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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-1V Purchase Order features.

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

Introduction
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Thoroughbred Solutions

Thoroughbred Solutions

Introduction

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-
IV 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
isaways at the forefront of our industry's rapidly changing technology. Thoroughbred
Solution-1V Accounting sets the pace for 4GL -based applications and is aresult 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-1VV 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 devel opment environment
makesit easy and practical to customize complex applications.

Thoroughbred Solution-IV Accounting is a completely integrated accounting solution. Each

module provides a seamless integration and sharing of common data with each of the other
modules.

Copyright 0 2005 Thoroughbred Software International, Inc.




Purchase Order Features

Purchase Order Features

Introduction

Thoroughbred Solution-1V Purchase Order is designed to help you track and manage the
purchasing for your organization. Purchase Order ties Accounts Payable and Inventory
Control together streamlining item receipts and the associated invoice. Information is
provided allowing you to make the best purchasing decisions and giving you control over the
costs of your inventory.

A variety of reports are available showing you open purchase orders, expected deliveries,
items received but not invoiced, and vendor price and delivery performance. If you are using
Solution-1V Order Processing, areport may be printed showing the backordered items that
may now be filled as aresult of recent receipts.

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

» Solution-1V Purchase Order features full parameters, allowing you to customize
the system to fit your needs without having to make program changes. These
parameters include the ability to format your purchase order number, and control
such functions as posting to General Ledger, assigning receipt and return
numbers, and whether or not to use pre-printed purchase order forms.

» Purchase orders can be created automatically based on the reorder point and
safety stock level assigned to each inventory item. Once the purchase orders have
been created, the purchase order manager or buyer may edit them.

» Optionaly, you can have buyers verifying the orders. Buyers can have purchase
limits assigned to them to control ordering.

» A cogtinquiry function is available allowing you to see which vendor can provide
the best price before actually entering a purchase order.

» Vendor's part numbers can be entered for each item aswell asasimple price
break table through Inventory Contral. Thistable isthen accessed when entering a
purchase order so a cost estimate is displayed for the buyer.

» Blanket orders can be entered to record large, multiple item orders that will be
received over along period of time. Multiple purchase orders may beissued
against a blanket order.

»  Unit of measure conversions will automatically occur to transfer from purchase
unit of measure to valuation unit of measure. The conversion tables are
maintained in Inventory Control.

» You can enter purchase orders for specia items not stocked in your inventory.

» Lot and seria numbersfor lot/serial type items can be entered as you receive the
itemsinto inventory.

» Partid or full receipts may be processed for each order. Y ou may do as many
partia receipts as required to fully receive the purchase order.

Copyright 0 2005 Thoroughbred Software International, Inc.




Purchase Order Features

» A full purchase analysis sub-system isincluded, allowing you to print purchase
history by buyer, class code, item, product, and vendor.

Standard reports include:

Open Order Report

Cash Requirements Report

Returns by Reason Report

Expected Delivery Report

Backorder Fill Report

Vendor Price Performance Report
Vendor Delivery Performance Report
Un-invoiced Receipts Report

Transactions not Ordered Report

®* & & 6 O O o o o o

Purchase Analysis Reports

All of the preceding features are standard to the Solution-1V Purchase Order package. If
additional features, modifications, or reports are required, Solution-1V isa4GL-based
package that makes customization a practical option. 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

This System Integration flowchart illustrates how the various Solution-1VV Accounting
modules relate to one another.

The Solution-IV Purchase Order flowchart on the following page shows how the various
components of the Purchase Order module are related.
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Solution-1V Purchase Order Flowchart

Solution-IV Purchase Order Flowchart

For gf

Solution-1V Accounting
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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 Purchase Order
system.

This manua will introduce you to the capabilities of Solution-1V Purchase Order, give you
ideasto 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 complete the following before 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-IV 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 Purchase Order activity. Asa
supplement to these day-to-day procedures we have included a brief 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 dso
provides you with an overall view of Solution-IV Purchase Order. The Purchase Order and
System Integration flowcharts show how your Purchase Order modul e operates and how it
relates to the overall accounting system.

Chapter 2
Purchase Order M enus— Describes the options available on the Purchase Order Main
Menu, Code File Maintenance Menu, Purchase Analysis Menu, and Monthly Reports Menu.

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

Chapter 4
Automatic Purchase Ordering — Explains how to automatically create purchase orders
using the reorder points set in Inventory Item Maintenance.

Chapter 5
Transaction Processing — Explains how to use the core of the Purchase Order module.
These include Purchase Order Entry, Buyer Verification Entry, Item Receipts Entry, Goods
Returned Entry, Vendor Invoice Entry, Purchase Order Printing, and Transaction Register &
Update.

Chapter 6
Inquiries— Explains how Purchase Order Inquiry and Cost Inquiry function.

Chapter 7
Reports— Describes how to execute the Solution-1V Purchase Order Reports. These include
the reports found on the Purchase Analysis and Monthly Reports Menus.

Chapter 8
Period End Processing — Describes what happens during the Period End and Status Change
Updates.

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

Solution-1V Accounting 8
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How this Manual is Organized

Appendices
Appendices— Contain supplemental information that is helpful to the understanding of
Solution-1V Purchase Order. System conversion is also detailed in the Appendices. Any
messages that you may encounter while using the system are also listed and explained in the
appendix.
Introduction
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2 Purchase Order Menus

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

» Purchase Order Main Menu

» Inventory Reorder Processing Menu
» Code File Maintenance Menu

» Monthly Reports Menu

» Purchase Analysis Reporting Menu

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

Purchase Order Menus 10
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Purchase Order Main Menu

Purchase Order Main Menu

Introduction

The Thoroughbred Solution-1V Purchase Order package automatically creates and prints
purchase orders and records item receipts with full integration of the Solution-1V Inventory
Control package. The system tracks al orders by item and vendor as well as by buyer code,
product code, and receipts inspector. Accounts Payable invoices can be created using the
Vendor Invoice Entry option. Purchase order numbers can be defined with up to four

segments. These segments can be set up to contain default values.

How to Execute

From the Solution-IV Accounting System Master Menu, select option 6, Purchase Order.

Term: T2
Henu: POH

Purchase Order Main Wenu
Light=speed Distributors (DEN)

10-06-97
03:18 PH

Automatic Purchase Ordering

1 Inventory REeorder Processing

Purchase Order Processing
2 Purchase Order Entry
3 Purchase Order Printing

Receipt= Entry

Receipt=s Fegister & Update
REeturns Entry

Eeturns Register & Update
Invoice Entry

Invoice Register & Update

==t R RN

Selection:

10 Code File Maintenance Menu
11 Purchase Order Inguiry
12 Cost Inguiry

Reports
13 Honthly Reports Menu
14 Purchase Analysis Henu

Period End Processing
15 Period End Update
16 Statu=s Change Update

Automatic Purchase Ordering

Inventory Reorder Processing

This option allows access to the menu options needed to create purchase orders based on the

inventory item reorder parameters.

Purchase Order Processing

Purchase Order Entry

Purchase Order Entry is used for entering actual purchase orders. Orders may be entered from
scratch or you may use this option to edit purchase orders created by Inventory Reorder

Processing.

Purchase Order Printing

Thisoption is used to print the actual purchase order forms. Orders may be printed on

pre-printed formsif desired.

Purchase Order Menus

Copyright 0 2005 Thoroughbred Software International, Inc.




Purchase Order Main Menu

Transaction Processing

Item Receipts Entry

Item Receipts Entry is used to record the actual receipt of goods. Entries can be made for
existing purchase orders or for non-purchase order receipts. Non-purchase order entries can
be made for existing vendors or non-vendors as well as for non-stock inventory items. Once
all quantities on a purchase order have been received, the purchase order is closed. This
option iswhere the actual quantity totals are recorded for reporting purposes.

Goods Returned Entry

Goods Returned Entry is used to record the return of items previoudly received in Item
Receipts Entry. The quantity returned is used to adjust the received quantity for reporting
purposes.

Vendor Invoice Entry

Vendor Invoice Entry is used to record the receipt of the vendor's invoice. Once entered, an
actual Accounts Payable invoice can be created when the Transaction Register isrun. This
option iswhere the final costs are entered for the goods purchased.

Maintenance and Inquiry

Code File Maintenance Menu

The Code File Maintenance Menu allows access to the Parameters, Comments, Buyer Code,
and Return Reason Code Maintenance functions.

Purchase Order Inquiry

This option allows you to quickly view purchase orders without changing any information. It
shows vendor information, line item detail and order summary amounts. Y ou may also
review past receipt, return and invoice summaries by line.

Cost Inquiry
This option returns the price you will be charged for a specified item after the vendor and
guantity has been entered. This allows you to find the best combination of vendors and
quantitiesto order for an item.
Reports

Monthly Reports Menu
The menu contains the options for running a variety of standard reports. These include the:

»  Open Purchase Order Report
» Cash Requirements Report
» Returns by Reason Report

» Expected Delivery Report

Solution-IV Accounting 12
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Purchase Order Main Menu

» Backorder Fill Report

This menu aso includes a variety of reports detailing the accuracy and timeliness of vendor
performance.

Purchase Analysis Menu

This menu contains the options for the historical reporting for the Purchase Order system.

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.

The Period End Update does the following:

¢ Zerosout al month-to-date buckets throughout the Purchase Order system,
such asin the reason code file.

¢ Recaculates the on-purchase order amounts in the item and 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 al year-to-date buckets.

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

Status Change Update

Thisfunction takes al of the masterfile entries that you have marked to change or delete,
verifiesthat the changes/del etes are valid, then performs the changes/del etes. A report is

printed before the update is performed allowing you to decide whether or not to continue with
the update.

Purchase Order Menus 13
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Inventory Reorder Processing

Inventory Reorder Processing

Introduction

This menu contains the options needed to create purchase orders based on the inventory item
reorder parameters.

How to Execute

From the Purchase Order Main Menu, select option 1, Inventory Reorder Processing.

Term: T2 Automatic Inventory Reorder Menu 10-06-97
Henu: POA Lightspeed Distributors (DEH) 03:18 FH

1 Automatic Reorder Selection
2 Reorder REeport

3 Reorder Detail Entrvy

4 Purchase Order Creation

Selection:

Automatic Reorder Selection

This function alows arange of items or selected items to be ordered from arange of vendors
or selected vendors. It puts the items selected into afile.

Reorder Report

Thisreport lists dl the items selected for reorder. Optionaly, it can print vendor pricing
information and purchase history for the selected items.

Reorder Detail Entry

This function alows the information in the reorder selection file to be edited. Also, specific
items can be entered for reordering.

Purchase Order Creation

This option creates purchase orders from the reorder selection file. A separate purchase order
is created for each vendor/warehouse combination.

Solution-1V Accounting 14
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Code File Maintenance Menu

Code File Maintenance Menu

Introduction

This option gives you access to the Code File Maintenance Menu.

This menu is where you maintain the Purchase Order Parameters and code files such as

comment and reason codes.

How to Execute

From the Purchase Order Main Menu, select option 10, Code File Maintenance Menu.

Term: T2 PO Code File Haintenance Henu 10-06-97
Henu: POC Light=speed Distributors (DEN) 03:20 PH

Purchase Order Parameters

1 PO Paramsters Haintenance
2 PO Parameters Li=ting

3 PO Comments Maintenance
4 Buyer Code Haintenance
% FEeturn Reasons Maintenance

PO Comment= Listing
Buyer Code Listing
E=eturn Reasons Listing

Selection:

Purchase Order Parameters

PO Parameters Maintenance

The parameters allow you to customize the Purchase Order package to meet the specific
needs of your company. Here you are able to define the structure of your purchase order
numbers, activate automatic Accounts Payable invoice generation, activate the buyer code

feature, and control receipt variances.

PO Parameters Listing

Thisreport displays the contents of the Purchase Order Parameters.

Code File Maintenance

PO Comments Maintenance

This function maintains the purchase order comment codes. These codes contain up to four
lines of text that can print before or after the body of the purchase order form. An unlimited

number of comment codes can be created.

Buyer Code Maintenance

This function maintains the buyer codes. These codes contain the name, phone number,
purchase limit and purchase history for each buyer. When the "Use Buyer Codes’ indicator in
the parametersis set to Y, then purchase orders will process only after successful buyer

verification.

Purchase Order Menus

15
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Code File Maintenance Menu

Return Reasons Code Maintenance

Return reason codes are used in Goods Returned Entry to explain why items are being
returned. Sample reasons might be the wrong item or color or that the item has been broken
during shipment. Total return dollars by reason are kept in thisfile.

Code File Listings

PO Comments Listing

Thisreport lists dl the comment codes.

Buyer Code Listing
Thisreport lists the buyer codes.

Return Reasons Listing

Thisreport lists the return reason codes.

Solution-IV Accounting 16
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Purchase Order Monthly Reports Menu

Purchase Order Monthly Reports Menu

Introduction

The Purchase Order Monthly Reports Menu accesses a variety of standard and analysis
reports. These include the:

»  Open Purchase Order Report
Cash Requirements Report
Expected Delivery Report

Backorder Fill Report

YV VvV V VYV

Returns by Reason Report

There are aso avariety of reports detailing the accuracy and timeliness of vendor
performance.

How to Execute

From the Purchase Order Main Menu, select option 13, Monthly Reports Menu.

Term: T2 PO Honthly Reports Henu 10-06-97
Henu: POR Lightspeed Distributors (DEH) 03:24 FH

COpen Order Report

Caszh Requirements Report
Returns by Rea=zon Report
Exzpected Delivery Report
Backorder Fill Report

Pl N

6 Vendor Price Performance

7 Vendor Delivery Performance

8 TUninvoiced Receipts Report

9 Transactions not Ordered Report

Selection: -

Periodic Reports

Open Order Report
This report shows purchase orders not yet filled. Y ou may print it in purchase order number
or vendor sequence.

Cash Requirements Report

This report shows the cash that will be required to pay invoices associated with open purchase
orders, assuming that orders are shipped complete and on-time. It can be used in conjunction
with the Accounts Payable Cash Requirements Report to determine your total cash
reguirements.

Returns by Reason Report

Thisreport givesthe details of all returns sorted by return reason code.

Purchase Order Menus 17
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Purchase Order Monthly Reports Menu

Expected Delivery Report

This report shows all expected deliveries. Sort options include purchase order number, vendor
code, item code, and warehouse code. Since item weight and size can be printed, this report
may be val uable when all ocating warehouse space.

Backorder Fill Report

This report can be used to indicate which customer orders can befilled after the receipt of
goods purchased. It can only be used when Solution-1V Order Processing is installed.

Vendor Performance Reports

Vendor Price Performance Report

Thisreport details any variances between the purchase or receipt cost and the vendor invoice
cost. You can base the variance on either the purchase order cost or the goods received cost.
Y ou may also restrict the report to show only variances outside of the variance limits
established in the Purchase Order Parameters.

Vendor Delivery Performance
This report shows those purchase orders received late. Y ou can specify whether to base the
variance on the vendor promised date or your required date.

Un-invoiced Receipts Report

Thisreport shows all purchase orders where the goods have been received but the vendor
invoice has not been received. The information in this report can be very useful for estimating
future payables.

Transactions not Ordered Report

This report shows transactions for which no purchase order was issued. Y ou can report on
receipts, returns, invoices or al transaction types.

Solution-IV Accounting 18
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Purchase Analysis Reporting Menu

Purchase Analysis Reporting Menu

Introduction

This menu gives you access to the purchase analysis reports. These reports use the historical
fileswhich are cleared only when you delete history, this means these reports may be printed
at any time for any year that history exists.

How to Execute

From the Purchase Order Main Menu, select option 14, Purchase Analysis Menu.

Term: T2 PO Purchase Analy=is Reports Henu 10-06-97
Henu: POP Light=speed Distributors (DEN) 03:28 PH
Sorted by Buyer 16 Sorted by Vendor
Sorted by Buyer plu=s Vendor 17 Sorted by Vendor plus Item
Sorted by Buyer plu=s Item 18 Sorted by Item
Sorted by Item Cla=ss 1 19 Sorted by Item plus Vendor

Sorted by Item Clas=s 2
Sorted by Item Class 3

WD 00 =IO UM e Lo RO

Sorted by Item Clas= 4 Purchase Analy=iz= WNaintenance
Sorted by Vendor Clas=s 1 20 Eebuild Analy=i=s Sort File

Sorted by Vendor Class 2

10 Sorted by Item

11 Sorted by Item plus Vendor
12 Sorted by Product Code

13 Sorted by Product plus Vendor
14 Sorted by Vendor

15 Sorted by Vendor plu=s Item

Selection: o

Purchase Analysis Reports

The purchase analysis reports show purchase amounts and quantities for each inventory
period (1-13) by various categories. These categoriesinclude buyer code, item code, product
code, and vendor cade groupings as well as combinations of these groups.

Summary Purchase Analysis Reports

The summary purchase analysis reports summarize orders, receipts, returns, invoices, and
performance variances by vendor code, item code, and combinations of vendor plusitem, and
item plus vendor. The summary includes the last transaction and month-to-date and
year-to-date totals.

Rebuild Purchase Analysis File

Although the purchase analysis summary file is kept up to date during the month as orders
and transactions are updated, it may be necessary from time to time to run this option and
rebuild the purchase analysisfile.
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3 Purchase Order Setup

This chapter explains how to design and set up the Purchase Order system. It also explains
how to perform code file maintenance.

In this section we provide severa setup ideas that should help you decide what information
you need to gather and how you should enter it into your new system. Y ou will want to
modify these ideas to fit your company's needs.

Purchase Order Setup
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Purchase Order Parameters Maintenance

Purchase Order Parameters Maintenance

Introduction

The parameters allow you to customize the Purchase Order package to meet the specific
needs of your company. Here you are able to define the structure of your purchase order
numbers, activate automatic Accounts Payable invoice generation, activate the buyer code
feature, and control receipt variances.

How to Execute

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

é]nh!gl:" Lightspeed Distributors (DEM}) 10/06/97 TO |

Segment 1
Segment 2
Segment 3
Segment 4

Mext Nurmbers
FO Mumber
Feceipt Mumber
Feturn Mumber

Faormat of PO Murmber
Length Type “alue

Ij

04
an
an
an

|
[

Indicators
Fost distributions to General Ledger?

Autormatically generate AP invaices?

Use buyer codes?

Display internal itern comment?

9

7

2

Feguire sequential numbers?
Sawve deleted arders?

Create new lines in transactions?
Frintwendor's part number?

Twpe of purchase order forms

Fetain completed orders days

Default printer for orders

< Continued on next screen >

Allow purchase of "make-onky" items? .

Description of Fields

Length (Segments 1-4)
The purchase order numbers may contain from 1 to 15 a phanumeric characters. These
characters may be optionally divided into up to four segments and each segment may be
optionally formatted (made uppercase and zero filled). In addition, you may use today's date
or avalid value (e.g. "90") for a particular segment.

| Important: The dashes separating the segments count as characters. |

Example: Segment

1

15

Purchase Order Setup
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0

3 4 Purchase Order Number
0 0 XXXXXXXXXXXXXXX

1 0 XXXX=-XX-X

0 0 XXXX
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Purchase Order Parameters Maintenance

Type
Depending on how you want to format each segment in the purchase order number, enter one
of the following values:

Y Format the segment as follows:
1) Make uppercase, aways.
2) If numeric, right justify and zerofill.
3) If not numeric, left justify and fill with spaces.

N Do not format the segment, meaning display and storeit exactly as entered.
\% Apply segment value found in "Value" field, for example "1990".
D Apply today's datein the format YYMMDD.

Value
If avalue segment (V) isindicated for the segment type, enter the value of that segment here.

PO Number

During Purchase Order Entry, you have the option of entering an order number manualy or
pressing F8 to use the next system generated order number. Enter the starting system
generated order number you wish to use here.

Receipt Number

During Receipts Entry, you have the option of entering a receipt number manually or pressing
F8 to use the next system generated receipt number. Enter the starting system generated
receipt number you wish to use here.

Return Number

During Returns Entry, you have the option of entering areturn number manually or pressing
F8 to use the next system generated return number. Enter the starting system generated return
number you wish to use here.

Require sequential numbers?

During Purchase Order Entry you have the option of entering purchase order numbers
manually or by using the F8 key to use the next system generated number. If thisfield is set
you may hot enter purchase order numbers manually, you must use the F8 key.

