scheduling areport or function is done through the same screen you
normally useto perform afunction. Any parametersfor that function
would be entered in the same way as when you perform the task
manually. Instead of performing the function right away, however,
the Scheduled Events Manager queues the task for operation at alat-
er time.

Entering the scheduling information (when to perform the task, how
often to repest it) is always done in the same way. However, itslo-
cation on the screen varies slightly from function to function.

Scheduled Events Manager
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To schedule areport for printing at alater time, double-click on the
report name in the list and enter the parameters as you normally
would. At the right of the window you will find an option for the re-
port destination called PRINT LATER. Click this check box ON as
shown in the left margin.

When you click the check box, the friendly face of the Task Assis-
tant will appear in the lower part of the window. There will also be
an areafor filling in the schedule information:

Pri ntnn|D4f23f9E- and then everg| days "I
at timel 14:25 |, at the workstation of userl 1

Y ou can change the date to tell the Scheduled Events Manager to
print thereport on alater date, or changethetime soit will print later
in the day. The time must be entered in 24-hour or “military” time.

This means that noon is 12:00, 6 in the evening is 18:00, and so on.

Y ou may also tell the Scheduled Events Manager to print the report
from somebody else’ sworkstation. This might be useful if you want
to havejust one workstation on your network run all of these sched-
uled tasks, or if you need to print scheduled reports on alocally ded-
icated printer. If you do this other userswill not know about the new
task you have scheduled until the next time they log into Qube.

If you want the Scheduled Events Manager to run atask on a repeat-
ing schedule, typein thetimeinterval (for example, 3) and select
the time unit (days, weeks, months) using the popup menu. Y ou can
schedul e tasks to repeat after a certain number of days, weeks,
months, quarters, or years. If you just want to do the task once (that
is, you don't want it to repeat), just leave the number of days blank.

If you wish to run more than one report and have them automatically
load in sequence, load them to run one minute apart and the Sched-
uled Events Manager will start one right after another.

When you have filled in al the regular parameters for your report
and also filled in the scheduled events area, click <OK>. The Sched-
uled Events Manager will then add this report to your schedule.
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How to Schedule
Other Events

Reconstruct
BOMs

Finite or Infinite
Production
Scheduling

A later section describes how to view your schedule and delete
events from it.

As stated earlier, the way you enter the schedule information isthe
same for al types of events. The difference is how you get Qube
ERP™ to display the Scheduled Events Manager. This document
will show each instance.

Click on the<SCHEDULE “ RECONSTRUCT" > button to schedule
just the reconstruction of the BOMs. Click on the <SCHEDULE
“RECONSTRUCT” & “ COSTSTO TRANS” > button to schedule
both the reconstruction of the BOMs and al so applying the new costs
to unposted transactions. Whichever button you click on, the Sched-
uled Events Manager and the scheduling area will appear.

Execute on | 86,/ B4 96 and then everul
at time [12:84 , at the warkstation of userl 1

Begin the process by loading the scheduling queue as you normally
would. When the queue isto your liking, click the button, <PRO-
DUCE MANUFACTURING ORDERSFROM QUEUE>. The EXE-
CUTE LATER box will be displayed. Click init to display the
Scheduled Events Manager.

Execute Later 4“- Execute Later Execute c-nl%f@d-f% and then evergl

at ti me|12:@8 , at the waorkstation of userl 1

Scheduled Events Manager
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Post Open Here you will find a selection called, POST LATER (AT A SCHED-
Transactions ULED TIME):
{7 Pozt Now

D Post Later Cirmediately after the NEXT invoicing procedure]
Post Later ——— (®) Past Later [at a Scheduled Time)

Click on the radio button and the scheduling areawill appear at the
bottom of the window.

Update Pop-Up Click the large button at the top of the screen called <SELECT AND

Lists UPDATE LISTSALL AT ONCE>. Y ou will see acheck box labeled
EXECUTE LATER. Click the check box ON and the Scheduled
Events Manager and the scheduling area will be displayed.

| ;',"' Hetand and Updabe Lists A ol Gawe I

X Customers List X Custemer Divizions [ Inventery ltems

ﬁ Open Orders ﬁ Chart of Accounts ﬁ ltem Groups

[® 0Open Jobs [® vendors List [X Eills of Materials
{alro ypdates Nirks of Customer Types, GL Account Types, and Work Cendars) =

Execute Later ————p»|

% Execute Later Pri nton [84723/56 | andthenevery |
oot e e St hedule at time |l4:54 , at the workstation of userl 1

Viewing Your At each place in the system where scheduling eventsis available,
Schedule and thereis a button labeled <VIEW MY SCHEDULE>. Clicking this
Deleting Tasks button brings up alist of everything scheduled for your workstation:

Uiew Scheduled Tasks:

Ewvent type Date Tirme User  Description

Report 09/12/94 2000 1 Ttems List By Item Oescription K+
Finite Scheduling Setup 89/12/94 22:688 1 Clear out old production schedule

General Ledger Posting @9/13/94 18:60 1 Perform a General Ledger posting

Report #9/14/94 12:60 1 History List by Item Code

<

‘? Delete Selected Task{s) I

Thelist isdisplayed so that the event which is scheduled next is at
thetop. Inthisexample, the next event is scheduled at 20:00 (8 PM)
on 9/12/94, when the Scheduled Events Manager will print anltems
List by Item Description report.
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If you have logged on as a SYSTEM ADMINISTRATOR, Qube
ERP™ will display one additional button, labeled <SHOW TASKS
FORALL USERS>. This enablesthe system administrator to see all
of the events scheduled by all users.

Onceatask hasbeen carried out, the Scheduled Events Manager will
automatically remove it from the list, except when it is arepeating
task. Inthiscase, the Scheduled Events Manager will reschedulethe
task to happen again at the appropriate interval .

Y ou can aso use thiswindow to delete items from your schedule.

Todeleteatask, click onitslineinthelist to highlight it. Then, click
the<DELETE SELECTED TASK(S)> buttonto removethelinefrom
thelist. If you want to delete several items at the sametime, click on
thefirst line you want to delete, then hold down the <COMMAND/
CTRL> key asyou click to select additional lines. Then click <DE-
LETE SELECTED TASK(9> to delete al the selected lines at once.
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Qube ERP™ Electronic Notifier

The Qube ERP™ Electronic Notifier, or QMail, is a means of send-

ing messages to one or more internal recipients. The message must

have a primary recipient and may also have multiple carbon copy re-

cipients. Each message may refer to a document. If you refer to a

document, the recipient may print it directly from QMail. To open

QMail, select the last button on the M odule Selection button bar.
I m sl 7lw[<=Iclmlala@l el |

I $ | <
078 I afR_linwentorulPersonnell Productn | Purchasel  4/P I Mine | GA_ | admin_I| Assistant] Hide Bar | Reports | Sehedule | Exec Infoll _OMail I

The Qube Electronic Notifier window will open.

il Qube Electronic Notifier o] x|

Send to: % Employee

i =] Detiver on|B6/82/2608 at time [14:28
and then everul days I
“1  Subject
Replyto|1 Samuel Databaze User
¥}
[~
H
Reference Type
(+ Sales Opportunity|{{” Sales Invoice |[{~ Hem Master File Record || Work Center (™ rifg Order
™ Customer " Credit Merno || (" Eill of Material = Persannel record
(™ Sales Order {~ CashReceipt ||{ Inventory Transaction ™ Machine
(" Sales Forecast (™ Lot/Batch or Serial # {" Specification
= Mendor ™ Mendor Invoice ™ GL Aocount = User ocess
{~ Manufacturer " Debit Mermo (™ Journal Entry " Other
{~ Purchase Order ||~ Check [HEBIFEER [ R
{~ Requisition

: . ) . : Q=+
Print Mail |ﬂ Close Pr1ntDucument| -0 Send » Cancel

Y ou may send a message or reply to amessage, addressing it to any
combination of internal employees. Y ou may also reference a docu-
ment by selecting from the document typesin the lower portion of
the window and entering the document number; the document can
then be printed on receipt.
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Executing Commands

The Action Menu
and Keyboard
Equivalents

Mac OS Windows

@ ctr
+

R

The Commands
Bar

Commands may be executed in any of three different ways, pull-
down menus, keyboard commands, on-screen buttons.

The Action Menu appearsto

the right of the Reports menu Find Customer... ®F

in the menu bar. Here are First

selectionsinvolving operations Back %l
Forward *]

which can be performed on Last %L

data: FIND, EDIT, SAVE AS,

NEW, etc. Each of these ::ilt“ Customer §E

selectionsalso hasa CTRL-key save %5

or COMMAND-key Cancel .
Save As =

equivalent. Thisisthe
keyboard command which will
access that menu selection.

Delete This Customer 3D

Qube ERP™ allows access to Select a Module E

all commands by menus, Pop-Up Lists ./

kevboard ivalent Switch Windows 3#B
€yboard equivaents, or on- Reference Lists =,

screen buttons. These Help #H

commands are uniform Task Assistant

throughout the system to

ensure a quick and easy learning curve. Some are dimmed, while
most are dark. Dimmed menu items mean they are not valid for the
current window or mode.

Most system windowswill display some or all of the buttons shown
below. Thisisknown asthe Commands Bar. Selecting any of
these buttons has the same effect as selecting aline from the Action
menu.

([ p ] ER=lE @]+

The Commands Bar will only display available commands. For
example, after clicking <NEW> or <EDIT> the Commands Bar
will change, hiding commands which cannot be performed while

Executing Commands
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entering a new record or editing an existing one. There are also
times when all commands are not appropriate to a specific window.

The <FIND> button activates the FIND command. If you click find,
and then press <ENTER>, the system will find thefirst record inthe
system, based on thefirst Find field. There can be severa find fields
availablein awindow. Any field that the cursor can beinserted in
whilein FIND modeisaqualified find field. Find fields can be ac-
cessed by <TABBING> into them, or by clicking on them with the
mouse. |If datais entered into afind field, the system will find the
record with the corresponding data matching that which isin the
field. If the system does not have arecord matching the data, it will
find the record immediately following the entered data. For exam-
ple, if “ Steve” were entered into afind field, the system may find the
record for “ Stevens’ or “Stew.” Thisfind functionis very fast, and
will perform nearly as quickly if there are several thousand records
inthefileasit will if there are only several dozen.

The<FIRST> and <LAST> buttonswill render thefirst or last record
in the file as determined by the order in which they were entered.

The<BACK> and <FWD> buttons scroll through the records, either
backward or forward. They will key off whatever find field was|ast
activeand into which datawasinserted (if nofindfieldisactive, they
will key off the order records were entered).

The <NEW> button allows the user to enter anew record. Thisis
how all new records get into the system, unless they are created au-
tomatically or imported. Sometimesthe New command isalso used
to initiate commands and sequences. Once the record is entered,
click <SAVE> or press <ENTER>.

The <EDIT> button must be activated to make any changesto a
record. The Edit command will only work on arecord which ap-
pearsin the window. Once the edit is completed, click <SAVE> or
press <ENTER>.

The <SAVE AS> button allows arecord to be duplicated. Thiswill
work for duplicating inventory items, customer quotes and orders,
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Keyboard
Conventions

forecast records, recurring journal entries, and any other record
where this command is present.

The <SAVE> button ends an activity and saves the changes or new
records to the hard disk. SAVE hasthe same effect as pressing <EN-
TER> when you are in data entry or edit mode, or executing a com-
mand.

The <CANCEL> button cancels any data entry or edit in process.
Sometimes canceling a function will not redraw the window, and it
will look like arecord has been inserted, but it has not.

CAUTION: Qube ERP™hasmany fieldsthroughout the system
which requiredata. If you are entering or editing datainto a
window which includes one of these fields, and wish to cancel,
you must do so by pressing <CTRL/COMMAND-.> (period). If
you try to cancel using the <CANCEL> button, the system may
requiredatato beinserted into these fields before allowing you
to cancel.

The <DELETE> button allows the user to delete records which are
no longer needed. Datais protected, however, asthe system will not
allow the deletion of itemswhich are referred to elsewhere in the
system.

Follow these guidelines when working in Qube ERP™:

<TAB> to move the cursor from one datafield to the next data field.

<SHIFT-TAB> to move the cursor from one data field to the previ-
ousfield.

The <ENTER> key should be pressed when finished working with a
record and it is necessary to update files with new information.

Press <COMMAND-.> (period) to cancel any action.

Executing Commands
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Entering Data

All Qube ERP™ windows share basic operating features. Every win-
dow hasatitle describing itsfunction, indicating whereyou are. The
System Module window title also tellsyou inwhich datafileyou are
currently working, in case you are using the multi-company capabil-
ities of the system.

Sales Order sales Order Header
: Eil To [§] 10004 Date|07/27/95 | [|ghip To [ order ([ 1255
Header Window | k]
A4 Eompany ggg gompgng hi 3456 Morth Mapl Il;os izl o]
B H = o, 3nd shi or ap | Fargo
nghllght ; HEF B AR SR PEEE RS T e, e HodkuiTie By
POp-U p Llst Loz #ngeles .'
A [s0009
Data entry area —»|[izx
Bob Idohnson 6
Credit Card ¥
Sales Rep E oo Aot Mgrﬁl o Requested Ship Date | 10/09/95 | UPS Zonel_
Fay Terms |27 10 DAYS Net 30 Last Shipped On | 08 /26 /05
PO # PO 23456 Shipment Terms | FFA via [UPS
Contract ® | Contract 7890 Change # I Change Datel
Sale Type FHOME Statusl R | Ready Sub IDDD Dept |00 Deposit = §
Mote from order 1855, This is their 43 Order Sub-Total 22518.00
: P || First arder. Lets perforn well. ..nagbe . |_ #
Comments fleld we can win the festival contract. % Sales Tax 1 000
| % Sales Tax *2 0.00
Shipping 10.00
1| Handling 0.00

Card tabs

™ Print on Work Order X Print on Order /Invaice

Total

22528.00

Commands bar —p»

Comments Fields

Multiple Windows
Data Entry

.10 Sales =$HB000;  Tst Ordered on 07/03/92; ¥ ofOrders = 2
Last Invoiced on 08/02/95; Average Sale = $1353.33

@[ K[ 4] [M]e][=] =iz

Throughout Qube ERP™ you will find areas to enter comments.
These comments are very powerful, as they allow you to be very
flexible in your data-entry process. They can be used for special in-
structions to your vendors and production staffs. Y ou can include
special comments for your customers or they can simply be used as
reminders to your people about specia situations. All comments
fields allow up to 2000 characters per item and automatically word

wrap.

Often there is more data than can be entered into one window. In
these cases, windowsare organized into car d sets. CARD TABSwill
be available in the lower portion of the window to move from card
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tocard. Thenew card will open, and the user will be ableto continue
with dataentry. An example of the window which would appear if
you clicked this button is shown below.

Sales Order EE=—————~———— sales Order Items EF‘FZ

i 10004 AAA Compan 2 o

Item S WI n d OW Itern Code Datep Slfatus Ordeted  Shippins Involced Price Um‘ta55 Ext:nsswn

Data entr ||ne _> 111 ID?KZ?KQS HI 16 I QI 230,000 m 5280.00
. R y 725 07/27/95 H 2 2 525.000 EA ]
B | R R ;
Highlight s ShatieE ‘S g S
. 111 07275 H 20 ] 264 .600 ERA 10,922.00
Data entry list —3
=
Series 7 Chair Credit Hold 22518.00
CommentS f|e|d . N°t95take sure we ship these on time, or we'll miss the boat! %
i
X Print on %Work Order [®_Frint on Order {Invoice
Fep Commizzion |530.50 Batch |0 Scheduling Prioritng_ Dizcounts
Acct Mgr Comnisn | 264 .00 Budget § | 3376 [ 0.000Hrs Pre-invaice |
. Sched Ship Date Requested Ship Date  Ordered Shippin Invaiced acd ales
Data entry line —»|[oa/mz/es | [ B DrdBere: Status Epment Code
08/02/95 2 Hot Final If
07/15/92 7 Unsched.
it
BN DS 6] ot J\_rens [
[]

Data Entry Area

Highlight
(Current Item)

These are areas where data may be entered. These may differ from
areato area on the window. When inserting data into a header win-
dow like the one on the previous page, the user will TAB from field
tofield onthewindow and typethe appropriate data. Wheninserting
datainto one of the many summary windows, however (such asthe
window, shown above), dataistyped into adataentry line, whichis
situated above the edit list. The highlight will rest on the current
item in the edit list.

The highlight indicates the current item, whether itisinalist orin
an order entry window. In the window above there are two high-
lights, onefor thelineitems and one for the ship dates. The highlight
aso indicates data which will be replaced. To type over datain a
field, it must be highlighted. Data reflected on the window is also
determined by the current item. In the example above, for example,
the ship dates, comments, budget and other information are for the

Entering Data
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second item in thetop list; the one highlighted. If you click on anoth-
er itemin thislist these itemswill change, reflecting the “new” cur-
rent item.

Note: You can also changethe current item and corresponding
information using the up and down arrow keys. Besureto click
inthelist, first, however.

Lists 2 Basic Types of Lists

Data Entry Lists

Current Item

There are two basic types of lists used in the system. Onetypeis
used to view and edit records in the data file (data entry lists). The
other isused asareferenceto help the user look up appropriate codes
which may need to be entered into fields of other records (lookup
lists). There are two kinds of these.

The data entry list isthe list of records which gets loaded as you in-
sert new records into the data entry line. An example of data entry
listsisthedisplay of different itemsordered by acustomer on asales
order or the items being ordered by your company on a purchase or-
der. Theformer isshown on the previous page. Because each sales
order and each purchase order islikely to reference many items (and
perhaps many shipments for each item), the system displays thisin-
formationinalist. If lists were not used, you would need to view
eachitemoneat atime, click edit, enter the new field valuesand then
click save for each item on the order. Thiswould bevery inefficient
and time consuming. Listsallow the user to view and edit field val-
uesfor al itemsand al ship dates, storethevaluesin thelist and then
update the data file with a single command.

Thecurrent item residesin the dataentry list. Each time you enter a
new record in adataentry line, it getsadded to thedataentry list. To
move between recordsin the list, click on the line you wish to acti-
vate, and the window will take on the attributes of the activeitemin
thelist.
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Editing a List

Entering Datain a
List

To edit an existing list, click <EDIT>, then click on the linein the
list you wish to edit. It isimportant that you find the line you wish to
edit after clicking edit. When the EDIT key is pressed, Qube ERP™
will begin by automatically selecting thefirst lineinthelist and mak-
ing it current, regardless of which line had last been clicked on or
viewed before clicking edit.

Simply editing a value at thetop of alist isnot sufficient to edit
the contents of thelist. Once you have clicked edit and sel ected the
line you wish to change, type the new information, and <TAB>
through each field. Tabbing out of the field will cause the new val-
ue to replace the old value in the list. Records are edited based on
thevaluesfound in thelist (not inthe dataentry line). If you seethe
new valuein thelist, it will replace the old valuein the record when
you click <SAVE>. If you see the new value in the data entry line
but notinthelistitself, therecord will probably not be changed when
you click <SAVE>. Thisappliesto all listsfound in the system.

