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About this Book
The Qube General Information User Guide provides a basic 
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 data from a 
single window set.  This type of presentation is useful in detecting 
and evaluating significant trends in a business. It is also useful in 
determining whether or not reliable data is being entered into the 
database so that important trends can be detected. 

The Qube General Information User Guide is part of a 14-vol-
ume set. The other books in the set are:

• System Administration User Guide

• Inventory Management User Guide

• Production Scheduling and Bills of Material User Guide

• Sales Order 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

• Global Commerce User Guide

• Implementation Workbook

• Qube Sample Reports Book

• Index
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Overview This user guide contains the following topics:

• Logging on to Qube

• Moving Around

• User Preferences

• On-Line Help

• Scheduled Events Manager

• Qube Electronic Notifier

• Executing Commands

• Entering Data

• Spreadsheet Windows

• Printing Reports

• Ad Hoc Reports

• Executive Information Overview

• Getting Started  with Executive Information

• Using the Executive Information Module

• Executive Information Reports

• Troubleshooting Executive Information 
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Logging On
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 Macintosh or Windows before at-
tempting to use the Qube ERP™ system or even before trying to 
understand this procedures manual.

Since Qube ERP™ produces records which cannot be changed 
later, the use of Play data to familiarize yourself with the work-
ings of the system is highly recommended.

Logging On The first window presented is designed to enable you to identify 
yourself and make sure you are accessing the correct data file.

Qube ERP™ 
Logon Window

Look at the very bottom left portion of the window. The data file 
name and path are presented here. Since it is possible to use Qube 
ERP™ with any number of data files, it is always important to en-
sure you are not accessing a backup data file, play data file, or the 
wrong company's data file. The system automatically opens the 
data file last used with the system. If the data file selection is in-
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correct, click the <CHANGE DATA FILES> button and select the 
correct file.

Once you have selected the data file, 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 access privileges. This is entered in the space 
shown below, and is case-sensitive. Simply enter the proper elec-
tronic signature (password) and press <ENTER> or click <OK>.

Electronic 
Signature at 
Logon Prompt

Error Messages at 
Log On

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 else has mistak-
enly misplaced a file or changed a record.

If this should happen to you, the number one rule is DON'T PANIC! 
There are very few things you can do to break or damage the system, 
especially when you are logged off! Whenever a problem occurs, 
you will nearly always get an error message, so calmly write it down, 
or leave it on the screen, find your system administrator (or if he or 
she is unavailable, call QCI Support), and report the problem. Al-
most always there is a simple explanation and easy fix. 
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Moving Around

The Module 
Selection Window

After completing the logon process, you will be presented with the 
Module Selection Window. Examine the Module Selection Win-
dow (shown above) and read the Main Menu and Module Bar 
(shown below and on the next page). These are the methods which 
allow you to move into any major functional area of the system. You 
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. You may also use the 
COMMAND-(Mac OS) or CONTROL-(Windows) key equivalents 
to move through the system.

The Qube ERP™ 
Main Menu

Note the buttons on the screen. 
The top two rows are the Module 
Selection buttons. Clicking on 
each of these buttons will take you 
to different functional areas of the 
system. In addition, there are sev-
eral utility buttons in the bottom 
row. Clicking the <TASK ASSIS-
TANT> button will open the Task 
Assistant interactive help func-
tion. The <MODULE BAR> but-
ton will display and hide the 
module bar. The <REPORTS> 
button shows the reports functions 
list, and the <VIEW MY SCHED-

Mac OS Windows

p p

 ctrl
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ULE> button will display the items scheduled in the Scheduled 
Events Manager.

You may also access the various modules 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 on the Module Selection 
Window:

2. Using the following keyboard commands:

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

Module Bar

Mac OS Windows

 F11

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

Tool Tips Tool Tips are new in Version 7.36; when the mouse cursor pauses 
over a button on the Module Bar, a brief message displays. It is no 
longer necessary to use the show text option on the My Preferences 
window, and QCI recommends you leave it turned off.

Here is an example of Tool Tips:

Multiple Windows 
Data Entry

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

Leave this box 
unchecked

Main Menu

Inventory & 
BOMs   

Item Master 
File

Item Master 
File, Card #1
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nize these multiple window sets so you can easily determine when 
this is the case. These card sets are indicated by card tabs, like those 
shown above. In these cases it is possible to move between windows 
simply by clicking on the card tabs. The active window will be indi-
cated by the rounded edge at the top of the card tab as shown above.

Minimize Buttons A symbol is displayed at the top right of all data entry windows. This 
symbol indicates that any window can be “minimized.” When a win-
dow is minimized, it remains open but occupies much less space on 
your screen. To bring it back to normal size, simply click on the 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 are in enter data or find mode. Omnis7 will minimize the 
window, but the Qube ERP™ system will recognize that the 
minimize event was done at an inappropriate time (e.g., during 
enter data) and reopen the window to its full size.

Grow Boxes Many windows offer the ability to be expanded to the size of your 
screen. Windows that offer this capability will include a grow box in 
the upper right-hand corner. This will help with windows that in-
clude lots of comments, or items in lists. To expand a window, click 
in the grow box in the upper right-hand corner. To restore it to its 
original size, click it again.

Size Boxes/
Handles

You can also expand some of the windows using the size box/han-
dles in 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 restore the 
window to its original size, close it and reopen it.
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Function 
Selection Lists

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

Icon Displays The symbols to the left of each line indicate 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-
gle icon will display in the down direction to indicate that the select-
ed directory has been opened, as shown here:

When viewed on a PC, the file folder icon will display as opened.
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Notice that the lines below the folder (or toggle) now display a sym-
bol to indicate that a data entry window will open if any of these lines 
is double-clicked. If a keyboard command is available, it will also be 
displayed to the right. 

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

Record Counts When you double-click on the RECORD COUNTS line, counts of 
records in each relevant file will appear. No icon displays to the left 
since nothing happens when you double-click on any of these lines.
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You may also collapse any expanded group by again double-clicking 
on the group heading.

This method of displaying functions offers the least cluttered view 
of functions available for each module. With a system as sophisticat-
ed as Qube ERP™, which offers several hundred different functions, 
being able to display your choices in a simplified way is important.

Open Several 
Windows at Once

Another advantage of this design is that it enables the user to open 
several windows with a single 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 a time.

It is also possible to display the list of all functions available from 
the selected module by clicking on the toggle at the top left. The tog-

Mac OS Windows

 ctrl
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gle will twist to the “down” position, or the folder will open, and dis-
play all available functions, like this:

Sorting the List Notice the words “Group” and “Name” at the top of this list. In the 
example above, “Group” is underlined. You may display the list in 
strict alphabetical order (without group headings), by clicking on the 
word “Name.” This will cause “Name” to be underlined and will dis-
play a more simplified list. This kind of list makes it easier to find 
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functions when you know the name of the function but do not know 
the group in which it may be found. 

When you switch to a new 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. 

Lists Stored in 
RAM

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

Reporting 
Functions Palette

The Reporting Functions Palette displays reports in 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 
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the first report in the selected report group, to facilitate the user in 
finding the desired report.

Tailoring Lists It is possible to colorize the lists so that different sections are easier 
to find, and to determine the default style in which they will open. In 
order to do this, open the My Preferences window found in the Per-
sonnel & Labor Functions palette. For a more detailed discussion, 
see “System Security” on page SYS-123.

Functions 
Missing from 
Lists

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 I HAVE NO PRIVILEGES box is activated in the My 
Preferences window, you will not see the function in the list. 
To correct this, have the access privileges for the function in 
question enabled, and rebuild the lists.
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Lists have not been rebuilt since the function was 
added

As noted earlier in this section, all lists are loaded into RAM 
each time the system is rebooted. This causes the lists to load 
more quickly.

The down side to this is that 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.

• Lists may be rebuilt in two ways:

1. Set the lists so they will be rebuilt next time they 
are opened.

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

You may change any of the color options or the display struc-
ture options shown above. Then, close the window. As you 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.

There is an invisible button in the upper left corner of all of the 
function selection lists. This is just above the display button in 
the upper left corner of the window. On Windows this display 
button appears as a folder icon, on a Macintosh, it appears as a 
triangle:

If you click in the area just above this icon, as shown above, you 
can rebuild each list individually, without changing the display 
options in the My Preferences window.
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System Menus The menu bar contains the following items:

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

If you are logged on as a System Administrator, you will see two 
File menus. The one to the right (after the Main menu item) is 
the customized Qube ERP™ file menu. The one to the extreme 
left is the generic Omnis7 file menu. No Qube ERP™ procedures 
are executed when using the Omnis7 file menu. Ensure that 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 FILES allows you to use Qube ERP™ on multiple 
data files (e.g., multiple companies or practice data files).

REPORT DESTINATION allows you to choose where to send a re-
port. It will present to you the window shown below.

 



General
GEN-18 Moving Around

This is a menu 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 PRINT command.

PAGE SETUP allows you to change the default page setup on any 
report in the system. If you do not like the way a report 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 default.

PRINT will change depending on which window is on top. For ex-
ample, if you are viewing the Customers window, the PRINT com-
mand will print the customer master file. If you are viewing a Sales 
Order, PRINT will print the order you are viewing. If there is no 
current record in a window, the PRINT line will 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™. This is impor-
tant when doing various file maintenance functions, or when the sys-
tem freezes. This is one of two legal ways to quit Qube ERP™.

QUIT is the only other legal way to quit Qube ERP™. This will log 
the user off the data file as well 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 users if the number of 
users exceeds your system limit (see multi-user issues).

