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1 Introduction

This chapter explains how the manual is organized and how the manual should be used. It
also provides you with an overall view of the Solution -IV Order Processing features.

The Order Processing and System Integration flowcharts show how your Order Processing
module operates and how it relates to the overall accounting system.

Introduction
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Thoroughbred Solutions

Thoroughbred Solutions

Thoroughbred Software devel ops and internationally markets software products for small
through Fortune 500 sized businesses. Thoroughbred products are true multi-user solutions
and areingtalled at thousands of worldwide sites.

Solving everyday accounting problems has never been a simple task. Thoroughbred Solution
-1V Accounting modules are 4GL -based providing the quality and versatility you need to
bring your business accounting needs into and through the new millennium. Thoroughbred
software is always at the forefront of our industry's rapidly changing technology.
Thoroughbred Solution -1V Accounting sets the pace for 4GL-based applicationsand isa
result of more than 25 years of application development and design experience. This product
was built using one of the most powerful 4GL -application development environments
available today — Thoroughbred OPENworkshop.

OPENworkshop provides a comprehensive set of productivity tools designed to be easy to
understand and use. Solution -1V Accounting is built on top of this robust development
platform, which provides the perfect foundation for construction of afeature rich solution to
your accounting problems. The Thoroughbred OPENworkshop development environment
makes it easy and practical to customize complex applications.

Thoroughbred Solution -1V Accounting is a completely integrated accounting solution. Each
module provides a seamless integration and sharing of common data with each of the other
modules.

Introduction 2
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Order Processing Features

Order Processing Features

Thoroughbred Solution -1V Order Processing is designed to help you control the flow of
customer orders throughout your organization. A vast wealth of information is directly
accessible on-line to help your telemarketers and order entry personnel enter an order
accurately. Once entered, the order is tracked through the picking, packing, and invoicing
processes. Direct sales invoices may also be processed. Once they areinvoiced, sales analysis
reports show you sales and profitability trends by item, customer, and state, aswell as by up
to four user-defined class codes.

The following standard features are included in Thoroughbred Solution -1V Order Processing:

>

Introduction

The Solution -1V Order Processing system features full parameters, allowing you
to customize the system to fit your needs without having to make program
changes. The parametersinclude such functions as posting to General Ledger,
choice of whether or not to allow negative on-hand quantities, and whether or not
to use pre-printed forms.

The system supports single-step invoice entry as well as two-step order entry and
subsequent invoicing.

Quotes may be entered, printed, and retained, then later converted into "live"
orders.

Return Material Authorizations (RMAS) can be entered for customers returning
goods to you. Like orders, RMAs can be converted into credit memos once the
goods are returned.

Y ou can process both credit memos and debit memos.

A required deposit amount may be specified when entering an order, and the order
will be processed when the deposit is received.

An order can ship from multiple warehouses on aline-by-line basis. A picking
ticket and packing list will be printed for each warehouse.

The commission may be split between a maximum of three sales representatives,
with multiple methods for calculating the commission.

Y ou can have both sales units of measure and pricing units of measure on an
order.

Inventory stock levels are checked automatically during order entry, and stock is
committed at the time the order is entered.

Numerous inquiry options are available in order entry, including customer
balance due and aging information, alternate items, quantity discount breaks,
stock levels, and customer purchase history.

Non-stock items may be entered "on-the-fly" as an order is entered.

An estimated ship date is computed automatically, based on theitemsin the order.

Copyright 0 2005 Thoroughbred Software International, Inc.




Order Processing Features

» A widevariety of sales analysis reports can be printed.

» Customer contracts can be defined by customer, item, or customer/item
combination, allowing special pricing for a specific contract quantity.

» Standard reportsinclude:

Credit Exception Report

Lost Sales Report

Open Deposit Report

Automatic Backorder Report
Monthly Sales Report

Order Status Report by Customer
Order Status Report by Item

* & & 6 OO o o o

Multiple Order Sales Analysis Reports

All of the preceding features are standard to the Solution -1V Order Processing package. If
additional features or modifications are required, Solution -1V isa4GL-based package that
makes customization easy and practical. For additional information, contact your
Thoroughbred dedler.

Solution-1V Accounting 4
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Thoroughbred Solution-1V Accounting Flowchart

Thoroughbred Solution-IV Accounting Flowchart

Thefollowing System Integration flowchart diagrams how the various Solution -1V
Accounting modules relate to one another.

The Solution -1V Order Processing flowchart on the foll owing page shows how the various
components of the Order Processing module are related.
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Solution-1V Order Processing Flowchart

Solution-IV Order Processing Flowchart
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How to make the Greatest use of this Manual

How to make the Greatest use of this Manual

Introduction

With this manual we have created reference material that is easy to read, yet contains all of
the information you need to set up and run the Thoroughbred Solution -1V Order Processing
system.

This manua will introduce you to the capabilities of the Solution -1V Order Processing, give
you ideas to help you get started with the initial setup, provide complete processing
instructions, and also serve as areference guide once you are up and running.

Suggested Steps

In order to make the greatest use of this manual and to provide the easiest transition to your
new system, we suggest you compl ete the following before actually entering your own data
into the system.

» Know how your computer works. Userswho are familiar with the functions of
their computer will have an easier time using the system.

» Read, or at least browse, the entire manual. Become familiar with the options
and capabilities before starting to use the software.

» Ingtall the system. Make sure both the programs and demonstration data have
been installed on your computer so you can begin looking at the system.

» Usethedemonstration data. Demonstration data has been provided to allow you
to get alook and fed of the operations of the system and reports without using
your company’ s information.

» Begin using the system. Use this manual to begin entering and/or converting
your information into the Solution -1V Accounting system.

» Keep the manual handy. Once you are up and running, you will find the manual
helpful as areference guide. A complete Table of Contents has been provided for
your assistance.

Introduction 7
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How this Manual is Organized

How this Manual is Organized

This manua has been organized to take you through normal Order Processing activity. Asa

supplement to these day-to-day proceduresthereis abrief explanation of accounting theory,

an extensive glossary of accounting terms, and several helpful setup ideas and system design
hints.

Chapter 1

I ntroduction - Explains how the manual is organized and how it should be used. It also
provides you with an overal view of the Solution -IV Order Processing features. The Order
Processing and System Integration flowcharts show how your Order Processing module
operates and how it relates to the overall accounting system.

Chapter 2

Order Processing M enus - Describes the options available on the Order Processing Main
Menu, Code File Maintenance Menu, Monthly Reports Menu, and Sales Analysis Reporting
Menu.

Chapter 3
Order Processing Setup - Explains how to get started with your Order Processing system.
This chapter contains all of the options on the Code File Maintenance Menu.

Chapter 4

Transaction Processing - Describes the options that are available during usual day-to-day
processing. These include Quote Entry, Order Entry, Packing List Entry, RMA Entry, and
Invoice Entry along with the accompanying reports and updates.

Chapter 5

Inquiries - Discusses all inquiry functions, including Order and Quote Inquiry, Invoice
Inquiry, and Price Inquiry.

Chapter 6

Order Processing Reports - Describes how to execute the Solution -1V Order Processing
and Sales Analysis Reports. These include the standard monthly reports, such as Credit
Exception, Lost Sales, and Open Deposit Reports, the Monthly Sales Journal, and the Order
Status Report by Customer or by Item. The Sales Analysis Reports include the summary sales
analysisreports, aswell as detail sales analysis reports.

Chapter 7
Period End Processing - Describes what happens during the Period End and Status Change
Updates.

Appendices

Appendices - The Appendices contain supplemental information that is helpful to the
understanding of Solution -1V Order Processing. System conversion is detailed in the
Appendices. Any errors that you may encounter while using the system are dso listed and
explained in an appendix.

Solution-1V Accounting 8
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How this Manual is Organized

Glossary

Glossary - Provides alist of terms used in the Solution -IV manuals.

Introduction 9
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2 Order Processing Menus

Thoroughbred Solution -1V Order Processing uses options that can be selected from the
following menus:

» Order Processing Main Menu

» Code File Maintenance Menu
» Monthly Reports Menu

» Sales Analysis Reporting Menu

This section gives an overview of each of the individual menu options. A detailed explanation
of how to use each option appearsin later chapters.

Order Processing Menus 10
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Order Processing Main Menu

Order Processing Main Menu

Introduction

The Thoroughbred Solution -1V Order Processing system is designed to help you track open
orders, invoice those orders, generate picking tickets, handle RMAs, and process quotes.
Order Processing a so includes Sales Analysis reports that show you how your inventory is
moving and who is buying your products.

Both the Solution -1V Accounts Receivable and Inventory Control are required in order to run
Order Processing.

How to Execute

From the Solution -1V Accounting System Master Menu, select option 4, Order Processing.

Term: T1
Henu: OFH

Order Processing Hain Henu 10,1597
Lightspeed Distributors (DEH) 12:21 PH

Cuote Entry

Order Entry
Pacling List Entrv
EHA Entrv

13 Order and Ouote Inguiry

14 Invoice History Inguiry

15 Price Inquiry

16 Code File Maintenance Menu

O i L B =

Invoice and Memo Entrvy

Reports
17 Honthly Reports Henu
18 Sale= Analy=i= Report= HMenu

6 Order. Quote and RHA Printing
7 Picking Ticket Printing
8 Shipping Label Printing
9 COD Tag Printing
10 Paclking Li=st Printing
11 Inwoice Printing
12 Sales Journal and Update

Period End Processing
19 Periocd End Update
20 Statu=s Change Update

Selection: o

|Transaction Entry

Quote Entry

Quote Entry alows you to enter a quote for a given customer that contains inventory items
that are priced according to your company's pricing methods. Later, a quote can be converted
into an actual order.

Order Entry

Order Entry isused for entering actual customer ordersin atwo- step (order entry/invoice
entry) Order Processing environment. Later, an order can be converted into an invoice.
Orders may be entered from scratch or an existing customer quote may be converted into an
order.

Packing List Entry

Packing List Entry isan option, which is used by aterminal in the warehouse to enter the
actual quantities shipped of each item on the order. In addition, the number of cartons, actual
weight, and total freight amount may be entered on the summary screen so that the COD tags
will print correctly and the correct number of shipping labelswill be printed.

The screens look the same as those for order or invoice entry, but entry is allowed into only
the above-mentioned fields.

Order Processing Menus 11
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Order Processing Main Menu

RMA Entry

Return Materia Authorization (RMA) Entry is similar to Order Entry except that instead of
goods going out to the customer, goods are expected to be shipped back to you from the
customer. Later, when your company receives the goods, the RMA can beinvoiced (credited
to the customer's account).

Invoice Entry

Invoice Entry is used for entering actual customer invoices into the system. Invoice Entry
may be used as part of atwo-step (Order Entry/Invoice Entry) Order Processing environment
or it may be used to enter invoices directly bypassing the Order Entry step.

Transaction Registers & Updates

Order, Quote and RMA Printing

Thisoption isused to print actual order, quote, and RMA forms. These may be printed on
pre-printed forms, if desired.

Picking Ticket Printing

Picking Ticket Printing is used to print areport that can be used by your warehouse personnel
to "pick” the ordered items from the warehouse shelves. If the order has been designated as
shipping from multiple warehouses, you will receive a picking ticket for each warehouse.
After an order is entered into the system, a picking ticket may be generated immediately
during Order Entry or you may wait and print al of your picking tickets at one time using this
option.

Shipping Label Printing

Shipping Label Printing is used to print shipping labels for al orders that have been picked
and are ready to ship. One shipping label will be printed for each carton.

COD Tag Printing

A Collect on Delivery (COD) tag may be printed for all COD ordersif you answer Y to the
"Print COD Tag?’' questionin Order Entry.

Packing List Printing

Y ou can optionally print separate packing lists showing the quantity ordered, quantity
shipped, and quantity being backordered. Y ou may choose to use a copy of the order form for
the packing list instead.

Invoice Printing

Invoice Printing is used to print invoices for al products, which have been shipped to your
customers. These may be direct (one step) invoices or invoices which were generated from
orders. Y ou may choose to print invoices on pre-printed invoice forms.

Sales Journal and Update

The Sdles Journals are a series of six reports detailing the invoices in the current batch. They
are an important part of your audit trail. Once the journals have been printed, the update posts
them to the appropriate filesin Order Processing, Inventory Control, Accounts Receivable,
and General Ledger.

Solution 1V Accounting 12
Copyright 0 2005 Thoroughbred Software International, Inc.



Order Processing Main Menu

Inquiries

Order and Quote Inquiry

This option allows quick access to viewing information about an open order or quote.
Optionally, you can also view information on RMAs and invoices, which have been entered
into the system but not yet updated. The information shown includesitems ordered,
guantities, pricing, discount information, etc.

Invoice Inquiry

This option allows quick access to viewing information about an invoice, which has already
been updated through the Sales Journal Update but is still contained in the historical invoice
files. Thisinformation includesitems ordered, quantities, pricing, discount information, etc.

Price Inquiry

The Price Inquiry option alows you to enter customer and item code as well as quantity
ordered. It then computes price for the item aswell as the total (price multiplied by quantity).
Thisoptionis useful for quoting prices over the phone without actually entering a quote.

Code Maintenance |

Code File Maintenance

The Code File Maintenance M enu contains the access to the Parameters, Contract, and
Reason Code Maintenance functions.

Reporting

Monthly Reports Menu

The Monthly Reports Menu gives you access to avariety of standard reports. Theseinclude

the Credit Exceptions Report, Lost Sales Report, Open Deposit Report, Monthly Sales
Journal and Order Status Reports.

Sales Analysis Reports Menu

The Sales Analysis Reports Menu gives you accessto avariety of sales analysis reports.

These include such reports as Sales by Item, Customer, Product Line, Class Code, State, and
Sales Representative.

Period End Processing

Period End Update

This function should be run at the end of each accounting period after al transactions have
been entered for the period and after, or in conjunction with, al monthly reports. Be sure to
run it before any entries are made for the following period.

Order Processing Menus 13
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Order Processing Main Menu

Status Change Update

This function takes all of the file entries that you have marked to change or delete, verifies
that the changes/del etes are valid, and then performs the changes/deletes. A report is printed
before the update is performed allowing you to decide whether or not to continue with the
update.

Solution IV Accounting 14
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Code File Maintenance

Code File Maintenance

Introduction

This menu gives you access to the Parameters, Customer Contracts, and Reason Code files.
These codes must be set up before entering anything else in the system.

How to Execute

From the Order Processing Main Menu, select option 16, Code File Maintenance Menu.

Term: T@ 0P Code File Mainlenamce Menu L ERE Y [
Hemu sz PG H. b5 1@:Ld AM

Grder Frocessing Parameters
1 0OF Parameters Malntemamce
2 0P Parameters LESTing

Codie File Malmisnance
1 GonbLraclh HainLenance 6 Canlracl LEsLing

E Payment Code Maintenamce 7 Payment Code Listing
5 Reasom Code Malntemance f Reason Code Listimg

Selection: NN

Order Processing Parameters

OP Parameters Maintenance

The parameters allow you to customize the Order Processing package to meet the specific
needs of your company. Here you will be able to define your default printers, determine how
your Order Entry and Invoice Entry options perform, whether or not you use pre-printed
forms, etc.

OP Parameters Listing

Thisisalisting of what was entered in Parameters Maintenance.

Code File Maintenance

Contract Maintenance

Contract codes are used to define a special pricing arrangement with a certain customer for a
certain item or items. A contract runs for a specified period of time. There are several types of
contracts.

Payment Code Maintenance

Payment codes are used during invoice entry for point of sale payments. Sample payments
might be MC (MasterCard), CK (check), CS (Cash), etc.

Order Processing Menus 15
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Code File Maintenance

Reason Code Maintenance

Reason codes are used during RMA entry to explain why items are being returned. To keep
track of potential business problem areas, tota return dollars, listed by reason code, are kept
inthisfile.

Code File Listings

Contract Listing

Thisreport isalisting of the entries made in Contract Maintenance.

Payment Code Listing
Thisreport isalisting of the entries made in Payment Code Maintenance.

Reason Code Listing

Thisreport isalisting of the entries made in Reason Code Maintenance.

Solution 1V Accounting 16
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Monthly Reports Menu

Monthly Reports Menu

Introduction
This menu gives you access to the monthly reports.
Any of the reports on this menu may be printed at any time. In fact, you will probably be

printing some reports far more often than once per month. All reports are current as of the last
update.

How to Execute

From the Order Processing Main Menu, select option 17, Monthly Reports Menu.

Term: T1 OF Honthly Reports Menu 10,1597
MHenu: OFR Light=speed Distributors (DEN) 12:23 PH

Credit Ezception REeport

Lo=t Sale=s Report

Open Depo=it Report

Honthly Sales Journal

Order Statu=s Report by Customer
Order Statu= Report by Item

UM e L

Backorder Processing
7 Backorder Fill Report

Selection: o

Monthly Reports

Credit Exception Report

Thisreport shows all instances where the credit limit was overridden during Order Entry. It
shows the customer's balance, credit limit, the amount the credit limit was exceeded by at the
time of the order, the total order amount, and the operator who made the override.

Lost Sales Report

Thisreport shows all instances of lost sales that occurred due to insufficient on-hand quantity
of an item. During Order Entry, when thereis insufficient quantity on-hand to cover an order
the operator is prompted with the question "Isthisalost sale€?' Answering"Y " will record
thissalein thelost salesfilefor inclusion on this report.

Open Deposit Report
This report shows all orders with deposits pending, as well as orders on which the deposit has
been received, but the order is still pending.

Monthly Sales Journal
The Monthly Sales Journal is a series of reports similar to the Daily Sales Journal detailing all
the invoices updated during the time period selected.

Order Status Report by Customer
This report shows the status of all open orders on a customer-by-customer basis.

Order Processing Menus 17
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Monthly Reports Menu

Order Status Report by Item
This report shows the status of al open orders on an item-by- item basis.

Backorder Processing

Automatic Backorder Report

This report shows which backorders may now be filled as aresult of receipt of backordered
items.

Solution 1V Accounting 18
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Sales Analysis Reporting Menu

Sales Analysis Reporting Menu

Introduction
This menu gives you access to the sales analysis reports.
Any of the reports on this menu may be printed at any time. In fact, you will probably be
printing some reports far more often than once per month. All reports are current as of the last
update.

How to Execute

From the Order Processing Main Menu, select option 18, Sales Analysis Reporting Menu.

Term: T1 OF Sale=s Analy=sis Reports Henu 10,1597
MHenu: OFS Light=speed Distributors (DEN) 12:23 PH

1 Sorted by Customer 12 Sorted by Customer plus Item
Sorted by Item Code 13 Sorted by Item plus Customer
Sorted by Product Code 14 Sorted by Sales Eep plus Cust

2

3

4 Sorted by Item Cla=s Code 1
5 Sorted by Item Class Code 2
6
7
i
9

Sorted by Item Class Code 3
Sorted by Item Clas=s Code 4 15 Eebuild Sales Analy=i= File

Sorted by Customer Class 1
Sorted by Customer Class 2

10 Sorted by Sale= Rep
11 Sorted by State

Selection: o

Summary Sales Analysis

Customer Sales Analysis

Thisreport prints asalesanaysis summary, by customer, showing sales, cost of sales, units
sold, gross profit, and profit percentage. It provides away of looking at your customer basein
terms of sales and gross profit by customer.

Item Sales Analysis

Thisreport prints asalesanaysis summary, by item, showing sales, cost of sales, units sold,
gross profit, and profit percentage. It provides away of looking at your inventory in terms of
sales and gross profit by item.

Product Line Sales Analysis

Thisreport prints asalesanaysis summary, by product line, showing sales, cost of sales,
units sold, gross profit, and profit percentage. It provides away of looking at your inventory
in terms of sales and gross profit by product line.

Item Class Code Sales Analysis

Thisreport prints asalesanaysis summary, by inventory item class code, showing sales, cost
of sales, units sold, gross profit, and profit percentage. It provides away of looking at your
inventory in terms of sales and gross profit by inventory item class code.
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Sales Analysis Reporting Menu

AR Class Code Sales Analysis

Thisreport prints asales analysis summary, by customer class code, showing sales, cost of
sales, units sold, gross profit, and profit percentage. It provides away of looking at your
customer base in terms of sales and gross profit by Accounts Receivable customer class code.

Sales Representative Sales Analysis

Thisreport prints asales analysis summary, by sales representative, showing sales, cost of
sales, units sold, gross profit, and profit percentage. It provides away of looking at your
customer base in terms of sales and gross profit by sales representative.

State Sales Analysis

Thisreport prints asales analysis summary, by state, showing sales, cost of sales, units sold,
gross profit, and profit percentage. It provides away of looking at your customer basein
terms of salesand gross profit by state.

Detail Sales Analysis

Customer plus Item Sales Analysis

This report prints asales analysis summary, by customer plus item code, showing sales, cost
of sales, units sold, gross profit, and profit percentage. It provides away of looking at your
customer base in terms of sales and gross profit by item that each customer has purchased.

Item plus Customer Sales Analysis

This report prints asales analysis summary, by item plus customer, showing sales, cost of
sales, units sold, gross profit, and profit percentage. It provides away of looking at your

inventory in terms of sales and gross profit by the customers that have purchased a particul ar
item.

Sales Analysis Maintenance

Rebuild Sales Analysis File

Although the sales analysis summary fileis kept up to date during the month as invoices are
updated through the Sales Journal Update, it may be necessary from time to time to run this
option and rebuild the sales analysisfile. Although it may take some timeto run on alarge
system, it should be run at least once a quarter.
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3 Order Processing Setup

This chapter explains how to perform code file maintenance. The parameters are aso
explained to help you customize the system to fit your needs.

Order Processing Setup
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OP Parameters Maintenance

OP Parameters Maintenance

Introduction

The parameters allow you to customize the Order Processing package to meet the specific
needs of your company. Here you will be able to define your default printers, how your Order
Entry and Invoice Entry options perform, and whether or not you use preprinted forms.

How to Execute

From the Code File Maintenance Menu, select option 1, OP Parameters Maintenance.

? DF Parancliziz B anl e s .= E
FE Lightspeed Distributors {DEM) ngh4eE T
Dugslions fagardng des anlny Dalwidt printers
Allow ram aanities 0 ma bekre e’ B O |
Allaw ering of giy shipped in Crdar Enfry? W Ficking Tickats [
Change commission smounts on summeary screen? [h Shippieg Lebels [
Seve daleied orders? [ CODTags I~
Seve daleted Fuaices? [f Packing Lists [
Fiequirs reesan code on FikA's [ Irvenices |
Fiequire eathorizedion code on Féda'sT [
Allerw peair of gebe @nin [+ Preprinted Famms
Cedarg? M =
Crhar peocaissing puasions Facking Lists? [ =
Fost distriba ors o General Ledger? 3 Inrweaices? Mo
Frint packing lists? T -
Frint dehy sales inx surnmeny? [ CrediOuvemda? [
Fasaword [
Figtsin completed crdars [ 0 deys

Description of Fields

Allow Negative Quantities?