To add additional datato an already existing list, click <EDIT>, and
then click inthelist, just below the bottom lineas shown below. The
dataentry line will empty and the cursor will jump to thefirst field
init, ready to enter the next record. Once you are finished, click
<SAVE>, or press <ENTER>, and the changes will be written to the
file.

|§DE Sales Order ltems =————— [vi-[3I5|
10004 ARA Company I 1555 -8 of S
Itern Code Date Status Ordered  Shippine Invoiced E/D Price Unit Extension
I I ] a i} i} 0.000 I 0.00
725 07729795 H 3 z z Z  5g5.000 ER Z,100.00 |41
T 0?/27/95 H 16 2 7 9 330.000 EA 5,280.00
725 07/27/95 H a8 3 5 525.000 ER 4,200.00
a1 0?/27/95 H 20 20 264 600 EA 10,922.00

Data cannot be entered directly into alist. Therefore, asectionis
provided at the top of liststo allow dataentry. Thisisknown asthe
Data Entry Line. Entries made at the top of thelist are then copied
to the appropriate line within the list itself. Thisway, the user can
edit many lines within alist before writing that information to disk

Entering Data
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Deleting a Line

from a List
5 »
=]

Sorting Datain
Lists

(by pressing the <SAVE> button). The values from the current line
will be displayed at the top of the list in the data entry section.

A list may include several items (sales order items, cash receipt
lines, cash disbursement lines, etc.). If you wish to keep the basic
transaction (sales order, cash receipt, etc.) but delete select line
items, you can do so by removing any data from the first data entry
fieldinthelist. For example, the above sales order showsfour lines.

Todeleteline4, click <EDIT> and then click on and removethe data
from thefirst dataentry field (Item Code) online4. Asyou tab out
of thefield, the system will clear the datafrom the other fieldsin the
line, redraw thelist to show that line as empty and set up your cursor
to accept data entry in the next line of thelist. The list would then
look likethis:

|EDE sales Order Items EEEEE
10004 AAA Company 1855 -3  of 3
Itern Code Date  Status Drdered Shippin Involced B.-’ Price Unit Extension
| I 0.000 I 0.00
725 07/27,/95 H 2 S525.000 EA 2,100.00 |4
7111 0v/27/95 H 16 ? 9 330,000 EA 5,280.00
725 07/27/95 H K 2 ] S525.000 EA 4,200.00

To save the change(s), click <SAVE> or press <ENTER> on your
keyboard.

To undo the edit, click <CANCEL> or press <COMMAND/
CTRL-.(PERIOD)>.

The default sort on theserecordsin listsis alwaysthe order in which
they were entered. However, thisis often not the most convenient

way to view therecord. Y ou can normally change the sort in each of
these windows by clicking on thetitle of the column on which you
wish to sort.

EDE Bill of Materials EEEEE|
o111 [Y[series 9 chair
Drawing Material
E Quantityloc'tn  Unit Labor Yalue & Overhead Yalue Level
9111 FR/ NN I 2.000 I IEH I 3360000 I 428 . 00000 2
9111 FR/FIN 2.000 A EA 23, 60000 428 . 00000 2 |4H
9111-FAE/SEH 1.000 A EA 13. 00000 0. 15000 2
9111-FO/CUT 1.000 F EA 4.83800 15. 43600 2
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Selecting Multiple

ltems in a

Contiguous Items

Select All

Non-contiguous

Items

Mac OS Windows

7

List

+
k

When you close the window, the sort will revert to its original form.

Often the system will provide ways of editing entering datainto sev-
era linesinalist at once. Closing scheduled PO receiptsisan ex-
ample of this; thefunction allowsyou to select several linesand then
click abutton, such as Set Statusto Closed. Thiscan bearea time
saver.

There are two ways to select contiguous linesin alist.

Click Drag

Movethe cursor to thefirst item in thelist you wish to select. Click
onit, and, holding the mouse button down, drag the cursor to the last
lineinthelist. When you releasethe button, all of thelinesyou have
selected will be chosen.

Shift-Click

Click on thefirstitemin thelist you wish to select. Then, releasing
the button, moveto the cursor last item. Holding the shift key down,
click onthelastitemin thelist. Both thefirst and last item and all
those in between will be selected.

To select dl of theitemsin alist, first click on any item in the list.
Then, press <CTRL/COMMAND-A> on your keyboard, (CTRL-
Windows/COMMAND-Mac). All itemsin the list will be selected.

Click onthefirstitem you wish to select. Then, holding the <CTRL/
COMMAND> key down (depending on your platform), click on
each additional item you wish to select. If any of the items are con-
tiguous, you may CLICK DRAG them, while holding the <CTRL/
COMMAND> key down.

Entering Data
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Lookup Lists

Lookup lists are used to find information needed for the complete
and accurate entry of another record. For example, when entering a
salesorder, the system requiresthat the user enter the correct code of
the customer who will be billed for the order. It also requiresthe cor-
rect item code for the items the customer is buying. For example, if
your data file contains 2,000 customers and 5,000 items, how will
you remember the correct customer and item code for each order?
Qube ERP™ providestwo different typesof lookup liststo help with
thistask: Pop-Up Lists and Reference Lists.

Pop-Up Lists Pop-Up Listsare lists of datawhich are stored in the Qube ERP™
datafile. The contents of these lists are loaded into your computer's
memory (RAM) when Qube ERP™ is started up. Pop-Up lists are
fast (when not too big) sincethey arein RAM at all times. The sys-
tem merely shows or hides the list as the user commands. Hereisan
example of aPop-Up list of items displayed on the sales order items
window:

|§D§ sales Order Items =———————m-115
10004 AAAR Company 1855 -1 of 5
Itern Code Date Status Ordered  Shippin Invoiced =Xl Price LUnit Extenszion
725 07 /27 /95 IH Al z H| A szs.u_o?rg| 2100.00
(88 EETTECH, UK ERRE 400ES 4
192, CELLTECH, BULK PLD. 20002
2MD LELEL 2ZHD
60" LEG ELAMK FOR S-PIECE TRELE LEG ELANK
60" LEG BLAMK FOR S-PIECE TRELE OAK, LEG BLAMK
T23 TABLCHAIR-0AK DIMING/ARHS & HERDREST 725
923 AFTER STEF FIN 923/FIN
923 AFTER STEF MILL 923/MILL
:gEEEELHBEEEGHEEN ALPHA-SUM CELLTECH ggggsl
Motes [ 1ol g:;kﬂgﬁ:n FRAMF FMR 9111-r: CHAIR gow?‘:grnnnr
X Print on Work Order ﬁ Frint on Order / Invoice
Rep Commission [210.00 Batch [0 Scheduling riority] | Discounts %] |
Acet Mgr Comisn[ 105.00 Budget § | 1204 [ 0.000Hrs Pre-mvaice | [

Using Pop-Up Each record has a primary “ address’ code. In the customer master

Lists to Find file, it isthe customer code; in theitem master, it istheitem code; in

records order entry, it isthe order number, etc. Inevery case, youwill seea
E next to the primary addressfield. Clicking on thisbuttonwill dis-
play alist of thetype of record entered in the sel ected window. Dou-
ble-clicking on any item in the list will cause that record to be
displayed. Do not click <FIND> first.
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Locating Lines in
a Pop-Up List

When using the Pop-Up liststo find arecord, as in the previous ex-
ample, you may click the button to display the Pop-Up list. Then
click inthelist (anywherein thelist). Pressthefirst few characters
of the item's description on your keyboard and the system will re-
spond by searching the list for amatch on your entry. For example,
entering the letters“ Con” might find the item whose description be-
ginswith Cont ract :

E=—————— Item Master File, Card #¥1 ="rca0FF—F———r—r
ltem Code  [[T111 [ceries o chair
Group [[FIrE FURN [CAREITE ROD CUT TO 27 LENGTH BSR4
) ] CELLTECH 198/180 50220
Option Clasz CELLULASE 40,000 CU/G 20030
ttern Type [ CHAIR BRACKET 0005
- CHAIR-0AK DM | MG /ARMLESS DRC1
Revision Code CHAIR-0AK DIMIMG/ARMS & HEADREST DRCE
Fost Updated [01718/96 | |CHAIR-0AK DINING/MITH ARMS DRC2
HERRY WOOD CHERRY
- CLOSURE, 22 MM HG WHITE 10020
Material Cost | 902. 17200 CGHPONERT 1M ROD S
Freightin | ©0.00000 [EENTRAET HRiNERRNEE e CNTRRET HEi
) CUT & SEWN FRERIC FOR 9114 %CHATR 9111-FAE/SEW
Material O/H _ 0.00000 |ony Eogn FoR 9111 CHAIR a111-Fo /0T

If you wish to search the list a second time, you must press the
<BACK SPACE> key or click on thelist again to clear the search
buffer. Then enter on the keyboard the search keys you wish to use
on the next search. If you do not press <BACK SPACE>, Qube
ERP™ will interpret the next characterskeyedin asbeing in addition
to thefirst set of characters pressed for the first selection.

*To use Pop-Up lists to enter data

If you are entering data (adding a new record or editing an existing
record), Pop-Up lists become extremely useful. Whenyour cursor is
in afield in which you wish to enter a code (e.g., inventory code,
item type code, customer code, etc.), you may do the following:

1. Click the E button to cause the codes list to
appear.

2. Scroll down the list to find the record you wish
to enter. If you know the first couple of charac-
ters of the left-most column in the list you are
looking for, click anywhere in the list and then

Entering Data
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Closing Pop-Up
Lists When
Invalid Data Has
Been Entered

Limitations

type these characters. The first item with those
characters will immediately be selected.

3. Double-click on the code you want entered.

4. The code you have selected will be entered into
the current field, the Pop-Up list will disappear,
and the cursor will advance to the next data
entry field.

Thesystemwill not allow you to closeaPop-Up list whenaninvalid
code has been entered. |f aPop-Up list has been displayed and you
cannot find the code you want in the list, click into the data entry
field and enter either the desired code you want, or any other valid
code, or no codeat all. Then <TAB> out of thefield. Then click the
@ box to close the Pop-Up list. After you have tabbed from the
coae field with avalid or blank code, the system will allow you to
close the Pop-Up list. Thisistheway all lists work.

Pop-Up lists have someimportant limitations. First, they are not up-
dated every timethe datafile changes; rather they are batch updated.
If you add new items to your datafile, the Pop-Up listswill not re-
flect the changes until they are manually updated. Therefore, Pop-
Up listsare most useful when the contents of the Pop-Up lists do not
change very often. A second disadvantage of Pop-Up listsisthat
they will display theentirelist all thetimeand will do soinwhat may
beavery limited amount of window space. Itisnot possibleto select
to load only the subassemblies from your 5,000-record item master
file using Pop-Up lists. Scrolling up and down avery large list
squeezed into such asmall space may be difficult.

In addition, only listswhich are likely to be referenced in the use of
acertain window can be displayed when viewing that window. It is
not possible, for example, to view aPop-Up list of GL account codes
while working on the sales order items window. Finally, Pop-Up
lists are loaded into RAM, so very large lists will require lots of
RAM, and can slow the system down.
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Reference Lists To overcome these limitations, asecond set of lookup lists has been
provided. Theseare called ReferenceLists. Anexampleisshown
below.

. e I
Reference List = Gmamiiie——
. Select an Inventory Item: ‘
e Description of BBAL 122264 =
Window e elowe B
: a3 Table Cast 3.008
List Area (e Table Erackere 43.000
oS Chair Bracket -11.608
e Ttem #6 10.008
a7 Ttem #7 5.005
Er] Ttem 48 -100.900 o
Data loadi definiti onas Ttem #3 5.008 =
ata loa Ing ennition . Load » beginning at| Baseon (@ Code ) Description
) Cust T ) Work Cents O Empk O nutside R
ST 3 ©) ProbiemCotes € o Comukets ) Hachines
Dpen Jobs ) Cause Codes ) Actions & Activities () Depts
_ H e n’pe ] ) BL Ascounts Group
Pop U p LIStS ) Open FOs ) Ship Terms ) Ship Wia ) Tax Codes
) Customer & Wendor Types ) Manufacturers || Pay Terms ) Checking Accounts
@ tem Master File  Group[ALL 2] Type [ALL
H H H H ) Inventory Group Cod O Inventory Sub-Group Cod O R Cod ) Positive Oty Batch
List selection Criteria =[5 im0t o oot O e sire € Fosthacry o
Control buttons ———— [ aurt by ot || sort by Description | & Retoad List | [ S an' EEIIEETE Iz

Reference lists are displayed by reading data from the Qube ERP™
datafile and displaying it in lists for reference by the user.

These lists are refreshed each time, so the data they display is accu-
rate and up to theminute. Becausethey arerefreshed each time, they
provide a much more powerful searching ability than pop-up lists.
No batch update procedureis needed to update thereferencelists. |f
the display does not appear asyou expect, click on the <RE-
LOAD LIST> button. Tomakeit easier to narrow down your record
search, reference lists provide the ability to select only a portion of
the total file; i.e., load 30 customers whose company name begins
with G; or load 25 items whose code begins with AB26 and which
aretype RAW and group ABCD. Any referencelist can be accessed
no matter which window you are viewing. And reference lists can
be viewed in either a small window or alarger window. You can

Mac OS Windows  gpjitch between them using the zoom box.

ctr To load areference list, press <COMMAND -, (COMMA)/CON-
TROL - / (FORWARD SLASH)>, or select REFERENCE LISTS
from the Action menu. The Reference List window will appear.
The various sections of this window are listed below.

0
-+
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Grow box

List area

Data loading
definition

Clicking on this box expands the list. This allows you to view more
records at atime, making it easier to find what you are looking for.

Thisiswhere thelist datais displayed.

Use this areato determine how many records to load, which record
will be your starting point, and how the records are to be sorted. For
example, if you wished to load 30 customers beginning with Gr ay
and sorted on name (description), set thislineto look likethis:

||-03E||2'tE1 , beginning at Iﬁmk' Ease on ) Code %) Description

List selection
criteria

The next time you load the list, it will begin with these criteria, and
with the records which are already loaded. To change your display,
simply change this criteria, and click the button, <RELOAD LIST>.

Caution: If all of your codes are numeric (e.g., 10005, 150007,
etc.) and you select toload alist of recordsbased on a code start-
ing with Aaa, no recordswill befound. Alphabetic codesare
found after all numbers. Therefore no codeswould be found.

Usethis areato determine which data setsto load into your list. Not
only can you choose between customers, inventory items, vendors,
GL accounts, etc., but you can a so narrow down your search to var-
ious other criteria, such as customer types, item groups and types,
vendor types, etc. Some of theseitems can be accessed through Pop-
Up lists. Simply click on the radio button next to the file you wish
to load and insert the group or type code into the appropriate field.
When you tab out of that field, thelist of records you have selected
will load, based on the criteria you have entered.

This can be very powerful. An engineer, for example, could select
to load only those parts which fit acertain Group or Type when
buildingaBOM. Thiswould reduce errors and make searching
much faster. Again, in order to changethedatain alist, changeyour
search criteriaand click the button, <RELOAD LIST>.

GEN-66

Entering Data



General C,

Loading Datain Loading datais easy. Just select which list you wish to load, and

the List <TAB> through the fields, providing the data as required. If you
want all types or groups, simply leave these fields alone; the default
ineach caseisAl | . Thenselect thelist youwishtoload by clicking
the appropriate button in the bottom section of thelist. If the selec-
tion you have chosen offers a choice of Type or Gr oup (e.g., Item
Master File, Vendors, Customersor GL Accounts), thelist will load
when you <TAB> out of the type or group codefield. All other lists
will load when you <TAB> out of thefield labeled Beginning at. Or
you may click the button labeled <RELOAD LIST> at any time.

Sorting buttons Use these buttons to change the sort after the datais loaded. If you
click on one of these buttons, the data that is already loaded in the
list will resort. In addition, the column which carries the new sort
will be displayed on the left. Thisisvery fast, and makesit easy to
locate specific recordsin the list.

Lists may be selected and loaded by either the code or the descrip-
tion fields. Thedisplay will be appropriate to the choice made, with
the primary selection field in the first column.

Finding Records You may use reference lists to find records on certain windows. For
with Reference example, you may view the Customer Master Filewindow, display
Lists the reference lists window and load the list with customersin the

range you are looking for. Do not click <FIND> first. The find
should begin by displaying the referencelist. Double-click on the se-
lected customer in the list and Qube ERP™ will load that customer
onto the window. It will not, of course, display a selected customer
if you are viewing the item master file or the vendor master file or
other unrelated windows. Y ou must be searching in alist relevant to
the window you are viewing.

Entering Data If you are entering data and click the | box, Qube ERP™ will re-
with Reference spond by displaying a Pop-Up list. If, instead, you press <COM-
Lists MAND -,> (COMMA)/<CONTROL - / (FORWARD SLASH)>,

Qube ERP™ will respond by displaying the Reference List win-
dow. It will first try to guess which type of list you need (items, cus-
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tomers, etc.) If it can, it will display awindow for the selection of
only the appropriate list. Thiswindow looks like this:

Reference List for =—————— Referencelist =—————"Vp5
a Specific Field select an Inventory Item: |
H H Chair - Oak Dining/Armless 12,8688 ORCL
While in Data Chair - Dok Dining/Arms & Headrest B .00 DRCS
Entry Chair - Oak Dining/fith Arms 8888 ORCZ
Chair - Series 7 8,088 7111
Chair - Series 8 8,668 3111
Chair - Seriez 9 | .@EE 9111
Enzemble #1 - Dining Room B.68668 ORL
Fabric - Brush 8,668 BRUSH i
Load| 2@ heginning at|Gray Group|ALL L bazed on ) Code 80 Deseription
Sort by Code Sort by Description Reload List Cancel 0K
| ] | ] | ] | ] | |

Noticethat thislist has no selection areain the bottom. 1t knew that
the user was |ooking for inventory items because the cursor was rest-
inginanltem Codefield whenthelist wasactivated. If itisnot suc-
cessful inguessing which list you need, it will display the Refer ence
List window which allows you to choose the list to load.

After loading the list, you may double-click on alinein thelist and
the list window will close and copy the code from the selected list
line into the field where your cursor is.
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Calendar

Version 7.35 provides a calendar display for easier selection of
dates. The calendar will pop up when you arein enter datamodein
adatefield if you press <COMMAND -/> (FORWARD SLASH)/
<CONTROL -/> (FORWARD SLASH).