CHANGE USER PASSWORD is another command that you will not 
use very often. This is used only to limit accessibility to various files 
when writing ad hoc reports. All other accessibility in the system is 
determined in the User Access Privileges function. For more infor-
mation see “System Security” on page SYS-123.

STOP is used when the system gets into a “loop” and won't stop do-
ing what it is doing. Often you can select STOP from the file menu 
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and get the system to stop doing whatever it is doing. Use this func-
tion sparingly. Do not use it to stop legitimate functions! Use it only 
when the system repeatedly presents you with the same error mes-
sage over and over, or is in some other kind of recognizable loop. If 
you ever need to use this, be sure to reboot the system, using the RE-
START QUBE command described above.

ABOUT QUBE displays the About Window.

Edit Menu
The Edit Menu contains the standard editing commands Undo, Cut, 
Copy, Paste, Clear, and Select All. In addition, it contains the Paste 
from File, Create Publisher, Subscribe To, and Publisher Op-
tions commands.

MAIN Menu
The MAIN Menu is discussed 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 reports is 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 Menu assists you in bringing open windows to the 
front. When you have several windows open at one time, it is easy to 
lose track of them, as the window you want may be hidden by several 
other windows. The Windows Menu allows you to employ a menu 
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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

The My Preferences window allows the user to make decisions that 
directly impact the working environment of Qube ERP™. These 
preferences are specific to each user. The system administrator may 
wish to allow access to this window for each user, or it can be used 
by the administrator to set up preferences for various users based on 
their duties and knowledge of the Qube ERP™ system.

Display Omnis 
Help Bar on 
Startup Some windows in Qube ERP™ utilize the Omnis 7 Help Bar. This 

is a bar 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:

Main Menu

Personnel & 
Labor

Personnel Set 
Up Functions

My 
Preferences
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This function has not been fully implemented; however, it is avail-
able in some windows. It is not 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.

Module Bar 
Controls

These functions allow you to determine where the Qube ERP™ 
module bar will be displayed. You can choose to display it at the 
top, bottom, left or right of your screen. You can also move the mod-
ule bar out of its normal position; however, Omnis 7 will still take up 
the area where the bar resides, so this is of questionable value to the 
user. The module bar, as displayed at the bottom of the window, 
without text, looks like this:

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

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

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 
to include text 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.
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Otherwise, click it OFF, and the module bar will not appear until you 
click the <MODULE BAR> button.

Tool Tips Tool Tips are new in this release; when the mouse cursor pauses over 
a button on the Module Bar, a brief message displays. It is no longer 
necessary to use the show text option on the My Preferences win-
dow, and QCI recommends you leave it turned off.

Here is an example of Tool Tips:

Printer Controls

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 this option on for all users. This 
gives the windowed version of the reports parameters.

Each time the reports window is loaded, the list of reports must be 
regenerated.  This can take a little time, especially if you have a slow 
network.  By clicking the box ON as shown above, you can have 
your computer keep these lists in 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 
already loaded once in the current session.  The downside is that this 
setting takes more RAM, so if you are running Qube ERP™ with a 

Leave this box 
unchecked
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limited amount of memory, you would probably elect to turn this 
function OFF.

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

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.  You can even select FILE, if you normally 
dump the reports to a spreadsheet format.  Note that this is only the 
default; the selection may be changed as the report is printed.

Function Selection Display & Menus

This is an 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 Lists will be 
displayed.  An example of a function list is shown here:
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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 some time.  The longest time is required to colorize MUL-
TICOLORED.  This, again, is a matter of personal choice.

This selection is only visible when the Display Functions Buttons 
Window selection is clicked OFF.  This choice allows the user to 
view more simplified lists of functions available in each module.  
For example, a user may have access to only three of the windows in 
the inventory module.  If the Hide Functions box is not activated, 
the user will see a long 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 example is shown here:

This choice is most effective when displaying lists by name (see 
below).  Note that if a user does not have access to one window in 
any set of windows, none of the windows in that set will be displayed 
as available.  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 
windows will display in the functions list if access is allowed for the 
bill of material function.  None of the three will be displayed if ac-
cess is not allowed for the Bill of Material function.

As with the reports lists, sometimes other lists can take a little time 
to load unless you have fast computers and networks.  This time can 
be reduced dramatically by choosing this selection.  Whenever you 
first load a list during a Qube ERP™ session, you will also be load-
ing it in RAM.  Then, when you need to return to the list later, it will 
already be loaded, and will appear much faster.  As with reports lists, 
there is a memory penalty with this function, so only use it if you 
have plenty of RAM.
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Qube ERP™ allows you to display function selection lists in three 
different ways; subtitles only, subtitles and 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 subtitle in 
a function selection list, the list displays in the order that features 
were added to Qube, rather than in alphabetical order.

The Qube ERP™ design allows as many modules to be open as you 
like.  This includes the function selection menus.  This control will 
determine how many of these menus can be opened at once.  If you 
have a very 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.

This function is designed to assist a system administrator in setting 
up other users.  The user access privileges list for the Labor module 
includes a selection to enable or disable this function for selected us-
ers. 

If this function is disabled for a selected user, the button will not be 
displayed when the window is opened.  
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Clicking on this button will display the following window:

All the system users will be displayed automatically.  You 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.  You may select multi-
ple users by clicking, shift-clicking or click-dragging (for several 
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 a mistake, 
you may click <CANCEL> and start over.

Load BOMs 
automatically...

{Check box} When this box is on (an X appears in it), the Bill of 
Materials window will automatically load all of the items for each 
bill of material when a record which has one appears in it.  Bills of 
material can often have many items, sometimes as many as several 
hundred.  Therefore, this automatic loading function can often take 
up a lot 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 items in 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 switch is 
ON. See “Load Indented” on page BOM-8.
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My Windows

Qube ERP™ provides the ability for each user to create a customized 
window functions palette 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 windows that are appropriate to 
the user.  The window used to define these windows is shown above 
and is found 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.  
This allows the system administrator to set up a simplified system in-
terface for each user, showing only those windows which are appro-
priate to each user.

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

function on the user preferences window, only those functions to 
which this user has access will be displayed, as shown above.

Main Menu

System 
Administration

Set Up 
Functions

Configure My 
Windows
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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.

3. 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 items in the lists: headings and function 
selections.  In the Available Windows list on the left you will 
be able to determine which is which; the function selections are 
indented under each heading.  In cases where the user being 
edited does not have privileges to any item in a section, 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 is a good idea to 
begin with those items you wish to have at the top.

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

4. 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.

5. 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 the list (up or down) and to change the relative 
position of each line (indenting under main headings).

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-



General
User Preferences GEN-33

dows the user most frequently accesses.  Those selected to open 
at startup are flagged with a check mark in the table.

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:
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Setting Window 
Colors

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

You 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.
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3. Then click on the following selection:

4. The following window will appear.

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

3. Then select one of the following options. 

Note: The three radio buttons in the right-hand portion of the 
window will apply both button and background colors at the 
same time. Therefore, if you select GRAY and then click <SAVE>, 
both button colors and window backgrounds will be changed to 
gray for whichever module you have selected.



General
User Preferences GEN-37

• 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.

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 a little while.

The colorizing will apply to each copy of the Qube ERP™ appli-
cation, resident on each hard drive.  If an update is delivered lat-
er, the colorize function will have to be performed again.
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On-Line Help
Qube ERP™ provides three types of On Line Help:

1. On-Line documentation.

2. Task Assistant help.

3. PDF documentation.

On-Line 
Documentation

The first is On-Line Documentation.   On-Line Documentation 
enables you to view a window 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 is the help window for the Module Selection Window:

Qube ERP™ 
On-Line 
Documentation 
Window
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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: This is an Omnis 7 data file which is opened as 
a “lookup” file when starting Qube ERP™. The content of this 
data file is controlled by Qube Connections, Inc. Only QCI will 
edit the data in this data file. This data file 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 users to supplement the documentation provided by Qube 
Connections, Inc.  These notes are kept separate from the 
Q3HELP.DF1 in the company's data file, but are displayed and 
may be printed together with QHELP.DF1.  For this reason, you 
may update the Q3HELP.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. The function allows a single Qube ERP™ lookup record to be 

displayed for each window found in Qube ERP™. 

2. The function also allows a single record of user notes to 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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On-Line 
Documentation 
Window

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

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 as long or wide as the user wants. 
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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 data entry; the User Notes field at the 
top of the window.  This will accept up to 5,000 characters of 
data for each window.

3. 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 this file, so reorganization can be 
done quickly. This is the file 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.

2. 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 this file. If 
it fails to find it, a message displays to that effect. All other 
functions will perform as usual even if the file is not found.
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Task Assistant

In addition to On-Line Documentation, Qube ERP™ offers the 
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 unless you have an assistant available to 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 tasks less so, even those which involve 
many windows, reports, commands, etc.

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

There are several sections on this window.  The first, in the upper 
left-hand corner, takes you to the three different kinds of tasks.  They 
are explanations of (1) what you can do with various functions and 
features in 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, is available only if you logged on as a System 
Administrator).
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Click on the button, <HOW DO I> 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 
some information about cycle counting will be displayed in the large 
text block on the lower right.

If you click on any one of the task buttons, the system will take you 
to the window 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 
left corner of the Reports window.

Notice how the Task Assistant window has stayed open during this 
process. This window will stay open until you close it, 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:
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You 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 on the <PRINT> button.  The help notes for cycle counting will 
print to your screen as shown below.  When finished, close the Task 
Assistant windows.
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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 
all platforms.

Advantages of 
PDF 
documentation

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

It's portable. Users can access information right from their worksta-
tions, without having to juggle a bulky manual or dial up the Internet.

It's convenient. All manuals are on one CD, which may easily be in-
stalled on a server or workstation, or read directly from the CD.