Y ou have the option of allowing an item to be sold through order entry even if thereis
insufficient stock on-hand to cover the sale. If thisis allowed, the quantity on-hand for the
item will be negative. The quantity on-hand will be replenished the next timetheitemis
received into inventory or aphysical count is performed.

Y Allows negative on-hand quantity for an item. Thiswill be very helpful if entry of
receipts of inventory lags behind the actual stocking of goods.

N Does not allow negative on-hand quantities.

Allow ship gty in order entry?
Y ou have the option of bypassing the packing list entry function asfollows:

Y Allows you to enter quantity shipped during Order Entry. This disables the packing
list function.

N Does not allow you to enter quantity shipped during Order Entry. Y ou must enter that
during Packing List or Invoice Entry.
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OP Parameters Maintenance

Change Commiss Info in Summary?

Y Allows you to change the commission amount and/or percentage on the summary
(total) screen.
N Computes commissions solely on default and line values.

Save Deleted Orders?

Y ou have the option of saving deleted orders entered during Order Entry until the end of the
day. Thisis particularly useful if you are using F8 to obtain the next order number. By saving
deleted orders, you will have no missing order numbers from your Order Status Reports.

Y Saves deleted orders.
N Removes deleted orders from order entry file when they are deleted.

Save Deleted Invoices?

Y ou have the option of saving deleted invoices entered during Invoice Entry until the end of
theday. Thisis particularly useful if you are using F8 to obtain the next invoice number. By
saving deleted invoices, you will have no missing invoice numbers from your Sales Journal
Reports.

Y Saves deleted invoices.
N Removes del eted invoices from the invoice entry file when they are deleted.

Require Reason on RMA?
Y A reason codeis required on an RMA.

N A reason codeis not required.

Require Authorization on RMA?
Y An authorization code isrequired on an RMA.

N An authorization code is not required.

Allow point of sale entry?
Y ou have the option of entering your payment during invoice entry.

Y Allows payment during invoice entry.
N Do not alow payment during invoice entry.

Post Distribution to GL?

Y ou have the option of posting to General Ledger but may not want to if you are entering
your opening balances or if you have a separate General Ledger system. The General Ledger
account codes used during posting are found in the Accounts Receivable and Inventory
Control modules.

Y Posts to Generd Ledger during the Sales Journal update.

N Does not make any postings to General Ledger during the update.
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OP Parameters Maintenance

Print Packing Lists?
Y ou have the option of either printing separate computerized packing lists or using a copy of
the order for the packing list.

Y Prints separate packing list.
N Does not print separate packing list.

Print Daily Sales Tax Summary?
During the Sales Journa Reports, you have the option of printing areport that shows an
invoi ce-by-invoice summary by salestax code.

Y Prints Sales Tax Summary with Sales Journal Reports.
N Skips Sales Tax Summary Report.

Retain Completed Orders x Days

Y ou can specify how long orders should be retained in the Open Order file after they have
been completely filled. Care should be taken not to make this number too large, or the system
speed could be adversely affected.

Default Printers

Y ou have the option of setting up a default printer on which orders, picking tickets, shipping
labels, COD tags, packing lists, and invoices will normally be printed. This printer may be
overridden during actua print time. Thisis auseful function if you plan on having certain
forms on certain printers at all times.

Preprinted Forms
Y ou have the option of printing orders, packing lists and invoices on preprinted forms, logo
paper, or plain white paper.

Y Use preprinted forms.

L Use logo paper (company name, address, and logo printed in upper left, remainder of
page blank).

N Use plain paper.

Credit Override?

During Order Entry, the customer's credit limit is checked against the amount of the order. If
the credit limit is exceeded, you have the option of alowing the operator to override the credit
limit and continue entering the order.

Y Allows credit limit override.
N Does not allow credit override.
Password

If you elect to alow the credit limit to be overridden, enter the password to alow the credit
override. If you do not want a password, leave thisfield blank.

When you are finished with the first screen, the following screen will automatically appear:
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OP Parameters Maintenance

g]nhI@Ji:" Lightspeed Distributors (DEM) 10/15/57 T0

bz 1 [Thark pou for your order!
hsg 2
ksg 3 |Our new hours are fram 3:00 AM until 10:00 Pk

Fricing pricrity in the event of a contract/sales promaotion conflict ﬂ

Feguire <F8> for next number? |N_|

MNext Quote 0000000100
Mext Order 0000000107
INext BkdA 0000000100
Mext Invoice 0000000104

MNext Credit Mermo (0000000100
MNext Debit Memao  |0000000100

Faost sales and returns by AR posting code?
Fost cost of sales by AR posting code?

Message Line x
Enter up to three lines of 60 characters each for the messages you wish to print on orders,
guotes, RMAs, and invoices.

Pricing priority in the event of a contract/special conflict

If both a special promotion and a customer contract apply to a particular pricing situation and
both the special promotion and contract have conflicting priorities on them, this parameter
determines which has priority.

C Customer contract price has priority.
S Special promotion price has priority.

Require F8 for next number?
Y ou have the option of pressing F8 to bring up the number of the next order, invoice, etc., in
sequence, or to enter the actual number yourself.

Y Requires the entry operator to press F8 to get the next number automatically. This
till allows entry of an existing number for making corrections.

N Allows the operator to enter the number. This should be used only if the sales
representative in the field has given the customer a hand-written, pre-numbered
order, invoice, etc.; then the entry operator merely entersit into the computer system.

Next Quote/Order/etc. Number

Enter the starting number you wish to use for Quotes, Orders, RMAS, Invoices, Credit
Memos and Debit Memos. The system will automatically update these numbers asthey are
used.
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OP Parameters Maintenance

Post sales by AR posting code?

Thisfeature allows you to substitute the General Ledger department and/or location into the
sales and returns accounts in a manner similar to what is done with Accounts Receivable
billing codes and Inventory warehouse codes. In the case of a conflict between posting codes
and warehouses, the warehouse substitution will take precedence.

Y Posts sales and returns by Accounts Receivable posting code.
N Posts sales and returns either to the exact account or using warehouse substitution
only.

Post cost of sales by AR posting code?

Y ou have the option of posting your cost of salesto different General Ledger accounts based
on the customer’ s posting category.

Y Posts costs by Accounts Receivable posting code.

N Do not use the AR posting code to post costs.

Solution-1V Accounting
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Order Processing Parameters Listing

Order Processing Parameters Listing

Introduction

Thisreport lists the parameters as entered in OP Parameters Maintenance. Y ou should print
the OP Parameters Listing whenever you make any change in the parameters, and file it as
part of your permanent records.

How to Execute
From the Code File Maintenance Menu select option 2, OP Parameters Listing.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.
When the report is finished, you will be returned automatically to the Code File Maintenance
Menu.
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Order Processing Parameters Listing

03/31/00 04: 20 PM OP Paraneters Listing Term TO
Li ght speed Distributors (DEM Page: 1
Questions regarding data entry:
Allow itemquantities to go bel ow zero?
Allow entry of quantity shipped in Oder Entry?
Change comm ssi on anpbunts on summary screen?
Save del eted orders?
Save del eted invoices?
Requi re reason code on RMA' s?
Requi re aut hori zati on code on RVMA s?

z2z2zzz2zzZ2zZ2<

Ot her processing questions:
Post distributions to General Ledger? Y
Print packing lists? Y
Print daily sales tax sunmary? Y
Ret ai n conpl eted orders 30 days

Default printers:
Orders:
Pi cki ng Tickets:
Shi ppi ng Label s:
COD Tags:
Packi ng Lists:
I nvoi ces:

Preprinted Formns:
Orders: N - Plain paper
Packi ng Lists: N - Plain paper
I nvoi ces: N - Plain paper

Credit Override: Y
Passwor d:

St andard Message:
Thank you for your order!
Qur new hours are from9:00 AMuntil 10:00 PM
Contract price takes priority in the event of a contract/sales promp conflict

Requi re <F8> for next nunber? N

Next quote nunber: 100
Next order nunber: 106
Next RMA nunber: 100
Next invoice nunber: 104
Next credit neno: 100
Next debit meno: 100

Post sales and returns by AR posting code? N
Post cost of sales by AR posting code? N
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Contract Maintenance

Contract Maintenance

Introduction

Contract codes are used to define a specia pricing arrangement with a specific customer for a
certain item or items.

How to Execute

From the Code File Maintenance Menu, select option 3, Contract Maintenance.

w. Customer Contract Maintenance [ %]
Zdim . L
v Lightspeed Distributors (DEM} 10/15/37 T0
Customer  |HOO1 | High Gear Bikes & Trikes
ltern Code (K124 | wihiz Bang Custom Bike Kit - 24"

Contract [.it Promation - &, Kennedy

Start  |01/01/97 Expiration 12/31/97
F_, Type Ej Amount or Percentage 2.0000
tinimurm Quantity DDDDD

Description

K-HOo

Caontract Date 1£E|1 97
Cantract Method
Pricing Priority

Item Frice Class

2DD 0noo

0.0000

Contracted Ouantlty
Cuantity Used

tdonth to Date
0.0000 | [

Last vear
0.0000 |

“rearto Date
0.0000 | [

Sales [
Costof Sales | ooooo | [ ooooo | [ onoon |

Mumber of Invaoices a 0 0
| |

Description of Fields

Customer
Enter up to ten a phanumeric characters for the customer code to which the contract applies.

Item code
Enter up to 22 characters representing the item code for which you are creating the contract.

Contract
Enter up to six alphanumeric characters for the contract code.

Description
Enter up to 35 alphanumeric characters to describe the customer contract.

Contract Date
Enter the contract date or the date on which this contract was made with this customer. This
field isfor reference only and may be different from the contract start date.

Start
Enter the date on which this contract takes effect. This contract will not apply to orders prior
to this date.

Expiration
Enter the date on which this contract expires. This contract will not apply to orders after this
date.

Order Processing Setup

Copyright 0 2005 Thoroughbred Software International, Inc.

29



Contract Maintenance

Contract Method
Enter the method of calculating the price for this contract from the following list:

A Discount amount off regular price

C Markup percentage over cost

D Discount percentage off regular price
M Markup amount over cost

@) Override price break code

P Actual price

Type
Enter the type of contract from the following list:

I Priceiscalculated using item list price.

Q Priceis caculated using the quantity price break.

Amount or Percentage
Based on the contract method for this contract, enter the actua price, the discount amount, the
cost markup amount, the discount percentage, or the cost markup percentage.

Pricing Priority
If both a special sales promotion and a customer contract price are in effect for a particular
item, the pricing priority indicates which price takes priority.

Enter the priority of this customer contract asit relates to specia sales promotions from the

following list:
C Customer contract price takes priority.
L The lesser of the contract price and specia promotion takes priority.

S Specia sales promotion price takes priority.

Item Price Class
If the contract method is "O' enter the price break class that appliesto this contract.

Contracted Quantity
Enter the number of units to which this contract applies.

Minimum Quantity
Thisfield contains the minimum quantity to be ordered at any one time for this contract to be
used for pricing.

Note: The minimum quantity checks against one line on an order. If the same contract item
appears on two different lines on an order each line will have to be at least this amount
before the contract price will be used.
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Contract Maintenance

Quantity Used

Thisfield contains the number of unitsthat have been sold against this contract so far. When
"used" equals "contract quantity”, this contract will be fulfilled and will no longer be used for
pricing.

Sales
Thesefields contain the sales of the item on this contract month-to-date, year-to-date, and all
of last year.

Cost of Sales
Thesefields contain the cost of sales of the item on this contract month-to-date, year-to-date,
and all of last year.

Number of Invoices
Thesefields contain the actual number of invoices to which this contract applied,
month-to-date, year-to-date, and all of last year.

Exit the Screen

When you are finished, press F4 from the customer or item code to return to the Code File
Maintenance Menu.
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Contract Listing

Contract Listing

Introduction

This report lists the contracts as they were entered in Contract Maintenance. To check for
accuracy, you should print the Contract Listing whenever you make an addition or change to
the contracts. Y ou should then file the listing as part of your permanent records.

How to Execute

From the Code File Maintenance Menu select option 6, Contract Listing.

Sample Report

After selecting a printed or displayed copy, you will see areport smilar to the following.
When the report is finished, you will be returned automatically to the Code File Maintenance

Menu.
03/31/00 04: 20 PM Cust oner Contract Listing Term TO
Li ght speed Distributors (DEM Page: 1
Cust oner
Code Nane
HOO1 Hi gh Gear Bl kes & Trikes
Item K124 Wi z Bang Custom Bi ke Kit - 24"

Contract Code: K-HOO1 Kit Promotion - A. Kennedy
Date: 01/01/00 Start: 01/01/00 End: 12/31/00

Quantity of Contract: 200. 0000
Quantity used so far: 0. 0000
Quantity remaining: 200. 0000

M ni mum Order Quantity: 0. 0000

Use percentage off itemquantity price break price 3.000 %
Use contract price even if pronotion price exists

Mont h-t o- dat e Year -t o-dat e Last year
Sal es: 0. 00 0. 00 0. 00
Cost of Sal es: 0. 00 0. 00 0. 00
Nurber of | nvoices: 0 0 0
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Reason Code Maintenance

Reason Code Maintenance

Introduction

Reason codes are used during RMA entry to explain why items are being returned. To keep
track of potential business problem areas, tota return dollars, listed by reason code, are kept
inthisfile.

How to Execute

From the Code File Maintenance Menu, select option 5, Reason Code Maintenance.

Eollm i istri 10/15/97 TO
v Lightspeed Distributors (DEM)
Reason Code [CREDIT Description [vercharge |
Status Dﬂ
kdonth to Date “earto Date LastYear
Diollar arnount returned [ 0.00 | [ 0.00 | [ 0.00 |
Irvoices returned 0 0 0
FiMode F2Loskup F3-Other |

Description of Fields

Reason Code
Enter up to six alphanumeric characters for the reason code.

Examples:

wcC Wrong color
DL Didn' like
TL Too large
TS Too small
BRKN Broken

PQ Poor quality
Description

Enter up to 35 characters to describe the reason.
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Reason Code Maintenance

Status
The status may be set asfollows:

- Active This record may be used anywhere, anytime.

| - Inactive This record may be used by those records already using it, but not be added
to new records.

D - Deleted Thisrecord is scheduled for deletion. In order to delete acode filerecord, it
must not bein use anywhere.

C-Changed Thisrecord isscheduled to be changed to either a new code or combined
with an existing code. If changing anything with history associated with it,
the history istransferred as well.

Dollar amount returned
Thesefields contain the actua dollar amount of items returned using this reason code,
month-to-date, year-to-date, and all of last year.

Invoices returned
These fields contain the number of invoices containing items returned using this reason code,
month-to-date, year-to-date, and all of last year.

Exit the Screen

When you are finished, press F4 from the reason code field to return to the Code File
Maintenance Menu.
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Reason Code Listing

Introduction

This report lists the reason codes as they were entered in Reason Code Maintenance. To
check for accuracy, you should print the Reason Code Listing whenever you make an
addition or change to the reason codes. Y ou should then file the listing as part of your
permanent records.

How to Execute

From the Code File Maintenance Menu, select option 8, Reason Code Listing.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Code File Maintenance

Menu.
03/31/00 04: 21 PM Reason Code Listing Term TO
Li ght speed Distributors (DEM Page: 1
Reason
Code Description
CREDIT Overcharge
Month to Date Year to Date Last Year
Ret urns Anount : 0. 0000 0. 0000 0. 0000
Nunmber of Returns: 0 0 0
DAMAGE Damaged during shipnent
Month to Date Year to Date Last Year
Ret ur ns Anount : 0. 0000 0. 0000 0. 0000
Nunmber of Returns: 0 0 0
LCST Lost during shipnent
Month to Date Year to Date Last Year
Ret urns Anount : 0. 0000 0. 0000 0. 0000
Nunmber of Returns: 0 0 0
OVER Over shi prment
Month to Date Year to Date Last Year
Ret ur ns Anount : 0. 0000 0. 0000 0. 0000
Nunmber of Returns: 0 0 0

4 Reason Codes Printed
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4 UPS Manifest Subsystem

The UPS Subsystem allows you to print true UPS COD tags and shipping manifests when
using the Solution -1V Order Processing System.

UPS Manifest Subsystem
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UPS Parameters Maintenance

Introduction

The UPS Parameters allows you to customize the Order Processing UPS Subsystem to meet
the specific needs of your company. It allows you to define standard UPS charges that will be
used for printing the UPS shipping manifest.

How to Execute

From any IDOL-IV menu enter ; OPU then select option 1, UPS Parameters Maintenance
from the OP UPS Maintenance Menu.

w. UPS Parameter Maintenance [ ]
TR o
g]"g Lightspeed Distributors (DEM) 10/16/57 TO
Shipper Number 1 Ship Chy .00 Frint by Order or I Dﬂ
In state ZIF code range D ta I:l
Additional Charges YWeight and Size Limits
Fer COD received .00 Maximum per package (lbs) | .00
Per address correction | .00 Maximum size (len + girth)
Fer acknowledgement | .00 Maxirmum length
Per call tag received .00
If electranic format .00 Minimurm charge for a package owver
Perwvalue over $100 ] [ ]"inlength and girth equal
Weekly service charge | .00 to package weighing |:| pounds
Air Bestrictions
Max declared value .00
taximum liakility .o
MNext Day Air Letter .00

Description of Fields

Shipper Number
Enter the Shipper Number UPS has assigned to your company.

Shp Chg
Enter the shipping surcharge that your company applies to shipments. This charge is added to
the standard UPS charges.

Print by Order or Inv
Y ou have the option of printing the UPS shipping manifest from order or invoices.

O Printsthe manifest from the order.

| Printsthe manifest from the invoice.

In-state ZIP code range (from)
Enter the first three digits of the starting ZIP code for in-state shipments.

In-state ZIP code range (to)
Enter the first three digits of the ending ZIP code for in-state shipments.

Per COD received
Enter the additional UPS charge for each additional cash-on-delivery shipment.
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Per address correction
Enter the UPS charge for address correction requested.

Per acknowledgement
Enter the UPS charge for an acknowledgement of delivery.

Per call tag received
Enter the UPS charge for call tags.

If electronic format
Enter the UPS charge for electronic transmission formatting of call tags.

Per value over $100
Enter the UPS charge for each package with a declared value over $100. This charge will be
for each additional $100 or fraction thereof.

Weekly service charge
Enter the UPS weekly service charge.

Max declared value
Enter the maximum value that may be declared for a single package when that packageis
shipped UPS Air.

Max liability
Enter the maximum carrier liability.

Next Day Air Letter
Enter the UPS charge for Next Day Air service for letters.

Maximum per package (Ibs)
Enter the maximum weight in pounds allowed by UPS per package.

Maximum size (len + girth)
Enter the maximum size ininches, calculated aslength plus girth, allowed by UPS per
package.

Maximum length
Enter the maximum length in inches allowed by UPS per package.

Minimum charge length

Enter the length in inches that would cause UPS to charge your company a minimum charge
based on weight. Thislength isfor asingle package. If a package is greater in length than
what you input here, the minimum charge will be applied.

Minimum charge weight
Enter the weight in pounds to be used if UPS s to charge aminimum charge to your company
because a package islonger than the maximum accepted length.

The system then prompts:
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Add this Record?

Y
N

F4

UPS Manifest Subsystem

Add the record.
Do not add the record.

Make corrections.
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UPS Parameters Listing

Introduction

Prints alisting of the information entered in UPS Parameters Maintenance.

How to execute

From the OP UPS Maintenance Menu select option 2, UPS Parameters Listing

Sample Report

Shipper Humber: 4

Height amil Size Limits
Maximum wedght per package:
Maximum size per packhage:
Maximum lemgth per package:

{CR* ko combinue.

@RS1Rse2 01:a3 P OF UPS PaFameiors Listing Term: TR
Ligetspeesd Bisteibitars (BEM) Page: 1

Compang shipping charge: 1.8

Priml mamifest by Isuoices

In state ZIF code range: B0@ to 999

Bilditional Charqges
For each CO0 receiwed For collection: NIl
For each address cerrectiom: il
For each Acknowledgement of Delivery: [
For sach Call Tag received: Ll

IF elecbronic Farmal: NIl

For declared walue over $188, per §ip@: oL
Weekly sereice charge: [

N1
[lemgth = girth}
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UPS Zone Chart Maintenance

Introduction

The Zone Chart Maintenance is used to determine by ZIP code range, to what UPS zone a
particular shipment applies.

How to Execute
From the OP UPS Maintenance Menu select option 3, Zone Chart Maintenance.

Zolilim . L

v Lightspeed Distributors (DEM) 10/15/37 T0O
Line From ZIF Code To ZIF Code UPS Zone
[ ] [ ] [ ]

Line| From ZIP Code| To ZIP Code|UPS Zone Code

|"-Up Arrowe v-Down Arow Pg-Up Pg-Dn Line-lns Line-Del Line-Mum

Description of Fields

From ZIP Code
Enter the first three digits of the starting ZIP code for thisline.

To ZIP Code
Enter the first three digits of the ending ZIP code for thisline.

UPS Zone Code
Enter the UPS zone code. This may be found on documents provided by the United Parcel

Service,
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UPS Weight Table Maintenance

Introduction
The Weight Table is used to determine, based on the weight of the carton in pounds, what
UPS charges apply.

How to Execute

From the OP UPS Maintenance Menu select option 4, Weight Table Maintenance.

Zildim - L
v Lightspeed Distributors (DEM} 10/15/37 T0
I LIPS Zone Type ﬂ Description |UF'S Zone 01 - Commercial Rates |
w. UPS Weight Table - Header |
———————— | Line Weight Charge
| | |
Line| Weight] Charges
1 50 1.00
2 50 5
3 1.00 50
4]

|"-Up Amow w-Down Amow Pg-Up Pg-Dn Linelns Line-Del Line-Mum

Description of Fields

UPS Zone
Enter the UPS Zone Code. This may be found on documents provided by the United Parcel
Service.

Type
Enter the zone type from the following list:

C Commercia

R Residential

N Next day air

S Second day air

Description
Enter up to 35 characters for the description for this zone.
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Zone Chart Listing

Introduction

Thisreport isalisting of the entries made in Zone Chart Maintenance.

How to Execute

From the OP UPS Maintenance Menu select option 5, Zone Chart Maintenance.

Sample Report

BRSAR/AT A8 FT AN WPFE Brownd Servlce Pome Chart Term: TH
Lightspeed Ristributors (DEM) Fage: 1

From ZIF Code To ZIPF Code BPE fome

i ey oz
1@ 1m9 B

End of Report. {CR® o continwe,
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Weight Table Listing

Introduction

Thisreport isalisting of the entries made in Weight Table Maintenance.

How to Execute

From the OP UPS Maintenance Menu select option 6, Weight Table Listing.

Sample Report

LR R B L L ]

Zone  Type

[l i ial

Enid_of Eeport.