Hednesday, October 28th, 1998
iSun iMon iTue iled i Thu iFri iSat {idan iJul
1 2 aiiFeb {Aug
4 5{ 6 7i @i ai 1oiilariSep
118 12i 13{ 14i 15i 16i 17iifpr i0ct
12 19i 20f 21i 2z2i 23i 24iiMay iMow
251 26 27i*2gi 20i 30 21iidun iDec
{97 i9q

|>( Eance]“ v IIIKl

The month selections on the right can be used to quickly change the
month. For example, if you click on the Dec box, thewindow display
will immediately changeto this:

Honday, December 28th, 1998

iSun iMon iTue iled iThu iFri iSat {idan {dul
1 2i 3i 4i s5iiFebifug
G Fi &8i 9i 10§ 11i 1z2iifariSep
121 14i 15i 16! 17 18i 19iifpr i0ct
20i 21i 22i 22 24i 25i 26{iMay iMHow
Z7iE2@ 29! 30f 31 Jun i Dec
ig7 {09 ;

|>( Eance]“ v EIKl

If you click on one of the year boxes to select either the next or pre-
vious year, the display will change appropriately and the next and
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previous year boxes will update to be appropriate with the new dis-

play, likethis:

Tuesday,

December Z8th,

1999

iSun iMon

Tue

Hed

Thu

Fri

Sat

Jan

Jul

1

2

]

4

Feb

Aug

3 =]

5

2

]

10

11

Mar

Sep

121 13

14

13

16

17

13

Apt

Oct

19: 20

21

22

23

24

23

Miay

[y [=1N]

261 27

*28

29

20

21

Jun

Diec

i o8

00

|>< Eance]“ W EIKI

Whenin enter datamode, the calendar can be used to enter a selected
date. For example, if you are entering a new manufacturing order
and your cursor isinthe datefield, you can bring up the calendar and
select the appropriate date. When you click the OK button, Qube
ERP™ will fill inthe selected datefield from the date selected on the
calendar. If you click on the CANCEL button, no change will be

made in the selected date field.
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Recalculate Buttons
Many fields which display computed information in Qube ERP™
will recalculateif you click on thefield label, and these fields can be
identified by their italicized labels; this serves as an invisible recal -
culate button. For example, on Item Master Card #1, on the Quan-
titiestab, you will find a number of italicized field |abels:

Enmmrttas f Salas 0.000 #verage Daily Use
My i Foasarts (0 ol Annuatized Use
foen F7s 0.000 E00Q.
et s A
Custorner Stock

Sl for Frodtn
Aflava fa Sand Lfovk

Todal Stack 0,000
Fenerad Shock 0.000
Pin, {araty) Fhwk [
Pl Stk 0

Manths on Hand 0. 000

Y ou may click on fields in the following modules:

Inventory and BOMs

Ontheltem Master Card #1 window, the Quantitiestab, thefol-

lowing fields have recal culate buttons:

Committed to Sales
Qty in Forecasts
Open POs

Outwork Open POs
Scheduled for Prodtn
Allocated Genl Stock
Total Stock

Genera Stock

Ontheltem Master Card #1 window, the Batch Quantitiestab,

the following fields have recal culate buttons:

Committed to Sales
Qty in Forecasts
Open POs

Outwork Open POs
Scheduled for Prodtn
Allocated Genl Stock
Total Stock

Recalculate Buttons
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¢ Genera Stock

Ontheltem Master Card #1 window, the Usagetab, thefollowing
fields have recal culate buttons:

o v

Onthelnventory Transactionswindow, the Coststab, thefollow-
ing fields have recal culate buttons:

-

For more information about the [tem M aster Card #1 window, see
“Item Master File, Card #1” on page INV-13.

Order Entry

On the Customer Financial Information window, the following
fields have recal culate buttons:

¢ Open Orders

e YTD Sdes

« Baance Due (not for Dynamics users)

e PaysInvoicesin (not for Dynamics users)

For more information about the Customer Financial | nformation
window, see “Customer Financial Info Window” on page OE-12.

On the Sales Order Header window, the following fields have re-
calculate buttons:

¢ Order Subtotal

For more information about the Sales Order Header window, see
“Sales Order Header Window” on page OE-29.

On the Sales Order I1temswindow, the following fields have recal -
culate buttons:
e Shipment Status

For more information about the Sales Order [temswindow, see
“Sales Order Items Window” on page OE-39.

GEN-72

Recalculate Buttons



General

C

On the Forecast Header window, the Header tab, the following
fields have recal culate buttons:

e Forecast Subtotal

On the Forecast Header window, the Items tab, the following
fields have recalculate buttons:

e Shipment Status

For more information about the For ecast Header window, see
“Sales Order Header Window” on page OE-29.

Purchasing

Onthe Vendor Master File window, the following fields have re-
calculate buttons:

¢ OpenPO's

e Balance Due (not for Dynamics users)

For more information about the Vendor Master File window, see
“Vendor Records’ on page PUR-3.

Receivables

On the Invoice Header window, the following fields have recal cu-
|ate buttons:

e Baance Due

e Invoice Subtotal

For more information about the | nvoice Header window see “In-
voice Header Window” on page AR-30,

Onthelnvoice Payment I nfor mation window, thefollowing fields
have recalcul ate buttons:
¢ Amount Due, Dollars

For more information about the | nvoice Payment I nformation
window, see “Invoice Payment Information” on page AR-40.

Recalculate Buttons
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Payables

On the Debit Memo Header window, the following fields have re-
calculate buttons:

e Unapplied Dehit

For more information about the Debit Memo Header window, see
“Debit Memos’ on page AP-11.

On the Vendor I nvoice Header window, the following fields have
recal cul ate buttons:

+ BadanceDue

* |nvoice Subtotal

For more information about the Vendor | nvoice Header window,
see “Vendor Invoices’ on page AP-2.

On the Paymentswindow, the following fields have recal cul ate but-
tons:
*  Amount Due

For more information about the Payments window, see " Payment
Info window” on page AP-10.

Onthe Commissionson Each I nvoicewindow, thefollowing fields
have recal culate buttons:
e Gross Payable

For more information about the Commissions on Each I nvoice
window, see “Commissions on Each Invoice” on page COM-14.

General Ledger

Onthe Chart of Accountswindow, the following fields have recal-
culate buttons:

*  Amounts

For more information about the Chart of Accountswindow, see
“Chart of Accounts’ on page GL-40.
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Browsers

Using the
Browsers

Edit Field Values
for Selected Lines

Qube ERP™ contains a number of browsers, designed to make the
task of viewing and editing records quicker and easier:

Item Master File Browser
Customer Master File Browser
Vendor Master File Browser
Vendor Invoice Items Browser
Sales Invoices Browser

Sales Opportunities Browser
Inbound Shipments Browser
Outbound Shipments Browser

Each browser works in essentially the same way, although fields or
buttons may vary. Here are general instructions on using browsers;
for specific instructions, refer to the appropriate browser in the fol-
lowing pages.

e Using the Browser

1.
2.

Click the CLEARAND LOAD THE LIST button.

Use the various radio buttons, checkboxes, and
fields provided on the window to select specific
data to be loaded.

These will vary with each browser; for specific information, see
the appropriate browser discussion in the following pages.

Press the ENTER key to load the list.

After thelist isloaded, two more buttons will be displayed:
EDIT FIELD VALUESFOR SELECTED LINES and COPY
SELECTED LINES.

Use the bottom section of the window to set up the changes you want
to make on selected lines. Y ou may change the entire field value(s)
or partial field values.As with any powerful tool, thistool can be

Browsers
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Copy Selected
Lines

User Access
Privileges

used to make things better or to make things much worse. Because
you can change so many fields so easily, you can therefore set up
things wrong in more fields in more records more quickly than ever.

This function is useful with the Item Master file function, when set-
ting up adatafile and you find there are groups of item records that
must be copied for slight modification. Y ou can use this window to
rename the copies as you wish.

Be careful when assigning user access privileges, sinceusing the
browser allowswidespread changesto be madevery quickly and
easily! Try out any major changeson a Playdata filefirst, or
make a backup befor e proceeding.

O =——————User Access Privileges=———————— 1§
ARERENE [ 7 Enabieean [ F  Disanlesn
[ 7 nabtethis || #  oisavleThis
| {? Apply These Privileges to Other Users I
& Accts Receivable @ Imventory + BOMs % Personnel + Labor
% Purchasing % Accts Payable % General Ledger
E Reparts E System Admin
[1 Samuel Hilson
Function Access Privileges
Customer Browser ¥ View [ Add B Editor Delete [ Print
Customer Types VES VES
Tax Codes YES YES
Backlog List {Prepare Orders to Irnwoice} YES YES
Serial Humbers to Shipments YES YES
Opportunity Qualifiers YES YES
Sales Activity Types YES YES
Sales Activities YES YES
Sales Lead Sources YES YES
Customer Financial Information YE YES
Gz tomer . Browser E: GEg
Sales Opportunity Browser YE! YES
Opportunities Search YES YES
Customer Search YES YES
Forecast Spreadsheet YES YES
Backlog Spreadsheet YES YES -
Follow up List HO HO =
Customer Contacts YES YES
Find One Serial Mumber VES VES |~
Edit Credit Status of Sales Orders YES YES il
52

Enabling View and Add privileges will allow usersto load the list
but not make changes.
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ltem Master File

Browser

Inventory &
BOMs

Option
Selection

Item Master
File Browser

Type

Group

Sub-Group

Option Class

M= MactarFiloRrweor ———— [N1H
m— arfllaBrowsor————— 0I5
For (@ all Tupes and (@ all Groups and (@ all sub-Groups and @ all Option Classs
€ Tupe= | €1 Group= | ) sub-Group= | € ootion cla:] —
Sales Keeping
ttern Cod Type  Group Dot Unit Uit
[ Rt TABLE Es  EA =
UL loble Leg nuls KAl ABLE LA A
0003 Table Costers il TABLE EA  EA
0004 Table Brackets Fild TAELE E#& EA
felalay Chairs Deachad Ll TADLE HARDLARE Ea EA
0005 I tem #5 Rall Eh  EA
7 item #7 Fiid Eh Eh
0003 [ E4  EA
0009 itk E4  EA
0010 itk E4  EA
0011 Ral Ea  En
03 LAE E#& EA
10006 Bottie, 100 oo HGHM HOPE lhite R4l NEC EA  EA
10020 Closure, 38 mm HG white Rl  NEC Eh  Eh
10082 Ravor coil 9 am (1710 box) Rill  MEC Ei  EA
11 Braze Preparation B Ei  EA
12 Braze Lag Ei  E&
123436739012345 Testing Alpha Links Rl ALPHA E4  Eh [af
i3 T. O fAuugi LA Ef Ef -
B T = T 1
¥||_iiem Code viio | I
L j
[ | [TA ot rera vatges for Setected Lines | | F conu cetected Linesl 1
| ¥ cicar and Load dhe List | | Cdit Tisid Vaiusa Tor Gelected Lines | | O] Gopy Seieeied Lincs | von =
————————— 2=

Window Attributes

{Radio button} Select all types, or select onetype and enter the name
in the data entry box.

{Radio button} Select all groups, or select one group and enter the
name in the data entry box.

{Radio button} Select all sub-groups, or select one sub-group and
enter the name in the data entry box.

{Radio button} Select all option classes, or select one option class
and enter the name in the data entry box.

Browsers
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General

Change

{Drop-Down box} Select, from the following options, the values

you wish to change:

ithe whoie fieid

Item Code
Description

the last character of

char’s 4to 1 from the end of

Group
SubGroup

fntinn Clace
Oplion Class

SubClass

Stockkeening Unit
Purchasing Unit
Stock Units per Purchase Unit

Sales Unit

T4
T

Prime Yendor
Lead Time
2nd Yendor

GEN-78
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General

Customer Master
Flle Browser E—————————————————

me
faif=|
For @ all Types Selested Ship to State
_VER Beleted Shipfo Bbate
) Tupe= | TALL i =
i ! Suir o Tnip
Kow Yalue _ Name State Tupe Twpe 2 Rep At Statye
10002 X2 COMPAY G4~ RETL Jd 300000 A
10004 AnA Company cha  END s 000 100000 PPA o
10005 CCC Company MO EWD  EMD 1 000 15000 PPA 4
Order Entry 10007 Highuater Furniture, Inc. MJ  MFG  HFB 1 00 10000 A
Functions 10010 ABC COMPAMY i RETL oo 00 5000000 PPL A
10014 Fockwell farketing Dept. ©h  IFG i 000 33000 #
Customer 10013 Fiockwell Engineering ODept Cé MFG oo 000 10000 A
o 10016 OME TERRIFIC S4LES PROSPE LI MFG 0o 10000 A
Master File 001 Build to Siock MFG it} 0 &
10026 International customer fr state 50 0og o A
Customer
Browser
B
-
Change[_the whole field ¥ [ Tupe Codes |t |
— 3 — 3
3 Clear and Load the List | | 47 Edit Field Walues for Selected Linesl —
[ j w j %

Window Attributes

Type {Radio button} Select all types, or select onetype and enter the name
in the data entry box.

Selected Ship to {Data Entry} Enter the name of the ship-to state if desired, or leave
State ALL.

Change {Drop-Down box} Select, from the following options, the values
you wish to change:

| thewholefield | Type Codes

| S ————

Type #2
Account Mar
sales Rep
Credit Limit

i AL o

n_ .
ro3LaAn venil Leo

P R Y
El JupALccountc
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Vendor Master

File Browser =) =
= =]
For @ allTupes O Tues [ | _ ety
Code Go.r Type G Aot Limi_Sue Time
* ima Usndor 1400-000./00 0 000 o
111111 1 1400-000,00 0 000 [
222222 1400-000/00 0 000 a
22222 1400-000/00 o ooo o
" 44444 vendor 4 1400-000,/00 0 000 a
Purchasing ACTE Acme Supply Company B590-000,/00 0 000 1}
Functions BLF Bloke's Landings Farms £500-000/00 0 000 o
EAGBEA Edger Dewsers 1400-000 /00 20000 000 G
SetU ML vendor Trom rrance 14UL-ULU U 2oy wuu u
P LAMUAR  Laomn_ Uarehouse 1400-200,/00 0 000 o
Functions METAL  Motal Carhonic S000-000,/00 0 onn a
MORIND  Morris Industries 1400-000/00 40000 000 o
Vendor TABMAK  The TableMaker 1400-200./00 0 000 10
Browser WOOMAR  Hood Harehouse T400-000,/00 F0000 000 a
I=
Changal tha ihala fiald w |l Tunn wltn [
08 ] i 1
— T
| J7 Edit Field Walues for Selected Lines I ]
s St St e Z

Window Attributes

Type {Radio button} Select all types, or select onetype and enter the name
in the data entry box.

Change {Drop-Down box} Select, from the following options, the values
you wish to change:

| thewholefield |[ Type

Sales Tax Rate
Crodit limit

Default Lead Time

Default GL #
Gl SuhArct

S SUDACDY

Send 10997
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Vendor Invoice
Items Browser

¥Enaor invoice Iiems Growser EIS
For {® all Yendors {7 Yendor= | [X Select Posted Invaices X Select Imvoices Showing a Balance Due
i Seiect Unposted invaices T Select imvoices Showing fid Baiance Due
Beginning Date | 81./61 /1926 Ending Ds(EIBEJBUzBBB
Custorner
Vendor  Invaice Inbound  Outbound  Invaice
lvaios ® Code Date AL Code b ezt Aot
Code  Date /L Code b Allocation Freight Fraight  Amount
44330 EMGEEA  12,/01/1992 1400-000,/00 HO o FT,970.00
Accounts 44390 EACBEA 1270171992 1400-000,00 HO o 0,00
Payab|e 44555 EACREAL 120011002 1400 200 0 MO o il
5 EAGBEA  12/15/1902 1400-000/00 0.00 i 0
Payables i Chimn syt vam-ow e oo
Functions EE 1234 EAGBEA 02/02/1905 1400-000/00 0.00 MO 0
FR1734 FaRRF4  N2/N2/1005 14 NN AN nnn HA n
Vendor Invoice 4 E 0.00 [
Items Browser i sonio EnGEEM 05/ L fon iEmE—i olon WO
U1 60010 EAGBEA 09/13/1992 1400-000/00 1855-3 0.00 MO 0
Ul BOD0 EAGEEA 09/13/133% 1400-D00/00 18531 0.00 MO0
030797 INTL 0270171937 ZZ0O0O-000/00 o
-} o 5 o
030797 INTL  02/01/1997 1400-000/00 0
43444 LAMHAR  11/30/1992 1400-200/00 0.00 W0
tebtd LaMHAR - 11/30/1992 S000-000,/00 0.00 HO Q ||
44444 LaMUaR  11/30,/1992 1400-200/00 0.00 MO 0 -
6057 LAMWAR  11/25/1852 1400-200/00 .60 W g =
el Cihtian _13452% 1005 tanacsanemn Aan n__a
Change[ the whole field ~1[ PO Item key vlto |
[ @2, Clear and Load the List | [ {7 Edit Fielg valugs for Selected Lines |
[ _EEFOIITNDIEL L J 2
Window Attributes
Vendor {Radio button} Select all vendors, or select one vendor and enter the
name in the data entry box.
Select Invoices {Checkboxes} Select one or more of thefollowing: posted or unpost-

ed invoices, invoices showing a balance due, and invoices showing
no balance due.

Dates {Data Entry} Enter the beginning and ending dates.

Change {Drop-Down box} Select, from the following options, the values
you wish to change:

the whole field [ PO Item key
Job code
GL code
date
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Sales Invoices

Browser i Invoices Browser————— [ E
For (8] all Customers () Customer = | [X Select Posted |nvoices I Select Invoices Showing a Balance Due
[ Select Unposted | nvoices ™ Select Invoices Showina NO Balance Dug
Beginning Date |B1/01/1988 | Ending Date B3/8L /2808
Custormer  lnwoise Freight Invaics Fraight Fraight
invoice ¥ Code Date Custorner PO invoice Subtotai Chargs Cost
Accounts 1235 10002 02/02/1395 1,275.00 75.00
Receivable sa0s igaar gajzijigaz 3 0 0.0
Joo9 10002 1070371992
Invoices & 5014 10001 014101003
‘ S50 1ao02 Y0701, 1008
Credit Memos Eed s aoioriee
Sales ncices N T
Browser Sog2 10004 02/22/1002
5100 10001 07/01/1998
= 10002 03/01/1996
S1ig 10002 09/01/1996
S121 10001 0015 /1006
S229 10001 0472171997
S24a 10010 10/19,/1008 X
CHM3157 10002 07/26/1993 -350.00 =73.00 .
CHI251 10026 021271999 —-16.53 :
| Phananl #ha uihola finld -l caln Tuna -ltn T
| Change| the whale field =1l sale Type wlts |
(I o oo 1 e e o o 1
% Ciear and iong ihe List_| I /it Fieid Vaives or Seiscted tines | C
Window Attributes
Customer {Radio button} Select all customers, or select one customer and en-
ter the name in the data entry box.
Select Invoices {Checkboxes} Select one or more of the following: posted or unpost-

ed invoices, invoices showing a balance due, and invoices showing
no balance due.

Dates {Data Entry} Enter the beginning and ending dates.

Change {Drop-Down box} Select, from the following options, the values
you wish to change:

[ thewholefield | sale Type
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General

Sales
Opportunities
Browser

Order Entry
Functions

Sales
Opportunity

Opportunity
Browser

Type

Selected State

Lead Source

O=—————————————sales VDOIuNIlies Browser———— g

For @ allTupes

£ Dot B oo £om
tost B g O pu,

=2 dade Laad Souics Sales Dep 0 Nan =
O Type= AL ALL ALL
ate 5

I
[
i

[0

Change| the whole field | [ Tupe w|to |

% Claar and Losd tha list | [ F Fit Fisd Valuos for Galuoten Lines |
i |

sl

Window Attributes

{Radio button} Select all types, or select onetypeand enter thename
in the data entry box.