It's easy to search. You may search for words or terms within each 
of the files. Also, each of the files is linked 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, 
due to PDF’s inherent limitations. These graphics print clearly; they 
may also be more easily viewed at a larger magnification.)

It's cost-effective. As your workforce grows, there’s no need to pur-
chase additional sets of documentation. You also don’t need to buy 
expensive software, since we supply the free PDF reader with every 
CD; it is also available from the Adobe web site (www. adobe.com).

Using PDF 
Documents

If you have the Adobe Reader software installed, simply click on the 
PDF file to open it. 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.

Once you have opened the file, you may read it online or print it. You 
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
There is a scheduling system built into Qube ERP™. It lets you print 
reports or do certain other tasks at a later time, and at regular inter-
vals. This is useful if the task takes a long time, or needs to be run 
routinely, like posting transactions to the General Ledger, or running 
MRP. You can schedule these tasks for after you leave work, 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. You 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 
queue for the same time, the first event gets precedence. The next 
event is rescheduled 10 minutes later. It will be rescheduled again 10 
minutes later if you are found to be in enter data mode when the time 
comes to execute.

What Can Be 
Scheduled?

Currently, you can schedule all reports in Qube ERP™, and the fol-
lowing functions: Reconstruct BOMs in the Inventory module, Fi-
nite & Infinite Load Production Scheduling in the Production 
Planning module, Post Open Transactions in the GL module, and 
Rebuild Pop-Up Lists and certain utilities in the System Admin 
module. For the latter, see “Listed Utilities” on page SYS-155.

How to Schedule 
a Report

Scheduling a report or function is done through the same screen you 
normally use to perform a function. Any parameters for 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 a lat-
er time.

Entering the scheduling information (when to perform the task, how 
often to repeat it) is always done in the same way. However, its lo-
cation on the screen varies slightly from function to function. 
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To schedule a report for printing at a later 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 area for filling in the schedule information:

You can change the date to tell the Scheduled Events Manager to 
print the report on a later date, or change the time so it 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.

You may also tell the Scheduled Events Manager to print the report 
from somebody else’s workstation. This might be useful if you want 
to have just one workstation on your network run all of these sched-
uled tasks, or if you need to print scheduled reports on a locally ded-
icated printer. If you do this other users will 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 a task on a repeat-
ing schedule, type in the time interval (for example, 3) and select 
the time unit (days, weeks, months) using the popup menu. You can 
schedule 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 all 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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A later section describes how to view your schedule and delete 
events from it.

How to Schedule 
Other Events

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

Reconstruct 
BOMs

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

Finite or Infinite 
Production 
Scheduling

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

Execute Later
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Post Open 
Transactions

Here you will find a selection called,  POST LATER (AT A SCHED-
ULED TIME):

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

Update Pop-Up 
Lists

Click the large button at the top of the screen called <SELECT AND 
UPDATE LISTS ALL AT ONCE>. You will see a check box labeled 
EXECUTE LATER.  Click the check box ON and the Scheduled 
Events Manager and the scheduling area will be displayed.

Viewing Your 
Schedule and 
Deleting Tasks

At each place in the system where scheduling events is available, 
there is a button labeled <VIEW MY SCHEDULE>.  Clicking this 
button brings up a list of everything scheduled for your workstation:

The list is displayed so that the event which is scheduled next is at 
the top.  In this example, the next event is scheduled at 20:00 (8 PM) 
on 9/12/94, when the Scheduled Events Manager will print an Items 
List by Item Description report.

Post Later

Execute Later
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If you have logged on as a SYSTEM ADMINISTRATOR, Qube 
ERP™ will display one additional button, labeled <SHOW TASKS 
FOR ALL USERS>. This enables the system administrator to see all 
of the events scheduled by all users.

Once a task has been carried out, the Scheduled Events Manager will 
automatically remove it from the list, except when it is a repeating 
task.  In this case, the Scheduled Events Manager will reschedule the 
task to happen again at the appropriate interval.

You can also use this window to delete items from your schedule.  
To delete a task, click on its line in the list to highlight it. Then, click 
the <DELETE SELECTED TASK(S)> button to remove the line from 
the list. If you want to delete several items at the same time, click on 
the first line you want to delete, then hold down the <COMMAND/
CTRL> key as you click to select additional lines. Then click <DE-
LETE SELECTED TASK(S)> to delete all 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 Module Selection button bar.

The Qube Electronic Notifier window will open.

You may send a message or reply to a message, addressing it to any 
combination of internal employees. You may also reference a docu-
ment by selecting from the document types in 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
Commands may be executed in any of three different ways; pull-
down menus, keyboard commands, on-screen buttons. 

The Action Menu 
and Keyboard 
Equivalents

The Action Menu appears to 
the right of the Reports menu 
in the menu bar. Here are 
selections involving operations 
which can be performed on 
data: FIND, EDIT, SAVE AS, 
NEW, etc. Each of these 
selections also has a CTRL-key 
or COMMAND-key 
equivalent. This is the 
keyboard command which will 
access that menu selection. 
Qube ERP™ allows access to 
all commands by menus, 
keyboard equivalents, or on-
screen buttons. These 
commands are uniform 
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.

The Commands 
Bar

Most system windows will display some or all of the buttons shown 
below.  This is known as the Commands Bar. Selecting any of 
these buttons has the same effect as selecting a line from the Action 
menu.  

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 

Mac OS Windows

f f

 ctrl
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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 the first record in the 
system, based on the first Find field. There can be several find fields 
available in a window.  Any field that the cursor can be inserted in 
while in FIND mode is a qualified find field.  Find fields can be ac-
cessed by <TABBING> into them, or by clicking on them with the 
mouse.  If data is entered into a find field, the system will find the 
record with the corresponding data matching that which is in the 
field.  If the system does not have a record matching the data, it will 
find the record immediately following the entered data.  For exam-
ple, if “Steve” were entered into a find field, the system may find the 
record for “Stevens” or “Stew.” This find function is very fast, and 
will perform nearly as quickly if there are several thousand records 
in the file as it will if there are only several dozen.  

The <FIRST> and <LAST> buttons will render the first 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 last 
active and into which data was inserted (if no find field is active, they 
will key off the order records were entered). 

The <NEW> button allows the user to enter a new record.  This is 
how all new records get into the system, unless they are created au-
tomatically or imported.  Sometimes the New command is also 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 changes to a 
record.  The Edit command will only work on a record which ap-
pears in the window.  Once the edit is completed, click <SAVE> or 
press <ENTER>.

The <SAVE AS> button allows a record to be duplicated.  This will 
work for duplicating inventory items, customer quotes and orders, 
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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 has the 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 a record has been inserted, but it has not.

CAUTION: Qube ERP™ has many fields throughout the system 
which require data. If you are entering or editing data into 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 
require data to be inserted into these fields before allowing you 
to cancel. 

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

Keyboard 
Conventions

Follow these guidelines when working in Qube ERP™:

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

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

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.
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Entering Data
All Qube ERP™ windows share basic operating features. Every win-
dow has a title describing its function, indicating where you are. The 
System Module window title also tells you in which data file you are 
currently working, in case you are using the multi-company capabil-
ities of the system.

Comments Fields 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. You can include 
special comments for your customers or they can simply be used as 
reminders to your people about special situations. All comments 
fields allow up to 2000 characters per item and automatically word 
wrap.

Multiple Windows 
Data Entry

Often there is more data than can be entered into one window.  In 
these cases, windows are organized into card sets.  CARD TABS will 
be available in the lower portion of the window to move from card 

Sales Order 
Header Window
Highlight

Pop-Up List

Data entry area

Comments field

Card tabs

Commands bar
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to card.  The new card will open, and the user will be able to continue 
with data entry.  An example of the window which would appear if 
you clicked this button is shown below.

Data Entry Area These are areas where data may be entered.  These may differ from 
area to 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 
to field on the window and type the appropriate data.  When inserting 
data into one of the many summary windows, however (such as the 
window, shown above), data is typed into a data entry line, which is 
situated above the edit list.  The highlight will rest on the current 
item in the edit list.

Highlight 
(Current Item)

The highlight indicates the current item, whether it is in a list or in 
an order entry window.  In the window above there are two high-
lights, one for the line items and one for the ship dates. The highlight 
also indicates data which will be replaced.  To type over data in 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 

Sales Order 
Items Window
Data entry line
Highlight

Data entry list

Comments field

Data entry line
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second item in the top list; the one highlighted. If you click on anoth-
er item in this list these items will change, reflecting the “new” cur-
rent item.

Note:  You can also change the current item and corresponding 
information using the up and down arrow keys.  Be sure to click 
in the list, first, however.

Lists 2 Basic Types of Lists
There are two basic types of lists used in the system.  One type is 
used to view and edit records in the data file (data entry lists).  The 
other is used as a reference to 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.

Data Entry Lists The data entry list is the list of records which gets loaded as you in-
sert new records into the data entry line.  An example of data entry 
lists is the display of different items ordered by a customer on a sales 
order or the items being ordered by your company on a purchase or-
der.  The former is shown on the previous page.  Because each sales 
order and each purchase order is likely to reference many items (and 
perhaps many shipments for each item), the system displays this in-
formation in a list.   If lists were not used, you would need to view 
each item one at a time, click edit, enter the new field values and then 
click save for each item on the order.  This would be very inefficient 
and time consuming.  Lists allow the user to view and edit field val-
ues for all items and all ship dates, store the values in the list and then 
update the data file with a single command.  

Current Item The current item resides in the data entry list.  Each time you enter a 
new record in a data entry line, it gets added to the data entry list.  To 
move between records in the list, click on the line you wish to acti-
vate, and the window will take on the attributes of the active item in 
the list.