UPS Height Table
Lightwpeed Biskribwbors [DEH]

Description

dandE ¥ - L asldlari

Welght  Charge

S0 . 1.m0
LU 1.8%
LU Z.0m

CERY T CbnLinie.

Term:z TH
Pages 1
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UPS Shipping Manifest

Introduction
Thisreport isalisting of the UPS charges for each carton that is being shipped via UPS. A
summary report by UPS is also printed.

How to Execute

From the OP UPS Maintenance Menu select option 7, UPS Shipping Manifest. The system
displays the Shipping Manifest Report Selector.

Iﬁ Lightspaad Distibutors (DEM) M TO

Sdmnieni Salactne Smimcmd (mmirrares
el it
Bitrececi

Erimriipaon [l

Ciiad O
Frovt aureemary ands T [0

Dot Flmr rpmn
=T TRETR
Endagose  [mTii:

Bt Sabecient Rmcosh Onig? o
Frint Ficsid Fi-ll'l'll:l. ]

ToRacod it T

Description of Fields

Enter Option
Many reports can be printed in various sort sequences. Enter the appropriate sort sequence for
this report:

Sort by Order
Sort by Invoice

Print summary only?
Select from the following:

Y On the Status Report this option prints one line for each order showing the open order
numbers.
N This option allows you to see the status of each line on an open order. Quantities

ordered, quantities shipped, and quantities backordered are listed in detail.

Starting date
If you are printing the report for arange of dates, enter the starting date.

Ending date
If you are printing the report for arange of dates, enter the ending date.
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Print Selected Records Only?

If you have chosen to print the report sorted in its primary sort order, you have the option of
entering specific codes or arange of codes to include on the report.

Y Displays aview and alows you to select individua recordsto print on the report.

N Allows you to enter arange of recordsto print.

From Record
If you are printing this report for arange of records, enter the starting record number.

To Record
If you are printing this report for arange of records, enter the ending record number.

The system prompts:

Arethereport selection options correct?

N Allowsyou to change the options entered.
Y The system prompts:

Do you want a printed copy?
Y Prints the report to the selected printer.

N Displays the report on the screen.

Sample Report

FERyOE Jl:2m AN OF U dheippivey Bl fses Tarm: Td
Womban i | Gemd e L — Foval Tarul
nvaife [rand mar Zoma  Rib Mdsn  Deceis  Twl (1] ALD Call urs Compardg Ahipyirg ==
L 13 Hams mnd dddrmss HT [E OF IR Velws Ins Chargw Jwe LD Tey Chexrpa Chargw [hargw ok
OO 103 POl 19 az L Q.90 90.90 0.0 0,08 0.0 a.an L. an L.00 o0

F.H. Fitchall
213 Mercan Areras
Fomsrwille, BF [=IE7C

s La0Z 11-28 AR OF UFS Shipping Saci fart - Tmaary Tarm: TO
Fhippar Humbac! L Bummary Total Paga: 1
S ——— CoEEan CRrrisy ------—--———- T===—oms===————=2 [ ======oes==—————==0
Hoes Vis Fiscer Waighs Chsrgsn Fiscen Weighc ThET s
X Zons £ - Stands L.oo 10O 0. 0
Eagpavt Torml L. G0 L. Oh ol o ] (2] /1Y)
hemgr af ADDE ThCi AN Chercgss: .ag
Haml-#1 ol COEE ] COD Chamgss; i
Tezmml URS Bsovvecus: .aa
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5 Transaction Processing

This chapter explains how to perform the following:

Y ou will be spending the bulk of your time in this section of the manual because thisis the

>

vV Vv Vv VYV VY V

>

Transaction Entry, which includes:

¢ Quote Entry

¢ Order Entry

¢ Packing List Entry
¢+ RMA Entry

¢ Invoice and Memo Entry
Order, Quote and RMA Printing

Picking Ticket Printing
Shipping Label Printing
COD Tag Printing
Packing List Printing
Invoice Printing

Sales Journal and Update

core of the Solution -1V Order Processing system.

Transaction Processing
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Transaction Entry

Transaction Entry

Introduction

Transaction Entry covers all transaction types. Quote Entry, Order Entry, Packing List Entry,
RMA Entry, and Invoice and Memo Entry. While these are shown as separate options on the
Order Processing Main Menu, they are ailmost identical in the way they flow and thefields
that are entered. In fact, al of the above transactions are stored in the same datafile.

Quote Entry

Quote Entry alows you to enter a quote for a given customer that contains inventory items,
which have been priced according to your company's pricing methods. Later, a quote can be
converted into an actual order. Quote Entry can be accessed as option 1 from the Order
Processing Main Menu.

Order Entry

Order Entry isused for entering actual customer ordersin atwo- step (order entry/invoice
entry) Order Processing environment. Later, an order may be converted into an invoice.
Orders may be entered from scratch or an existing customer quote may be converted into an
order. Order Entry can be accessed as option 2 from the Order Processing Main Menu.

Packing List Entry

Packing List Entry isan option, which is used by atermina in the warehouse to enter the
actual quantities shipped of each item on the order. In addition, the number of cartons, actual
weight, and total freight amount may be entered on the summary screen so that the COD tags
will print correctly and the correct number of shipping labelswill be printed.

The screens look the same as those for Order or Invoice Entry, but entry isonly alowed into
the above-mentioned fields. Packing List Entry can be accessed as option 3 from the Order
Processing Main Menu.

RMA Entry

Return Materia Authorization (RMA) Entry is similar to Order Entry except that instead of
goods going out to the customer, goods are expected to be shipped back to you from the
customer. Later, when your company receives the goods, the RMA may beinvoiced (credited
to the customer's account). RMA Entry can be accessed as option 4 from the Order
Processing Main Menu.

Invoice and Memo Entry

Invoice and Memo Entry is used for entering actual customer invoices, credit memos and
debit memos into the system. Invoice and Memo Entry may be used as part of atwo-step
(order entry/invoice entry) Order Processing environment or it can be used to enter invoices
directly - bypassing the Order Entry step. Invoice and Memo Entry can be accessed as option
5 from the Order Processing Main Menu.
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Transaction Entry

How to Execute

From the Order Processing Main Menu, select the desired option, 1-5.

Transaction Entry consists of four separate screens. Each screen follows the previous one
automatically.

Header Screen

Thefirst screenis called the header. It contains most of the information found on the top
portion (header) of the order or invoice.

w OrderfInvoice Entiy - Header x|
§nhi[$n Lightspeed Distributors (DEM)
Order Header Entry

Order Murnber: (0000000102 Date|D2£21 /97 | Invoiced |02/26/97 Shipped |02/26/97
Cluote Number:

10/15/97 TO

Bill ta: oo Shipto: SAME

MName Mike's Tops Mike's Toys

Address 1545 Newport Bled. 1545 Mewport Blvd,

City Costa Meza Costa Mesa

State ca | ZIP[92626 Country| | 4 92626 [ ]
Caontact Mike Summer Fike Summer

Invoice Address
Fesale
Furchase Order
FhkA Beason
Authorization
Comment

On Hold M ]

SAME Ficker
S4 EA 24-985 Facker

Description of Fields

Quote, Order, Packing List, RMA, or Invoice Number
ALL TRANSACTION TYPES - If entering a quote, enter up to ten alphanumeric charactersfor the
quote number or press F8 to retrieve the next automatically generated quote number.

If entering an order or a packing list, enter up to ten a phanumeric characters for the order
number or press F8 to retrieve the next automatically generated order number.

If entering an RMA, enter up to ten al phanumeric characters for the RMA number or press F8
to retrieve the next automatically generated RMA number.

If entering an invoice, enter up to ten aphanumeric characters for the invoice number or press
F8 to retrieve the next automatically generated invoice number.

To enter acredit memo or debit memo, press F1 from the invoice number field and you will
see the following prompt:

Invoice Credit Memo Debit Memo
INVOICE ENTRYONLY - Select C for a credit memo or D for adebit memo. Then continue as if
this were any other invoice.
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Transaction Entry

Note: Credit memos should be entered using positive numbers. The system will convert it
to credits for you.

Quote Number
ORDER ENTRY-RMA ENTRY - If converting a quote to an order, enter the appropriate quote
number here.

Order Number
INVOICE ENTRY ONLY - During Invoice Entry, enter the order number which you wish to
invoice. You may also press Enter to invoice a customer directly without retrieving an order.

Apply to
CREDIT MEMOSAND DEBIT MEMOSONLY -- If entering a credit memo or debit memo, enter the
invoice number to which this memo applies, or press Enter if the memo is not to be applied

to a specific invoice.

Date
QUOTE ENTRY -ORDER ENTRY - CRMA ENTRY - INVOICE ENTRY - Enter the date of this order.
Press Enter to enter today's date.

Inv

INVOICE ENTRY ONLY - Enter the date you wish to appear as the invoice date. This date will be
used on the invoice and as the invoice date when updating to Accounts Receivable. Press
Enter to enter today's date.

Ship
INVOICE ENTRY ONLY - Enter the date this order was shipped to your customer. Press Enter to
enter today's date.

Bill to
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter up to ten alphanumeric
charactersfor the customer code.

Name
NOT ACCESSBLE - The customer's name will automatically be displayed and cannot be
overridden.

Address through Contact (Billing address)

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - The main address and contact
will be displayed for this customer aswell, and will be skipped by the cursor. If you need to
change one of them (for this transaction only), access these fields by pressing the Up Arrow
from the ship-to code.

Ship-to Code

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter up to six a phanumeric
charactersfor the ship-to address code where you intend to send the items on this transaction,
or press Enter to ship the goods to the customer's main address.

Name through Contact (Ship-to address)

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - The ship-to address and contact
associated with the ship-to code entered above will automatically be displayed and the fields
will be skipped. If you need to change them (for this transaction only), press Up Arrow from
invoice address code.
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Invoice Address

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter the "ship to" address code

for the address to which the invoice itself should be sent. Thisisuseful if the invoice and the
statement go to different locations. If they go to the same place, thisfield may be left "same”

and both will be sent to the "bill to" address.

Resale

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter up to 20 charactersfor the
customer's resale number. If the customer has aresale number, no sales tax will be charged. If
aresale number has been pulled from the customer masterfile and you need to charge sales
tax on this transaction, you must delete the resale number from thisfield.

Purchase Order
QUOTE ENTRY-ORDER ENTRY-RMA ENTRYOINVOICE ENTRY - Enter up to 15 charactersfor the
customer's purchase order number, if desired.

RMA Reason
RMA ENTRY ONLY - Enter the reason code that indicates why the customer is returning the
itemson thisRMA.

Authorization
RMA ENTRY ONLY - Enter the name or initials of the person giving authorization for this
RMA, if required.

Comment
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter up to a 35-character
comment that pertainsto this transaction, if desired.

Hold Order
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY

N Thisisanormal transaction and can be shipped when ready.

Y Thisorder is"on hold" and may not be processed until thisfield is changed to "N".

Picker
PACKING LIST ENTRY ONLY - Enter up to three charactersfor theinitials of the person who
picked this order from the warehouse.

Packer
PACKING LIST ENTRY ONLY - Enter up to three characters for theinitials of the person who
packed this order for shipment.

Code Screen

When you are finished with the header, a"code" screen will appear. The fields on this screen
areredly a continuation of the header but there are too many fields for them to fit on one
screen. Mogt of the fields on this screen will befilled in automatically from information in the
customer file but they may be overridden here.

The code screen is not accessible during Packing List Entry.
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w. Order/Invoice Entry - Codes [ ]
§nhi[$n Lightspeed Distributors {(DEM)
Order Code Entry Wi
Orcler Nurnber: 0000000102 | Date[02/21/97 | Invoiced [02/26/97 Shipped [02/26/37
Bl Stipto
Discount 0. % FOB
Post Code Ca California Truck Route
Ship Method UPS-GR ||UPS - Ground Repetitive? M
Terrns Code 02 | 2% 10 Dayz, Met 30 Dayz Selection Cycle
Sales Tax [ Califarnia Frint Order? v =]
Warehouse MJ MNew Jersey Warshouse Frint Pick Ticket? i
Sales Rep-1 Sally  ||100.000 |%s FPrint COD Tags? M
Fep-2 000 %% Cash Only? M
Rep-3 oo | Ship Complete Only® M
Deposit infarmation
Deposit Reg'd .00 Date Faid by
Deposit Rec'd ] Card Number |
Feference Exp. Date Approval

Description of Fields

Discount

ALL TRANSACTION TYPES - Enter the discount percentage that appliesto this order. Thisfield
defaults to the customer discount percentage. Y ou can also override this percentage on a
line-by-line basisin the order.

Post Code
ALL TRANSACTION TYPES - Enter the posting code for this transaction.

Ship Method
ALL TRANSACTION TYPES - Enter the shipping method for this transaction.

Terms Code
ALL TRANSACTION TYPES - Enter the terms code for this transaction.

Sales Tax
ALL TRANSACTION TYPES - Enter the sales tax code for this transaction. The sales tax code can
be overridden on aline-by-line basis.

Warehouse
ALL TRANSACTION TYPES - Enter the warehouse code representing the warehouse from which
you wish to ship the bulk of this order.

Sales Rep 1-3

ALL TRANSACTION TYPES - Enter up to three sales rep codes representing the sales
representative(s) who will receive credit and/or commissions on this order. The system will
default to the main sales representative assigned to this customer, with 100% of the sales.

Percent of Sale

ALL TRANSACTION TYPES - Enter the percentage of the total sales commission to be given to the
associated sales representatives. The total percentage for up to three sales representatives
must total 100%.
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FOB
ALL TRANSACTION TYPES - Enter up to 15 charactersfor the Freight On Board (FOB) location.
Thisfield is used to designate where the responsibility for the shipment ends for the supplier.

Truck Route

ALL TRANSACTION TYPES - Enter up to six charactersfor the truck route. Since packing lists
may be printed by truck route, this field may be used to organize your picking and packing
warehouse activities on a truck-by-truck basis.

Repetitive?
ALL TRANSACTION TYPES - Y ou have the option of designating an order as repetitive
(standing). Repetitive orders will not be removed from the system, even after they have been

filled.
Y Designates an order as repetitive or standing.
N Designates regular order.

Selection Cycle

ALL TRANSACTION TYPES - If thiswas designated above as arepetitive order, enter up to two
charactersfor the selection cycle. The selection cycle is used during Order Printing to
selectively print repetitive orders.

Print Order?

ALL TRANSACTION TYPES - Y ou have the option of printing an order or not printing an order as
wel| as placing an order on hold so that it can not be invoiced.

Y Prints an actual order.

N Skips order printing.

H Order on hold - will not allow shipping or invoicing.

Print Pick Ticket?
ALL TRANSACTION TYPES - Y ou have the option of printing a picking ticket for an order or not
printing one.

Y Prints an actual picking ticket for this order.

N Skips picking ticket printing.

Print COD Tags?

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Y ou have the option of printing a
COD tag for an order or not printing one.

Y Prints a COD tag for this order.

N Does not print aCOD tag for this order.
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Cash Only?
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - If you answered that you want to
print COD tags above, you have the option of checking the "cash only" box on the tag.

Y Printsan "X" in the cash only box on the COD tag.

N L eaves the cash only box blank, allowing the customer to pay for the goods with a
company check.

Ship Complete Order?
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Y ou have the option of
designating an order as only shipping if the order can be shipped complete with al items.

Y Designates order as shippable only when the order can be completely filled.
N Allows partial shipments of this order.

Deposit Req'd
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter the amount of the deposit
required before this order may be processed.

Deposit Rec'd
NOT ACCESSBLE -FILLED BY CASH RECEIPTSUPDATE - If adeposit was received from a
customer for this order, thisfield will show the amount of the deposit received.

Reference

NOT ACCESSBLE -FILLED BY CASH RECEIPTSUPDATE - If adeposit was received from a
customer for thisorder, thisfield will contain the ten character reference number for the
deposit.

Date
NOT ACCESSBLE -FILLED BY CASH RECEIPTSUPDATE - If adeposit was received from a
customer for this order, thisfield will show the date the deposit was received.

Paid by
NOT ACCESSIBLE -FILLED BY CASH RECEIPTSUPDATE - If a deposit was received from a
customer for this order, thisfield will show how the deposit was paid.

Card Number
NOT ACCESSBLE -FILLED BY CASH RECEIPTSUPDATE - If the "paid-by" field is a credit card,
thisfield will contain the credit card number used.

Exp. Date

NOT ACCESSBLE -FILLED BY CASH RECEIPTSUPDATE - If a deposit was received from a
customer for this order and a credit card was used to pay the deposit, thisfield will show the
expiration date for the credit card.

Approval

NOT ACCESSBLE -FILLED BY CASH RECEIPTSUPDATE - If adeposit was received from a
customer for this order and a credit card was used to pay the deposit, thisfield will show the
approval code obtained for the credit card.
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Lines Screen

When you are finished with the Code screen, a Lines screen will appear, similar to the
following. Werefer to this part of Transaction Entry as"lines' because this is when you will
enter the lines or body of the transaction.

w OrderfInvoice Entry - Header x|

50[&[@ Lightspeed Distributors {(DEM)

Order Line Entry 10/15/37 TO

Order Mumber:  |0000000102 Date|02f2w8? | Invoiced |02/26/97 Shipped |02/26/97
Quote Number:
Bill to: Moot Ship ta: SAME
MNet Amount 6.907.75
w. Order/Invoice Entry E
Line ltem Code Description
[K124 | [whiz Bang Custom Bike Kit - 24" |
Ordered Shipped Backorder Price Arnount Text
[ 20000 ][ oooo ][ toooo | [soooooo | [ tsooo0 | [
Line|ltem Code Item Description Order Quantity Huantil «
4 B ang om Bike 4 D000
2 K126 Whiz Bang Custom Bike Kit - 26™ 2.0000
3 R100 Rainbow Rascals Tricycle 2.0000 _ILI
4 »
|"-Up Amow w-Down Arow Pg-Up Pg-Dn Linedng Line-Del Line-Mum |

Description of Fields

Line
All Transaction Types

Enter If line exists, Enter modifiesit. If thelineisblank, Enter adds
one.

Line# Goesto that line. If you enter aline that is greater than the total
number of lines, it goesto thelast line.

Up Arrow Goesto the next line above.

Down Arrow  Goesto the next line below.

Page Up Goesto the previous screen.

Page Down Goesto the next screen.

LineDelete  Deletesthat line and movesal lines below up.

Linelnsert Insertsaline at that spot and moves all lines below down.

Item

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter the item code representing

the item you want to show on this transaction. See the heading labeled "Other Options' below
for other things you can do from thisfield.
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The remaining fields (up to quantity shipped) will befilled in by the system from the
information in the item masterfile. If you stated in Item Maintenance that you are allowed to
change the description of the item, you will be positioned at the "Description” field; otherwise
you will skip to the "Quantity Shipped" field. To get to the following fields, you will need to
press Up Arrow from the quantity shipped field until you get the field you wish to change.

Lot-Serial
ALL TRANSACTION TYPES - If thisitem has alot or serial number, enter the appropriate number
here.

Whse
ALL TRANSACTION TYPES - Enter the warehouse code representing the warehouse from which
thisitemwill ship. It defaults to the warehouse entered on the Code screen.

Prod
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter the product line that applies
to thisitem. It defaultsto the product line assigned in Item Maintenance.

Sale

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter this sales unit of measure
that appliesin thistransaction. It defaults to the main Sales Unit of Measure assigned in Item
Maintenance.

Pric

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter the unit of measure on
which the price is based.

Example: If thisproduct isusualy sold at $100 per Ib, but you are selling it on this
transaction for $190 per bag (1 bag = 2Ib), enter bag here.

Crt
ALL TRANSACTION TYPES - If this transaction was shipped in more than one carton, enter the
carton number into which this item was packed.

D (Drop Shipped)
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY

Y Thisitem isto be shipped directly from your vendor to the customer.
N Thisitem isto be shipped from your warehouse.

C (Commissionable)
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY

Y Thisitem is subject to commissions.
N Thisitem isto be excluded from the commission calculation.
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T (Taxable)
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY

Y Thisitem is subject to salestax.

Note: Evenif thisflagissetto Y, if aresale number has been entered on the header screen,
no tax will be computed.

N Thisitem isto be excluded from the sales tax cal cul ation.

D (Discountable)
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY

Y Thisitem will be included in the overdl discount calculation.
N Thisitem isto be excluded from this discount calcul ation.
Tax

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - If thislineisto use a different
salestax code than the rest of the transactions (as entered on the code screen), enter the sales
tax code here.

Disc

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - If thisitem isto use a different
discount rate than the rest of the transactions (as entered on the code screen), enter the
discount code here.

Comm

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - If thisitem isto use a different
commission percentage than the rest of the transactions (as entered on the code screen), enter
the commission percentage here.

Unit Cost
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - If your parameters allow you to
override the unit cost of the item, enter the cost (per unit) here.

Ordered (or Returned for RMA's and CM's)
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-CREDIT MEMO ENTRY - Enter the quantity ordered
or returned based on your sales unit of measure.

Shipped (or Restock for RMA's & CM's)

PACKING LIST ENTRY-INVOICE ENTRY-RMA ENTRY-CREDIT MEMO ENTRY - Enter the quantity
actually shipped using the same unit of measure as the quantity ordered field or for RMA's
and CM's, enter the quantity returned to stock for resale.

Backorder (or No Restock for RMA's & CM's)

INVOICE ENTRY-RMA ENTRY-CREDIT MEMO ENTRY - Enter the quantity put on backorder. If
the quantity ordered is more than the actual quantity, the quantity backordered will
automatically be computed as the difference, but may be overridden. If entering RMA's or
CM's, enter the quantity returned that will not be returned to stock for resale.
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Price

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter the price of thisitem based
on the same unit of measure as used in the quantity shipped field. The price will not be
displayed in Packing List Entry.

Amount

NOT ACCESSIBLE - The amount will be computed as the quantity ordered multiplied by pricein
Quote and Order Entry, as quantity shipped multiplied by price in Invoice and RMA Entry,
and will not be displayed in Packing List Entry.

Tx (Text)

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - TO maintain the customer regular
comment for thisline, press F1. Once text existsfor thislineitem, a"Y" will be placed at the
field.

Other Options
Several Lookup options are available from the item field, by pressing F9.

View alternate items
This option gives you a Lookup of available alternate items. Thiswill be used when you are
out of stock on the current item.

View customer AR
This option gives you access to customer inquiry in Accounts Receivable. See the Solution
-1V Accounts Receivable manual for details on this function.

View customer/item sales
This function gives you historical information on the items, quantities, and prices purchased
previoudly by this customer.

View open PO's

Thisfunction gives you aview of all outstanding purchase orders for thisitem. This function
will be useful if you have insufficient quantity on-hand and the customer wants some idea as
to when the item will be available.

View price break codes
Thisfunction givesyou aview of al price break codes defined for this company. Press F2
from the view, to get price break details for aparticular price break code.