Y The F8 key must be used.
N The F8 key may be used or numbers may be entered.

Save deleted orders?

Y ou have the option of saving deleted orders entered during Purchase Order Entry. 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 Purchase Order reports. During
Period End Processing, you have the option of purging deleted orders.

Y Saves deleted orders.

N Removes deleted orders from the order entry file when they are deleted.
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Purchase Order Parameters Maintenance

Enable General Ledger distribution?
Y ou have the option of posting to General Ledger. Y ou may not want to if you are entering
your opening balances or if you have a separate General Ledger system.

Y Posts to Generd Ledger during the transaction update.

N Does not make any postings to General Ledger during updates. Verify that you have
thisflag set to N in Inventory Control and Accounts Payable aswell.

Automatically generate AP invoices?
Y ou have the option of automatically generating the Accounts Payable invoice during Vendor

Invoice Entry.
Y Integrates purchase orders with Accounts Payable.
N Requires entry of invoicesin Accounts Payable separately.

Use buyer codes?
Y ou have the option of using buyer codes during the purchase order placement process.

Y The buyer code optionisin use. A buyer must verify each purchase order and avalid
buyer code must be on each purchase order beforeit is placed. If abuyer isover his
purchase limit, he will not be allowed to validate the purchase order.

N Does not force buyer validation of purchase orders.

W Buyer codes must be used. If abuyer isover his purchase limit, awarning messageis
displayed, but the buyer is till allowed to verify the order.

Allow purchase of “make-only” items?

This option allows the purchase of items, which are actually made up by you for sale (such as
akit). The system determines that an item is "make-only" if the production days on the item
are more than zero.

Y Allows purchase of "make-only" items.
N Does not allow purchase of "make-only" items.
W Displays awarning, but allows you to continue ordering the "make-only" items.

Display internal item comment?
Y ou have the option of alowing the item'sinternal comments to be displayed (if they exist)

during Purchase Order Entry.
Y Displaysitem internal comments in Purchase Order Entry.
N Does not display item internal comments in Purchase Order Entry.
Purchase Order Setup 23
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Create new lines in transactions?

Y ou have the option of alowing or restricting new lines to be added to a purchase order
during Transaction Entry.

Y Allows entry of items not on the original purchase order.

N Only alows transactions of items on the original purchase order.

Print vendor's part number?
This option allows the vendor's part number to be displayed on the purchase order for each

item ordered.
Y Prints vendor's part number on purchase orders.
N Does not print vendor's part numbers -- only your internal item codes.

Type of Purchase Order forms?
Y ou have the option of printing purchase orders on pre-printed forms, logo paper or plain
paper asfollows:

Y Uses fully pre-printed purchase order forms.

N Prints orders on plain paper.

L Prints orders on logo paper, meaning your company logo, name and address are
printed in the top left corner, but the rest of the form is blank and treated like N
above.

Retain completed orders x days

Enter the number of days purchase orders should be retained in the open purchase 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. 60-120 daysis usually sufficient.

Default printer for orders
Enter a default printer on which purchase orders will normally be printed. This printer can be
overridden when orders are actually printed.

Upper price limit
Y ou have the option of specifying the maximum percentage you will allow apriceto be
above the purchase order price during Receipts Entry.

Example: If you will allow an item to be accepted if the price came in at up to 5% over the
price quoted on the purchase order, enter 5 here. If you want an exact match, enter zero.

Lower price limit
Y ou have the option of specifying the maximum percentage you will alow apriceto be
below the purchase order price during Receipts Entry.

Example: If you will allow an item to be accepted if the price camein at up to 5% under the
price quoted on the purchase order, enter 5 here. If you want an exact match, enter zero.
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Upper quantity limit

Y ou have the option of specifying the maximum percentage you will allow received above
the quantity specified on the purchase order during Receipts Entry.

Example: If you will allow up to 5% over the original order quantity, enter 5 here. If you want

an exact match, enter zero.

Lower quantity limit

Y ou have the option of specifying the maximum percentage you will allow received below
the quantity specified on the purchase order during Receipts Entry.

Example: If you will allow up to 5% under the origina order quantity, enter 5 here. If you

want an exact match, enter zero.

Limit override password

If you elect to alow the variance limits set above to be overridden, enter up to three
characters for the password to allow the override here.

Default comment code

Enter up to 6 alphanumeric characters for the default comment code. Thisis the comment
code that will automatically be used for all new orders. This code can be changed for each

order on the Order Entry summary screen.

Default expense account

Enter avalid General Ledger account code to be used as the default whenever you enter an
invoice through Vendor Invoice Entry for which thereis no purchase order. However, you are
better off entering this type of invoice through Accounts Payable Invoice Entry.

When you are finished with the first screen, the following screen will automatically be

displayed:

g]"h!g;" Lightspeed Distributors {(DEM}

10406497 T0

Yariance Control

Upper price limit .00 %
Lower price limit .00 %
Upper quantity limit .00 %
Laower quantity limit .00 %
Lirnit cwerride password

Default Codes

Default commentcode  [FEG

|F|egular Comment

Default expense account [510-00-00 | [Purchases

Confirming Only Messages
Line 1 |E0nfirming Only Order. |
Line 2 |F'Iease do not duplicate! |

|F2-L00kup F3-Maintain code file

Line 1
Line 2

Enter up to two lines of 40 characters each for the "confirm only" message you would like to

appear on ‘confirming only’ type purchase orders.

Exit the Screen

When you are finished with both screens, you will be returned automatically to the Code File

Maintenance Menu.

Purchase Order Setup
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Purchase Order Parameters Listing

Introduction

Thisreport displays or prints the parameters entered in Purchase Order Parameters
Maintenance.

How to Execute

From the Code File Maintenance Menu, select option 2, Purchase Order Parameters Listing.

Sample Report

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

03/31/00 05:18 PM PO Paraneters Listing Term TO
Li ght speed Di stributors (DEM Page: 1
Format of PO Nunber:
Length Type Val ue
Segnent 1: 4 Y

Next Nunbers:
PO Nunber : 9
Recei pt Nunber: 7
Ret urn Nunber: 2

Requi re sequential nunbers? Y
Save del eted orders? N

I ndi cators:
Post distributions to General Ledger? Y
Aut omatical ly generate AP invoices?
Use buyer codes?

Al ow purchase of 'nmake only' itens?
Di splay internal item coment?
Create new lines in transactions?
Print vendor's part nunber?

Type of purchase order forns:

No, do not use buyers
- Yes, with a warning nmessage

zz<<sz<

- Plain paper
Retai n conpl eted orders 30 days
Default printer for orders: P7

Vari ance Control:

Upper price linmt: 0. 00%
Lower price limt: 0. 00%
Upper quantity limt: 0. 00%
Lower quantity limt: 0. 00%

Limt override password:

Def aul t Codes:
Def ault coment code: REG Regul ar Coment
Def aul t expense account: 240-00-00 Pur chases

Confirm ng Only Messages:
Confirmng Only Order.
Pl ease do not duplicate!
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Purchase Order Comments Maintenance

Introduction

This function maintains the purchase order comment codes. These codes contain up to four
lines of text that can print before or after the lines on the purchase order form.

Each comment code contains a description and four different linesfor text. Each line has an
indicator, which controls whether the text prints before or after the purchase order lines. If a
lineisblank, it does not print.

How to Execute

From the Code File Maintenance Menu, select option 3, PO Comments Maintenance.

éj’g Lightspeed Distributors (DEM}) 10/06/97 TO
Comment Code [REG Description  |Regular Comment |

Line Before [ After Comment

1 v ATTENTION YERDOR:

2 E w || [&ll items to be shipped "Prepaid Freight/Inzide Delivery"

3 E = || |&ll invoices and carespondence must reference out PO Number
4

j Thank you for your prompt response to this order.

Status Dﬂ

|F‘I +tode F2-Lookup F3-Other

Comment Code

Enter up to six alphanumeric characters for the comment code. Each set of comments should
have its own code. It is recommended that you include in your set up the following two types
of comments:

» A primary or default comment which will appear on all purchase orders unless
overridden on the Purchase Order Entry summary screen.

» A blank comment where al the lines are blank, for those purchase orders on
which you do not wish to have acomment appear.

Description
Enter up to 35 alphanumeric characters for the comment description. This descriptionisfor
your reference only and will not appear on the purchase order itself.

Before/After (1-4)
These fields indicate where on the purchase order to print the associated line of the comment.

B Prints the associated comment line before the purchase order lines.
A Prints the associated comment line after the purchase order lines.

Comment Lines (1-4)
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Purchase Order Comments Maintenance

Enter up to 4 lines of 60 characters each for the comment text that will be printed on the
purchase order.

Status
The status field is used to hold the current status of every Masterfile record asfollows:

- Active This record may be used anywhere, anytime. Thisis the normal case.

| - Inactive Thisrecord may be used by those records aready using it, but may not be
added to new records.

D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not bein use anywhere in Solution-1V.

C-Changed Thisrecord isscheduled to be changed to anew code or combined with an
existing code by the Status Change Update. If changing anything with
history associated with it, the history istransferred as well.

Exit the Screen

When you are finished, press F4 from the comment code to return to the Code File
Maintenance Menu.
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Purchase Order Comments Listing

Introduction

Thisreport displays or prints the comments entered in PO Comments Maintenance.

How to Execute

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

Sample Report

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

03/31/00 06: 23 PM PO Comrents Listing Term TO
Li ght speed Distributors (DEM Page: 1
Code Description
B/ A Comment

REG Regul ar Coment
B ATTENTI ON VENDOR:
B Al items to be shipped "Prepaid Freight/Inside Delivery"
B Al invoices and correspondence nmust reference our PO Nunber
A Thank you for your pronpt response to this order.

Purchase Order Setup 29
Copyright 0 2005 Thoroughbred Software International, Inc.
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Buyer Code Maintenance

Introduction

This function maintains the buyer codes. These codes contain the name, phone number,
purchase limit, and purchase history for each buyer. When the “Use Buyer Codes’ indicator
in the parametersisset to Y or W, purchase orders will process only after successful buyer
verification.

How to Execute

From the Code File Maintenance Menu, select option 4, Buyer Code Maintenance.

é]nh!gi:" Lightspeed Distributors (DEM) 10/06/97 TO

Buyer Code [WASHE

MNarme |Brian Washington |

Fhone 201 555-4384 Extension (5263
taximum single order 25000.00

Status Dﬂ
tonth to Date Year to Date Lastear
Purchase Orders [ a0 | [ a0 | [ a0 |
|F1-Mode F2-Lockup F3-Other |
Description of Fields
Buyer Code
Enter up to six alphanumeric characters for the buyer code. Each buyer should have his own
code.

Example: SISfor Sally J. Seashell

Name
Enter up to 35 aphanumeric characters for the buyer's name.

Phone
Enter up to ten characters for the buyer's phone number. Do not add any punctuation.

Example: 8005240430 will be redisplayed as 800 524-0430.

Extension
Enter up to five charactersfor the buyer's extension (if applicable).

Maximum Single Order
Enter the maximum order dollar amount this buyer is authorized to place. If thereisno limit,
leave thisfield 0.00.

Status
The status field is used to hold the current status of every masterfile record as follows:

- Active This record may be used anywhere, anytime. Thisis the normal case.
| - Inactive This record may be used by those records aready using it, but may not be

added to new records.
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D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not bein use anywhere in Solution-1V.

C-Changed Thisrecord is scheduled to be changed to a new code or combined with an
existing code by the Status Change Update. If changing anything with
history associated with it, the history istransferred as well.

Month to Date Purchases
Thisfield contains the month-to-date purchases placed by this buyer.

Year to Date Purchases
Thisfield contains the year-to-date purchases placed by this buyer.

Last Year Purchases
Thisfield contains the purchases placed by this buyer last year.

Exit the Screen

When you are finished, press F4 from the buyer code to return to the Code File Maintenance
Menu.
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Buyer Code Listing

Introduction

This report displays or prints the information entered in Buyer Code Maintenance.

How to Execute

From the Code File Maintenance Menu, select option 7, Buyer Code Listing.

Sample Report

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

03/31/00 06: 25 PM Buyer Code Listing Term TO
Li ght speed Distributors (DEM Page: 1
Buyer
Code Narme Phone Number Ext.
WASHB Bri an Washi ngton 201 555-4384 5263
Purchase Limt: 25, 000. 00
Purchase Hi story MID: 0.00 YTD: 0.00 LY: 0. 00
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Return Reasons Maintenance

Introduction

Return reason codes are used in Goods Returned Entry to explain why items are being
returned. Sample reasons might be the wrong item or color or that the item has been broken
during shipment. Total return dollars by reason are kept in thisfile.

How to Execute

From the Code File Maintenance Menu, select option 5, Return Reasons Maintenance.

éﬁgﬁ" Lightspeed Distributors (DEM}) 10/06/47 TO
Fieason Code [BROKEN Description  [Broken item |

Status Dﬂ

Usage konth to Date “earto Date Lastear

Dallars [ 40000 | [ 40000 | [ oo |
Imvoice [ 1 | [ 1 | [ |

|F‘I Mode F2-Lookup F3-Other

Description of Fields
Reason Code

Enter up to six alphanumeric charactersfor the reason code. The reason codeis afile-verified
code required during entry of areturn.

Description
Enter up to 35 aphanumeric characters to describe the reason.

Status
The status field is used to hold the current status of every masterfile record as follows:

- Active This record may be used anywhere, anytime. Thisis the normal case.

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

D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not bein use anywhere in Solution-1V.

C-Changed Thisrecord isscheduled to be changed to a new code or combined with an
existing code by the Status Change Updeate. If changing anything with
history associated with it, the history is transferred as well.

Dollars

These fields contain the dollar amount of product returned month-to-date, year-to-date, and
last year using this reason. Y ou can enter beginning amounts when you add the reason, but
these amounts will be updated automatically by the system.

Invoices
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These fields contain the number of invoices returned month-to-date, year-to-date, and last
year using thisreason. Y ou can enter beginning numbers when you add the reason, but these
numbers will be updated automatically by the system.

Exit the Screen

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

Introduction
Thisreport displays or prints the information entered in Return Reasons Maintenance.

How to Execute

From the Code File Maintenance Menu, select option 7, Reason Code Listing.

Sample Report

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

03/31/00 06: 25 PM Reason Code Listing Term TO
Li ght speed Distributors (DEM Page: 1
Reason
Code Description
BROKEN Broken item
Month to Date Year to Date Last Year
Ret urns Amount : 400. 0000 400. 0000 0. 0000
Nunber of Returns: 1 1 0
VRONG Wong item shi pped
Month to Date Year to Date Last Year
Ret urns Amount : 0. 0000 0. 0000 0. 0000
Nunber of Returns: 0 0 0

2 Reason Codes Printed
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4 Automatic Purchase Ordering

This chapter explains how to perform the following:
» Reorder Report
» Reorder Detail Entry

» Purchase Order Creation

Automatic Purchase Ordering
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Automatic Reorder Selection

Introduction

This function alows arange of items or selected items to be ordered from arange of vendors
or selected vendors. It puts the items selected into a file from which actual purchase orders
may be created.

How to Execute

From the Automatic Inventory Reorder Menu, select option 1, Automatic Reorder Selection.

é]"g Lightspeed Distributors {(DEM} 10/06/37 TO
Detail Options

Only items below rearder paint? eielieaize lsns VeEneE

Only iterms below safety lewvel?

Choose wendor based on price, last

receipt. or price break ﬂ

Clear file before selections?

Add zera quantity lines?
Feorder selected iterns? |N_|

Frarm ltem I |

Ta ltem [w126 |

Feorder from selected wvendors?

Fram Yendor (0000000123
To Vendor

Description of Fields

Only Items below Reorder Point?
Y Selects only items whose on-hand quantity is below the reorder point.

N Selects items regardless of reorder point.

Only ltems below Safety Level?

Y Selects only items whose on-hand quantity is below the stock safety level.

N Selects items regardless of stock safety level.

Choose vendor based on Price, Last receipt or price Break

P Selects the vendor with the best list price for the selected item.

L Selects the same vendor you purchased from last time.

B Selects the vendor with the best price for the item, based on the price bresks.

Clear file before selections?
Y Clearsthe selection file before processing this selection. If you have aready run a
selection, but have not created purchase orders, that selection will be cleared.

N Retainsinformationin file.
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Add zero quantity lines?

Y ou have the option of adding zero quantity lines to the automatically generated orders. This
allowslinesto be added with all the default information for the selected item and vendor
ranges with a zero quantity.

Y Adds a zero quantity line for al items matching the other selection criteria.

N Only adds order lines for items requiring a reorder.

Reorder selected items?
Y Displays aview and allows you to select individual itemsto reorder.

N Allows you to enter arange of itemsto print.

If you answer N, the system prompts:

From Item

To Item

Enter thefirst and last itemsin the range you wish to reorder, or press Enter twice to select
all items.

Reorder from selected vendors?

Y Displays aview and allows you to select individual vendors from whom you wish to
reorder.
N Allows you to enter arange of vendors.

If you answer N, the system prompts:

From Vendor
To Vendor

Enter the first and last vendorsin the range you wish to select from, or press Enter twiceto
select dl vendors.

Exit the Screen

When you are finished answering the questions, the system will process the selections. When
the selection isfinished, the Reorder Report is automatically run.
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Reorder Report

Introduction
Thisreport lists dl the items selected for reorder from the Automatic Reorder Selection.
Optionally, it can print al vendors defined for the selected items.

How to Execute

From the Automatic Inventory Reorder Menu, select option 2, Reorder Report.

Description of Fields

Do you want a printed copy? Yes No
Y Prints the report on the selected printer.

N Displays the report on the screen.

Do you want to print vendor purchase history? Yes No

Y Prints the vendors from whom you previously purchased the item along with last
date, quantity, and cost from each vendor.

N Prints only the reorder information.

Sample Report

After answering both questions, you will see areport similar to the following. When the
report is finished, you will be returned automatically to the Automatic Inventory Reorder

Menu.
03/31/00 07: 05 PM Autonmatic Inventory Reorder Report Term TO
Li ght speed Distributors (DEM Page: 1

War ehouse

Item UOM  Reorder Qvy Unit Cost Ext ensi on Vendor
NJ New Jer sey Warehouse

B118 EA 219. 00 0.10 21.90 A003

C118 EA 69. 00 1.00 69. 00 A003

E118 EA 48. 00 3.50 168. 00 A003

HWR92 EA 1. 00 700. 00 700. 00 A002

TAPE EA 45.00 2.00 90. 00 PEDAL

W18 EA 89. 00 1.00 89.00 GOODYEAR
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Reorder Detail Entry

Introduction

This function alows the information in the reorder selection file to be edited. Specific items
that were not automatically selected may be entered for ordering as well.

How to Execute

From the Automatic Inventory Reorder Menu, select option 3, Reorder Detail Entry.

w. Reorder Detail Entry E2
Soliim - .
v Lightspeed Distributors (DEM) 10/06/57 TO
‘Wi'arehouse |MJ | Mew Jersey Warehouse
ltem Code  [B118 | [Headlamp Bulb
Feorder Infarmation
Wendor  [GOODYE&R | |Goodyear Lights & Lamps |
Ok E&
Cluantity 200.0000
Price 1000 Tatal
ltern Information
Standard reoarder method E—|
Economic Order Quantity (EOQ) (200
tinimum arder guantiy 1}
Standard order quantity a
Currently an-hand 94
Currently on-purchase order a
Minimum guantity on-hand a
Maximurm quantity on-hand a

|F2-L00kup F3-Maintain code file

Description of Fields

Warehouse
Enter the warehouse code that contains the item whose order information you wish to change.

Item
Enter the item code whose order information you wish to change.

The screen will now be filled with order information from the item file such as reorder
method, quantity on-hand, quantity currently on open purchase order, and maximum and
minimum quantities.

The reorder amounts from the automatic sel ection are also displayed and can be modified as
needed.

Vendor
Enter the vendor code from which you wish to place this order.

UoOM
Enter the unit of measure for the quantity you wish to order.

Qty
Enter the quantity you wish to order of thisitem from this vendor. Enter zero if you do not
want to order thisitem.
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Price
Enter the purchase cost for thisitem from this vendor.
Exit the Screen

When you are finished, press F4 from the warehouse field to return to the Automatic
Inventory Reorder Menu.
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Purchase Order Creation

Introduction
This function creates the actual purchase order from the reorder selection file. A separate
purchase order is created for each vendor/warehouse combination.