General
Entering Data GEN-59

Editing a List To edit an existing list, click <EDIT>, then click on the line in the 
list you wish to edit. It is important 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 the first line in the list and mak-
ing it current, regardless of which line had last been clicked on or 
viewed before clicking edit.

Simply editing a value at the top of a list is not sufficient to edit 
the contents of the list. Once you have clicked edit and selected 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 
the values found in the list (not in the data entry line).  If you see the 
new value in the list, it will replace the old value in the record when 
you click <SAVE>.  If you see the new value in the data entry line  
but not in the list itself, the record will probably not be changed when 
you click <SAVE>.  This applies to all lists found in the system.

To add additional data to an already existing list, click <EDIT>, and 
then click in the list, just below the bottom line as shown below.  The 
data entry line will empty and the cursor will jump to the first field 
in it, ready to enter the next record.  Once you are finished, click 
<SAVE>, or press <ENTER>, and the changes will be written to the 
file.

Entering Data in a 
List

Data cannot be entered directly into a list.  Therefore, a section is 
provided at the top of lists to allow data entry.  This is known as the 
Data Entry Line.  Entries made at the top of the list are then copied 
to the appropriate line within the list itself.  This way, the user can 
edit many lines within a list before writing that information to disk 
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(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.

Deleting a Line 
from a List

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 
field in the list.  For example, the above sales order shows four lines.

To delete line 4, click <EDIT> and then click on and remove the data 
from the first data entry field (Item Code) on line 4.  As you tab out 
of the field, the system will clear the data from the other fields in the 
line, redraw the list to show that line as empty and set up your cursor 
to accept data entry in the next line of the list.  The list would then 
look like this:

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

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

Sorting Data in 
Lists

The default sort on these records in lists is always the order in which 
they were entered.  However, this is often not the most convenient 
way to view the record.  You can normally change the sort in each of 
these windows by clicking on the title of the column on which you 
wish to sort.



General
Entering Data GEN-61

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

Selecting Multiple 
Items in a List

Often the system will provide ways of editing entering data into sev-
eral lines in a list at once.  Closing scheduled PO receipts is an ex-
ample of this; the function allows you to select several lines and then 
click a button, such as Set Status to Closed.  This can be a real time 
saver.

Contiguous Items There are two ways to select contiguous lines in a list.

Click Drag
Move the cursor to the first item in the list you wish to select.  Click 
on it, and, holding the mouse button down, drag the cursor to the last 
line in the list.  When you release the button, all of the lines you have 
selected will be chosen.

Shift-Click
Click on the first item in the list you wish to select.  Then, releasing 
the button, move to the cursor last item.  Holding the shift key down, 
click on the last item in the list.  Both the first and last item and all 
those in between will be selected.

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

Non-contiguous 
Items

Click on the first item 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.

Mac OS Windows

 ctrl
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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 
sales order, the system requires that the user enter the correct code of 
the customer who will be billed for the order. It also requires the 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™ provides two different types of lookup lists to help with 
this task: Pop-Up Lists and Reference Lists.

Pop-Up Lists Pop-Up Lists are lists of data which are stored in the Qube ERP™ 
data file. 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) since they are in RAM at all times. The sys-
tem merely shows or hides the list as the user commands. Here is an 
example of a Pop-Up list of items displayed on the sales order items 
window:

Using Pop-Up 
Lists to Find 
records

Each record has a primary “address” code.  In the customer master 
file, it is the customer code; in the item master, it is the item code; in 
order entry, it is the order number, etc.  In every case, you will see a 

 next to the primary address field.  Clicking on this button will dis-
play a list of the type of record entered in the selected 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 lists to find a record, as in the previous ex-
ample, you may click the button to display the Pop-Up list.  Then 
click in the list (anywhere in the list).  Press the first few characters 
of the item's description on your keyboard and the system will re-
spond by searching the list for a match on your entry.  For example, 
entering the letters “Con” might find the item whose description be-
gins with Contract:

If you wish to search the list a second time, you must press the 
<BACK SPACE> key or click on the list 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 characters keyed in as being in addition 
to the first 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.  When your cursor is 
in a field 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  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 
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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.

Closing Pop-Up 
Lists When 
Invalid Data Has 
Been Entered

The system will not allow you to close a Pop-Up list when an invalid 
code has been entered.  If a Pop-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 code at all.   Then <TAB> out of the field.  Then click the 

 box to close the Pop-Up list.  After you have tabbed from the 
code field with a valid or blank code, the system will allow you to 
close the Pop-Up list.  This is the way all lists work.

Limitations Pop-Up lists have some important limitations.  First, they are not up-
dated every time the data file changes; rather they are batch updated.  
If you add new items to your data file,  the Pop-Up lists will not re-
flect the changes until they are manually updated.  Therefore, Pop-
Up lists are most useful when the contents of the Pop-Up lists do not 
change very often.  A second disadvantage of Pop-Up lists is that 
they will display the entire list all the time and will do so in what may 
be a very limited amount of window space.  It is not possible to select 
to load only the subassemblies from your 5,000-record item master 
file using Pop-Up lists. Scrolling up and down a very large list 
squeezed into such a small space may be difficult.  

In addition, only lists which are likely to be referenced in the use of 
a certain window can be displayed when viewing that window. It is 
not possible, for example, to view a Pop-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, a second set of lookup lists has been 
provided.  These are called Reference Lists.  An example is shown 
below.

Reference lists are displayed by reading data from the Qube ERP™ 
data file 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 the minute.  Because they are refreshed each time, they 
provide a much more powerful searching ability than pop-up lists.  
No batch update procedure is needed to update the reference lists.  If 
the display does not appear as you expect, click on the <RE-
LOAD LIST> button. To make it 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 
are type RAW and group ABCD.  Any reference list can be accessed 
no matter which window you are viewing.  And reference lists can 
be viewed in either a small window or a larger window.  You can 
switch between them using the zoom box.  

To load a reference 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.

Reference List 
Window
List Area

Control buttons
List selection criteria

Data loading definition

Pop-Up Lists

Mac OS Windows

, /

 ctrl



General
GEN-66 Entering Data

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

List area This is where the list data is displayed.

Data loading 
definition

Use this area to 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 Gray 
and sorted on name (description), set this line to look like this:

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 to load a list of records based on a code start-
ing with Aaa, no records will be found.  Alphabetic codes are 
found after all numbers.  Therefore no codes would be found.

List selection 
criteria

Use this area to determine which data sets to load into your list.  Not 
only can you choose between customers, inventory items, vendors, 
GL accounts, etc., but you can also narrow down your search to var-
ious other criteria, such as customer types, item groups and types, 
vendor types, etc.  Some of these items 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, the list 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 a certain Group or Type when 
building a BOM.  This would reduce errors and make searching 
much faster.  Again, in order to change the data in a list, change your 
search criteria and click the button, <RELOAD LIST>.
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Loading Data in 
the List

Loading data is easy.  Just select which list you wish to load, and 
<TAB> through the fields, providing the data as required.  If you 
want all types or groups, simply leave these fields alone; the default 
in each case is All.  Then select the list you wish to load by clicking 
the appropriate button in the bottom section of the list.  If the selec-
tion you have chosen offers a choice of Type or Group (e.g., Item 
Master File, Vendors, Customers or  GL Accounts), the list will load 
when you <TAB> out of the type or group code field.  All other lists 
will load when you <TAB> out of the field 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 data is 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.  This is very fast, and makes it easy to 
locate specific records in the list.

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

Finding Records 
with Reference 
Lists

You may use reference lists to find records on certain windows. For 
example, you may view the Customer Master File window, display 
the reference lists window and load the list with customers in the 
range you are looking for. Do not click <FIND> first. The find 
should begin by displaying the reference list. 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. You must be searching in a list relevant to 
the window you are viewing. 

Entering Data 
with Reference 
Lists

If you are entering data and click the  box, Qube ERP™ will re-
spond by displaying a Pop-Up list. If, instead, you press <COM-
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 a window for the selection of 
only the appropriate list. This window looks like this:

Reference List for 
a Specific Field 
While in Data 
Entry

Notice that this list has no selection area in the bottom.  It knew that 
the user was looking for inventory items because the cursor was rest-
ing in an Item Code field when the list was activated.  If it is not suc-
cessful in guessing which list you need, it will display the Reference 
List window which allows you to choose the list to load.  

After loading the list, you may double-click on a line in the list 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 are in enter data mode in 
a date field if you press <COMMAND -/> (FORWARD SLASH)/
<CONTROL -/> (FORWARD SLASH).