Summary Screen

When you are finished with the Lines screen, the Summary screen will appear
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w. Order/Invoice Entry - Summary [ ]

§nhi[$n Lightspeed Distributors (DEM)
Order Surnmary Ertry 10/15/97 TO

Orcler Nuraber: (0000000102 | Date|02/21/97 | Invoiced [02/26/97 Shipped [02/26/597
Bill ta: Moo Ship ta: SAME Met Amount 6.907.75
Est Ship  [02/25/97 Date Promised [02/25/37 Expiration Date [ |
Discount Informatian: Cammission Infarmation:
Armount subjectto discount B307.75 Sales subjectto commission | B216.98
Customer discount rate 10 ES Sales rep 1 commission .00
Customer discount amount £90.78 Sales rep 2 commission .00
Owerridden discount 0.00 Sales rep 3 commission .00
Total discount £90.78 Total commission 0.00
Sales Infarmation: .
Totals Information:
Tercliiacles m Met sales 6.216.97
MNan-taxahle sales E216.97 ; -
. o Freight 0.0
Facking Infarmation: Salos tax om0
Weight 285.50 -
Mumber of cartons | ] Total amount £.216.97

Description of Fields

Est. Ship
NOT ACCESSBLE - This field contains the estimated shipping date based on the production
times entered in Item Maintenance for each item on the order. It cannot be overridden.

See Item Maintenance for more information on production times for each item.

Date Promised
QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter the date this order was
promised to the customer. Press Enter to insert today's date.

Expiration Date

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Enter the date this order expires.
This date represents the date this order expires with the customer. It can be used as an
expiration date for a standing order or a"must have" date for a one-time order.

Amt Subj to Disc
NOT ACCESSIBLE - This field contains the total amount subject to the regular discount rate. It
cannot be overridden.

Customer Disc Rate

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY - Enter the discount percentage, which appliesto
all discounted items on this order where the rate was not changed. This field defaultsto the
customer discount percentage.

Customer Discount
NOT ACCESSBLE - This field contains the amount subject to discount multiplied by the
discount rate.

Overridden Discs
NOT ACCESSBLE - Thisfield contains the total of the discounts where the rate was changed on
thelines.
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Total Discount

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - Thisfield contains the total
customer discount. It will be computed as customer discount added to overridden discounts,
but can be overridden.

Amt Subj to Comm

NOT ACCESSBLE - This field contains the total sales amount subject to commissions. If your
parameters state that commission amounts may not be maintained here, thisfield will always
be zero. It cannot be overridden.

Sales Rep Amt

QUOTE ENTRY-ORDER ENTRY-RMA ENTRY-INVOICE ENTRY - These three fields contain the
computed commission amount for each sales representative. If you are allowed to maintain
the commission amounts, they may be changed here. Sales reps 1-3 on this screen correlate
with sales reps 1-3 on the Code screen.

Total Commission

NOT ACCESSBLE - This field contains the sum of the commission amounts for al three sales
repson this order. If you are not allowed to maintain commissions, thisfield will always
appear as "zero". It cannot be overridden.

Taxable Sales

NOT ACCESSBLE - Thisfield contains the sum of all items on the order where the taxable flag
='Y". If thereisaresale number on this order, taxable sales will dways be "zero". It cannot
be overridden.

Non-taxable Sales

NOT ACCESSBLE - Thisfield contains the sum of all items on the order where the taxable field
="'N". If thereis aresale number on this order, this field will contain the total order. It cannot
be overridden.

Weight

ALL TRANSACTION TYPES - Enter the total weight of al items on this order. Thisfield will be
calculated automatically based on the standard weight of all items on this order, but it can be
overridden.

Number of Cartons
ALL TRANSACTION TYPES - Enter the total number of cartons that will be filled to ship this
order.

Freight

ALL TRANSACTION TYPES - Enter the total freight charge from this order. Thisfield will be
calculated automatically based on the shipping method for this order and the total weight, but
can be overridden.

Sales Tax
NOT ACCESSBLE - This field contains the total salestax applicable to this order. It cannot be
overridden.

Total Sales
NOT ACCESSBLE - Thisfield contains the total salesfor this order (taxable plus nontaxable
sales). It cannot be overridden.
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Frt and Tax
NOT ACCESSIBLE - Thisfield contains the total freight plus salestax, and cannot be overridden.

Total Amount
NOT ACCESSBLE - Thisfield contains the grand total for the order.

UPS Screen
The system will prompt: Data Correct? Codes Lines Summary Delete UPS Payment.

Select UPS. The following screen will display:

B uonspoodevoutorsoEw) s

ﬂi-

|

V. L Hudeo ! L Hesdiw
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TT 111115
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Description of Fields

Crt
Enter the carton number and press Enter.

Weight
Enter the weight in pounds of this carton.

Charge
Enter the freight charge for this carton.

Type
Enter the type from the following:

C Commercid

R Residential
N Next Day
S Same Day
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Value
Enter the value of this carton.

Length
Enter the length in inches of this carton.

Girth
Enter the girth in inches of this carton.

égtgr whether an acknowledgement of delivery is requested for this carton.
Y Y es an acknowledgement is required.

N No an acknowledgement is not required.

Call

Enter whether a call tag is required for this carton.
Y Yesacal tagisrequired.
N No acdll tag isnot required.

Payment Screen

The system will prompt: Data Correct? Codes Lines Summary Delete UPS Payment.

Select Payment. The following screen will display:

i firesew Erdie  Fewmeri

Description of Fields

Sequence
Press enter and the next sequence number will appear.
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Payment Method
Enter up to 2 alphanumeric characters for the payment code. The payment codeisafile
verified code required during entry of payment.

CA Cash
CK Check
VS Visa

MC  Mastercard
AX American Express

Payment Amount
Enter the payment amount.

Check Number
If payment is being made by check, enter up to 10 characters for the check number.

Credit Card Num
If payment is being made by credit card, enter up to 19 charactersfor the credit card number.
If you desire, you may enter dashes or spaces where appropriate.

Exp. Date
If acredit card number is entered, you must enter the credit card expiration date for the credit
card transaction.

Approval
Enter up to 6 charactersfor the approva code for the credit card transaction.

Exit the Screen

When you are finished entering transactions press F4 from the order/invoicelRMA field, to
return to the Order Processing Main Menu. Y ou may now want to proceed to printing your
transactions.
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Copy Orders

Introduction

This option allows you to copy orders from one order number to another.

How to Execute

From the OP Main Menu select option 2, Order Entry. Press F7 — Copy. The following screen
displays:

w Orderf/Iinvoice Entiy - Copy Orders

énhi[an Lightspeed Distributors (DEM)
Order Cop

1015497 T0 |

Selection Cycle |:|

Capy from: [0D0000702 | Date [02/21/87 | Customer [MODT |
Copye ta: 00000007107

|F2-LUUkup F8-Mext

Description of Fields

Selection Cycle
Enter up to 2 charactersfor the selection cycle. This designates this order as arecurring or
standing order, which will not be removed from the system even when the order isfilled.

Copy from
Enter the order number to be copied from.

Copy to
Enter the order number to be copied to.

The system prompts:
Copy thisorder?
Y Order will be copied.

N Order will not be copied.
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Order, Quote and RMA Printing

Introduction

Thisoption is used to print order, quote, and RMA forms. Orders may be printed on

pre-printed forms.

How to Execute

From the Order Processing Main Menu, select option 6, Order, Quote and RMA Printing.

w. Order. Quote and RMA Printing

éﬁgi:" Lightspeed Distributors {(DEM}

10/15/97 TO :

Sort Options
1) Mumber
2] Custamer

Enter Sart Optian

3 ZIF Code
4) Truck Route

Detail Options
Frint Orders, Quaotes or BMas ﬂ -
Print Begular, Standing or All ﬂ -
Prirt Unprinted Only ar All U] =]

Print Selected Recaords Only?

Frarm Code (0000000100
To Coge

Selected Ordersf/Quotes/Rhids

Sort Options
Enter Sort Option

Enter the option number corresponding to the sort order for which you wish to print this

report.
1. Number:
2. Customer:

3. ZIP Code

Prints the forms in Order/Quote/RMA number order.
Prints the forms in customer code order.

Printsthe formsin ZIP code order. Thisisuseful if you want

to take advantage of bulk mail rates.

4, Truck Route:

Detail Options
Print Orders, Quotes, or RMA?

Prints the formsin truck route order.

Y ou have the option of printing Orders, Quotes, or RMAS, asfollows:

O Ordersonly
Q Quotesonly
R RMAsonly
A

All of the above
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Print Regular, Standing or All?
Y ou have the option of printing regular orders, standing orders, or al open orders, asfollows:

R Regular orders only

S Standing (recurring) orders only

A All orders

Print Unprinted Only or All?

When printing orders, you have the option of printing al ordersin the open order file or only
those orders that have not yet been printed.

A Printsal orders.

U Prints only unprinted orders.

Print Selected Records Only?
You will only be asked this question if you are printing the forms sorted by order, quote or

RMA number.
Y Displays aview and allows you to select individua transactionsto print.
N Allows you to enter arange of transactions.

If you answer N, or used sorts two through four, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range you wish to print, or press Enter twiceto select all
codes.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Order Processing Main
Menu.
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Schwoosh - 10 speed - 26"

Sub Tot al

Transaction Processing
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Thank you for your order!

Di scount

12, 375. 00 0.00

Qur new hours are from9:00 AMuntil 10:00 PM

Deposit Req'd

Frei ght Sal es Tax
1, 000. 00

0.00 990. 00

ORDER
Page: 1
Li ght speed Distributors ORDER Nunber: 0000000105
ORDER Date: 02/22/00
Expi res:
Custormer PO
Cust omrer:  RC0003
Bill to: Ship to:
Vi ¢ Hardi son Vi ¢ Hardi son
V. C. Hardison V. C. Hardison
338 Grove Ave. 338 Grove Ave.
M ddl esex, NJ 08765 M ddl esex, NJ 08765
Sal es Rep: House Account Terms: C.O.D.
Ship Via: Custoner pick up FOB: Tax: New Jer sey
Li ne I tem Code umm O dered Shi pped Price Ext ensi on
1 si126
25. 0 495. 00 12,375.00

Bal ance Due
13, 365. 00
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Picking Ticket Printing

Introduction

Picking Ticket Printing is used to print areport, which can be used by your warehouse
personnel to "pick" the ordered items from the warehouse shelves. If the order has been
designated as shipping from multiple warehouses, you will receive a picking ticket for each
warehouse. After an order is entered into the system, a picking ticket may be generated
immediately during Order Entry, or you may wait and print al of your picking tickets at one
time using this option.

| Note: Picking tickets are always printed on plain paper.

How to Execute
From the Order Processing Main Menu, select option 7, Picking Ticket Printing.

wm. Pick Tick. Ship Lab, COD Tag & Pack Lst
gﬁgﬁn Lightspeed Distributors (DEM) 10/15/37 T0

Ficking Ticket Printing

Sort Options Selected Warehouses
1) Murnber 3) ZIP Code [ Il il Il Il |
2] Custamer 4) Truck Route

Selected Orders

Enter Sort Cption

Detail Options

Print Unprinted Only ar Al ﬂ

Frint Selected Warehouses Only?

From'Warehouse [ ]
Ta'Warehouse

Frint Selected Orders Only?

Fram Code (0000000100
To Code

Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order for which you wish to print this

report.

1. Number: Prints the formsin order number order.

2. Customer': Prints the formsin customer code order.

3. ZIP Code: Printsthe formsin ZIP code order. Thisisuseful if you want

to take advantage of bulk mail rates.

4Truck Route Prints the formsin truck route order.
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Detail Options
Print Unprinted Only or All?

When printing picking tickets, you have the option of printing from all ordersin the open
order file or only from orders for which picking tickets have not been printed.

A Prints picking tickets for all orders.

U Prints only those picking tickets, which have not aready been printed.

Print Selected Warehouses?

Y Displaysaview and allows you to select individua warehouses for which to print
picking tickets.
N Allows you to enter arange of warehouses to print.

If you answer N, the system prompts:

From Warehouse

To Warehouse

Enter the first and last codes in the range you wish to print, or press Enter twice to select al
codes.

Print Selected Records Only?
You will only be asked this question if you are printing the report sorted by order number.

Y Displays aview and allows you to select individual orders for which to print picking
tickets.
N Allows you to enter arange of orders.

If you answer N, or used sorts two through four, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range you wish to print, or press Enter twice to select all
codes.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Order Processing Main
Menu.
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PI CKI NG TI CKET

Li ght speed Distributors

Bill to:
M ke's Toys
1545 Newport Bl vd.
Costa Mesa, CA 92626
Attn: Mke Sumrer

Sal es Rep: Sally Summers
Ship VIA:  UPS - Ground

1 K124
Wiz Bang Custom Bi ke Kit - 24"
Bin: N350
Conp: F124
Conp: TAPE
Conp: W24
2 K126 EA
Whi z Bang Custom Bi ke Kit - 26"
Bin: N360
Conp: F126
Conp: TAPE
Conp: WL26

Pi cked by:

Solution-1V Accounting

Eal

Eall

0000
0000
0000

0000
0000
0000

Page:

Order Number:
Order Date:
Expires:

Cust onmer PO
Cust oner :
Resal e Nunber:

Ship to:
M ke's Toys
1545 Newport Bl vd.
Costa Mesa, CA 92626
Attn: Mke Sumrer

Terns: 2% 10 Days, Net 30 Days
Tax: California
Or dered Shi pped
1.0000  --------o-------
1.0000  --------o----o--
/ Time
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War ehouse NJ

1

0000000102- 1
02/ 22/ 00

MO01
S4 EA 24-985
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Shipping Label Printing

Introduction

Shipping Label Printing is used to print shipping labels for al orders that have been picked
and are ready to ship. One shipping label will be printed for each carton.

How to Execute
From the Order Processing Main Menu, select option 8, Shipping Labd Printing.

wm. Pick Tick. Ship Lab, COD Tag & Pack Lst

§nhi[$n Lightspeed Distributors (DEM)

Shipping Label Printing 10415437 TO

Sort Options Selected Warehouses
1) Murnber 3) ZIP Code [ Il il Il Il |
2] Custamer 4) Truck Route

Selected Orders

Enter Sort Option

Detail Options

Print Unprinted Only ar Al ﬂ

Frint Selected Warehouses Only?

From'Warehouse [ ]
Ta'Warehouse

Frint Selected Orders Only?

Fram Code (0000000100
To Code

Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order for which you wish to print this

report.

1. Number: Prints the forms in order number order.

2. Customer: Prints the formsin customer code order.

3. ZIP Code: Printsthe formsin ZIP code order. Thisisuseful if you want to take

advantage of bulk mail rates.
4, Truck Route: Prints the formsin truck route order.

Detail Options
Print Unprinted Only or All?
When printing shipping labels, you have the option of printing from all ordersin the open
order file or only from orders for which shipping labels have not been printed.
A Prints shipping labelsfor all orders.

U Prints only those shipping labels, which have not already been printed.
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Print Selected Warehouses?

Y Displays aview and allows you to select individual warehouses for which to print
shipping labels.
N Allows you to enter arange of warehouses to print.

If you answer N, the system prompts:

From Warehouse
To Warehouse
Enter the first and last codes in the range you wish to print, or press Enter twiceto select all

codes.

Print Selected Records Only?
You will only be asked this question if you are printing the report sorted by order number.

Y Displays aview and allows you to select individual orders for which to print shipping
labels.
N Allows you to enter arange of orders.

If you answer N, or used sorts two through four, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range you wish to print, or press Enter twice to select all
codes.

Labels

After selecting a printed or displayed copy, you will see labels similar to the following. When
they are finished, you will be returned automatically to the Order Processing Main Menu.

Solution-IV Accounting 72
Copyright 0 2005 Thoroughbred Software International, Inc.



Shipping Label Printing

Hi gh Gear Bikes & Trikes
1153 Val | ey Road

Shop Rite Plaza

Bedmi nster, NJ 07787

Attn: Joy Appl egate

Order: 0000000100 Carton:

Hi gh Gear Bikes & Trikes
1153 Val | ey Road

Shop Rite Plaza

Bedmi nster, NJ 07787

Attn: Joy Appl egate

Order: 0000000100 Car t on:
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COD Tag Printing

Introduction
A Collect on Delivery (COD) tag may be printed for all COD orders.

How to Execute
From the Order Processing Main Menu, select option 9, COD Tag Printing.

wm. Pick Tick. Ship Lab, COD Tag & Pack Lst
gﬁgﬁn Lightspeed Distributors (DEM)

COD T ag Frikting 10415/97 TO

Sort Options Selected Warehouses
1) Mumber 3) ZIP Code [ Il il Il Il |
2] Customer 4) Truck Route

Selected Orders

Enter Sort Option

Detail Options

Print Unprinted Onky ar Al ﬂ

Frint Selected Warehouses Only?

From'Warehouse [ ]
Tao'Warehouse

Frint Selected Orders Only?

Fram Code (0000000100
To Cade

Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order for which you wish to print this

report.

1. Number: Prints the formsin order number order.

2. Customer: Prints the formsin customer code order.

3. ZIP Code: Prints the formsin ZIP code order. Thisis useful if

you want to take advantage of bulk mail rates.
4, Truck Route: Prints the formsin truck route order.

Detail Options
Print Unprinted Only or All?
When printing COD tags, you have the option of printing from all ordersin the open order
file or only from orders for which COD tags have not been printed.
A Prints COD tagsfor al orders.

U Prints only those COD tags, which have not already been printed.
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Print Selected Warehouses?

Y Displays aview and allows you to select individual warehouses for which to print
COD tags.
N Allows you to enter arange of warehouses to print.

If you answer N, the system prompts:

From Warehouse
To Warehouse
Enter the first and last codes in the range you wish to print, or press Enter twiceto select all

codes.

Print Selected Records Only?
You will only be asked this question if you are printing the report sorted by order number.

Y Displays aview and alows you to select individual orders for which to print COD
tags.
N Allows you to enter arange of orders.

If you answer N, or used sorts two through four, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range you wish to print, or press Enter twice to select al
codes.

Sample Tags

After selecting a printed or displayed copy, you will tags similar to the following. When they
arefinished, you will be returned automatically to the Order Processing Main Menu.
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Li ght speed Distributors

6161. 51
0000000100
Carton # 1 02/ 18/ 00
H gh CGear Bikes & Trikes
1153 Val | ey Road
Shop Rite Plaza
Bedmi nster, NJ 07787
Li ght speed Distributors
6161. 51
0000000100
Carton # 1 02/ 18/ 00

H gh CGear Bikes & Trikes

1153 Val | ey Road
Shop Rite Plaza
Bedmi nster, NJ 07787
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Packing List Printing

Introduction

Y ou can print separate packing lists showing the quantity ordered, quantity shipped, and the
quantity being backordered, or you may choose a copy of the order form for the packing list
instead.

How to Execute
From the Order Processing Main Menu, select option 10, Packing List Printing.

w. Pick Tick. Ship Lab, COD Tag & Pack Lst
gﬁgﬁn Lightspeed Distnibutors {(DEM)

Packing List Printing 10/15/37 TO

Sort Options Selected Warehouses
1) Number 3) ZIF Code [ [ il i i |
21 Custamer 4) Truck Route

Enter Sort Optian

Selected Orders

Dietail Options

Print Unprinted Only ar Al ﬂ

Print Selected Warehouses Only?
Fram\Warehouse

ToWarehouse

Print Selected Orders Only?

Frarm Code (0000000100
To Code 00000001 08

Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order for which you wish to print this

report.

1. Number: Prints the formsin order number order.

2. Customer: Prints the formsin customer code order.

3. ZIP Code: Printsthe formsin ZIP code order. Thisis useful if

you want to take advantage of bulk mail rates.

4, Truck Route: Prints the formsin truck route order.

Detail Options
Print Unprinted Only or All?
When printing packing lists, you have the option of printing from all ordersin the open order
file or only from orders for which packing lists have not been printed.
A Prints packing lists for al orders.

U Prints only those packing lists, which have not already been printed.
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Print Selected Warehouses?

Y Displays aview and allows you to select individual warehouses for which to print
packing lists.
N Allows you to enter arange of warehouses to print.

If you answer N, the system prompts:

From Warehouse
To Warehouse
Enter the first and last codes in the range you wish to print, or press Enter twiceto select all

codes.

Print Selected Records Only?
You will only be asked this question if you are printing the report sorted by order number.

Y Displaysaview and allows you to select individua orders for which to print packing
lists.
N Allows you to enter arange of orders.

If you answer N, or used sorts two through four, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range you wish to print, or press Enter twice to select all
codes.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Order Processing Main
Menu.
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Li ght speed Distributors

Bill to:

M ke Summer

M ke's Toys

1545 Newport Bl vd.

PACKI NG LI ST

War ehouse NJ
Page: 1
ORDER Nunber: 0000000102-
ORDER Date: 02/22/00
Expires:
Cust onmer PO
Custoner: MO1
Resal e Number: S4 EA 24-985

Ship to:

M ke Summer

M ke's Toys

1545 Newport Bl vd.
Costa Mesa, CA 92626

Costa Mesa, CA 92626

Sal es Rep: Sally Summers Terns: 2% 10 Days, Net 30 Days
Ship Via: UPS - Gound FOB: Tax: California

1 K124 EA
Wiz Bang Custom Bike Kit - 24" 1. 0. 1.

Conp: F124
Conp: TAPE
Conp: W24
2 K126 EA
Whi z Bang Custom Bike Kit - 26" 1. 0. 1.

Eall

Conp: F126
Conp: TAPE
Conp: WL26

Eal
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Invoice Printing

Introduction

Invoice Printing is used to print invoices, credit memos and debit memos. These can be direct
(one step) invoices or invoices which were generated from orders. Y ou may choose to print
invoices on pre-printed invoice forms.

How to Execute
From the Order Processing Main Menu, select option 11, Invoice Printing.

w. Invoice Printing Selection

é]nh!gi:" Lightspeed Distributors (DEM) 10/15/97 TO

Sort Options Selected Invaoices
1) Mumber
2] Customer
3) ZIF Code
4) Truck Route

Enter Sort Optian

Detail Options

Frirt lmvoices, Ch's, Dhd's ar All v

Frint Unprintad Only or &l =]

Frint Selected Invoices Only?

FromCode [ ]
ToCode  [mmmmz

Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order for which you wish to print this

report.

1. Number: Prints the forms in invoice/memo number order.

2. Customer: Prints the formsin customer code order.

3. ZIP Code: Prints the formsin ZIP code order. Thisis useful if

you want to take advantage of bulk mail rates.
4, Truck Route: Prints the formsin truck route order.

Detail Options

Print Invoice, Credit or Debit?
Y ou have the option of printing Invoices, Credit Memos, or Debit Memos, as follows:

I Invoices only
C Credit Memos only
D Debit Memos only
A All of the above
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Print Unprinted Only or All?
Y ou have the option of printing all invoices or only those, which have not been printed.

A Printsall invoices.
U Prints only unprinted invoices.

Print Selected Invoices Only?
You will be asked this question only if you are printing invoicesin invoice number order.