{Data Entry} Enter a state name, or ALL, in the data entry box.

{Data Entry} Enter the name of the lead source, or ALL in the data
entry box.

Sales Rep {Data Entry} Enter the name of the salesrep, or ALL, inthe dataen-
try box.

Won/Lost/Open/ {Radio button} Select the status of the sales opportunity.

Postponed

Browsers
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C

Change

{Drop-Down box} Select, from the following options, the values

you wish to change:

the whoie fieid |

Type
Sales Rep
AcCcount Manager
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C

Inbound
Shipments
Browser

Main Menu

Purchasing
Functions

Receiving
Functions

Inbound
Shipments
Browser

Ship Dates

Change

il Inbound Shipments Browser

Ol x]

Earliest Ship Dalelﬂl/@l/lgﬂ Latest Ship Date |BS/25/2MB

Aotusl  Expected

Bill of Supplier  Ship PO Freight  Freight Int'l Freight
[Supplier Name Lading * Code Date PO# Subtotal Cost Cost Forwarder
Compu ter Compon 5551111AAS-1 CcCc 01/08/1999 60191 2,242.05 761.56 Crown Shipping &
Eager Bevers — 610543-A-01 ERGEER 08/17/1930 60201 1000

B
| cora®t |1 cara®z |

Shipment date to  [os/z5/za08

& Clear and Load the List

ﬁ Edit Field ¥alues for Selected Lines |

Note: The PO Header must have aBill of Lading number for the PO
items to appear on this window.

Window Attributes

{Data Entry} Enter earliest and |latest ship dates in the data entry

box.

{Drop-Down box} Select, from the following options, the values

you wish to change:

Shipment date
COD call tag or Pro &

International Shipper
Yessel Nhame

International Freight Quote
Number of containers

ETA Port

Last Free Day

Arrival notice received
Original Bill of Lading Received
Packing List Received

Customs Exam Date

Customs Clear Date

Browsers
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General

Outbound

Sh I p me nts Fd Dutbound Shipments Browser _ o] x|
Browser Beginning Date [B1/01/1998  Ending Date 0572572000
- fetus]  Expeeted
Main Menu Eill of Customer  Ghip Ivoice Freight Freight Freight
Lading # Code Date Pro Nurnber Invsice # Subtotal Charge Cost Cost
AZOZ9-5523 0470671993 123 5225 -
Accounts AZ1Z1-4521 10005 0370171929 G27ASD 925.32
H D2089-4723 10007 0971271998 COD
Receivable G2131-5509 10005 0970771999
Invoices &
Credit Memos
Outbound
Shipments
Browser
Totals 0.00 0.00 0.00
Shipment date to  [es/z5/z000
% Clear and Load the List {7 Edit Field ¥alues for Selected Lines |

Window Attributes

Ship Dates {Data Entry} Enter earliest and latest ship dates in the data entry
box.

Change {Drop-Down box} Select, from the following options, the values
you wish to change:

COD call tag or Pro #

International Shipper
Yessel Name

International Freight Quote
Numbaer of containers

ETA Port
iasifree Day

Packing List

Customs Bram Date

Customs Ciear Date
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General C,

Spreadsheet Windows
SO=————————— Backlog Spreadsheet - By Month =———————[=-5/]

€1 Select Days & Weeks & Select One Hem or ALL 2
(O Seleot Weeks & Months () Selest Dne Customer or &1 [ALL =
@ Selest Months & Quarters

&) Display Units Start Datelw End DateIW
C) Display Dollars

Itern Code Jan 94 Feb 24 Mar 94 Apr 94 May 34 Jun 84 Jul 94 Aug 94 Sep 94 0ct 94 Nov 94
925 5 12 ||
anot 4 10

9111 3 s 14

DR1 2

453 KIT 10

WHMILK )

onoz 1

ano3 3

RCO99ETF A3 25 25

40085

3009z 4

Spreadsheet Qube ERP™ contains several windows which allow the presenta-

Windows tion of data in spreadsheet form. For example, if you have severa
outstanding orders for an item with scheduled delivery datesin dif-
ferent time buckets, it is useful to be able to see this demand repre-
sented as one line on awindow showing the total requirements for
each period, rather than listing all the different lines with no total.
Forecasts, backorders, scheduled PO receipts, production ma-
terial requirementsand work center capacity requirements are
all areasin whichit is often helpful to be able to view large blocks
of data summarized with total requirements for selected periods.

Two Levels of Card one will display the higher level of detail; card two will dis-
Detail play the datain a more summarized form. Begin the process by

clicking the button, [ s . Y ou must then select any of
these choices to define the bucket size for the data:

) Select Weeks & Manths

(1 Select Days & Weeks
@ Select Months & Quarters

Spreadsheet Windows GEN-87



General

C

Card #2 Display

Determine which
items to display

Each of these choices providestwo views of the same data. Card one
will show the finer detail, card two the coarser. For example, if you
select MONTHS& QUARTERS, the monthly totalswill be displayed
on card #1, like that shown on the previous page.

The quarterly totals will be displayed on card two, like this:

ESIM=———— Backlog Spreadsheet - By Quarter =————m-101-

Start Date[01/01/94  End Date[ 12731754 _ -
B @ @ @ &

Item Code 9194 0294 0394 0494 Totals
325 5 12 17 4
oooi 14 14 =
2111 B 14 22
DRI 2 2
453 KIT 10 10

WHMILE 100 100
000z 1 1
0003 3 3
RC999BTF/3 50 50

afli

In addition, the card tabs at the bottom of the window will change,
reflecting your designation. Defining the buckets as weeks and
months would result in adisplay of weekly totals on card one and
monthly totals on card two.

Next, you must determine whether to display ALL items or just one
item (or customer or whatever else might be appropriate to the se-
lected spreadsheet).

(&) Select One Iterm or ALL
O Select One Custormer or All ALL

Y ou must also enter adate range and the date range must fit the
spreadsheet appropriately. If, for example, you selected to display
the datain days and weeks but entered a date range spanning 24
months, Qube ERP™ would adjust the date range to fit into its capa-
bilities. A 24-month span would require the display of over 700 col-
umns of data on the daily spreadsheet alone, which exceeds the

GEN-88
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General

C

Sorting Columns

Drilling Down

capacity of the Qube ERP™ spreadsheets. The Qube ERP™ spread-
sheets can accommodate up to 21 buckets on card one (21 days, 21
weeks or 21 months). Card two will alwayshave fewer bucketssince
it displays the datain a more summarized form.

Start Datelmmwm End Datel 12/31/94

Each column may be sorted by clicking on the column label. The
click will cause the column label to be underlined. The column will
be displayed in a contrasting color and the data will sort in descend-
ing order if it is numeric or ascending order if it is non-numeric.

Itern Code Jan 94 Feb 94 Mar 94 Apr 94
| LK 100

| oot 4] 10

| 453 KIT 10

a111 3 B

DRI z

0002 1
| 0003 3
| 30092

40085

925 5

RC999BTF /3

Y ou can explode the data to see what detail records make up the to-
tals. Thisis done by selecting one row and then clicking on the
button at the top of each column. Qube ERP™ will respond by find-
ing those records which qualify (the selected item within the date
range appropriate to the selected column). These records will be dis-
played on awindow used for the display of lists of datawithin the
selected module (e.g., backlog datawill be displayed onthe Backlog
List window, open PO datawill be displayed on the Scheduled Re-
ceipts window, etc.) From that window, you may also double-click
onany onelineto view thedatain greater detail and, if you wish, edit
the data.

Spreadsheet Windows
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General .
Printing the To print the spreadsheet data, press <CTRL/COMMAND-P>. All
Spreadsheet spreadsheet columns for both cards will be printed. Because there

Graphing the
Spreadsheet

Formatting the
Graph

may be up to 30 columns, the report will require two horizontally ar-
ranged pages to print one page of al columns.

To graph the spreadsheet, you must first select up to ten lines from
the list which you want to beincluded in your graph. Y ou can select
one or more lines, contiguous or non-contiguous, in the usual man-
ner (see” Selecting Multipleltemsinal ist” on page GEN-61). Then

click the [EI8#E| button. Two windows will be opened. First, you
will see the actual Graph Display window.

el Graph Display EEFE
U Sales
n
| 25
t
& -
20
15 |
10
=]
[ Lt | |l | W |
94 Mar9d Aprod hay9d Jun @4 Jul 94 Aug 9
Period
|l 9111 [ DR1 [@453KIT W 0002 [ 0003 REL999BTF 40085 W 3009%

The second window you will see will be the Graph Control win-
dow. Using this window, you can redisplay the graph in several dif-
ferent formats, and you can swap axes:

Graph Control

HE=

[<] Swap axes

[1 Dual vertical scales

Max points:| 50 ]

[ print |

Click to rove the

zelected graph elerment.
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C

Print the Graph

Y ou can also format the color of each element and text. Asyou move
the cursor over each element that can be formatted, it will changeto
amagnifying glassicon. If you double-click on the element, the fol-
lowing window will be displayed. Make your selections, and then
click OK.

Format Graph Tesxt

Tent: Period
style: Justify:

1 Plain

[ Bold

O fatics

O underline ) Full Justify

Color: Red 0 |I3reen| 0 | Blue| 0

[ canear | [ ok

Y ou can print the graph by clicking the button on the
Graph Control window. This selection will provide you with the
standard printer destination window. Print the report as you would
any other in the system. The printed report will include both the
graphic and the supporting numbers.

Spreadsheet Windows
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General

Printing Reports

E[I=——————— Invoiced Sales Reports
Graphic Monthly Irwoiced Sales Graphic Report
Invoiced Soles By Invoice Humber <lrvoice Fegister?
Invoiced Soles By Customer Hams

Irwoiced Soles By Customer Type #1

Invaiced Soles By Customer Type #2

Irwoiced Sales By ltem Code

Invoiced Soles By ltem Code - Delivery Ferformance

Report List ———»

oo

Please Double Click to Enter Parameters
Flease Enter Beginning Inuwoice Date 04424795
Flease Enter Ending Irwoice Date 04/24 /96

Fleaze Enter a Range of Customer Codes or ALL ALL

Report Parameters ——

@ Screen
(O Laser'writer §
> ) File
(C) Graph
™ Print Later
Reduce or
Enlarge 90%
| Origntation __

Report Destination
(appears after double-
clicking on report
selection

Orientation guide

Print Detailed Lines? YES
Frint Mon-Zero Balance Due Only? MO
Include Customer Return Ordees? NES.. ool o

o ?
Print Credit Memos in Separate Section? MO

Cancel

i

Libraried reports buttons

il
All reportsfor al modul es are accessible through the Reports menu.

Reports

Opportunities Reports

Customer Reports

Thesereportsare available at al times, from any module. Thereisa
DO IT YOURSELF reference at the bottom of the Repor ts menu.
This selection will take you to the Qube ERP™ ad hoc report gen-

Sales Rieports | erator which makesit easy to get data out at any time, in many for-
Recelvables Reports mats. Two of the selections on the Reports menu have little arrows
Inventory & BOM Reports »

Job Cost & Labor Reports

Production Planning Reports

Purchasing Reports
Payables Reports

General Ledger Reports

Do It Yourself Reports

=

Reports

L

k

by them. This means another “sub-menu” is nested under these se-
lections. If you hold down your mouse next to Sales Reports, for ex-
ample, you will see asub-menu letting you choose between Booked
Ordersand Invoiced Sales. Y ou can also access reports for each
modul e from the function selection pal ettes and button boards for
each module. Selecting any of these methods will load alist of re-
ports for the selected module into the Report Selection window.

Or you can access the Reporting Functions Palette by clicking on
the <REPORTS> button on either the M odul e Selection Window or
Module Bar. Thismethod of selecting reports can be quicker, since
it takes you directly to the subset of reportsin each modul € sreports
window, which is referenced in the Reporting Functions Palette.
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General é

Reporting Functions Palette

Reporting Functions

Group  Marne

Opportunity Reports
Lfuarrent Opportunity Reports
Export Opportunity Reports
History Opportunity Reports
i Sales Event Reports
Customer Reports

Customer Labels
i Customer Lists
oked Order Reports
Backlog Reports
Booked Order Averages
Booked Order Lists
Print Some Orders, etc.

Double-clicking on the BACKLOG REPORTSsubheading in the Re-
porting Functionswindow above takesyou directly to the Backlog
section of the Booked Order Reportswindow below. This saves
the step of having to scroll through all of the other report sectionsin
the window, and can save alot of time.

|§DE Booked Order Reports =—————— 7=/
Spreadshest Backlog by |tem Code 12-month spreadsheet

Eack |og Backlog bu Customer Home

Eack [og Baocklog by Dote Heeded

Eack log Bocklog by |tem Code

Eack [og Backlog by Ship-To Hame within Customer PO Humber

Back log Qrders Ready to Ship & lnwoice

Back log Backorders to Fill from lnwentory

When you use any of these methodsto initiate the reporting process,
aReport Selection Window similar to the one shown above will ap-
pear. Click on the arrows on the scroll bar to the right of the reports
list to examine al of the different reports available to you in the se-
lected module. Altogether, Qube ERP™ includes over 400 different
pre-formatted management reports.

Reporting Functions Palette GEN-93



General

C

Report
Parameters
Selection

The reports window has several distinct areas. The top areais the
ReportsList and listsal the reports available for each module.

In the bottom half you will see two sections. On the |eft side of the
window appear the report parameters. These will be different for
each report, and control which datawill appear on areport. These pa-
rameters can be changed by tabbing into them and typing over them.

Enter Selection Parameters or Click Cancel.
Select Earliest Date First Entered 01/01/80
Select Latest Date First Entered 01/27/94
Enter # of Zip Code Characters to Use in Sort 1

Beginning Zip Code Range 1234
Ending Zip Code Range 99999

Include Active Customers? YES

Include Inactive Customers NO

Print 2nd line with Contact Name & Phone 7 NO
Print 6-lines with Bill-to & Ship-to Address? NO
Print in Credit Report Format NO

Before this can be done, however, the report must be activated. Ac-
tivateareport by double-clicking on it in the ReportsList. Once
areport is activated, it must be printed, or the <CANCEL> button
must be clicked.

Once areport is activated, several choices will appear on the right
side of the window, above the orientation guide. These are there-
port'soutput selectionsand are the samefor all reports, with one ex-
ception; Graph. Graph isonly available for those reports showing
with a“G” inthereportslist. The G signifies that this report can be
printed to a graphic report.

Iroiced Sales G By Customer Type #1

Invoiced Sales G By Customer Type #2

Iroiced Sales G By |tem Code

Invaoiced Sales By ltem Code - Delivery Performance
Iroiced Sales G By |tem Group Code

Irvoiced Sales G By |tem Sub—Group

Irvoiced Sqles G By Saqles Lead

Select which output the report should go to by activating the appro-
priate radio button. The default is set up inthe My Preferenceswin-
dow, but can be overridden here.
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Printing to File

Print Later

Printing Reports
to Screen

Screen Report
Window

If you select FILE, you will get aSYLK format report which can be
opened in a spreadsheet. After sending the report to file, the output
file may be opened from the spreadsheet application. Since you are
reading the report from the spreadsheet, you need not worry about
how it is sorted. Use the spreadsheet to sort the data however you
want. It isalso best to select the report which provides the most in-
formation, since you may delete and rearrange data columns oncein
the spreadsheet application. To understand what the column titles
are, print one page of the report. The column titles are the samein
SYLK asthey are on paper. The SYLK report, however, printsonly
theinformation in the detail section of the report. SY LK reportswill
not print subtotals or subtotal headings.

If you select PRINT LATER, you will activatethe Scheduled Events
Manager function. See " Scheduled Events Manager” on page
GEN-47 for information on how to use this function.

For convenience, all reports can be printed to screen before they are
sent to the printer, so you may review them before printing.

Screen reports can be split for easier viewing. Thisis done by mov-
ing the Split Boxes at the bottom and side of the report window.
Click on one or both of these and move them to the desired location.
The following results will occur.

SJ=——— Screen report =———U|
Super Duper Furnijprniture
Inventory by Item {lem Code, Current Costs|{
Report Printed on 01/27D1/27/94 at 18:47, Page #1

Stock

Item Code and Description On Hand 8.K.U.
0001 Table Leg Boll|eg Bolts 50.000 Each
0002 Table Leg Nut||eg Nuts 100.000 Each
0003 Table Casters [fasters 25.000 Each
0004 Table Brackets||rackets 50.000 Each
0005 Chadr Bracket |[racket 50.000 Each
725 725 Table 1e 1.000 Each

9111 FRIFIN

aM frame £ 1.000 Each
9111 FRAME 3

4.000 Each

Reporting Functions Palette
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Show Paged Report
Open Page Preview

Print Page
Print Report

Copying Report
Data Into Other
Applications

Mac OS Windows

Lo+
o+

Reports can also be printed directly from the screen. Thisis done by
clicking onthelittle box with the letter P inthe upper right corner.
If you place your pointer on this, and hold down the mouse button,
you will see several optionsallowing you to send your report to your
printer after viewing it as shown to the left.

Datacan be copied directly from a screen report and inserted into an-
other application. Use your mouse to place the pointer in the upper
|eft corner of a screen report, and holding the button down, drag the
pointer to the lower right corner. The systemwill create abox around
the area you selected:

L e ] |
" Material + :
' Stock Overhead |
1Iem Code and Deseription On Hand 8. K.U. Cost
10001 Table Leg Bolts 100.000 Each 0.25000 |
10002 Table Leg Nuts 50.000 Each 0.15000
10003 Table Casters 50.000 Each 1.00000 ¢
10004 Table Brackets 100.000 Each 5.00000
10005 Chair Bracket 25.000 Each 1.00000 |
1725 725 Table 1.000 Each 375.00000
19111 FRIFIN Finished frame € 1.000 Each 12.00000
19111 FRAME Assembled frame 4.000 Each 12.00000
\9111-FABISEW  Cut & sewn fabri 5.000 Each 0.15000
19111-FOICUT Cur foam for 911 5.000 Each 11.67600 ,
\CHERRY Chenry wood 1.000 BF 0.75000 |
DRC1 Chair-Osk Dining 12.000 Each 100.00000
\FIN-1 Finish in Light 2.000 Each 1.00000 |
[FIN-2 Finish in Black 4.000 Each 1.00000
FOAM _ ____ Fosmuselinmek ________1000BF_ ______. 1.50000 _*
GLUE Glue used to att 10.000 GL 3.00000 *

Thisselection can now be copied by using the control keys shown on
theleft, and can then be pasted into aspreadsheet or word processing
program. When the data goes into the other program, it is alr eady
fully parsed for further calculation and evaluation.
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Printing Graphic
Reports

This selection is available

for graphic reports

C
In order to generate graphic reports properly, afile named
GRAPHRGB. DAT must be placed in the same directory as each Om-

I
C—2%

GRAPHRGE.DAT

Reportswhich offer graphic reporting capability will display the“G”
in the list and Graph as a choice when selecting to print the report.