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

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, like this:

When in enter data mode, the calendar can be used to enter a selected 
date. For example, if you are entering a new manufacturing order 
and your cursor is in the date field, you can bring up the calendar and 
select the appropriate date. When you click the OK button, Qube 
ERP™ will fill in the selected date field 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 recalculate if you click on the field 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-
tities tab, you will find a number of italicized field labels:

You may click on fields in the following modules:

Inventory and BOMs
On the Item Master Card #1 window, the  Quantities tab, the fol-
lowing fields have recalculate buttons:

• Committed to Sales

• Qty in Forecasts

• Open POs

• Outwork Open POs

• Scheduled for Prodtn

• Allocated Genl Stock

• Total Stock

• General Stock

On the Item Master Card #1 window, the Batch Quantities tab, 
the following fields have recalculate buttons:

• Committed to Sales

• Qty in Forecasts

• Open POs

• Outwork Open POs

• Scheduled for Prodtn

• Allocated Genl Stock

• Total Stock
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• General Stock

On the Item Master Card #1 window,  the Usage tab, the following 
fields have recalculate buttons:

• √ 

On the Inventory Transactions window,  the Costs tab, the follow-
ing fields have recalculate buttons:

• √ 

For more information about the Item Master 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 recalculate buttons:

• Open Orders

• YTD Sales

• Balance Due (not for Dynamics users)

• Pays Invoices in (not for Dynamics users)

For more information about the Customer Financial Information 
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 Items window, the following fields have recal-
culate buttons:

• Shipment Status

For more information about the Sales Order Items window, see 
“Sales Order Items Window” on page OE-39.
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On the Forecast Header window, the Header tab, the following 
fields have recalculate buttons:

• Forecast Subtotal

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

• Shipment Status

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

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

• Open PO’s

• 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 recalcu-
late buttons:

• Balance Due

• Invoice Subtotal

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

On the Invoice Payment Information window, the following fields 
have recalculate buttons:

• Amount Due, Dollars

For more information about the Invoice Payment Information 
window, see “Invoice Payment Information” on page AR-40.
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Payables
On the Debit Memo Header window, the following fields have re-
calculate buttons:

• Unapplied Debit

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

On the Vendor Invoice Header window, the following fields have 
recalculate buttons:

• Balance Due

• Invoice Subtotal

For more information about the Vendor Invoice Header window, 
see “Vendor Invoices” on page AP-2.

On the Payments window, the following fields have recalculate but-
tons:

• Amount Due

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

On the Commissions on Each Invoice window, the following fields 
have recalculate buttons:

• Gross Payable

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

General Ledger
On the Chart of Accounts window, the following fields have recal-
culate buttons:

• Amounts

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

Using the 
Browsers

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.

• Using the Browser

1. Click the CLEAR AND LOAD THE LIST button.

2. 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.

3. Press the ENTER key to load the list.

After the list is loaded, two more buttons will be displayed: 
EDIT FIELD VALUES FOR SELECTED LINES and COPY 
SELECTED LINES.

Edit Field Values 
for Selected Lines

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

Copy Selected 
Lines

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

User Access 
Privileges

Be careful when assigning user access privileges, since using the 
browser allows widespread changes to be made very quickly and 
easily! Try out any major changes on a Playdata file first, or 
make a backup before proceeding. 

Enabling View and Add privileges will allow users to load the list 
but not make changes.
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Item Master File 
Browser

Window Attributes

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

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

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

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

Main Menu

Inventory & 
BOMs

Option 
Selection

Item Master 
File Browser
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Change {Drop-Down box} Select, from the following options, the values 
you wish to change:
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Customer Master 
File Browser

Window Attributes

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

Selected Ship to 
State

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

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

Main Menu

Order Entry 
Functions

Customer 
Master File

Customer 
Browser
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Vendor Master 
File Browser

Window Attributes

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

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

Main Menu

Purchasing 
Functions

Set Up 
Functions

Vendor 
Browser
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Vendor Invoice 
Items Browser

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 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:

Main Menu

Accounts 
Payable 

Payables 
Functions

Vendor Invoice 
Items Browser
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Sales Invoices 
Browser

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:

Main Menu

Accounts 
Receivable

Invoices & 
Credit Memos

Sales Invoices 
Browser
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Sales 
Opportunities 
Browser

Window Attributes

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

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

Lead Source {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 sales rep, or ALL, in the data en-
try box.

Won/Lost/Open/
Postponed

{Radio button} Select the status of the sales opportunity.

Main Menu

Order Entry 
Functions

Sales 
Opportunity 

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

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

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:

Main Menu

Purchasing 
Functions

Receiving 
Functions

Inbound 
Shipments 
Browser
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Outbound 
Shipments 
Browser

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:

Main Menu

Accounts 
Receivable

Invoices & 
Credit Memos

Outbound 
Shipments 
Browser
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Spreadsheet Windows

Spreadsheet 
Windows

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

Two Levels of 
Detail

Card one will display the higher level of detail; card two will dis-
play the data in a more summarized form. Begin the process by 
clicking the button, . You must then select any of 
these choices to define the bucket size for the data:
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Each of these choices provides two 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 totals will be displayed 
on card #1, like that shown on the previous page.

Card #2 Display The quarterly totals will be displayed on card two, like this:

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 a display of weekly totals on card one and 
monthly totals on card two.

Determine which 
items to display

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).

You must also enter a date range and the date range must fit the 
spreadsheet appropriately. If, for example, you selected to display 
the data in 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 



General
Spreadsheet Windows GEN-89

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 always have fewer buckets since 
it displays the data in a more summarized form.

Sorting Columns 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.

Drilling Down You can explode the data to see what detail records make up the to-
tals. This is 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 a window used for the display of lists of data within the 
selected module (e.g., backlog data will be displayed on the Backlog 
List window, open PO data will be displayed on the Scheduled Re-
ceipts window, etc.) From that window, you may also double-click 
on any one line to view the data in greater detail and, if you wish, edit 
the data.
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Printing the 
Spreadsheet

To print the spreadsheet data, press <CTRL/COMMAND-P>. All 
spreadsheet columns for both cards will be printed. Because there 
may be up to 30 columns, the report will require two horizontally ar-
ranged pages to print one page of all columns.

Graphing the 
Spreadsheet

To graph the spreadsheet, you must first select up to ten lines from 
the list which you want to be included in your graph. You can select 
one or more lines, contiguous or non-contiguous, in the usual man-
ner (see “Selecting Multiple Items in a List” on page GEN-61). Then 
click the  button. Two windows will be opened. First, you 
will see the actual Graph Display window. 

Formatting the 
Graph

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:
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You can also format the color of each element and text. As you move 
the cursor over each element that can be formatted, it will change to 
a magnifying glass icon. If you double-click on the element, the fol-
lowing window will be displayed. Make your selections, and then 
click OK.

Print the Graph You 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.
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Printing Reports

All reports for all modules are accessible through the Reports menu. 
These reports are available at all times, from any module. There is a 
DO IT YOURSELF reference at the bottom of the Reports menu. 
This selection will take you to the Qube ERP™ ad hoc report gen-
erator which makes it easy to get data out at any time, in many for-
mats. Two of the selections on the Reports menu have little arrows 
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 a sub-menu letting you choose between Booked 
Orders and Invoiced Sales. You can also access reports for each 
module from the function selection palettes and button boards for 
each module. Selecting any of these methods will load a list 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 Module Selection Window or 
Module Bar. This method of selecting reports can be quicker, since 
it takes you directly to the subset of reports in each module’s reports 
window, which is referenced in the Reporting Functions Palette.

Report List

Report Parameters

Report Destination 
(appears after double-
clicking on report 
selection
Orientation guide

Libraried reports buttons
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Reporting Functions Palette

Double-clicking on the BACKLOG REPORTS subheading in the Re-
porting Functions window above takes you directly to the Backlog 
section of the Booked Order Reports window below. This saves 
the step of having to scroll through all of the other report sections in 
the window, and can save a lot of time.

When you use any of these methods to initiate the reporting process, 
a Report 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 all of the different reports available to you in the se-
lected module. Altogether, Qube ERP™ includes over 400 different 
pre-formatted management reports. 
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The reports window has several distinct areas. The top area is the 
Reports List and lists all the reports available for each module. 

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

Report 
Parameters 
Selection

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

Once a report is activated, several choices will appear on the right 
side of the window, above the orientation guide. These are the re-
port's output selections and are the same for all reports, with one ex-
ception; Graph. Graph is only available for those reports showing 
with a “G” in the reports list. The G signifies that this report can be 
printed to a graphic report.

Select which output the report should go to by activating the appro-
priate radio button. The default is set up in the My Preferences win-
dow, but can be overridden here. 
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Printing to File If you select FILE, you will get a SYLK 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 is also best to select the report which provides the most in-
formation, since you may delete and rearrange data columns once in 
the spreadsheet application. To understand what the column titles 
are, print one page of the report. The column titles are the same in 
SYLK as they are on paper. The SYLK report, however, prints only 
the information in the detail section of the report. SYLK reports will 
not print subtotals or subtotal headings.

Print Later If you select PRINT LATER, you will activate the Scheduled Events 
Manager function. See “Scheduled Events Manager” on page 
GEN-47 for information on how to use this function.

Printing Reports 
to Screen

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. This is 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.

Screen Report 
Window
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Reports can also be printed directly from the screen. This is done by 
clicking on the little box with the letter P in the upper right corner. 
If you place your pointer on this, and hold down the mouse button, 
you will see several options allowing you to send your report to your 
printer after viewing it as shown to the left.

Copying Report 
Data Into Other 
Applications

Data can be copied directly from a screen report and inserted into an-
other application. Use your mouse to place the pointer in the upper 
left corner of a screen report, and holding the button down, drag the 
pointer to the lower right corner. The system will create a box around 
the area you selected: 

This selection can now be copied by using the control keys shown on 
the left, and can then be pasted into a spreadsheet or word processing 
program. When the data goes into the other program, it is already 
fully parsed for further calculation and evaluation. 

Mac OS Windows

c c

 ctrl
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Printing Graphic 
Reports

In order to generate graphic reports properly, a file named 
GRAPHRGB.DAT must be placed in the same directory as each Om-
nis 7 runtime.

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

Qube ERP™ will begin by processing the data and will then display 
the data in graphic form. A graph control palette will also be dis-
played to 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. You 
may change the graph form and print it again, as many times as you 
want.