How to Execute

From the Automatic Inventory Reorder Menu, select option 4, Purchase Order Creation.

Description of Fields

Do you want to create purchase orders? Yes No
Y Creates the purchase orders. Y ou can review them using Purchase Order Entry on the
Purchase Order Main Menu.

N Returns to the Automatic Inventory Reorder Menu. Y ou can edit the reorder
selections using Reorder Detail Entry.

Exit the Screen

When the purchase order creation processis finished, the selection fileis cleared and you are
automatically returned to the Automatic Inventory Reorder Menu. Y ou may now wish to
proceed to Purchase Order Entry, Buyer Verification Entry, or Purchase Order Printing, all
found on the Purchase Order Main Menu.
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5 Transaction Processing

This chapter explains how to perform the following:
» Purchase Order Entry

Purchase Order Printing

Item Receipts Entry

Item Recelpts Register and Update

Returns Entry

vV Vv VY VY V

Returns Register and Update
» Invoice Entry
» Invoice Register and Update

Y ou will be spending most of your time in this section of the manual because thisisthe core
of the Solution-1V Purchase Order system.
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Purchase Order Entry

Introduction

Purchase Order Entry is used for entering actual purchase orders. Orders may be entered from
scratch or you may use this option to edit purchase orders created during Automeatic Reorder
Processing.

How to Execute

From the Purchase Order Main Menu, select option 2, Purchase Order Entry.

w Purchaze Order Entry - Header x|
g -
51"3 Lightspeed Distributors (DEM) 10706/47 TO
PO Murber (0001 Date [03/01/97 Order Type @ﬂ
‘endor Code [GO0DYEAR | [Goodyear Lights & Lamps |
Alt Address Ship to Warehouse
MName Goodyear Lights & Lamps Mew Jerzsey Warshouze
Address T4E5 5. Washington Street 5230 5. Barmymone
Cityr Sonora Somerset
State Ca [ ZIP [a5370 [ Country | NI ] [D&a7s [ [
Contact Jim Flant | Ext] Keith Fairchild | [
Phone 2095558676 |FAX 2095556699 085851785 [ |
Ship Complete? Drop Ship? M First Release
Frint FO Farm? Felease Count Expire Date
Inspection Regd? Order Cycle Fromised Date
Confirm Only? FOB Fequired Date
Yerbal PO? Fequested By Expected Pmt
Hald Order? Comment Buyer Code

Description of Fields

PO Number

Enter up to 15 characters for the purchase order number, press F8 to get the next system-
generated number, or press F7 to copy or release ablanket order.

Note: For information see the Purchase Order Entry — Copy Orders section of this manual.

Date
Enter the date you placed the order with the vendor. Press Enter to enter today's date.

Order Type
Enter the order type for this purchase order asfollows:

B Blanket order (also known as a master order)
@] Regular order (also known as a standing order)
R Released blanket order

Vendor Code
Enter the ten-character Accounts Payable vendor code with which you placed this order.

Alternate Address
Enter the vendor address code to which you wish to mail the purchase order from the vendor
aternate addressfile or press CR to use the vendor's main address.
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Ship to Warehouse
Enter avalid warehouse code to which the items will be shipped, or press Enter to usethe
main warehouse, or blank out the field to enter adrop ship address.

If the Ship to Warehouse field is|eft blank, you can enter the following fields as the drop ship
address. Otherwise, the cursor will skip to the " Ship Complete” question.

Name
Enter up to 35 alphanumeric characters for the name of the person or company to which this
order will be shipped.

Address
Enter up to two lines of 35 characters each for the address where the shipment will be sent.
Do not enter the city, state, or ZIP code on these lines.

City
Enter up to 25 characters for the city where this order will be shipped.

State
Enter the two-character abbreviation for the state or province.

ZIP
Enter up to ten a phanumeric characters for the ZIP code. If you want any punctuation, you
must enter it yourself.

Example:  08765-1234 or 08765 or AP0O870A

Country
Enter up to two a phanumeric characters for the country abbreviation, if desired. Y ou will
probably only use thisif the order is going to any international destination.

Contact
Enter up to 20 characters for the name of the person who is going to receive the order.

Ext
Enter up to five charactersfor the phone extension of the contact.

Phone

Enter ten digits for the phone number of the company where the order is to be shipped. This
may be helpful for your supplier when making delivery arrangements. Do not add any
punctuation, because the system will add it automatically.

Example: 8005551234 isre-displayed as 800 555-1234

FAX

Enter up to 18 characters for the fax number of the company where the order is to be shipped.
If you want punctuation, you must enter it yourself.

Example: (732) 555-9876

Ship Complete?

Y Designates order as shippable only when the order can be completely filled.
N Allows partial shipment on thisorder.
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Print PO Form?
Y Prints an actual purchase order.

N Skips purchase order printing.

Inspection Reqd?

Y ou have the option of requiring an inspection on a purchase order when the goods are
received asfollows:

Y Requires an inspection.

N Does not require an inspection.

Confirm Only?

If you have already placed the order by phone and are sending this purchase order asa

confirmation only, you may so indicate as follows:

Y Thisisaconfirmation notice only. The "confirm only" messages entered in the
parameters will be printed on the purchase order.

N Thisisaregular purchase order.

Verbal PO?
If you placed the order with the vendor verbally, you may so indicate as follows:

Y Prints (verbal) after the purchase order number on the purchase order itself.
N This did not originate as averba order.
Hold Indicator?

Y ou can place a purchase order on hold so that it will not be processed beyond allowing entry
of the purchase order asfollows:

Y Places order on hold.
N Processesthisasaregular purchase order.
Drop Ship?

Thisfield is not accessible, but if awarehouse code has been entered in the Ship to
Warehouse field, then thisfield will contain an N. Otherwise, it will containaY. Thiswill
cause different postings to occur during Purchase Order Receipts asfollows:

Y No posting will be made to the inventory account, and inventory will not be
increased. Thisis based on the assumption that the items on the order were shipped
direct to the customer.

N Regular posting to inventory occurs.

Release Count
If you indicated that thisis ablanket order, enter the number of releases that may be made. If
thisis not a blanket order, thisfield is skipped.
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Lines Screen

Order Cycle
Enter up to two charactersfor the order cycle. Thisfield is used in conjunction with the copy
order facility and to release a blanket purchase order. Thisfield can be left blank aswell.

FOB
Enter up to 15 characters for the freight on board (FOB) destination. Thisfield isused to
designate where the responsibility for the shipment ends for the supplier.

Requested By
Enter up to 25 characters for the name of the person internally who requested this purchase.
Only 14 characters will be displayed on the screen.

Comment
Enter up to 35 characters for the comment that pertainsto this order. The comment will print
on the purchase order itself.

First Release
If thisis ablanket order, enter the date this order may first be released. Orders cannot be
processed before this date. If thisis not a blanket order, thisfield is skipped.

Expire Date
If thisis a blanket order, enter the date this order expires. Orders may not be processed after
thisdate. If thisis not a blanket order, thisfield is skipped.

Promised Date
Enter the date this order was promised to you, or press Enter to enter today's date.

Required Date
Enter the required delivery date for this purchase or press Enter for today's date.

Expected Pmt
Enter the expected payment date on which this purchase order will be payable to your vendor.
The system will calculate a date based on the terms usually offered by this vendor.

Buyer Code
Enter up to 6 a phanumeric characters for the buyer code. Each buyer should have his/her
own code. Y ou may aso want to set up a*house account”.

When you are finished with the Header screen, a Lines screen will appear, smilar to the
following. We refer to this part of Purchase Order Entry as"lines" because thisiswhen you
will enter the lines or body of the purchase order.
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w_ Purchase Order Entiy - Header S
i . L
v Lightspeed Distributors (DEM} 10/06/37 T0
PO Murber {0001 Date [03/01/97 Order Type @ﬂ
NetAmount [
w Purchasze Order Entry [ x]
Line Itern Code Description Dehit Account
[118 |[Headiamp Bulb | [120-0000 |
Yendar Part D IO Cluantity Unit Cost Arnount Text
[ |[E+ ] [ 1oooooo | [ 1000 | [ 1ooo | [
Linelllem Code ||lem Description |I| Quantity Dldeledl Unit Cosll Amount| ~
1B118 Headlamp Bulb | 100.0000 1000 10.00
2/ C118 Headlamp Casing I 100.0000 1.0000 100.00
3 E118 Headlamp Electric Element | 100.0000 3.5000 350.00
4 H118 Headlamp Assembly | 50.0000 10.0000 500.00
5 w118 Headlamp Wires | 100.0000 1.0000 100.00 |~ |
4 3
|A-Up Amow w-Down Arrow Pg-Up Pg-Dn Line-lns Line-Del Line-Mum |

Line

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 the last 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 movesall lines below up.
Linelnsert Insertsaline at that spot and moves al lines below down.

Item Code

Enter up to 22 characters representing the item code you wish to order. If you are ordering an
item not stored in the Inventory Control item file, start the item code with the non-stock
character entered in the Inventory Control Parameters.

Description
The system will automatically display the description of the item. If allowed by thisitem, you
can override the description.

Exp Account
The system will automatically display the normal General Ledger inventory account code for
thisitem. You can overrideit if necessary.

Vendor Part ID
Enter the vendor's part number for thisitem code. If you have set up this vendor in the item
masterfile, the part number will be displayed automatically.
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UuoOM

Enter the unit of measure for this purchase. It will default to the purchase unit of measure
already defined for thisitem.

Quantity
Enter the quantity being ordered of thisitem.

Unit Cost
Enter the unit cost that you expect to pay.

Amount
Thisfield contains the quantity ordered multiplied by the unit cost. It cannot be overridden.

Text
Y ou have the option of adding text to thisline of the purchase order. Thetext will default to
the regular comment attached to thisinventory item.

Summary Screen

When you are finished with the lines or body of the order, you have the option of going to the
summary screen. Since the information on this screen israrely changed, the system will not
come here directly - you must select S from the "Is thisinformation correct?' prompt.

m Purchase Order Entiy - Codes/S ummary x|
5]"1’ Lightspeed Distributors (DEM) 10/06/47 T0
PO Mumber (0001 Diate  |03/01/97 Order Type Eﬂ
“endaor Code [GO0DYEAR | [Goodyear Lights & Lamps |
Alt Address Ship to Warehouse  |[MJ
Mame |Goodyear Lights & Lamps | |New Jersey Warehouse
Comment REG | Regular Cormment
Terms 02 | 2% 10 daps, Met 20 days
Femit To |
PostCode  [Ca | [Califarnia

Subjectto 10997 |N_|

Order Amount 1.060.00

Sales Tax Rate [ ooo ]

Sales Tax Amount 0.00

Fraight Amount | ooo ]

Total Order Amount
Comment

Enter avalid comment code. These comments will be printed either before or after the body
of the purchase order, depending on how the code was defined.

Terms
Enter avalid terms code for this order. Thisfield defaults to the terms code in the vendor's
file

Remit to
Enter the vendor address code to which payment should be made from the vendor alternate
addressfile or press Enter to use the vendor's main address.

Post Code
Enter up to 6 alphanumeric characters for the posting code as defined in Posting Code
Maintenance in Accounts Payable.

Transaction Processing 49
Copyright 0 2005 Thoroughbred Software International, Inc.



Purchase Order Entry

Posting codes are used to define the accounts payabl e, freight expense, sales tax expense and
discount accounts in the General Ledger.

1099?
Y ou have the option of specifying whether payment of this purchase order is subject to 1099
reporting as follows:

Y Purchaseis subject to 1099 reporting.
N This purchase should not be added to the 1099 amount in the vendor masterfile.

Order Amount
Thisfield contains the gross amount of this purchase order excluding salestax and freight. It

isdisplay only.

Sales Tax Rate
Enter the salestax rate that will be due on this purchase.

Sales Tax
Thisfield contains the total salestax applicable to this purchase order calculated using the tax
rate in the previousfield. If you change this amount, the rate will change accordingly.

Freight
Enter the total freight charge on this purchase order.

Net Amt
Thisfield contains the total amount of this purchase order including salestax and freight. It
cannot be overridden.

Solution-1V Accounting 50
Copyright 0 2005 Thoroughbred Software International, Inc.



Purchase Order Entry-Copy Orders

Purchase Order Entry-Copy Orders

Introduction

Thisfunction is used to copy any order (regular or blanket) to another order number, or to
release shipments of ablanket order.

How to Execute

From the Purchase Order Entry screen press F7. The Copy Order screen displays:

w. Purchasze Order Entry - Copy Order [ ]

é]nh!gl:" Lightspeed Distributors (DEM}) 10/06/97 T0

Selection Cycle
Orders, Blanket Orders or All? Dﬂ

Copry from El Date|:| Type |:| YWendar |:|

Copy to

Copy or Release Blanket Orders? Dﬂ

Blanket Order Release Information
First Release
Expiration Date
Feleases Allowed
Feleases to Date

Description of Fields

Selection Cycle
Enter up to two characters representing the order cycle you wish to copy or release. If you
leave thisfield blank, the cursor will skip to the "copy from" field.

Orders, Blanket Orders or All?
If you entered a selection cycle above, then you have the following options:

@] Copiesregular orders with the above order cycle only.
B Copies or releases blanket orders with the above order cycle only.
A Copiesregular orders, and copies or rel eases blanket orders.

If you entered a selection cycle, then the cursor will skip to the Copy or Release Blanket
Ordersfield.

Copy from
Enter the order number (regular or blanket) you wish to copy from.

Date
Thisfield will be pre-filled with the date from the * copy from” order and cannot be
overridden.

Type
Thisfield will be pre-filled with the order type from the “copy from” order and cannot be
overridden.
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Vendor
Thisfield will be pre-filled with the vendor code from the “copy from” order and cannot be
overridden.

If the “ copy from” order isablanket order, the following four fields will be displayed, but
cannot be overridden.

Copy to

If your parameters require sequential order numbers (you must press F8 for the next order
number), thisfield will be pre-filled with the next order number and cannot be overridden.
Otherwise, enter the order number you wish to copy to.

Copy or Release Blanket Orders
If you are working with blanket orders, you have the option of copying or releasing them as
follows:

C Copiesthe blanket order to anew order number. Y ou can then edit it using Purchase
Order Entry, asrequired.

R Releases the blanket order. The quantities released for each line item are computed as
follows: 1/(Release Count * Qty Ordered).

Example: If ablanket order is scheduled for 5 releases and has one item with a quantity of
10 ontheline, 2 of that item (1/5* 10) will be released each time.

First Release
Thisfield contains the date this blanket order isfirst available for release.

Expiration Date
Thisfield contains the date this blanket order expires. If the terminal dateis after this date, the
blanket order may no longer be released.

Releases Allowed
Thisfield contains the number of releases allowed on this blanket order.

Releases to Date
Thisfield contains the number of releases that have already occurred on this blanket order.
Exit the Copy
When you are finished copying and releasing orders, press F4 from the selection cycle to
return to the Purchase Order Entry Screen.
Exit the Screen

When you are finished, press F4 from the purchase order number to return to the Purchase
Order Main Menu. Y ou may now want to proceed to Purchase Order Printing.
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Purchase Order Printing

Introduction

Thisoption is used to print the actual purchase order forms. Orders can be printed on plain

paper, logo paper, or pre-printed forms.

How to Execute

From the Purchase Order Main Menu, select option 3, Purchase Order Printing.

w. Purchase Order Printing

éfl‘!gi:" Lightspeed Distributors {(DEM}

10/07/97 TO

1) Purchase Order
21%endor Code

Enter Sart Optian
Detail Options

Frint selactad type or all -
Printregular, hold orbath B |+
Print unprinted only or all j

Print Selected Orders Only? |N_|
Fram Code {0001 |
ToCode  [ooo@ |

Sort Options Selected Purchase Orders

Sort Options

Sort Option

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

1. Purchase Order: Prints the report sorted by purchase order number.

2. Vendor: Prints the report sorted by vendor code/purchase order

number.

Print Options

Print selected type or All
Y ou have the option of printing the following:

@) Prints regular orders only.
B Prints blanket orders only.
R Prints blanket order releases only.

A Printsall orders.

Print Regular, Hold or Both

R Prints only orders not on hold.
H Prints only orders on hold.
B Printsal orders.
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Print Unprinted Only or All
U Prints only those orders that have not been printed or that have changed since they
were last printed.

A Prints al ordersin the selected range.

Print Selected Orders Only?
You will only be asked this question if you are printing the orders sorted by purchase order

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

If you answer N, or are sorting by vendor code, the system prompts:

From Sort Option

To Sort Option

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

Sample Report

After selecting a printed or displayed copy you will see orders similar to the following. When
the orders are finished you will be returned automatically to the Purchase Order Main Menu.
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Li ght speed Distributors

Page: 1
PO Nunber: 0001
PO Date: 03/01/00

Promni sed Date:
Bl anket Order:

FOB:

NJ

Keith Fairchild

New Jer sey \War ehouse
5230 S. Barrynore
Sonerset, NJ 08875

our PO Nunber

Vendor: GOODYEAR Ship to:
Jim Pl ant
Coodyear Lights & Lanps
7465 S. Washi ngton Street
Sonora, CA 95370
ATTENTI ON VENDOR:
Al itens to be shipped "Prepaid Freight/Inside Delivery"
Al'l invoices and correspondence nust reference
Line Item um Od
1 B118 EA
Headl anp Bul b 100.
2 Cl18 EA
Headl anp Casi ng 100.
3 El118 EA
Headl anp El ectric El ement 100.
4 H118 EA
Headl anp Assenbly 50.
5 W18 EA
Headl anp W res 100.

Thank you for your pronpt

response to this order.

Ext ensi on:
Frei ght:
Sal es Tax:

Sub Total :

Tot al Due:

908 555-1785

10.
100.
350.
500.

100.
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Item Receipts Entry

Introduction

Item Receipts Entry is used to record the actua receipt of goods. Y ou can receive items that
were not originally ordered with a purchase order. If you did not use a purchase order, you
may receive items from miscellaneous vendors. Non-stock items may be received for audit
and posting purposes only; they are not added to the item masterfile. Y ou will normally
receive itemsinto inventory before receiving and entering the invoice; they are separate
functions in Purchase Order.

How to Execute

From the Purchase Order Main Menu, select option 4, Receipts Entry.

w. Transaction Entry - Header

§nhi[$n Lightspeed Distributors (DEM) 10/06/37 T0

0000000007 | Date [10/08/97 | PO# [0ooz | Inspector [ |
“fendor Code  [a002 Name [uito & Bike Parts - East |
Order Date 03/01/57 Comment |
Feguired Date Feguested by |
Fromised Date FOB Tatal

Header Screen

Receipt
Enter the receipt number for thistransaction or press F8 to get the next number.

Date
Enter the date of this receipt.

PO#
Enter up to 15 characters representing the purchase order being received. Thisis a mandatory
field.

If you have entered avalid purchase order number, you will receive the prompt:
Do you want to receive the entire order? Yes No Don't copy lines

Y Copiesthelinesfrom the original purchase order and fills in the quantity received
with the original quantity ordered.

N Copiesthelines but sets the quantity received on each line to zero.

D Does not copy the lines from the purchase order into the receipt file. Y ou will want to
use this option if you have a purchase order with many lines on it, yet only received a
small portion of the order.

Inspector
Enter theinitials of the person inspecting this shipment, if desired.

Thefollowing fields will be filled automatically and you will proceed directly to the Lines
screen.
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Vendor Code
The ten-character Accounts Payable vendor code for this transaction

Name
Thisfield contains the name of the Accounts Payable vendor. If you are entering a
miscellaneous vendor, enter up to 35 charactersfor his name.

Order Date
The date you placed the order with the vendor.

Required Date
Therequired delivery date for this purchase.

Promised Date
The date this order was promised to you.

Comment
The 35 character description of this transaction.

Requested by
The name of the person in your company requesting this purchase.

FOB
Thefreight on board (FOB) destination. Thisfield is used to designate where the
responsibility for the shipment ends for the supplier.

Total
Thisfield automatically calculates the total receipt amount of the items received based on the
information listed on the Lineitem screen.