Inuoiced Sales
Ihwoiced Sales
Irwoiced Sales
Irwoiced Sales
Inuoiced Sales
lhuoiced Sales
lhwoiced Sales

By Customer Type #1

By Customer Type #2

By ltem Code

By ltem Code - Delivery Ferformance
By ltem Group Code

By Iltem Sub—Group

By Sales Lead

% Screen

{0 HP LaserJet

) File

——p |{C} Graph

[T Print Later
Reduce or
Enlarge 100%
Orientation

oo o [ -]

Qube ERP™ will begin by processing the dataand will then display
the datain graphic form. A graph control palette will also be dis-
playedto allow the user to select different types of graphs, swap axes
and print the graph. Once you have selected the type of graph and
chosen colors, you may click the <PRINT> button. Both the graph
and the numbers on which the graph are based will print out. Y ou
may change the graph form and print it again, as many timesasyou
want.
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Report Thisindicates the default page setup of the report. For these setup
Orientation values to print automatically, the Printer Settings must have been
set up. If this step has not been completed, you will receive an error
Eﬁf:f:e°r1 00% message similar to this when you double-click on any report selec-
Orientation tion:

Page set up error 90: Failed to find formatting record for
Macintosh Portrait 0 LaserlWriter 300

See “Printer Settings” on page SYS-91 for information on how to do
this.

If you wish, you can change the setup. After double-clicking on the
report selection, you may select PAGE SET UP from the File menu.
Y ou may change the page setup to print any way you want. The new
page set up will not be saved, however, and will always revert to the
default shown when you first selected the report.
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Storing and Using
Frequently
Printed Reports

Print Merge

Qube ERP™ allows each user to select any number of reports and
identify each as frequently used by him or her. This function is de-
signed to save each user from the trouble of selecting reports from
each reportslist for regular printing. For example, a person who pre-
pares regular weekly sales reports may wish to include several
booked order and invoiced sales reportsinto alibrary of often-used
reports. A person working with accounting data, on the other hand,
may wish to include some receivables, payables and general ledger
reportsin alibrary. The click of one button will allow each user to
view and set parameters for the set of frequently used reports he or
she has chosen.

When viewing the Reports window, two buttons are displayed for
use in managing this function:

*‘E #&dd to My Reports
% Load My Reports

Selecting any report which has not been previously selected to bein-
cluded inthereportslibrary for the current user will allow the<ADD
TO MY REPORTS> button to be clicked. That will select the report
and change the <ADD TO MY REPORTS> button to <OUT OF MY
REPORTS>.

e+ Out of My Reports
% Load My Reports

Clicking this button will remove the selected report from that user's
library of frequently used reports and enable the first button. The
<LOAD MY REPORTS> button will load onto the Reportslist win-
dow all reports flagged as being included in the selected user's li-
brary. Each one may then be selected and the appropriate report
parameters entered for the current printing

Qube ERP™ provides functions which allow users to write their
own lettersin word processing applications and export datafrom the
Qube ERP™ datafile for usein print merge. There are four compo-
nentsto this task:
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1. Thedatafile, which contains the information about company
name and address;

2. Qube ERP™ application, which contains the program instruc-
tionsthat allow the user to create the export file;

3. Theexport file, which contains the field values used in each let-
ter to address the letters; and

4. Theword processing document, which contains instructions as
to how the letter should be worded and where various pieces of
information should be printed in each letter.

The process of generating |etters begins by viewing awindow on
which isfound a button labeled . This can be found on the
Customer Basic | nfo window, the Vendor | nformation window,
the Sales Opportunitieswindow and the Per sonnel Basic Infowin-
dow. View the customer, vendor, employee or sales opportunity to
whom you wish to address your letter and simply click the button la-
beled . The system will acknowledge that an export file has
been created by displaying a message that looks like this:

0 Now Open "Sales Letter" Word Document & Print Merge.

The next step requiresthat the user merge the exported datainto the
format of the sales or vendor or opportunities or employee letter. To
do this, both files (the exported data and the word processing | etter)
must bein the same directory on your desktop. Y ou will alwaysfind
the exported data in the same directory as Qube ERP™ application
on the user’ swork station.

Now open your print-merge word processing document. This docu-
ment has aformat that looks like the examples on the following

page.
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Y ou should consult the word processing program's documentation
for additiona instructionsin the use of the Print-Merge function.

E=———"——"—"—— Sales Letter

«DATA Sales Data»
«Dates

«Company Name»

«Address»

«IF Address2»«Address2»
«ENDIF»«City», «States» «Zip»

Attn: «Titles «First Names «Last Names
Dear «First Names:
E=——————————————— llendor Letter

«DATA Vendor Datax»
«Datex»

«Company Name»

«Address»

«City», «Statex «Zip» «Country»
Attn: «First Names «Last Names»

Gentlemen:

E=———————— PR Letter
«DATA Personnel Datax»

«First Name» «Last Namnes»
«Address»
«City», «Statex «Zip» «Country»

Dear «First Names:

Inquiry

«DATA Sales Op Datax»
«Date»

«Corpany Names»

«Address»

«IF Address2»«Address2»

«ENDIF»«City, «State» «Zip» «Country»
Attn: «Title» «Contact 1»

Dear «Title» «Last Name»:
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Ad Hoc Reports

The Ad hoc report generator offers the power-user a quick report
generator and query facility.

When anew Ad hoc report is created, the first window that opensis
called the Fields and Query window. The first three icons on this
window allow the user to see the three views of the report-query: the
Fieldsand Query, the Report L ayout and the Output of the query.
Switching between these three views of the Ad hoc report has been
made as easy as possible so that users can quickly perfect their que-
ries and obtain the required data.

Each Ad hoc report can be saved for use at alater time. Thus, over a
period of time, users can build up alibrary of useful reports which
are saved in separate files on disks rather than as part of an applica-
tion file. They can be copied to floppy disks and shared with other
users and modified as requirements change.
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The Reports The Ad hoc reports menu (i.e., Reports menu) can be installed on
Menu the bar by opening Do It Y our self Reports from the Qube ERP™
Reports menu.

The options in the Reports menu are divided into four groups; the
first group of four commands al act upon Ad hoc report files on the
disk, the next two groups refer to the current Ad hoc report window,
and thefourth group expandsto list all the open Ad hoc reports. Here
isasummary of the options in the menu:

Reports

New
Open...
Print...
Export...

Close

Save %S
Save as...

Revert to Saved

Change Template...
Parameters...
Page Setup...

New Thisalowsyou to create anew Ad hoc report, and opensthe Fields
and Query window with an empty Field list. Y ou are presented with
alist of templates on which to base the report.
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On the Macintosh, the window looks like:

Column AHR Golutnnar Feport sz of Date
lahole 3y3 5
uuuuuuuuuu Coluth 1 Columt 2 Colutn 3
Row AHR Recoxrd 1 Field  Field
Becord 2 Field  Field
Fecord 3 Field  Field
Becord 4 Field  Field
Record 5 Field  Field
Reoord 6 Field Tield
Becord 7 Fisld  Field
Tiecord & Field  Field
Recoxrd 9 Field  Field
Eecord 11 Field  Field
Field Field
Field  Field
Field
[ | Fage [=|
=1 B
il [4]» [«]»
@ OhiNis
Nata courca:
Data source. |
< SQL
[ . 1 i s b |
| Cancei | [ 0K ]

On Windows, the window looks like:
Select template for new report M =]

Labels 3435 —
Row SHA Columnar Report ag of Date
Colurin 1 Calurin 2 Columng
Record 1 Fieldd Field
Fecord 2 Fiedcd Field
Flecod 2 Field Field
Record 4 Field Field
Fecord B Field Field
Record B Fiedd Field
Recard 7 Field Fieldt
Record 8 Fiedd Field
Recaord 9 Field Fieldt
Record 10 Field Field
4| | L &
& OMNIS
Data source:
1500

Cancel | ak I

On selection of the required template, the blank Field list is dis-
played. The Select fields dialog a so appears.
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Open

Print

Export

Close, Save, etc.

Change Template

Parameters
Page Setup

Ad hoc Reports
List

This opensthefile selection dialog so that you can select an existing
Ad hoc report.

Print allowsyou to select an Ad hoc report from the disk and send it
direct to the printer.

The Export option allows you to select an Ad hoc report file from
your disk, and then export it in one of the eight export formats. Y ou
can export datato afile, port or clipboard or publish it for other ap-
plications to read.

= set export type and destination ==

Sylk

dBase

Lotus

Delimited (commas)
Delimited (tabs)
One field per line
0mnis data transfer

Port

Clipboard

— Cancel
L

The options for Close, Save, Save as and Revert to Saved operate
as you would expect. Revert to Saved simply reloads the report
from disk. If you attempt to close an Ad hoc report without saving,
you will be asked if you want to save before closing.

This option operates on the current Ad hoc report window to allow
you to change the report layout for another stored in the template
file. Y ou can change from data displaying across the page to up and
down.

This option is used to alter the margins and set up label reports.
The Page Setup option displays the standard printer setup dialog.

In addition to the options described above, the Reports menu lists
each open Ad hoc report. As each Ad hoc report file isloaded from

Ad Hoc Reports
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disk, or created with the New option, the menu grows and the new
file nameis added.
Beports
New
Open...
Print...
Export...
Close
Save S
Save as...
Revert to Saved
Change Template...
Parameters...
Page Setup...
Purchases by Supplier
Suppliers
Monthly Purchases
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The Fields &
Query Window

Thisisthe blank Fields and Query window:

=———  Reportl ee8——————1-
3|1 [(Field v sort v auery ] B |5+2

]

o

|

QUERY Q

|

=

Inthiswindow, you enter the fields you requirein the Ad hoc report,
and set up search, sort and totaling parameters for the report.

B/
Thefirst four icons are called, from left to right, Fields, Customize,
Output and Rebuild. The screen that first opensis called the Field
list, and this can be selected with thefirst icon, Fields. The Custom-
ize icon opens areport design screen where you can make layout
changes that affect the visual appearance of the printed output. The
Output option shows the results or table of records selected by the
‘last’ query. Rebuild displays the output, bringing it up to date by
generating a new table of records from the ‘current’ query.

It is easy to display the Fields, Customize and Output views but it
takes some time to see the results of the Rebuild icon. The Output
iconisuseful if youwant aquick look at the previous resultsand see
what changes you need to make, either to the query lines or report
layout, before rebuilding.
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Selecting the Customize icon displays this window:

Reporti

Customize b I

e 1
| rext |

—_—

S

The corresponding output screenis:
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Reporti

FATTEND AT _SEQUENCE  FATTENDAT CUS_KEY
T

FATTEND AT_EV_KEY

10016
10016
700002
10016
10005

(=R I L, I R
o
=]
=]

T fa R
=
=
=

E¥ 1
E¥1
EY3
EV3
Ev2
V3
E¥1

FATTEND ATCTYPE

OOSO0 0000

xRz Ex]

FATTEND AT_ECUST

E¥1 10005
EYZ 10002
E¥S 10004
E¥Z 10001
E¥E 700001
E¥1 700001
E¥1 700002
E¥Z 10016
E¥3 10005
E¥3 10007

E¥1 10018

[«[»

S

The Print and
Export icons

(1]

The Print icon sends the current output to the printer. Export dis-

plays the export destination window as shown earlier.
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Three pop-up menus, Field, Sort and Query, areavailable along the
top of the window. These are shown below, but described later.

Add Fields... 3%F Sort First #®1 Normalize Query Structure
Add Calculation Sort Last #®2 Show Structure Only
Add AND No Sort *0 Do Not Show Indents
Add OR
Add Comment Descending 3D | |~ Automatic Connections
Upper Case U Distinct Rows Only
fAlter Name... New Page Maximum Table Rows (100000)...
Invisible #1 Subtotals
Totaled ®T Clear All Queries
Format » Clear All Sorts
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The Operator
icons

=[O Bl|lv
X< 2> | X

These operator icons are used when entering queries. Queries allow
certain records to be selected from the files. The *check mark’ and
‘X’ iconsare used to confirm or cancel any text you typeinto thetext
entry areaat thetop of thewindow. If you use aspreadsheet, you will
be familiar with this system.

Selecting the CHECK MARK (or pressing <RETURN>) removesthe
editing cursor so that no additional or extraneous text is entered in
the text entry box.

The result of aquery is aways atable of records. The table can be
printed using the report template and the printed output can be cus-
tomized by adding graphics, color, etc., to the report layout as re-
quired.

Ad Hoc Reports

GEN-111



General

Three Views of
the Field List

C
>E B 2

The three icons on the right of the Fields and Query window relate
only totheField list and changetheinformation shown for thefields.
The default view shows the query lines, Titles showsthe text labels
and formatting commands selected for each field in thelist and Cal-
culations displays the calculations used to work out the values of
any calculated fields.

All thefield options selected viathe Sort pop-up menu are shown on
thefirst view; i.e., Queries. Options selected in the Field pop-up
menu are displayed on the second view; i.e., Titles.

Note: Double-clicking on thetitle bar of the Field list cyclesthe
current view between Queries, Titlesand Calculations.

In the Titles view, you specify the text label required for each field
in the report. For column reports, thetitle is placed at the top of the
column. Y ou can a so include aformatting command so that the data
for that field is displayed in the required form: centered, right-justi-
fied, converted to a string/number/date, etc. The format commands
are those used in the Jst() function. So, to center afield and entitleit
Customer Code, thetitle\format entry is:

Cust oner Code\ "
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Default format
0

0.00

# ##0

# ##0.00

£# 20

£# ##0.00

d mmm yy
d/m/yy

hh:mm AM/PM
hh:mm
hh:mm:ss

d mmm yy hh:mm

v Default justification
Left
Right
Center

Not es\ 15

truncates the Notes field to 15 characters.

A selection of useful formatting strings are provided in the For mat
option of the Field pop-up menu.

Placing a number after the *\" sets the maximum number of charac-
tersto be displayed for that field; for example:
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The Add Fields
Dialog

Deleting Fields

The Add fields dialog is opened automatically when you create a
new Ad hoc report.

E(I==—— Add fields

FSUPPLIERS
FCONSTANTS

K] seiect fiie ]
FPORDERS I ( Deselect file |
FITEMS
&
[ |

Select all fields

mpany name

r attention 1 .
A Add and continue

SU_TOWN Add and finish
SU_STATE
SU_ZIP

SU_TEL

Undo changes

[
[
SU_ADDRESS2 [
[

EHN Finish ]

You useit to select the files and the fields to be used in the report.
To select afile, you can either double-click on the file nameline, or
select the line and use the appropriate Select/Deselect push-button.
Asyou double-click on afile namein thetop list, it is checked.

Having selected a particular file, you can now add fieldsto the Field
list by either double-clicking on individual field namesin the lower
list, CMND-clicking to select agroup of fieldsand using the Add...
push-buttons, or clicking on the Select all fields button to select the
complete set of fields.

If you add fields to areport and then deselect the file to which they
belong, their values in the report become constant; i.e., Omnis does
not step through that file when the output tableisbuilt. Thus, if you
want to remove afile sfields from a query, you must use the stan-
dard Cut option to delete the fields from the Field list and also dese-
lect thefile.
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Creating Your

First Report

First, you must install the Ad hoc reports menu.

From the Reports Menu, select do it your self.

Thiswill install a second reports menu on the menu bar. Thisis
the Ad Hoc Reports menu.

Open the Ad Hoc Reports menu and select New.

A list of pre-set report templatesis displayed. In the following
examples, the Columns template is used together with the Pur-
chase Orders application (as provided on the rel ease disks).

The Fields and Query window, displayed when you first select
the New report option, must first be loaded with alist of all the
fields required in your report. When Omnis creates anew Ad
hoc report, the Add fields dialog opens automatically, otherwise
you can double-click on an empty line or select the Add
Fields... option from the Field pop-up menu.

E0=———— Afdd fields

{

v FSUPPLIERS
FCONSTANTS
FPORDERS

FITEMS

Select file

fiospient {iig

CO_MYFIRSTNAME
CO_MYLASTNAME
CO_COMPANY
CO_SHIPADD1
CO_SHIPADD2Z
CO_SHIPTOWN

Select all fields

Add and continue

Add and finish
CO_SHIPSTATE
CO_SHIPZIP
CO_BILLADD1
CO_BIL

Undo changes

The Select file button can now be used to select a File format from
which you want to extract datafor the report. When afileis selected,
acheck mark appears against it and the Select file button is grayed
out. The Deselect file button is available for selection in case you
want to deselect a currently selected file.

As each selected file is added to the list, its fields are shown in the
lower part of the Add fields window. Double-clicking on afield

nameaddsit to the Field list. Alternatively, you can CMND-click on
al thefields required and then select the Add and continue button.
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The Finish button closesthe Add fields dial og and returnsyou to the
Field list.

The standard Edit menu options can be used to edit the Field list.
When inserting fieldsin an existing list, you can click between two
lines to create an insertion point (shown as a broken line).

To view the results of the query (effectively, a‘select all records’ at
this stage):

e Click onthe Rebuild icon or, if thisisthefirst query for the cur-
rent session, click on Output to select the output screen and

build the table.
Reportl =——F"n——~————"11=

Report1 as at 24 Jun 91 10:27:22 Show Paged Report
Page 1 Open Page Preview
SU_CODE SU_NAME

Print Page
CLAY Clay Designs Ltd Print Report
Saul Squirrel Inks Tvan
PRIN Print Finishers Ltd F. Bunce
PRINI Printer Inc
PAPE Paper Suppliers
WISH Wishing well
SQul Squirrel

¢ The Output screen provides you with the P pop-up menu from
which you can print the report direct to the current printer or
select the page preview. Note that you can select data from the
output screen by dragging the mouse and selecting Copy from
the Edit menu. This copies atab-delimited version of the datato
the clipboard.
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Adding a Sort
Order

Assuming that the Field list is complete, you may now want to sort
thereport into aparticular order. A multi-level sort can be set up us-
ing the Sort menu options Sort first and Sort last. To add a sort:

e Click onthe Fieldsicon to go back to the Field list
e Select theline for the required field
e Open the Sort menu and select Sort first

A number 1isadded to the Sort column next to the sort field and an
up or down icon indicates the direction of the sort. Y ou can create a
multi-level sort by selecting each successive field with the Sort last
option. As each field is selected, the next sort level number is as-
signed to that field.

SNI=———— Reporitl =————— -
IEI [Field ¥] sort | query v| Eﬁ |l+2

&

K=< | > 6
FIELD QUERY |

SU_CODE

SU_CONTACT
SU_TOWN
SU_TEL

Y ou can add fields to the top or the bottom of the sort list using the
Sort first and Sort last options.

To change the sort order of agroup of fields, you first clear the
fields' sort order by using the Clear All sortsoption and then start

again.