This selection is available 
for graphic reports
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Report 
Orientation

This indicates the default page setup of the report. For these setup 
values to print automatically, the Printer Settings must have been 
set up. If this step has not been completed, you will receive an error 
message similar to this when you double-click on any report selec-
tion:

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. 
You 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

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 reports list for regular printing. For example, a person who pre-
pares regular weekly sales reports may wish to include several 
booked order and invoiced sales reports into a library of often-used 
reports. A person working with accounting data, on the other hand, 
may wish to include some receivables, payables and general ledger 
reports in a library. 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:

Selecting any report which has not been previously selected to be in-
cluded in the reports library 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>. 

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 Reports list 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

Print Merge Qube ERP™ provides functions which allow users to write their 
own letters in word processing applications and export data from the 
Qube ERP™ data file for use in print merge. There are four compo-
nents to this task:
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1. The data file, which contains the information about company 
name and address;

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

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

4. The word 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 letters begins by viewing a window on 
which is found a button labeled . This can be found on the 
Customer Basic Info window, the Vendor Information window, 
the Sales Opportunities window and the Personnel Basic Info win-
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:

The next step requires that the user merge the exported data into the 
format of the sales or vendor or opportunities or employee letter. To 
do this, both files (the exported data and the word processing letter) 
must be in the same directory on your desktop. You will always find 
the exported data in the same directory as Qube ERP™ application 
on the user’s work station.

Now open your print-merge word processing document. This docu-
ment has a format that looks like the examples on the following 
page.
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You should consult the word processing program's documentation 
for additional instructions in the use of the Print-Merge function.
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Ad Hoc Reports
The Ad hoc report generator offers the power-user a quick report 
generator and query facility.

When a new Ad hoc report is created, the first window that opens is 
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 
Fields and Query, the Report Layout 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 a later time. Thus, over a 
period of time, users can build up a library 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 
Menu

The Ad hoc reports menu (i.e., Reports menu) can be installed on 
the bar by opening Do It Yourself Reports from the Qube ERP™ 
Reports menu.

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

New This allows you to create a new Ad hoc report, and opens the Fields 
and Query window with an empty Field list. You are presented with 
a list of templates on which to base the report.
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On the Macintosh, the window looks like:

On Windows, the window looks like:

On selection of the required template, the blank Field list is dis-
played. The Select fields dialog also appears.
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Open This opens the file selection dialog so that you can select an existing 
Ad hoc report.

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

Export 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. You 
can export data to a file, port or clipboard or publish it for other ap-
plications to read.

Close, Save, etc. 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.

Change Template 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. You can change from data displaying across the page to up and 
down.

Parameters This option is used to alter the margins and set up label reports.

Page Setup The Page Setup option displays the standard printer setup dialog.

Ad hoc Reports 
List

In addition to the options described above, the Reports menu lists 
each open Ad hoc report. As each Ad hoc report file is loaded from 
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disk, or created with the New option, the menu grows and the new 
file name is added.
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The Fields & 
Query Window

This is the blank Fields and Query window:

In this window, you enter the fields you require in the Ad hoc report, 
and set up search, sort and totaling parameters for the report. 

The first four icons are called, from left to right, Fields, Customize, 
Output and Rebuild. The screen that first opens is called the Field 
list, and this can be selected with the first icon, Fields. The Custom-
ize icon opens a report 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 
icon is useful if you want a quick look at the previous results and 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:

The corresponding output screen is:
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The Print and 
Export icons

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, are available along the 
top of the window. These are shown below, but described later.
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The Operator 
icons

These operator icons are used when entering queries. Queries allow 
certain records to be selected from the files. The ‘check mark’ and 
‘x’ icons are used to confirm or cancel any text you type into the text 
entry area at the top of the window. If you use a spreadsheet, you will 
be familiar with this system.

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

The result of a query is always a table 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.
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Three Views of 
the Field List

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

All the field options selected via the Sort pop-up menu are shown on 
the first 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 the title bar of the Field list cycles the 
current view between Queries, Titles and Calculations.

In the Titles view, you specify the text label required for each field 
in the report. For column reports, the title is placed at the top of the 
column. You can also include a formatting 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 a field and entitle it 
Customer Code, the title\format entry is:

Customer Code\^
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A selection of useful formatting strings are provided in the Format 
option of the Field pop-up menu. 

Placing a number after the ‘\’ sets the maximum number of charac-
ters to be displayed for that field; for example:

Notes\15

truncates the Notes field to 15 characters.
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The Add Fields 
Dialog

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

You use it to select the files and the fields to be used in the report. 
To select a file, you can either double-click on the file name line, or 
select the line and use the appropriate Select/Deselect push-button. 
As you double-click on a file name in the top list, it is checked.

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

Deleting Fields If you add fields to a report 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 table is built. Thus, if you 
want to remove a file’s fields from a query, you must use the stan-
dard Cut option to delete the fields from the Field list and also dese-
lect the file.



General
Ad Hoc Reports GEN-115

Creating Your 
First Report

First, you must install the Ad hoc reports menu.

• From the Reports Menu, select do it yourself.

This will install a second reports menu on the menu bar. This is 
the Ad Hoc Reports menu.

• Open the Ad Hoc Reports menu and select New.

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

The Fields and Query window, displayed when you first select 
the New report option, must first be loaded with a list of all the 
fields required in your report. When Omnis creates a new 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. 

The Select file button can now be used to select a File format from 
which you want to extract data for the report. When a file is selected, 
a check 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 a field 
name adds it to the Field list. Alternatively, you can CMND-click on 
all the fields required and then select the Add and continue button. 
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The Finish button closes the Add fields dialog and returns you to the 
Field list.

The standard Edit menu options can be used to edit the Field list. 
When inserting fields in 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):

• Click on the Rebuild icon or, if this is the first query for the cur-
rent session, click on Output to select the output screen and 
build the table.

• 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 a tab-delimited version of the data to 
the clipboard.
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Adding a Sort 
Order

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

• Click on the Fields icon to go back to the Field list

• Select the line for the required field

• Open the Sort menu and select Sort first 

A number 1 is added to the Sort column next to the sort field and an 
up or down icon indicates the direction of the sort. You 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. 

You 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 a group of fields, you first clear the 
fields’ sort order by using the Clear All sorts option and then start 
again.

When the table of records is sorted, sorting is first done at the ‘high-
est’ numbered level; for example, level 9, then level 8, and so on. 
Thus, in a three-level sort table of records, the field 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:

produces this report:

For each sort level, you can select the following options, each repre-
sented by a small icon next to the field in the Field list. The icons are 
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 causes the field values to be converted to all upper case 
before the sorting takes place. They are converted to upper case only 
for purposes of sorting; a U 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 a field in the Totals section of the report, you select the 
field’s line in the Field list and select the Totaled option from the 
Field menu. If the field is included in the Sort, with the Subtotals 
attribute, a subtotal will also be printed for that field when it changes 
value. 
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Adding a Query

For each entry in the Field list, you can specify a query (i.e., a search 
condition) which must be fulfilled if a particular record is to be in-
cluded in the table. The comparisons are:

Equal to =

Not equal to<>

Greater 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_CODE=CLAY,=PRIN

creates a table 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. In this case, a table where 
SU_CODE EQUAL CLAY AND SU_CODE EQUAL PRIN is im-
possible, but you could create such a query by inserting another 
SU_CODE field in the list and selecting explicitly an AND operator 
between the two. Omnis does not expect to be told the connecting 
logic for single line queries because the intention is usually clear. To 
create a simple query:

• Select a field in the list

• Click in the Query entry box

• Click on a comparison operator

• Type in the string value

• Press the Enter key
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Note: String delimiters are not required; i.e. the town Birming-
ham should not have quotes around it.

A query with more than 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 a table of records where SU_CODE is greater than 
‘CLAY’ AND less than or equal to ‘PRIN’.

When the query line is being edited, the ‘check’ and ‘cross’ icons are 
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 is the 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 
field in the File format. For example, PO_DATE is a date field with 
format Y,m,d. The query line used to select dates before 23 Nov 90 
is:

PO_DATE <=90 Nov 23, not null
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Pattern Matching Strings
When working with the Query view of the Field list, you can use the 
comparison pop-up menu in the operators box, to search character 
strings with the Like, Not like, Begins with, Contains comparisons.

The Like query uses a pattern matching system with wild card char-
acters ‘_’ and ‘%.’ The ‘_’ character matches any characters up to the 
end of the string; the ‘%’ matches any single character. As with all 
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 like BAN%

matches field values BANK, BAND and BANE but not BANNER

When two or more of these types of comparisons are used in a field’s 
query line, the connecting logic is assumed to be OR; the first exam-
ple is therefore interpreted as:

SU_CODE like P_ OR SU_CODE like C_

Contains and Begins With comparisons can be used for string val-
ues, either by typing in the ‘Contains’ or ‘Begins with’ 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 a table which includes the field values BRAN, BACH, 
BUTC and is interpreted 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. This is discussed in detail later.

The Null and Not null options are used to filter out records accord-
ing to whether they have been assigned a value or not. A Null char-
acter field (e.g. #S1=”) or a numeric, date, time or Boolean field 
which has never been assigned a value will contain a null. It is espe-
cially important to remember that Boolean fields are initialized to 
Null and not initialized to NO. This example query builds a table in 
which the CONTACT name (begins with I) OR (is a null):

CONTACT null, begins with I
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Column Titles To change the title of a field in the report:

• Select the Titles icon

• Select the line required in the Field list and enter the text 
required in the entry box at the top of the window

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

The Customize icon displays the report layout that is used to create 
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 fields are 
still generated. The role of this screen is to allow cosmetic changes 
to be made to the report output; e.g. adding your own graphics, 
changing fonts, moving fields.