Lines Screen

When you are finished with these fields, the "lines’ or body of the purchase order will be
displayed. If you choose to have the order received in its entirety, you need only verify its
accuracy. Otherwise you need to enter quantity received or the actua items.

Transaction Processing 57
Copyright 0 2005 Thoroughbred Software International, Inc.



Item Receipts Entry

w' Transaction Entry - Header x|
goh;[a. Lightspeed Distributors (DEM)
ltem Fieceipts Entry 10/06/97 TO
Feceipt: 0000000007 | Detefiosessr | PO# [0o0z | Inspector [ ]
endor Code [A002 | [2uto & Bike Parts - East | Total
w. Tranzaction Entry - Lines [ x|
Line Itern Code ltern Description
|F1 Juli] | |Generic Frame |
Yendor's Part 1D LIOKM “Whse  Product City Ordered Frevious
[ | [Ea ] [w | [BikEs | [ 10.0000 | [ 7oooo
Unit Cost Feceived Backordered Extension
[ 3000 ] [ 0000 | [ 120000 ]
Line|ltem Code Item Description Vendor's Part Number  |Unit of | &
DO ene ame A
2/ F124 24" Custom Bike Frame EA
3 F126 26" Custom Bike Frame EA -
[ »
|"-Up Amrow v-Down Amow Pg-Up Pg-Dn Line-ns Line-Del Line-Mum |
Line
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 the last line.
Up Arrow Goesto the next line above.

Down arrow  Goesto the next line below.

Page Up Goes to the previous screen.

Page Down Goesto the next screen.

LineDelete  Deletesthat line and movesall lines below up.

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

Item Code
Enter up to 22 characters representing the item code you are receiving.

Item Description
The description of the item will automatically be displayed, but if the item allows, you can
override it here.

Lot/Serial
If thisitem has either alot or seriaized costing method, enter up to 15 characters for the lot
number or seria number.

Vendor's Part ID Num
If you entered the vendor's part number on the original purchase order, it will be displayed
here.

UOM
Enter up to four charactersfor the unit of measure being purchased.

Whse
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Enter the warehouse thisitem is being received into.

Product
Enter the appropriate product code for thisitem.

Qty Ordered
Thisfield contains the origina order quantity. It cannot be overridden.

Previous Rec
Thisfield contains the quantity already received of thisitem on this purchase order.

Unit Cost
Enter the cost of thisitem, if known.

Received

Enter the quantity received on thisitem. If you enter more than one for a serial-typeitem, the
system will automatically changeit toa"1" and copy the line the appropriate number of times
s0 you can enter all of the serial numbers.

Backordered
Enter the quantity of this item backordered on this receipt.

Extension

Thisfield contains the unit cost multiplied by the quantity received for this particular line. It
cannot be overridden.

When you are finished with all of the lines, you will receive the prompt:

Is the displayed information correct? Yes No Header Delete

Y Savesthe receipt and allows you to enter another one.

N Returns to the lines and allows you to make any necessary changes.

H Savesthe lines and returns to the date field in the header and allows you to make any
needed changes there.

D Deletes the receipt.

Exit the Screen

When you are finished, press F4 from the receipt field to return to the Purchase Order Main
Menu. Y ou may now want to proceed to the Transaction Register & Update.
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Receipts Register & Update

Introduction

The Receipts Register is the permanent record (and audit report) of the receiptsjust entered.
Once the report is printed, the update may be run which affects the permanent files.

How to Execute

From the Purchase Order Main Menu select 5, Receipts Register & Update.

Description of Fields

Enter Posting Date

The posting date is the exact date you want the entry posted in the Genera Ledger. Press
Enter to select the current date. If the posting date isin aclosed period, you will be forced to
enter anew posting date or exit the update procedure and go to General Ledger Parameter
Maintenance and re-open the prior period.

Is the displayed information correct?

Y Moves to the next prompt allowing you to select a printed copy.
N Allows you to change the posting date.

Do you want a printed copy?

Y Prompts you to select aprinter.

N Displays the Receipt Register on the screen.

Sample Reports

03/31/00 06: 34 PM Recei pts Regi ster Term TO
Li ght speed Distributors (DEM Page: 1
Recei pt Nunber Vendor Code PO Nunber
Li ne It em Code Description uom Quantity Backor der Cost Ext ensi on
0000000007 A003 Auto & Bike Parts - West 0008
1 F100 Generic Frame EA 8.0000 2.0000 425. 0000 3,400. 00
2 F124 24" Custom Bi ke Frame EA 12.0000 0. 0000 450. 0000 5, 400. 00
3 F126 26" Custom Bi ke Frame EA 10. 0000 0. 0000 400. 0000 4,000. 00
4 K124 Wiz Bang Custom Bike Kit - 24" EA 5.0000 0. 0000 600. 0000 3,000. 00
5 K126 Wiz Bang Custom Bike Kit - 26" EA 5.0000 0. 0000 600. 0000 3,000. 00
6 R100 Rai nbow Rascal s Tricycle EA 15. 0000 0. 0000 80. 0000 1, 200. 00
7 S124 Schwoosh - 10 speed - 24" EA 10. 0000 0. 0000 200. 0000 2,000. 00
8 S125 Schwoosh - 10 speed - 25" EA 10. 0000 0. 0000 200. 0000 2,000. 00
9 S126 Schwoosh - 10 speed - 26" EA 10. 0000 0. 0000 200. 0000 2,000. 00
10 H118 Headl anp Assenbly EA 25. 0000 0. 0000 10. 0000 250. 00
St ocki ng: 26, 250. 00
Recei pt Total : 26, 250. 00
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03/31/00 06: 34 PM PO Recei pts Register - Inventory Term TO
Posting Date: 03/20/00 Li ght speed Distributors (DEM Page: 1
Ref erence Cost

Nunber It em Code Description UOM Lot / Serial No. Quantity Cost Ext ensi on

Transaction Date: 03/20/00
CA Cal i forni a Warehouse

Vendor Number: A003
Ref erence No: 000000000000007

F100 Generic Fram EA 8. 0000 425. 0000 3400. 00
F124 24" Custom B EA 12. 0000 450. 0000 5400. 00
F126 26" Custom B EA 10. 0000 400. 0000 4000. 00
K124 Wi z Bang Cu EA 5. 0000 600. 0000 3000. 00
K126 Wi z Bang Cu EA 5. 0000 600. 0000 3000. 00
R100 Rai nbow Rasc EA 15. 0000 80. 0000 1200. 00
S124 Schwoosh - 1 EA 10. 0000 200. 0000 2000. 00
S§125 Schwoosh - 1 EA 10. 0000 200. 0000 2000. 00
S126 Schwoosh - 1 EA 10. 0000 200. 0000 2000. 00

Transaction Date: 03/20/00
NJ New Jer sey Warehouse

Vendor Nunber: A003
Reference No: 000000000000007

H118 Headl amp Ass EA 25. 0000 10. 0000 250. 00
St ocki ng: 26, 250. 00
Total Receipts: 26, 250. 00

03/ 31/ 00 06: 34 PM Transaction Journal (PORC) Term TO
Posting Date: 03/20/00 General Ledger Account Summary Page: 1
Li ght speed Distributors (DEM
Account Code Vendor Debi t Credit

130- 00- 00 Inventory - NJ 250. 00
130- 01- 00 Inventory - CA 26, 000. 00
240-00- 00 Pur chases 250. 00
240-01-00 Purchases - CA 26, 000. 00

26, 250. 00 26, 250. 00
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Returns Entry

Introduction

Returns Entry is used to record the return of items previoudly received in Iltem Receipts Entry.
The quantity returned is subtracted from the received and on-hand quantitiesin Item
Maintenance. The system also assumes that the return is actually an exchange and puts the
items back on open purchase order.

How to Execute

From the Purchase Order Main Menu, select option 6, Returns Entry.

wm Tranzaction Entry - Header

ﬂhm"
A

Lightspeed Distributors (DEM)
Goods Returned Entry

10707497 T0

Feturn:

[dooooooooz

| Date [10:08/97 | PO# [0001 | Inspector [ |

Wendor Code  |GOODYEAR
Order Date 03/01/97

Feguired

Fromised Date

Date

Mame
Carnment
Reguested by
FOBE

Goodyear Lights & Lamps |

Header Screen

Return

Enter the return number for this transaction, or press F8 to get the next number.

Date

Enter the date of thisreturn.

PO #

Enter up to 15 characters representing the purchase order that originally ordered the items

now being returned.

If you have entered a valid purchase order number, you will receive the prompt:

Do you want to return the entire order? Yes No Don't copy lines
Copiesthelinesfrom the original purchase order and fillsin the quantity returned
with the original quantity ordered.

Copiesthelines, but sets the quantity returned on each line to zero.

Does not copy the lines from the purchase order into the returnsfile. Y ou will want to
use the option if you have a purchase order with many lineson it, yet only want to

Y
N
D
return afew items.
Inspector

Enter theinitials of the person inspecting this shipment, if desired.

Thefollowing fields are display only. Thesefieldswill be filled automatically and you will
proceed directly to the "lines" screen.

Solution-1V Accounting
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Lines Screen

Transaction Processing

Vendor Code
The Accounts Payable vendor code for this transaction

Name
Thisfield contains the name of the Accounts Payable vendor

Order Date
The date you placed the order with the vendor.

Required Date
Therequired delivery date for this purchase.

Promised Date
The date this order was promised to you.

Comment
The description of thistransaction, if any.

Requested by
The name of the person in your company requesting this return, if desired.

FOB
Thefreight on board (FOB) destination. Thisfield is used to designate where the
responsibility for the shipment ends for the supplier.

Total
Thisfield automatically calculates the total amount of the items returned based on the
information listed on the Line item screen.

When you are finished with these fields, the Lines or body of the purchase order will be
displayed. If you chose to have the entire order returned, you need only verify its accuracy.
Otherwise, you need to enter the items and quantity returned.

w_Transaction Entry - Header x|
gnhilﬂn Lightspeed Distributors (DEM)
v Goods Returned Entry VR 1

Return: 000000000z | Date[10/e/57 | PO# [o001 | Inspector [ ]
“fendor Code [GO0DYEAR | [Goadyear Lights & Lamps | Total | 1.050.00
wm. Transaction Entry - Lines E
Line Itern Code ltern Description
[B118 | [Headamp Buls |
“endor's Fart 1D LIOM “Whse  Product ity Ordered Total Fec'
[ | [Ea ] [W | [MisC ] [ 1oonooo | [ ooooo
Unit Cost Returned Extension
0.1000 [ toooo00 ] | | [ 1000
Line|ltem Code|ltem Description Unit ['Ware| Product| Order Quantity Cost -
1 1 eadlamp Bulb p 00.0000 01000
2 Cl118 Headlamp Casing EA MJ MISC 100.0000 1.0000
3 E118 Headlamp Electric Element  EA MJ MISC 100.0000 3.5000 =
1 v
“-Up Arrow w-Down Arrow Pg-Up Pg-Dn Line-lnz Line-Del Line-Num |

Line
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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 Goes to 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 Code
Enter up to 22 characters representing the item code you are returning.

Item Description
The description of the item will automatically be displayed.

Lot/Serial
If theitem has either lot or serialized costing, enter up to 15 charactersfor the lot number or
serial number you are returning.

Vendor's Part ID Num
The vendor's part number will be displayed here.

UOM
Enter the unit of measure being returned.

Whse
Enter the warehouse these items were originally received into and are being returned from.

Product
Enter the appropriate product code.

Qty Ordered
The original order quantity is displayed here.

Total Receipt
Thetota quantity received is displayed here.

Unit Cost
Enter the unit cost of these items that you expect to be credited by your vendor.

Returned
Enter the quantity being returned as a positive number.

Extension
Thisfield contains the total dollar amount being returned. It may not be overridden.
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Summary Screen

When you are finished with the Lines screen, the summary screen will be displayed

automatically.
w. Transaction Entry - Returns - Summary | %]
gnhﬂn Lightspeed Distributors (DEM)

v Goods Feturned Entry Il It
Return: [no0oaodo0z | Date [1o/os/s7 | PO# [oom | Inspector [ ]
“endor Code  [GOODYEAR Mame Goodyear Lights & Lamps |
Order Date 03/01/97 Comment |
Reguired Date Reguested by |
Fromised Date FOB Total 1.060.00

Feturn Sumrmary Information
Reason Code | [ |

Rhkda Mumber

|F2-Lookup F3-Maintain code file |

Reason Code
Enter the six-character code representing the reason you are returning these items.

RMA Number
Enter the return authorization number given to you by your vendor.
Exit the Screen

When you are finished, press F4 from the return number to return to the Purchase Order Main
Menu. Y ou may want to proceed to the Transaction Register & Update.
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Returns Register & Update

Introduction

The Returns Register is the permanent record (and audit report) of the returns just entered.
Oncethereport is printed, the update may be run which affects the permanent files.

How to Execute

From the Purchase Order Main Menu select 7, Returns Register & Update

Description of Fields

Enter Posting Date

The posting date is the exact date you want the entry posted in the Genera Ledger. Press
Enter to select the current date. If the posting date isin a closed period, you will be forced to
enter anew posting date or exit the update procedure and go to General Ledger Parameter
Maintenance and re-open the prior period.

Is the displayed information correct?

Y Moves to the next prompt allowing you to select a printed copy.
N Allows you to change the posting date.

Do you want a printed copy?

Y Prompts you to select aprinter.

N Displays the Returns Register on the screen.

Sample Reports

03/31/00 06: 39 PM Returns Regi ster Term TO
Li ght speed Distributors (DEM Page: 1
Return Number Vendor Code PO Nunber
Li ne It em Code Description uom Quantity Cost Ext ensi on
0000000002 A003 Auto & Bike Parts - West 0008
1 F100 CGeneric Frame EA 5. 0000 425. 0000 2,125.00
2 F124 24" Custom Bi ke Frame EA 8.0000 450. 0000 3,600. 00
3 F126 26" Custom Bi ke Frame EA 4.0000 400. 0000 1, 600. 00
4 K124 Wiz Bang Custom Bike Kit - 24" EA 0. 0000 600. 0000 0.00
5 K126 Wiz Bang Custom Bike Kit - 26" EA 0. 0000 600. 0000 0.00
6 R100 Rai nbow Rascal s Tricycle EA 0. 0000 80. 0000 0. 00
7 S124 Schwoosh - 10 speed - 24" EA 0. 0000 200. 0000 0.00
8 S125 Schwoosh - 10 speed - 25" EA 0. 0000 200. 0000 0.00
9 S126 Schwoosh - 10 speed - 26" EA 0. 0000 200. 0000 0.00
10 H118 Headl anp Assenbly EA 0. 0000 10. 0000 0.00
St ocki ng: 7,325.00
Return Total : 7,325. 00
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03/31/00 06: 39 PM PO Returns Register - Inventory Term TO
Posting Date: 03/31/00 Li ght speed Distributors (DEM Page: 1
Ref erence Cost

Nunber It em Code Description UOM Lot / Serial No. Quantity Cost Ext ensi on

Transaction Date: 03/31/00

CA Cal i forni a Warehouse

Ref erence No:  000000000000002

F100 Generic Fram EA 5. 0000 425. 0000 2125. 00

F124 24" Custom B EA 8.0000 450. 0000 3600. 00

F126 26" Custom B EA 4.0000 400. 0000 1600. 00

K124 Wiz Bang Cu EA 0. 0000 600. 0000 0.00

K126 Wiz Bang Cu EA 0. 0000 600. 0000 0.00

R100 Rai nbow Rasc EA 0. 0000 80. 0000 0.00

S124 Schwoosh - 1 EA 0. 0000 200. 0000 0.00

S125 Schwoosh - 1 EA 0. 0000 200. 0000 0.00

S126 Schwoosh - 1 EA 0. 0000 200. 0000 0.00

H118 Headl amp Ass EA 0. 0000 10. 0000 0.00
St ocki ng: 7,325. 00
Total Returns: 7,325. 00

03/31/00 06: 39 PM Transaction Journal (PORT) Term TO
Posting Date: 03/31/00 General Ledger Account Summary Page: 1
Li ght speed Distributors (DEM
Account Code Vendor Debi t Credit
130- 01- 00 Inventory - CA 7,325.00
240-01- 00 Purchases - CA 7,325.00
7,325.00 7,325.00
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Vendor Invoice Entry

Introduction

Vendor Invoice Entry is used to record the receipt of the vendor'sinvoice. Y ou must have
already recorded the receipt of the purchase order using Item Receipt Entry. Thefinal costs
for the item are entered here and inventory is adjusted accordingly. Once entered, an actual
Accounts Payable vendor invoice can be created during the Transaction Update.

How to Execute

From the Purchase Order Main Menu, select option 8, Invoice Entry.

w Tranzaction Entiy - Header

§nhi[§n Lightspeed Distributors (DEM)
¥ “endor Invoice Entry 10H0797 T
Invoice: 3578 | Date [10/07/97 | PO# [0005 | hspector [ ]
“Wendor Code  [PEDAL Mame Pedal Manufacturers of America |
Order Date 03/01/97 Cornment |
Reguired Date Reguested by |
Pramised Date |03/04/97 FOE Total
Header Screen
Invoice

Enter up to 15 characters for the vendor's invoice number, or press F8 if you are utilizing
voucher numbersin Accounts Payable.

Date
Enter the invoice date as shown on the vendor's invoice.

PO #
Enter the purchase order number for which you are entering thisinvoice. If you are entering
an invoice that does not have a purchase order tied to it, press Enter.

If you have entered avalid purchase order number, you will receive the following prompt:
Do you want to invoice the entire order? Yes No Don't copy lines

Y Copiesthelinesfrom the original purchase order and fills in the quantity received
with the original quantity ordered.

N Copiesthe lines but sets the quantity invoiced on each line to zero.

D Does not copy the lines from the purchase order into theinvoicefile. Y ou will want
to use this option if you have a purchase order with many lines on it, yet only
received asmall portion of the order.

If you are entering an invoice for which you did not originally issue a purchase order, you
will enter the following. If you issued a purchase order, these fields will befilled
automatically and you will proceed directly to the Lines screen.

Inspector
Enter theinitials of the person inspecting this shipment, if desired.
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If you are entering an invoice for which you did not originally issue a purchase order you will
enter the following. If you issued a purchase order these fields will be filled automatically and
you will proceed directly to the lines screen.

Vendor Code
Enter the 10-character Accounts Payable vendor code for this transaction. If theinvoiceis
from amiscellaneous vendor, press Enter. Thisinvoice will not be posted to Accounts

Payable.

Name
Thisfield contains the name of the vendor. If you are entering a miscellaneous vendor, enter
up to 35 charactersfor his name.

Order Date
Enter the date you placed the order with the vendor. Press Enter to enter today's date.

Required Date
Enter the required delivery date for this purchase or press Enter for today's date.

Promised Date
Enter the date this order was originally promised to you. Press Enter to enter today's date.

Comment
Enter up to 35 aphanumeric characters to describe this transaction, if desired.

Requested by
Enter up to 25 characters for the name of the person in your company who requested this
purchase, if desired.

FOB
Enter up to 15 characters for the freight on board (FOB) destination. Thisfield isused to
designate where the responsibility for the shipment ended for the supplier.

Total
Thisfield automatically calculates the total amount of the items entered based on the
information listed on the Line item screen.

Lines Screen

When you are finished with these fields, the Lines or body of the purchase order will be
displayed. If you chose to have the order invoiced in its entirety, you need only verify its
accuracy. Otherwise you need to enter quantity received or the items themselves.
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w Transaction Entiy - Header

gﬁﬁn Lightspeed Distributars (DEM)

“endor Invoice Entry 10/07/97 TO

Invaice: 3376 | Date[10/7/7 | PO# 0008 | Inspector [ |
‘endor Code [PEDAL | [Fedal Manufacturers of Americ | Total 250.00
w Tranzaction Entiy - Lines <]
Line ltem Code ltern Description
[TaPE | [Handlebar Tape |
“endor's Part 1D IOk Whee  Product Oty Ordered Pravious
| | [Ea | [ca | [Misc ] [ en.oooo | [ oooon |
Llnit Cost Imvaiced Extensian
2.0000 [ eoo000 [ | [ a0 |
Line|ltem Code [Item Description [Unit [ware[Product | Order Quantity] Cost] -
TAPE Handlebar Tape EA |CA MISC 20.0000 2.0000
2'w124 Aluminum Wheel - 24" EA CA MWISC 16.0000 15.0000
4 3
|"-U|3 Arrow w-Down grrow Pg-Up Pg-Dn Line-dnz Line-Del Line-Mum |

Line

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 the last 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 movesall lines below up.
Linelnsert Insertsaline at that spot and moves all lines below down.