When the table of recordsis sorted, sorting isfirst done at the ‘ high-
est’ numbered level; for example, level 9, then level 8, and so on.
Thus, in athree-level sort table of records, thefield with the broadest
category COUNTRY would have sort level 1, the field STATE/
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COUNTY would have sort level 2 and TOWN, sort level 3. This set
of sort fields:
M T Reporti gmg
E [IH [Field ] sort v| query ~]
=[o [v] )
x|IK<=|1< | > E 6
FIELD QUERY K
COMPANY
TELEPHONE
ADDRESS 1
TOWN [3]1]
STATE_COUNTY
COUNTRY
produces this report:
S Reportl ==—————V"15
=l &)
P
Report1 as at 24 Jun 91 11:09:55
Page 1 &
TOWN STATE_COUNTY COUNTRY
PARIS FRANCE
Hamburg 2 GERMANY
Corsham Bath UK
Reading Berks. UK
Martlesham Suffolk UK
Sutton Suffolk UK
Birmingham ‘Warks. UK
Forestville Arizona US4
Maintown California US4
Little Creek New Jersey US4
South side New York US4 :
Ranchtown Texas USh
For each sort level, you can select the following options, each repre-
sented by asmall icon next tothefieldinthe Field list. Theiconsare
single characters.
Descending
When this option is selected, a down arrow is shown in the Sort col-
umn, and the records are printed in descending order.
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Upper case

Upper case causesthefield valuesto be converted to all upper case
before the sorting takes place. They are converted to upper caseonly
for purposes of sorting; aU is shown against the field.

New Page
The New page (N) option triggers a new page whenever the sort
field changes value.

Subtotals
The Subtotals (S) option triggers the printing of the subtotals when
the sort field changes value.

Totals and Subtotals

To include afield in the Totals section of the report, you select the
field'slinein the Field list and select the T otaled option from the
Field menu. If the field isincluded in the Sort, with the Subtotals
attribute, asubtotal will also be printed for that field when it changes
value.

Ad Hoc Reports

GEN-119



General

C

Adding a Query

=[O Bl|lv
X< 2> | X

For each entry inthe Field list, you can specify aquery (i.e., asearch
condition) which must be fulfilled if a particular record isto bein-
cluded in the table. The comparisons are:

Equal to =

Not equal to<>

G eater than>

Greater than or equal to>=
Less than or equal to<=
Less than<

The operators can be typed in from the keyboard or selected by click-
ing on the appropriate icon.

For each entry in the Field list, a query line can be created using a
comma-separated list of comparison; e.g.:

SU_CCDE=CLAY, =PRI N

creates atable with records CLAY and PRIN included. The formal
logic used in this query is Boolean OR; i.e., include records where
field: EQUAL CLAY OR EQUAL PRIN. Inthiscase, atable where
SU CODE EQUAL CLAY AND SU_CODE EQUAL PRIN isim-
possible, but you could create such a query by inserting another
SU_CODE field inthelist and selecting explicitly an AND operator
between the two. Omnis does not expect to be told the connecting
logic for singleline queries because theintentionisusualy clear. To
create asimple query:

* Sdectafiedinthelist

¢ Click in the Query entry box

e Click on a comparison operator

e Typeinthe string value

* Pressthe Enter key
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Note: String delimitersare not required; i.e. thetown Birming-
ham should not have quotes around it.

A query with morethan one ‘=" will always assume that the connect-
ing logic is OR (as described earlier). A comparison with <, >, <=,
>=, <> assumes AND logic, for example:

SU_CODE >CLAY ,<=PRIN

produces atable of records where SU_CODE is greater than
‘CLAY’ AND lessthan or equal to ‘PRIN’.

When the query lineisbeing edited, the‘ check’ and ‘ cross’ iconsare
effectively ‘OK’ and * Cancel’ and can be used to confirm or cancel
the last edit (just as you would in a spreadsheet program). The Re-
turn key isthe equivalent to the check icon.

Numeric fields can include query lines with calculated values such
as.

C BALANCE >= #1*12/100

Boolean fields take values of YES, 1, NO, 0, or *“(Null). Date and
times are entered according to the formatting string selected for the
fieldinthe Fileformat. For example, PO_DATE isadatefield with

format Y,m,d. The query line used to select dates before 23 Nov 90
is:

PO DATE <=90 Nov 23, not null

Ad Hoc Reports

GEN-121



General C,

Pattern Matching Strings

When working with the Query view of the Field list, you can usethe
comparison pop-up menu in the operators box, to search character
stringswiththe Like, Not like, Beginswith, Contains comparisons.

Ell]

Like

Not Like
Begins With
Contains
Null

Not Null

Child of

Not Child Of
Parent Of
Not Parent Of

The Like query uses a pattern matching system with wild card char-
acters' ' and‘%.’ The' ' character matchesany charactersup tothe
end of the string; the ‘%’ matches any single character. Aswith al
the other query operators, you can enter these from the keyboard.
Here are some examples:

SU CODE like P_,like C_

matches field values. Prokofiev, Chopin, Crosse, Carulli

SU CODE | i ke BAN%

matches field values BANK, BAND and BANE but not BANNER

When two or more of thesetypes of comparisonsareusedin afield’s
query line, the connecting logic is assumed to be OR; the first exam-
pleisthereforeinterpreted as:

SU CODE |like P_ OR SU CCDE like C_

Contains and Begins With comparisons can be used for string val-
ues, either by typing in the ‘Contains' or ‘Beginswith’ or by select-
ing the required option from the pop-up menu. The query line:
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SU CODE contains A, begins with B

produces atable which includes the field values BRAN, BACH,
BUTC and isinterpreted as:

(SU CODE contains A) OR (SU CODE begins with
B)

If you want to change the logic so that table entries must contain * A’
AND begin with ‘B’, you must insert another entry in the Field list
for SU_CODE and split the query into two lines, separated by an
AND. Thisisdiscussed in detail later.

The Null and Not null options are used to filter out records accord-
ing to whether they have been assigned avalue or not. A Null char-
acter field (e.g. #S1=") or anumeric, date, time or Boolean field
which has never been assigned avalue will contain anull. It is espe-
cially important to remember that Boolean fields are initialized to
Null and not initialized to NO. This example query builds atablein
which the CONTACT name (beginswith 1) OR (isanull):

CONTACT nul I, begins with I

Ad Hoc Reports
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Column Titles To change thetitle of afield in the report:

¢ Sdect theTitlesicon

e Seect thelinerequiredin the Field list and enter the text
reguired in the entry box at the top of the window

The following example shows a centered title for the COMPANY
field:

Reportl =———————"5

3 |[21] (Fiela v sort

New Company title\”

TITLEAFORMAT

New Company titleh”

COMPANY

TELEPHONE
ADDRESS 1

TOWN 3[TJUINIS
STATE_COUNTY 2[T]
COUNTRY [1]T]
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Customizing the
Printed Output

The Customizeicon displaysthe report layout that is used to creste
the Ad hoc report. Deleting fields from this screen will remove the
display of the field values from the report output; however, the
searches, calculations, sorting and subtotals of the affected fieldsare
still generated. The role of this screen isto allow cosmetic changes
to be made to the report output; e.g. adding your own graphics,
changing fonts, moving fields.

F startCountsahr=or0————————— 1| H

Customize hd I

Text -

TEXT

Lo
AHF AHF_NAME] Repo

| SEWLENCE FHS_TN PH3_DAT

Tatals:

End of report

PPHS_[0_KE BEGIN 0TV H_LO_L[T_KE

| KIim|

SiEl

I

The following points of interest will help you interpret the screen.

The Page Heading section (printed once at the top of each page) con-
tainstext stringsin which certain field values are embedded. For ex-
ample, the first string is[AHF_NAME] as at [jst(#D, dtc’)]; the
square bracket notation causes thetext within the bracketsto be eval-
uated. [AHF_NAME] returns the name of the report, and the second
sguare bracket expression evaluates today’ s date #D. The dateis

Ad Hoc Reports
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Editing the Field
List

converted to adisplay format using the conversion string givenin the
second Jst() parameter. Inthe subtotals section, you will find the text
string: Subtotals for [nam(#SUBFLD)] equal to [#SUBFLD]

#SUBFLD isasystem variable which refersto the field causing the
subtotal section to be printed. The Nam() function returns the name
of the subtotal field as a string, and [#SUBFLD] returnsits value.

To improve the look of your report, you may add acompany logo or
some line art to the heading. L ogos from graphics programs can be
pasted from the clipboard using the Paste option in the Edit menu.

Y ou can insert and delete fields from the Field list using the Edit
menu options, Copy, Cut, Paste and Clear. Toinsert afield in the
list, you click between two lines where the broken line indicates the
insertion point. Y ou will notice how the cursor changes as you posi-
tion it between two lines. Copies of existing fields can be inserted,
or the Add Fieldsoption in the Field menu can be used to select new
filesand fields.

Double-clicking on ablank line opensthe Add fields dial og. Double-
clicking on an existing field line allows you to change the field for
that line.

Note: If you insert morethan onecopy of aparticular field in the
list, it will appear only oncein thereport layout and be printed
once.

Y ou can change the report layout using one of the templates by se-
lecting the Change Template option in the Reports menu. When
you do this, you lose any modifications you have made to the previ-
ous report layout.
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Creating More
Complex Queries

The query line SU_CODE contains A, beginswith B was intro-
duced earlier and it was interpreted as:

(SU_CODE contains A) OR (SU _CODE begins with
B)

Inthe case whereyou want the connecting logic to be AND, asecond
entry for the field must be created with the AND operator between
them, i.e.

SU _CODE contains A

AND

SU CODE begins with B

The instructions for making this change are:

e Click onthe SU_CODE line and select Copy

e Click between the SU_CODE line and the next, to create an
insert line

e Select Paste
e Click between the two SU_CODE lines
¢ Open the Field pop-up menu and select the Add AND option

*  Change the query lines for each SU_CODE entry so that you
have:

FIELD QUERY 5

SU_CODE contains A
AND

SU_CODE beqins with B
SU_NAME

SU_CONTACT

SU_ADDRESS1

SU_TOWN

Thefollowing query isalittle moreinteresting becauseit canlead to
completely different results depending on the position of the paren-
theses:

SU_CODE begins with B, AND contains U, OR con-
tains |

Ad Hoc Reports

GEN-127



General C,

If the AND/OR operators are entered like this:

|
FIELD QUERY ﬁ

SU_CODE begins with B
AND

SU_CODE contains U

SU_CODE contains |
SU_NAME

SU_CONTACT

SU_ADDRESS1

SU_TOWN

SU_STATE

=<7

then the query isinterpreted as.

SU _CODE begins with B AND (SU_CODE contains U
OR contains |)

Thetablewhich resultsfrom this query contains only those codes be-
ginning with ‘B’ and containing an ‘I’ or ‘U’

To change the positions of the parentheses, you select the Boolean
operator line and click on theicons for Promote ‘<'or Demote ‘>':

o

Selecting the AND and OR linein thelast example and selecting the
> and < icons re-groups the query so that the logic is:

(SU_CODE begi ns with B AND SU _CODE cont ai ns U)
OR SU CCDE contains |

The Field list now looks like this:

FIELD QUERY E
SU_CODE begins with B
SU_CODE contains U
OR

SU_CODE contains |

SU_NAME

SU_CONTACT

SU_ADDRESS1

SU_TOWN

SU_STATE 6

il
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Theresulting tableincludesSU_CODEswithan ‘I’ inthem and also
includes SU_CODEs beginning with a‘B’ and including the letter
‘U

The Query menu contains several optionswhich can be used to make
the logical groups within a complicated query clearer.

Show structureonly displaysthe query as a series of groups linked
by the logical operators AND and OR. For example:

FIELD QUERY E
1 line

1line
OR
6 lines

Do not show indents helpswhen reading long query linesby turning
off the indentation of the groups.

Normalize query structureindents the Field list so that logical
groups are not ambiguous. Y ou can then trandate the query into a
mathematical expression by placing aset of parentheses around each
group of fields, starting with the most indented set and working out
to the margin.

Goup 1
AND
Goup 2
oR
G oup 3
AND
G oup 4

becomes

(Goup 1 AND (Goup 2 OR (Group 3 AND Group
4)))
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Calculations

Sofar, all the entriesin the Field list have been either fields or Bool-
ean operatorssuch as AND and OR. Y ou can al so add calculated val-
uestothelist; calculations are based on fields taken from the current
linein thetable, or values read from the current record buffer and
hash variables. The calculations are created by selecting Add calcu-
lation from the Field pop-up menu; each calculation is named so
that it appearsin the report with a column/field label.

Asanillustration, take areport for the purchase order example; it
contains fields for the date, order number and net total. A report is
required in which the tax payableis added in the fourth column. The
tax rateis stored in, say, hash variable #15.

To add the Tax calculation:

e First put aninsertion point below the third field,

PO _NETTOTAL
e Open the Field pop-up menu and select Add Calculation
The Add Calculated Field dialog box opens:

E=——— Add calculated field ———o——————

<emptys iy Name: [ Add and continue |
| | (__Add and finish |
Type: [ undo changes ]
National
Number... -y
Boolean ( Finish ]
Date and time...
Calculation:

[

TS

In theleft-hand list box, thereis only one entry: <empty>. With this
selected:
¢ Typethe name Tax in the Name: entry box

* IntheType: list, double-click on Number... and choose the
field type Short number 2 dp
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By giving thefield afield type, Omniscan convert any fieldsused in
the calculation to the correct form.

* Inthe Calculation: entry box, enter the calculation
#15*PO_NETTOTAL/100

* Sdect the Add and finish button to return to the Field list

Now the Tax value can be printed out by rebuilding the report with
the new calculated field. Calculations aretreated like standard fields
in that they can beincluded in the sort fields, totalsand subtotals. As
calculated fields are set up in thisway, the Cal cul ations group is add-
ed to the Add fields dialog, and the named cal culations can be used
in the report like an ordinary field.
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The Pop-up This section reiterates much of what has gone before, but takes each

Menus pop-up menu in turn and briefly describes each option. Y ou may
have to refer back to previous sections for afuller discussion of a
particular topic.

Field Menu All the options which start with an Add will add the following item
tothe end of the current Field list unlessyou have clicked in between
two lines and created an insertion point.

Add Fields...

Opens the Add Fields dialog box in which you can select fields and
filesfor inclusion inthereport. If you have defined any calculations,
these can also be added to the list from the dialog.

Add Calculation

Opensthe Add Calculation dialog box in which you can create cal-
culated fields for inclusion in the report.

Add AND

Places aBoolean AND operator at the current insertion point (or the
end of thelist if noinsertion point is selected).

Add OR

Places a Boolean OR operator at the current insertion point (or the
end of thelist if no insertion point is selected).

Add Comment

Allowsyoutoinclude atext comment linein the Field list; adescrip-
tion of what you use that query for could be added to the first line,
for example.

Alter Name

Having set up aninitial Field list, you use this option to replace a se-
lected field in the list by another field name.
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Invisible

Invisible fields can be included in the Field list for the purposes of
the query, but they are omitted from the output. If acalculationis
based on afield which you do not want printed out, you may include
that field and make it Invisible.

Totaled

This option includes the currently selected field in the total s section
for thereport. This option must be selected if subtotalsfor afield are
required. See the Subtotals option in the Sort menu.

Format

This option opens the hierarchical menu of field formatting options.
Selecting aformat codefor afieldinthelist will causethefield to be
reformatted before being displayed. The standard options L eft, Right
and Center allow the justification of the field to be specified. In ad-
dition, aselection of useful numeric and date format codesis provid-
ed. The codes correspond to those used with the Jst() function and
are displayed next to the fieldsin thelist if the Optionsand Titles
view is selected.

The Sort menu options act on the currently selected field in the list.

Sort First

Makes the selected field in the list the first level sort field. Records
are sorted in order of thisfield after all the sub-levels have been sort-
ed. A numeral ‘1" is placed alongside the field in the Sort column.

Sort Last

Makes the selected field the lowest level sort field. The sort level
number is placed alongside the field in the Sort column. Nine sort
fieldsareallowed. Therecordsare sorted in order of sort field 9, then
8 and so on.

No Sort
Removes the selected field from the sort field list.

Ad Hoc Reports
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Descending
Causes records to be sorted in descending order of thisfield.
Upper Case
Convertsthefield' s values to upper case for the purpose of the sort
order; i.e., produces a case-insensitive sort order, but printsthe orig-
inal data as entered.
New Page
Used with asort field, this startsanew page when the sort field value
changes.
Subtotals
If the selected field is Totaled, selecting the Subtotal option causes
the field to trigger a subtotal section when its value changes. This
can be selected only for fieldsin the Sort list.

Query Menu The Query menu offers the more advanced options for relational
queries and complex logic.
Show Structure Only
This option displays the query as a set of blocks linked by Boolean
operators. Indents are used to show thelogical structure of the query.
See “Creating More Complex Queries” on page GEN-127..
Do Not Show Indents
Turning off the indents may help you to read the longer linesin the
query but will hide the structure of the logical groups.
Normalize Query Structure
Normalization indents groups of fields so that thelogical groupingis
made clear. See “ Creating More Complex Queries’ on page
GEN-127.
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Automatic Connections

When thisoptionisselected and connected filesare used, therecords
for each file included in the output must be connected; i.e., records

areincluded only if they are connected parent and child records. The
default isalwaysto use arelational join when building the output ta-
ble. Turning off this option causes connectionsto beignored and all

possible combinations of records are included in the output (see fol-
lowing discussion on Relational Queries).

Distinct Rows Only

This option deletesidentical rows from the output table. Note that
you can temporarily remove afield from the output by selecting the
Invisible attribute; this option allows the table to be manipulated so
that duplicate rows can be removed.

Maximum Table Rows...

The maximum number of rows can be set up using this option. The
default isto alow the table to extend until memory is used up or
100,000 rows are reached (whichever comesfirst). Long tables will
take time to build and can be cut short by typing CMND-Period, or
by setting a maximum with this option.

Relational Queries

The default multi-file report option isto use the Omnis connections
to create automatic relational joins. Thus areport query, involving
two connected files FPARENT and FCHILD, selects only those
linesin which there is a connection between the records.

In SQL terms, the primary key is the parent file sequence number,
and thisis copied to the ‘ connection’ field in the child file asthe
child record isinserted. Using thisanalogy, thetableis generated us-
ing the pseudo SQL:

“Select * from FPARENT, FCHILD where FPARENT connected
for FCHILD”

or “where FPARENT.SequenceNumber = FCHILD.Connection”

Ad Hoc Reports

GEN-135



General C,
When the Automatic Connections option is turned off, the ‘where
files are connected’ condition isignored and you get a‘join’ of the
two files' tables. So, in our FFARENT, FCHILD example, if there
arethreerecordsin each file, the tableis:

Parentl Childl
Parentl Child2
Parentl Child3
Parent2 Childl
Parent2 Child2
Parent2 Child3
Parent3 Childl
Parent3 Child2
Parent3 Child3
With Automatic connections off, you can include explicit * Child of’
and ‘ Parent of’ operatorsin your queries. To include connectionsin
the query conditions, you usethe* Child of' operator and therequired
parent file name in theline.