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

The Page Heading section (printed once at the top of each page) con-
tains text strings in 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 the text within the brackets to be eval-
uated. [AHF_NAME] returns the name of the report, and the second 
square bracket expression evaluates today’s date #D. The date is 



General
GEN-126 Ad Hoc Reports

converted to a display format using the conversion string given in the 
second Jst() parameter. In the subtotals section, you will find the text 
string: Subtotals for [nam(#SUBFLD)] equal to [#SUBFLD]

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

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

Editing the Field 
List

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

Double-clicking on a blank line opens the Add fields dialog. Double-
clicking on an existing field line allows you to change the field for 
that line.

Note: If you insert more than one copy of a particular field in the 
list, it will appear only once in the report layout and be printed 
once.

You 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, begins with B was intro-
duced earlier and it was interpreted as:

(SU_CODE contains A) OR (SU_CODE begins with 

B)

In the case where you want the connecting logic to be AND, a second 
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:

• Click on the SU_CODE line and select Copy

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

• Select Paste

• 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:

The following query is a little more interesting because it can lead to 
completely different results depending on the position of the paren-
theses:

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

tains I
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If the AND/OR operators are entered like this:

then the query is interpreted as:

SU_CODE begins with B AND (SU_CODE contains U 

OR contains I)

The table which results from 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 the icons for Promote ‘<‘or Demote ‘>’:

Selecting the AND and OR line in the last example and selecting the 
> and < icons re-groups the query so that the logic is:

(SU_CODE begins with B AND SU_CODE contains U) 

OR SU_CODE contains I

The Field list now looks like this:



General
Ad Hoc Reports GEN-129

The resulting table includes SU_CODEs with an ‘I’ in them and also 
includes SU_CODEs beginning with a ‘B’ and including the letter 
‘U’.

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

Show structure only displays the query as a series of groups linked 
by the logical operators AND and OR. For example:

Do not show indents helps when reading long query lines by turning 
off the indentation of the groups.

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

Group 1

AND

Group 2

OR

Group 3

AND

Group 4

becomes 

(Group 1 AND (Group 2 OR (Group 3 AND Group 

4)))
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Calculations So far, all the entries in the Field list have been either fields or Bool-
ean operators such as AND and OR. You can also add calculated val-
ues to the list; calculations are based on fields taken from the current 
line in the table, 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 appears in the report with a column/field label. 

As an illustration, take a report for the purchase order example; it 
contains fields for the date, order number and net total. A report is 
required in which the tax payable is added in the fourth column. The 
tax rate is stored in, say, hash variable #15.

To add the Tax calculation:

• First put an insertion point below the third field, 
PO_NETTOTAL

• Open the Field pop-up menu and select Add Calculation

The Add Calculated Field dialog box opens:

In the left-hand list box, there is only one entry: <empty>. With this 
selected:

• Type the name Tax in the Name: entry box

• In the Type: list, double-click on Number... and choose the 
field type Short number 2 dp
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By giving the field a field type, Omnis can convert any fields used in 
the calculation to the correct form.

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

• Select 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 are treated like standard fields 
in that they can be included in the sort fields, totals and subtotals. As 
calculated fields are set up in this way, the Calculations group is add-
ed to the Add fields dialog, and the named calculations can be used 
in the report like an ordinary field.
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The Pop-up 
Menus

This section reiterates much of what has gone before, but takes each 
pop-up menu in turn and briefly describes each option. You may 
have to refer back to previous sections for a fuller discussion of a 
particular topic.

Field Menu All the options which start with an Add will add the following item 
to the end of the current Field list unless you 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 
files for inclusion in the report. If you have defined any calculations, 
these can also be added to the list from the dialog.

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

Add AND
Places a Boolean AND operator at the current insertion point (or the 
end of the list if no insertion point is selected).

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

Add Comment
Allows you to include a text comment line in the Field list; a descrip-
tion of what you use that query for could be added to the first line, 
for example.

Alter Name
Having set up an initial 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 a calculation is 
based on a field 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 totals section 
for the report. This option must be selected if subtotals for a field are 
required. See the Subtotals option in the Sort menu.

Format
This option opens the hierarchical menu of field formatting options. 
Selecting a format code for a field in the list will cause the field to be 
reformatted before being displayed. The standard options Left, Right 
and Center allow the justification of the field to be specified. In ad-
dition, a selection of useful numeric and date format codes is provid-
ed. The codes correspond to those used with the Jst() function and 
are displayed next to the fields in the list if the Options and Titles 
view is selected. 

Sort Menu 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 this field 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 
fields are allowed. The records are sorted in order of sort field 9, then 
8 and so on. 

No Sort
Removes the selected field from the sort field list.
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Descending 
Causes records to be sorted in descending order of this field.

Upper Case
Converts the field’s values to upper case for the purpose of the sort 
order; i.e., produces a case-insensitive sort order, but prints the orig-
inal data as entered.

New Page
Used with a sort field, this starts a new 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 fields in 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 the logical 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 lines in the 
query but will hide the structure of the logical groups.

Normalize Query Structure
Normalization indents groups of fields so that the logical grouping is 
made clear. See “Creating More Complex Queries” on page 
GEN-127.
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Automatic Connections
When this option is selected and connected files are used, the records 
for each file included in the output must be connected; i.e., records 
are included only if they are connected parent and child records. The 
default is always to use a relational join when building the output ta-
ble. Turning off this option causes connections to be ignored and all 
possible combinations of records are included in the output (see fol-
lowing discussion on Relational Queries). 

Distinct Rows Only
This option deletes identical rows from the output table. Note that 
you can temporarily remove a field 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 is to allow the table to extend until memory is used up or 
100,000 rows are reached (whichever comes first). 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 is to use the Omnis connections 
to create automatic relational joins. Thus a report query, involving 
two connected files FPARENT and FCHILD, selects only those 
lines in which there is a connection between the records.

In SQL terms, the primary key is the parent file sequence number, 
and this is copied to the ‘connection’ field in the child file as the 
child record is inserted. Using this analogy, the table is generated us-
ing the pseudo SQL:

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

or “where FPARENT.SequenceNumber = FCHILD.Connection” 
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When the Automatic Connections option is turned off, the ‘where 
files are connected’ condition is ignored and you get a ‘join’ of the 
two files’ tables. So, in our FPARENT, FCHILD example, if there 
are three records in each file, the table is:

Parent1 Child1
Parent1 Child2
Parent1 Child3
Parent2 Child1
Parent2 Child2
Parent2 Child3
Parent3 Child1
Parent3 Child2
Parent3 Child3

With Automatic connections off, you can include explicit ‘Child of’ 
and ‘Parent of’ operators in your queries. To include connections in 
the query conditions, you use the ‘Child of’ operator and the required 
parent file name in the line.

In this example, the table is built by using the selected connected 
files PO_ for purchase orders and 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 (FSUPPLIERS file SU_CODE) and this is copied 
to the FPORDERS records in the PO_SUPPLIERCODE field. The 
relational join occurs between records in FSUPPLIERS and 
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FPORDERS when the value of PO_SUPPLIERCODE=SU_CODE. 
The format for this type of query is:
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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 screen in 
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. 

The field positions are defined by the placement of a pair of fields #1 
and #2. Thus if you place them side-by-side, like this:

the resulting report will contain columns of information:

You can place lines or graphics between the fields like this:

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

You 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. You can also add new templates to the file to 
increase the choice of layouts offered when a new 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 as the FIRST item on the report 
layout (e.g., preceding the Page heading section).

When the Ad hoc report generator prompts the user for a template, 
the templates available in the Report Templates application file are 
listed. The preview of each template is also displayed as the template 
is selected.
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Note that the list shows the descriptions of the report templates as en-
tered in the dialog box, not their ‘format names’.

Re-using Reports 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

Open Database Connectivity (ODBC) features are included in Om-
nis 73 version 7.0.2. ODBC is a widely accepted application pro-
gramming interface (API) for database access. It is based on the 
Call-Level Interface (CLI) specifications from X/Open and ISO/IEC 
for database APIs and uses Structured Query Language (SQL) as its 
database access language. 

Installing ODBC 
Drivers on 
Windows

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

• Install the Omnis ODBC Driver

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

The driver is found 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 Omnis to be installed on 
the workstation.
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3. From the pull-down File menu, select Install 
Omnis ODBC Driver.

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

Note that because the driver conforms to the version v3.0 
ODBC API, 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 slots which are to be accessible using ODBC.

4. Close the OMODBC Installer WIndow.

• Add User Data Source name (DSN)

1. From Windows Control Panel, open Data 
Sources (ODBC).

Note: in some versions of Windows this is found under Admin-
istrative Tools. 

2. Select the User DSN tab.

3. Select Add.

4. Select Omnis, then click Finish.

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

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

7. 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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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.

Installing ODBC 
Drivers on 
Macintosh

• Verify that the Qube data file is set to be 
available for ODBC data export

1. Click on Utilities from the file menu.

2. Click on Data File Tools.

3. Click on Examine Data File.

The Public column should be mostly YES.

• Install the Omnis ODBC Driver

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

2. 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.

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

Also download the readme.txt instructions.
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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. 

2. Select User DSN and click Add. 

3. Select Omnis ODBC Driver and click Finish. 

4. Enter a name, typically Qube. 

5. Enter a description. 

6. Leave the User name and password blank. 

7. Select a Data file.

Point to your Qube data file and click OK. 

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

Executive 
Information 
Overview Window

About the 
Function

The Executive Information Module provides a set of functions 
which display and print high-level, overview data from a single 
window set. This type of presentation is most useful in detecting 
and evaluating significant trends in a business. Using this window, 
you can easily monitor spikes and dips in every major aspect of your 
business; sales (booked and invoiced), purchasing, production, in-
ventory, actual and expected cash flow. It is also useful in determin-
ing whether or not reliable data is being entered into the database so 
that important trends can be detected. 