Item Code
Enter up to 22 characters representing the item code you are being invoiced for.

Item Description
The description of the item will automatically be displayed.

Lot/Serial
If theitem has either alot or serialized costing method, then the lot number or seria number
will be displayed.

Vendor's Part ID Num
The vendor's part number for this item code will be displayed here.

UoOM
Enter the unit of measure being invoiced.
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Whse
Enter the warehouse this item was received into.

Product
Enter the appropriate product code for thisitem.

Qty Ordered
Thisfield contains the original order quantity.

Previous Inv
Thisfield contains the quantity previoudy invoiced.

Unit Cost

Enter the actua unit cost of thisitem as shown on the invoice. If this cost is different from the
cost entered during Item Recelpt Entry, the appropriate adjustments will be made by the
system automatically.

Summary Screen

When you are finished with the lines, the following summary screen will be displayed

automatically.
iE Ligghrgresendd (i lbsilnrs [DER) A TR
[rre v
—. P T
wpndon e FTT-r L T
Ciwviay Tlmism [T | Gl
tenxe T oinin Tarren inberemim
ek imarce Fepetar [ Turtwi D08 o |
H‘ﬂ“:ﬂ T nr o
Frmgii s [ Diacowet Evmbliew  [1i7070-%
Goka i Tar Aiins LB Dhpzawd dimd | 17
Ft Aramand [ = D irsvikos nkasisn
Hald moce =]
Subparns b FEET |
Framag (Los o
ELLCATES BT
Fargraeri Dyt [~ ]

Vendor Invoice Number

If you are utilizing voucher numbersin Accounts Payable, be sure to enter up to 15 characters
for the vendor's invoice number. If you are not using vouchers, this field corresponds to the
reference field in Accounts Payable Invoice Entry.

Invoice Amount

Thisfield contains the sum of al of the lines on the invoice and should equal the invoice total
before sales tax and freight on the vendor's invoice. Y ou cannot override thisfield, soif itis
not correct, you must make the appropriate correctionsin the lines.

Freight Amount
Enter the freight amount from the vendor's invoice.

Sales Tax Amount
Enter the sales tax from the vendor's invoice.

Transaction Processing 71
Copyright 0 2005 Thoroughbred Software International, Inc.



Vendor Invoice Entry

Net Amount
Thisfield contains the net invoice total (Invoice Amount plus Freight Amount plus Sales Tax
Amount). It may be overridden.

Discount Amount
Enter the terms discount amount from the invoice.

Discount Due Date
Enter the date the discount is due, if applicable. Press Enter to accept the cal culated discount
date.

Term Code
Enter the terms code being offered on thisinvoice.

Invoice Date
Enter the invoice date from the vendor's invoice.

Invoice Due Date
Enter the date thisinvoice is due to the vendor, or press Enter to accept the calculated date.

Hold Invoice?

Y Places the invoice on hold so it will not automatically be selected for payment.
N Indicates thisisaregular invoice which may be selected for payment.

1099 Indicator?

Y Thisinvoiceis subject to 1099 reporting.

N This invoice should not be included on this vendor's 1099.

Posting Code
Enter up to 6 alphanumeric charactersfor the posting code as defined in Posting Code
Maintenance in Accounts Payable.

Remit to Address
If you want the check to go to the main vendor address, leave thisfield blank. If you wish the
check to go to an alternate address, enter that aternate address code.

Payment Cycle
Y ou may use the payment cycle to group invoices that you wish to select together whenin
Automatic Payment Selection.

For example, you may wish to assign payment cycle“01” to all of those invoices always paid
on thefirst of every month, such as leases or rents.

Thisfield is optional because there are other ways of selecting invoices for payment in
Automatic Payment Selection.

Exit the Screen

When you are finished, press F4 from the invoice field to return to the Purchase Order Main
Menu. Y ou may want to proceed to the Transaction Register & Update.
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Invoice Register & Update

Introduction

The Invoice Register is your permanent record of all invoices entered into this batch. After
the report has been printed successfully, the update may run. Running the update posts the
invoices to the permanent files and records the invoice in Accounts Payable.

How to Execute
From the Purchase Order Main Menu select 9, Invoice Register & Update.

Description of Fields

Enter Posting Date

The posting date is the exact date you want the entry posted in the General Ledger. Press
Enter to select the current date. If the posting date isin aclosed period, you will be forced to
enter anew posting date or exit the update procedure and go to General Ledger Parameter
Maintenance and re-open the prior period.

Is the displayed information correct?

Y Moves to the next prompt allowing you to select a printed copy.
N Allows you to change the posting date.

Do you want a printed copy?

Y Prompts you to select aprinter.

N Displays the Returns Register on the screen.

Sample Reports

03/31/00 07:10 PM I nvoi ce Register Term TO
Li ght speed Distributors (DEM Page: 1
I nvoi ce Nunber Vendor Code PO Nunber
Li ne I tem Code Descri ption uom Quantity Cost Ext ensi on
T142812 0000000123 123 Party Supply Cutlet
1 Bl118 Headl anp Bul b EA 10. 0000 0. 1000 1.00
2 C1s8 Headl anp Casi ng EA 10. 0000 1. 0000 10. 00
3 E118 Headl anp El ectric El enent EA 10. 0000 3. 5000 35. 00
St ocki ng: 46. 00
I nvoi ce Total : 46. 00

03/31/00 07:10 PM PO I nvoice Register - Inventory Term TO
Posting Date: 03/31/00 Li ght speed Distributors (DEM Page: 1
Ref erence Cost

Nunber It em Code Description UOM Lot / Serial No. Quantity Cost Ext ensi on

Transaction Date: 03/31/00

NJ New Jer sey Warehouse

Reference No: T142812

B118 Headl anmp Bul EA 10. 0000 0. 1000 1.00

Cc118 Headl anp Cas EA 10. 0000 1. 0000 10. 00

E118 Headl anp Ele EA 10. 0000 3.5000 35. 00
St ocki ng: 46. 00
Total Receipts: 46. 00
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03/31/00 07:10 PM PO I nvoi ce Register - AP Invoices Term TO
Posting Date: 03/31/00 Li ght speed Distributors (DEM Page: 1
Vendor Name I nvoice Due
Code Invoice Nunber Date Dat e Net Invoice Sal es Tax Frei ght Total Invoice 1099
GL Distribution Di str Anount
0000000123 123 Party Supply Cutlet
T142812 03/31/00 04/30/00 0.00 46. 00 0.00 0.00 46.00 Y
240-00- 00 Pur chases 1.00
240-00- 00 Pur chases 10. 00
240-00- 00 Pur chases 35.00
46. 00

Report Total:

03/31/00 07:10 PM Transaction Journal (PO N) Term TO
Posting Date: 03/31/00 General Ledger Account Summary Page: 1
Li ght speed Distributors (DEM

130- 00- 00 Inventory - NJ

200- 00- 00 Accounts payabl e

Solution-1V Accounting 74
Copyright 0 2005 Thoroughbred Software International, Inc.



Inquiries

Inquiries

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

» Purchase Order Inquiry

» Cost Inquiry
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Purchase Order Inquiry

Introduction

This option allows you to quickly view purchase orders without changing any information. It
shows vendor information, line item detail and order summary amounts. Y ou can a so review
past receipt, return and invoice summaries by line.

How to Execute

From the Purchase Order Main Menu, select option 11, Purchase Order Inquiry.

w'. Purchase Order Inguiry - Header

Soliln

™ Lightspeed Distributors (DEM) 1070797 TO

PO Mumber  [0001 Date [03/01/97 Order Type @ﬂ
“endor Code [SO0DYEAR | [Goodyear Lights & Lamps |
Alternate Address | | Ship to Warehouse [0 |
MName Goodyear Lights & Lamps Mews Jersey wWarehousze
Address 7465 5. Washington Street 5230 5. Banymare
City Sonora Somerset
State s | ZIP [s3 [ Country | N 8875 [
Contact i Plant | Ext Keith Fairchild
Phone 209 5558676 | FAw [2095558693 908 5851785 | |
Ship Complete? Drop Ship? W] First Release
Frint PO Form? Felease Count | | Expire Date
Inspection Regd? Order Cycle Promised Date
Caonfirm Only? FOB Fequired Date
YWerbal PO? Reguested By Expected Prt
Hold Order? Cornment

[F2-Lookup

Description of Fields

Vendor Code
Enter the ten-character Accounts Payable vendor code whose purchase orders you wish to

view. PressF2 to view the Vendor codes or Order numbers available.

PO Number
Enter the purchase order number you wish to view.

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

Display: Address Lines Summary Report

Lines
Selecting L displays the information found on the Lines screen on the order as follows:

Inquiries
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Exit the Screen

Inquiries

5]"1‘ Lightspeed Distributors (DEM}) 104074497 TO
PO Murnber (0001 Date [03/01/97 Ordet Type @ﬂ
Nt Amount
. Purchasze Order Inquiry - Lines
Line ltern Code Dlescriptian Dehit Account
[118 | [Headiamp Bulb | [1300000 |
YWendar Part 1D IOk Cluantity Unit Cost Arnount
[ | [E& ][ 100.0000 | [ 01000 | [ 1000 |

Quantity Ordered Unit Cost

Line|ltem Code|ltem Description
4 Headlamp Bulb

| cC118 Headlamp Casing EA 100.0000 1.0000
3 E118 Headlamp Electric Element | EA 100.0000 3.5000
4 H118 Headlamp Assembly EA 50.0000 10.0000
5 w118 Headlamp Wires EA 100.0000 1.0000
4 3

|F1 -Dizplay Detall F2-Display Text |

Use the standard line logic Up Arrow, Down Arrow, Page Up, Page Down, line # to move
up and down the linesin order to view all lines. Pressing F1 at a highlighted line shows the
last receipt, return, and invoice information associated with the line.

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

Selecting S displays the codes and total information as found on the summary screen of the
order, asfollows:

w' Puichase Order Inquiry - Codes/Summary

Carnrmemt REG Eegular Comment

Tetms 02 2% 10 days, Met 20 daps

Fiamit Ta |

Past Code C& | [Calfarmia

Subjectto 10997 M

Order Amount 1.060.00

Sales Tax Rate [[oo0 ]

Sales Tax Amount 0.00

Freight Amount | oo ]

Total Order Armount 1.060.00
Report

Selecting R reprints the purchase order.

When you are finished looking at the order, press F4 at the display prompt to return to the
vendor code.

When you are finished with al inquiries, press F4 at the vendor code to return to the Purchase
Order Main Menu.
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Cost Inquiry

Introduction

This option returns the price you will be charged for a specified item after the vendor and
guantity has been entered. This allows you to find the best combination of vendors and
quantitiesto order for an item.

How to Execute

From the Purchase Order Main Menu, select option 12, Cost Inquiry.

] (%]
P lightspeed Distributors (DFM) 100797 0|
ke B11E | [Hesdtamg Bub
Yandnr RINNYFAS Gewwlamar lightz & ampe:
Gucinitity 00,0000
LIk
Compuied cost per Lait 0. 100
Extendad cost 10,00
Yandal's Part Murmbar |
Lozt Cost 0.1000
; endorPrice Broaks
Ll Cluariliby Frive Lervel Cruariliby Friue
u 0000 0000 5 0000 0000
1 0000 0000 B 0000 0000
2 .onoo .00aa 7 000D 0ono
3 .onoo 0000 ] 000D aooo
4 oon 0000 ] 0000 oooo
Description of Fields
Item
Enter up to 22 characters representing the Inventory Control item code you wish to inquire
about.
Vendor
Enter the ten-character Accounts Payable vendor code for which you wish to inquire about
item costs.
Quantity
Enter the number of units that are being costed. The cost often depends on the quantity
purchased.

The system will now calculate the cost for this item/vendor/quantity combination and display
it along with the vendor price breaks.

Exit the Screen

When you are finished, press Enter at the End of Display prompt to return to the item code.
When you are finished with al inquiries, press F4 from the item code to return to the
Purchase Order Main Menu.
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4 Purchase Order Reports

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

Monthly Reports

VV VYV VYV VYV

>

Open Order Report

Cash Requirements Report

Returns by Reason Report

Expected Delivery Report

Backorder Fill Report

Vendor Price Performance Report
Vendor Delivery Performance Report
Uninvoiced Receipts Report
Transactions not Ordered Report

Purchase Analysis Reporting Menu

>

YV V V VYV VY

>

Purchase Analysis by Buyer
Purchase Analysis by Class Code
Purchase Analysis by Item
Purchase Analysis by Product
Purchase Analysis by Vendor
Summary Analysis by Vendor
Summary Analysis by Item

Purchase Analysis Maintenance

>

Purchase Order Reports

Rebuild Purchase Analysis File
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Open Order Report

Open Order Report

Introduction

This report shows purchase orders not yet filled.

How to Execute

Sort Options

Print Options

From the Monthly Reports Menu, select option 1, Open Order Report.

w. Open Order Report

5]"[‘!511:" Lightspeed Distributors (DEM) 10¢07/97 TO

Sort Options Selected Orders
1) Purchase Order
21%endor Code

Enter Sort Option

Dietail Options
Print selected type or all -
Printragular. hold, or bath B |~
Print summary anly?

Print Selectad Orders Only? |N_|
From Code (o001 |
ToCode  [0008 |

Enter Sort Option
1. Purchase Order: Prints the report sorted by purchase order number.

2.Vendor: Prints the report sorted by vendor code/purchase order
number.

Print selected type or All

O Prints regular orders only.
B Prints blanket orders only.
R Prints blanket order releases only.

A Printsall orders.

Print Regular, Hold or Both

R Prints only those orders not on hold.

H Prints only orders on hold.

B Prints al orders satisfying the other selection criteria.

Print summary only?

Y Prints summary information only.

N Prints the report including purchase order line detail information.

Purchase Order Reports

Copyright 0 2005 Thoroughbred Software International, Inc.

80




Open Order Report

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

number.
Y Displaysaview and allows you to select individual ordersto print on the report.
N Allows you to enter arange of ordersto print.

If you select N, or sorted by vendor, the system prompts:

From Sort Option

To Sort Option

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

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 Reports Menu.
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0006

aBwWN P

0007

RPOOONOUDWNR

[

0008

POOONOUOAWNE

[

Solution-1V Accounting

PO Nunber
Line Item Code

F100
F124
F126

TAPE
W24
W26
S124
S126

F100
F124
F126
HVR292
DRL7
K124
K126
R100
S124
S125
S126

F100
F124
F126
HVR92
DRL7
K124
K126
R100
S124
S125
S126

03/31/00 06:25 PM

o

Type Vendor

PEDAL

A002

A003

Name
I tem Description

Auto & Bike Parts -
CGeneric Frame
24" Custom Bi ke Frane
26" Custom Bi ke Frame

Pedal Manufacturers
Handl ebar Tape
Al umi num Weel - 24"
Al umi num Weel - 26"
Schwoosh - 10 speed -
Schwoosh - 10 speed -

Auto & Bike Parts -
CGeneric Frame
24" Custom Bi ke Frane
26" Custom Bi ke Frane
Hand Made Super Bike
Titanium Derailer - 7
Whi z Bang Custom Bi ke
Wi z Bang Custom Bi ke

Open Purchase Order Report

East

of Anerica

24"
26"

East

oz.
Kit - 24"
Kit - 26"

Rai nbow Rascal s Tricycle

Schwoosh - 10 speed -
Schwoosh - 10 speed -
Schwoosh - 10 speed -

Auto & Bike Parts -
Generic Franme
24" Custom Bi ke Frane
26" Custom Bi ke Frane
Hand Made Super Bi ke
Ti tanium Derailer - 7
Whi z Bang Cust om Bi ke
Whi z Bang Cust om Bi ke

24"
25"
26"

Vst

oz.
Kit - 24"
Kit - 26"

Rai nbow Rascal s Tricycle

Schwoosh - 10 speed -
Schwoosh - 10 speed -
Schwoosh - 10 speed -

24"
25"
26"

Li ght speed Distributors (DEM

Promi sed Required
Qut st andi ng

PO Date
UOM Qy Ordered

03/01/00
10. 0000
10. 0000
10. 0000

Py

03/01/00 03/04/00
25. 0000
20. 0000
20. 0000
2.0000
2.0000

UL

03/01/00 03/03/00
10. 0000
10. 0000
10. 0000

3. 0000
10. 0000
5. 0000
5. 0000
15. 0000
10. 0000
10. 0000
10. 0000

PR BN

03/01/00 03/03/00
10. 0000
10. 0000
10. 0000

3. 0000
10. 0000
5. 0000
5. 0000
15. 0000
10. 0000
10. 0000
10. 0000

PR U B BMEUEY

10.

15.
10.
. 0000
10.

10.
10.
10.

10.

15.
. 0000
10.
10.

0000
0000
0000

. 0000
. 0000
. 0000
. 0000
. 0000

. 0000
10.
10.

0000
0000
0000
0000
0000
0000
0000
0000

0000

0000
0000
0000
0000
0000
0000
0000
0000

0000
0000

400. 0000
400. 0000
400. 0000

Order Total:

2.0000
15. 0000
15. 0000

200. 0000
200. 0000

Order Total:

400. 0000
400. 0000
400. 0000
700. 0000
35. 0000
600. 0000
600. 0000
80. 0000
200. 0000
200. 0000
200. 0000

Order Total:

400. 0000
400. 0000
400. 0000
700. 0000

35. 0000
600. 0000
600. 0000

80. 0000
200. 0000
200. 0000
200. 0000

Order Total:

Report Total:

Copyright 0 2005 Thoroughbred Software International, Inc.

Term TO
Page: 1

27, 650. 00

4,000. 00
4,000. 00
4,000. 00
2,100. 00

350. 00
3, 000. 00
3, 000. 00
1, 200.00
2,000. 00
2, 000. 00
2,000
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Cash Requirements Report

Cash Requirements Report

Introduction
The Cash Requirements Report shows anticipated cash requirements based on current open
payables plus expected purchase order receipts.

How to Execute

From the Monthly Reports Menu, select option 2, Cash Requirements Report.

w. Cash Requirements Report
gfg Lightspeed Distributors (DEM) 10/07/47 T
Sort Options Print Selected Yendors Only?

1) Wendor Code From Code
2) Posting Cade To Code

Enter Sort Option
Selected Yendors
Dietail Options
Include invoices on hold?
Selectinvoices based an
Always take discount?
Print perm, hold ar all
Prirt phone and contact?
Print surnrmary orly?
Include creditinvaices?

L L

Cash Reguirements Dates
Feriod 1 |10/07/97
Period 2 |11/06/97
Period 3 |12/06/97

Sort Options

Enter Sort Option
Enter the option number for the order in which you wish the report to print asfollows:

1. Vendor Code:  Printsall, selected, or arange of vendor codes in vendor code
order with areport total at the end.

2. Pogting Code:  Printsall or arange of Accounts Payable posting codesin
posting code/vendor code order with atotal for each posting
code and then areport total at the end.

Detail Options

Include Invoices on Hold?
Y Prints all invoices, regardless of status.

N Does not print those invoices whose status = H.

Select Invoices Based On

Y ou can choose where you want the invoice balances to print and which invoices to select by
choosing asfollows:

I Prints based on the invoice due date regardless of when the discount may have been
due.

D Prints the invoice in the appropriate column based on the discount due date.

Purchase Order Reports 83
Copyright 0 2005 Thoroughbred Software International, Inc.



Cash Requirements Report

O Prints only those invoices, which have a discount.

Always Take Discount?

Y Will show an amount due that isless the discount regardlessif the discount dateis
now past.
N Will only show an amount due that is less the discount if the discount due date falls

into one of the columns.

Print Perm, Temp, Hold or All
Y ou have the option of excluding certain vendor types as follows:

P Prints only permanent vendors (vendor type = blank).
T Prints only temporary vendors (vendor type=T).

H Prints only vendors who are on hold (vendor type = H).
A Prints al vendors regardiess of vendor type.

Print Phone and Contact?
Y Prints the vendor's main phone number and contact name on the report.