FIELD QUERY E

PO_NUMBER

PO_DATE

IT_QTY child of FPORDERS

IT_DESC

o
o

In this example, the table is built by using the selected connected
filesPO_ for purchase ordersand IT_ for items.
If your data uses ‘real’ relational joins, not Omnis Connections but
key fields generated by the application, the standard Query entry box
allows you to create tables of related records. In the Purchase order
example (as used in the tutorial), each supplier record is assigned a
short unique code (FSUPPLIERSfile SU_CODE) and thisis copied
to the FPORDERS records in the PO_SUPPLIERCODE field. The
relational join occurs between recordsin FSUPPLIERS and
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FPORDERS when the value of PO_SUPPLIERCODE=SU_CODE.
The format for thistype of query is:

FIELD QUERY K

PO_NUMBER

PO_SUPPLIERCODE =5U_CODE
SU_NAME
SU_ADDRESS1

SU_TOWN

=I5
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Templates

As each new Ad hoc report is created, its page layout is based on a
template stored in the application file called * Report Templates. The
report layouts in this file can be edited by loading the Report Tem-
plates application file and opening the report format design screenin
the usual way. When opening the template file, hold the Option key
down as you select Open Application from the File menu, other-
wise the file will not be shown in the file selection.

Thefield positions are defined by the placement of apair of fields#1
and #2. Thusif you place them side-by-side, like this:

#1 #2

the resulting report will contain columns of information:

Column 1 Column 2

Yalue Yalue
Yalue Yalue

Y ou can place lines or graphics between the fields like this:

#1 #2

This adds a line between the fields and the result is:

Column 1 Column 2

Yalue Yalue
Yalue Yalue

Y ou can add graphics and change the fonts, colors and arrangement
of the report layouts so that your Ad hoc reports are based on your

own set of templates. Y ou can also add new templates to the file to
increase the choice of layouts offered when anew Ad hoc report is
created.
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Creating your
own Preview

When you create a new template, you can include a‘ preview’ for
that template by pasting a picture which you create with a paint pro-
gram. The picture must be pasted in asthe FIRST item on the report
layout (e.g., preceding the Page heading section).

ENI=————— ReportColumns =——— 7

Colurn Report Date

Caumn, olupon, olumon

EiSubtotals level

Subtotals for [nam(*SUBFLD)] equal to [*SUBFLD]
H #2

™1

[
When the Ad hoc report generator prompts the user for atemplate,
the templates available in the Report Templates application file are
listed. The preview of each templateisal so displayed asthetemplate
is selected.

Ad Hoc Reports

! Select template for new report =——1J
i
Columns with separators Colurnn Report Date
Labels D -
Rows Cournn 1 Coluan 2 Column 3
Rows with multiline fields
&
[
[ Cancel ] |[ 0k ]|
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Re-using Reports

Notethat thelist showsthe descriptions of the report templatesasen-
tered in the dialog box, not their ‘format names'.

Ad hoc reports are saved to the disk as ‘mini applications’ and with
their own icons. In each file, a copy of the File formats, report and
the query is saved. Each user can create his/her own set of reports
and tailor them to fit a particular requirement. When the Open op-
tion in the Reports menu is selected, the standard file menu allows
you to choose report files from the disk. When you have finished
with an Ad hoc report file, just put it away as you would any other
document file.
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ODBC Features

Using ODBC
Features with
Qube ERP

Installing ODBC
Drivers on
Windows

Open Database Connectivity (ODBC) features are included in Om-
nis 73 version 7.0.2. ODBC is awi dely accepted application pro-
gramming interface (API) for database access. It is based on the
Call-Level Interface (CLI) specificationsfrom X/Open and 1 SO/IEC
for database APIsand uses Structured Query Language (SQL) asits
database access language.

After installing OMNIS v7.37 on the workstation that is going to be
used for ODBC reporting, refer to the Readme.txt filein the Program
Files\OMNI'S Software Inc\OMNIS73701\ODBC folder for the fol-
lowing instructions on how to install the OMNIS ODBC driver for
Windows:

e |nstall the Omnis ODBC Driver

1. Download the most recent driver from the
Omnis Website (www.omnis-software.com).

Thedriver isfound in the Downloads area, under Tools and
Drivers. Select the WIN32 driver from the Omnis Studio &
Omnis 7 ODBC driver section.

1. Copy omodbc32.dll into the c:\windows\system
directory.

Copy omodbc32.dll into the C:\Windows\System32 folder on
Windows 98, NT, and 2000.

2. Execute omodbcin.exe from the ODBC folder in
your Omnis folder.

This requires the Developer version of Omnisto be installed on
the workstation.

ODBC Features
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3.

4.

From the pull-down File menu, select Install

C
Omnis ODBC Driver.

The OMNIS driver should now appear in the 32-bit ODBC con-
trol panel.

Note that because the driver conformsto the version v3.0
ODBCAPI, it requires the ODBC 3.0 Driver Manager. On Win-
dows, this ships with the data access component of Microsoft
Office 97.

Also note that you need to set the public data property of data
file dots which are to be accessible using ODBC.

Close the OMODBC Installer Window.

* Add User Data Source name (DSN)

1.

a k0N

From Windows Control Panel, open Data
Sources (ODBCQC).

Note: in some versions of Windows thisis found under Admin-
istrative Tools.,

Select the User DSN tab.
Select Add.
Select Omnis, then click Finish.

Assign a name to the data source and a descrip-
tion, then press the ENTER key.

Click on the Select button in the Location por-
tion of the window and define the path to your
Qube data file.

Select OK to leave the ODBC Data Source
Administrator.

*Running Reports

1.

Use an ODBC-based tool for reporting, such as
Crystal Reports, Access, or Excel.
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Installing ODBC

Drivers on
Macintosh

2.

If no data is reported out, verify that the neces-
sary fields in your Qube data file are set to Pub-
lic=Yes.

To do this, sign on as an Administrator. From the Utilities
Menu, select Data File Tools, then select Examine Data File.

The far right column, labeled Public, should include both Yes
and No.

Note: MS Access requires a non-typical installation in order to
use ODBC. Please refer to Microsoft Access's Help.

 Verify that the Qube data file is set to be

1.
2.
3.

available for ODBC data export

Click on Utilities from the file menu.
Click on Data File Tools.

Click on Examine Data File.

The Public column should be mostly YES.

e|nstall the Omnis ODBC Driver

1.

In your Extensions folder, verify that the ODBC
Driver Manager PPC is version 3.x or higher.

Download the latest Omnis ODBC Driver for
PPC from the Omnis Website (www.omnis-soft-
ware.com).

From the Downloads page, select Omnis Utilities and Drivers.

Copy the Omnis ODBC driver for PPC into your
Systems Folder, Extensions Folder, ODBC
Folder.

Also download the readme.txt instructions.

ODBC Features
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*Set up a user data source for the Qube data
file

1. Select your System Folder, Control Panel, ODBC
Setup PPC.

Select User DSN and click Add.

Select Omnis ODBC Driver and click Finish.
Enter a name, typically Qube.

Enter a description.

Leave the User name and password blank.

N oo g &~ Db

Select a Data file.
Point to your Qube datafile and click OK.

8. Begin use of your reporting tool; e.qg., FileMaker
Pro.
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Executive Information Overview

Executive
Information
Overview Window

About the
Function

Key Benefits

[ =———— Fxecutive Information overview—————— =I5
[ g+ Totals] 0ot 57 Sep 57 fug 37 Jul 37 Jun 37 May 57
| BookeD oRpers | 2,176,194 380,040 s04,646]  =20,831] 343,288 202,764 208, 103
1 1 1 1 1 1 T
4 [ [»
[ Mg Totals| 0ot 97 Sep 97 4ug 97 Jul 97 Jun 97 May 97
| nvoicED saLEs| 895,323 132,400 125,380]  160,887]  131,508]  130,396] 127,003
} } ] } } } ;
[l IC
[ g & Totals| 0ot 27] Sep 97 Aug 37 Ju 57 Jun 37 May 57|
| FURCHAGING DOLLARS | 04,878 23,694 24,673 50,007  27,308|  47,044]  26,034]
«Jur] D
Hig Totals 0ct 57 Sep 97 g 57 Jul 57] Jun 57 Hay 97
PRODUCTION HOURS ©,365 28 260 652 286 145 485
FRODUCTION DOLLARS| 1,383,233 73,604) 128,345| 148,051 102,514 25,374 95,034
4 [ I
[ g ¥ Current] 0ot 27| Sep 97 Aug 37 57 Jun 97 May 59|
[ MvENTORY (End of Month vatees)]  177.184]  177,154]  ieo,eed|  17o,eee| 117,154 157,323 151,066
«Jur] D
| q I I» I | & Refresh ”,@ My lIJindousI My Repurtsl M
7z

The Executive I nformation M odule provides a set of functions
which display and print high-level, overview datafrom asingle
window set. Thistype of presentation is most useful in detecting
and evaluating significant trends in abusiness. Using this window,
you can easily monitor spikesand dipsin every major aspect of your
business; sales (booked and invoiced), purchasing, production, in-
ventory, actual and expected cash flow. It isalso useful in determin-
ing whether or not reliable datais being entered into the database so
that important trends can be detected.

While all of the data displayed in this function is available in other
places within the system, this module provides the significant ad-
vantage of displaying al of thisinformation on one window set at
one time. Thisavoidsthe requirement of printing and comparing a
series of reports, which can be cumbersome and time-consuming.

Another advantage of thiswindow isthat once initiated, the datais
updated each time the window is opened. If the window is used reg-
ularly, this updating procedure is very quick, so that users of the

function always have the most current data at their fingertips, with-
out having to look up additional windows and print lots of reports.
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Of course, much more datais available in Qube ERP™ than can be
displayed in two windows. Therefore the function provides addition-
a views and windows as part of its composition: each of the spread-
sheet windows can be graphed and most of them have a detail
explosion view available at the click of a button. In addition, this
window provides easy accessto any specified reports through the
MY REPORTSbutton, and any presel ected windowsthrough the MY
WINDOWS button.

Together these components comprise a suite of very powerful, yet
simple to access data viewing and management tools which are spe-
cifically targeted to senior management. Y our top managers can
quickly becomeinvolved in the use of Qube ERP™, and will be able
to easily monitor whether your company is getting the most out of
your ERP system.
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Getting Started
Before you can use the Executive I nformation M odule, it must be
installed and initialized properly. Thismodule is an optional, for-
sale module, and must be activated in the Featur es Set window for
you to have accessto it. Then you must set up individual user access
privileges, user preferences, and initialize the data. After that, it will
provide up-to-the-minute data whenever you wish to accessit.

Setting Up the *To set up and initialize the Executive Infor-
System mation Module

1. Turn on the feature in the Features Set window.

If this module was delivered with your system, skip to step #2.
Otherwise, obtain afeature password from Qube Connections
Inc. and set the feature to ON in the Featur es Set Window (see
“Application Features Set Window” on page SYS-138 for infor-
mation on how to do this).

2. Set up the User Access Privileges.

All displays on the Executive | nfor mation window are pro-
tected with the User Access Privileges function. They aredis-
played as shown herein the System Admin access privileges.
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For information on how to utilize this function, see “User
Access Privileges’ on page SYS-123.

User Access Privileges =] E3
(Kb @,l # Enablean F Disableall
# Enable This 7 Dizable This
ﬁ' Apply These Privileges to Other Users |
_ % #ccts Receivable % Inventory + BOMs % Personnel + Labor
% Purchasing % #ects Payable % General Ledger
% Reports % *% Systern Admin
1 |samual uilson
Function Aocess Privileges
Update Pop-Up Lists ¥ wiew [¥ 4dd [V Edit or Delete [ Print
Executive Information YES YES YES VES -
E.|1.5. Booked Orders YES YES YES VES
E.1.5. lhuentory YES YES YES YES
E.1.5. Purchasing YES YES YES YES
E.1.5. A/R and A/F YES YES YES YES
E.1.5. lnwoiced Sales YES YES YES YES
E.l1.5. Cash Flow YES YES YES YES
E.l1.5. Production YES YES YES YES
Furge Purchase Orders YES YES YES YES
Furge Requisitions YES YES YES YES
Furge Inventory |tems YES YES YES YES
Furge Inventory Transactions YES YES YES YES
Furge Inventory Locations YES YES YES YES
Furge Sales Orders YES YES YES YES b
FPurge Sales Forecasts YES YES YES YES
FPurge Ouotations YES YES YES YES
Furge Sales Inwvoices YES YES YES YES
Furge Emplogee Time Charges YES WES  YES VES
Purge Manufacturing Orders YES YES YES YES =~

The design of this function enables you to allow usersto access
some information on the Executive | nfor mation window but
disable the display of other information on the window. Only
the data for enabled items will be visible in the window.

Note: Until you have set up accessto thewindow in the User Ac-
cess Privileges window, the function will not be available on the
M odule Selection window.

3. Set up the User Preferences for each user to
determine which data will be displayed.

Some users may be given user access to al tables on the win-
dow, but they may prefer to see only select tables. To enable

EIM-4
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C
thiskind of choice, the My Preferences window provides
check boxes to enable each user to make his or her own choices.

Lrisplay_these lists on the Executive Inforrmation window
[® Eocoked Orders X Purchases [® Cazh Flow X Production
[ Invoiced Sales I Inventory [® Receivables & Fayables

For information on how to set up user preferences, see “My
Preferences Window” on page GEN-21.

The following message will be displayed when accessing the Ex-
ecutive I nformation window if no choices have been selected in
the My Preferences window:

Please set your User Preferences to indicate which information to
display on this window.

4.

Initialize the data in the Executive Information
window.

Thefirst time you open the Executive | nfor mation window,
the following message will be displayed:

Error 161: No data has yet been generated for display on this

window. Use the Update functions.

Click <OK>, and the window will be opened, empty of all data,.

Click the ¥ in each table to update each table. In
the A/R & A/P spreadsheet, click the <UPDATE>
button.

Thiswill set the values in each table correctly. Once you have
completed thisinitialize function, the numbers will maintain
themselves; however, the + button may be clicked at any time
to reset any suspect data.

Getting Started
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Using the Module

Data Viewing
Alternatives

Spreadsheet
Displays

Main Card

TheExecutivelnformation functionisdivided up into two window
cardsaswell asaset of My Windows and My Reportswhich re-
flect this overview type data within the system. The two cardsin the
Executive I nformation Overview window show data for up to
twelve months prior to the current month and up to twelve monthsin
the future, depending on available datain the system. Due to screen
sizelimitations, not all of the datamay bevisible at once. Maximize
the window to see as much data as your monitor will display. More
data can be examined by pressing <COMMAND/CTRL-P> to print
the data.

Window Elements

Several spreadsheet table displaysare provided on the Executive I n-
formation Overview window. These cover seven critical business
areas. Five displays focus on booked orders, invoiced sales, pur-
chasing dollars, production hours and dollars, and end of month in-
ventory values. These are displayed on the Main card as shown
here.

[0 = ————— bxecutive Information Overview—=————————®1H
[ g o Totals] 0ot 97] Sep 97| sug 97 Jul 57 Jun 57 May 97
| BOOKED ORDERS| 2,176, 194| 380,040 304,646 37a,831]  343,268|  292,764] 298, 103]
g . . . : . . ‘ =
[ g o Totals] Oct 57] Sep 37| g 57 Jul 37 Jun 57 May 37
[ wvoiceD sates | 525,323]  132,400]  125,3s0]  teo,es?| 131,508 130,376 127,003
1 1 1 1 1 1 1
o[l D
[ g o Totals| 0ot 97] Sep 97| sug 97 Jul 97 dun 97 May 97
[ FURCHASING DOLLARS| 304,878  23,654¢)  24,6v3| s59,00?]  27,303| 47,084 26,934
] ] ] ] ] ] 1
ol D
< Totals 0ot 57] Sep 97 Aug 57 Jul 57 Jun 57 May 97
FRODUCTION HOURS 6,365 28 260 652 286 145 485
PROGUCTION DOLL ARS| 1,393,233 73,604 128,345 14s,051] 102,514 35,374 05,034
4 Junf D
[ g o Current| Oct 57] Sep 37| g 57 Jul 37 Jun 57 May 37|
[ mvenTory (end of Month vaies)| 177,154 177,154 te0,eea|  7oesa[  117,154]  1sv,mza| 151, 9es]
I 1 1 1 I 1 1 1
o [l D
1 Aocounti
[4]p] [& retresn ][ My windows] My Reports | m
%

EIM-6
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Analyzing the
Data

Accounting Views

The data shown in these tables can be used to spot very important
trendsinyour business, particularly when you usethem together. For
example;

1

Subtracting purchasing and production dollars from sales dol-
lars can help in determining estimated profitability.

Comparing purchases to sales can help determine whether pur-
chases are tracking to sales, or if the company is spending more
while selling less.

Comparing inventory to sales can help determine whether
inventory and sales are tracking, or if inventory levels are
becoming inflated or are dipping too low.

Comparing invoiced sales to booked orders for each period can
give aread on service levels and backlog. For example, in the
above screen shot, you can see that booked orders exceeds
invoiced sales by about double. Thiswould indicate that either
the company’s backlog is continuing to increase, orders are
being canceled, or it just isn’'t capable of meeting demand.

The Accounting card, shown below, presents up-to-the-minute data
on your primary checking balance, accounts receivable, accounts
payable and cash flow for each period.

O Executive Information Overview=————————0"H
o-15 16-30 31-60 £1-30 > 50
/R & a/p | o0dEtE Days Days Days Days Days Totals
Current Bal., dcct. 1000-100/00| 218,042 216, 046
ccounts Receivable 1,730,688)  780,010) 298,573  64,856] 446,962 3,301,939
Avvounts Fayable 1,091,524] 91,687 2,119 48 1,185,378
Totals| 215,046 423, 118)1,112,341] 1,398, 795] 1,453,651] 1,000,565 1,900,565
Cash Flow o | Totals|  Sep 96 fug 96 uul 96 wun 96| May 96 hpr 96|
casH M| 12,272, 935,682, 958] 3,213,810) 1,904,771 930,080  s09,653| 2,008,718
CasHoUT| 9,815,030[1,480,408] 2,509,508) 1,139,225] 962,205 931,070] 1,263,005
Totals Each Period| 2,457,905 202,550) 704,302 765,546 132, 116)  121,417]  s35,623
AT D
Main Accounting
Z

The top section shows the current balance in your primary checking
account, along with AR and AP agings for the time frames designat-

Using the Module
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Loading Datain
the Spreadsheets

Transactional
Updates

Monthly Buckets

ed at the top of the window rather than the monthly buckets which
contain the other data. This section needs to be updated manually;
hencethe <UPDATE> button at thetop of the section. Each timeyou
click this button, the agings for the indicated periods will be recalcu-
lated. Also, the buttons at the bottom of the window will not
impact this section.

The bottom section of the window displays the cash flow for thein-
dicated periods by monthly bucket. Therefore, the buttons
will work, and the numberswill be recal culated when the window is
opened. These numbersreflect total cash in and cash out for each pe-
riod, based on your AR and AP totals for each period. These period
calculations are discrete rather than cumulative; each monthly buck-
et stands alone.

Thedatain all tables must beinitialized once (see “ Getting Started”
on page EIM-3). After the data has been initialized, Qube ERP™
will maintain the data as each transaction is entered.