Y Displays aview and alows you to select individua invoicesto print.

N Allows you to enter arange of invoices.

If you answer N, or used sorts two through four, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range you wish to print, or press Enter twiceto select all
codes.

Sample Invoice

After selecting a printed or displayed copy, you will see an invoice similar to the following.
When it isfinished, you will be returned automatically to the Order Processing Main Menu.
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I NVOI CE Page: 1
Li ght speed Distributors I nvoi ce Nunber: 0000000103
I nvoice Date: 03/01/00
Customer PO
Order Number: 0000000103
Customer: RC0001
Resal e Number:
Apply To:
Bill to: Ship to:
Frank Kitchell Frank Kitchell
F.H Kitchell F.H Kitchell
333 Warren Avenue 333 Warren Avenue
Somerville, NJ 08876 Somerville, NJ 08876
Sal es Rep: House Account Terms: C.O.D.
Ship Via: Custoner pick up FOB: Tax: New Jer sey
Li ne | tem Code umm Or dered Shi pped Backor der ed Price Ext ensi on
1 S124 EA
Schwoosh - 10 speed - 24" 2. 2. 0. 495. 00 990. 00
Any additional descriptive information nay be entered here for
an itemyou sell. This information may be changed during Order
Entry and will appear on the order as well as the invoice.
2 S126 EA
Schwoosh - 10 speed - 26" 2. 2. 0. 495. 00 990. 00
3 R100 EA
Rai nbow Rascal s Tricycle 2. 2. 0. 159. 00 318. 00
4 TAPE EA
Handl ebar Tape 4 4. 0 .95 15. 80
Thank you for your order!
Qur new hours are from9:00 AMuntil 10:00 PM
I nvoi ce Total Di scount Frei ght Sal es Tax Bal ance Due
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Sales Journal and Update

Sales Journal and Update

Introduction

The Sales Journal is a series of six audit reports, including:
» Daily Sales Journal

Profit and Commission Journal

Sales Tax Summary

Sales by Item Summary

Consignment Item Summary

YV Vv V VYV V

General Ledger Account Summary

Print the journals to check the information entered during Invoice Entry. If everythingis
correct, you may continue with the update, which posts the invoice information to the
permanent Accounts Receivable, Order Processing, Inventory Control, and General Ledger
files.

Note: This series of reportsis an important part of your audit trail, and must be kept with
your permanent accounting records.

How to Execute
From the Order Processing Main Menu select option 12, Sales Journal and Update.

Description of Fields

Enter Posting Date

Enter the date you wish to use for posting the invoices to General Ledger. Thisis most
important because it controls the General Ledger period in which these invoices appear. Make
sure the date is entered in the proper month.

Example: If today is4/5/02 and you are still entering invoices for March, be sure the posting
date is 3/31/02.

Note: Because the General Ledger uses the posting date (not the invoice date), be sure to
separate your invoices into batches by month before entering.

Do you want a printed copy?
Y Prints the Sales Journals to the printer.

N Displays the reports on the screen. Y ou cannot update if you display the reports on
the screen.

If the reports were sent to the printer, the system prompts:
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Sales Journal and Update

Do you want to continue the update?

Y Updates the invoices to the permanent files and removes them from the open order
file.
N Returns to the Order Processing Maintenance Menu. Y ou may make any corrections,

and then print the reports again.

Sample Reports

After selecting a printed or displayed copy, you will see reports similar to the following.
When the reports are finished, you will be returned automatically to the Order Processing

Main Menu.
03/31/00 04:57 PM Order Processing Daily Sales Journal Term TO
Posting Date: 03/31/00 Li ght speed Distributors (DEM Page: 1
Cust oner/
I nvoi ce Inv Date Ternms Sal es Tax Taxabl e Sales Non-tax Sal es Frei ght Sal es Tax |Invoice Total
0000000103 RC0001 F.H Kitchell 2,313.80 0.00 0.00 185.10 2,498.90
03/01/00 00-C. O D. NJ : 8.000 %

Order No: 0000000103

Report Total : 2,313.80 0.00 0.00 185.10 2,498. 90

03/ 31/ 00 04:57 PM Order Processing Profit & Conmi ssion Journal Term TO
Posting Date: 03/31/00 Li ght speed Distributors (DEM Page: 1
I nvoice Sales Representative/ Conmi ssi on Subj ect to
I nvoi ce Dat e I'tem Code GL Account Rat e Anount Net Sal es Goss Profit Conmi ssi on
0000000103 03/ 01/ 00 HOUSE House Account . 00% 0.00
S124 400- 00- 00 990. 00 590. 00 990. 00
S126 400- 00- 00 990. 00 590. 00 990. 00
R100 400- 00- 00 318. 00 158. 00 318.00
TAPE 400- 00- 00 15. 80 7.80 15. 80
2,313.80 1, 345. 80 2,313.80

Report Total:

03/31/00 04:57 PM O der Processing Sales Tax Code Sumrary Term TO
Posting Date: 03/31/00 Li ght speed Di stributors (DEM Page: 1

Sal es Taxabl e Taxabl e Sal es Tax
Tax Descri ption Rat e Sal es Frei ght Billed
NJ New Jer sey 8. 000% 2,313.80 0.00 185. 10

03/31/00 04:57 PM Order Processing Item Code Summary Term TO
Posting Date: 03/31/00 Li ght speed Distributors (DEM Page: 1
| tem Code Descri ption Quantity Sold Net Sal es Cost Goss Profit Profit %
R100 Rai nbow Rascal s Tricycle 2.0000 318.00 160. 00 158. 00 49.69 %
S124 Schwoosh - 10 speed - 24" 2.0000 990. 00 400. 00 590.00 59.60 %
S126 Schwoosh - 10 speed - 26" 2.0000 990. 00 400. 00 590.00 59.60 %
TAPE Handl ebar Tape 4.0000 15. 80 8.00 7.80 49.37 %
St ocking Total: 2,313.80 968. 00 1,345.80 58.16 %
Non-restock Total : 0. 00 0. 00 0. 00 .00 %
Non stock Total : 0. 00 0. 00 0. 00 .00 %
Consi gnment Total : 0.00 0.00 0.00 .00 %
Priced Message Total : 0.00 0.00 0.00 .00 %
Report Total: 2,313.80 968. 00 1, 345. 80 58.16 %
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Sales Journal and Update

03/31/00 04:57 PM Sal es Journal (OPSJ) Term TO
Posting Date: 03/31/00 General Ledger Account Sunmary Page: 1

Li ght speed Di stributors (DEM
Account Code Debi t Credit
110- 00- 00 Accounts receivable - N 2,498. 90
130- 00- 00 Inventory - NJ 968. 00
210- 00- 00 Sal es tax payabl e 185. 10
400- 00- 00 Sal es - Bikes 2,313.80
500- 00- 00 Cost of sales - Bikes 968. 00

3, 466. 90 3, 466. 90
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Inquiries

Inquiries

This chapter describes the inquiry options that are available from the Order Processing Main
Menu. They include:

» Order and Quote Inquiry
» Invoice History Inquiry

» Pricelnquiry
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Order and Quote Inquiry

Order and Quote Inquiry

Introduction

This option allows quick access to viewing information about an open order, quote, invoice,
or RMA. (Theinvoices and RMAs viewed are those not yet updated. To view those, use
option 14, Invoice Inquiry).

How to Execute

From the Order Processing Main Menu, select option 13 Order and Quote Inquiry.

w OrderfInvoice Inguiry - Header x|

gﬁgﬁn Lightspeed Distributors (DEM)

Order and Quate Inguiry 10415497 TO |

Customer [MOT1 Name  [Mike's Tops | | ]
Murnber (0000000102 | Order Date |02/21/97 Invaoiced  |02/26/97 Shipped |02/26/97

Sald to Shipto |SaME
MNarme Mike's Toys Mike's Toys
Address 1545 Newport Blvd, 1545 Newport Blvd.
Clity Costa Mesa Costa Meza
State Ca | ZIF [32626 Country| | A 92626 [ ]
Contact tike Summer Mike Summer
Invoice Address |SAmME Ficker
Fesale S4 EA 24-985 Facker El
Furchase Order
FkdA Beason
Authorization
Comment
On Hold M ]

|< CR>-Select Record F5-Change Sequence

Description of Fields

Customer
Enter up to ten alphanumeric characters for the customer code whose transactions you wish to
view.

Number
Enter the transaction number you wish to view.

Address
After displaying the information found on the Header or address screen of the order, such as
the one shown above, the system prompts:

Display: Address Codes Lines Summary UPS Report
Codes

Selecting 'C' displays the information found on the Code screen of the order, asfollows:
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Order and Quote Inquiry

w Orderfinvoice Inguiry - Codes Ed
Digcount 10000 | %% FOB
Fost Code Ca Califarnia Truck Route
Ship kethod UPS-GR ||UPS - Graund Repetitive? 1]
Terms Code 0z 2% 10 Days, Met 30 Days Selection Cycle
Sales Tax [ California Frint Order? v =]
“Warehouse MJ Mew Jersey Warehouse Frint Fick Ticket? i3
Sales Rep-1 Sally  ||100.000 %% Frint COD Tags? M
Rep-2 0o % Cash Only? M
Rep-3 000 |3 Ship Complete Only® [N
Deposit Infarmation
Deposit Reguired .00 Date Faid by
Deposit Received .00 Card Murmber |
Feference Exp. Date Approval
| |
Lines

Selecting ‘L' displays the information found on the line screen of the order, asfollows:

w. Order/Invoice Inquiry - Lines E
Line Item Code Description Lot-Serial
[K124 | [whiz Bang Custom Bike Kit - 24 | |
Whse Prod Sales Price DS? CM? T? DC? Tax Disc Carmm Unit Cost
] [ o Jrw [ owomw |
Ordered Shipped Backordered Price Arnournt
[ zoooo | [ .oooo | [ 1.0000 | [ 900.0000 | [ 1800.00 |

Line|ltem Code

Item Description

‘whiz Bang Custom Bike Kit - 26"

Lot/Sernial Number |Warehouse | «

2/ K126 NJ
3 R100 Rainbow Rascals Tricycle NJ
4 5124 Schwoosh - 10 speed - 24" HJ =
3
|F2-Disp|ay Text

Uses standard linelogic (Up Arrow, Down Arrow, Page-Up, Page-Down, Line#) to move
up and down the lines of the order in order to view al lines or press F1 to view the text.

When you are finished looking at the lines, press F4 to return to the prompt.

Summary

Selecting 'S displays the "totals" information as found on the summary screen of the order, as

follows:;

w! Order/Invoice Inguiry - Summary

Est Ship

Discount Infarmation:
Discount percent
Discount armaount

Sales Infarmation:
Taxable sales
Maontaxable sales

Packing Information:

Date Promised (02/25/97

630.73

6.216.97

Expiration Date | |

Commission Information:

YWeight

285.50

Mumber of catons | ]

Sales rep 1 amt 0.00
Sales rep 2 amt 0.00
Sales rep 3 amt 0.00
Total commission 0.00
Total Infarmation:
Met sales B.216.97
Freight 0.00
Sales tax 0.00
Total armount 6.216.97

UPS
Selecting 'U' displays the UPS information entered.

Solution-1V Accounting
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Order and Quote Inquiry

Inquiries

. Order UPS Lookup

T | Orderslne

L ._

I |«

Report
Selecting 'R’ prints the transaction for you just asif you had selected the option from the

menu.

Exit the Screen

When you are finished looking at that order, press F4 at the Display prompt to return to the
customer code. When you are finished with al inquiries, press F4 at the customer code to
return to the Order Processing Main Menu.
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Invoice Inquiry

Invoice Inquiry

Introduction

This option gives quick access to viewing information about an invoice, which has aready
been updated through the Sales Journal Update but is still contained in the historical invoice
files. Thisinformation includesitems ordered, quantities, pricing, discount information, etc.
Screen representations are not shown here because this function works exactly like option 13,
Order and Quote Inquiry.

How to Execute

From the Order Processing Main Menu, select option 14, Invoice Inquiry.

Description of Fields

Customer
Enter up to ten aphanumeric characters for the customer code whose transactions you wish to
view.

Number
Enter the transaction number you wish to view

After displaying the information found on the Header or address screen of the invoice, the
system prompts:

Display: Address Codes Lines Summary UPS Report
Address

Selecting ‘A’ redisplays the information found on the address or header screen of the invoice.

Codes
Selecting "C' displays the information found on the Code screen of the invoice.

Lines
Selecting "L displays the information found on the line screen of the invoice.

Usethe standard line logic (Up Arrow, Down Arrow, Page Up, Page Down, Line#) to
move up and down the lines of the invoicein order to view dl lines or press F1 to view the
text. When finished, press F4 to return to the display prompt.

Summary
Selecting 'S displaysthe "totals" information as found on the summary screen of the invoice.

UPS
Selecting'U' displays the UPS information entered.

Report
Selecting 'R’ prints the transaction for you just as if you had selected the option from the
menu.

Exit the Screen

When you are finished looking at this invoice, press F4 at the display prompt to return to the
customer field. When you are finished with all inquiries, press F4 at the customer field to
return to the Order Processing Main Menu.
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Pricelnquiry

Price Inquiry

Introduction

The Price Inquiry option allows you to enter a customer and item code as well as a quantity
ordered. It then computes a price for theitem. This option is useful for quoting prices over the
phone without actually entering an order or quote.

How to Execute

From the Order Processing Main Menu, select option 15, Price Inquiry.

. Price Inguiry x|
Soliln - L
™ Lightspeed Distributors (DEM) 10/15/97 T0O
Customer  [MOD1 | Mike's Toys
[term B118 | [Headiamp Bulb
Cluantity 100.0000
Unit Price 2.0000
lI:JiStl\lil’rice Customer Discount %% (10,000
. Extended Amount 180.00
lern/Custamer Price Braak | |+ | | |
Lewel CluanfAmount Disc-tdarkup-Amt Level  Quan-Amaount Disc-tdarkup-Amt
] .0oog .0oog h .ooao .ooaa
1 i} i} B i} nono
2 .0oog .0oog 7 .ooag .0oag
3 .ooao .oaao g .qaoo .qaoo
4 .0oog .0oog g .ooag .0oag
Contract | | | |
Fromotion | | | |
|F2-Lookup

Description of Fields

Customer
Enter up to ten a phanumeric characters for the customer code.

Item
Enter up to 22 characters representing the item code for which you wish to view pricing.

Quantity
Enter the number of units that are being priced. The price often depends on the quantity
purchased.

After entering the customer, item, and quantity, the price and extension are displayed. The
relevant price breaks, contract, and sales promotions are displayed aswell (if applicable).

The system then prompts:
End of display, press Enter twiceto continue.
Press Enter to enter another quantity. To change the item or customer, use the Up Arrow.

Exit the Screen

When you are finished with Price Inquiry, press F4 from customer, item, or quantity to return
to the Order Processing Main Menu.
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4 Order Processing Reports

This chapter describes how to execute Solution -1V Order Processing reports. They include:

Monthly Reports

» Credit Exception Report
Lost Sales Report
Open Deposit Report
Monthly Sales Journal
Order Status Report by Customer
Order Status Report by Item
» Automatic Backorder Report
Sales Analysis Reports

» Customer Sales Analysis

Item Sales Analysis

Product Line Sales Andysis

Item Class Codes Sales Analysis

AR Class Codes Sdes Anadysis

Sales Representative Sales Analysis

State Sales Analysis

Customer plus Item Sales Analysis
» Item Plus Customer Sales Analysis

Sales Analysis Maintenance

» Rebuild Sales AnalysisFiles

YV V V V VY

YV VY VYV VYV

Order Processing Reports
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Credit Exception Report

Credit Exception Report

Introduction

This report shows all instances where the credit limit was overridden during Order Entry. It
shows the customer's balance, credit limit, the amount the credit limit was exceeded by at the
time of the order, the total order amount, and the operator who made the override.

How to Execute

From the Monthly Reports Menu, select option 1, Credit Exception Report.

w. Credit Exception Report

é]nhlgi;" Lightspeed Distributors (DEM) 10/15/97 TO

Sort Options
11 Number
21 Customer

Enter Sort Option

Detail Options
Clear file after report?

M
Orders, Invoices or Both ﬂ

FromCode [ ]
TaCods |z

Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order for which you wish to print this

report.
1.Number: Sorts the report in transaction number order.
2.Customer: Sorts the report in customer code/transaction number order.

Detail Options
Clear file after report?
After printing the Credit Exception Report, you have the option of clearing the credit
exception file.
Y Clears credit exception file.
N Retains information in credit exception file.

Print Selected Records Only?
Y ou are asked this question only if you are sorting by order number.

Y Displays aview and allows you to select ordersto print.
N Allows you to enter arange of orders.

If you select N, or sorted by customer, the system prompts:
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Credit Exception Report

From Sort Option
To Sort Option
Enter the first and last codes in the range you wish to print or press Enter twiceto select all

codes.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Monthly Reports Menu.

03/ 31/ 00 04:23 PM Credit Exception Report Term TO
Li ght speed Distributors (DEM Page: 1
Sorted by Nunber
Credit Credit Bal ance Due Credit Limt Balance Due
Nunber Dat e Cust omer Descri ption Rating Limt Before Order Order Ant Exceeded By After Order
1-0000000100 02/ 18/ 00 HOO1 Hi gh Gear Blkes & Trikes 0
Reason: | nvoicing wthout deposit receipt

O 0000000105 02/ 22/ 00 RCO003 V. C. Hardison BAD 5, 000 85. 32 12,375.00 7,460. 32 12, 460. 32
Reason: Credit limt exceeded
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Lost Sales Report

Lost Sales Report

Introduction

Thisreport shows all instances of lost sales that occurred due to insufficient on-hand quantity
for an item. During Order Entry, when there isinsufficient quantity on-hand to cover an order
the operator is prompted with the question "Isthisalost sale?” Answering Y will record this
saleinthelost salesfilefor inclusion on this report.

Note: Thisfunction isactive only if you do not allow negative quantities in your
parameters.

How to Execute

From the Monthly Reports Menu, select option 2, Lost Sales Report.

w. Lost Sales Report

fﬁ% Lightspeed Distributors (DEM) 10#15/87 TO

Dietail Options
Clear file after report?

From Qrder
Todrder  |zzzzezzzzz

Description of Fields

Print Selected Records Only?
Y Displays aview and allows you to select transactionsto print.
N Allows you to enter arange of transactions.

If you answer N, the system prompts:

From Number

To Number

Enter the first and last codes in the range you wish to print or press Enter twiceto select all
codes.

Clear file after report?
After printing the Lost Sales Report, you have the option of clearing the lost salesfile as

follows:
Y Clearsthe lost salesfile.
N Retainsinformation in the lost salesfile.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Monthly Reports Menu.
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Lost Sales Report

03/ 31/ 00 04: 23 PM Lost Sal es Report Term TO
Li ght speed Distributors (DEM Page: 1

O- 0000000105 02/22/00 HOO1 Hi gh Gear Blkes & Trikes 35. 0000 495. 0000 17,325.00
O- 0000000105 02/22/00 HOO1 Hi gh Gear Blkes & Trikes 48. 0000 495. 0000 23, 760. 00

Solution IV Accounting 96
Copyright 0 2005 Thoroughbred Software International, Inc.



Open Deposit Report

Open Deposit Report

Introduction

This report shows all outstanding orders with deposits pending as well as orders on which the
deposit has been received, but the order has not yet shipped.

How to Execute

From the Monthly Reports Menu, select option 3, Open Deposit Report.

w. Open Deposit Report
Zulillim . L
jird Lightspeed Distributors (DEM) 10/15/57 TO
Sort Options Selected Orders
1) Mumber
21 Customer

Enter Sort Option

Print Selected Orders Only?

Frarm Code (0000000100
To Code 00000001 08

Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order for which you wish to print this

report.
1.Number: Sortsthe report in order number order.
2.Customer: Sortsthe report in customer code/order number order.

Detail Options
Print Selected Records Only?
Y ou are asked this question only if you are sorting by order number.
Y Displays aview and allows you to select order numbersto print.
N Allows you to enter arange of order numbers.

If you answer N, or are printing in customer code order, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range you wish to print or press Enter twiceto select all
codes.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Monthly Reports Menu.
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Open Deposit Report

03/ 31/ 00 04: 25 PM Open Deposit Report Term TO
Li ght speed Distributors (DEM 1
Sorted by Nunber

Deposi t Deposi t Payment
Requi red Received Received Paid Ref erence

0000000105 RCO003 V. C. Hardison 1, 000. 00
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Monthly Sales Jour nal

Monthly Sales Journal

Introduction

The Monthly Sales Journal is a series of reports similar to the Daily Sales Journa detailing all
the invoices updated during the time period selected.

How to Execute

From the Monthly Reports Menu, select option 4, Monthly Sales Journal.

w. Monthly 5 ales Journal

ﬂhmn
s

Lightspeed Distributors (DEM) 10/15/37 T0

Sort Options Selected Invoices
1) Mumber 31 ZIF Code
21 Customer 4) Truck Route

Enter Sort Option

Detail Options

Print Invoices, Ch's, Dhd's or All ﬂ

Date Range
Starting Date
Ending Date  [12/31/99

Frint Selected Invoices Only?

Fram Cade
ToCode  |zzzzzzezzz

Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order for which you wish to print this

report.

1.Number: Sorts the report in invoice number order.

2.Customer: Sorts the report in customer code/invoice number order.
3.Zip Code: Prints the report in ZIP code order.

4.Truck Route: Prints the report in truck route order.

Detail Options

Print Invoice, Credit or Debit?
Y ou have the option of printing only invoices, credit memos, debit memos, or al of the above
asfollows:

A

Prints al invoices, credit and debit memos in the selected range.

Prints only invoicesin the selected range.

C Prints only credit memos in the selected range.
D Prints only debit memos in the selected range.
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Monthly Sales Jour nal

Starting Date

Ending Date

Enter the first and last datesin the range you wish to print, or press Enter twice to print the
report for al information contained in the history files.

Print Selected Invoices Only?
Y ou are asked this question only if you are sorting by invoice number.

Y Displays aview and allows you to select invoice numbers to print.

N Allows you to enter arange of invoice numbers.

If you answer N, or used sorts two through four, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range you wish to print or press Enter twiceto select all
codes.

Sample Reports

After selecting a printed or displayed copy, you will see reports similar to the following.
When they are finished, you will be returned automatically to the Monthly Reports Menu.