N Does not print phone number and contact.

Print Summary Only?
Y Prints one line per vendor, with atotal for each aging column. No detail is printed.

N Prints the invoice detail, followed by the totals.
Include Credit Invoices?
Y ou have the option of including credit balance invoices on the report. One reason for not

including credit balance invoicesis that they may reduce the total amount of cash required,
especialy if vendors have atotal credit balance.

Y All invoices within the selected range will be printed regardless of balance.

N Only invoices with a positive balance will be printed.

Cash Requirement Date Period 1/2/3

A total of three dates may be entered indicating the dates you may wish to print checks for.
The system will automatically cal culate dates based on the aging categories entered in
Accounts Payable Parameter Maintenance, but you are encouraged to change these.

Print Selected Vendors Only?
You will only be asked this question if you are printing the report sorted by vendor code.

Y Displays aview and allows you to select individual vendorsto print on the report.
N Allows you to enter arange of vendorsto print.

If you select N, or elect to print the report sorted by posting code, the system prompts:
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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. For sample reports, please
refer to the Solution-1V Reports Booklet. When the report is finished, you will be returned
automatically to the Monthly Reports Menu.
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Returns by Reason Report

Returns by Reason Report

Introduction

Thisreport details al returns sorted by return reason code.

How to Execute

From the Monthly Reports Menu, select option 3, Returns by Reason Report.

w. Returns By Reaszon Report

é]nh!gi:" Lightspeed Distributors (DEM) 1040797 TO
Date Optians Selected Reasons

Starting Date

Ending Date  [12/31/99
Detail Options

Print surnrmary only?

Print Selected Reasons Only?

From Feasan  |BROKEN
ToReason WRONG

Description of Fields

Starting Date

Ending Date

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

Print summary only?
Y Prints only the purchase order header information and the dollar amount returned.

N Prints the purchase order header information and the actual item that was returned,
with quantity and dollar amounts.

Print Selected Reasons Only?

Y Displaysaview and allows you to select individua reason codesto print on the
report.
N Allows you to enter arange of reasonsto print.

If you select N, the system prompts:

From Reason

To Reason

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

03/ 31/ 00 06: 28 PM Returns by Reason Report Term TO
Li ght speed Distributors (DEM Page: 1
PO Nunber Vendor Nane PO Date Pronised Required
Line 1tem Code I'tem Description UOM Qy Odered Qy Returned Price Ext ensi on

Reason: BROKEN Broken item

0006 PEDAL Pedal Manufacturers of Anerica 03/01/00 03/04/00
1 TAPE Handl ebar Tape EA 25. 0000 5. 0000 2.0000 10. 00
2 W24 Al umi num Weel - 24" EA 20. 0000 4.0000 15. 0000 60. 00
3 W26 Al umi num Weel - 26" EA 20. 0000 0. 0000 0. 0000 0.00
4 si124 Schwoosh - 10 speed - 24" EA 2.0000 2.0000 200. 0000 400. 00
5 S126 Schwoosh - 10 speed - 26" EA 2.0000 2.0000 200. 0000 400. 00
Return Total : 870. 00

Report Total: 870. 00
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Expected Delivery Report

Expected Delivery Report

Introduction

Thisreport shows all expected deliveries. Sinceitem weight and size may be included on the
report, it may be valuable when all ocating warehouse space.

How to Execute
From the Monthly Reports Menu, select option 4, Expected Delivery Report.

e Y

Lightspesd Distributors [DEM) |z TO

Son Ophions Selactad Puchasa Oadaims
11 Purchase Order J)8om Code
21'Wendor Cocls 4] 'Wershou s

EntmrSotOpaon ([l
Dt Dl

Stamng Dele  |mAcss
Endng Cisfe  [(Fuo52

Dxdall Oprians
Frint cost infcmeion ¥ [m
Frintweight 4 dimarsion=T  [i
Fiinl suminan kT W

Print Selecied Piecords Only?  [r
Frizes Ciceddés |C001
Tofode [wiE

Sort Options

Enter Sort Option
1. Purchase Order: Prints the report sorted by purchase order number.

2. Vendor Code: Prints the report sorted by vendor/purchase order
number.
3. Item Code: Prints the report sorted by item/purchase order number.

4. Warehouse Code:  Printsthe report sorted by warehouse/purchase order
number.

Detail Options

Starting Date
Ending Date
Enter the first and last datesin the range to print, or press Enter twice to select all dates.

Print cost information?

Y Prints item cost information.
N Omits cost information.
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Sample Report

Purchase Order

Print weight and dimensions?
Y Prints the weight and dimensions of each item, if known.

N Does not print the weight or dimensions.

Print summary only?
Y Prints one line per purchase order.

N Prints the line detail information for each purchase order.
Print Selected Records Only?

You will only be asked this question if you are printing the report sorted by purchase order
number.

Y Displays aview and allows you to select individual purchase ordersto print on the
report.
N Allows you to enter arange of purchase ordersto print.

If you select N, or sort 2-4, 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 to select all codes.

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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Expected Delivery Report

03/31/00 06: 28 PM Expected Delivery Report Term TO
Li ght speed Distributors (DEM Page: 1
Sort by Purchase Order
PO Nunber Vendor Nane PO Date Promi sed Required
Li ne |Item Code I tem Description UOM Qy Expected O dered
0006 PEDAL Pedal Manufacturers of Anerica 03/ 01/ 00 03/04/00
1 TAPE Handl ebar Tape EA 5. 0000 25. 0000
Bin: C130
2 W24 Al um num Weel - 24" EA 4. 0000 20. 0000
Bin: C200
3 W26 Al umi num Weel - 26" EA 20. 0000 20. 0000
Bin: C210
4 S124 Schwoosh - 10 speed - 24" EA 2. 0000 2. 0000
Bin: C320
5 S126 Schwoosh - 10 speed - 26" EA 2. 0000 2. 0000
Bin: C330
0007 A002 Auto & Bike Parts - East 03/01/00 03/03/00
1 F100 Generic Frane EA 10. 0000 10. 0000
Bi n: N150
2 F124 24" Custom Bi ke Frane EA 10. 0000 10. 0000
Bi n: N155
3 F126 26" Custom Bi ke Frane EA 10. 0000 10. 0000
Bi n: N160
4 HVR92 Hand Made Super Bike EA 3. 0000 3. 0000
Bi n: N300
5 DRL7 Titanium Derailer - 7 oz. EA 10. 0000 10. 0000
Bin: N125
6 K124 Wiz Bang Custom Bike Kit - 24" EA 5. 0000 5. 0000
Bi n: N350
7 K126 Wi z Bang Custom Bi ke Kit - 26" EA 5. 0000 5. 0000
Bi n: N360
8 R100 Rai nbow Rascal s Tricycle EA 15. 0000 15. 0000
Bin: N310
9 S124 Schwoosh - 10 speed - 24" EA 10. 0000 10. 0000
Bi n: N320
10 S125 Schwoosh - 10 speed - 25" EA 10. 0000 10. 0000
Bi n: N325
11 S126 Schwoosh - 10 speed - 26" EA 10. 0000 10. 0000
Bi n: N330
0008 A003 Auto & Bike Parts - West 03/01/ 00 03/03/00
1 F100 Generic Frame EA 10. 0000 10. 0000
Bin: C150
2 F124 24" Custom Bi ke Frane EA 10. 0000 10. 0000
Bin: C155
3 F126 26" Custom Bi ke Frane EA 10. 0000 10. 0000
Bin: C160
4 HWR92 Hand Made Super Bike EA 3. 0000 3. 0000
Bi n: C300
5 DRL7 Titanium Derailer - 7 oz. EA 10. 0000 10. 0000
Bin: Cl125
6 K124 Wi z Bang Custom Bi ke Kit - 24" EA 5. 0000 5. 0000
Bi n: C350
7 K126 Wiz Bang Custom Bike Kit - 26" EA 5. 0000 5. 0000
Bin: C360
8 R100 Rai nbow Rascal s Tricycle EA 15. 0000 15. 0000
Bin: C310
9 S124 Schwoosh - 10 speed - 24" EA 10. 0000 10. 0000
Bin: C320
10 S125 Schwoosh - 10 speed - 25" EA 10. 0000 10. 0000
Bin: C325
11 S126 Schwoosh - 10 speed - 26" EA 10. 0000 10. 0000
Bin: C330
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Backorder Fill Report

Introduction

This report can be used to indicate which customer orders can befilled after the receipt of
goods purchased. It can only be used when Solution-1V Order Processing is installed.

How to Execute

From the Monthly Reports Menu, select option 5, Backorder Fill Report.

w. Backorder Fill Report
é]"hlgi:" Lightspeed Distributors (DEM) 10/07/97 TO
Dietail Options Selected Orders

Use order date sequence?

Include completed arders anly?

Print Selected Orders Only?

Frarm Creer (0000000100
To Order 0000000106

Detail Options

Use Order Date Sequence?

Y Backorders are processed starting with the oldest sales order firgt.

N Backorders are processed in sales order number sequence.

Include Complete Orders Only?

Y Includes only those orders that can be completely filled as aresult of the receipt of
these items.

N Includes all backorders.

Print Selected Orders Only?
Y Displays aview and allows you to select individua sales ordersto print on the report.

N Allows you to enter arange of salesordersto print.
If you select N, the system prompts:

From Order

To Order

Enter the first and last sales ordersin the range you wish to print, or press Enter twiceto
select all purchase orders.

Sample Report

After selecting a printed or displayed copy, you will see areport. For sample reports, please
refer to the Solution-1V Reports Booklet. When the report is finished, you will be returned
automatically to the Monthly Reports Menu.
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Vendor Price Performance Report

Introduction

This report details any variances between the purchase or receipt cost and the vendor invoice
cost. You can base the variance on either the purchase order cost or the goods received cost.
Y ou can also restrict the report to show only variances outside of the variance limits
established in the Purchase Order Parameters.

How to Execute

From the Monthly Reports Menu, select option 6, Vendor Price Performance.

w. Yendor Price Performance Report
é]"g‘ Lightspeed Distributors (DEM}) 1040797 TO
Sort Options Print Selected Vendars Only? E

1) vendor Cade 5) Posting Code Fram Code

2) vendor Name B) AP Class 1 To Code

3 Alternate Sort 71 AP Class 2

41 ZIF Code Selected Vendors

Enter Sor Option

Dietail Options
Staring Date  |01/01/90
Ending Date  [12/31/93
From ltem [B1a |
To ltem S |

Base on PO or receipt price? ﬂ

Frintwariance percentage?
Show outside wvariance range only?

Sort Options
Enter Sort Option

1. Vendor Code; Prints all, selected, or arange of vendors, in vendor code
order.

2. Vendor Name: Prints the report in vendor name order.

3. Alternate Sort: Prints the report in alternate sort/vendor code order.

4. Z1P Code: Prints the report in ZIP code/vendor code order.

5. Pogting Code: Prints the report in posting code/vendor code order.

6-7. AP ClassCode:  Printsthe report in class code/vendor code order.

Detail Options
Starting Date

Ending Date
Enter the first and last purchase order dates in the range to print, or press Enter twice to select
all dates.
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From ltem
To ltem
Enter the first and last itemsin the range to print, or press Enter twiceto select all items.

Based on PO or Rcpt price?
P Variance amounts are based on purchase order price vs. invoice price.

R Variance amounts are based on item receipt price vs. invoice price.

Print variance percentage?
Y Prints the variance percentage as well as variance amount.

N Prints only the variance amount.

Show outside var range only?

Y ou may chooseto includein this report only those itemsthat fall outside the variances
established in Purchase Order Parameter Maintenance.

Y Prints only those items outside the variance range given in the parameters.

N Prints al items, even if variance is within the range.

Print Selected Vendors Only?
You will only be asked this question if you are printing the report sorted by vendor code.

Y Displays aview and alows you to select individual vendors to print on the report.
N Allows you to enter arange of vendorsto print.

If you select N, or sort 2-7, 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.

03/31/00 06: 58 PM Vendor Price Performnce Report Term TO
Li ght speed Distributors (DEM Page: 1
Based on Order Price Paramet er Variance: Upper 0.00% - Lower 0. 00%
Sort by Vendor Code
PO Nunber Vendor Nane PO Date Pronised Required Ext ensi on
Line 1tem Code I'tem Description uom Quantity Price Ext ensi on Vari ance
A003
0008 A003 Auto & Bike Parts - West 03/01/00
1 S124 Schwoosh - 10 speed - 24" EA 10. 0000 200. 0000 2,000. 00 Var: 25.00%
12.0000 250. 0000 3,000. 00 1000. 00-

Report Total: 2, 000. 00
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Vendor Delivery Performance Report

Introduction
This report shows those purchase orders received late. Y ou can specify whether to base the
variance on the vendor promised date or your required date.

How to Execute

From the Monthly Reports Menu, select option 7, Vendor Ddlivery Performance Report.

wm Yendor Delivery Performance Report
51"1’ Lightspeed Distributors (DEM}) 1040797 TO
Sort Options Frint Selected Wendars Only?
1) %endor Code 5) Posting Code Fram Code
21 Wendor Name B AP Class 1 To Code
3) Alternate Sort FIAR Class 2
41 ZIF Code Selected Vendors

Enter Sort Optian

Dietail Options
Starting Date  |01/01/90
Ending Date
From ltem (EIiE] |
To ltem w126 [

Base on promised or required date Eﬂ

Sort Options
Enter Sort Option

1. Vendor Code: Prints all, selected, or arange of vendors, in vendor
code order.

2.Vendor Name: Prints the report in vendor name order.

3. Alternate Sort: Prints the report in alternate sort/vendor code order.

4. Z|P Code: Prints the report in ZIP code/vendor code order.

5. Posting Code: Prints the report in posting code/vendor code order.

6-7. AP ClassCode:  Printsthereport in class code/vendor code order.

Detail Options

Starting Date

Ending Date

Enter the first and last purchase order dates in the range to print or press Enter twiceto select
all dates.

From Item
To Item
Enter the first and last itemsin the range to print, or press Enter twiceto select all items.

Solution-IV Accounting 94
Copyright 0 2005 Thoroughbred Software International, Inc.



Vendor Delivery Perfor mance Report

Based on Prom or Reqd Date?
P Délivery variances are based on promised date vs. receipt date.

R Delivery variances are based on required date vs. receipt date.

Print Selected Vendors Only?
You will only be asked this question if you are printing the report sorted by vendor code.

Y Displays aview and allows you to select individual vendors to print on the report.
N Allows you to enter arange of vendorsto print.

If you select N, or sort 2-7, 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 Monthly Reports Menu.
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03/ 31/ 00 06: 30 PM Vendor Delivery Performance Report Term TO
Based on Promni sed Date Li ght speed Distributors (DEM Page: 1
Sort by Vendor Code
PO Nunber Vendor Name PO Date Promi sed Required Days Last Rec
Li ne Item Code I tem Description uom Quantity Price Ext ensi on Var Dat e
A002
0002 A002 Auto & Bike Parts - East 03/ 01/ 00
1 F100 Generic Frame EA 10. 0000 400. 0000 4,000.00 On Time 03/03/00
2 F124 24" Custom Bi ke Frame EA 10. 0000 400. 0000 4,000.00 On Time 03/03/00
3 F126 26" Custom Bi ke Franme EA 10. 0000 400. 0000 4,000.00 On Time 03/03/00
4 HWR92 Hand Made Super Bi ke EA 3. 0000 700. 0000 2,100.00 On Time 03/03/00
5 DRL7 Titanium Derailer - 7 oz. EA 10. 0000 35. 0000 350.00 On Tine 03/03/00
6 K124 Whi z Bang Custom Bike Kit - 24" EA 10. 0000 600. 0000 6,000.00 On Time 03/03/00
7 K126 Whi z Bang Custom Bike Kit - 26" EA 10. 0000 600. 0000 6,000.00 On Time 03/03/00
8 R100 Rai nbow Rascal s Tricycle EA 15. 0000 80. 0000 1,200.00 On Tine 03/03/00
9 S124 Schwoosh - 10 speed - 24" EA 15. 0000 200. 0000 3,000.00 On Time 03/03/00
10 S125 Schwoosh - 10 speed - 25" EA 15. 0000 200. 0000 3,000.00 On Time 03/03/00
11 S126 Schwoosh - 10 speed - 26" EA 15. 0000 200. 0000 3,000.00 On Time 03/03/00
Order Total: 36, 650. 00
A003
0005 A003 Auto & Bike Parts - West 03/01/00
1 F100 Generic Frame EA 10. 0000 400. 0000 4,000.00 On Time 03/03/00
2 F124 24" Custom Bi ke Frame EA 10. 0000 400. 0000 4,000.00 On Time 03/03/00
3 F126 26" Custom Bi ke Frame EA 10. 0000 400. 0000 4,000.00 On Time 03/03/00
4 HVR92 Hand Made Super Bike EA 3.0000 700. 0000 2,100.00 On Time 03/03/00
5 DRL7 Titanium Derailer - 7 oz. EA 10. 0000 35. 0000 350.00 On Tine 03/03/00
6 K124 Wiz Bang Custom Bike Kit - 24" EA 10. 0000 600. 0000 6,000.00 On Time 03/03/00
7 K126 Wiz Bang Custom Bike Kit - 26" EA 10. 0000 600. 0000 6,000.00 On Time 03/03/00
8 R100 Rai nbow Rascal s Tricycle EA 15. 0000 80. 0000 1,200.00 On Tine 03/03/00
9 S124 Schwoosh - 10 speed - 24" EA 15. 0000 200. 0000 3,000.00 On Time 03/03/00
10 S125 Schwoosh - 10 speed - 25" EA 15. 0000 200. 0000 3,000.00 On Time 03/03/00
11 S126 Schwoosh - 10 speed - 26" EA 15. 0000 200. 0000 3,000.00 On Time 03/03/00
Order Total: 36, 650. 00
GOODYEAR
0001 GOODYEAR  Goodyear Lights & Lanps 03/ 01/ 00
1 B118 Headl anp Bul b EA 100. 0000 0. 1000 On Time 03/03/00
2 Cl18 Headl anp Casi ng EA 100. 0000 1. 0000 On Time 03/03/00
3 E118 Headl anp El ectric El ement EA 100. 0000 3. 5000 On Time 03/03/00
4 H118 Headl anp Assenbly EA 50. 0000 10. 0000 On Tine 03/03/00
5 W18 Headl anp Wres EA 100. 0000 1. 0000 On Tine 03/03/00
Order Total: 1, 060. 00
0004 GOODYEAR  Goodyear Lights & Lanps 03/ 01/ 00
1 B118 Headl anp Bul b EA 100. 0000 0. 1000 10.00 On Time 03/03/00
2 C118 Headl anp Casi ng EA 100. 0000 1. 0000 100.00 On Tine 03/03/00
3 E118 Headl anp El ectric El enent EA 100. 0000 3.5000 350.00 On Tine 03/03/00
4 H118 Headl anp Assenbly EA 50. 0000 10. 0000 500.00 On Tine 03/03/00
5 W18 Headl anp Wres EA 100. 0000 1. 0000 100.00 On Tine 03/03/00
Order Total: 1, 060. 00
PEDAL
0003 PEDAL Pedal Manufacturers of America 03/ 01/ 00
1 TAPE Handl ebar Tape EA 25. 0000 2.0000 50.00 On Time 03/03/00
2 W24 Al umi num Weel - 24" EA 20. 0000 15. 0000 300.00 On Tine 03/03/00
3 W26 Al umi num Weel - 26" EA 20. 0000 15. 0000 300.00 On Tine 03/03/00
Order Total : 650. 00
0006 PEDAL Pedal Manufacturers of America 03/ 01/ 00 03/04/00
1 TAPE Handl ebar Tape EA 25. 0000 2.0000 50. 00 2- 03/ 06/ 00
2 W24 Al umi num Weel - 24" EA 20. 0000 15. 0000 300. 00 2- 03/ 06/ 00
3 S124 Schwoosh - 10 speed - 24" EA 2.0000 200. 0000 400. 00 2- 03/ 06/ 00
4 S126 Schwoosh - 10 speed - 26" EA 2.0000 200. 0000 400. 00 2- 03/ 06/ 00
Order Total: 1, 150. 00
Report Total: 77,220.00
Solution-1V Accounting 96

Copyright 0 2005 Thoroughbred Software International, Inc.