Any time you open the Executive I nfor mation Overview window,
the datais automatically brought up to date, so you are always look-
ing at the most current data. It isnot necessary to reinitialize the data
eachtime, unlessyou believethe datais suspect. Then you may click
on any of the » buttons on any of the spreadsheet viewsto reinitial-
ize the data for that spreadsheet.

Note: Thereisone exception to thisrule. None of the Accounts
Receivable and Accounts Payable datais maintained on atrans-
action by transaction basis. Generally, thistype of dataissmall
enough tobeupdated quickly by clickingthe<UPDATE> button.

These displays show data broken up into 12 monthly “buckets”
along with a Totals column. Due to the limited size of most moni-
tors, the datais displayed in descending order, with the most current
month first, right next to the Totals column, and each preceding
month positioned next to it on the right.

EIM-8
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Transaction
Dates Used

Refresh Button

Forward & Back
Buttons

In order to understand the data which is displayed in each of these
buckets, it is useful to know which dates are used for each transac-
tion when determining in which bucket to include them. The follow-
ing table shows which transaction date is used:

Booked orders Order item date (not the scheduled ship
date)

Invoiced sales Invoice date

Purchases Scheduled receipt date

Production Manufacturing order date

Cash flow Cash transaction date

{Button} A <REFRESH> button is also displayed on each window.
This button is provided in case the window is left open for a period
of time during which other transactions are entered by other users.
By clicking thisbutton, the display of all tableswill be brought up to
datetoincorporate any recently entered data. Thisisthe sameaction
taken when the window is opened each time, so it isnot necessary to
click the refresh button immediately after opening thewindow. This
is different, however, than the calculations made by clicking the up-
date (+ ) buttons. The UPDATE buttons completely recalculate all
of the valuesfor all of the buckets; the REFRESH button adds new
datato that already calculated in previous calculations.

In the lower left of thiswindow, you will find two arrow buttons.
Theseallow theuser to control the starting month for loading thelist.
The default isto have the current month be the starting month, with
the preceding twel ve months displayed. Y ou can, however, also look
into those transactions which might be posted to future periods, for
example; booked orders, purchasing dollars, production informa-
tion, etc. Invoiced sales, end of month inventory values, etc., would,
by definition, have no future activity.

Using these buttons, it is possible to see data scheduled in future pe-
riods.

Using the Module

EIM-9



Executive Information é

Additional Views

In order to move the data display to the left or right, you would click
the buttonsfound at thelower left corner of thewindow. The
columnsfor all of the spreadsheets shift in the direction of the button
you clicked; therefore, the <RIGHT> button shiftsthe columnsto the
right, moving the display forward in time. The left button shifts the
display to the left, moving the display one month backward in time
for each click of the button. Each time you shift the display, the To-
tals column will be recal cul ated to reflect the data shown within the
twelve displayed cells.

Datamay be displayed for up to 36 months previous to the current
month by clicking on the <LEFT> button. Data may be displayed
into the future for as many months as data is |oaded into the future.
Therefore, if you have purchases, production and sales in your data
file booked up to eight months in advance, you may load that data
into the window by clicking the <RIGHT> button eight times. When
you click it the ninth time, the function will beep at you, and the dis-
play will not shift any more.

Asmentioned earlier, other related data may be accessed from these
windows. These data may be viewed as supporting drill-down data,
or you may wish to access other parts of the system using the My
Windows function. The following will discuss these options.

My Windows {Button} This button displays the My Windows selection for the
current user. If no selections have previously been made, Qube
ERP™ will create some My Windows selections, in effect default-
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My Reports

ing the set of My Windows to those windows which present over-
view-type data. The default selections are these:

O ="———mMyWindows =———FEH

|Mp_ Marne |

= [sales Order Functions -
Backlog Spreadsheet
Forecast Functions
Forecast Spreadsheet
Production Planning Functions
Work Center Load Spreadsheet
Purchasing Functions
Sched Receipts Spreadsheet

S

Of course, the user or system administrator can change this configu-
ration by using the Configure My Windows function found in the

System Administration module (see “ Configure My Windows’ on
page SYS-84).

Note: Thislist of reportswill only load if you haven’t already
loaded any reportsin your My Reports section. If you have,
clicking on thisbutton will simply load thoser eportsyou haveal-
ready selected. If you wish to load thesereports, but already
have selected some, you must deselect them, then click the <MY
REPORTS> button on the Executive | nfor mation window. This
will load a fresh set of Executive Information reportsinto your
My Reportsset. Then you may reinstall the other reportsor de-
lete any of these you do not wish to include.

A button has been provided to facilitate selection and use of reports
specifically selected by each individual user. Thesereportsareload-
ed by clicking the <MY REPORTS> button at the bottom center of
the window.

Using the Module
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If no selections have been made, Qube ERP™ will default the selec-
tions, in effect defaulting the set of My Reportsto those which
present over-view type of data. The default selections are these:

Summary G Monthly Summary of lhvoiced Sales

Summary G Monthly Summary of Gross Profit

Spreadshest Inuoiced sales by Sales Rep Code in Invoice Record
Spreadshest Irvoiced Sales by |tem - Dol lars

MHew Customers Sales to Mew Customers - Ohe Line per Customer
lnwoiced Sales By ltem Code - Deliuvery Performance

Customers Rank of YTD Sales

Customers Rank of Cummulative Sales

Payables Payables Aging as of Today

FReceivables AR Aging by Customer os of Today

Inuoiced Sales By |tem Code - Deliuvery Performonce

Summary Summary of Usage ¢SEUs for each period?

Stock Status Stock Status Sorted by ltem within Group Code
Spreadsheat Forecast 12-Month Spreadsheet by |tem
Spreadshest Forecost wvs. FActual Order $%, 12-Manth
Statements Detail Income Statement

Statements Dept Expense Report — Summard

The default selections can, of course, be changed by using these but-
tons displayed on the Report Selection window.

T Add to My R'epu:urtsl

2 Load My Reports

For more information on utilizing the My Reports functionality
within the system, see “ Storing and Using Frequently Printed Re-
ports’ on page GEN-99.

Note: These windows selections will only load if you haven’t al-
ready loaded any windowsin your My Windows selection, and if
your User AccessPrivilegesallow for accesstothem. If you have,
clicking on thisbutton will simply load those windows you have
already selected. If you wish toload these window selections, but
already have selected some, you must deselect them, then click
the <MY WINDOWS> button on the Executive Information win-
dow. Thiswill load afresh set of Executive I nfor mation windows
into your My Windows set. Then you may reinstall the other
Windows or delete any of these you do not wish to include.
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Graphs

Drill Down

O0=——————————raphDisplavy=—"——"—"-M™1H

Orders Qct96 - Sep 97
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Month

| u Orders

SH

The dataon al tables can be presented in graph form by clicking the
graph symbol ([ilL]) on the selected table.

Below is an example of how these graphs are displayed. The exam-
ple shown is of booked orders, but graphs are available for al of the
data shown in the Executive Infor mation window.

Theuser hasagreat deal of control over the graph display, being able
to chose between different types of graphs, the positioning of labels
and the color of graph elements. The graphs can al so be printed. The
printed report will include both the graphic and the supporting num-
bers. For more information on how to use graphsin Qube ERP™,
see “ Formatting the Graph” on page GEN-90.

In additionto the data shown in the spreadsheet cells, all of thetables
on the main window also provide the ability to display supporting
“drill-down” data. Thisdatamay bedisplayed by clicking onthe g
symbol shown on each of the spreadsheet cells.

TheBooked Orders, I nvoiced Salesand the Pur chasing drill down
windows provides additional detail in similar formats.

Clicking the <DRILL DOWN> buttons on the Booked Orders, In-

voiced Sales, and Purchasing Dollar s sections displays the follow-
ing windows. These windows show monthly dataof number or order
lines, order dollars, number of order lines for inventory (as opposed

Using the Module
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to non-inventory items), order dollars for inventory, number of
unique inventory items ordered (as opposed to repeat items), and the
total weight of all inventory items ordered. The windows look like

this:

Booked Orders

O

Executive Information {Orders}

Apr 97 dpr 97 Mar 97 Jan 97 Dec 96 Mow 96 Oct 96

# of Order Lines 4 ] 5 5 1

Order Dollars 29,573 110,304 53z 28,820 24

* of Order Lines for Inventaory 4 =] 5 5 1

Order Dallars of Inventory 29,579 110,294 532 38,820 34

* Unique Inventary Items Ordered 3 4 3 4 1

Total Weight of Inventory Ordered 1, 180 499 1,170 6,960 500
4 [l ]|
Z

Invoiced Sales

Purchasing
Dollars

O

Bxecutive Information {Invoices}

Apr 37 Apr 97 Mar 97 Jan 37 Dec 96 Moy 96 Oct 96

# of Invoice Lines 2 1 2 4 1z

Invoice Dollars 245 247 1,503 2,921 15, 426

# of Invaice Lines for Inventaory 2 1 2 4 1z

Irvaice Dollars of Inventary 1,880 347 1,503 7,887 183, 112

* Unique Inventary terns Invoiced 2 1 2 3 1

Total Weight of Inventory Invoiced 22 5 2 252 483
(1) I ] |
i

Executive Information {Purchasing}

Apr 97 Apr 97 Mar 37 Jan 97 Dec 96 Mow 96 Oct 96

# of PO Shipments 7 5 2 3

Purchasing Dollars 11,726 11,307 4,665 5,062

* of Shiprments for Inventary 7 Bl 2 3

Purchazing Dallars of Inventory 11,726 11,307 4,665 5,062

# Unique Inventary Items Purchazed 3 3 2 3

Total Weight of Inventory Purchased 567, 187 1,700 260 508
4 Im [r] |
Z

EIM-14
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The drill down for the production datais the Work Center Load
Spreadshest. This window can be loaded with data based on date,
work center or item code parameters. Y ou must determine which
datato load after opening the spreadsheet. For more information
about this spreadsheet, see “Work Center Load Spreadsheet” on

page PLAN-164.

EO=—————— Work Center Load Spreadsheet - By lay =—————
(%) Select Days & Weeks ) Select One Item or ALL

(O Selest Weeks & Months @) Select e Work Centeror 411 [ALL |
() Select Months & Quarters

8 312';133 ag:ffs Start Date [05/08/97 End Date [05/28/37
ERE
05/08 05/09 05/10 05/11 05/12 05/13 05/14 05/15 05/16 0
24 Hrs/Dayt 4 & 12] z4] z4
[WELD 1% Hrs/Day? i 1
[ORILL 15 Hrs/Day? i 1
[METLATH 15 Hrs,/Day} i 1
148 Hr=/Oayl
126 Hrs/Oaoyl
196 Hrs/Ooyl
TLE@ Hrs/Doy
148 Hra/0ayl

Work Center

Note: In order to have accessto this spreadsheet window, you
must have purchased the Production Planning module.
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(4]

The drill-down for the inventory dataisthe | nventory Forecast
Spreadsheet. For more information on this spreadshest, see “ Inven-

tory Forecast Spreadsheet” on page PLAN-60.

=]

gE

Select Days & Weeks u
Seiect Weeks & ionins I
Select Months & Quarters 5]
I

I

I

[

= = = = =
B @ O B B @ @ @ H H
Feb 00 Mar D0 A&pr 00 May 00 Jun 00 Jul 00 Aug 00 Sep 00 Oct 00 Mov 00 Dec OO0 .
4 4 4 4 4 4 4 4 4 4 411
40 40 40 40 40 40 40 40 40 40 40

42 42 42 42 42 42 42 42 42 42 42

LA

llili%iiiiiiiiiiiiiiiiiiiiiiiiilglllll

4l
40k

By Month Il By Quarter |or—
S A

Note: In order to have accessto this spreadsheet window, you
must have purchased the Production Planning module.

EIM-16

Using the Module



Executive Information

Reports

Printing the
Main Display

Y oumay print all of the data behind the window by pressing <CTRL/
COMMAND-P>. When you do, areport similar to the following will
be displayed:

= Screen report
World Class Industries
Executive Summary Information
Report Printed on 090397 at 14:31, Page #1
Produstion Produstion
Feriod Booked Orders  [uwoiced 8ales Invenrory Vidwe Purehases Cash In Cash Out Het Cosh InfOw Ho Dollas
February 93
February 94 1,916
Ilarch 94 429 25,761
December 94 =20
Teanuary 95 10,400 13
February 05
Mlarch 95 433
April 85 505
Jume 05 B
July 95 225
August 95 10,230 207
eptember 93 500
October 95 500
Hovember 95 500
December 95
Tazusry 96
Fubruary 06 46,280 680292 150
larch 96 1,846 56,014 455292 283
April 06 202,579.683501 252
sy 06 2052024717 53 1,360 1,360 1,281
June 06 5,210 206,018.8717 200 67 10,279
July 96 5,469 787 206,018.8717 27,950
August 36 1,271 7,150 206,071.3717 18,584
Heptember 95 38,781 5238 206,071.3717 8,940 7,380 1,000 6,380
October 96 34 15426 206,071.3717 5,062 1,000 -1,000
Hovember 96 38,820 2,931 208,548.1217 4,796 500 500
December 96 532 1,503 205,810 758201 262
Tazuary 97 108,891 205,208 758201 20,065 20,065 1,058
Fubruary 07 74,988 2,469 204,387 226201 11,207 246 40,843
Dlarch 97 205 14,766 20,432 68 2,268 6,106 6,106
April 97 £
sy 07 640 4434 50,065.5404 500,000 500,000
Juze 07 14,504 2,722 2,016.275 2,000 2,000 -
July 97 272,500 508 2280874 1,000 1,000 B
< JIf D2

Thisreport may be sent to your printer for ahard copy of the data. It
can also be used to see what data is being loaded into the various

cells.

Reports
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Ry

Printing the
Drill Down Views

Sales, and Pur chasing Dollar s sections will look like this:

In addition to the main display, you may print each of the drill down
views of the data. The reports for the Booked Orders, Invoiced

O Screen report B
Executive S of Booked Order Activity ;
Report Printed on 0905/97 at 16:14, Page ¥1 =

# Unigue Total E
Order Tventory Waight of
#of Orier Ondsr % Ovder Lines Dellars Tems Tuveatory =
Period Limes Dolles  for Iuventory of urentory, Ordared Orlered
September 06
Oatber 06 769 91,713 760 91,713 132 142,782
Hovember 96 622 61,930 62z 61,930 144 120,221
December 96 557 42,341 557 42,341 122 52,557
Teawnary 97 551 52,927 551 52,927 112 53,738
February 97 500 45,729 500 45,729 115 58,316
Dlarch 97 524 55,480 534 55,480 120 70,671
gl 97 609 51,327 609 51,327 136 65,114
My 97 398 40,156 398 40,156 122 58,247
Tune 97 404 24,029 404 24,029 120 48,332
iy a7 512 61,435 512 61,435 183 74,330
August 17 146 17,338 146 17,338 az 18,926
Saptember 97
Oataber 07
Hovember 97
Totals 5,602 555,410 5,602 555,410 774,248
Ferinis Brinted = 15
Averages 373 37,027 273 37,027 a3 51,616
=
4 [l ]2

The spreadsheet views may also be printed. The I nventory Spread-
sheet looks like this:

O

Screen report

World Class Industries

Item Spreadsheet - By Month

Pexind Covering 001197 - 0513199

Report Printed on 0910597 at 16:21 , Page #2
Fizcal Week: 192 - 283

925
QZSFIH
925/EIT
QZS(MILL
BORTON
ER9009

CONTRACT MATH

DIRCOUNT

DMLY BOM
ERI4

TAT : 2:
FIRERGLAR : :

Dem Code D Ealier: Sep97:

BER- : -1} -100 %
CHERRY : 2 2
COVER ; a5 s
DISC 1M RS 11 1!
DR1 : 1 1
DRC1 : 1} 1}
DRCZ : 12 12
DRCE : ik 27t

FABRIC : : 5

e

Ot 97 ¢

-100
e
-100
1!

12:
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3
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%
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i
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i

e
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4
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it
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e
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e
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100

12:
it

b dn

aprog

-100

46

-100

11

12
a7
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100
%'
100
1!

12:
&7

-100':
4
-100';
1!

12:
it

e

-100
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11
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TheWork Center L oad Spreadsheet providesasimilar printed re-

port.
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In addition to these reports, there are a number of reportsin the sys-
tem which provide very useful supporting data. These reports are
provided asthe My Reports selection for the Executive Information
Module when you haven’t already loaded any libraried reports. If
you have, these will not be loaded when you initialize the datafile
(see“My Reports’ on page EIM-11).

The following reports areincluded in the initial data set for the Ex-
ecutive Information module:

summary 5] Monthly Summary of Invoiced oles

summary 1} Monthly Summary of Gross Profit

Spreadsheet Irwoiced sales by Soles Rep Code in Inwoice Record
Spreadshest Trwoiced Sales by Ttem - Dollars

Mew Customers Sales #o Mew Customers - One Line per Cugtomer
Inwoiced Sales By Ttem Code - Delivery Performance

Customers Rank of Y70 Sales

Customers Rank of Cummulative Soles

Payables Payables Aging as of Today

Receivables AR Aging by Customer gz of Today

Inwoiced Sales Ey Item Code - Deliwvery Performance

summary Summary of Usage (Skls for each period)

Stock Status Stock Status Sorted by Item within Group Code
Spreadshest Forecazt 12-Month Spreadshest by Ttem
Spreadsheet Forecast ws. Actual Order $%, 12-Month
Statements Detail Income Stotement

Statements Dept Expensze Report - Summary

Reports
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Troubleshooting
What do you do if...

1. You cannot see all of the tables.

Check the User Access Privileges and My Windows functions
to make sure the tables were activated in both windows (see
“Set up the User Access Privileges.” on page EIM-3 and “ Set up
the User Preferences for each user to determine which data will
be displayed.” on page EIM-4).

. Some of the data seems wrong.

Qube ERP™ provides avalidate (v ) button for each of the
spreadsheet tables. Clicking on this button will regenerate all of
the data for a spreadsheet.

In addition, you should check to be sure that all of the datain
the system is being correctly entered with accurate dates (see
“Transaction Dates Used” on page EIM-9). This, in fact, isone
of the great benefits of the function; it provides an overall view
that allows you to monitor on a macro scale whether datais
being entered properly. In particular, make sure that you are not
canceling Sales Ordersto take them off the Backlog report; this
will result in your Invoiced Sales numbers appearing to be
much higher than your Booked Orders numbers.

. No new items were added when you clicked the

<MY REPORTS> and <MY WINDOWS> buttons.

Check to make sure that no reports were aready inthe My
Reports window and no My Windows selections were set up
for the user being initialized. If there were, you must empty
them out and then reinitialize the MY REPORTS and MY WIN-
DOWSdata (see “My Reports’ on page EIM-11 and “My Win-
dows’ on page EIM-10).
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4. Cannot access the drill down functions for Pro-
duction Hours and Inventory End of Month Val-
ues.

Check to seeif your system has the Production Planning mod-
ules activated, and the user has access to these spreadsheet win-
dows in the User Access Privileges window. If not, you will not
be able to access these windows.

5. No data appears in the Executive Information
Overview window.

Prior to using thisfunction, you must initialize the data. See“To
set up and initialize the Executive Information Module” on

page EIM-3.
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