03/ 31/ 00 04: 25 PM Order Processing Mnthly Sal es Journal Term TO
Li ght speed Distributors (DEM Page: 1
Sorted by Invoice Nunmber

Cust oner/

I nvoi ce Inv Date Terns Sal es Tax Taxabl e Sales Non-tax Sal es Frei ght Sal es Tax |nvoice Total

0000000100 HOO1 Hi gh Gear Blkes & Trikes 5,705. 10 0.00 0.00 456. 41 6,161.51
02/ 20/ 00 02-2% 10 Days, Ne NJ : 8.000 %
Order No: 0000000100

0000000101 JCE' S Joe's Bi ke Town 0.00 4,978. 80 0.00 0.00 4,978. 80
02/ 24/ 00 02-2% 10 Days, Ne NJ : 8.000 %
Order No: 0000000101

0000000102 MO01 M ke's Toys 0.00 4,596. 97 0.00 0.00 4,596. 97
02/ 27/ 00 02-2% 10 Days, Ne CA : 7.250 %

Order No: 0000000102

Report Total : 5,705.10 9,575.77 0. 00 456. 41 15,737. 28
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Monthly Sales Jour nal

03/ 31/ 00 04: 25 PM Order Processing Mnthly Profit & Conmission Journal Term TO
Li ght speed Distributors (DEM Page: 1
Sorted by Invoice Nunmber
I nvoice Sales Representative/ Conmi ssi on Subj ect to
I nvoi ce Dat e Item GL Account Rat e Anount Net Sal es Goss Profit Conmi ssi on
0000000100 02/20/00 BILL Bill Blaze 7.00% 399. 36
B118 400- 00- 00 10. 80 10. 20 10. 80
C118 400- 00- 00 64. 80 58. 80 64. 80
E118 400- 00- 00 153. 00 118. 00 153. 00
W18 400- 00- 00 27.00 17.00 27.00
F124 400- 00- 00 1, 611. 00 811. 00 1, 611. 00
F126 400- 00- 00 1, 611. 00 811. 00 1, 611. 00
S124 400- 00- 00 1, 336. 50 736.50 1, 336. 50
S126 400- 00- 00 891. 00 491. 00 891. 00

0000000101 02/24/00 BILL Bill Blaze 7.00% 348. 52
HVR92 400- 00- 00 1, 080.00 380. 00 1, 080.00
DRL7 400- 00- 00 67.50 32.50 67.50
K124 400-00- 00 810. 00 210. 00 810. 00
K126 400- 00- 00 810. 00 210. 00 810. 00
R100 400- 00- 00 429. 30 189. 30 429. 30
S124 400-00- 00 891. 00 491. 00 891. 00
S$126 400- 00- 00 891. 00 491. 00 891. 00
4,978. 80 2,003. 80 4,978. 80
0000000102 02/27/00 SALLY Sally Summers 10. 00% 459.70
K124 400- 00- 00 810. 00 210. 00 810. 00
K126 400-00- 00 810. 00 210. 00 810. 00
R100 400-00- 00 286. 20 126. 20 286. 20
S124 400-00- 00 1, 336. 50 736. 50 1, 336. 50
S126 400- 00- 00 1,336.50 736. 50 1,336.50
TAPE 400- 00- 00 17.77 7.77 17.77
4,596. 97 2,026.97 4,596. 97
Report Total : 1,207.58 15, 280. 87 7,084. 27 15, 280. 87

03/31/00 04:25 PM O der Processing Sal es Tax Code Summary Term TO

Li ght speed Distributors (DEM Page: 1
Sal es Taxabl e Taxabl e Sal es Tax
Tax Descri ption Rat e Sal es Frei ght Billed
NJ New Jer sey 8. 000% 5,705. 10 0. 00 456. 41

03/ 31/ 00 04:25 PM Order Processing |tem Code Summary Term TO
Li ght speed Distributors (DEM Page: 1
| tem Code Description Quantity Sold Total Sales Total Cost Goss Profit Profit %
B118 Headl anp Bul b 6. 0000 10. 80 0.60 10. 20 94.44 %
C118 Headl anp Casi ng 6. 0000 64. 80 6.00 58. 80 90.74 %
DRL7 Titanium Derailer - 7 oz. 1.0000 67.50 35.00 32.50 48.15 %
E118 Headl anp El ectric El enent 10. 0000 153. 00 35. 00 118. 00 77.12 %
F124 24" Custom Bi ke Frane 2.0000 1,611.00 800. 00 811. 00 50.34 %
F126 26" Custom Bi ke Franme 2.0000 1, 611. 00 800. 00 811. 00 50.34 %
HwWR92 Hand Made Super Bi ke 1. 0000 1, 080. 00 700. 00 380. 00 35.19 %
K124 Whi z Bang Custom Bi ke Kit - 24" 2.0000 1, 620. 00 1, 200. 00 420. 00 25.93 %
K126 Whi z Bang Custom Bike Kit - 26" 2.0000 1, 620. 00 1, 200. 00 420. 00 25.93 %
R100 Rai nbow Rascal s Tricycle 5. 0000 715.50 400. 00 315.50 44.10 %
S124 Schwoosh - 10 speed - 24" 8. 0000 3,564. 00 1, 600. 00 1, 964. 00 55.11 %
S126 Schwoosh - 10 speed - 26" 7.0000 3,118.50 1, 400. 00 1, 718. 50 55.11 %
TAPE Handl ebar Tape 5. 0000 17.77 10. 00 7.77 43.73 %
W18 Headl amp W res 10. 0000 27.00 10. 00 17. 00 62.96 %
Stocking Total : 15, 280. 87 8,196. 60 7,084. 27 46.36 %
Non-restock Total: 0.00 0.00 0.00 .00 %
Non stock Total : 0. 00 0. 00 0. 00 .00 %
Consi gnnent Total : 0. 00 0. 00 0. 00 .00 %
Priced Message Total : 0. 00 0. 00 0. 00 .00 %
Report Total: 15, 280. 87 8, 196. 60 7,084. 27 46.36 %

03/31/00 04:25 PM Mont hly Sal es Jour nal Term TO
General Ledger Account Sunmmary
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Monthly Sales Jour nal

i _._..__Lightspeed Distributors (DEM _________ . _____..._.
Account Code Debi t Credit
110- 00- 00 Accounts receivable - NJ 11, 140. 31
110-01- 00 Accounts receivable - CA 4,596. 97
130- 00- 00 Inventory - NJ 8, 196. 60
210- 00- 00 Sal es tax payabl e 456. 41
400- 00- 00 Sal es - Bikes 15, 280. 87
500- 00- 00 Cost of sales - Bikes 8, 196. 60

23, 933. 88 23, 933. 88
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Order Satus Report by Customer

Order Status Report by Customer

Introduction

This report shows the status of al open orders on a customer-by-customer basis.

How to Execute

From the Monthly Reports Menu, select option 5, Order Status Report by Customer.

w Order Status Report by Customer

éﬁgﬁ" Lightspeed Distributors {(DEM}

10415497 T0

Detail Options Selected Custormers
Summary only?
Orders, quotes or backorders
Fegular arders ar held orders E
Oweer or under estimated date

Creer ar under pramised date

Frint Selected Customers Only?

Frarm Custamer |HOM
Tao Custamer  |“DEFAULT™

Description of Fields

Print summary only?

Y Prints one line per order showing the total on the order.

N Prints the line detail for the order, followed by the total.

Print selected types?
@) Prints orders only.

Q Prints quotes only.
B Prints backorders only.
A Prints orders, quotes, and backorders.

Print Reg, Hold, or Both?

R Prints regular, non-hold orders only.
H Prints only orders on hold.
B Prints all orders.

Print Over, Under est date
O Print orders past the estimated ship date.

U Print orders under estimated ship date.

A Prints orders regardless of estimated ship date.
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Order Satus Report by Customer

Print Over, Under prom date
O Print orders past the promised date.

U Prints orders under promised date.
A Prints orders regardless of promised date.

Print Selected Customers Only?

Y Displays aview and allows you to select customersto print.

N Allows you to enter arange of customers.
If you answer N, the system prompts:

From Customer
To Customer

Enter the first and last codes in the range you wish to print or press Enter twiceto select all

codes.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.

When the report isfinished, you will be returned automatically to the Monthly Reports Menu.

Solution IV Accounting
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Term TO
Page: 1

Open Order
Ext ensi on

21.
30.
43.

805.
805.
785.
810.
286.
445,
445,
445,

810.
810.

990.
990.
318.

15.

12, 375.

00
00

00

03/ 31/ 00 04:28 PM Order Status Report by Custoner
Li ght speed Distributors (DEM
Nunber Cust omer PO Ordered Estinmated Promi sed Shipped Di scount ed
Item Description O dered Shi pped Backor der ed Price
HOO1 Hi gh Gear Blkes & Trikes
O- 0000000104 02/ 28/ 00 03/03/00 03/03/00
B118 Headl anmp Bul b 2.0000 0. 0000 0. 0000 1. 8000
C118 Headl anp Casi ng 2.0000 0. 0000 0. 0000 10. 8000
E118 Headl anp El ectric El ement 2.0000 0. 0000 0. 0000 15. 3000
H118 Headl anmp Assenbl y 2.0000 0. 0000 0. 0000 21. 6000
W18 Headl amp W res 2.0000 0. 0000 0. 0000 2.7000
F124 24" Custom Bi ke Franme 1. 0000 0. 0000 0. 0000 805. 5000
F126 26" Custom Bi ke Frame 1. 0000 0. 0000 0. 0000 805. 5000
K124 Whi z Bang Custom Bike Kit - 24" 1. 0000 0. 0000 0. 0000 785. 7000
K126 Whi z Bang Custom Bike Kit - 26" 1. 0000 0. 0000 0. 0000 810. 0000
R100 Rai nbow Rascal s Tricycle 2.0000 0. 0000 0. 0000 143. 1000
S124 Schwoosh - 10 speed - 24" 1. 0000 0. 0000 0. 0000 445. 5000
S125 Schwoosh - 10 speed - 25" 1. 0000 0. 0000 0. 0000 445. 5000
S126 Schwoosh - 10 speed - 26" 1. 0000 0. 0000 0. 0000 445. 5000
MO01 M ke's Toys
00000000102 02/ 22/ 00 02/26/00 02/26/00 02/27/00
K124 Wiz Bang Custom Bike Kit - 24" 2.0000 1. 0000 1. 0000 810. 0000
K126 Wiz Bang Custom Bike Kit - 26" 2.0000 1. 0000 1. 0000 810. 0000
RC0001 F.H Kitchell
O- 0000000103 02/ 25/ 00 02/27/00 02/27/00
S124 Schwoosh - 10 speed - 24" 2.0000 0. 0000 0. 0000 495. 0000
S126 Schwoosh - 10 speed - 26" 2.0000 0. 0000 0. 0000 495. 0000
R100 Rai nbow Rascal s Tricycle 2.0000 0. 0000 0. 0000 159. 0000
TAPE Handl ebar Tape 4.0000 0. 0000 0. 0000 3.9500
RC0003 V. C. Hardison
O- 0000000105 02/ 22/ 00 02/ 24/ 00 02/ 24/ 00
S126 Schwoosh - 10 speed - 26" 25. 0000 0. 0000 0. 0000 495. 0000
4 Custoners Printed Report Total:
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Order Satus Report by Item

Order Status Report by Item

Introduction

This report shows the status of all open orders on an item-by-item basis.

How to Execute

From the Monthly Reports Menu, select option 6, Order Status Report by Item.

Zoldim . o
™ Lightspeed Distributors (DEM}) 10¢15/47 T0
Detail Options Selected tems

Summary only?

Orders, quotes or backorders? . -

Fegular arders ar held orders? j
Frint Selected tems Only? |N_|

From ltern  [B118 |
Toltern  [w126 |

Description of Fields

Print summary only?
Y Prints one line per item showing total quantities on-order, on-hand, and available.

N Printsthe individual order quantities as well asthetotal.

Print selected types?
@) Prints orders only.

Q Prints quotes only.

B Prints backorders only.

A Prints orders, quotes, and backorders.

Print Reg, Hold, or Both?

R Prints regular, non-hold orders only.

H Prints only orders on hold.

B Printsall orders.

Print Selected Items Only?

Y Displays aview and allows you to select itemsto print.
N Allows you to enter arange of items.

If you answer N, the system prompts:

From Item

To Item

Enter the first and last items in the range you wish to print or press Enter twice to select all
items.
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Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.
When the report is finished, you will be returned automatically to the Monthly Report Menu.

03/31/00 04:28 PM Order Status Report by Item Term TO
Li ght speed Distributors (DEM Page: 1
Item Descri ption Quantity Unit Di scount ed
Nunber Cust oner Ordered on Order Meas Price Ext ensi on Qy On Hand Qy Available
B118 Headl anp Bul b
00000000104 HOO1 H gh Gear Blkes & 02/28/00 2.0000 EA 1.8000 3.60
2.0000 EA 1.8000 3.60 194. 0000 192. 0000
C118 Headl anp Casing
00000000104 HOO1 H gh Gear Blkes & 02/28/00 2.0000 EA 10. 8000 21. 60
2.0000 EA 10. 8000 21. 60 194. 0000 192. 0000
E118 Headl anp El ectric El ement
00000000104 HOO1 H gh Gear Blkes & 02/28/00 2.0000 EA 15. 3000 30. 60
2.0000 EA 15. 3000 30. 60 190. 0000 188. 0000
F124 24" Custom Bi ke Franme
00000000104 HOO1 H gh Gear Blkes & 02/28/00 1.0000 EA 805. 5000 805. 50
1.0000 EA 805. 5000 805. 50 15. 0000 14. 0000
F126 26" Custom Bi ke Franme
00000000104 HOO1 H gh Gear Blkes & 02/28/00 1.0000 EA 805. 5000 805. 50
1.0000 EA 805. 5000 805. 50 15. 0000 14. 0000
H118 Headl anp Assenbl y
00000000104 HOO1 H gh Gear Blkes & 02/28/00 43.20
24 Wi z Bang Custom Bike Kit - 24"
00000000102 MO1 M ke's Toys 02/ 22/ 00 1.0000 EA 810. 0000 810. 00
00000000104 HOO1 H gh Gear Blkes & 02/28/00 1.0000 EA 785. 7000 785.70
2.0000 EA 797. 8500 1, 595.70 18. 0000 16. 0000
K126 Wi z Bang Custom Bi ke Kit - 26"
00000000102 MO1 Mke's Toys 02/ 22/ 00 1.0000 EA 810. 0000 810. 00
00000000104 HOO1 H gh Gear Blkes & 02/28/00 1.0000 EA 810. 0000 810. 00
2.0000 EA 810. 0000 1, 620. 00 18. 0000 16. 0000
R100 Rai nbow Rascal s Tricycle
00000000103 RC0001 F.H Kitchell 02/ 25/ 00 2.0000 EA 159. 0000 318.00
00000000104 HOO1 H gh Gear Blkes & 02/28/00 2.0000 EA 143. 1000 286. 20
4.0000 EA 151. 0500 604. 20 25. 0000 21. 0000
S124 Schwoosh - 10 speed - 24"
00000000103 RC0001 F.H Kitchell 02/ 25/ 00 2.0000 EA 495. 0000 990. 00
00000000104 HOO1 H gh Gear Blkes & 02/28/00 1.0000 EA 445. 5000 445. 50
3.0000 EA 478. 5000 1, 435. 50 24.0000 21. 0000
S125 Schwoosh - 10 speed - 25"
00000000104 HOO1 H gh Gear Blkes & 02/28/00 1.0000 EA 445. 5000 445. 50
1.0000 EA 445. 5000 445. 50 30. 0000 29. 0000
S126 Schwoosh - 10 speed - 26"
00000000103 RCO001 F.H Kitchell 02/ 25/ 00 2.0000 EA 495. 0000 990. 00
00000000104 HOO1 H gh Gear Blkes & 02/28/00 1.0000 EA 445. 5000 445.50
00000000105 RCO003 V. C. Hardison 02/ 22/ 00 25.0000 EA 495. 0000 12, 375. 00
28.0000 EA 493. 2321 13, 810. 50 25.0000 3. 0000-
E Handl ebar Tape
00000000103 RCO001 F.H Kitchell 02/ 25/ 00 4.0000 EA 3. 9500 15. 80
4.0000 3. 9500 15. 80 45. 0000 41. 0000
W18 Headl anp Wres
00000000104 HOO1 H gh Gear Blkes & 02/28/00 2.0000 EA 2.7000 5. 40
2.0000 EA 2.7000 5. 40 190. 0000 188. 0000
14 Itens Printed Total open order: 21, 242.60
Total quotes: 0. 00
Total RWA's: 0.00
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Automatic Backorder Report

Introduction

This report shows which backorders can now be filled as aresult of receipt of backordered
items.

How to Execute

From the Monthly Reports Menu, select option 7, Automatic Backorder Report.

w. Backorder Fill Report

é]"hlgi:" Lightspeed Distributors (DEM) 10/15/97 T0

| Detail Options Selected Orders

Use order date sequence?

Include completed arders anly?

Print Selected Orders Only?

Frarm Crder (0000000100
Tao Order 0000000106

Description of Fields

Use Order Date Sequence?
Y Prints the report in order date/order number order.

N Prints the report in order number order.

Include Complete Orders Only?
Y Shows only those orders, which may be completely filled.

N Shows all orders, even if they may be only partialy filled.

Print Selected Orders Only?
Y Displays aview and allows you to select ordersto print.

N Allows you to enter arange of orders.
If you answer N, the system prompts:

From Order

To Order

Enter the first and last codes in the range you wish to print or press Enter twice to select all
codes.

Sample Report

After running the backorder release cal culation and selecting a printed or displayed copy, you
will seeareport smilar to the following. When the report is finished, you will be returned
automatically to the Monthly Report Menu.
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Automatic Backorder Report

03/ 31/ 00 04: 28 PM Backorder Fill Report Term TO
Li ght speed Distributors (DEM Page: 1
Order Num Date Cust omer Quantity Quantity Quantity
Line Item I tem Description uom O dered Backor der ed Filled Unit Price Ext ensi on
0000000102 02/22/00 MO1 M ke's Toys
1 K124 Wiz Bang Custom Bike Kit - 24 EA 2.0000 1. 0000 1. 0000 900. 0000 900. 00
2 K126 Wiz Bang Custom Bike Kit - 26 EA 2.0000 1. 0000 1. 0000 900. 0000 900. 00
Order Total: 1, 800. 00
Total Number of Orders: 1 Report Total: 1, 800. 00
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Sales Analysis Reports

Introduction
The summary sales analysis reports show sales, cost of sales, units sold, gross profit, and
profit percentages in summary formin avariety of different orders.

How to Execute

From the Sales Analysis Reporting Menu, select your option from the following choices:

1 Customer
2 Item
3 Product Line

4-7 Item Class Code 1-4

89 AR Class Code 1-2

10 Sales Representative

11 State (from the Customer Masterfile)
12 Customer Plus Item

Item Plus Customer

Sales Rep Plus Customer

é]nhlgi:" Lightspeed Distributors (DEM) 10/15/57 T0

Detail Options
Print sales?
Frint cost of sales?
Frint quantities sald?
Frint gross profit?
Frint profit percentage?

Frint Selected Years Only?
From Year [00 |

To'vear (99 |

REEE

Fram |
Ta |

Select Options

Print Sales?
Y Prints sales dollar amounts on the Sales Analysis Reports.

N Omits sales dollar amounts.
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Sales Analysis Reports

Print Cost of Sales?
Y Prints item cost information on the Sales Analysis Reports.

N Omits cost information.

Print Quantities?
Y Prints unit quantities sold on the Sales Analysis Reports.

N Omits unit quantities.

Print Gross Profit?
Y Prints gross profit dollar amounts on the Sales Analysis Reports.

N Omits gross profit dollar amounts.

Print Profit Percent?
Y Prints gross profit percentages on the Sales Analysis Reports.

N Omits gross profit percentages.

Sort by Qty, Amount, or Profit

Q Will rank your chosen order by quantity sold. (For example, you can see which
customers purchase the most in units sold).

A Will rank your chosen order by dollar amounts sold. (For example, you can see
which customers purchase the most in dollars).

P Will rank your chosen order by profit. (For example, you can see which customers
purchase with the greatest profit).

N Do not rank the report.
If you do not select N above, the system prompts:

Ascending or Descending

A Sorts report in ascending order (smallest amounts first).

D Sorts report in descending order (largest amounts first).

Print Selected Years Only?

Y Allows you to enter up to ten individual yearsto print on the report.
N Allows you to enter arange of years.

If you select N, the system prompts:

From Year
To Year
Enter the starting and ending years you wish to print, or press Enter twiceto select all years
for which history exists.
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Sales Analysis Reports

From Sort

To Sort

Enter the starting and ending range of records for which you are printing this report or press
Enter twiceto select all yearsfor which history exists.

Sample Reports

After selecting a printed or displayed copy, you will see reports similar to the following.
When the reports are finished, you will be returned automatically to the Sales Analysis

Reporting Menu.
03/ 31/ 00 04:29 PM OP Sal es Anal ysis Term TO
Li ght speed Distributors (DEM Page: 1
Cust omer
Jan Feb Mar Apr May Jun Jul Aug Sep Cct Nov Dec
Customer HOO1 2000
Quantity: 0 0 41 0 0 0 0 0 0 0 0 0
Sal es: 0 0 5706 0 0 0 0 0 0 0 0 0
Cost : 0 0 2652 0 0 0 0 0 0 0 0 0
Profit: 0 0 3054 0 0 0 0 0 0 0 0 0
Profit % 0.00 0.00 53.52 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Cust omer JOE'S 2000
Quantity: 0 0 11 0 0 0 0 0 0 0 0 0
Sal es: 0 0 4979 0 0 0 0 0 0 0 0 0
Cost : 0 0 2975 0 0 0 0 0 0 0 0 0
Profit: 0 0 2004 0 0 0 0 0 0 0 0 0
Profit % 0.00 0.00 40. 25 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Cust omer M)O1 2000
Quantity: 0 0 15 0 0 0 0 0 0 0 0 0
Sal es: 0 0 4598 0 0 0 0 0 0 0 0 0
Cost : 0 0 2570 0 0 0 0 0 0 0 0 0
Profit: 0 0 2028 0 0 0 0 0 0 0 0 0
Profit % 0.00 0.00 44.11 0.00 0. 00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Report Tot al
Sal es: 0 0 15283 0 0 0 0 0 0 0 0 0
Cost : 0 0 8197 0 0 0 0 0 0 0 0 0
Profit: 0 0 7086 0 0 0 0 0 0 0 0 0
Profit % 0.00 0.00 46. 37 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
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Term TO
Page: 1

Sales Analysis Reports

Novenber Decenber

Cct ober

August Sept enber

July

% of Report Total
7.28

Item
Descending sort by Profit
Tot al
June
55

OP Sal es Anal ysis
Li ght speed Distributors (DEM
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April

Mar ch

January February
Item S124 2000

03/31/00 04:30 PM
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Rebuild Sales Analysis Files

Rebuild Sales Analysis Files

Introduction

A large amount of datais maintained on the system in order to be able to print the sales
analysis reports. While everything possible is done by the system to keep the integrity of this
dataintact, it is possible for the file to become corrupted. Y ou will aso need to use this

function if you or your dealer adds a sort to the sales analysisfile in order to have the existing
data use the new sort.

If you use the rebuild function to restore the integrity of your system, be sureto makea

backup before you start. It is preferable to run this function overnight since it can be
time-consuming if your files are very large.