Uninvoiced Receipts Report

Uninvoiced Receipts Report

Introduction

This report shows all purchase orders that have been received but for which the vendor
invoice has not been received. The information in this report can be very useful for estimating
future payables.

How to Execute

Sort Options

Print Options

Purchase Order Reports

From the Monthly Reports Menu, select option 8, Uninvoiced Receipts Report.

. Uninvoiced Receipts Report
Zalilm ) o
™ Lightspeed Distributors (DEM)

Sort Options
1) Purchase Order
21 %endor Code

Enter Sort Option

m./01./90
12431433
Print Selected Orders Only? |N_|

From Code (o001 |
ToCode  [0005 |

10407797 TO

Selected Purchase Orders

Diate Options
Starting Date
Ending Date

Enter Sort Option
1. Purchase Order: Prints the report sorted by purchase order number.
2.Vendor: Prints the report sorted by vendor code/purchase

order number.

Starting Date
Ending Date
Enter the first and last order datesin the range to print, or press Enter twiceto select al dates.

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

Y Displays aview and allows you to select individual purchase ordersto print on the
report.
N Allows you to enter arange of purchase order numbersto print.

If you select N, or sorted by vendor, the system prompts:

From Sort Option

To Sort Option

Enter the first and last orders or vendors in the range you wish to print, or press Enter twice
to select all.
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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 Reports Menu.

03/31/00 06: 31 PM Uni nvoi ced Recei pts Report Term TO
Li ght speed Distributors (DEM Page: 1
PO Nunber Vendor Nane PO Date Pronised Required
Line 1tem Code I'tem Description uom Qy Revd Qy Uninvoiced Price Ext ensi on
0001 GOODYEAR  Goodyear Lights & Lanps 03/ 01/ 00
1 B118 Headl anmp Bul b EA 100. 0000 100. 0000 0. 1000 10. 00
2 Cl18 Headl anp Casi ng EA 100. 0000 100. 0000 1.0000 100. 00
3 EL18 Headl anp El ectric El ement EA 100. 0000 100. 0000 3. 5000 350. 00
4 H118 Headl anmp Assenbl y EA 50. 0000 50. 0000 10. 0000 500. 00
5 W18 Headl amp W res EA 100. 0000 100. 0000 1. 0000 100. 00
Order Total: 1, 060. 00
0002 A002 Auto & Bike Parts - East 03/01/00
1 F100 Generic Frame EA 7.0000 7.0000 400. 0000 2,800. 00
2 Fi124 24" Custom Bi ke Frame EA 7.0000 7.0000 400. 0000 2,800. 00
3 F126 26" Custom Bi ke Frame EA 7.0000 7.0000 400. 0000 2,800. 00
4 HW92 Hand Made Super Bike EA 3.0000 3.0000 700. 0000 2,100. 00
5 DRL7 Titanium Derailer - 7 oz. EA 10. 0000 10. 0000 35. 0000 350. 00
6 Ki24 Wiz Bang Custom Bike Kit - 24" EA 10. 0000 10. 0000 600. 0000 6, 000. 00
7 K126 Wiz Bang Custom Bike Kit - 26" EA 10. 0000 10. 0000 600. 0000 6, 000. 00
8 R100 Rai nbow Rascal s Tricycle EA 15. 0000 15. 0000 80. 0000 1, 200. 00
9 S124 Schwoosh - 10 speed - 24" EA 15. 0000 15. 0000 200. 0000 3, 000. 00
10 sS125 Schwoosh - 10 speed - 25" EA 15. 0000 15. 0000 200. 0000 3, 000. 00
11 S126 Schwoosh - 10 speed - 26" EA 15. 0000 15. 0000 200. 0000 3, 000. 00
Order Total: 33, 050. 00
0003 PEDAL Pedal Manufacturers of Anerica 03/ 01/ 00
1 TAPE Handl ebar Tape EA 25. 0000 25. 0000 2.0000 50. 00
2 W24 Al umi num Weel - 24" EA 20. 0000 20. 0000 15. 0000 300. 00
3 W26 Al umi num Weel - 26" EA 20. 0000 20. 0000 15. 0000 300. 00
Order Total: 650. 00
0004 GOODYEAR  Goodyear Lights & Lanps 03/ 01/ 00
1 B118 Headl anp Bul b EA 100. 0000 100. 0000 0. 1000 10. 00
2 C118 Headl anp Casi ng EA 100. 0000 100. 0000 1. 0000 100. 00
3 E118 Headl anp El ectric El enent EA 100. 0000 100. 0000 3.5000 350. 00
4 H118 Headl anp Assenbly EA 50. 0000 50. 0000 10. 0000 500. 00
5 W18 Headl anp Wres EA 100. 0000 100. 0000 1. 0000 100. 00
Order Total: 1, 060. 00
0005 A003 Auto & Bike Parts - West 03/01/00
1 F100 Generic Frame EA 10. 0000 10. 0000 400. 0000 4,000. 00
2 Fi124 24" Custom Bi ke Frame EA 10. 0000 10. 0000 400. 0000 4,000. 00
3 F126 26" Custom Bi ke Frame EA 10. 0000 10. 0000 400. 0000 4,000. 00
4  HWR92 Hand Made Super Bi ke EA 3.0000 3.0000 700. 0000 2,100. 00
5 DRL7 Titanium Derailer - 7 oz. EA 10. 0000 10. 0000 35. 0000 350. 00
6 K124 Whi z Bang Custom Bike Kit - 24" EA 10. 0000 10. 0000 600. 0000 6, 000. 00
7 K126 Whi z Bang Custom Bike Kit - 26" EA 10. 0000 10. 0000 600. 0000 6, 000. 00
8 R100 Rai nbow Rascal s Tricycle EA 15. 0000 15. 0000 80. 0000 1, 200. 00
9 S124 Schwoosh - 10 speed - 24" EA 15. 0000 15. 0000 200. 0000 3, 000. 00
10 sS125 Schwoosh - 10 speed - 25" EA 15. 0000 15. 0000 200. 0000 3, 000. 00
11 S126 Schwoosh - 10 speed - 26" EA 15. 0000 15. 0000 200. 0000 3, 000. 00
Order Total: 36, 650. 00
0006 PEDAL Pedal Manufacturers of Anerica 03/01/00 03/04/00
1 TAPE Handl ebar Tape EA 20. 0000 20. 0000 2.0000
2 W24 Al umi num Weel - 24" EA 16. 0000 16. 0000 15. 0000
Order Total:
Report Total:
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Transactions not Ordered Report

Introduction

This report shows transactions for which no purchase order was issued. Y ou may report on
receipts, returns, invoices, or al transaction types.

How to Execute
From the Monthly Reports Menu, select option 9, Transactions not Ordered Report.

m Transactions Not Ordered Report

éﬁgﬁ" Lightspeed Distributors (DEM}) 1040797 TO

Sort Options Selected Transactions
1) Transaction Number
21%endor Code

Enter Sort Optian

Diate Options

Starting Date 01/01/90
Endling Date

Detail Optians

Print selected type orall ﬂ

Frint Selected Transactions Only?
From Code

ToCode [mmmm ]

Sort Options

Enter Sort Option
1. Transaction Number:  Printsthe report in transaction number order. Each
transaction type starts on a new page.

2. Vendor: Prints the report in transaction type/vendor
code/transaction number order.

Print Options

Starting Date
Ending Date
Enter the first and last datesin the range to print, or press Enter twiceto select all dates.

Print selected type or All
Y ou may choose to print this report for anindividual transaction type or dl types asfollows:

R Prints receipts only on the report.
T Prints returns only on the report.
I Prints invoice receipts only on the report.

A Prints al transaction types on the report.
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Selected Transactions Only?
You will only be asked this question if you are printing the report sorted in transaction

number order.
Y Displaysaview and allows you to select individual transactions to print on the report.
N Allows you to enter arange of transactionsto print.

If you select N, or sorted by vendor, the system prompts:

From Sort Option

To Sort Option

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

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 Monthly Reports Menu.

03/31/00 07:12 PM Transactions not Ordered Report Term TO
Li ght speed Di stributors (DEM Page: 1
I nvoi ces
Tran Nunber Vendor Nane PO Date Promised Required
Li ne Item Code Item Description uom Quantity Price Ext ensi on
T142812 0000000123 123 Party Supply Qutl et 03/ 31/ 00
1 Bl118 Head| anp Bul b EA 10. 0000 0. 1000 1.00
2 Cl18 Headl anp Casi ng EA 10. 0000 1. 0000 10. 00
3 E118 Headl anp El ectric El enment EA 10. 0000 3. 5000 35. 00
Total : 46. 00
I nvoi ce Total: 46. 00

Solution-1V Accounting 100
Copyright 0 2005 Thoroughbred Software International, Inc.



Purchase Analysis Reports

Purchase Analysis Reports

Introduction

The Purchase Andysis reports show purchase amounts and quantities for each inventory
period (1-13) by various categories. These categories include buyer code, item code, product
code and vendor code aswell as combinations of these groups.

How to Execute

From the Purchase Analysis Reporting Menu, select the desired option from the following

list:
1 Buyer
2. Buyer plus Vendor
3. Buyer plusItem

4-7. ItemClassCodel- 4
8-9. APClassCodel-2

10. Item

11. Item plus VVendor

12. Product Code

13. Product Code plus Vendor
14. Vendor

15. Vendor plus Item

. Purchase Analysis Reports

5]"“!’5[;" Lightspeed Distributors (DEM) 10407797 TO
Dietail Options
Frint purchase amounts?

Print purchase quantities?
Sort by quantity or amaount -
Ascending or descending [D |~ ||

Frint Selected vears QOnly?
From Year

To Year EEN

Selected wears

N N )

Sort Range
From | |
To |zzzzzz |
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Print Options

Print Purchase Amounts?
Y Prints purchase dollar amounts on the report.

N Omits purchase dollar amounts.
Print Quantities?
Y Prints unit quantities purchased on the report.

N Omits unit quantities.

Sort by Qty or Purchase Amount?
Q Sorts report by quantity purchased.

P Sorts report based on purchase amount.

N Does not sort report in this manner.

Ascending or Descending
A Sorts report in ascending order if you chose Q or P above.

D Sorts report in descending order if you chose Q or P above.

Print Selected Years Only?

Y Allows you to select individual years for which to print purchase analysis on this
report.
N Allows you to enter arange of yearsto print.

If you select N, the system prompts:

From Year

To Year

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

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 Purchase Analysis
Reporting Menu.

Vendor A002 2000
Quantity:
Pur chases:

Vendor A003 2000
Quantity:
Pur chases:

Quantity:
Pur chases:

Vendor PEDAL 2000
Quantity:
Pur chases:

Report Tot al
Pur chases:

03/31/00 07: 08 PM

Vendor GOODYEAR 2000

PO Purchase Anal ysis Term TO
Li ght speed Distributors (DEM Page: 1
Jan Feb Mar Apr May Jun Jul Aug Sep Cct Nov Dec
0 0 114 0 0 0 0 0 0 0 0 0
0 0 33050 0 0 0 0 0 0 0 0 0
0 0 123 140 0 0 0 0 0 0 0 0
0 0 36650 26296 0 0 0 0 0 0 0 0
0 0 900 0 0 0 0 0 0 0 0 0
0 0 2120 0 0 0 0 0 0 0 0 0
0 0 114 13 0 0 0 0 0 0 0 0
0 0 1800 870 0 0 0 0 0 0 0 0
0 0 73620 25426 0 0 0 0 0 0 0 0
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03/31/00 07:08 PM PO Purchase Analysis Term TO
Li ght speed Distributors (DEM Page: 1
Descendi ng sort by Anount
Total % of Report Total
Jan Feb Mar Apr May Jun Jul Aug Sep Cct Nov Dec

I'tem K124 2000 15000

Quantity: 0 0 20 5 0 0 0 0 0 0 0 0

Pur chases: 0 0 12000 3000 0 0 0 0 0 0 0 0
I'tem K126 2000 15000

Quantity: 0 20 5 0 0 0 0 0 0 0 0

Pur chases: 0 0 12000 3000 0 0 0 0 0 0 0 0
I'tem F124 2000 12200

Quantity: 0 0 17 12 0 0 0 0 0 0 0 0

Pur chases: 0 0 6800 5400 0 0 0 0 0 0 0 0
I'tem F126 2000 10800

Quantity: 0 0 17 10 0 0 0 0 0 0 0 0

Pur chases: 0 0 6800 4000 0 0 0 0 0 0 0 0
I'tem F100 2000 10200

Quantity: 0 0 17 8 0 0 0 0 0 0 0 0

Pur chases: 0 0 6800 3400 0 0 0 0 0 0 0 0
I'tem S124 2000 8000

Quantity: 0 0 32 8 0 0 0 0 0 0 0 0

Pur chases: 0 0 6400 1600 0 0 0 0 0 0 0 0
I'tem S125 2000 8000

Quantity: 0 0 30 10 0 0 0 0 0 0 0 0

Pur chases: 0 0 6000 2000 0 0 0 0 0 0 0 0
I'tem S126 2000 8000

Quantity: 0 0 32 8 0 0 0 0 0 0 0 0

Pur chases: 0 0 6400 1600 0 0 0 0 0 0 0 0
I'tem HV292 2000 4200

Quantity: 0 0 6 0 0 0 0 0 0 0 0 0

Pur chases: 0 0 4200 0 0 0 0 0 0 0 0 0
I'tem R100 2000 3600

Quantity: 0 0 30 15 0 0 0 0 0 0 0 0

Pur chases: 0 0 2400 1200 0 0 0 0 0 0 0 0
I'tem H118 2000 1250

Quantity: 0 0 100 25 0 0 0 0 0 0 0 0

Pur chases: 0 0 1000 250 0 0 0 0 0 0 0 0
I'tem E118 2000 735

Quantity: 0 0 200 10 0 0 0 0 0 0 0 0

Pur chases: 0 0 700 35 0 0 0 0 0 0 0 0
I'tem DRL7 2000 700

Quantity: 0 0 20 0 0 0 0 0 0 0 0 0

Pur chases: 0 0 700 0 0 0 0 0 0 0 0 0
I'tem WL24 2000 540

Quantity: 0 0 40 4- 0 0 0 0 0 0 0 0

Pur chases: 0 0 600 60- 0 0 0 0 0 0 0 0
I'tem WL26 2000 300

Quantity: 0 0 20 0 0 0 0 0 0 0 0 0

Pur chases: 0 0 300 0 0 0 0 0 0 0 0 0
Item C118 2000 210

Quantity: 0 0 200 10 0 0 0 0 0 0 0 0

Pur chases: 0 0 200 10 0 0 0 0 0 0 0 0
Item WL18 2000 200

Quantity: 0 0 200 0 0 0 0 0 0 0 0 0

Pur chases: 0 0 200 0 0 0 0 0 0 0 0 0
I'tem TAPE 2000 90

Quantity: 0 0 50 5- 0 0 0 0 0 0 0 0

Pur chases: 0 0 100 10- 0 0 0 0 0 0 0 0
I'tem B118 2000 21

Quantity: 0 0 200 10 0 0 0 0 0 0 0 0

Pur chases: 0 0 20 1 0 0 0 0 0 0 0 0
Report Total

Pur chases: 0 0 73620 25426 0 0 0 0 0 0 0 0
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Summary Purchase Analysis Report Sorted by Vendor

Introduction

The Summary Purchase Analysis reports summarize orders, receipts, returns, invoices, and
performance variances by vendor code, item code and combinations of vendor plus item and
item plus vendor. The summary includes the last transactions, month-to-date totals and
year-to-date totals.

How to Execute

From the Purchase Analysis Reporting Menu, select the desired option from the following

list:

16. Vendor

17. Vendor plus Item

18. Item

19. Item plus VVendor

w. Summary Purchase Analysiz Report [¥) [ ]

é]"h!gi:" Lightspeed Distributors {(DEM} 10/07/37 TO
Detail Optians Selected Vendars

Show purchase order information?
Show receipt information?
Show return infarmation?
Show invoice information?
Show wvariance information?

Frint Selected Yendors Only?

Fram Yendor (0000000123
TaoYendor ~“DEFAULT™

Detail Options

Show Purchase Order Information?
Y ou have the option of printing summary information including last purchase order number
and date, and month-to-date and year-to-date summaries as follows:

Y Prints summary purchase order information on the report.
N Does not print summary purchase order information on the report.
Show Receipt Information?

Y ou have the option of printing summary information including last receipt number and date,
and month-to-date and year-to-date receipt summaries as follows:

Y Prints summary receipt information on the report.
N Does not print summary receipt information on the report.
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Show Return Information?
Y ou have the option of printing summary information including last return number and date,
and month-to-date and year-to-date return summaries as follows:

Y Prints summary return information on the report.
N Does not print summary return information on the report.

Show Invoice Information?
Y ou have the option of printing summary information including last invoice number and date,
and month-to-date and year-to-date invoi ce summaries as follows:

Y Prints summary invoice information on the report.
N Does not print summary invoice information on the report.

Show Variance Information?
Y ou have the option of printing summary information including receipt date variances, price
variances, and cost variances as follows:

Y Prints summary variance information.
N Does not print summary variance information.

Print Selected Vendors Only?
Y Displays aview and allows you to select individual vendors to print on the report.

N Allows you to enter arange of vendorsto print.
If you select N, 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 Report

After selecting a printed or displayed copy, you will see areport. For sample reports, please
refer to the Solution-1V Reports Booklet. When the report is finished, you will be returned
automatically to the Purchase Analysis Reporting Menu.
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Summary Purchase Analysis Report Sorted by Vendor Plus ltem

Introduction

The Summary Purchase Analysis reports summarize orders, receipts, returns, invoices, and
performance variances by vendor code, item code and combinations of vendor plus item and
item plus vendor. The summary includes the last transactions, month-to-date totals and
year-to-date totals.

How to Execute

From the Purchase Analysis Reporting Menu, select the desired option from the following

list:
16. Vendor
17. Vendor plus Item
18. Item
19. Item plus VVendor
w. Summary Purchasze Analysiz Report [V+l) E
é]uhlgi:" Lightspeed Distributors (DEM) 10/07/57 TO
Detail Options Yendors Selected ltems

TaoYendor

Frint Selected
From ltem
Toltem

Show purchase order information?
Show receipt information?
Show return infarmation?
Show invoice information?
Show wvariance information?

Frint Selected Yendors Only?

From %endor |0000000123

lterms Cinly? |N_|
[e11e |
[w26 |

Detail Options

Show Purchase Order Information?
Y ou have the option of printing summary information including last purchase order number
and date, and month-to-date and year-to-date summaries as follows:

Y Prints summary purchase order information on the report.

N Does not print summary purchase order information on the report.

Show Receipt Information?
Y ou have the option of printing summary information including last receipt number and date,
and month-to-date and year-to-date receipt summaries as follows:

Y Prints summary receipt information on the report.

N Does not print summary receipt information on the report.
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Show Return Information?
Y ou have the option of printing summary information including last return number and date,
and month-to-date and year-to-date return summaries as follows:

Y Prints summary return information on the report.

N Does not print summary return information on the report.

Show Invoice Information?

Y ou have the option of printing summary information including last invoice number and date,
and month-to-date and year-to-date invoice summaries as follows:

Y Prints summary invoice information on the report.

N Does not print summary invoice information on the report.

Show Variance Information?

Y ou have the option of printing summary information including receipt date variances, price
variances, and cost variances as follows:

Y Prints summary variance information.

N Does not print summary variance information.

Print Selected Vendors Only?
Y Displays aview and allows you to select individual vendors to print on the report.

N Allows you to enter arange of vendorsto print.
If you select N, 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.

Print Selected Items Only?
Y Displays aview and allows you to select individua itemsto print on the report.

N Allows you to enter arange of itemsto print.
If you select N, 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. For sample reports, please
refer to the Solution-1V Reports Booklet. When the report is finished, you will be returned
automatically to the Purchase Analysis Reporting Menu.
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Summary Purchase Analysis Report Sorted by Item

Introduction

The Summary Purchase Analysis reports summarize orders, receipts, returns, invoices, and
performance variances by vendor code, item code and combinations of vendor plus item and
item plus vendor. The summary includes the last transactions, month-to-date totals and
year-to-date totals.