Key Benefits 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 all of this information on one window set at 
one  time.  This avoids the requirement of printing and comparing a 
series of reports, which can be cumbersome and time-consuming.

Another advantage of this window is that once initiated, the data is 
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 data is available in Qube ERP™ than can be 
displayed in two windows. Therefore the function provides addition-
al 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 access to any specified reports through the 
MY REPORTS button, and any preselected windows through 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. Your top managers can 
quickly become involved 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.



Executive Information
Getting Started EIM-3

Getting Started
Before you can use the Executive Information Module, it must be 
installed and initialized properly. This module is an optional, for-
sale module, and must be activated in the Features Set window for 
you to have access to 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 access it.

Setting Up the 
System

• To set up and initialize the Executive Infor-
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 a feature password from Qube Connections 
Inc. and set the feature to ON in the Features 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 Information window are pro-
tected with the User Access Privileges function. They are dis-
played as shown here in 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.

The design of this function enables you to allow users to access 
some information on the Executive Information 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 access to the window in the User Ac-
cess Privileges window, the function will not be available on the 
Module 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 all tables on the win-
dow, but they may prefer to see only select tables.  To enable 
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this kind of choice, the My Preferences window provides 
check boxes to enable each user to make his or her own choices.

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 Information window if no choices have been selected in 
the My Preferences window:

4. Initialize the data in the Executive Information 
window.

The first time you open the Executive Information window, 
the following message will be displayed:

Click <OK>, and the window will be opened, empty of all data,.

5. Click the  in each table to update each table. In 
the A/R & A/P spreadsheet, click the <UPDATE> 
button. 

This will set the values in each table correctly.  Once you have 
completed this initialize function, the numbers will maintain 
themselves; however, the  button may be clicked at any time 
to reset any suspect data.  
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Using the Module

Data Viewing 
Alternatives

The Executive Information function is divided up into two window 
cards as well as a set of My Windows and My Reports which re-
flect this overview type data within the system. The two cards in the 
Executive Information Overview window show data for up to 
twelve months prior to the current month and up to twelve months in 
the future, depending on available data in the system. Due to screen 
size limitations, not all of the data may be visible 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

Spreadsheet 
Displays

Several spreadsheet table displays are provided on the Executive In-
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.

Main Card
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Analyzing the 
Data

The data shown in these tables can be used to spot very important 
trends in your business, particularly when you use them together. For 
example;

1. Subtracting purchasing and production dollars from sales dol-
lars can help in determining estimated profitability.

2. Comparing purchases to sales can help determine whether pur-
chases are tracking to sales, or if the company is spending more 
while selling less.

3. 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.

4. Comparing invoiced sales to booked orders for each period can 
give a read on service levels and backlog. For example, in the 
above screen shot, you can see that booked orders exceeds 
invoiced sales by about double. This would indicate that either 
the company’s backlog is continuing to increase, orders are 
being canceled, or it just isn’t capable of meeting demand. 

Accounting Views 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. 

The top section shows the current balance in your primary checking 
account, along with AR and AP agings for the time frames designat-
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ed at the top of the window rather than the monthly buckets which 
contain the other data. This section needs to be updated manually; 
hence the <UPDATE> button at the top of the section. Each time you 
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 the in-
dicated periods by monthly bucket. Therefore, the  buttons 
will work, and the numbers will be recalculated when the window is 
opened. These numbers reflect 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.

Loading Data in 
the Spreadsheets

The data in all tables must be initialized 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.

Transactional 
Updates

Any time you open the Executive Information Overview window, 
the data is automatically brought up to date, so you are always look-
ing at the most current data. It is not necessary to reinitialize the data 
each time, unless you believe the data is suspect. Then you may click 
on any of the  buttons on any of the spreadsheet views to reinitial-
ize the data for that spreadsheet.

Note: There is one exception to this rule.  None of the Accounts 
Receivable and Accounts Payable data is maintained on a trans-
action by transaction basis.  Generally, this type of data is small 
enough to be updated quickly by clicking the <UPDATE> button. 

Monthly Buckets 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 data is 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.



Executive Information
Using the Module EIM-9

Transaction 
Dates Used

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:

Refresh Button {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 this button, the display of all tables will be brought up to 
date to incorporate any recently entered data.  This is the same action 
taken when the window is opened each time, so it is not necessary to 
click the refresh button immediately after opening the window. This 
is different, however, than the calculations made by clicking the up-
date ( ) buttons. The UPDATE buttons completely recalculate all 
of the values for all of the buckets; the REFRESH button adds new 
data to that already calculated in previous calculations.

Forward & Back 
Buttons

In the lower left of this window, you will find two arrow buttons.  
These allow the user to control the starting month for loading the list.  
The default is to have the current month be the starting month, with 
the preceding twelve months displayed. You 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.   

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
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In order to move the data display to the left or right, you would click 
the  buttons found at the lower left corner of the window. The 
columns for all of the spreadsheets shift in the direction of the button 
you clicked; therefore, the <RIGHT> button shifts the columns to 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 recalculated to reflect the data shown within the 
twelve displayed cells.

Data may 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 loaded 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.

Additional Views As mentioned 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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ing the set of My Windows to those windows which present over-
view-type data. The default selections are these:

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: This list of reports will only load if you haven’t already 
loaded any reports in your My Reports section. If you have, 
clicking on this button will simply load those reports you have al-
ready selected. If you wish to load these reports, but already 
have selected some, you must deselect them, then click the <MY 
REPORTS> button on the Executive Information window. This 
will load a fresh set of Executive Information reports into your 
My Reports set. Then you may reinstall the other reports or de-
lete any of these you do not wish to include.

My Reports A button has been provided to facilitate selection and use of reports 
specifically selected by each individual user.  These reports are load-
ed by clicking the <MY REPORTS> button at the bottom center of 
the window.
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If no selections have been made, Qube ERP™ will default the selec-
tions, in effect defaulting the set of My Reports to those which 
present over-view type of data. The default selections are these: 

The default selections can, of course, be changed by using these but-
tons displayed on the Report Selection window.

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 windows in your My Windows selection, and if 
your User Access Privileges allow for access to them. If you have, 
clicking on this button will simply load those windows you have 
already selected. If you wish to load these window selections, but 
already have selected some, you must deselect them, then click 
the <MY WINDOWS> button on the Executive Information win-
dow. This will load a fresh set of Executive Information 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

The data on all tables can be presented in graph form by clicking the 
graph symbol ( ) 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 all of the 
data  shown in the Executive Information window.

The user has a great 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 also be printed. The 
printed report will include both the graphic and the supporting num-
bers. For more information on how to use graphs in Qube ERP™, 
see “Formatting the Graph” on page GEN-90.

Drill Down In addition to the data shown in the spreadsheet cells, all of the tables 
on the main window also provide the ability to display supporting 
“drill-down” data. This data may be displayed by clicking on the  
symbol shown on each of the spreadsheet cells.

The Booked Orders, Invoiced Sales and the Purchasing drill down 
windows provides additional detail in similar formats. 

Clicking the <DRILL DOWN> buttons on the Booked Orders, In-
voiced Sales, and Purchasing Dollars sections displays the follow-
ing windows. These windows show monthly data of number or order 
lines, order dollars, number of order lines for inventory (as opposed 



Executive Information
EIM-14 Using the Module

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

Invoiced Sales

Purchasing 
Dollars
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The drill down for the production data is the Work Center Load 
Spreadsheet. This window can be loaded with data based on date, 
work center or item code parameters. You must determine which 
data to load after opening the spreadsheet. For more information 
about this spreadsheet, see “Work Center Load Spreadsheet” on 
page PLAN-164.

Note: In order to have access to this spreadsheet window, you 
must have purchased the Production Planning module.
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The drill-down for the inventory data is the Inventory Forecast 
Spreadsheet. For more information on this spreadsheet, see “Inven-
tory Forecast Spreadsheet” on page PLAN-60.

Note: In order to have access to this spreadsheet window, you 
must have purchased the Production Planning module.
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Reports

Printing the 
Main Display

You may print all of the data behind the window by pressing <CTRL/
COMMAND-P>. When you do, a report similar to the following will 
be displayed:

This report may be sent to your printer for a hard copy of the data. It 
can also be used to see what data is being loaded into the various 
cells.
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Printing the 
Drill Down Views

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 
Sales, and Purchasing Dollars sections will look like this:

The spreadsheet views may also be printed. The Inventory Spread-
sheet looks like this:

The Work Center Load Spreadsheet provides a similar printed re-
port.
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In addition to these reports, there are a number of reports in the sys-
tem which provide very useful supporting data. These reports are 
provided as the 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 data file 
(see “My Reports” on page EIM-11).

The following reports are included in the initial data set for the Ex-
ecutive Information module:



Executive Information
EIM-20 Troubleshooting

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).

2. Some of the data seems wrong.

Qube ERP™ provides a validate ( ) 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 data in 
the system is being correctly entered with accurate dates (see 
“Transaction Dates Used” on page EIM-9). This, in fact, is one 
of the great benefits of the function; it provides an overall view 
that allows you to monitor on a macro scale whether data is 
being entered properly. In particular, make sure that you are not 
canceling Sales Orders to take them off the Backlog report; this 
will result in your Invoiced Sales numbers appearing to be 
much higher than your Booked Orders numbers.

3. No new items were added when you clicked the 
<MY REPORTS> and <MY WINDOWS> buttons.

Check to make sure that no reports were already in the 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-
DOWS data (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 see if 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 this function, you must initialize the data. See “To 
set up and initialize the Executive Information Module” on 
page EIM-3.
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