How to Execute

From the Sales Analysis Reporting Menu, select option 15, Rebuild Sales AnalysisFile.
Description of Fields

The system will verify that al of the necessary files are available and then prompt:

Do you want to continue with the update? Yes No

Y Rebuilds the summary sales analysis sort fi lesthen returns you to the Sales Analysis
Reporting Menu.

N Returns you directly to the Sales Analysis Reporting Menu.

Exit the Screen

The system will return to the Sales Analysis Reporting Menu when the update is finished.
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3 Period End Processing

This chapter describes the options that are available during Period End Processing. They
include:

» Period End Update
» Status Change Update

Each of these functionsis usually executed only once each month, after all transactions have
been entered for the current month and before any entries are made for the next month.
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Period End Update

Period End Update

Introduction

This function should be run at the end of each accounting period after al transactions have
been entered for the period and after, or in conjunction with, al monthly reports. Be sureto
run it before any entries are made for the following period.

The Period End Update does the following:

» Zerosout all month-to-date buckets throughout the Order Processing system, such
asin the contract and reason code files.

> Recalculates the committed amounts in the item and customer files.

> If running year-end, the Period End Update will also transfer the year-to-date
buckets to the last year buckets and zero-out all year-to-date buckets.

» If desired, period end will also clear data from the historical files using the dates
entered.

How to Execute

From the Order Processing Main Menu, select option 19, Period End Update.

9]"[‘!511:" Lightspeed Distributors (DEM}) 10/15/37 T0

The following repors should be run before continuing:
Deposit Repart
Credit Exception Report
Lost Sales Report
tonthly Sales Journal

Hawe these reports been printed?
Do wou hawe a current backup?
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Period End Update

Description of Fields

Have these reports been printed?
The following reports should be printed before processing period end because datawill be
cleared from thesefiles:
» Lost SalesReport
Open Deposit Report
Credit Exception Report
Order Status Report by Customer

Order Status Report by Item

YV V V V VY

Monthly Sales Journal

If you have printed your final copy of these reports, answer Y.

Do you have a current backup?
ItisVERY IMPORTANT that you make backups before processing period end. If you do
not make other backups during the month, at least make them at thistime.

If you have current backups, answer Y .

If you answer Y to both the above questions, the system will display the following screen;
otherwise you will be returned to the Order Processing Main Menu.

w. OP Period End Update - 2 | %]
g]nh!ﬁm:" Lightspeed Distributors (DEM}) 10/15/97 T0

Type of Period End Frocessing

Month-end processing only?

tonth and vearend processing?

It not running full period end.
Recalculate committed amounts? v

Remove completed orders? 1]
Remove deleted orders? M
After arder date

Clear historical transactions? M
Cleartransactions alder than
Copy transactions before clearing?|N
Filenarme for copy

Full month end processing?
Month end processing does the following:

¢ Zerosout al month-to-date buckets throughout the Order Processing system,
such asin the customer contract and reason code files.

¢ Recaculates committed amounts.
¢ Removesfully filled orders from the order file.

Be sure you have completed al Order Processing transactions for the month and that you
have printed the required reports before running month end processing.

Solution-IV Accounting 116
Copyright 0 2005 Thoroughbred Software International, Inc.



Period End Update

Important: Month-end processing must be run before entering any transactions for the
following month!

Full year-end and month-end processing?
Y ear-end does everything that month-end does, plus:

¢ Clearsall year-to-date buckets throughout the system.
¢ Rollsthe year-to-date figures into the last year buckets.

Y ou may choose to run the Order Processing year on a calendar or fiscal year basis.
All the warnings that apply to month end processing apply to year-end processing as well.

Recalculate committed amounts?

Y ou have the option of recalculating the quantities committed in the inventory Masterfile as
well asthe customer credit amount committed during the period end update. It is done every
month as part of month-end, but may be done separately, mid-month, if necessary.

Y Recal culates the committed amounts in the inventory and customer Masterfiles.
N Retains the existing committed amounts.

Remove completed orders?
Y Removes completely filled orders from open order file.

N Retainsfilled ordersin open order file.

Remove deleted orders?
Y Removes deleted orders that were saved in the open order file.

N Retains deleted orders in the open order file.

After order date
If you selected to remove deleted orders, enter the date through which you wish to remove the
deleted orders.

Clear historical transactions?

Every transaction in the system is saved to a combination of historical transaction files. This
is done so those events can be recreated (with effort) if necessary. Y ou have the option,
however, of clearing these files periodically, asthisfile can grow large very quickly.

Y Clears datafrom the historical files based on the date entered below.
N History files are left alone.

Clear transactions older than
Enter the oldest date for which you wish to maintain historical information.

Copy transactions before clear?
Thisfeature will copy atransaction to be deleted to a separate file before deleting it from the
standard history file.
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Period End Update

If you would like to copy the transactions to be cleared to a separate file so you can back
them up before actually deleting them:

Y Givesyou that option.

N Will remove the transactions without a copy, removing them forever.

Filename for copy

Enter up to seven characters for the filename to which you wish to copy the history file for

backup.

Exit the Screen
When the update is finished, you will be returned to the Order Processing Main Menu.
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Satus Change Update

Status Change Update

Introduction

The Status Change Update takes al of the code file entries that you have marked to change or
delete, verifiestheir validity, and then affects the change. A report is printed prior to the
update detailing the changes/del etes, before giving you the option of continuing the update or
not.

Important: Thisisapowerful function, which may result in codes being deleted or
irreversibly combined with others. Make sure you have current backups before continuing!

Before You Start

Before you start the Status Change Update, you must do the following:
» Make acurrent backup for your own protection.
» Make sure the transaction entry files have been updated.
» Make sure no one elseisusing Solution -1V.

How to Execute

From the Order Processing Main Menu, select option 20, Status Change Update.

é]nhlgfm Lightspeed Distributors (DEM) 10/15/37 TO |

Petform update far this application onky?
Automatically update after report if okey?

Procedures for Status Change

1. Make surethe entry files are empty and that no one else is using the system (any
company, any application).

2. Build alist of all recordsthat are marked to be changed or deleted (status= C or D).

3. Oncethelistishbuilt, it checksal of the recordsto be deleted and ensures that they are
not being used elsewhere (except in the history files).

Example: If you are deleting reason code COLOR, COLOR may not be used by any
RMAsinthe order file, but may exist on recordsin the history file.

4. It then checks the records to be changed and ensures that the “change to” it not going to
be changed to something else or deleted.

5. A report is printed showing the changes and del etions to be made and any conflicts found
in steps three and four. If there are any conflicts, the remaining steps are skipped.
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If there are no conflicts, the system prompts:
Are you sure you want to continue the update?

Y Completes the status changes as indicated on the report in the order
below.
N Does not do the update and returns to the Order Processing Main Menu.

6. Thereguested changes are performed.
7. Thereguested deletes are performed.

8. Thehistory filesare marked if anything was changed. There are multiple flagsin each
record in each of the history files. Each flag corresponds to each element that could be
changed (they are normally blank). If the element has been changed, the associated flag is
setto'C.

Exit the Screen

When the Status Change Update is compl ete, you will be returned to the Order Processing
Main Menu.
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9 Appendices

The following pages contain supplementa information, which is helpful to the understanding
of Solution -1V Order Processing.

A. Order Processing M essages
B. Understanding the Accounting Theory Behind Order Processing

C. What to do with al the Paper Generate

D. Glossary
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A Order Processing Messages

Most messages that you will encounter when using the Solution -1V Order Processing system
are described in the appropriate chapters of this manual, where the operation you are
performing is documented.
This appendix contains additional messages that may be displayed during the normal
processing of your system. These messages are not discussed in the body of the manual
because they are not frequently displayed.
The messages are grouped as follows:

» Contract Maintenance
Credit Exception Report
Invoice Entry
Lost Sales Report
Order Entry
Period End Processing

Quote Entry

vV Vv Vv VY VY V V

RMA Entry
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Contract Maintenance

Contracts not allowed for this customer.

Thereisaflag in the customer masterfile indicating whether or not contracts are allowed for
the specific customer. Change thisflagtoa™Y" in Customer Maintenance, then return to
Contract Maintenance and add the contract.

Credit Exception Report
Do you really want to clear the exception file? Yes No

If you stated before printing the report that you wished to clear the credit exception file after
printing the report, you will receive this prompt.

Y Clearsthe credit exception file.

N Keeps the credit exception file intact. The next time you print the report, the same
exceptions will still appear.

Invoice Entry

F8 key required to get next number.
Y ou must press F8 to get the next invoice number, or enter an invoice number that aready
existsto modify it.

Only Terms x allowed: Accept? Yes No
The credit rating code for this customer indicates that only the terms code above is alowed.
Y ou may make a credit exception asfollows:

Y Allows the entered terms code. The override will be shown on the Credit Exception
Report.
N Forces you to enter only the allowed terms code shown above.

Order x being invoiced, update not allowed.
Thisorder is already being invoiced on another invoice number that has not yet been updated.

Order x expired <date>, cannot invoice.

The order you are trying to invoice has an expiration date that has past. If you do need to
invoice the customer because the goods have been shipped, go to Order Entry and change the
expiration date.

Order x finished, processing not allowed.
The entire order has been shipped and invoiced. No further maintenance on this order is
allowed.

Record has line with unspecified warehouse.

Y ou have the ability in Order Entry to not specify the warehouse from which you are
shipping the items to the customer. When you ship the items, however, you must specify from
where they were shipped. Return to the lines on thisinvoice and enter the warehouse code
where needed.
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Record has line without required lot/serial number.

Y ou have the ability in Order Entry to not specify the lot/serial number that isto be shipped to
the customer. When you actually ship the item, however, you must indicate which lot/serial
number(s) were needed.

Terms x not allowed: Accept? Yes No
The credit rating code for this customer indicates that the terms code entered above is not
allowed. Y ou may make a credit exception as follows:

Y Allowsthe entered terms code. The override will be shown on the Credit Exception
Report.
N Forces you to enter only avalid terms code for this customer.

Lost Sales Report

Doyou really want to clear thelost salesfile? Y

No

If you stated before printing the report that you wished to clear the lost salesfile after print the
report you will receive this prompt.

Y Clearsthe lost salesfile.
N Keepsthelost saesfileintact. The next time you print the report, the same lost sales
will still appear.

Order Entry

F8 key required to get next number.
Y our parametersindicate you must use the F8 key to get the next order number. Y ou may
enter an existing order number if you wish to modify an order.

Only x available. Return to continue Alternateitems Lost sale

If the quantity available isless than the quantity ordered, you have the following options:

Return Allows you to place the order anyway.

A Givesyou aview of the alternate items.

L Recordsthisasalost salein the lost salesfile and asks for anew item
code.

Only Termsx allowed: Accept? Yes No

The credit rating code for this customer indicates that only the above terms codeis allowed.
Y ou may make a credit exception asfollows:

Y Allows the entered terms code. The override will be shown on the Credit Exception
Report.
N Forces you to enter only the allowed terms code shown above.
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Order x being invoiced, update not allowed.
Thisorder isin the process of being invoiced. No changes are currently allowed in Order
Entry.

Order x exists, copy not allowed.
You will get this messageif you are trying to copy an order to an order number that already
exists. Use adifferent "copy to" order number.

Order x finished, processing not allowed.
This order has been fully shipped and invoiced. Use a new order number.

Termsx not allowed: Accept? Yes No

The credit rating code for this customer indicates that the terms code entered above is not
allowed. Y ou may make a credit exception asfollows:

Y Allowsthe entered terms code. The override will be shown on the Credit Exception
Report.
N Forces you to enter only avalid terms code for this customer.

Period End Processing

File x already exists.
The backup file you have entered aready exists. Y ou must enter a new name for the backup
file or remove the old backup file.

Quote Entry

F8 key required to get next number.
Y our parametersindicate you must use the F8 key to get the next quote number. Y ou may
enter an existing quote number if you wish to modify a quote.

RMA Entry

F8 key required to get next number.
Y our parametersindicate you must use the F8 key to get the next RMA number. Y ou may
enter an existing RMA number if you wish to modify aRMA.
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B Understanding the
Accounting Theory Behind
Order Processing

Y ou can use the Solution -1V Order Processing package without understanding accounting,
but you may find the following concepts hel pful in understanding what the system is doing.

Definition
The Solution -1V Order Processing module may be the focus of your entire accounting system
sinceit iswhere most of your accounting activity occurs. Order Processing serves many
functions, including processing quotes, filling orders, billing customers for goods they have
purchased, and tracking returns. The Order Processing module is one of the few modules that
cannot stand-alone; it needs Solution -1V Accounts Receivable for managing your customer
base, and Solution -1V Inventory Control to manage the inventory itself.

Solution -1V Order Processing also has a Sales Analysis sub-system, giving your managers
the information they need to see what you are selling, who you are selling to, and the profits
of each of those sales.

Accounting Components
Every company's financia picture is made up of the following basic elements:

» Assets - anything of value that the company owns.
Examples: cash, accounts receivable, inventory, property

» Liabilities - anything that the company owes to someone else.
Examples. accounts payable, notes payable

» Equity - what the company is worth.
Examples. owner's equity, capital stock, retained earnings

» Revenue- income or earnings.
Examples. sales revenue, interest income

» Expenses- the cost of doing business.
Examples. cost of sales, payroll expense, supplies

Appendices 126
Copyright 0 2005 Thoroughbred Software International, Inc.



Appendices

The Order Processing system only makes postings during the invoice update. At thistime, it
will use sales accounts, which are found in the revenue area, cost of sales, and inventory and
accounts receivable accounts that are asset accounts. In the ssimplest of terms, your profit on
the sale of an item isthe difference between what you sell it for and how much you paid for it
in thefirst place. Of course there are other costs of doing business aswell, but the "gross
profit" on an item-by-item basisis important too.

Cash vs. Accrual

There are two acceptable ways of keeping your accounting records.

» Under an accrual method of accounting, revenue is recorded into the General
Ledger whenever you make a sale, not when you actually receive payment.
Operating under an accrual basis, you are better able to match revenue to
expenses, giving a better picture of the actua profitability of your company. Most
companies operate under an accrual basis.

» If you operate under a cash basis, you do not actually record the revenue in the
General Ledger until the payment isreceived. The Solution -IV Order Processing
package does not make postings in this manner. If you need to operate on acash
basis, your accountant can help you reverse your postings at the end of each
month, to give you an accurate picture of your company's financial condition
under acash basis.

Debits & Credits

In the simplest of terms, every account has a debit side and acredit side. If total debitsare
more than total credits, the account has adebit balance. If total credits are more than total
debits, the account has a credit balance. Each account has a normal debit or credit balance.
The following table demonstrates what happens with each basic component.

Account Normal Debits Credits

type balance

Asset Debit Increase Balance Decrease Balance
Liability Credit Decrease Balance Increase Balance
Equity Credit Decrease Balance Increase Balance
Revenue Credit Decrease Balance Increase Balance
Expense Debit Increase Balance Decrease Balance

Pluses & Minuses

Debits and credits cause some confusion when thought of as pluses and minuses. In generd,
in the General Ledger, debits are entered as positive numbers and credits are entered as
negative numbers. This may be confusing because revenue is a credit account (see the above
table), which means the amounts posted to it are usualy negative numbers. We have tried to
eliminate this confusion in the Order Processing package by doing the debits and credits
(pluses and minuses) for you.
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Whilein Solution -IV Order Processing, you will have to enter very few, if any, negative
numbers. The only time you will need to enter negatives iswhen you are making an
adjustment to an invoice when not using a credit memo, such asfor aline-item discount.
Even when you enter positive numbers for credit memos, the system converts the numbers
into negatives for you.

Postings

The basis of double entry accounting, which Solution -1V uses, requires that every entry be
composed of two entries - a debit and a credit. The chart at the end of this section shows the
actual postings made by Order Processing to General Ledger.

Subsidiary Ledger

A subsidiary ledger is a supporting ledger consisting of a group of similar accounts, the total
of which isin agreement with a controlling account in the General Ledger. The purpose
behind a subsidiary ledger is to keep unnecessary detail out of the General Ledger.

The Order Processing module itself has no formal subsidiary ledger to the General Ledger;
the subsidiary ledgers come from Accounts Receivable (the Aged Trial Balance) and
Inventory Control (the Inventory Vauation Report). However, the Order Processing module
provides the supporting documents (the Sales Journals) for the Accounts Receivable and
Inventory Control reports and can be considered to be subsidiary ledgers to those reports.

Pricing
The Solution -1V Order Processing module has a very sophisticated discount pricing scheme
which warrants an explanation. When in any of the order entry function (quotes, orders,
invoices, RMAS), each time you enter aline, the following algorithm is executed to determine

the appropriate price for the item. Factors include the quantity purchased, the customer,
contract, and sales promotions in effect.

1 PRICE = list price from the item masterfile.

2. Using the ITEM-PRICE-CLASS and the CUSTOMER-PRICE-CLASS, use the
"price break” file to seeif a quantity price break exists. If so, PRICE = computed
price form price bresk file.

3. Using the contract file, seeif a contract exists for this customer/item combination. If
avalid contract exists, then PRICE = price from contract file.

4. Using the sales promotion file, seeif thisitem hasavalid sales promotion in effect. If
one exists and the sales promotion price takes priority over the contract price (either
because it has priority or the lessor of the two has priority and the sales promotion
priceisless), then PRICE = price from the sales promotion file.

General Ledger Accounts Used

All accounts come from the AR Posting Code, IC Product Code, IC Item, and /or IC
Warehouse files.
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Order Processing Postings

Typeof Entry  Account Debit Credit
Invoice Entry Accounts Receivable 110.00
Discounts Allowed 10.00
(Trade Discount)
Sales 100.00
Sales Tax Payable 6.00
Freight 14.00
Cost of Goods Sold 60.00
Inventory 60.00

If aDeposit was recorded earlier on the invoice, the following posting is also made:
Customer Deposits 55.00

Accounts Receivable 55.00
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C What to do with all the Paper
Generated

Solution -1V Order Processing generates agrest deal of paper from the multitude of reportsit
prints. This appendix explains why so much paper is generated and what you are supposed to
do withiit.

Why?

The entire line of the Solution -1V Accounting System has been designed to comply with the
Generally Accepted Accounting Principles (GAAP). In general, GAAP are broad concepts
and detailed practicesincluding al conventions, rules, and procedures that comprise accepted
accounting practice at any given time. They have become generally accepted by agreement in
industry.

The paper generated by the Solution -IV Order Processing system complies with GAAP,
providing an audit trail, or sufficient backing, for every entry in the General Ledger, a
principle mandated by GAAP. The Sales Journals and Status Change Register provide this
necessary audit trail.

What You Need to Keep

In general, you will need to keep the final copy of each of the reports listed below. The final
copy isthe one printed just before you run the update. If you printed the report several times,
you can identify the final copy by looking at the date and time the report was printed. It is
important that you keep only the final copy and discard the earlier ones.
The reports that you MUST keep are:

» Copiesof al invoices, credit memos and debit memos

» SdesJournds (al four)

» Status Change Register

Keep thefinal copies of the reports you print before running the Period End Update, as well.
In generd, these reports consist of the following:

» Credit Exception Report
» Lost Sales Report

» Open Deposit Report
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» Monthly Sales Journals

» The Sales Analysis Reports you find most useful

How to Organize Saved Reports

The following are suggestions on how best to file and organize printed reports. Review them
and determine the one that works most effectively for you.

Ring Binders

If your company isrelatively small and is printing only afew reports each month, standard
three-ring binders may be the best method for you. Use dividers to separate the reports by
month. Y ou should have at least four binders, one for each of the following:

» SalesJournals

» Status Change Register
» Anaysis Reports

» Monthly Reports

Data Binders

If your company isalittle larger, computer data binders may work better for you. They hold
more printed information and do not require the extratime it takes to tear off the feed strips
and to punch the holes. Y ou should have abinder for each of the registers, plus one for each
report - atotal of 8 binders. Use dividers specially made for data binders to help organize the
contents. Disadvantages of data binders are that (1) they are large and cumbersome to handle,
and (2) it may be difficult to take pages out if necessary.

Filing Cabinet

A third way to file your reportsis to use hanging file folders and your filing cabinet. You
should use a separate folder for each type of report and file them by month. For example, you
would label afolder “Monthly Sales Journals—January”. If you print many reports, and need
to make copies of them from time to time, thiswill be the easiest system for you. Be sure to
keep the reportsin date order in thefile folder.

Invoices

There are several waysto file invoices. At a minimum you should keep one copy of each
invoice, filed in numerica order. Data binders or file folders are good for thisfunction. Y ou
may choose to keep an additional copy in the customer'sfile, or stored by month in customer
code order (e.g. January - A, January - B). The method you choose depends on the volume of
your business, and how often you need to access the information.

A Closing Note

Try to keep your filing system as up to date as possible. Although it may seem tedious, saving
and organizing your reportsis beneficial. In the event of a system problem, you will find the
saved reports inva uable in tracing data entry in the system. In an accounting or IRS audit,
you will be ableto provide the information needed easily and quickly. With proper storage of
your important reports, corrections will be easier to make and audits will take lesstime,
saving you both time and money.
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1099 Reporting
1099 reporting isthe filing of a 1099 tax form with

the federal government. Thisisareport of all
payments made to individual vendor of more than an
amount specified by the government in a calendar
year.

A

Account or Account Code

An account is the basic component of aformal
accounting system. It records all additions and
deductions and shows balances of assets, liabilities,
owners equiity, revenues and expenses.

There are two types of accounts: debit and credit.
Asset and expense accounts are usually debit
accounts. Liability, equity and revenue accounts are
usualy credit accounts.

Accounting
The process of recording, organizing, reporting and
interpreting the financia data of a business.

Accounting Period

An accounting period is an interval of time for which
afinancia statement is prepared. In most businesses,
each month is a separate accounting period.

Solution-1V alowsyou to store datafor as many as
26 accounting periods (2 full years).

Accounting System

An accounting system is amethod for interpreting the
financia performance of abusiness. It includesthe
raw data, procedures and equipment needed to make
thisanaysis.

Appendices

Accounts Payable

Accounts payableis arecord of money owed and
payments made by abusinessto creditors. Itisa
current liability showing the actual dollar amount
owed to creditors.

Accounts Receivable

Accounts receivable isarecord of money owed and
payments made to a business by customers. Itisa
current asset showing the actual dollar amount owed
by customers.

Accrual Basis

Accrual basis accounting records revenues and
expenses for the current accounting period even
though payments will not be received or paid until a
later accounting period. Thisisto be distinguished
from cash basis.

Most companies operate on the accruad basis.

See Accrued Asset and Accrued Liability.

Accrued Asset

An accrued asset is arevenuethat isrecorded when it
is earned, not when apayment isreceived. The
revenue then appears on financia statements for the
period inwhich it isearned. (It may aso be caled an
accrued income.)