How to Execute

From the Purchase Analysis Reporting Menu, select the desired option from the following

list:
16. Vendor
17. Vendor plus Item
18. Item
19. Item plus VVendor
W Summary Purchasze Analysiz Report [1]
éﬁgi:" Lightspeed Distributors (DEM) 10/07/47 TO
Detail Options Selected ltems

Show purchase order information?
Show receipt information?
Show return information?
Show invoice information?
Show wvariance infarmation?

Print Selected tems Only? |N_|
Fromltem [B118 |
Toltem  [w126 |

Detail Options

Show Purchase Order Information?
Y ou have the option of printing summary information including last purchase order number
and date, and month-to-date and year-to-date summaries as follows:

Y Prints summary purchase order information on the report.
N Does not print summary purchase order information on the report.
Show Receipt Information?

Y ou have the option of printing summary information including last receipt number and date,
and month-to-date and year-to-date receipt summaries as follows:

Y Prints summary receipt information on the report.
N Does not print summary receipt information on the report.
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Show Return Information?
Y ou have the option of printing summary information including last return number and date,
and month-to-date and year-to-date return summaries as follows:

Y Prints summary return information on the report.
N Does not print summary return information on the report.

Show Invoice Information?
Y ou have the option of printing summary information including last invoice number and date,
and month-to-date and year-to-date invoi ce summaries as follows:

Y Prints summary invoice information on the report.
N Does not print summary invoice information on the report.

Show Variance Information?
Y ou have the option of printing summary information including receipt date variances, price
variances, and cost variances as follows:

Y Prints summary variance information.
N Does not print summary variance information.

Print Selected Items Only?
Y Displays aview and allows you to select individual itemsto print on the report.

N Allows you to enter arange of itemsto print.
If you select N, 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 Report

After selecting a printed or displayed copy, you will see areport. For sample reports, please
refer to the Solution-1V Reports Booklet. When the report is finished, you will be returned
automatically to the Purchase Analysis Reporting Menu.
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Summary Purchase Analysis Report Sorted by Item Plus Vendor

Introduction

The Summary Purchase Analysis reports summarize orders, receipts, returns, invoices, and
performance variances by vendor code, item code and combinations of vendor plus item and
item plus vendor. The summary includes the last transactions, month-to-date totals and
year-to-date totals.

How to Execute

From the Purchase Analysis Reporting Menu, select the desired option from the following

list:
16. Vendor
17. Vendor plus Item
18. Item
19. Item plus VVendor
w. Summary Purchasze Analysiz Report [1+V) E
é]nhlgl:" Lightspeed Distributors (DEM) 10/07/57 TO
Detail Optians Selected ltems Yendars

Show purchase order information?
Show receipt information?
Show return infarmation?
Show invoice information?
Show variance information?

Print Selected tems Onky? |N_|
Fromltem [B118 |
Tolterm  [w126 |

Print Selected Vendors Only?

Fram Yendor (0000000123
To Vendor

Detail Options

Show Purchase Order Information?
Y ou have the option of printing summary information including last purchase order number
and date, and month-to-date and year-to-date summaries as follows:

Y Prints summary purchase order information on the report.
N Does not print summary purchase order information on the report.
Show Receipt Information?

Y ou have the option of printing summary information including last receipt number and date,
and month-to-date and year-to-date receipt summaries as follows:

Y Prints summary receipt information on the report.
N Does not print summary receipt information on the report.
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Show Return Information?

Y ou have the option of printing summary information including last return number and date,
and month-to-date and year-to-date return summaries as follows:

Y Prints summary return information on the report.

N Does not print summary return information on the report.

Show Invoice Information?

Y ou have the option of printing summary information including last invoice number and date,
and month-to-date and year-to-date invoice summaries as follows:

Y Prints summary invoice information on the report.

N Does not print summary invoice information on the report.

Show Variance Information?

Y ou have the option of printing summary information including receipt date variances, price
variances, and cost variances as follows:

Y Prints summary variance information.

N Does not print summary variance information.

Print Selected Items Only?
Y Displays aview and allows you to select individual itemsto print on the report.

N Allows you to enter arange of itemsto print.
If you select N, 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.

Print Selected Vendors Only?
Y Displays aview and allows you to select individual vendors to print on the report.

N Allows you to enter arange of vendorsto print.
If you select N, 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. For sample reports, please
refer to the Solution-1V Reports Booklet. When the report is finished, you will be returned
automatically to the Purchase Analysis Reporting Menu.
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Rebuild Purchase Analysis File

Rebuild Purchase Analysis File

Introduction

Although the purchase analysis summary file is kept up to date during the month as orders
and transactions are updated, it may be necessary from time to time to run this option and
rebuild the purchase analysisfile. You will aso need to use this option if you add a purchase
analysissort.

Aswith any update affecting large amounts of data, it is very important that you make a
backup befor e using this option.

How to Execute

From the Purchase Analysis Reporting Menu, select option 20, Rebuild Analysis Sort File.

Description of Fields
Do you want to continue with the update? Yes No
Y Rebuilds the purchase anaysisfiles.

N Returns to the Purchase Analysis Reporting Menu without running the rebuild.

Now processing: Transaction Number
Y ou will see this message displayed on the screen while the analysisfiles are being rebuilt.

Exit the Screen

When the rebuild processis finished, you will be returned automatically to the Purchase
Analysis Reporting Menu.
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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

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 al month-to-date buckets throughout the Purchase Order system, such
asin the reason codefile.

» Recalculates the on-purchase order amountsin the item and 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 Purchase Order Main Menu, select option 15, Period End Update.

é]nh!gi:" Lightspeed Distributors (DEM) 10407457 TO

The following reports should be run before continuing:
Open Order Feport
Cash Requirements Report
Backorder Fill Report

Hawe these reports been printed?

Do you hawve a current backup?

Description of Fields

Have these reports been printed?
The following reports should be printed before processing period end because data may be
cleared from thesefiles:

» Open Order Report

» Cash Requirements Report
» Backorder Fill Report
>

Transactions not Ordered Report

If you have printed your final copy of these reports, answer Y.
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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 answer Y to both of the above questions, the system will display the following screen;
otherwise you will be returned to the Purchase Order Main Menu.

wm PO Period End Update - 2 | x|
é]nh!gl:" Lightspeed Distributors (DEM}) 10/07/97 TO

Twpe of Period End Frocessing

Month-end processing only?

konth and yearend processing?

If not running full period end.
Only recalculate on-PO amounts?
Only remove completed orders?
Must orders be invoiced?
Only remove deleted orders?
After order date

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

Description of Fields

=[<[=[<

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

Y Runs month-end processing, completing all functions described in the introduction.

N Skips month-end.

Important: Month end processing should 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.

» Rallsthe year-to-date figuresinto the last year buckets.

Y Runs month-end and year-end processing.
N Skips year-end processing.

All the warnings that apply to month-end processing apply to year-end processing as well.
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Recalculate on-purchase order amounts?

Y ou have the option of recal culating the quantity on-purchase order in the inventory
masterfile during the Period End Update. It is recommended that this be done every month.
This step is done automatically as part of month-end processing.

Y Recal culates the on-purchase order amounts in the inventory masterfile.

N Retains the existing on-purchase order amounts.

Remove transactions not ordered data?

Y Removes transactions which had no purchase order number from the transactions not
ordered file.
N L eaves the transactions not ordered file intact.

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

N Retains filled orders in the open order file.

Remove deleted orders?

Y Removes orders that were deleted, but retained in the order file, based on the date
entered below.
N Does not remove deleted orders from the order file.

After Order Date
Enter the cutoff date for removing deleted orders. Deleted orders with an order date after the
cutoff date will be retained in the order file.

Clear historical transactions?

Every transaction in the system is saved to a combination of historical transaction files. This
is done so that events can be recreated (with effort), if necessary, aswell asfor printing the
analysis reports. As you might imagine, however, thisfile can get rather large, rather fast. We
therefore give you the option of clearing these files periodically.

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?
This feature will copy atransaction to be deleted to a separate file before deleting it from the
standard history file.

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 Copiestransactionsto a separate file.
N Removes the transactions permanently.
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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 automatically to the Purchase Order Main
Menu.
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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 Accounting.

How to Execute

From the Purchase Order Main Menu, select option 16, Status Change Updeate.

é]nhlgfm Lightspeed Distributors (DEM) 10/07/87 TO |

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

Procedures for Status Change

The Status Change Update works as follows:

1 Makes sure the entry files are empty and that no one elseis using the system (any
company, any application).

2. Buildsalist of all records that are marked to be changed or deleted (status= C or D).

3. Oncethelistisbuilt, it checks al of the records to 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 open
purchase orders, but may exist on recordsin the history file.

4. It then checks the records to be changed and ensures that the “change to” is not going
to be changed to something el se 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

N

6.

Exit the Screen

Completes the status changes as indicated on the report in the order below.

Does not do the update and returns to the Purchase Order Main Menu.

The requested changes are performed.

The requested deletes are performed.

The history files are 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 isset to C.

When the Status Change Update is finished, you will be returned automeatically to the
Purchase Order Main Menu.

Period End Processing
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9 Appendices

The following pages contain supplementa information, which is helpful to the understanding
of Solution-IV Purchase Order.

A. Purchase Order Messages
B. Understanding the Accounting Theory Behind Purchase Order

C. What to do with all the Paper Generated

D. Glossary
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Purchase Order Messages

Appendices

Most messages that you will encounter when using the Solution -IV Purchase Order 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:

>

vV Vv Vv VY VY V V

Backorder Fill Report

Buyer Verification Report

Goods Returned Entry

Item Receipts Entry

Purchase Order Creation

Purchase Order Entry

Purchase Order Parameters Maintenance

Vendor Invoice Entry
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Backorder Fill Report

Order Processing System not implemented

If you are not using Solution-IV Order Processing, the Backorder Fill Report does not have
any use, becauseit tells you what Order Processing backorders can befilled as aresult of
recent purchase order receipts.

Buyer Verification Entry

Buyer Codes are not in use
You will get this messageif your Purchase Order Parameters indicate that you are not using
buyers. If you wish to use buyers, change the parameters. If not, this option is not necessary.

Buyer purchase limit exceeded

The buyer has exceeded his limit for verifying orders. If a“W” was entered at the “ Use
Buyer” question in the parameters, you may continue verifying the order. Otherwise, the limit
must be increased, another buyer must verify the order, or some of this buyer's orders must be
received.

Lines in blanket orders can't be altered
Y ou cannot modify a blanket order during Goods Returned Entry, Item Receipts Entry or
Vendor Invoice Entry. All modifications need to be done through Purchase Order Entry.

Order already verified by x

Another buyer already verified the order. It is not necessary to verify it again.
Goods Returned Entry

Record has line without required lot/serial number

Y ou must have alot or serial number assigned to alot/serial number type item.
Item Receipts Entry

Adding new lines is not allowed
Y our parametersindicate that you may not add new lines to a purchase order during Item
Receipts Entry or Vendor Invoice Entry.

Lines in blanket orders can't be altered
Y ou cannot modify a blanket order during Goods Returned Entry, Item Receipt Entry, or
Vendor Invoice Entry. All modifications need to be done through Purchase Order Entry.

Purchase Order has previously been received in full
This order has been completely received. Y ou may not receive it again.

Record has line without required lot/serial number
Y ou must have alot or serial number assigned to alot/serial number type item.

Purchase Order Creation

No purchase orders to create
Y ou may get this message for one of two reasons:

1. Y ou need to run Automatic Reorder Selection.

2. There are actually no items that need to be reordered at this point.
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Purchase Order Entry

Order X exists, copy not allowed
You aretrying to copy an order to an order number that already exists, which is not allowed.
Select another “ copy-to” purchase order number.

Purchase of make-only items is not allowed

Y our parametersindicate that make-only items may not be received directly. Y ou may
receive only the components that make up the make-only item. A make-only itemis any item
that has a number of production days greater than zero.

The F8 key is required when adding orders

Y our parametersindicate that you must use the F8 key when entering new orders. Y ou may
only enter a purchase order number to edit an existing purchase order.

Parameters Maintenance

Existing PO's may be unreadable. Accept? Yes No

You will receive this message if you change the format of your purchase order numbers. We
recommend that you do not do thisif you have any open purchase orders as you may not be
able to access them.

Y Accepts the change in the purchase order format. Open purchase orders may not be
accessible.
N Changes the format back to the way it was.

Vendor Invoice Entry

Adding new lines is not allowed
Y our parametersindicate that you may not add new lines to a purchase order during Item
Receipts Entry or Vendor Invoice Entry.

Automatic AP Invoice Generation not configured
Y our parametersindicate that you do not wish to post invoices to Accounts Payable.

Can't find AP Invoice files
The Accounts Payable files cannot be found for this company. See your system administrator
and have him create the Accounts Payabl e files for this company.

Lines in blanket order can't be altered
Y ou cannot modify a blanket order during Goods Returned Entry, Item Receipts Entry, or
Vendor Invoice Entry. All modifications need to be done through Purchase Order Entry.

Record has line without required lot/serial number
You must have alot or serial number assigned to alot/serial number typeitem.
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Understanding the Accounting
Theory Behind Purchase Order

Definition

Y ou can use the Solution-1V Purchase Order package without understanding accounting, but
you may find the following concepts helpful in understanding what the system is doing.

A purchase order management system gives you the information you need to manage the
purchase of inventory aswell as supply stocks. Solution-1VV Purchase Order isintegrated with
both Solution-1V Accounts Payable and Inventory Control to streamline inventory and
payables postings while simultaneoudly helping make better purchasing decisions and
tracking open purchase orders. If you are using Solution-1VV Order Processing, areport may
be printed showing backordered items that may befilled as aresult of recent receipts.

A variety of reports may be printed showing you open purchase orders, expected deliveries,
items received but not invoiced, and vendor price and delivery performance. Purchase
Analysis Reports are available showing purchase history by buyer, item class code, AP class
code, item, product, and vendor.

Accounting Components

Every company's financia picture is made up of the following basic elements:

» Assats - 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 isworth.
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

Cash vs. Accrual

Appendices

There are two acceptable ways of keeping your accounting records.
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» Under an accrual method of accounting, revenue is recorded into the General
Ledger whenever you make a sale, not when you actually receive payment;
expenses are recorded when you receive the invoice, not when you write the
check. 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

Debits & Credits

In the simplest of terms, every account has a debit side and a credit side. If total debitsare
more than total credits, the account has a debit balance. If total credits are more than total
debits, the account has a credit balance. Each account has anormal debit or credit balance.
The table on the following page demonstrates what happens with each basic component.

Pluses & Minuses

Postings

Appendices

companies operate under an accrual basis.

If you operate under a cash basis, you do not actually record the revenuein the
General Ledger until the payment is received and the expenses are not recorded
until you write the check. In general, only very small companies operate under a

cash basis.

Debits and credits cause some confusion when thought of as pluses and minuses. In general,
in the General Ledger, debits are entered as positive numbers and credits are entered as
negative numbers. This may be confusing because revenueis a credit account (see the
following table) which means the amounts posted to it are usualy negative numbers. We
have tried to eliminate this confusion in the Purchase Order package by doing the debits and
credits (pluses and minuses) for you.

While in Solution-1V Purchase Order, you will have to enter very few negative numbers. If
you enter areturn, use the Goods Returned Entry function and enter all numbers as positive
numbers. The system will automatically do the conversion to negative numbers.

Account
Asset
Liability
Equity
Revenue

Expense

type Normal balance Debits
Debit Increase Balance
Credit Decrease Balance
Credit Decrease Balance
Credit Decrease Balance
Debit Increase Balance

Credits

Decrease Balance

Increase Balance

Increase Balance

Increase Balance

Decrease Balance

The basis of double entry accounting, which Solution-1V uses, requires that every entry be
composed of two entries adebit and acredit. The chart at the end of this section showsthe

actual postings made by Purchase Order to General Ledger.
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Y ours posting to General Ledger can get even more sophisticated by posting to General
Ledger by warehouse. If you have separate warehouses and wish to track your inventory,
sales, cost of sales, etc. by warehouse, you have that option. See the example below to
understand how it works:

If your General Ledger accounts are set up as xxx-xx where the second segment represents
the location, you might have the following accounts:

120-00 Inventory - New Jersey
120-01 Inventory - California
230-00 Purchases - New Jersey
230-01 Purchases - Cdifornia

In this simple case, you would define only one product code in Inventory Control for your
inventory, with 120-00 for the inventory account, and 230-00 for the purchases account. Next,
define the warehouse codes; one for New Jersey, with alocation code of 00, and a second for
Cdiforniawith alocation code of 01.

When you receive $100 item into your New Jersey warehouse, the posting would be as

follows:

120-00 Inventory - New Jersey $100.00

230-00 Purchases - New Jersey $100.00
If you were to receive the same item into the California warehouse, the posting would appear
asfollows:

120-01 Inventory - Cadifornia $100.00

230-01 Purchases - California $100.00

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.

In Solution-1V Purchase Order, the Uninvoiced Recelpts Report can be considered to be a
subsidiary ledger because it contains the details of what you have in inventory that has not yet
been invoiced. The report total should match the sum of the purchases accountsin the
General Ledger. The supporting documents for the Inventory Valuation Report (Order
Processing Sales Journals, Purchase Order, and Inventory Transaction registers) are also
considered to be subsidiary ledgers because they can be used to substantiate the numbers on
the Valuation Report.
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General Ledger Accounts Used

Account Type

Asset

Liability

Cost of Sales

Expenses

Typeof Entry Account

Item Receipts Entry Inventory
Purchases

Vendor Invoice Entry  Purchases

(Accrua Basis) Inventory
Freight Expense
Salestax Expense
Accounts Payable

Vendor Invoice Entry ~ No posting

Cash Basis)

Goods Returned Entry  Purchases
Inventory

Name

Inventory
Adjustments

Accounts Payable
Purchases

Cost of Goods Sold

Freight Expense
Sales Tax Expense

Where Defined

Inventory Control Product Code
Inventory Control Product Code

Accounts Payable Posting Code
Inventory Control Product Code

Inventory Control Product Code

Accounts Payable Posting Code
Accounts Payable Posting Code

Special Item Expense  Purchase Order Parameters

Purchase Order Postings

Debit Credit
100.00
100.00
100.00
10.00
10.00
6.00
126.00
100.00
100.00
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What to do with all the Paper
Generated

Why?

Solution-1V Purchase Order generates a great 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.

The entire line of the Solution-IV Accounting System has been designed to comply with the
Generally Accepted Accounting Principles (GAAP). In general, GAAP are broad concepts
and detailed practices including 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-1V Purchase Order system complies with GAAP,
providing an audit trail, or sufficient backing, for every entry in the General Ledger, a
principle mandated by GAAP. The Transaction Registers, and Status Change Register
provide this necessary audit trail.

What You Need to Keep

Appendices

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:

» Transaction Registers (al)

» Status Change Register

Keep thefinal copies of the reports you print before running the Period End Update, as well.
In general, these reports consist of the following:

» Open Order Register

» Returns by Reason Report
» Expected Delivery Report
>

Backorder Fill Report
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» Vendor Price Performance Report
» Vendor Delivery Performance Report
»  Uninvoiced Receipts Report

» Transactions not Ordered Report

How to Organize Saved Reports

A Closing Note

Appendices

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 isreatively 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 five binders, one for each of the following:

» Purchase Orders

» Transaction Registers
» Status Change Register
» 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 a binder for the purchase orders, each of the
registers, plus one for each report - atotal of 12 binders. Use dividers specially made for data
bindersto help organize the contents. Disadvantages of databinders 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 "Transaction Registers - 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 sureto
keep the reportsin date order in the file folder. With this method, you may still want to keep
copies of the purchase ordersin aring binder or data binder.

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 reportsinvaluable 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 equity, 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
usually 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
afinancial statement is prepared. In most businesses,
each month is a separate accounting period.

Solution-1V allows you to store data for 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 accrud basis.
See Accrued Asset and Accrued Liability.

Accrued Asset

An accrued asset is arevenue that is recorded when it
is earned, not when apayment isreceived. The
revenue then appears on financia statementsfor 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 items that 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 practical 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 cashis
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 systemeatically
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.

Appendices

D

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— Liabilities.

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 addressistyped 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. Usualy 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 |ess.

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.

138

Copyright 0 2005 Thoroughbred Software International, Inc.



Glossary

S

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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