Example: If you sell acamerafor $295 on credit, this
transaction isimmediately recognized as revenue and
recorded in accounts receivable (even though cash
has not yet been received).
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Accrued Liability

An accrued liability is an expense recorded when it is
incurred, not when a payment ismade. The expense
then appears on financial statementsfor the period in
whichitisincurred. (It may also be called an accrued
expense).

Example: If you purchase on credit 5 dictionaries at
$24.95 each, the $124.75 transaction isimmediately
recognized as an expense even though cash has not
been paid.

Accumulated Depreciation

Accumulated depreciation is the sum of all recorded
depreciation for a particular asset (or group of assets)
since the date of acquisition.

Activity

Activity is the continuous completing of transactions.
This activity, whether an expense or arevenue,
changes the account balance.

The Solution-IV General Ledger alows you to see
the activity of each account for agiven accounting

period.

Adjusting Entry
An adjusting entry isageneral journal entry that
corrects an account or brings that account up to date.

These entries are usually made at the end of an
accounting period, but may be made whenever it is
considered appropriate.

Aging Period

The aging period isan interval of timefollowing a
sale or apurchase that defines arevenue or expense
as outstanding. The length of this period is different
for each company.

Example: A loan company may want alisting of
payments that are 2 weeks late.

Allowance for Bad Debts

Allowance for bad debtsis an asset account that
offsets uncallectible revenue. The amount is usually
estimated as a percentage of accounts receivable,
based on previous experience with unpaid accounts.

Appendices

Alphanumeric
Alphanumeric describes a combination of |etters

and/or numbers.

Example: L48, 56SJ, E913S, 1234, and ASTVLS are
alphanumeric.

Amortization

Amortization is the writing-off of the cost of an
intangible asset over its economic life. It isusually
used with leasehold improvements, organization
costs, or goodwill.

Asset
An asset is anything that is owned by abusiness and
has a monetary vaue.

Example: Buildings, fixtures, equipment, supplies
and cash are assets.

Audit Report
An audit report verifies the accuracy of information

entered into the computer. An audit report must be
printed before updating the permanent files.

Audit Trail

An audit trail is adetailed record of accounting
activity. It isameans of examining transactions from
the time they are entered into ajournal until they are
printed in the financial statements.

Average Cost Method

The average cost method is a system of inventory
costing. Thevaue of inventory is determined by
averaging the cost of goods in stock with goods
recently received.

Example: 25 bicycle pedals purchased by you for
resale at acost of $35 each remain ininventory. You
purchase 10 more at $40. Y our inventory is now
valued at (25 x $35) + (10 x $40) or atotal of $1275
or $36.43 each. If you sdll 30 of them, the cost of the
sale will be computed as $36.43 x 30 or $1092.90,
with aremaining inventory value of $36.43 x 5 or
$182.15.

See Standard Cost, LIFO and FIFO.
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B

Back Order

A back order isarequest for itemsthat are currently
out of stock. As soon as they become available they
are shipped to the customer.

Backup
A backup isacopy of computer files on aportable

medium (such as afloppy diskette or tape cartridge).
Should the computer files be corrupted or destroyed
the backup can be used to replace the data.

Backups should be made at regular intervals.

Bad Debt

A bad debt isarevenuethat is partially or completely
uncollectible. It becomes an expense when it is
established that the customer will not pay the
obligation and it is not practica to enforce payment.

Balance

A balance is the difference between total debits and
total credits of an account at agiventime. An
individual account is said to have adebit balance if
debits are greater than credits, acredit balance if
credits are greater than debits, or a zero baanceif
debits equal credits.

Balance Forward

Balance forward is a technique used in accounts
receivable summarizing al transaction activity at the
end of an accounting period. The balanceisthen
carried forward to the next accounting period.

See Open Item.

Balance Sheet

A balance sheet isafinancial statement summarizing
the financid status of abusiness at a specific time. It
isadetailed presentation of the assets, liabilities and
owner's equity asin the fundamental accounting
equation: Assets= Liabilities + Equity.

Bank Reconciliation

A bank reconciliation compares the bank statement to
the depositor'srecords. Differences should be
analyzed and explained by depositsin transit, checks
outstanding, bank charges, and errors.

Solution-1V Accounting

Bucket

A bucket isafield on the screen or in afile where
dataisdisplayed or stored. Oftenitisafield that
does not alow user input such asthe datain aspecific

aging category.

Budget
A budget isafinancial plan or goa for a specific

period of time. It can be used to compare with actua
results.

| C

Capital
In accounting, capital istoo generd to be used by

itself. In most cases it means the ownership of the
assets of abusiness by the proprietor(s).

See Equity.

Cash Basis

Cash basi s accounting records revenue only when a
payment is received and records an expense only
when a payment ismade. The payments are recorded
on financia statementsfor the period in which they
are made.

Very small businesses usually operate on a cash basis.

Example: When the sale of aproduct or aserviceis
made, the transaction is not recorded until cashiis
received. Thisisto be distinguished from accrual
basis.

Cash Discount

A cash discount is the amount deducted from a
customer's bill when a prompt payment of that
invoice is made.

Character
A character isasymbol, letter, or number.

Chart of Accounts

The chart of accountsis atable of contents for the
General Ledger. It liststhe accounts systematically
with assets followed by liabilities, capital, revenue,
cost of sales and expenses.

Check Register
A check regigter isalisting of check numbers and

invoices paid. It isavailablewhen computer checks
are generated, hand-written checks are entered, or as
asummary at the end of the period.
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Company
A company is an organization with its own separate

assets, liahilitiesand equity. It may, however, bea
division, branch office, department or subsidiary of a
single organization. Solution-1V separates all files by
company. In Solution-1VV acompany may aso be
referred to as abusiness or an entity.

Compressed Printing

Compressed printing is a feature available on some
80-character printers. It allows reports formatted for a
132-character column width to be printed on an 8-
inch by 11-inch page.

Credit

A credit decreases an asset or an expense account and
increases aliahility, equity, or revenue account. Itis
entered on the right side of aledger account.

Credit Balance
See Baance.

Credit Limit

A credit limit is the maximum dollar amount in
merchandise a customer may receive prior to
payment. Once thisamount is reached, the customer
must make a payment before receiving additional
merchandise.

Credit Memo

A credit memo is a document notifying a customer
that his account has been credited. Itisusualy a
result of areturn. A credit memo reduces accounts
receivable.

Current Asset
A current asset is expected to be converted into cash
or depleted in one year or less.

Current Liability
Also called short term liability. See Liability.

Current Liguidity Ratio
See Liquidity Ratios.

Current Ratio
See Liquidity Ratios.

Cursor

The cursor is a character on a computer terminal
screen, which marks the place where typed characters
are entered.
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Data File
SeeFile.

Debit

A debit increases an asset or an expense account and
decreases aliability, equity, or revenue account. Itis
entered on the left side of the ledger account.

Debit Balance
See balance.

Depreciation
Depreciation isthe decrease in value of afixed asset

over aperiod of time. Theloss of valueis caused by
wear or obsolescence.

Direct Labor
Direct labor isthe labor cost to convert raw materias
into finished goods.

Discount Due Date

The discount due date is the last day a payment may
be made to receive a cash discount. After thisdate
the full price must be paid.

Diskette

A diskette, computer storage media, is made of
flexible plastic rather than rigid metal. 1t isaportable
medium and can be easily stored.

Due Date
The due date is the date on which payment must be
made.

Dunning Message

Dunning messages are messages that may be printed
on acustomer statement. The messages usualy are
different, depending on how late the customer's ol dest
invoiceis.

Example: Y our account is past due please pay
promptly. Thank you!

| E

Economic Life

The economic life of afixed asset isthe time during
whichitisusable. When it must be replaced, its
economic lifeisover.
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Equity
Equity isthe investment in a business by the owner.
It can be expressed as. Equity = Assets— Liahilities.

Expense
An expenseisacost incurred while operating a

business.

Example: The electric bill is an expense of operating
aretail store.

| F

FIFO

FIFO (an abbreviation for firgt-in, first-out) isa
method of assigning cost to inventory. Those items
acquired or produced first are used or sold first. This
keepsthe value of al itemsin stock at the latest price
to be paid for them.

In inflationary times, costing by FIFO increases both
the gross margin and the stated value of remaining
inventory.

Example: 25 bicycle pedal s purchased by your
company for resale at acost of $35 each remainin
inventory. Y ou purchase 10 more at a cost of $40.

Y our inventory is now valued at (25 x $35) + (10 x
$40) or $1275. If you sell 30 of them, the cost of sale
will be computed as (25 x $35) + (5 x $40) or $1075,
with aremaining inventory value of (5 x $40) or
$200.

See LIFO, Standard Cost and Average Cost.

Field
A fidd isthe place on the computer terminal screen
where asingle item of datais entered.

Example: In a customer masterfile record, the
customer name is typed in the customer name field
and the customer address istyped in the customer
addressfield.

See Key.

File

A computer fileisacollection of related records
stored under a unique name. Datafiles contain
accounting information such as journal entries and
account balances. Program files contain instructions
used by the computer.

Solution-1V Accounting

Financial Statement

A financia statement isareport of the financia status
of abusiness. It can be a balance sheet, profit and loss
statement, or any other presentation of financial data.

Fiscal Year

Thefiscal year is an accounting period that does not
necessarily follow the calendar year. It might consist
of 12 months, 13 periods of 28 days each or 4-4-5
weeks (each 13 weeks equaling 1/4 year).

Fixed Asset

A fixed asset isa physical item having auseful life of
one year or more. It isaso referred to as property,
plant, equipment, or plant assets.

Example: A copy machineis afixed asset.

Floppy Disk
See Diskette.

Function
A function is an operation that performs ajob.

|G

GAAP
See Generally Accepted Accounting Principles.

General Ledger
The General Ledger summarizes all business

transactions, grouping them by account code.
Financial statements are prepared from this
information.

Generally Accepted Accounting Principles

(GAAP)
Generally Accepted Accounting Principles provide

guidelines for conventions, rules, and procedures
currently considered acceptable accounting practice.

Goodwill

Goodwill is an intangible asset whose dollar value is
derived from the management skills and reputation of
abusiness. It represents the potential earning power
of abusiness beyond the current market value of its
assets. Goodwill isusually recognized only at the
time abusinessis sold.
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Gross Profit

Gross profit is the difference between the selling
price and the cost of the items being sold. It does not
recognize other expenses such as rent, telephone, or
utilities.

Gross Profit Percentage

Gross profit percentage shows the relationship of
gross profit to sales. It can be expressed as. Gross
Profit Percentage = (Total Sales— Total Cost of
Sales) / Total Sales.

| H

Hard Disk

The hard disk is computer storage media made of
rigid material and is either fixed or removable. It has
greater storage capacity and handles data faster than
diskettes.

Hardware
Hardware is agenera term referring to the computer
and its associated equipment.

Income
Income is the excess of revenues over expenses. It
may be expressed as: Income = Revenues-Expenses.

Income Statement

An income statement is areport that balances total
revenues and total expenses over aperiod of time. A
positive balance is a profit, while a negative balance
isaloss. Itisalso caled aprofit and loss statement
or a statement of operations.

Intangible Asset
Anintangible asset is along term asset without
physical substance.

Examples. Copyrights, franchises, patents,
trademarks, and goodwill are intangible assets.

Integration
Integration isthe bringing of separate parts together.

It can be used to describe the transferring of datafrom
one system to another or the entering of datainto the
system once and having it transferred to all related
files.

Appendices

Example: Accounts Payable isintegrated with
General Ledger. Entriesto Accounts Payable, which
arerelevant to General Ledger, are automatically
transferred to General Ledger.

Interactive System
An interactive system does not allow the user to enter
invalid data

Example: Solution-1V is an interactive system and
does not accept the entry of a company code that has
not yet been created.

Interest
Interest is the amount of money paid for the use of
money over time.

Inventory
Aninventory isthe stock owned by a business at any

giventime. It can be finished goods held for direct
sale or component parts used in manufacturing for
future sale.

Inventory Costing
Inventory costing is the method of determining the
value of itemsin inventory.

See LIFO, FIFO, Average Cogt, and Standard Cost.

Invoice

Aninvoiceisacomplete list of goods or services
delivered to the buyer by the seller. It a'so shows
quantity, price, shipping charges, terms, and other
costs or discounts.

IE

Journal Entry
A journa entry isthe primary means of entering

financia datainto the General Ledger. The sum of
the debits and creditsin ajournal entry must always
equal zero.

Example: The journal entry for the purchase of $250
of office supplies (paid in cash) would consist of a
$250 credit to cash and a $250 debit to office supplies
expense.
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Key
A key isaspeciaized fidd (see Fidd). Sincethe
system uses the characters entered in thisfield to
access recordsin a specific file, the key entry must be
unique.

Example: In Solution-1V Customer Maintenance
Masterfile, the customer code isthe key field.

| L

LIFO

LIFO (an abbreviation for last-in, first-out) isa
method of assigning cost to inventory. Those items
acquired or produced last are used or sold first. This
keepsthe value of al itemsin stock at the earliest
price paid for them.

In inflationary times costing inventory by LIFO
reduces both the gross margin and the stated value of
remaining inventory.

Example: 25 bicycle pedals purchased by you for
resale at acost of $35 each remain ininventory. You
purchase 10 more at a cost of $40. Your inventory is
now valued at (25 x $35) + (10 x $40) or $1275. If
you sell 30 of them the cost of sale will be computed
as (10 x $40) + (20 x $35) or $1100, with aremaining
inventory value of (5 x $35) or $175.

See FIFO, Standard Cost and Average Cost.

Labor Burden
Labor burden is the expense incurred for workersin
addition to their actual wages.

Example: The employer's share of FICA (Socia
Security), federa and state unemployment insurance
tax, workers compensation insurance premiums, and
employer-paid union contributions are part of the
labor burden.

Leasehold Improvement

A leasehold improvement is afixed asset purchased
by the lessee for arented property. Usudly it may
not be removed from the property when the lease
expires.

Example: The installation of new fixtures and walls
are leasehold improvements.

Solution-1V Accounting

Leverage Ratios

Leverage ratiosindicate how much the businessis
encumbered by itsliabilities. 1t isthe relationship of
liabilitiesto assets and of debt to equity.

Liability
A liability isthe amount of money due creditors.

Tvpes of liabilities:
1. Current(or short term)-full payment isduein 1
year or less.

2. Long term-full payment is not expected for over 1
year.

Liquidity Ratios
Liquidity ratiosindicate how much of the assets are
easily available.

The Current Ratio isthe relationship of current assets
to current liabilities. It can be expressed as. Current
Ratio = Current Assets/Current Liabilities.

The Quick Ratio isthe relationship of current assets
lessinventory to the current liabilities. It can be
expressed as. Quick Ratio = (Current Assets -
Inventory) / Current Liabilities.

List Price
A list priceisapublished price subject to customer
discounts.

Long Term Liability
See Liahility.

M

MTD

MTD isan abbreviation for month-to-date. In
Solution-1V it usualy refersto the activity of an
account (such as General Ledger account codes,
customers, or vendors) so far this month.

Masterfile
A masterfileis a computer file containing all related
data elements for a specific record.

Multi-Company Accounting
See Multi-Company Environment.
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Multi-Company Environment

A multi-company environment allows the user to
maintain separate sets of records for different
businesses. Solution-1V is amulti-company
environment system. It is aso called multi-company
accounting.

Multi-User Accounting System

A multi-user system allows more than one user to
access a gpecific program from different terminals at
the same time. All users can access the samefiles
(except when afile has been security protected).

| N

Net Asset

The net asset isthe total stockholders equity. It can
be expressed as. Net Assets = Total Assets— Tota
Liabilities.

Net Income
See Net Profit.

Net Profit

The net profit results when income exceeds costs and
expenses. A Net Loss occurs when costs and
expenses exceed income.

Overhead

Overhead is an expense not directly related to a
specific job. These expenses occur whether or not a
specific job isunder way.

Example: Wages to office personnel, office supplies,
rent, and utilities are overhead.

Overhead Burden

Overhead burden is all overhead expenses except for
labor that can be applied to the cost of producing
goods or services.

Overhead Rate

An overhead rate applies a predetermined rateto a
contract or job to cover overhead burden. Itisusualy
based on labor hours or direct material dollars.

Overtime
Overtime is the number of hours of work done
beyond regular hours. These records are kept for

payroll purposes.

Example: Overtime might be anything over 8 hours a
day or 40 hours aweek.

| P

IKe)

Open Item
Open item accounting is the accounts receivable

procedure which tracks each transaction in the
customer record. Statements for open item customers
show all invoicesthat are not fully paid regardless of
the period in which they originated.

See Balance Forward.

Operating Expense

An operating expense includes marketing and
adminigtrative expenses. Itisall expenses other than
the cost of goods, cost of labor, interest, and income
tax.

Operator Code
The operator code is an identifier from1to 3

characterslong that must be entered to gain accessto
the system or to afunction.

Appendices

Paid-in Capital
Paid-in capital isthe amount of money invested as
equity when abusinessis started.

Parameter

A parameter isaformat definition. When setting up
Solution-1V, the system may be customized by setting
parameters such as the length of the account size, the
position of the location segment and the position of
the department segment.

Perpetual Inventory Method

The perpetua inventory method is a continuous count
of merchandise. The inventory count is updated at
thetime of apurchase or asale.

Physical Inventory
A physica inventory isalist of merchandise on hand,
determined by an actual count.
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Profit Center

A profit center is a part of abusiness generating its
own income and incurring its own expenses. Itis
separated from the rest of the business for accounting
purposes. A conceptua division (rather than a
physical department) of acompany may also bea
profit center.

Example: One storein a chain of stores may be
designated a profit center.

Profitability Ratios

The profitability ratio is the relationship of the net
profit to the size of the business. It may be expressed
as.

Net Profit Margin = Net Profit / Total Sales
Return on Assets = Net Profit / Total Assets
Return on Equity = Net Profit / Total Equity
Earnings per Share = Net Profit / Total Shares of
Stock

Program File
SeeFile.

Purchase Order
A purchase order is adocument requesting a vendor
to ship a specified quantity of merchandise.

[ Q

Quantity Pricing
Quantity pricing is asystem that provides alower
price when larger quantities are ordered.

Example: 10 bicycle tires may be ordered at $9.95
each, while 100 bicycle tires may be ordered at $9.45
each.

Quick Ratio
See Liquidity Ratios.

| R

Range
A range is agroup defined by two specific end points.

Examples: The number 2 iswithin the range of

numbersfrom 1 to 10. Theletter G is outside the
range of dl lettersfrom A to C.

Solution-1V Accounting

Ratio Analysis

A ratio analysisisafinancial report ng the
performance of abusiness. It analyzesthe activity in
terms of leverage ratios, liquidity ratios, and
profitability ratios for abusiness over a specific
period of time.

Record
A record is related data stored in a computer file.

Example: Information for each company (company
name, address, tel ephone number, federal 1D number
and applications used) isasingle record in the
Company Masterfile.

Recurring Entry
A recurring entry isafixed journal entry that occurs
on aregular basis.

Example: Rent, loan payments, and flat rate utility
fees may be recurring entries.

Reorder Amount

The reorder amount is the minimum quantity of stock
alowed in inventory. When that number is reached,
an order is placed to replenish the stock.

Example: If the reorder amount for handlebarsis 25,
an order will not be placed until the inventory reaches
25 handlebars.

Reorder Level
See Reorder Amount.

Retainage
Retainage is an amount of money withheld from

payment until an entire job (or a specified portion of
the job) iscompleted. It ismost often used in
congtruction.

Retained Earnings

Retained earnings are profits reinvested in the
business as stockholder equity. Itisalsothe
accumulated profits, minus any losses or dividends,
of acompany from its creation.

Reversing Entry

A reversing entry cancelsaprevious entry. A credit
is used to cancel adebit and adebit is used to cancel a
credit.
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Sales Allowance
The sales dlowance is areduction of the previoudy
agreed upon sdlling price.

Sales Returns

A salesreturn is a product returned by the customer.
When merchandise is returned, a debit must be made
to the sales return and allowances account, and a
credit to Accounts Receivable.

Security
Security is a system safeguard against unauthorized

entry.

Short Term Liability
Also called current liability. See Liability.

Source Document
A source document is the original transaction record.
It is used to enter data into the computer file.

Example: The vendor invoice is a source document
which contains information such as the vendor
invoice number, the invoice date, terms, discount, and
sales tax which is entered into the computer files.

Standard Cost Method

The standard cost method is a system of inventory
costing. It uses a predetermined amount for a specific
item to value the inventory and establish the sales
price.

See LIFO, FIFO and Average Cost methods.

Example: The standard cost of your bicycle pedasis
predetermined to be $35. 25 pedalsremainin
inventory at acost of $35 each. Y ou purchase 10
more at $40 each. Y our inventory value will be
calculated at (35 x $35) or $1225. If you sell 30 of
them the cost will be computed as (30 x $35) or
$1050 with aremaining inventory value of (5 x $35)
or $175.

Example: Terms of payment such as 2/10 net 30 (a
2% discount is allowed if payment is made within 10
days), might be offered to encourage prompt
payment.

Trade Discount
A trade discount isareduction from the list price.

Transaction
A transaction is an event that affects the financial
position of abusiness.

Example: The purchase of 2 bicycle pumps @ $7.50
each isatransaction requiring the following journal
entries: a$15 debit to inventory and a $15 credit to
cash.

Trial Balance

Thetria balance isareport showing the balance of
each account in the General Ledger. Thetotal credits
must always equal the total debitsin the General
Ledger.

Two-Step Billing

In atwo-step billing procedure the first step is to enter
the customer order and the second step isto prepare
theinvoice for that order. Theinvoice is not prepared
until the ordered items are shipped.

Y |

| T

Terms

Terms are the conditions of payment agreed to by the
customer and are included on theinvoice. Discount
terms are often used to encourage prompt payment.

Appendices

Variance

A variance is the difference between an actud
amount and an estimated amount. |t can be shown as
an amount (e.g., $1000 over) or as a percentage (e.g. -
2%).

Example: If $500 is budgeted for office supplies and
$450 is spent, the variance is $50 under (or -10%).

Voucher

A voucher is adocument that legitimizes an invoice
and authorizes payment. Solution-1V Accounts
Payable alows the entry of records using either the
vendor's invoice number or your company's voucher

| number.
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W Working Capital
Working capitd isthe amount of capital in current

W-2 Form use in the operation of abusiness. It can be expressed
A W-2 form is a statement of an employee's total as: Working Capital = Current Assets— Current
earnings received and total taxes paid during the Liabilities.
calendar year. TheIRS requiresthat a\W-2 be Write-Off

repared for and distributed to each employee. niite A%
Prep POy See Amortization.
W-4 Form
The W-4 isaform completed by the employee | Y

informing the company of the amount of income tax

that should be withheld from that employee's wages. YTD

The formis provided by the IRSand isalso called the  YTD isan abbreviation for year-to-date. In

Employee's Withholding Exemption Certificate. Solution-1V it usually refers to the activity of an
account (such as General Ledger account codes,
Customers, or Vendors) so far thisfiscal year.
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